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IMPORANT NOTE

e Asset Transfer submission via the CAP should be at least three months ahead of the transfer. If, however, you consider the
circumstances do not warrant this timeline eg if still the same organisation but a name change you should discuss the timeline
with your respective Inspection Management Team Focal Point Inspector.

e The incoming dutyholder initiates the Asset Transfer request via the CAP. The current dutyholder must however ensure that the
current controlled copy of the Safety Case is already on the CAP. The incoming dutyholder is responsible for the submission of
the Material Change as required by Regulation 24 of The Offshore Installations (Offshore Safety Directive) (Safety Case etc.)
Regulations 2015.

If you are not registered on the Competent Authority Portal this can be undertaken by request via this link Register here for access
rights to CAP
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1. SUBMIT ASSET TRANSFER REQUEST

The incoming dutyholder should access the Asset Transfer via the CAP Dashboard. From your workbasket this can be accessed via the
left-hand column (Figure 1.1).
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Select Start an Asset Transfer (Figure 1.2)

Search Asset Transfers

Select this option if you need to:
Search and view an ongoing Asset Transfer
Search and view an executed Asset Transfer

x: Start an Asset Transfer

Select this option if you need to:
Request transfer of ownership of a Safety Case created by another Duty Holder

: Manage CAP Teams
L Select this option if you need to:

Allow an organisation to use CAP
Modify an Organisations Team

Figure 1.2

Populate the name of the current dutyholder and the name of the installation or search just under dutyholder and select the relevant
installation from the installations listed. Then select Search (Figure 1.3).

Start an Asset Transfer

o AP Dashiboard

Find a Safety Case

I This screen allows you to start an Asset Transfer. You are able to search for a Safety Case held by another Duty Holder, and send a request to them asking for approval to transfer the ownership of the Safety Case to yourself.
Safety Case Reference

Installations

Duty Holder
5 Xq | @

p

Search .
Safety Case Reference Duty Holder Installations
SCINPUZE XCITE ENERGY RESOURCES PLC

A further screen pops up with the details associated with the current dutyholder. Select Start Asset Transfer (Figure 1.4)

Start Asset Transfer - SC/NPI/28

Are you sure you wish to start the Asset Transfer of Safety Case SC/NPI1/28 from
Duty Holder XCITE ENERGY RESOURCES PLC?

This will send an Asset Transfer request to XCITE ENERGY RESOURCES PLC. You
will have the opportunity to provide any documents or comments after

confirming.
Start Asset Transfer ] Cancel

. e, .~
Figure 1.4

This takes you to to the screen where you require to populate the proposed dutyholder, the anticipated execution date and upload of any
documents of relevance. Select ‘Submit Asset Transfer Request’ (Figure 1.5).
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Asset Transfer Request - SC/NPI/28/AST/1 e e s -

Request

Propased Duty Holder

Documents

@ Are you sure you wish to submit this Case Data
Asset Transfer raquest?
afety C
— qalcha| Asset transfer request submitted. X
R cance
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Your workbasket will show the request has been sent and an email alert will be sent to the current dutyholder advising that a response is
required. (Figure 1.6).
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The current dutyholder will receive an email alert advising that there is an asset transfer request. Details will be available via the workbasket

(Figure 2.1)
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Update My Passward

User Praferencas Transaction / Ref Subject Topic Company Status Information
CAP Dashboard AL | ] [ |

CAP Publishsd
OPEPs

Welcome Duty Holder 3, you last logged in on 18th December 2012 at 13:35.
Your current password expires on 11th February 2019,

e Your workbasket is currently displayed in the standard Workbasket order ()
ielp

F tly Asked Transaction [ Subect | Status |
requently Aske —
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Comtact Us
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SCINPIRBIASTH Request stariad: 15t Dacember 2018 13:42
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Figure 2.1
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Take Ownersnip G
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On selection of ‘Take Ownership’ you will be taken to the screen where you can view the details and any uploaded documentation. You

progress via the Submit transfer response (Figure 2.2).

Review Asset TransTer request

A Workbasket
View transfer request

Submit transfer response Request

Management
This asset transfer request was submitted on 18-DEC-2018.
Reassign

Proposed Duty Holder
MURPHY SCHIEHALLION LIMITED

Anticipated execution date
31-MAR-2019

Comments

Documents

TEST.docx 11 K8
File Description: Asset Transfer
Created By: Dr Duty Holder 2 18-DEC-2018 13:44:39

[ Download documents as zip

Current Duty Holder XCITE ENERGY RESOURCES PLC
Safety Case type Safety Case for Non-Production installations.

