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117. (a) When a car is approaching, employes at work on
the Permanent-way must not remamn on or between zlmy
Running Lines, but must at once move clear of a.ll.Lme?, u? ess
they can distinctly see that they are in a position hq sa }fty,
and in no danger from another car or traffic approaching them

ed. ;

Un&l))-‘?tl?;v any instance in which overhead Repalr-menh orf
Trackmen are working at a place at which the approach o

cars cannot be heard or observed in sufficient time to ensu{(e
safety, the Ganger, or other employe in charge of the w}:)r !
must station a Hand-signalman, in each direction whgre
necessary, to give the necessary warning of approaching
tra(ff:i)c;&lterations or Repairs that may affect an'ydof the ri'nl-
bonds of the Permanent-way must not be carried out cllm es(sl
the Ganger or other responsible employe has arrived an

authorised such work. ‘ ' ¢

(d) During foggy weather a rail must not be displace y
neither must any other work that may obstruct the passage o
traffic be performed, unless it is es§ent1al to §afety. ;

(¢) In any instance in which, during alterations or repairs,
it is necessary to use fire or lights, due care must_be exer-~
cised to avdid any risk to the track, equipment, Rolling-stock,
or adjacent property. .

(f) Whenever the surface of the roadway 1s removed,
proper signals must be exhibited to warn vehicular and foot
traffic; in addition, any necessary crossing places must be
provided for street traffic, and every effort made to ensure the
safety and convenience of the public. '

(g) Disused material must be removed from the Running
Lines as soon as possible and placed clear of the public road-
ways, and, unless otherwise ordered, it must be removed before
sunset to the Depot or other prescnbed_ storage.place.

(h) Tools, implements, sleepers and pieces of iron, wood
or other materials not actually in use must be kep_tl clear of the
tracks, and not within two feet of the nea:lest rz:i_ f
~ The Ganger is resppr;slble for the custody and safety of all

~ material. i

Pe.rArﬁa?sglts v:ralﬂ implements provided for repairs and renewals

must, when not in actual use, be locked away 1n thec!,)mldmg,

truck, or box provided for such purpose, and the Ganger is
responsible for its secunty.
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118. (a) The track must be patrolled and examined from
end to end on every week day. The Ganger should patrol
the track personally but may, if he cannot conveniently under-
take the duty, appoint a trustworthy Trackman to perform it.
The Ganger must, however, examine the whole of the track
personally at least once a week. The patrolman must note
every irregularity in a pocket book provided for the purpose.
The Ganger must present such book regularly to his superior
officer, who must personally examine and initial it, and give
directions as to the carrying out of the ordinary repairs according
to their order of importance, etc. ; repairs that require urgent

attention must, however, be promptly attended to by the
Ganger.

(b) The Ganger must see that broken rails, sleepers, or other
defective materials are removed from the track with the least
possible delay, and that sound materials are substituted. Every
instance of a broken rail must be specially reported to the Road
Foreman so that, if necessary, investigation may be made as
to the cause of the breakage.

119. (a) The Ganger must see that the rails do not
stand above the paving, particularly at Points, Crossings, or
Curves, and that the surface of the track between the rails, or
immediately outside them, is not raised so high as to interfere
with the mechanism of the cars.

(6) The authorised super-elevation must be maintained on
the outer rail of every curve.

120 (a) The Ganger must see that every drain, rail, and
rail groove is kept clean and free from obstruction, and must
give special attention to this duty during and after any storm.

(b) In the event of heavy or continuous rain, he must ex-
amine carefully the action of the water through the streets,
culverts, etc., and on the track, and arrange for the track gang
to clear the grooves of any rails which have a tendency to
siltup. In any instance in which the Ganger apprehends danger
to the Permanent-way, he must immediately signal cars to
proceed cautiously or to stop, as necessity may require, and at
once inform the Officer-in-Charge, by telephone or other
means, and take all precautionary measures for securing the
stability of the Permanent-way.

121. Any ladder, guy, scaffolding, or trestle, etc., must
be kept at a proper clearance from the track during the erection
or repair of any building, etc.
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122. In any instance in which the Ganger notices any
blasting or excavation which may be likely to interfere with
the stability of the track, he must demand that such operations

shall be at once suspended, and immediately report the matter

to the Officer-in-Charge.

