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1. Close Call System (CCS)

The Close Call System was launched in June 2011 to enable the rail industry to record and manage
conditions and behaviours that, under different circumstances, could have led to injury or harm.

This informationis used to mitigate risk anghderstand broader safety issueknitially used by Network
Rail and its principal contractors there is now a wider impetus to use the system to drive improvements in
safety culture and safety performance throughout the inadlustry.

2. CCS Terminology

Term Description

Close Calls A Close Call is defined as a recognised unsafe condition or act that could hay
resulted in personal injury or damage to railway infrastructure/property, but of
this occasion, did not; however, nextne the outcome could bdifferent.

This includes the potential to:

f Harm a person including minor or major injuries and fatalities
1 Harm the environment and/or protected species

1 Damage railway infrastructure (including plant, vehicles and equipmer
1 Breachinformation systems and/or security.

Faults A fault is identified as a situation or condition within the railway
infrastructure/property that that could cause immediate harm or damage.

This may include examples such as:

1 Broken access gate
1 Hypodermic neeks left onan authorised walkway or lineside
1 Trees or branches leaning dangerously close to operational lines

Logging faults is separate to Close Call reporting and all faults must be referr
the relevant Route Control.

For example, if an access gatas found Ift opened, withits lock broken or
missing meaning that gate cannot be securiesimediately, this must be reporteq
asafault throughthe relevant Route Control to be assigneaRMS reference so
that the local maintenance response team cateatd to resoVethe issueor
replace the lock.

TheClose CaBystemcannot be used to log faults instead of notifying Route

Control; however, behavioural elements associated with identified faults can
reported as Close Calls, provided that an F&f&ence number is included in the
report, as proof that the fault element has already been logged appropriately,
the reporter highlights that they are specifically raising a Behavioural Close C

For example: An access gate has been found left @pndamage identified to
the adjacent lineside fence. In addition, there is evidence of new equipment g
materials having been delivered to lineside in advance of works. Whilst this s
be reported as a fault so that the gate candezuredand immaliate repairs can
be carried out to the lineside fence, a Close Call should also be raised,

subsequently, to report the unsafe act committed by an unknown team which
recently accessed the area and must have known about the broken fence wh

Version Number: 2.0 Pagel| 4 Close Call System User Guide
Release Datel8 $p 19



SMIS

SAFETY MANAGEMENT INTELLIGENCE SYSTEM

RS5B

couldhaveresulted in personal injury or damage to railway
infrastructure/property.

For faults on Principal Contractor sites, please refer to local procedures or co
your local Health and Safety representatives.

Incident/accident

An incident/accident is the @trrence of an event which has resulted in an inju
accident or collision, involving a person (or several people).

This may include examples such as:

71 Injury to head caused by equipment within a possession
1 Person slipping on a wet walkway causing a knpey
1 Traffic collision whilst driving to a work site

Accident/incident reporting must be completed through the normal agreed
procedure according to your office/location. For all incidents/accidents occurr
within a Network Rail office/workplace, an acaidiéog must be completed
(through the local H&S oraEilities Team). For Infrastructure Projects/Principal
Contractor colleagues, please refer to your local procedures.

Reporting of an HSEA incident by a Principal Contractor can be done via the
SenicesSCQ4:7 call centre, clearly stating that theport is for an HSEA
incident, rather than a Close Call.

In no circumstances should Network Rail staff use the Close Call system to rg¢
an incident/accident.

Operational
Close Calls
(formally
Irregular
Working)

An Operational Close Call is an unplashaed/or uncontrolled event which occur
on the operational railway ankas the potentialto cause damage, loss or injury
to persons, plant, equipment, property or infrastructure.

Examples of Operation@llose Calls include:

1 Earthing equipment not removk

1 Inadequate protection/safe system of work

1 Moved outside protection limits without authority
1 Equipment falling onto a running line

1 Trolley/vehicle runaway

Reporting of Operational Close Call musifeede through relevant Route Contrg
Centre or with the COSS/PICOP of the possession work involved with the
Operational Close Call.

