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Project Overview
	Project Number:
	T1101

	Project Title:
	Investigating train accident risk relating to train operations and rolling stock failures, to improve industry risk management

	Reporting Topic:
	Safety Policy and Risk Management

	Project Description:
	This project aims to undertake a Deep Dive review into train accident risk relating to train operations and rolling stock failures to improve the understanding of train accident risk and further enhance the Precursor Indicator Model.


	Abstract:
	The Precursor Indicator Model (PIM) provides industry with a measure of the underlying risk from train accidents, by tracking changes in accident precursors and is calibrated against the Safety Risk Model (SRM). 

In January 2013, Network Rail’s Safety, Health & Environment (SHE) Committee commissioned a series of ‘Deep Dive’ reviews into serious train accident risk relating to the company’s operations, assessing its strategies, policies, initiatives, risk exposure, targets and performance, and where appropriate of its partners, suppliers and contractors.

Management of 98% of train operations risk is the responsibility of train and freight operators. Following discussions between RSSB, Network Rail and representatives from train and freight operating companies, it has been agreed that a further Deep Dive review be undertaken into train accident risk relating to train operations and train and rolling stock failures. This will provide industry with a greater/deeper understanding of the risk, provide data requirements for SMIS+ and propose further enhancements of the SRM and PIM, which will enable improved safety monitoring and decision making.

	Business Case Executive Summary:
	

	Primary Research Client Group:
	Data and Risk Strategy Group


Specification for Work Package T1101-02
	1
	Work Package ID

	1.1
	T1101-02


	2
	Work Package Title

	2.1
	Investigating train accident risk relating to train operations and rolling stock failures to improve industry risk management


	3
	Background

	3.1
	In January 2013, Network Rail’s Safety, Health & Environment (SHE) Committee commissioned a series of ‘Deep Dive’ reviews into serious train accident risk relating to the company’s operations, assessing its strategies, policies, initiatives, risk exposure, targets and performance, and where appropriate of its partners, suppliers and contractors. 

A series of eight Deep Dive reviews were undertaken through 2013/14 and 2014/15 that covered the following topic areas:
•
Signalling Systems and Signals Passed at Danger (SPADs);
•
Track System Integrity;
•
Earthworks;
•
Structures;
•
Level Crossings;
•
Irregular Working;
•
Safety at Managed Stations; and
•
Objects on the Line.

Each review sought to reach:
•
A common understanding of risks and their causes;
•
A view on the level of risk reduction expected;
•
Agreement on the on-going monitoring of performance in the topic area; and
•
Agreement on the future strategy for managing the risk.

The Deep Dive reviews have resulted in a series of recommendations to improve or modify systems and methods; and modifications to the Precursor Indicator Model’s presentation of train accident risk have also been made.

The Precursor Indicator Model (PIM) provides industry with a measure of the underlying risk from train accidents, by tracking changes in accident precursors and is calibrated against the Safety Risk Model (SRM). 

The SRM is a quantitative representation of potential accidents resulting from the operation and maintenance of the GB rail network, it compromises of individual models, each representing a type of hazardous event. 

The PIM and SRM use data from a number of industry reporting systems including the Safety Management Information System (SMIS). 

SMIS is GB rail industry’s primary safety database and reporting system, and is used by all TOCs and FOCs, Network Rail and seven principal contractors. 

SMIS+ is due for delivery by October 2016 and is the combining of SMIS and the Close Call System (CCS), this will enable several enhancements including improvements in business performance and an improved understanding of safety performance. 

The total risk to all persons due to train accidents in the PIM is equivalent to 6.29 FWI/year (June 2015). Of this total, 0.61 FWI/year (almost 10% of total risk) is due to train operations or due to failures of trains and rolling stock. Management of 98% of train operations risk is the responsibility of train and freight operators. Following discussions between RSSB, Network Rail and representatives from train and freight operating companies, it has been agreed that a further Deep Dive review be undertaken into train operations and train and rolling stock failures, following a similar approach to the previous Deep Dives. This is what this research project is set out to deliver.
WP ID
Work Package Title
Expected Start Date
Expected End Date
T1101-01
Evaluating train and rolling stock train accident risk precursors for the further enhancement of the Precursor Indicator Model - Preliminary analysis (WP Cancelled)
T1101-02

Investigating train accident risk relating to train operations and rolling stock failures to improve industry risk management

16 – Nov 2015

16 – May 2016



	4
	Work Package Objectives

	4.1
	This project is structured in two phases as follows:
•
Phase 1 - Preliminary analysis based on already available cross-industry data
•
Phase 2 -  Further analysis based on further data to be identified and secured from industry

The contract will have a break clause, which at the end of Phase 1 will allow the project steering group to decide whether Phase 2 should be undertaken or not, based on the findings of Phase 1 and the supplier’s detailed proposal for Phase 2. 



