¥
Offshore Safety Directive Regulator |§§§§§§§g‘::gy

trategy

COMPETENT AUTHORITY
PORTAL (aCAPJQ

INDUSTRY USER GUIDANCE
FOR SAFETY CASES

CONTENTS

CA Portal Industry Guidance v0.1
Page 1 of 46



1. Introduction

Registration

3. Creating a New Safety Case
3.1 Withdrawing Safety Case Submission
3.2 Safety Case Returned to Duty Holder by OSDR
3.3 Managing Non-Acceptance Issue (NAI)
3.4 Acknowledging OSDR Decision
3.5 Controlled Copy of Safety Case

Uploading an Existing Safety Case

Making a Material Change to a Safety Case

Submitting a Thorough Review

Search Function

Safety Case File Referencing

no

© N O

Glossary

CA Portal Industry Guidance v0.1
Page 2 of 46



BEIS
CA
CAP
EU
HSE
IMT
OPEP
OSDR
SCR2015
UKCS
UKOP

Department for Business, Energy and Industrial Strategy
Competent Authority

Competent Authority Portal

European Union

Health & Safety Executive

Inspection Management Team (OSDR)

Oil Pollution Emergency Plan

Offshore Safety Directive Regulator

Offshore Installations (Offshore Safety Directive) (Safety Case etc.) Regulations 2015

United Kingdom Continental Shelf

UK Oil Portal
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1 INTRODUCTION

Energy Portal

The UK Energy Portal is a secure e-commerce system that will allow Duty Holders to make relevant
submissions and notifications online in order to obtain the necessary regulatory authorisations to
operate on the UKCS.

Competent Authority (CA) Portal

EU Directive (2013/30/EU) on the safety of offshore oil and gas operations requires Member States to
set up a Competent Authority (CAQ to oversee Industry compliance with the Directive and to
undertake certain related functions such as accepting and/or assessing relevant submissions and
inspecting relevant natifications. The CA functions are delivered by the Department for Business,
Energy and Industrial Strategy (BEISQ and the Health and Safety Executive (HSEQ working in
partnership. The partnership formed for this purpose by BEIS and HSE is formally known as the
Offshore Safety Directive Regulator (0SDRJ. OSDR agreed to develop an online portal, similar in
nature to existing environmental Portal systems, for the submission of documents by the Industry and
for the CA to carry out its functions as required under the Directive.

The guidance will provide information on the basic functions for Industry users in relation to Safety
Case and any associated submissions.

Basic Portal Controls
Once logged in to the CA Portal it is important that when navigating through the system, the user
should use the links and tabs provided in the screen. Please doNOTus e t he browser
O6For war do b wmaytresult ;1 tha sser toging the Portal session.

Access to the CA Portal is available through the following link:

https://itportal.beis.gov.uk/eng/fox/cap/CAP_LOGIN/login

il

»
Offshore Safety Directive Regulator ‘E“;“n;m =

indusiral Strategy |m

Competent Authority Portal Login

«Workbasket 4 Stat SaveNow Rever Changes  Spall Check Bottom of Paga ¥

Portal Login Screen

Help Welcome to the Portal login screen. This screen enables you to login to the Portal with your existing account details, or register to receive a Portal account. The registration process
requires that you have a suitable e-mail account to register, after which you may commence work instantly
Frequently Asked
Questions
Contact Us If you have already been issued a Portal username and password please provide If you have not currently been provided with any Portal
your login details in the space provided below and th =

ails then please

hen click the login button. register by clicking on the register b
Terms And OR
Conditions

Login Id |
Privacy And Cookies o Login
Password | g

| Register |

Phishing Information

Security Policy « Workbaskel < Starl  Save Now  Reveri Changes  Spell Check Top of Page &

Figure 1.1

When logging into the CA Portal the user will be automatically directed to the Workbasket screen
(Figure 1.2). This screen displays all outstanding actions that are relevant to the user and that may
require action.
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https://itportal.beis.gov.uk/eng/fox/cap/CAP_LOGIN/login