Near Miss

An unplanned and/or uncontrolled event involving a train or-nadlunted plant
which has the potential to caugeersonal injury. A Near Miss is an outcome of ¢
Operational Close Call
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3. Close Call Report Statuses

Code Status

Open Open

W-RM Waiting Responsible Manager
RMR Responsible Manager Reject

RMA Responsible Manager Accept
Closed Closed

Status Transitions

From Status

New Status

Process Description

Open

W-RM

The user selects on the option Report New Closed Call.

This opens a new Close Call Event with staxBEN.

These will appear in the Control Centre operative staritre portlet to
process.

Once the relevant fields have been populated and Responsible Manag
populated the Control Centre operative can progress the Close Call.
The status of the Closed Qalll be WRM: Waiting Responsible Manage

W-RM

RMR

The Close Call will appear on the Responsible Manager Start Centre
portlet indicating these needs further action. A Responsible Manager i
the corresponding security group will then review the Closdbacal
Accept / Reject the Close Call.

If the Closed Call igjected the Responsible Manager must provide a
reason prior to progressing the Close Call.

The status of the Closed Call will b&IR: Responsible Manager Reject

W-RM

RMA

The Closed Call wilppear on the Responsible Manager Start Centre
portlet indicaing this requires further action. A Responsible Manager ir
the corresponding security group will then review the Closed call and
Accept / Reject the incident.

If the Closed Call is accepted ttatus of the Closed Call will beVRA:
Responsible Manager é&pt

RMA

W-AM

If the Responsible Manager is satisfied that all the actions have been
completed and / or the risk have been contained they clase the Closed
Call Ticket.The status of the Closed Call will be CLOSED.
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4. User Account & Logging in
Registeringo be aCloseCall User

Youcan register to become a close call user from the sign in screen. This will send an email to your
Organisation Admistrator, who will set you up with a username and passwordccess the system

Click on theRegister Nowhyperlinkon the log in screen

Forgot Password?
New User? Register Now

Mobile Login

Find your Organisatioby clicking on the spy glass next to the Organisation field.

@)

+ Organisation: et
If your Organisation is not listed, please Exit the Self Regdistration
process and contact the Rail Safety Standards Board.

Contact Information for registering a new Organisation is available from
the Close Call Log On Screen

The organisationsire listedin alphabetical order
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Select Value
¥ Filter o, N 1- 200f192 9% & M
Organisation Description= System
AMBES A Mckie Building & Engineering Servives Lid CLOSECAL
APWEBB A P Webb Plant Hire L td CLOSECAL
AARATL AA Rail CLOSECAL

Scrollithrough theOrganisatiomames using thélue arrows

Select Value

¥ Filter 0, ¥ 1- 200f192 = & M

Organication Docrrintinns

Syctom

Type part of your company hame in tBescriptionfield and press return to narrow down search

Select Value

Filter

Organisation

O, B J 1-3of 3

Description =

BECIVENG Balfour Beatty Civil Engineering Lid
BEENGSRY Balfour Beatty Engineering Services Ltd
BERAIL Balfour Beatty Rail Lid

[«
" |

System

CLOSECAL
CLOSECAL

CLOSECAL

Enter your details in thedlds provided; all fields are mandatgrto complete the registration.
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Details e |

+ Organisation: | 0O,

If your Organisation is not listed, please Exit the Self Registration
process and contact the Rail Safety Standards Board.
Contact Information for registering a new Organisation is available from
the Close Call Log On Screen

+ First Name:

*Last Name:

+ Contact Number:

+ E-Mail:

+ Confirm E-Mail:

+ Password:

+ Confirm Password:

+ Password Hint Question: O,
* Answer:
* Requested User Type: 0O,

+ Function/Department/Delivery Unit etc:

Submit Exit

Password Hint QuestionYou can pick a hint question by clicking on the spy glass. This question and
answer will be used to verify your identity if you forget your password.

Requested User Typ&-ou must request a usgype by clicking on the spy glass and selecting from she li

If you require responsible manager access@ 2 dz a K2dzZA R aSt SO0 WwWwSalLkRyaraofs

82dz aK2dZAZ R aSf SO0 WwWdzaSNR®

Function/Department/Delivery Unit etc:By informing the Orgdsation Administrator which function,
department or deliveryunit you work in, it will allow them to set you up in the correct division within the
organsation structure in the system.

Click theSubmitbutton.