	
	


	5
	Scope

	5.1
	Phase 1
The scope of work should cover (but not be limited to) the following incidents and precursor events over the period March 2005 to March 2015:
•
Incidents such as:
o
Bufferstop collisions
o
Permissive working collisions
o
Fires
o
Explosions
o
Load loss (eg containers blown off flatbed wagons despite compliant use)

•
Precursor events such as:
o
Train speeding
o
Driving at caution
o
Train runaways (including the mainline risk from possession/yds runaway (eg RRVs being on/off tracked))
o
Train division
o
Freight train loading (including displaced or insecure loads)
o
(Un)coupling
o
Failures/defects of brakes
o
Failures/defects of other systems
o
Detections of potential failures (eg HABD, WILD)

The supplier (in co-ordination with RSSB) will also be required to disseminate the project’s findings to industry:
•
Attendance and preparation of PowerPoint presentation at a dissemination workshop(s);
•
Publication of materials.

The following are considered out of scope:
•
Infrastructure asset failures;
•
Infrastructure operations;
•
Level crossings;
•
Personal accidents at stations and on trains;
•
SPADs;
•
Accidents wholly within yards/sidings;
•
Any other incident that is the responsibility of the infrastructure manager;
•
Incidents resulting from actual or attempted suicide;
•
Collecting new data that do not currently exist.

A steering group is set up to steer the study, consider emerging trends and endorse the conclusions and recommendations. The group comprises of representatives from train and freight operators, Network Rail, rolling stock leasing companies, RSSB and rolling stock manufacturers.

The review process will be primarily based on information on train accidents, near misses and other precursor events recorded in SMIS, supported by other sources of data (eg Close Call System, etc.) made available by train and freight operators, Network Rail and RSSB. The review would involve the following steps:
1.
Obtain source data (SMIS, PIM, SRM, Close Calls and available supporting information from other industry sources);
2.
Clean data and sort into categories relevant to the review;
3.
Undertake analysis of key trends in the available information, including:
•
Comparative risk by category
•
Comparison between performance and the corresponding risk estimates in the PIM and SRM
•
Long term trends
•
Seasonal trends
•
Incident patterns by weekday and time of day
•
Type of train involved
•
Geographic location
•
Operator/route
•
Detection method
•
Assessment of common themes
•
Human factors leading to unsafe acts that may result in accidents
•
Causes and consequences of accidents using ‘bow-tie’ approach
•
Mitigation/control measures to reduce the safety loss due to accidents
•
Failure mode and effects analysis (FMEA) of significant causes of accidents leading to loss of life, considering likelihood, consequence and detectability.
4.
Prepare data requirements for SMIS+ which will include:
•
Review of current categorisation and analysis
•
Define fields, values and definitions
•
Identify workflows
•
Identify reporting requirements
•
Identify data migration issues
5.
Prepare detailed risk review with accompanying high level summary;
6.
Review learning points with stakeholders
7.
Engage with TOCs, FOCs and ROSCOs to assess availability and location of supplementary datasets for further analysis of train and rolling stock failure risk (and if appropriate, train operations risk);
8.
Specify option(s) for further analysis based on availability of supplementary datasets.

A stage gate will follow in which the steering group will decide whether further analysis (Phase 2) should be undertaken. 