<4 Competent Authority Portal Login ~ Bottom of Page ¥ Spell Check  Log Out

Bottom of Page ¥

Workbasket

Apply Filter

Transaction / Ref Subject Topic Company Status Information *“Filter Tag Reset Filter
[ | [211 Ml | [ | I | [ | [For attention v Show All
Refresh
Your workbasket is currently displayed in the standard Workbasket order ) By & @B
Transaction / O Subject/ O o status | O — Acti
G nformation ctions
Ref (@) Topic O G Date (O
prepating @ A
In Progress reparins
[Safety Case for Production installations Safety Case Submission HUNTER PETROLEUM Last modified: 25th August  Draft Submission submission
(SC/PRD/117/PRD/1) LIMITED
2017 2211935 Cancel
Submission D A

Figure 1.2

Access to available Portal applications are displayed in the left-hand side menu of the Workbasket

screen (Figure 1.3).

4 Competent Authority Portal Login

Search Nofifications
Update My Details Workbasket
Updale My Password

User Praferences Transaction / Ref Subject

Bottom of Page ¥ Spell Check  Log Out

Topic Company status Information

*Filter Tag

CAP Dashboard [a11

CAP Published
OPEPs Your workbasket is currently displayed

Transaction | ()
Ref O
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Figure 1.3
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2 REGISTRATION

New Duty Holders (Operators or Owners)

If a Company (Duty Holder) does not have a CA Portal account, an authorised Company
representative will need to e-mail details of the Duty Holder (Operator or Owner) to the Energy Portal
Service Desk mailbox ukop@ogauthority.co.uk who will then arrange for the Duty Holder company
group to be added to the CA Portal. As many Duty Holders using the CA Portal are currently active in
the UKCS it is unlikely that a new company account will be necessary.

If a new company account is required then the company details as registered at Companies House
will need to be supplied to UKOP. For companies that are registered overseas, the company number
and name of the Parent Registry will need to be supplied.

Managing Team & User Access

For each Duty Holder holding a CA Portal account there are distinct access privileges which can be
allocated to individual users. These can be summarised as follows:

Team Co-ordinator Users with this privilege administer access to this team and can
add/remove users as required. The Team Co-ordinator can also allocate
access rights to specific users using the tick boxes provided. This role
should be restricted to users directly employed by the Duty Holder and
should not be granted to users working for contractors on behalf of the

Duty Holder.

OPEP Applicant Users in this role can create and edit Oil Pollution Emergency Plan
(OPEP) applications for any installation/field owned by the Responsible

Person.

OPEP Viewer

Users with this role have view access only to OPEP applications for any
installation/field owned by the Responsible Person.

OPEP Notification

Users in this role receive notifications on the outcome of all OPEP

Recipient submissions for installations/fields owned by the Responsible Person.
Safety Case Users in this role can create and edit Safety Case submissions for any
Submitter installation/field owned by the Duty Holder.

Safety Case Viewer

Users in this role can view Safety Case submissions for any
installation/field owned by the Duty Holder.

Existing Safety Case
Submitter

Users in this role can upload existing Safety Cases for any
installation/field owned by the Duty Holder.

Safety Case Asset
Transferrer

Users in this role can start and reply to asset transfers where the existing
Safety Case will be transferred to/from the Duty Holder.

Safety Case
Notification Recipient

Users in this role receive notifications on the outcome of all Safety Case
submissions for installations/fields owned by the Duty Holder.

