
Draft comms for action reminders  

From Friday the 2nd of December 2022, if you have an action recorded on Safeguard on an incident 

that is allocated to you- you will receive a reminder a week before the action is set to go over due. 

Once the action has gone overdue, you will receive weekly reminders on a Friday. Please see an 

example of the reminder email that will you receive if you have been allocated an action on 

Safeguard:  

 

 

 

 To avoid the weekly reminders, please go into the action on Safeguard (guide below) and close it 

with evidence  

SOP for completing/updating actions on Safeguard 

Log onto Safeguard via incident reporting on the intranet (under corporate systems) 



 

 

Log on normally 

 



 

All the allocated actions will be listed under the different modules, please select the correct module 

and it will show the action listed:  

 

 

Completing an action: 

Complete the percentage box to 100, select today or the date the action was completed and the 

select the outcome as such: 

To access your actions, click on 

the box in the left hand corner 

and select actions: 

 

Double click on the action on the 

right hand side and this screen 

will come up: 

 



 

You then need to include the progress update for the outcome of the action: 

 

Select new progress and the select action completed (include as much detail as possible)  

 

 

If updating an action but not closing then add the progress but don’t close the action 

If the action has been incorrectly assigned then please email the risk management inbox  

 