Phase 2
The scope of work should cover (but not be limited to) the following incidents and precursor events over the period March 2005 to March 2015:
•
Incidents such as:
o
Fires
o
Explosions
o
Load loss (eg containers blown off flatbed wagons despite compliant use)

•
Precursor events such as:
o
Failures/defects of brakes
o
Failures/defects of other systems
o
Detections of potential failures (eg HABD, WILD)

The supplier (in co-ordination with RSSB) will also be required to disseminate the project’s findings to industry:
•
Attendance and preparation of PowerPoint presentation at a dissemination workshop(s)
•
Publication of materials

The following are considered out of scope:
•
Infrastructure asset failures;
•
Infrastructure operations;
•
Level crossings;
•
Personal accidents at stations and on trains;
•
SPADs;
•
Accidents wholly within yards/sidings;
•
Any other incident that is the responsibility of the infrastructure manager; 
•
Incidents resulting from actual or attempted suicide;
•
Collecting new data that do not currently exist.

It is envisaged that the further analysis would involve the following steps:
1.
Obtain supplementary datasets from FOCs, TOCs and ROSCOs;
2.
Clean data and sort into categories relevant to the review;
3.
Undertake analysis of key trends using supplementary datasets, including:
•
Comparative risk by category;
•
Comparison between performance and the corresponding risk estimates in the PIM and SRM;
•
Long term trends;
•
Seasonal trends;
•
Incident patterns by weekday and time of day;
•
Type of train involved;
•
Geographic location;
•
Operator/route;
•
Detection method;
•
Assessment of common themes;
•
Influence of external environmental factors (eg extreme weather);
•
Causes and consequences of accidents using ‘bow-tie’ approach;
•
Mitigation/control measures to reduce the safety loss due to accidents;
•
Failure mode and effects analysis (FMEA) of significant causes of accidents leading to loss of life, considering likelihood, consequence and detectability. 
4.
Update detailed risk review and accompanying high level summary;
5.
Review learning points with stakeholders.


	
	


	6
	Deliverables

	6.1 
	The deliverables will comprise:


	Deliverable Name
	Type

	Detailed risk review – Final draft after completion of Phase 2
	Presentation

	Description

	Based on the findings of the further analysis, the supplier will provide an update to the background to the research, the methods used and findings of train accident risk relating to train operations and train and rolling stock failures. 

The deliverable will be produced in a RSSB PowerPoint template.

	Publication Stream:
	SPARK only: Confidential to RSSB members

	Implementation Action Needed

	The deliverable will be reviewed by the steering group and published by RSSB. Implementation of the findings are expected to lead to improved safety related decisions and monitoring for train operations and train and rolling stock failures; as well as further enhancements of the SRM and PIM.


	Deliverable Name
	Type

	High level summary - Final draft after completion of Phase 2
	Presentation

	Description

	Based on the findings of the further analysis, the supplier will provide an update to the high level summary, providing an overview of the background to the research, the methods used and findings of train accident risk relating to train operations and train and rolling stock failures.

The high level summary will be produced in a RSSB PowerPoint template.

	Publication Stream:
	SPARK only: Visible to all SPARK users

	Implementation Action Needed

	The high level summary will be reviewed by the steering group and published by RSSB. Implementation of the findings are expected to lead to improved safety related decisions and monitoring for train operations and train and rolling stock failures; as well as further enhancements of the SRM and PIM.


	Deliverable Name
	Type

	Research brief - Final draft after completion of Phase 2
	Research Brief

	Description

	Based on the findings of the further analysis, the supplier will provide an update to the research brief, summarising the background, aims, methodology, findings and next steps of the Deep Dive into train operations and failures related to train accident risk. The document should identify indicative ownerships of recommendations and next steps which are realistic and indicatively accepted (if achievable). 

The research brief will be produced in a RSSB template, usually no more than four pages in length. 

	Publication Stream:
	All SPARK users and Web

	Implementation Action Needed

	The research brief will communicate the results of the research to industry and provide a progress statement for broader industry engagement.


	Deliverable Name
	Type

	Data requirements for SMIS+ 
	Specification

	Description

	The supplier (in collaboration with RSSB’s System Safety team) will produce a specification of SMIS+ data requirements for train accident risk relating to train operations and train and rolling stock failures.

The aim of this specification is to:
•
Design the fields and values for the sub-events;
•
Define the terms and associated values;
•
Design any associated risk matrices for sub-events;
•
Review and take into account legal requirements;
•
Identify sub-event workflows;
•
Identify reporting and BI categories, groupings and normalisers;
•
Carry out gap analysis to current reporting models and identify data migration issues.

