Level 2

Ref: NR/L2/INF/02220

Issue: 1

Date: 07 March 2009

Compliance date: | 01 October 2009

Document and records management

Endorsement and Authorisation

Endorsed by:

N Loadmat/ Working Group Chair

Authorised by:

........................................................................

Pam Fellows, Information Management Steering Group
Chair

Accepted for issue by:

M McManus, National Standards Manager

This document is the property of Network Rail. It shall not be reproduced in whole or part nor disclosed to a third
party without the written permission of Network Rail.

& Copyright 2009 Network Rail.

Uncontrolled copy once printed from its electronic source.
Published and Issued by Network Rail, Kings Place, 90 York Way, London N1 9AG.

Copyright Network Rail
Provided by IHS under license with Network Rail
No reproduction or networking permitted without license from IHS

Full document details: NR NR-L2-INF-02220 ISSUE 12009

Network Rail
e 4

Documents

Document Sharing Hub

Licensee=Weston Williamson/5989497001, User=sam, albett
Not for Resale, 03/27/2016 22:15:39 MDT


http://www.avadocuments.com/doc/nr-nr-l2-inf-02220-issue-1-2009
http://www.avadocuments.com/doc/nr-nr-l2-inf-02220-issue-1-2009

Ref: NR/L2/INF/02220
Issue: 1
Date: 07 March 2009
Compliance date: | 01 October 2009

Issue record

Issue Date Comments
1 07 March 2009 New standard
Compliance

This Network Rail standard is mandatory and shall be complied with by Network Rail
and its contractors if applicable from 01 October 2009.

When this standard is implemented, it is permissible for all projects that have
formally completed GRIP Stage 4 to continue to comply with the Issue of any
relevant Network Rail Standards current when GRIP Stage 4 was reached and not to
comply with requirements contained herein, unless the designated Standard Owner
has stipulated otherwise in the accompanying Briefing Note.

Reference documentation

NR/L3/INF/02221  Document creation and approval
NR/L3/INF/02222  Metadata for documents and records
NR/L3/INF/02223  Information security classification
NR/L3/INF/02224  Sharing framework for information
NR/L3/INF/02225  Records management
NR/L3/INF/02226  Corporate Records Retention Schedule
The Railway Heritage Act, 1996

Disclaimer

In issuing this document for its stated purpose, Network Rail makes no warranties,
express or implied, that compliance with all or any documents it issues is sufficient
on its own to ensure safe systems of work or operation. Users are reminded of their
own duties under health and safety legislation.

Supply

Copies of documents are available electronically, within Network Rail’'s organisation.
Hard copies of this document may be available to Network Rail people on request to
the relevant controlled publication distributor and to other organisations from IHS
(Technical Indexes Ltd) tel: 01344 328039.
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Figure 1 — Suite of standards published to support the Document Management and

Records Management Policies
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1 Purpose

This Network Rail standard specifies requirements to fulfil the Document
Management Policy (Appendix A) and the Record Management Policy (Appendix B).

Documents support Network Rail in running the business, whilst records provide
evidence of decisions and actions. Both have distinct lifecycles and require
management as specified in this standard.

Good corporate records enable an organisation to conduct its business efficiently
and effectively and provide accountability for its actions.

2 Scope

This Network Rail standard specifies the minimum requirements for the management
of documents and records.

This standard applies to all documents and records created, received and managed
by Network Rail and the processes, tools and resources employed to manage them.

3 Definitions
For the purposes of this standard, the following definitions apply.

approved document
document, the content of which goes through a formal stakeholder review process
and approval prior to issue

business critical records

records without which an organisation could not continue to operate. They are the
records that contain information needed to re-establish the organisation in the event
of a disaster that destroys all other records. They are the records that protect the
assets and interests of the organisation

content
information contained within a document

Controlled Document
document issued by a version controlled process with clear accountabilities for
content and release

Controlled Publication

document generated under a formal system of origination, review, approval and
issue control that is subject to updating and whose contents is kept current for use
by recipients

NOTE The classification is restricted to documents whose receipt is formally controlled because
safety risk or significant loss control risks might otherwise arise.

declaration
process by which a document is assigned record status by the author, the owner or
other appropriate person
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designated records
records judged to have a historical value by the Railway Heritage Committee

document
recorded information that can be used as a unit

Governance Framework
framework of accountabilities and responsibilities that maps business, legal and
regulatory requirements to individual posts and roles

metadata
data describing content, context and structure of documents and records and their
management through time

record

information created, received, and maintained as evidence and information by an
organisation or person, in pursuance of legal obligations or in the transaction of
business

retention schedule
document setting out the retention periods for specific types of records, based on an
assessment of the records’ operational, business, legal and regulatory value

security classification
scheme for identifying generic classes of information security defined as “Public”,
“Internal”, “Confidential” and “Secret”

4 Roles and responsibilities

Owner
business manager who is responsible for the records in the business context

5 Management of documents and records
5.1 Introduction
Documents and records shall both follow a lifecycle from inception to disposal.

Records shall contain valid content and metadata. They shall be protected from
change in order to demonstrate authenticity, integrity and authority.

Once a document has been declared as a record, no changes shall be made to the
record unless made in accordance with NR/L3/INF/02225, Records management.

NOTE Not all documents become records. Examples of records are financial reports, Board Minutes
and Health and Safety files. Examples of documents that are not records are drafts and unauthorised
reports.

Accountabilities for the management of documents and records shall be role-based.
The Corporate Records Manager shall oversee role definitions when the prime focus
of the role is the management of documents and records within Network Rail.

Records shall be managed to a more rigorous system of control than documents.
The Corporate Records Manager shall be responsible for the generic, corporate
processes for managing records.
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