This will send notification to your OrganisatiAdministrator, who will verify the information and provide
you with access to the system.
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After clickingSubmityou will
receive a popup message to
confirm that your user request is

System Message

being processed. BMXAA3831I - Thank you! Your registration is
being processed. You will be contacted via e-
Youwill be sent two emails. The mail if we require more information or when your

first email willbe sent to confirm registration is complete.

that your details have been sent

to the Organisation Administrator.

The second email will be sent to

inform you of your log in details once the Organisation Administrator has processedegmest.

Logging In

Once the Organisatn Administrator has
approved your request you can login.

1. Enter your username
2. Enter your password
3. Finally, select Sign in

Be aware your password will be case
sensitive.
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Start Centre Overview

Introduction

When logging into the Close Call System (€@8ill be taken to your start centre.

O = Welcome to Close Call - Test Environment, Jennifer Fox Jennifer Fox =]

Assurance Manager Close Call System Administrator Start Center Close Call User Organisation Administrators
Go To Applications

Administration

: Quick Ingert Bulletin Board Eilter > O,
Analytics
Dot pecific records, specify data i the filter fields and then press the Enter key.
Assets
Subject Message Post Date Expiration Date Viewed
Financial M
Security T d es
self service
Service Desk My Open Close Calls Blter > O, 5]
: R Close Call Number Involved Project MR Region/Programme NR Route/frea  Reported Date CloseCall Ase  Risk Rankin
System Configuration
Mo Data Found.

My Cloze Calls Awaiting Responsible Manager Completion i‘!l Filter > 0« E

Close Call Number Involved Project MR Programme/Region NR Route/frea  Reported Date CloseCall Ase  Risk Rankin
Mo Data Found.

My Organisation Lwaiting Responzible Manager piter > O, &S]

Close Call Number volved Project  NR Programme/Region MR Route/Area Reported Date CloseCall Age  Risk Rankin
Mo Data Found.

Cpen Cloze Calls - Current Period i‘!l Filter > 0' ﬁ

Close Call Number Involved Project MR Region/Programme MR Route/Area Reported Date CloseCall Age  Risk Rankin
Mo Data Found.

——

Displayecht the top ofthe screenwill be the main tool bar which will be available on every screen in CCS.

Each icon has a specific task, outlifeedow.

Icon Function Icon Function

Return to theStartCenter I O0S a Main/MerfuQ

A he announcements on th .
ccess the announcements on the @ Access and Amend yoBrofile

Bulletin Board

A link to theHelpavailable via the
E—) Logoutof CCS ® w{{. LyRdZAGNE {&:

Version Number: 2.0 Page| 11 Close Call System User Guide
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As stated above, the main tool bar will agweon
Search Close Call every screen on CCS, therefore, the main menu

- be available for use.
My Recent Applications

Start Center
Analytics
Assets

D|

Self Service

Service Desk

D,

In addition to the main menu, a navigation panel
available on the lefhand side of the screen.

The options available will change depending
which page a user has assed. The example show
the options available when a user is navigating
StartCenter

Go To Applications
My Recent Applications
Analytics
Assets
Self Service

Service Desk

If at any point you wishthe navigation panel to be
hidden from view run your mouse over the
navigation panel and a blue box, with white arro

( will appear. Gtking on this box will prompt the
panel to slide out of view.

To show the navigation panel again, click onto tr
blue box (with white arrow) again and the panel
will slide into view.

Version Number: 2.0 Pagel| 12 Close Call System User Guide
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The start centre contains a link to create a close call evetit@asearch safety events.

Quick Insert

Create New Close Call

Favorite Applications

Search Close Call

If you have Organisation Admstiator permissions, you will have an additional tab in your start centre which
contains the functionality required to perform your administrator tasks.

Organisation Administrators

Start Centre Portlets

The information contained in the 8 portlets is bespoke to you and stittw you events relevant to your
organisation, based on the project/division level of the organisation hierarchy that your user profile is
assigned to and any projects/divisions that sit below yotnéhierarchy.

Bulletin Boad
Bulletin Board |i| Filter O,
@ To filter for specific records, specify data in the filter fields and then press the Enter key.
Subject Message Post Date Expiration Date Viewed
N

Messages foyouwill appear in the bulletin board section.