Status Active

I Submit transfer response ® I

Figure 2.2

You require to either Accept or Reject the Transfer. If you are not the responsible person for this decision there is the option to Reassign

the request to an alternative user via the Reassign tab on the left-hand column (Figure 2.3)

Review Asset Transfer request

4 Workbasket
View transfer request
Submit transfer Response
response

Comments

| confirm date of transfer aligns with agreement and
documentation acceptable

Management
| Reassign
You must enter this item

Documents
Upload a file @

What happens next?

If you accept this Asset Transfer request a Material Change Submission will be created against the
Safety Case. If this submission is completed and approved, operatorship of the Safety Case will be
transferred as below:

Execution Date: 31 March 2019
Current Duty Holder: XCITE ENERGY RESOURCES PLC
New Duty Holder: MURPHY SCHIEHALLION LIMITED

If you reject this Asset Transfer request, the Safety Case will remain with XCITE ENERGY RESOURCES
PLC. MURPHY SCHIEHALLION LIMITED will be informed of your response.

Accept Asset Transfer Request Reject Asset Transfer Request

@®© View transfer request

Current Duty Holder XCITE ENERGY RESOURCES PLC
Safety Case type Safety Case for Non-Production installations

Status Activ

® Are you sure you wish to accept this
Asset Transfer request?

m ST

Figure 2.3

On completion the Asset Transfer will then be removed from your workbasket
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3. RECEIPT OF DUTYHOLDER RESPONSE AND SUBMISSION OF MATERIAL CHANGE

The Incoming dutyholder will receive an email alert that there is a response from the current dutyholder. This can be viewed via your
workbasket. The system will generate an automated Material Change in your workbasket. You will be responsible for the submission of

the Material Change (Figure 3.1)

Note: if the current dutyholder rejects the asset transfer you will be notified.

-4 Competent Aumoriy Pontal Logn  Bomom ofPage ¥ Spell Check  Log Out Bottom of Pagy
Search Notifications
Update My ‘Workbasket
Updats My
User Preter Transaction / Ref Subject Topic Company Status Information “Filter Tag
CAP Dasnboard AT v For Attenticn v
CAP Published
GPEPs

Welcome Duty HOIer 2, you 1851 100ged in 0n 18I December 2018 at 13:38.
W Vo Curront paseword expires on 11th February 2010,

Your kel is cummently displayed in the standard Workbasket order () Bl E ¥
Help

Transaction Subject | Status /
Frequently Asked Campany Information Actions
Questions Ret Topic Bt
Contact Us . N In Progress

senprzamesy  Materal Change Submission MURPHY SCHIEHALLION LIMITED Last madfied. 18th December 2018 Hat yet Submitted
Terms Ang Ocaan Palricl 143901
Conditions.
Privacy And Cookies A al Change Approsal

- " Requesting Duty Haider. MURFHY SCHIEHALLION LIMITED Rea m Decenbes 2018
Satety Case Asset Transter Requast
Phishing Information  SCNPI2B/AST/ J o 1342 Received
Curtent Duty Helger: XGITE ENERGY RESOURCES PLG Request approved. 1Th Discember 2018

Seeurty Policy 1430

Figure 3.1

To view the response, click on the View transfer response (Figure 3.2).

VIEW ASSET TransTer

A Workbasket
View transfer request

View transfer response REqUESt

This asset transfer request was submitted on 18-DEC-2018.
Proposed Duty Holder
MURPHY SCHIEHALLION LIMITED

Anticipated execution date
31-MAR-2019

Comments

Documents

File Description: Asset Transfer
Created By: Dr Duty Holder 2 18-DEC-2018 13:44:39

B Download documents as zip

Current Duty Holder XCITE ENERGY RESOURCES PLC Status Active
safety Case type Safety Case for Non-Production installations

View transfer response @

This will then take you to the detailed return from the current dutyholder (Figure 3.3)

View Asset Transfer

AWorkbasket
View transfer request

View transfer response Response

This Asset Transfer has been accepted by XCITE ENERGY RESOURCES PLC and will be complete upon
approval of submission SC/NPI/28/MCS/1

Comments

1 confirm date of transfer aligns with agreement and
documentation acceptable

@ View transfer request

A Workbasket

T 5 Reference 5C/
¥ RESOURCES PLC Status Act

Figure 3.3
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The system will automatically generate the basic detail for the submission of a Material Change (Figure 3.4)