The SMIS+ data requirements will be based upon Phase 1’s preliminary findings.

	Publication Stream:
	Do not Publish

	Implementation Action Needed

	RSSB’s System Safety team will work collaboratively with the supplier to ensure that the data requirements for SMIS+ are achievable. The data requirements will be implemented by being incorporated within SMIS+.


	Deliverable Name
	Type

	Detailed risk review – First draft after completion of Phase 1
	Presentation

	Description

	This PowerPoint presentation will describe in detail the background to the research, the methods used and findings of train accident risk relating to train operations and train and rolling stock failures. Subject to Phase 2 being undertaken, the supplier will update the presentation to include the findings of the further analysis.  

This deliverable will be produced in a RSSB PowerPoint template.

	Publication Stream:
	SPARK only: Confidential to RSSB members

	Implementation Action Needed

	This deliverable will be reviewed by the steering group and published by RSSB. Implementation of the findings are expected to lead to improved safety related decisions and monitoring for train operations and train and rolling stock failures; as well as further enhancements of the SRM and PIM.


	Deliverable Name
	Type

	High level summary – First draft after completion of Phase 1
	Presentation

	Description

	The high level summary will provide an overview of the background to the research, the methods used and findings of train accident risk relating to train operations and train and rolling stock failures. Subject to Phase 2 being undertaken, the supplier will update the high level summary to include the findings of the further analysis.  

This deliverable will be produced in a RSSB PowerPoint template.

	Publication Stream:
	SPARK only: Visible to all SPARK users

	Implementation Action Needed

	The high level summary will be reviewed by the steering group and published by RSSB. Implementation of the findings are expected to lead to improved safety related decisions and monitoring for train operations and train and rolling stock failures; as well as further enhancements of the SRM and PIM.


	Deliverable Name
	Type

	Research brief - First draft after completion of Phase 1
	Research Brief

	Description

	The research brief will summarise the background, aims, methodology, findings and next steps of the Deep Dive into train operations and failures related to train accident risk. The document should identify indicative ownerships of recommendations and next steps which are realistic and indicatively accepted (if achievable). Subject to Phase 2 being undertaken, the supplier will update the research brief to include the findings of the further analysis.  

The research brief will be produced in a RSSB template, usually no more than four pages in length. 

	Publication Stream:
	All SPARK users and Web

	Implementation Action Needed

	The research brief will communicate the results of the research to industry and provide a progress statement for broader industry engagement.


	7
	Other Considerations

	
	

	8
	Stakeholder Engagement

	8.1
	The supplier is expected to work with a number of stakeholders including (but not limited) to:
•
Train operating companies;
•
Freight operating companies;
•
Association of Train Operating Companies (ATOC);
•
Rolling stock leasing companies;
•
Rolling stock manufacturers and maintainers;
•
Network rail;
•
RSSB System Safety Team.



	9
	Critical Success Factors

	9.1
	The following critical success factors have been identified:
•
Identification of train accident risk precursors relating to train operations and train and rolling stock failures, to provide industry with a greater/deeper understanding of the risk;
•
Availability of RSSB staff, industry and stakeholder resource to support and champion the project, including providing timely access to information and data.
•
Availability and competence of the supplier and previous experience undertaking detailed analytical reviews, i.e.: handling significant amount of data and ability to present complex data in a professional and simple manner.
•
Timely review of project documentation and outputs to prevent project delays.
•
Evidence based deliverables that are useable and can be successfully implemented.

Tenderers should provide a detailed risk assessment/register within their response highlighting areas where greater attention may be required to ensure success of the project. 


	
	


	10
	Dependencies

	10.1
	The project should take into account the following previous documentation:
•
Network Rail’s Deep Dive reviews:
o
Signalling Systems and Signals Passed at Danger;
o
Track System Integrity;
o
Earthworks;
o
Structures;
o
Level Crossings;
o
Irregular Working;
o
Safety at Managed Stations; 
o
Objects on the Line.
•
GE/GN8642 Guidance on Hazard Identification and Classification: Issue Two (RSSB, June 2014)
•
T1044 A review of compliance with permanent, temporary and emergency speed restrictions (RSSB, 2015)
•
T974 D-RAIL: research into the causes of freight train derailments and mitigation measures (RSSB, 2015)