My Open Close Calls

My Open Close Calls Filter o, 33|

Close Call Mumber Involved Project MR Region/Programme MR Route/Area Reported Date Close Call Age  Risk Ranking
377821 ESTDIVISION 1 NOT APPLICABLE 11/07/2019 09:24 0-7 DAYS LOW

Chart View 1-1ofl

If you have created and saved, but not yet processetiose call event it will remain in the start centre.
There are columns to show tlage of the close call event and the event riskking. The information is
shown in List View by default but can be viewed in Graphical View. The information is colour coded as
follows ¢

Version Number: 2.0 Page| 13 Close Call System User Guide
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1 Green-Less than 7 days old
1 Amberg 7 to 14 days old
1 Redc 15+ dayld

My Close Calls Awaiting Responsible Managentpletion

RS5B

—
My Close Calls Awalting Responsible Manager Completion |E| Filter O, ¢5]
Clozse Call Number Involved Project MR Programme/Region MWR Route/Area Reported Date Close Call Age Risk Ranking
377821 TEST DIVISION 1 MNOT APPLICABLE 11/07/2019 09:24 0-7 DAYS LOW
Chart View 1-1ofl

Users whose close call events are awaiting Responsible Manager (RM) review will see the events in this
portlet until the RM has processed them. This portlet includes the same columns of inkenncantained
Ay Waé hLISy [/ f 2 8h8samé cblbuticading wilkbddppli€dibasadion the age of the event.
The information is shown in List View by default but can be viewed in Graphical View.

My Organisations Close Calls Awaiting RespotesiManagers Completion

Filter O

My Organisations Close Calls Awaiting Responsible Manager |E

Close Call Number Involved Project MR Programme/Region NR Route/fArea Reported Date

53|

Close Call Age Risk Ranking

377821 TEST DIVISION 1 MNOT APPLICABLE 11/07/2019 09:24

1-10of1
lff S@Syita FaairAdySR (G2 GKS dzaSNDa LINP2SOUOKRAQ
colour coding as above will be applied to the evdisted.
OpenClose Callg Current Period®
Dpen Cloze Calls - Current Pericd Filter o, i
Cloge Call Number Involved Project MR Region/Programme MR Routefdrea Reported Date Close Call Aze  Risk Ranking
378098 NR_TRAINING NOT APPLICAELE 03/09/2019 12:45 LOW
372044 NR_TRAINING MNOT APPLICAELE 14/08/2019 16:08 HIGH
NR_TRAINING NOT APPLICAELE 30/08/2019 12:24 HIGH
NR_TRAINING NOT APPLICAELE 03/09/2019 13:07 HIGH
Chart View 1-d4ofd

This shows any closelcavents with a stats of OPEN or ¥Y&M within this financial period. The list view is

shown by default, with the same colour coding as above. The information can be switched to Graphical

View showing the close calls split by risk.

OpencClose Callg Yea to Date*

Version Number: 2.0 Page| 14
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Open Close Calls - Year To Date Filter o, 8 F®
My Organisation Events for current year-to-date - OPEN (By Network Rail Period)

Network Rail Period Count Percent

(%6)

[ | 201901 13 76.47
[ | 201902 4 23.53

TOSI0Z
T06T0T

List View

This inbrmation is shown as a graph by default, showing the close calls split by NR period. This can be
viewed as a list as well. When List View is selected, the same columns in the same order with the same
colour coding will be shown, aspgortlet 2.

Closeddose Callg; Current Period

Closed Close Calls - Current Period Filter O, &S| c A
Close Call Number  Involved Project MR Region/Programme MR Route/Area Reported Date Close Call Age  Risk Ranking
378068 AMDREA NOT APPLICABLE 29/08/2019 14:19 0-7 DAYS HIGH
378022 ME_TRAIMING MOT APPLICAELE 12/08/2019 14:37 0-7 DAYS LW
378023 MR_TRAIMING MOT APPLICAELE 12/08/2019 14:59 0-7 DAYS HIGH
378032 MR_TRAIMING MOT APPLICAELE 14/08/2019 13:39 0-7 DAYS HIGH
378035 NR_TRAINING NOT APPLICAELE 14/08/2019 15:13 0-7 DAYS HIGH
378036 NR_TRAINING NOT APPLICAELE 14/08/2019 15:34 0-7 DAYS HIGH
378037 NR_TRAINING NOT APPLICABLE 14/08/2019 15:36 0-7 DAYS LOW
378043 NR_TRAINING NOT APPLICABLE 14/08/2019 16:02 0-7 DAYS LOW
372042 MRE_TRAIMING MOT APPLICABLE 14/08/2019 16:01 0-7 DAYS LOW
378065 MR_TRAIMING MOT APPLICAELE 29/08/2019 13:50 0-7 DAYS LW
Chart View 1-100f24 | =F
- Page