123. The Ganger must see that all Ponts are cleaned and
oiled every morning (Sundays excepted) by a member of the
track force. The employe who attends to this duty must
examine the Points carefully to ensure that they are in goo
order and that they have not been damaged by the passage of
cars or other vehicles. He must also test the Points occasionally
by moving them to and fro, being careful to leave them set in
the normal position. An obstruction between the Point
blade and the rail must not be removed by the fingers.

124. The following are specified as some of the faults or
irregularities likely to arise in the overhead equipment and
which should be reported by the most expeditious means to
the Officer-in-Charge.

(1) Wires hanging loose, that is, wires which are broken
or appear to be out of position.

(i) Any article hanging on the overhead conductors.

(iii) Excessive flashing at any particular point or at
switchgear.

(1v) Fittings of guards displaced.

(v) Broken Insulators or brackets carrying Insulators.

(vi) Loose parts in Section Insulators.

(vi1) Displaced or broken poles or pole extensions.

125. (a) Any employe who observes any damage or irregu-
larity connected with the overhead equipment must do all in his
power to prevent injury to any person or damage to property,
and must warn pedestrians and drivers of vehicles to keep clear
of the equipment. He must take immediate steps to stop any
cars that may foul the damaged equipment, and, as quickly as
possible, report the derangement, or ensure its being reported,
to the Officer-in-Charge, stating the extent, locality, and whether
the Up or Down Line is, or both Lines are, affected. The time
the trouble was observed, and its nature and consequences so far
as can be ascertained must be also given.

If the employe observing the irregularity consider the con-
ditions dangerous, he must remain at the site and perform suc

&

services as the occasion 1 1
may require i

or(;\;a '}FE b(;en released by theqomcg?-tii-téﬁigger ok

é H:l Py . 2
AT orc?:rén ?h{lrgg or other official receiving the report
i tgu };mty in the Overhead construction must
St forT}t,eeO?EmCl‘llarCshto the Overhead Depot
: cer-in- ,

- Jf arge must pr
ne by the most expeditious means available. R

(c) An u i
o interf:}a’nuthqrﬁsed employe must not open, close or other-
e with any overhead switch or feeder

126. Wh ;
i reportertlc‘:vilz any accident occurs the Ganger must at
¥ Othls superior officer, as fully as possible, by
Sl ) er means, the extent and nature of the
S Obtai:ng]glerhanfi his men and the Overhead Equipment
R all the information possible, and subse |
report, In writing, to the proper oﬂice?suenty

wo
i Sl;NKCI;I:.% EII;IAFFIC OF A DOUBLE LINE OVER
E OF RAILS DURING REPAIRS OR
OBSTRUCTION.

127. W it 1 :
Obstmctionhz? alrt1 lsk‘nfcflcessary during repairs or owing to an
Oy Li};x : n h’ to work the traffic in both directions
WS iy tLt; Officer-in-Charge will institute and
St g eh ine Working in accordance with the
e in_the Book of Rules and Regulations. Th
to in such Regulations, altered, in mk, as reiE

quired, i
ed, may be used for the Electric Street Railways; a

suffici
cient supply of such Forms and a Pilotman’s Badge must

be kept on hand :
by the Ofﬁce:?n-éiaf‘lg]:. Deteae i SandnnghanSigion
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WORKING OF SINGLE LINES OF RAILWAYS BY
CAR STAFF SYSTEM.

128. (a) The object of the Car Staff System is to prevent

Cars travelling 1n opposite directions on any Section of the
Single Line at the same time.

The Car Staff, which consists of a metal symbol,
sta(rlgped No. | SECTION and lettered SANDRINC-
HAM—CAR SHED,” is provided for the St.aff Section,
which Section is the Single Line between Sandringham Sta-
tion and the Junction of the Single and Double Lines opposite
the Car Shed, and except as shown 1n clause (c), and in Instruc-
tion 134, no car is allowed to enter on the Staff Section, from
either end, unless the Motorman is in possession of the Staff.

() (i) Two or more cars may, run in the same direction on,
or through, the Section before a car travels in the
opposite direction ; 1n such a case the Motorman

of each of the cars, except the last, shall sight the

Staff for the Section, and the Motorman of the

last of the series of cars shall carry the S‘gaﬁ and

on its arrival at the other end of the Section, the

Staff will be available for one or more cars to enter

the Section from that end. (See also clause (c),

Instruction 85).