The supplier of this project should also be aware of the following ongoing projects involving risk and safety management, which are not expected to have a significant bearing on the progress or outcome of this project:
•
T994 Development of an incident factor classification system module for SMIS (RSSB)
•
T972 Piloting a geo-referenced safety risk model for the rail network in Great Britain (RSSB)
•
SMIS+ programme (RSSB)


	
	


	11
	Risks

	11.1
	The main risks to the project are identified below:
•
Failing or being unable to gather sufficient quantity or quality of data for 
train accident risk precursors relating to train operations and train and rolling stock failures;
•
Failure to deliver on time, due to the engagement with rail industry taking longer than expected;
•
Lack of availability of key staff or experts leading to a failure to deliver on time;
•
Lack of stakeholder engagement and industry buy-in to results and/or recommendations;

A risk identification exercise will be held at the project kick-off meeting and a risk register will be created and regularly updated by the Project Manager.


	
	


Work Package Control and Administration
	1
	Key Personnel

	1.1
	Throughout the work package the title ‘Research Manager’ applies to the individual in RSSB providing the single point of contact for communication and management of the work package; and the title ‘Project Manager’ applies to the single point of contact in the Contractor’s organisation.

	1.2
	The Contractor’s proposal will contain a list of key personnel including relevant details of experience, qualifications, and expertise.  The list should clearly indicate which work packages those people will be undertaking. 

	1.3
	Key personnel shall not be varied on the work package team without the agreement of the Research Manager.

	2
	Kick-off Meeting

	2.1
	When the successful bidder has been awarded the contract a kick-off meeting shall be held at which the Project Manager and the Research Manager make the necessary introductions and establish arrangements for mobilising and administering the work.

	2.2
	Technical personnel leading the main elements of the work package work should also attend the kick-off meeting.  This may include the lead documentation editor, as well as researchers, and technical advisors.

	2.3
	At, or soon after, the kick-off meeting the audiences and questions to be addressed in the work package, and their corresponding information types will be identified.  The questions and information types identified will guide the modules and structure of any deliverable documentation to be delivered by the work package.

	3
	Safety

	
	The contractor will identify the work package safety arrangements, roles and responsibilities, and define duty holder interfaces.  This section of the Contractor's proposal should also outline what support will be needed to discharge the work package, and outline how the safety arrangements (or safety plan) will be developed and introduced prior to the work package implementation and delivery phases.

	4
	Quality Plan

	
	A work package quality plan is required as part of the Invitation to Tender (ITT) submission for evaluation and agreement prior to contract award.  This plan should include the QA processes for production of documentation, as well as for the completion of the research.   

	5
	Work Package Controls

	5.1
	Definition of a work package

	5.1.1
	RSSB uses the term work package to describe all the work associated with one purchase order and one contract for work.  This is the level at which RSSB manages all its research and development activities.  

	5.1.2
	A work package may contain several tasks; and several work packages may combine to constitute one project.  It is possible that more than one Contractor may be involved in delivering a project, but only one Contractor will be involved in delivering a work package.

	5.1.3
	Contractors and Project Managers are asked to mirror the use of these terms in their management processes and deliverables, in order to avoid confusion.

	5.2
	Work package schedule

	5.2.1
	A work package schedule, illustrating the intended sequences and durations of work, milestones, and deliverable dates should be provided as part of the ITT submission, and amplified with the Research Manager and technical team during post-tender discussions.  The schedule will be prepared using MS Project software and may, depending on the nature of the work and research methods proposed, contain detailed information on costs, resources, and work breakdown. 

	5.2.2
	The schedule may need to be developed further during the course of the contract, particularly where the scope and nature of later stages of research are determined by findings and decisions occurring during the earlier stages of work.  However, under no circumstances is the work package schedule to be amended without the approval of the Research Manager.

	5.2.3
	The schedule should include milestones for RSSB agreement of all formal deliverables and clearly identify any associated milestone payments.  As a general guide, the work package schedule should allow at least two weeks for RSSB agreement of each deliverable (the approval period may be extended in some cases where substantial stakeholder consultation may also be involved).

	5.2.4
	A research project is, as much as anything else, a technical documentation project.  Similar consideration should be given to the production of deliverable documentation as is given to the research.  A work package should include some input from an information designer and/or technical editor, and allow time for editing to be included in the work package schedule.