This includes close call events with a status of CLOSED within this financial period. This portlet includes the
same columns in the same order as portlet 2. The list view is shown by default, butdhredtibn can be
switchedto GraphicaView showing the close calls split by risk ranking.

ClosedClose Callg Year to Date*

Closed Close Calls - Year To Date Filter 0, S F
My Organisation Evenis for current year-to-date - CLOSED (By Network Rail Period) Percent
Network Rail Period Count (96)
[ | 201901 6 20
= [ | 201902 24 80
List View
Version Number: 2.0 Page| 15 Close Call System User Guide
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This includes close call events with a status of CLOSED year to date. This information is shown in Graphical
View by default, sowing the close calls split by Network Rail period. When List View is selected, the same
columns in the same order will be shin, as portlet 2.

*¢KS S@SyiG tAada IyR OKINI RFGF iy lével and ovier iithe2 6 R |
user profile.
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5. Reporting a Close Call
Using Close Call to Report

Creating a Close Call

RS5B

The close call record is mainly made upp-downlists and selection boxes; however, there are some free
text fieldsthat allow you to explain in detail the clesall event you are reporting. Some fields are mandatory
to capture consistent information for the purposes of analysibers are optional and allothe user to enter

more information if they wish.

Clickor?/ NB I (S b Swithiri theZSt@rECentl  f Q

The Close Call Event Screen

Quick Insert

Create New Close Call

Thetop boxes of the close call record are read only, and include details such as a GiogeeCall ID, the
YwS L2 NI SR 51 dafdhE caliskritetel inth GG e &rganisation and user details etc.

There is b0 a field indicating the status of the reppvthich will indicate if the event is open, closed or if it
has been procssed for Responsible Manager (RM) reviear more information on status clitlere

Search Close Call Log

Close Call ID: Reported Date:
377781 09/07/201917:31
Reporters Email: Network Rail Period:

test@trguidanceupdate.com

Reporters Organisation Dep:

ii¢

Organisation: Status:
RSSB OPEN 0,

Reported By: Attachments
TEST@TRGUIDANCEUPDATE.COM > &

Fields maked with an* are mandatoryandmustbe
completed before an event can be processed.

+ Describe the Close Call event
and what could have happened:

Version Number: 2.0 Pagel| 17 Close Call System User Guide
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Event Description

The event section consists of free text fields for the Close Call event description and what was done about
it. The text format can be alterday using the icons provided.

Event

+Describe the Close Call event
and what could have happened:

S -E-A-E- DY

Font V| Size ¥ | Format Mone

What were you able to do about it:

Responsible Manager / Department:

There aregwo checkboxes to be ticked if the close call report weesof a saféy conversation, or if the
report came following a workplace safety inspection.

Are you reporting this as Was the Close Call logged as a result
aresult of a Safety Conversation? of a workplace safety inspection?

O L]

Organisation Detall

This section of the Close Call

Creanisation Betal 1 record is usedo specify the
+ Event Date: date and time the event
\ e 200dzZNNBR yR (KS
+Involved Division / Project: that it occurred on. You will
i’ =1 onlycanselect projects that
Reporter Division / Project: sit at the level or lower in the

organisation hierarchy,
which is set on your user
profile.

NR Project Name:

NR Region/Programme:

Once the project has been
selectedthe relevant NR
Region/Programme,
Route/Area, Delivery Unit
etc. will autopopulate with
the information hed in the

MR Function: system for that project. This
information is used for
reporting purposes.

NR Route/Area:

NR Delivery Unit:

NR Local Operations Manager:

Version Number: 2.0 Page| 18 Close Call System User Guide
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Date and Time ahe event

Organisation Detail a

+ Event Date:

"
Enter the date and time that thevent occurredisingthe calendar o
icon. 1]
€« July < > 1830 *

You can navigate 1o | , Ev:ant Date: MoT W T F S s 184
the correct date by 12 3 4 5 & 7 1300
using the left and HI] 8 10 11 12 13 14 1915
right arrows next to 16 17 10 10 an a1 | 2

19:45

the month or click
on the month itself to view @rop-down list.