Role of the Team Co-ordinator

The designated Team Co-ordinator(s) within each Organisation can add new users to the CA Portal
Team or remove users as and when required. To add new users the Team Co-ordinator should select
0 CAP Das hboar dhandsideonenu df the Wdrkbdsket screen (Figure 2.1)
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4 BEISLogin  Bottomof Page ¥ Spell Check  Log Out Batiom of Page ¥

Search Notifications

Update My Detais Workbasket

Update My Password —
Apply Filter

User Preferences. Transaction | Ref Subject Topic Company Status Information et Filer

CAP Dashboard [ ESES ~ = Show All
Refresh

CAP Published
OPEPs

Your workbasket is currently displayed in the standard Workbasket order () )
Transaction | O Subjecti ) . Status | O N
Ret o) Tople O Company o - Information Actions
Figure 2.1
The wuser wi || then be directed to the CAP Dashboard
(Figure 2.2)

Search OPEPs
Select this option if you need to:

Search for and view an OPEP

Export OPEP Data

Withdraw an OPEP

Amend an existing OPEP

Create a Communications and Interface Plan against an existing OPEP
Amend an existing Communications and Interface Plan

Start a 5 year review

Start a Minor Change

Select this option if you need to:

Search for and view a Safety Case

Work on an existing Safety Case

Export Safety Case Data

Withdraw a Safety Case

Make a material change to an accepted Safety Case
Submit a 5 year thorough review summary report

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

Allow an organisation to use CAP
Modify an Organisations Team

Q Search Safety Cases

Figure 2.2

Once selected the Team Co-ordinatorwi | | be directed to the OCAP Teams?d
management screen the user should begin to type the name of the Organisation that requires

updating and select from the options displayed. Once the Organisation Group has been identified the

user should sel eEdgured.3Janage Teamd
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CAP Teams

4 CAP Dashboard

Manage an organisation's team
Here you can create a new team for an organisation, or modify an existing organisations team for their access to CAP

Simply choose the organisation group you wish to administer and click "Manage Team”

I Only the organisations that you have permission to administer will be available.

Please choose an Organisation Group
h a,
HUNTER PETROLEUM

Figure 2.3

Once selected the Team Co-ordinator will be directed to the team management screen and will see a
list of users and allocated privileges. In the screenshot below the Team Co-ordinator is currently the

sole member of the CAP Team. (Figure 2.4)

Toadd newuserstothe CAPTeam sel ect 6Add someone to this teamb

Editing CAP Organisation Team

4 CAP Teams

Team Name CAP Organisation Team @
Team Description The team required for organisations to access CAP ®
Grid view List view
OPEP @ Safety ® Safety @ Existing ® Safety Case () Safety Case ()
Central Contact Team @ OPEP @ OPEP () Notification Case Case Safety Case Asset Notification
Details Coordinator Applicant Viewer Recipient Submitter Viewer Submitter Transferer Recipient
Duty Holder 2 ~ ~ v i ~ ~ ™ m] )

dh2@cap.com
CAP
+44 (0)300 067 1672

%

% Add someane lo this team ]

Cancel changes

Figure 2.4

The Team Co-ordinator will then be directed to the user input screen and will need to input details of
the user to be added. It is important that the exact e-mail address of the user to be added is input and
the Portal uses this as the primary identifier of the user. Other details do not need to match the users
Portal account details (e.g. full company name) and the Portal will select the most suitable match

based on the e-mail address.
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Once the above details have been added the Team Co-or di nat or should select 6 Ad
2.5).

Select Person

« Maintain Team

Select Person

Please enter an Email Address, Forename and Surname of the person you want to add then click Add Person

The values entered must all match those of the person you would like to add. If a maich cannot be found, the best suggestion will be presented, at which point you may accept the suggestion, or create a new
record with your entered values.

Email Address o bloggs@ntiworld com
Forename Joe

Surname Bloggs

Organisation Hunter Petroleum @
Telephone Number | 0208 B50 5678| x
Add Person Cancel
Figure 2.5
If the user selected does not have a Portal accountayel | ow o6warning triangl e
Hovering over this icon wildl di splay the warning mes:
(Figure 2.6)

If the warning triangle is displayed the Team Co-ordinator should e-mail ukop@ogauthority.co.uk and
request that an account offer be sent out to the user. The Team Co-ordinator will be able to allocate
permissions and save the changes with the warning triangle displayed.