	5.3
	Progress meetings

	5.3.1
	Initially the proposal should include provision for monthly progress meetings at which the Project Manager provides information to the Research Manager and technical team on the progress of the work and the research findings that are emerging.  The frequency of, and attendance at, progress meetings may be reviewed during post-tender discussions between the Research Manager and Project Manager to confirm that the requirement is appropriate for each stage of the work.

	5.3.2
	A key feature of such meetings is that they should also be forward-looking, identifying the issues arising, the factors affecting them, and the decisions to be made which influence the future direction of the work.

	5.3.3
	Provision should be made in the proposal for attendance at progress meetings by appropriate technical personnel who are undertaking current tasks (particularly as the work package nears key decision points or deliverables), as well those who will soon be starting future tasks.

	5.3.4
	It is the responsibility of the Contractor to minute all meetings and circulate those minutes to all attendees within two working days of the meeting.

	5.4
	Four-weekly progress reports

	5.4.1
	Notwithstanding the requirement for progress meetings, the Contractor shall provide RSSB with four-weekly written progress reports, following a pre-agreed format.  These will be quantitative reports showing percentage completion of activities, cost of work done, other cost information, and a brief commentary.

	5.4.2
	A list of progress reporting dates will be provided to the successful bidder at the kick-off meeting.

	5.5
	Risk mitigation and dependencies

	5.5.1
	In making submissions, suppliers should identify the key risks and uncertainties which affect the research, and provide proposals on how such risks might be mitigated.  A risk workshop and/or risk register may be appropriate. The Project Manager and the Research Manager should review risks and mitigation measures during the course of the contract.

	5.5.2
	Suppliers should also make clear the dependencies of one work package on another and, if appropriate and identifiable, any dependencies on other projects that are in progress, or any projects that may be dependent on work packages in this proposed project.

	5.6
	Stakeholder engagement plan

	5.6.1
	The stakeholder engagement plan included in the Outline Business Case may be improved in the ITT submission.  It may be further developed in discussion with the Research Manager, technical team, and the stakeholders concerned, during the post-tender period.  A firm, written plan for stakeholder involvement should be in place at the time the contract is placed.  The research will be conducted and administered with the stakeholder involvement defined in the plan.

	5.6.2
	When contacting stakeholders, contractors must be able to quote their contact point within RSSB.  In work packages which involve an input from large organisations (such as Network Rail, TOCs) Research Managers need to ensure that a list of contacts is established and agreed with the supporter within the organisation, prior to the contractor contacting them.

	5.7
	Resource profile and cost breakdown structure

	5.7.1
	The Contractor’s resource profile and cost breakdown structure may be adopted by the Research Manager as the principal tools for monitoring and controlling the work package against the programme and budget.  The resource profile is typically a table defining the resource types, the nominated people, and fee rates.  The cost breakdown structure is a table showing the tasks, the resource types and quantities allocated to each task, and the implied cost of each task.

	5.7.2
	Once agreed, the cost of each work package or task will be included in the MS Project schedule, thereby facilitating the easy production of automated work package financial reports using standard software functions.

	6
	Reports and Presentations

	
	RSSB’s requirements regarding reports and presentations should be discussed between the Project Manager and the Research Manager early in the course of the work package to establish in good time the particular needs of the work package.

	
	The remaining paragraphs of section 6 describe RSSB’s typical requirements and preferences.

	6.1
	Presentations

	6.1.1
	Where presentations of research progress and findings are made to RSSB and/or to stakeholders, requirements for providing hard copy and/or electronic copies of ‘PowerPoint’ slides or other presentation materials shall be agreed with the Research Manager in advance of the presentation.

	6.1.2
	The contents of any PowerPoint presentations shall also be made available in some other format, so that the information may be easily reused in other media.

	6.1.3
	Interim and work package management reports shall not be provided solely as PowerPoint presentations or as PDFs thereof.  Some form of accompanying text is also needed, so that the information will make sense out of context and without a verbal explanation from the person presenting the research.

	6.2
	Deliverables

	6.2.1
	Each deliverable document required under the contract shall be submitted to the Research Manager in draft form initially for assessment by RSSB’s technical team.  Draft reports and other written deliverables shall have each page marked ‘DRAFT’.  (We suggest the use of a text watermark.)

