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1 Purpose  
     1.1 The purpose of this document is  

a) To describe the key activities under which Structural Maintenance delivers its works 

b) To provide guidance on the work flow of these activities as well as the roles and  
responsibilities for each key activity    

c) To describe the approval process for changes to the Annual Asset Maintenance 
Programme.   

 

2 Scope  
2.1 This Guidance is for internal use and it applies to all departments that fall within 

Structural Maintenance. These include the Inspection Delivery Team (IDT), Asset 
Delivery Team (ADT), Works Delivery Team (WDT) and Business Delivery Team 
(BDT).  

 

3 Information  
 The areas responsible for delivering the Structural Maintenance works are the 

Inspection Delivery Team, the Asset Delivery Team and the Works Delivery Team. 
The Business Systems Delivery Team provides support to the three areas above 
through data management and reporting (see next page).  

   

 

 

 

 

 

 

 

 

 

 

 

Reference: G1137 A3 Page 3 of 32 
Copyright London Underground Library 
Provided by IHS Licensee=Weston Williamson/5989497001, User=sam, albett

Not for Resale, 03/28/2016 05:20:39 MDTNo reproduction or networking permitted without license from IHS

-
-
`
,
,
`
`
,
`
`
`
`
,
,
`
`
,
`
`
,
,
`
`
`
`
`
,
,
`
`
-
`
-
`
,
,
`
,
,
`
,
`
,
,
`
-
-
-

Full document details: LUL G1137 2015

http://www.avadocuments.com/doc/lul-g1137-2015
http://www.avadocuments.com/doc/lul-g1137-2015


 

Title: Guidance to Structural Maintenance Workflow 
Number: G1137   

Issue no: A3 
Issue date: January  2015 

 
 

Civil & Structures – Process & Procedures
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3.1 Overview of Processes and Procedures for Structural Maintenance 

Reference: G1137 A3 Page 4 of 32 
Copyright London Underground Library 
Provided by IHS Licensee=Weston Williamson/5989497001, User=sam, albett

Not for Resale, 03/28/2016 05:20:39 MDTNo reproduction or networking permitted without license from IHS

-
-
`
,
,
`
`
,
`
`
`
`
,
,
`
`
,
`
`
,
,
`
`
`
`
`
,
,
`
`
-
`
-
`
,
,
`
,
,
`
,
`
,
,
`
-
-
-

Full document details: LUL G1137 2015

http://www.avadocuments.com/doc/lul-g1137-2015
http://www.avadocuments.com/doc/lul-g1137-2015


 

Title: Guidance to Structural Maintenance Workflow 
Number: G1137   

Issue no: A3 
Issue date: January  2015 

 
 

3.2  Detailed processes for CM, BSDT, IDT, ADT and WDT 

Note that the various detailed process for CM, BSDT, IDT, ADT and WDT are covered 
under following in the Appendices in Section 7. 

1. Forecast & Commit Annual Inspection Plan 

2. Issue & Assign Period Work 

3. Inspect/Report Production 

• Inspect/Report Production 

• NIR Process 

4. Inspection Review/Defect Work Order Creation 

• DTT Inspection Review-Defect Work Order Creation 

5. Defect Work Order Review 

6. Annual Maintenance Plan 

• Change to Annual Maintenance Plan 

7. Scope & Brief Creation 

8. Tender Process 

9. Site Delivery 

10. Handover 

11. ACAC Update 

12. Annual Maintenance Certificate 

3.3 Detailed processes for CM, BSDT 

Note that the various detailed process for CM, BSDT are covered under following in the 
Appendices Section 7. 

13 Asset Registration 

14 Asset Data 

15 Data Audit- ACAC Audit Function 

• Data Audit- Work Orders Raised 

16 Restriction of Assets 

17 Dangerous Structures (Do Not Use) 

18 Approval Process for Changes to AAMP 

19  Asset Query 

20  Fault Management Centre 

• Fault Management Centre Direct 
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4  Abbreviations  
The following abbreviations are created: 

a) Within London Underground’s Glossary of Terms (S1622) (a Category 1 Standard); 
b) From published sources that are clearly identified. 

Abbreviation Definition Source 
CM 
IDT 
ADT 
WDT 
BSDT 
ACAC 
DSN 
EDN 
ROA 
AAMP 
NIR 
SABRE 
CCF 
RN 

Civil Maintenance 
Inspection Delivery Team 
Asset Delivery Team 
Work Delivery Team 
Business Systems Delivery Team 
Asset Condition Assessment and Certification 
Dangerous Structure Notice 
Early Defect Notification 
Restriction on Asset  
Annual Asset Maintenance Programme 
Non Inspection Record 
Site Access Booking for Railway Engineering 
Change Control Form 
Regulatory Notice 

a 
a 
a 
a 
a 
a 
a 
a 
a 
a 
a 
a 
a 
a 

 

 

5. Person accountable for the document   
Person accountable for the document  
Raj Sidhpura Structures Engineering Operations Manager 

 

6. Document history 
Issue no Date Changes Author 
A1 July 2011 New Guidance document authorised for issue Flo Xhelilaj  
A2 Dec 2014 Document updated to reflect the changes to 

organisation and BCV/SSL split as per 
DRACCT No. 03239. 