22 23 24 25 26 27 28 20:00
20:15
29 30 31 ’
20:30

Select the day within the calendar. Use the arrows at the top anj
bottom of the time bar to scroll to theorrect time the event 2015 I 2020

occurred.
Cancel

Involved Project

20:45

21:00

To assign the close call against a projetitk on the>iconnext to themandatory?L y @2 f @ Si®d, t NP 2 S ¢
youwillhavewo Y S K2 R4 G2 @A S dprojedtsdn whithElassiyritd thie/CBBAIécord.
H LISY 5 NJsthé rRcdnamemied method when finding and selecting the project.

+ Involved Division / Project:
>

Reporter Division / Project: lE Open Drilldown

(ﬁ Go To Organisation Structures

WhLISY 5Nt Redgimsationistrature b hl8eyarchical vieandis the eagstway to select
the organisationével.

Version Number: 2.0 Page| 19 Close Call System User Guide
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Drilldown

(3) Select > to show children. Select ¥ to hide children. Select # to return location / asset.

Organisation Structure

Location: Status: Site:
NR_TRAINING NR Training Division (Training purposes) =] OPERATING NR O‘
System

w @ NR_TRAINING:NR Training Division (Training purposes)
NR # ANDREA:Andrea

# AREA DIRECTOR X:Area Director X
% # AREA DIRECTOR Z:Area Director X
» # DEPARTMENT E:Department E

» # DEPARTMENT F:Department F
Show Path to Top # DIVISION G:Division G
# DIVISION H:Division H

» & NEW DIVISION TEST:New Division Test
#NORTHFRN RATI -Nnrthern Rail Trial

Show All Systems

To select the appropriate level of organisation or project involved in the close call, click d o
blue arrow (>) to the left of the project nameo expand a section and select the link icon o

v ' NR_TRAINING:NR Training Division (Training purposes)
# ANDREA:Andrea

# AREA DIRECTOR X:Area Director X

w o AREA DIRELUTUR Z:Area Uirector A
» # DELIVERY UNIT B:Delivery Unit B

» @& DEPARTMENT E:Department E
» # DEPARTMENT F:Department F

# DIVISION G:Division G

# DIVISION H:Division H
w oo NFW DTYTSTOM TEST -Mew Divisinn Test

The project informatiowill populae the relevant fields.
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Involved Division / Project:
NR_TRAINING % NR Training Division (Training purposes) =

Reporter Division / Project:
NR Project Name:

NON PROJECT/CONSTRUCTION ACTIVITY

NR Region/Programme:
NOT APPLICABLE

NR Route/Area:

NR Delivery Unit:

NR Local Operations Manager:

NR Function:

Category and Causes

There aremanycategories
available to classify the close Category and Causes x|
call event To open the list of
Categoies, click orr and Please select a Category with What Could Have Happened
selectV/ f I aaATeQ + Category:
>
The list of categories and sub o
. . e = assi
categories are merged into ong >|P Category: : g
list. Eyand each category by © clear Classification
clicking orthe >to the left of Primary Cause Incident Factors:
the category name, and then 0O
select the most appropriate
subcategory by tix;king on the Level 2 Incident Factors:
link iconnext to thesub- 0,
category text Environmental Contributing Factors:
O,
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Classify

w # CONFINED SPACES:Confined Spaces|
# STATIONS/BUILDINGS:Stations/buildings
& TEMPORARY STRUCTURE/CONTAINMENT:Temparary structurefcontainment

# TUNNELS:Tunnels
HUNAUTHORISED ACCESS:Unauthorised access
# UNCOVERED/UNSAFE CATCHPITS:Uncovered/unsafe catchpits
# UNCOVERED/UNSAFE DRAINS:Uncovered/unsafe drains
# CONTROL OF CHEMICALS/HAZARDOUS SUBSTANCES:Control of Chemicals/Hazardou
& DESIGN:
# ECOLOGY (PLANT & ANIMALS):Ecology (plant & animals)
# ELECTRICAL SAFETY:Electrical Safety }