	6.2.2
	Draft documentation should undergo some formal editing process before it is submitted.  Deliverables submitted that may be published by RSSB should be developed on one of the approved Word templates provided by RSSB.  These templates contain all the format options needed to develop a document for RSSB and no variations of those styles should be used by the authors of deliverables.  Documents that do not meet these standards will be returned as unacceptable.  If the Contractor's author finds that the template is not suitable, or does not contain appropriate formats to present information in the most effective way, the author should discuss this with RSSB's senior technical writer.

	6.2.3
	The Research Manager shall inform the contractor if the document is satisfactory, or provide a commentary if further development of the document is needed.

	6.3
	Report format matters

	6.3.1
	RSSB wants final reports unadorned with signatures, document history, or distribution details.   The front of the report should have the title, the supplier’s name, the T reference number and a version number and date.  The titles of reports can sometimes be a contentious matter and should be established with the Research Manager in good time.  Supplier confidentiality statements should be omitted unless specifically agreed prior to contract signature.

	6.3.2
	The front page of a report may include a supplier logo.  A supplier name or logo should not be included on every page of a document. These may serve to confuse readers about which company is responsible for the document, and logos may add considerably to file size.

	6.3.3
	Any report submitted should conform to the most basic of information design principles.  A report should be designed so that relevant information is easy to identify and easy to access.  Teams developing reports should pay attention to characteristics such as readability, wayfinding, and navigation.

	6.3.4
	No individual document should, without good justification, exceed 100 pages in length; nor, for ease of download should an original Word document file be much more than 5MB in size.  Document authors should refer to the RSSB R&D Research Deliverables Guide for guidance on how deliverables should be structured and might be split into usable, user-friendly documents.  The specifics of this aspect of a deliverable document should be agreed between the Contractor's author, the Research Manager, and the senior technical writer at, or soon after, the project or related work package kick-off meeting.

	6.3.5
	RSSB is moving to a position that will allow it to reuse much of the content generated by research projects to enhance the value of that information and make it more widely available.  It may do this using the Darwin Information Typing Architecture (DITA) and extensible markup language (XML).  In order to facilitate this transition development teams are asked to write in a way that produces individual topics and avoids mixing information types.  Writers should also avoid using locational references to other parts of a document, such as: above, below, earlier, or later.  More specific information is provided in the RSSB R&D Research Deliverables Guide.  The structure of deliverable documents should be agreed at or near the time of the kick-off meeting.

	6.3.6
	RSSB may use the content developed in an approved Word template for final publication of a document using another publishing software package.  If the Contractor provides RSSB with a finished deliverable document that has substantial non-conformance to the provided Word template, RSSB may rework the document so that it is fit for purpose and recharge the Contractor for any work required.

	6.4
	Final reports – electronic copies

	6.4.1
	Electronic copies of all deliverable documents, associated images, charts, and tables, need to be provided on a CD-ROM in a format that is compatible with Microsoft Office Professional 2003 (Word, Excel, PowerPoint, Access, Visio), Adobe Photoshop CS2, InDesign CS2, or Adobe Illustrator, in a version to be agreed with the Research Manager.  Where appropriate the CD-ROM may also contain a PDF version of the same deliverables.  A PDF should not be supplied as the only version of any work package deliverable.

	6.4.2
	Where deliverables are required in other electronic formats e.g. Gantt charts, network diagrams, CAD drawings, etc. the application and version shall be agreed with the Research Manager before the start of the work in question.

	6.4.3
	RSSB prefers not to receive electronic documents in password protected form.  Where password protection is agreed, the password shall be provided to the Research Manager. 

	6.4.4
	Contractors may send advance copies of the deliverables by email.  Email files should be compressed or zipped and should not exceed 5MB in total.  The preferred formats for images are: jpeg, psd or tiff.  (Where high-quality original images are available these should also be supplied separately on CD-ROM or DVD.)  If the potential file size is large discuss with the Research Manager separating the report into more than one file.  The RSSB ‘firewall’ does not permit transmittal of executable files.  Documents containing images may be quarantined pending confirmation of legitimate business content.

