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1. INTRODUCTION
This document shows how to use the Evotix Assure system to enter and manage actions from
SHE tours.

1.1 SHE Safety Tours
Log into the main system (see Document 1)

From the menu strip on the left, choose Modules -> Risk -> Safety Tours or in the ‘Quick Add
Record’ section click on ‘Safety Tours’. If you used the menu strip then you will need to click on
‘New Record’ in the next screen:
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Either way should bring up a new Safety Tour record.

The following information should be included and then scroll down and click ‘Save’ prior to any
further details being added.

The critical information that must be added is highlighted by an asterisk *.

INPUT DESCRIPTION
Org Unit Select the Department the Safety Tour was conducted for.
Date of Safety Tour The date of the Tour.
Time of Safety Tour The approximate start time of the tour.
Location The area and year of the Safety Tour e.g. ALICE TOUR 2008

(This will identify it in the list of Safety Tour records)
Site Site tour was undertaken on.
Safety Tour Team
Members

List of staff undertaking tour

Reported By The person in charge of the Tour.
Reported By Date Date tour was entered in the system
Tour Score Tour Score

Once this Safety Tour entry has been saved Actions can be added.
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Safety Tour Scores

Score Descriptor Commentary
1 Unsatisfactory Serious hazards identified requiring immediate shutdown of area

and Departmental Director notified. The area is only to be reopened
when the faults are corrected and the area made safe and
authorisation given by the Department Director.
Areas receiving a score of 1 should be re-toured prior to re-opening
and after three months.

2 Significant
Improvements
Needed

A high number of faults / hazards identified. The department head of
an area scoring a four is to be notified and sent the tour report which
will include a list of faults.
Areas receiving a score of 2 should be re-toured shortly after the
three month correction period has expired.

3 Moderate
Improvements
Needed

Numerous faults / hazards identified.
Areas receiving a score of 3 should be re-toured shortly after the
three month correction period has expired.

4 Minor
Improvements
Needed

Two or three minor faults / hazards identified.
Areas receiving a score of 4 should be re-toured as planned in the
next round of annual tours.

5 Satisfactory One minor fault / hazard identified.
Areas receiving a score of 5 should be re-toured as planned in the
next round of annual tours.
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1.2 Adding Actions
Re-open the Safety Tour record you have just created and scroll down. At the bottom of the
screen, click on the ‘ ’:

You will then be presented with the following view (The list will usually be blank).

To Add an Action from the Tour select ‘+New Record’ where you will be given a new window to
add the details.
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A brief description of the contents of this page will follow:
The critical information that must be added is highlighted by an asterisk *.

Input Description
* Action Title A clear descriptive name for the action.
 Directorate/Department (Optional in this case)

Action Details The details to be associated with the action, in
sufficient detail for the person assigned the
action to complete it.
It is very important to include the location
where the action is due since anyone
required to complete an action will not see
the over-riding Tour form to which the action
is attached, without further use of She
Assure (see Section 5.1).

* Action For The person to whom the action will be assigned.
(the email address will automatically be added
from the system file)

* Due Date The date by which the action should be
completed.

 Priority Low/Normal/High – dependant on the level of
risk posed by any hazards identified.

The following fields are completed by the person assigned the action.

Input Description
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Current Status Not Started/In Progress/Completed
(On setup this is automatically defined as ‘Not
Started’)

Completed Percent A gauge to record the level of action completion.
Completed Date Date action is completed.
Action Taken Any specific details that would be useful to

record how the action was completed.

When selecting who the action is ‘FOR’, it is possible to search by an individual’s ‘User Name’,
their ‘Full Name’ (or part of it) or their ‘Email Address’ as illustrated below:

Click on the person required and then click ‘Close’.

N.B. The email address will normally be included in the display window but have been removed
from the above image due to open distribution of this document.

1.2.1 Email Notification
Once the details have been completed and the record saved, an email with the details will be sent
to the person on who the action has been assigned.