~
b

If selecting the Catego®/ h (i Kas &tElitional text box will appe for you to describe the category you are
entering

W W VY

- AL AN FAT T LD ™ AT

Category and Causes |

Please select a Category with What Could Have Happened

+ Category:
OTHER >

Sub Category:
Other o}

+ Describe the category:

Complete the remaining optional fiel@Brimary Causes Incident Factors, Level 2 Incident Factors and
Environmental Contributingactors)y clicking on the spy glass and selecting from thefisptions
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Category and Causes '3

Please select a Category with What Could Have Happened

+ Category:
CONFINED SPACES \ TUNNELS »

Sub Category:
Tunnels O

Primary Cause Incident Factors:
EQUIPMENT O

Level 2 Incident Factors:

STORAGE O

Environmental Contributing Factors:

Risk Matrix

TheRisk Matrix fieldare mandatory for the close call inputter to determine the level of risk from an
accident probability and potential consequence point @i There is a High, Medium, Low and Negligible
option for each field.Qick on the spy glass and seledievel of risk for Accident Probability and Potential
Accident Consequence of the close call event.

Accident ProbabilityWhat isthe probabilityof an accident taking place high, medium, low or negligible.

Potential Accident Consequenc&Vould the outcome/consequence if an accident had occurred be high,
medium, low or negligible.

Risk Matrix v |

+ Accident Probability:

+ Potential Accident Consequence:

Risk ranking:

Based on the rankings entered in each field, the naglking will be autepopulated.
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Risk Matrix e |

+ Accident Probability:

MEDIUM O’
+ Potential Accident Consequence:

HIGH o,
Risk ranking:

HIGH

If the risk ranking is high, the close call miostprocessed to a Responsible Manager (RM) to review before
the event can be closed.

Other Detall

Additional data is required in th¢’ h (i K S N3e&iénii Cliskiothepy glass next to each field for a list of
options to pick from.

Other Detail ¢ |

Asset Type:
TRACK/P-WAY @)

+ Trackside or Non Trackside:
TRACKSIDE @)

+ Trackside / Non Trackside Location:
FOOTPATH @)

Other Location Info (ELR/Mileage etc):

Other involved Organisation/s:

+ Can the event be closed at source:
NO @)

L]

Required Actions:
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Can the event belosed at source?

This field requires the person creating the clos
call to indicate if the close call has been dealt | * Can the event be closed at source:
gAUK YR GKSNBFT2NB OF|NO @) ) 5 Q
status, or if there are still outstanding actions t -
correct the safety issue.

Thefieldd G F §S&a Wbh2Q o6& RSTFrdzZ i K26SOSNI Al OFy o
YENLAY3T Al WYb2Q (GKS Ot 2asS OF ff riE&RWNRIalowithem t
enter follow up actions which may be required to @dbke record.

Additional Detail Tab

The bottom sections of the Close Call Event are all optional. The fields may be used to log information
about the person reporting thelose call.

§ a8y

o W
O
A

Additional Information [« |
Lone worker? Reported by: If applicable, which Network Rail Control has this been reported to:
O] ) 0,

Was the Event Outdoors: Close Call Age:
0, 0-7 DAYS

Reported by:Click on the spy glass and pick from #pgpropriate valie in the list.

Select Value
Filter o, v 1-3of3 4, =
Value Description
|
MAMAGER Manager
OPERATIVE Operative
PUBLIC General Public
Cancel
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Organisation Specific Detail Tab

These fields may be used to input details of the person reporting the cidsandenable them to receive
feedback.

Organisation Specific Detail |

Reporters name: Actions required:

Reporter's contact details:

Date scheduled for completion:
Person responsible for providing feedback: i

Date completed:
SMS Text Address: it

If the reporter of the close call would like to receive text messages relatifgetprogress of the close call
SgSyids UKSANI YIYS FyR | @GFfAR Y260AfS GSESLK2YS yd
RSGFAfaQ 02E

The reporter can enter the actions that they think are required intothe O i A 2 y dbo\eEBdjisézthéB R Q
datefields if required.

If you are a Responsible Manager, there will be an additional tab in the close call event which you are
requiredtocomplef ® t f SI &S & S Bevidwdal KClogedT3ll | ReS[ipSsibleMansgyedetails
on how to complete the Responsible Manager section.