	6.5
	Research brief and abstract

	6.5.1
	Research deliverables may, as determined by the Research Manager, include a research brief.  The length of the research brief shall generally not exceed four pages (about 1500 words).  One or two pages may be sufficient as long as all the highlights of the work package are described.  The brief shall be ‘free-standing’ – that is to say, it shall describe the findings, background, context and aims of the research as well as the methods adopted, and any recommendations, so that the it can be read in isolation from the report.  A standard template is available for the development of research briefs, and should be used for this purpose.

	6.5.2
	A research brief should, whenever possible, have appropriate illustrations in it; and these should be supplied in a high-resolution format suitable for print reproduction (usually a minimum of 200 pixels or dots per inch).

	6.5.3
	An abstract shall also be submitted (usually some 150–200 words) describing the research.  Typically this will be a development of the abstract included at the front of the specification.  At publication there will be only one version of an abstract used; where appropriate, the Research Manager and Project Manager should agree a form of words that fulfils the needs of all intended audiences.

	6.6
	Images, charts, and tables

	6.6.1
	Any images, charts, or referenced tables of data, used in any work package documentation, should be supplied in their original form, with source data.  Photographs and illustrations should be supplied as high-resolution versions that are compatible with Adobe Photoshop (CS2), Adobe Illustrator, or Acrobat, and are suitable for high-quality reproduction via Adobe FrameMaker or InDesign.  (Only providing images within a Word document is not acceptable because of the way in which the application handles images.)  If any graphs or charts are used the original Excel spreadsheet, containing the raw data should be provided.  Any tables of data drawn from databases created specifically for the work package should also be supplied in an acceptable form (the R&D Business Systems Manager should be consulted to define what is acceptable, at the beginning of the work package).

	6.6.2
	Any images supplied should be available to RSSB on a copyright free basis.  RSSB may reuse the image to publish in a different format, or in different documents.  Images will be used primarily for the purpose of illustrating the same or similar railway related subjects, which may include publicising the research project in which the image was used, or any other railway related subject.

	6.6.3
	Images, including flow charts and similar diagrams, should be included in documents as jpeg files.  Flow charts and diagrams should be created in an appropriate software application such as MS Visio (not the Word drawing tool) and also saved as jpegs.  Charts from MS Excel can be saved as a PDF and then in jpeg format.  Those developing charts and diagrams should be aware of image dimensions in the final published deliverable and chose the font sizes for embedded text, such as keys for charts, appropriately for easy legibility.

	6.6.4
	Tables of data should not, where possible, break across pages.  Under no circumstances should a table row break across pages.  The font used in tables should be legible to the majority of the audience, without resort to unusual optical aids, or the need to strain the eyesight.  If needs be authors should use A3 format pages within a document to present a wide table with legible type.

	6.7
	Technical jargon

	6.7.1
	Railway industry research reports may be read by a wide audience; some will have specialist knowledge of the fields concerned but many readers may be ‘intelligent laymen’.  Reports should minimise the use of technical terms and jargon and, where necessary, provide a glossary of technical terms and abbreviations used.  Writers should give regard to the identified target audiences for specific deliverables when making decisions about use of language and technical terms.

	6.8
	Copyright

	6.8.1
	Research reports submitted to RSSB shall include in a prominent position, within the first two or three pages, the following copyright statement:

	
	‘© RSSB Copyright 20XX Rail Safety and Standards Board.  This publication may be reproduced free of charge for research, private study, or for internal circulation within an organisation.  This is subject to it being reproduced and referenced accurately and not being used in a misleading context.  The material must be acknowledged as the copyright of Rail Safety and Standards Board and the title of the publication specified accordingly.  For any other use of the material please apply to RSSB's Head of Research and Development for permission.  Any additional queries can be directed to research@rssb.co.uk.  This publication can be accessed via the RSSB website www.rssb.co.uk.’

	7
	Change Requests

	7.1
	A formal process for managing changes should be agreed with the RSSB research manager. Contractors should not at any time work at risk. If any changes to the agreed work package programme, duration or quality are identified then they should be formally raised with the RSSB research manager as part of the periodic progress reporting process.  The contractor should not deviate from the agreed work package specification without the formal consent of the RSSB research manager. The contractor should not undertake any additional work without formal consent from RSSB’s Supply Chain department.


	
	
	
	