(i) The Motorman of any car which is to be followed
through the section by another car must see that
the proper Staff for the Section on which his car
is to travel is in the Staff Box, ‘and he must sight
the Staff and securely re-lock it in the Staff Box
before proceeding into the Section.

(i11) Should it become necessary for a Motorman to foul
the Single Line Section, at either end, for Shunting
purposes, in the absence of the Staff, he must first
arrange for, and see that the Conductor or some
other competent employe is stationed a sufficient
distance out, to stop any car which may approach
on the Line about to be obstructed.

. At the entrance to the Section, a St.aﬂ—box in which
thlzgtaﬂ 1S s:c3red, is fixed on a post dqsngnated the St-af{
Post. The Staff-box is fitted with a Special Lock of which

each Motorman 18 provided with a key.
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130. (c) Except where Special Instructions are issued to
the contrary, the Motorman is responsible for the Staft Work-
ing and is the sole person authorised to deal with the Staff,
or open any Staff-box.

(5) The Motorman must in every instance consult his Run
Book and ascertain whether he should travel on the Staff or
leave the Staff for a following car.

131. (a) When a car is ready to proceed into the Section
and no other car is intended to follow before the Staff will
be required for a car in the opposite direction on the Section,
the Motorman must obtain the Staff for the Section and keep
it under his observation on the car bulkhead, until he arrives
at the other end of the Section, and except as shown in clauses
() and (d) hereof he must lock the Staff in the Staff-box at
that end of the Section.

(b) If when the Motorman arrive at the other end of the
Section the Staff is immediately required by the Motorman
of a car about to proceed in the opposite direction, the Motor-
man arriving with the Staff may hand it to the Motorman of
the other car, but this will not relieve the latter of responsibility
for compliance with clause () of Instruction 130.

(c) Before disposing of the Staff as laid down above, the
Motorman must see that the full number of vehicles com-
prising his load has arrived complete.

(d) The Motorman of the last car to pass over the Section
at mg_ht,. must not leave the Staff in the Staff-box, but must
deposit it in the authorised receptacle for safe custody over-
night ; the Motorman of the first car in the morning must
obtain and place the Staff, having due regard to the proper
running of cars.

132. (a) The Motorman must not overcarry the staft
beyond the Staff Post at which, ordinarily, it should be left,
and any breach of this Instruction will be considered as serious
neglect. L

(5) In the event of a Motorman overcarrying a Staff beyond
the Staff Post at which, ordinarily, it should have been left,
he must immediately communicate with the Officer-in-Charge
for instructions ; if, however, he is unable to gain the attention
of the Officer-in-Charge, he may hand the overcarried Staff
to the Motorman of a car proceeding in the opposite direction
and draw special attention to the overcarried Staff before hand-
ing it over, and both Motormen must report the circumstances.
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| The Motorman in whose charge the overcarried Staff has | hauled back to the Staff Post in the rear the Motor-
Leen placed must not enter the Section to which the over- man of the Relief Car must first obtain possession

| cartied Staff applies, until instructed to do so by the Officer- of the Staff. .

' in-Charge. (ii1) Should the Conductor arrive at the Staff Post in the

' 133. If on arrival at a Staff Post the Motorman should riar before the next following caZl a{;wefz E‘e L
find that the Staff for the Section is not at the Staff Post when, E tag‘ }_)oscsle?smn of the Sta? an ’S' e lehcannot
according to the Schedules, the Staft should be available for ey fta'm;'] éoné that ﬁnd of the ectcion, © Iuust
his Car, he must at once communicate with the Officer-in- transfer the Staff to the opposite enc.

(¢) In the case of a One-man type car, when operated under

Charge. (See Instruction 137).