Life Saving Rules

Life vy Rhlles Dt @ | The Life Saving Rules are a Network Rail initiatiemsore
Potential breach of Life Saving Rule? everyone takes personal responsibility for mtaining safe
L9 behaviour. Go tderefor further information.

Working with moving equipment - exclusion zone

The Life Saving Rules tab in the close call egantindatory

Required plans and permits in place and must be Completed_
g
Working with electricity - test before applying earths Potentlal breach Of Llfe SaV|ng RUIM’{ISt be marked as
- SAGKSNI W, Saionst tWh.2NB 1208 Wt 2 i Sy
Working with electricity - test before touch
] . . .
. ‘ _ If it is marked that a lifesaving rule has been breached, the
riving - always wear a seatbelt K
0 relevant tick box should be selected.
Driving - using handheld device whilst driving . .
! If you are a ResponsiéManager, please see Guidance Note
Working at height - without a harness Yw é é LJ2 y. é 7\ @:f S\B é B a‘a B $ ELJ 9 / 2 Y LJf é l:] }
O _ _ for details on how to amplete the Responsible Manager
Equipment fit for intended purpose SeCt|On
|
Taking responsibility - influence of drugs/alcohol
g
Taking responsibility - trained/assessed as competent/right equipment
]
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Adding Attachments

As part of the close call reporting, it is possible to attdchments such as photos or documents directly to
the report.

Attachments

To add a new attachment, click onto the attachments link

Selecting AddNew Attachments and select AddkwFile (to upload from é)
own device) or Add a New Web Page, which will link to an extersial

page.

Attachments

&

@ View Attachments |

@ Add New Attachments » Add New File |

O Add from Library o Add New Web Page I

To add a new File, select Add New File. A Create a File Attachment popup will appear.

Create a File Attachment

Only files with the following formats can be enabled for printing: .pdf, .xls, .csy, .txt, .doc,
7 -gif, .jpg, -ppt. Clear the check box beside the Print attached document with report if
= printable type option (Advanced Option) if the file being attached is not in one of these
formats.

+Select a Folder:

|Attachments | v |

Select File

Name the document:

Advanced Options ¢ |

Copy document to the default location set by your administrator (recommended)?

Print attached document with report if printable type?

Cancel

You will then need to specify whtype of attachment you are attending. This could be diagrams, photos of
the close call that is being reported or walldcuments, excel files, etc.
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+Select a Folder:
Attachments v

Attachments

Diagrams

Images nt:

Once you have selected the type of attachment you are uploading, you will need to upload the file from
your device. Selecting the Choose file button will display the standard windows explorer view.

+ Select a Folder:
Diagrams v

Select File

Once you selected whidhes you would like taipload you will need to provide a name and description of
the file.

Name the document:

Adding a link to a Web page

From Add Nev Attachments, select Add New Web Page. Attachments

Attachments é)

&

&) View Attachments |

@ Add New Attachments » D Add New File

O Add from Library o Add New Web Page

The Create a URL Attachment popup will appear.

As per the adding of asttachment, select a folder and give a name and description. Rather than uploading
a file, you specify the URL for the web page you willibink
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Create a URL Attachment

+Select a Folder:

FitachmentJRg
Specify the URL:

Name the document:

Advanced Options |

Print attached document with report if printable type?

[]

n Cancel
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Editing a Close Call

Introduction

When a close call event has been entered and processed the status of the event will appear as Closed.
However, it is possibletre-open a closed event and edit fields within the event that msyuire changing.

Editing a Close Call Event

¢t2 FAYR GKS S@Syid e2dz gyl (2 YSYyR: OtAO1 2y WS
guidance for further information in conduag a search in the Close Call System).

Favorite Applications

Search Close Call

Close Call Web App

Reopening a Closed Event

Note:if a user reopens a closed everthis will have directly implications on the original closed date which
will affect reporting of closed event figures.

LT UKS SOSYyiizA8RYENE S& VdzbdtNBomdsty (KS SgSyd

ClickonK'S Wt N2 OS a a atthe ®pobthe/event sceeni o y
S

/£t A01 WhYQ (i2 Omshthadddht 82dz ¢l yid G2 NB
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