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Additional Content Access 

Click the links below to access non PDF related content associated with this 
standard. 

Word Documents 

   NR/L3/INF/02236/F003 
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User information 

This Network Rail standard contains colour-coding according to the following Red–
Amber–Green classification. 

Red requirements – No deviations, could stop the railway 

• Red requirements shall always be complied with and achieved. 

• Red requirements shall be presented in a red box with the word “shall” or 
expressed as a direct instruction. 

• Accountability for the efficacy of red requirements lies with the Professional 
Head/Standard Owner. 

• Red requirements are monitored for compliance.  

• Corrective actions shall be enforced if deviations are discovered through 
functional checks (e.g. engineering verification visits, audit or Operations Self-
Assurance).  

Amber requirements – Controlled deviations, approved risk analysis and 
mitigation 

• Amber requirements shall be complied with unless deviation has been 
approved in advance. 

• Amber requirements shall be presented with an amber sidebar and with the word 
“shall” or expressed as a direct instruction. 

• Accountability for the efficacy of these requirements lies with the Professional 
Head/Standard Owner, or their nominated Delegated Authority. 

• Amber requirements are monitored for compliance. 

• Deviations may be permitted. Deviations are approved by the Standard Owner or 
through existing Delegated Authority arrangements. 

• Corrective actions shall be enforced if non-approved deviations are discovered 
through functional checks (e.g. engineering verification visits, audit or Operations 
Self-Assurance). 

Green – Guidance 

• Guidance is based on good practice. Guidance represents supporting information 
to help achieve Red and Amber requirements. 

• Guidance shall be presented with a dotted green sidebar and with the word 
“should” (usually in notes) or as a direct instruction. 

• Guidance is not mandatory and is not monitored for compliance. 

• Alternative solutions may be used. Alternative solutions do not need to be 
formally approved. 

• Decisions made by a competent person to use alternative solutions should be 
backed up by appropriate evidence or documentation. 
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Issue record 

Issue Date Comments 

1 March 2010 First Issue 

2 March 2012 Second issue updated to include instruction 
relating to legal admissibility of scanned 
documentation and their subsequent disposal.  

Compliance 

This Network Rail standard is mandatory and shall be complied with by Network Rail 
and its contractors if applicable from 02 June 2012. 

When this standard is implemented, it is permissible for all projects that have 
formally completed GRIP Stage 3 (Option Selection) to continue to comply with the 
issue of any relevant Network Rail standards current when GRIP Stage 3 was 
completed and not to comply with requirements contained herein, unless stipulated 
otherwise in the scope of this standard. 

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 

NR/L2/INF/02230, Corporate archive policy  

NR/L3/INF/02231, Disposal of records 

NR/L3/INF/02236/F003, Consignment note 

NR/L3/INF/02236/F004, Consignment  quality checklist 

 

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. Other organisations may obtain copies 
of this document from IHS. Tel: 01344 328039. 
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1 Purpose 

Large quantities of Network Rail's records collection remain, as they were created, in 
hard copy. This is particularly the case with Engineering documentation such as 
drawings. 

These drawings are progressively being scanned to enable the image to be loaded 
and viewed on electronic systems such as CCMS and eB. 

This standard provides a process to enable any future scanning activity to be carried 
out consistently and according to corporately-agreed principles. 

 

2 Scope 

This Network Rail standard specifies a scanning process for hard copy records and 
other documentation. 

It applies to the scanning and cataloguing of records and other documentation 
managed by Network Rail when the issues of authenticity, integrity and usability are 
important. 

It includes hard copy documentation captured on the following media: 

a)  paper – linen – tracing; 

b)  photographs; 

c)  microfilm – 16 mm, 35 mm, 70 mm, Aperture Cards, roll film, microfiche. 

This standard is not applicable to: 

a)  scanning undertaken simply to provide an electronic copy for reference where 
it is not intended to be a formal, permanent electronic record. 

b)  the vectorisation of drawings. 

 

A summary of the scanning of different document types is provided as Table 3. 

NOTE  For specialist advice contact the NRG.Enquiries@NetworkRail.co.uk  

 

3 Roles and responsibilities 

Business Owner 
Business Manager who is responsible for the records in the business context. 

Custodian 
Nominated person or role who takes on defined responsibilities for the record in the 
business context. 

Operator 
Staff employed in scanning and cataloguing who are competent for the activity they 
are undertaking and are aware of the contents of this Specification. The Operator 
complies with a strict “Record Turnaround” time in order to meet agreed Service 
Level Agreements (SLAs).  
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