R Sidhpura 

A3 Jan 2015 Document updated to reflect the changes as 
agreed with Head of Profession to sections  7 
DRACCT No. 03239. 

R Sidhpura 

 

 

 

7. Appendices
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7.1  Forecast & Commit Annual Inspection Plan 

 

Civil & Structures Process – Forecast & Commit Annual Inspection Plan (Process 1)

Inspection 
Manager

Inspection 
Manager

Support Services 
(Contractor)

Support Services 
(Contractor) InspectorInspectorInspection Planner

(year programme previously agreed)

Inspection Planner
(year programme previously agreed)

Create inspection 
programme in 
Ellipse (Yearly) Review 

programme, long 
term planning, 

identify any issues 

Adjust inspection 
programme in 

Ellipse 

Produce 
inspection 
planning 

programme

Review (resource 
balancing) 

Adjust inspection 
programme in 

Ellipse (3 period 
forecast)

Assignment pack 
ready (allows desk 

study task to 
commence for 

principal 
inspections

Assign work orders 
to inspectors in 
Ellipse (at Task 

level) via bulk upload

If required

Review support 
services feedback

YES

Send programme 
to support 
services

NO

Review comments
YES

 (work orders generated)

Principal Inspection only

Feedback issues and comment and
 recommend required alterations

NO

Special & Superficial Inspection incl via above action

Agree 
alterations

**Commit

Process 2
(Issue & 
Commit 

Period Work in 
Ellipse)

Create manual work 
orders (special 

inspection)

Review inspection 
program

(start)

Inspection 
Manager to review 

resource as first 
estimate to 

Support Services

Confirm Support 
Service Access, 

Sabres etc..

** Inspection Planner with 
Client Sponsor and Inspection 
Manager  shall submit to
the Profession Head – 
Bridges and Structures a 
programme of the inspections 
to be carried out in the next 
12 months before end of 
|March of the previous year.
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7.2  Issue & Assign Period Work

Civil & Structures Process – Issue & Assign Period Work (Process 2)

InspectorInspector Support ServicesSupport ServicesInspection PlannerInspection Planner

Issue assignment pack 
to inspectors

Perform desk study 
(principal inspections only)

Full preparation, knowledge and historic 
information of the asset to enable full 

understanding of expectations when on site. Types 
of defects to be encountered or specific areas of 

concern highlighted. 
Use the following information sources:-

- Workload programme issued 8 
                     weeks beforehand 

- Web GIS
- LiveLink
- Archived Reports
- Asbestos register

                   -Scope Visit if new AssetNotify Planner of SABRE
 number and confirm

 inspection ready 
for site visit

FDM
Inspection task 

information automatically 
sent to FDM for 

inspections assigned at 
task level

From Process 
1 (Forecast & 

Commit/Assign 
Weekly 

Inspection 
Programme)

Process 3 
(Inspect / 
Report 

Production)
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7.3  Inspection Report Production 

 

Civil & Structures Process – Inspect / Report Production (Process 3)

Inspection 
Manager

Inspection 
ManagerInspectorInspector

Work Order uploaded 
in FDM and accessed 

via Ipad

Site Visit
     - Select work order
     - Complete script
     - Take photographs

Confirm completed script 
on Ipad

run ‘CLOSE’ script

FDM from Ipad close 
Work Order at Task 

Level  in Ellipse

FDM

(Status manual change 
”INSPECTOR REVIEW”)

Review report in FDM
(print hard copy report if 

required)

Submit for sign off

Complete all site visits & return to office

Inspection data uploaded to FDM

Ellipse updated
 by FDM

Inspection data available in FDM
(Status auto change “UNCHECKED”)

FDMReport status 
changed in FDM

(Status manual change “REPORT SUBMITTED”) 

Import 
photographs and 

sketches into FDM

From 
process 2 
(Issue & 
Assign 
Weekly 
Work)

Process 4 
(Inspection 
Review / 

Defect Work 
Order 

Creation

ELLIPSE
Site visit task 

closed on 
END

Scoring script:-
A0a data sheet
A0b inspection & maintenance history summary
A0c defect description summary
Complete sufficient score sheet to cover various 
structural elements

Defect script:-
Specifically highlighted defects (B2 or greater) 
Quantify remedial works / recommendations

Condition Monitoring script:-
Confirm condition monitoring figure

Save word copy report in 
LiveLink confirming all 
appropriate information 

is included    

From 
process 2 
(Issue & 
Assign 
Weekly 
Work)

Checks site visit and 
report accurate
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7.3.1  Inspect/Report Production

Civil & Structures Process – Inspect / Report Production (Process 3B)

Inspection 
Manager

Inspection 
ManagerInspectorInspector

Submit for sign off by moving 
to LiveLink for Sign Off in 

Works or No Works folder and 
close action in FDM to 

Submitted to IRE

From 
process 2 
(Issue & 
Assign 
Weekly 
Work)

Process 4 
(Inspection 
Review / 

Defect Work 
Order 

Creation

END

Save word copy report in 
LiveLink confirming all 

appropriate information is 
included    

Check Task 1 closed in 
Ellipse and FDM and 

report correctly 
uploaded in Livelink.

Close task 1  in 
Ellipse
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