-4 Compatent Authority Portal Login  Boltom of Page ¥ Spell Check  Log Out
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Update My Details

Workbasket

Updale My Password

User Preferences Transaction | Ref Subject Topic Company Status
CAP Dashbaard ] Al v [ ]
CAP Pubished
OFEPs ‘Your workbasket is curently displayed in the standard Workbasket order ()
Transaction Subject | ()
Ref O Topie Company O
Help 0552
SCMPzemosn  Matenial Change Submission MURPHY SCHIEHALLION UMITED

Frequently Asked Ocean Patiol

Questions

Botlom of Page ¥
Filter Made Off Advanced Mode On
Apply Filter
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1 For Avcention v Show Al
Refrash
I )
Status / ()
Information Actions
Date
B | cominue Dol 653 |
Last modified 18th December 2013 Not yet Submitted
143901 ANGE -

Figure 3.4

On progression from the workbasket you will be required to select the relevant regulation and then select the Submission Form Tab (Figure

3.5)

Safety Case Submission Form

o Workbasket

Regulations
Submission Form Regulations
Documents
Please select the relevant regulations for your Submission.
Submit

O] Reg 14{2)(a)(i) (2005): Material Change

] Reg 14(b) (2005): Directed Material Change

[1 Reg 19(7) (2015): Conversion to Production Safety Case
1 Reg 24(b) (2015): Directed Material Change

] Reg 39 (2005-2015): Transitional Material Change
] Reg 24(2)(a)i) (2015): Material Change

« workbasket

Submission type Material Change Submission Reference SC/NPUZEMCS/

Duty Holder MURPHY SCHIEHALLION LIMITED Status In Progress

COIN Reference Mot yet assigned

Submission Form @&

Figure 3.5

The system will have self populated the detail which you should check for accuracy then select the Documents tab to progress (Figure 3.6)

COIN Reference

Regulations ' optional

Submission Form
Documents
Installation Search

Start typing to see suggestions Advanced Search

Submit

Ocean Patriot I Remove Installation
Installation Type

MDRSS - Mobile Drilling Semi Sub

Year of Installation

Field

Datum Location NS

Location EW

Quadrant/Block Block Suffix

Hydrocarbons Produced / Processed
None

Number of beds
100

Installation Search

Start typing to see suggestions Advanced Search

® Regulations

Figure 3.6

You should then upload the material change (Figure 3.7)

Safety Case Submission Form

4 Workbasket
Regulations v
ubmission Form ¥ Safety Case Submission Documents
Documents
Please ensure each file has an accurate description of its contents.
Submit As a minimum the Safety Case to which this Submission pertains must be uploaded.

TEST.docx 11 KB Edit Description

Delete

Upload a Do vesion ®

Upload a file

D Download documents as zip

® submission Form

Submission type Material Change Submission
Duty Holder MURPHY SCHIEHALLION LIMITED

COIN Reference Not yet assigned

Reference SC/NPU2B/MCS/

Status In Progress

Figure 3.7
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Submit a declaration (Figure 3.8)

Safety Case Submission Form

o Workbasket
Regulations 4
Eo sl ¥ Submit your Safety Case Submission
Documents v
Submission is valid
Submit Your Submission has passed validation checks and is ready for submission.

Please read this declaration and tick the box to indicate your agreement
before continuing.

In making this submission on behalf of the Duty Holder/Owner, | declare that | have checked the
information provided in the submission and that, to the best of my knowledge, the information is
correct and does not include any false or misleading information that could invalidate the submission
and could constitute an offence,

I'».ri | agree with the above declaration I

Agreed by: Dr Duty Holder 2

[

® Documents

A 'Workbasket

® Are you sure you wish to submit this

submission?

Figure 3.8

You then receive an alert that this has been sent to the regulator (Figure 3.9)

- Submission type Material Change Submission Reference SC/NPI/28/,
Safety Case Submission Form Duty Holder MURPHY SCHIEHALLION LIMITED Status Recened
COIN Reference Not yet assigned

A Workbasket
Regulations

Submission Form
Documents Submission Reference: SC/NPI/28/MCS/1

Your Submission has been submitted and has been sent to the Offshore Safety Directive Regulator
(OSDR) admin team for consideration.
Submitted

Return to Workbasket

® Documents

« Workbasket

Figure 3.9

The process beyond this will be that as described in the CAP Industry User Guidance for safety cases
http://www.hse.gov.uk/osdr/assets/docs/cap-industry-user-guidance.pdf .
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