A further reminder email will also be sent to the ‘action person’ approximately 7 days before the
due completion date. The person responsible for the action can enter SHE Assure and record the
level of progress i.e. percentage completed, if the action requires significant time, or change the
status to ‘Completed’ once the action has been done. No further reminder emails will be issued
after completion and the action has been marked ‘Completed’.

If the action has not been completed by the specified date then the individual and their Line
Manager will be notified by email. Even if the action is completed, and the record not amended in
SHE Assure, the Line Manager will be sent an email regarding the action, so it is important that the
correct status of the action is recorded. This will continue at a similar 7 day interval until the action
is recorded as completed.
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An example notification email is shown below.

From: stfc220417-no-reply@sheassure.net [mailto:stfc220417-no-reply@sheassure.net]
Sent: 04 January 2018 11:09
To: Harris, Garth (STFC,RAL,CSD)
Subject: SHE Assure Approval Notification

A record in the Incident Record module of SHE Assure with reference 11 assigned to you for submission has
had due date amended by Gareth Baker.
Original Submission Due Date: Due date not set.
New Submission Due Date: 03/01/2018
On: 04/01/2018
Comments:

http://staging.sheassure.net/stfc220417/Approval/Index/9932428

1.3 Completing Actions
It is very important that the Actions are recorded as ‘Completed’ when they have been done. This
can be done by the person responsible for the action entering Evotix Assure and following the
procedure below:

N.B. Failure to close the action will result in the system continuing to issue emails
regarding the action.

Anyone who has an action assigned to them can view their actions from the home page of Evotix
Assure. By selecting ‘View Outstanding Actions’ a list of actions to be completed will be generated.

The status of any action can be updated by opening the action, changing the status, Complete (%)
and Completion Date as appropriate.



Issue Number: 4.2 Issue Date: 04/11/2022 Author: G J Baker Page 12 of 16

N.B. Only the person creating the action or the SHE Group can change the due date of the action if
there is a sufficiently good reason to do so.

1.4 Action attached to Safety Tour record
If a person assigned an action wishes to see the overall Safety Tour from which the action has
been created, for more information regarding areas toured etc. then the following instructions
apply.

Open ‘My Tasks’ as above and use the ‘three dots’ at the end of the row to choose ‘Go To
Record’:.

Other options here:
 Complete – If you have completed the action
 Edit – If you wish to make a note of the progress towards completing the action.

1.5 Final Sign-Off
Once the action has been completed and Evotix Assure used to report this completion then the
person who assigned the action should close it out.
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1.6 Action Summary
From the home page in Evotix Assure you can view the state of any actions/tasks you have in the
system.

Use the ‘three dots’ at the end of each row to either ‘Edit’ the action/task directly or ‘Go To
Records’ to enter the record in which the action was created.

1.7 Manager Summaries

Managers can get a report on what actions are overdue for people they manage.

From the man system choose Tasks->Task Management->Action Manager:
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This will bring up a list of actions:

Click on Filters and then choose either ‘Actions for people I manage’ or ‘Outstanding actions for
people I manage’. This will reduce the list accordingly.

The list can then be exported to Excel using the Reports option and choosing either ‘Action
Summary Report’ or ‘Action Summary Report with Completed Details’ from the Standard Reports
drop-down.



Issue Number: 4.2 Issue Date: 04/11/2022 Author: G J Baker Page 15 of 16

2. REPORTS ON ACTIONS
In order to report on actions completed or outstanding from Safety Tours etc. a report can be
created to summarise the tour actions.

This is achieved inside the ‘Safety Tour’ module:

Choose either method of entering the Safety Tour module.

Then set up a filter:
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Find the Tour report you are interested in and click on the icon highlighted:

The number indicates how many actions have been entered, the colour gives some indication on
status of those actions

The status of all the actions from the tour will be presented:

Clicking on the ‘three dots’ and choosing ‘Report’ will present a report which can be exported as a
PDF or to Word or Excel.