The individual roles are described more fully in the table above and hovering over the @ icon.

Editing CAP Organisation Team

A CAP Teams
Team Name CAP Organisation Team @
Team Description The team required for organisations to access CAP ®
Grid view List view
OPEP @© Safety (@ Safety (@ Existing (9 SafetyCase 3) SafetyCase @
Central Contact Team @ OPEP @ OFEP (3 Notification Case Case Safety Case Asset Notification
Details Coordinater Applicant Viewer Recipient Submitter Viewer Submitter Transferer Recipient
Joe Bloggs O o “ m} O O =] Ol ]
joe bloggs@ntiworld.com ! ! ! ! ! ! ! ’ !
Hunter Petroleum
+44 (0)208 850 5678
%
Duty Holder 2 54 & ~ ) 54 [~ 54 1 )
dh2@cap.com
CAP
44 (0)300 067 1672
Figure 2.6
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To remove a User from the CAP Team the Co-ordinator can simply uncheck all of the allocated roles
and select 6Save Teamb.
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3. CREATING A NEW SAFETY CASE

I't should be noted that the 6énewd Safety Case functioc
installation that does not have an accepted operational safety case.

Preparing a New Safety Case Submission

To start a new Safety Case submission the usershoulds el ect O6 CAR Dasohmbhamdhred | e f t
side menu of the Workbasket screen. (Figure 3.1)

Bottom of Page ¥

-« Compelent Authority Portal Login ~ Bottom of Page ¥ Spell Check  Log Out

Search Notifications.

Update My Details Workbasket Eiller Mode Off Advanced M
Update My Password
Apply Filter
User Preferences Transaction / Ref Subject Topic Company Status Information Filter Tag Resat Eller
GAP Dashboard [an v ] or Attention Show Al
Refresh
OPEPs
Your workbasket is currently displayed in the standard Workbasket order LI )
Transaction / () Subject /| () o Status / O o e
~ N Company C . Information ctions
Ref O Topic O = Date O
Figure 3.1

The user will then be directed to the CAP Dashboard (Figure 3.2). From here the user will be able to
select6 St art a new Saf etngwsGomssiod. t o create the

CAP Dashboard

< Workbasket

Select this option if you need to:
Start a new Safety Case

ﬁ Start a new Safety Case

4. Upload an existing Safety Case

o Select this option if you need to:

Migrate an existing Safety Case approved before CAP

Q Search Safety Cases

Select this option if you need to:
Search for and view a Safety Case
Work on an existing Safety Case
Export Safe

Make a mal hange to an accepted Safety Case
Submit a 5 year thorough review summary report

} Manage CAP Teams
Select this option if you need to:
Allow an organisation to use CAP
Modify an Organisations Team

Figure 3.2

Selectingd St art a nedw ®RiefttheaugertCaewpaget o 6Create a new Safet
where the user will be able to select the required Safety Case type (Figure 3.3).
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Create a new Safety Case
4 CAP Dashboard

Start a new Safety Case
Safety Case

Safety Cases, Thorough Reviews and Material Change are submitted and managed through this section of the CAP. Guidance as to the nature and content of such submissions can be found
here __. Note however for Combined Operations and Design and Relocation Notifications you will at present utilise the existing arrangement via scrOS5@hse.gov.uk until further notice.

Please select a Safety Case type
(O Safety Case for Production installations

(O Safety Case for Non-Production installations

Please select the Duty Holder (appointed installation operator) or Owner responsible for this safety case

Figure 3.3

The same page (6Create a new Safety Cased page) wil
(appointed Installation Operator of a Production Installation as per Regulation 5 or 6 of the Offshore

Petroleum Licensing (Offshore Safety Directive) Regulations 2015 or the Owner of a Non-Production

Installation) (Figure 3.4).

The responsibility rests with the user to ensure that the correct legal entity is selected.
Selecting an incorrect legal entity will invalidate the Safety Case.

Create a new Safety Case

< CAP Dashboard

Start a new Safety Case

Safety Case

here __. Note h for Combined O ions and Design and Relocation Notifications you will at present utilise the existing arrangement via scrO5@hse.gov.uk until further notice.

I Safety Cases, Thorough Reviews and Material Change are submitted and managed through this section of the CAP. Guidance as to the nature and content of such submissions can be found

Please select a Safety Case type
O Safety Case for Production installations

O Safety Case for Non-Production installations

Please select the Duty Holder (appoi i Pt ) or Owner resp ible for this safety case
HUNTER PETROLEUM LIMITED x| &

Figure 3.4

On selecting the Duty Holder the user will be able to prepare the Safety Case by selecting the
O6Prepare Safety Case6 tab (Figure 3.5)

Create a new Safety Case

< CAP Dashboard

Start a new Safety Case
Safety Case
Safety Cases, Thorough Reviews and Material Change are submitted and managed through this section of the CAP. Guidance as to the nature and content of such submissions can be found

here __. Note however for Combined Operations and Design and Relocation Notifications you will at present utilise the existing arrangement via scr05@hse.gov.uk until further notice.

Please select a Safety Case type
O Safety Case for Production installations

O Safety Case for Non-Production installations

Please select the Duty Holder (appointed installation operator) or Owner responsible for this safety case
HUNTER PETROLEUM LIMITED x| Q

Prepare Safety Case

Figure 3.5
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On selecting O0Prepare Safety Cased the

user wil |l be
under which the safety case is being made (Figure 3.6)

1 The Offshore Installations (Safety Case) regulations 2005
1 The Offshore Installations (Offshore Safety Directive) (Safety Case etc.) Regulations 2015

Safety C Submissi F Submission type Safety Casa for Production installations
aiety Lase submission Form Duty Holder HUNTER PETROLEUM LIMITED
COIN Reference Not yet assigned

SCS Reference SC/PRD/118/PRD/
Status In Progress

« Workbasket
Regulations

Submission Form Regulations
Documents

Please select the relevant regulations for your submission

Submit Submissicn

[] Reg 17 (2015): Safety Case
[ Reg 7 (2005): Safety Case

Submission Form @)

Figure 3.6

On selecting the specific regulation under which the safety case is made the user will be able to

progress to the next screen to upload the safety case

Safety C Submissi F Submission type Salety Case for Production installations
alety Lase osubmission Form Duty Holder HUNTER PETROLEUM LIMITED
COIN Reference Not yet assigned

SCS Reference SC/PRD/118/PRD/1
Status In Progress

+ Workbasket
Regulations

Submission Form Regulations
Documents

Please select the relevant regulations for your submission.

Submit Submission

M Reg 17 (2015): Safety Case
[] Reg 7 (2005): Safety Case

I Submission Form ) I

Figure 3.7

Selecting the 6Submission Formdé wild.l take the user toc
user will be able to input mandatory contact details for the safety case. It should be noted that the

system automatically populates the company registration number and the company house registration
address (Figure 3.8)
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Figure 3.8

On completion of the O6Contact Detailsdéd the user wild]l
known (Figure 3.9). Please note that this is not a mandatory field.

Figure 3.9

Oncompl etion of the O6Contact Details6 and the optiona
able to select the installation(s) covered by the safety case.

It should be noted that the system allows a global searchusi ng 61l nst al | atandins Sear chd
the responsibility of the user to ensure the correct installation covered by the safety case is selected

(e.g. Figure 3.10). The system allows the user to select additional or multiple installations covered by

the same safety case by usi ngltshouldalsolbarmtecathdt@ante on Sear c
an installation is selected for a safety case, it will not be available to select again.
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