134. Car Staff Lost.—If the Staff for the Section should
be lost, or the Staff has been overcarried beyond the Staff R T i ;
Post and there are no means of returning the Staff in time () Th ] 1s Instruction. h
to avoid serious delay, arrangements must be made to work the ob < mé’tgrm‘i‘" of the Relief Car, when proceeding on
1 the traffic over the Section by Pilotman. The Officer-in- e obstructed Section, must proceed cautiously. The Motor-

Y A . ; ‘ an of the disabled car must communicate the ci stances
Charge will institute and supervise the Working by Pilotman ' n : icate JEaelCieuIe i
g P g by rilo \ to the Officer-in-Charge as soon as practicable, and receive

instructions as to the disposal of the disabled car.
(e) At night or during foggy weather the Motorman of the

disabled car must see that a Red Light is showing on the front
and rear of his car.

One-man conditions, the Motorman must, after securing his
car (see clause (c), Instruction 47), act as laid down for the

| 1 in accordance with the directions contained in Rule 14 of
Appendix 11, Book of Rules and Regulations; the Forms
referred to in such Rule, altered, in ink, as required, may be
used for the Electric Street Railways. A sufficient supply of

h F t be kept on hand at Sandringham Stati :
?::: usqusl.e;nl;liied.e O D s hr (f) After sending for relief the Motorman of the disabled

135. Disabled Car.—(a) In the event s T car must not allow his car to be moved until the Relief Car

) : arrives, unless satisfactory arrangements have been made to

(t:ﬁ"ylillngtotrhrgar? tfusl:r??fkl?}?e %?Z;E]el:ietgerenca;hie&aﬁ P(f SE’ prevent the Relief Car from coming to his assistance, and 1n

e lvlo L moved Dy addition, he must have possession of the Car Staff for the
another car) hand the Staff to his Conductor and instruct

him to take it in the direction whence Relief can most expe- Se;:t;ign. Secti .
ditiously be obtained. If relief be not available at the end . Section Obstructed.—(a) If, due to an accident,

) of the Section to which the Conductor proceeds the Staff LEPAILS, 0T ob§tructxon, traffic is likely to be stopped for a
o must, if necessary, be transferred to the opposite end. The considerable time, arrangements must be made for working
i Conductor must fully explain the circumstances to the Motor- cars_between the point of obstruction and the Staff Post on
‘ man of the Relief Car, hand him the Staff, and ride with him | the Down side. No car must be allowed to enter on the ob-
to the point at which the disabled car is standing. structed line unless the Motorman is in possession of the Staff.
. (b) () If the Motorman of the disabled car be not in pos- ‘ L () During any period of darkness or fog, the person
session of the Staff, he must arrange Relief by mn gharge of the obstruction must se€ that a Red Light 1s

sending his Conductor back to stop b e exhibited on each side of the obstruction.
following car. 137. Car Staff at Wrong End of Section.—In any
(11) If the following car be intercepted in the Single instance in which the Staff for the Section is at the opposite
Line Section and the Motorman of such car be end to that fromiwhich a car 1s required to be despatched,
not in possession of the Staff, the disabled car the Motorman of the car that requires to be so despatched
may be pushed clear of the Section. Should the must inform the Officer-in-Charge and the latter must arrange

circumstances necessitate the disabled car being for the Staff to be transferred.




UNIFORM TIME, ETC.

138. (a) Motormen and certain other employes are sup-
plied with departmental watches, which they must always have
with them, when on duty.

(b) Every employe supplied with a departmental watch who
is transferred from his position in the Electric Street Railway
Service, or who has been granted extended leave of absence,
shall hand the watch to the Officer-in-Charge before leaving
or commencing the leave of absence (as the case may be);
and any such employe who, after absence from duty for a
period of one month owing to illness or injury, is still unable
to resume, shall return the watch to the Officer-in-Charge as
soon as practicable.

A departmental watch supplied to an employe must not be
transferred without the authority of the Officer-in-Charge,
and must be produced whenever demanded by him.

() When from any cause a departmental watch becomes
unreliable, the employe in possession of it must at once report
the circumstances to the Officer-in-Charge.

(d) When commencing duty Motormen must compare and,
if necessary, set their watches with the Depot or Station
Clock ; other employes supplied with departmental watches
must set them with the Depot or Station Clock or by a Motor-
man’s watch, but a car must not be stopped for that purpose.

(¢) (i) The winding (and, as far as possible, the regulating)

of all the clocks at the Station or Depot must be
done by, or under the personal direction, of the
Station-master or Officer-in-Charge, whose duty
it will be to keep the keys, and see that the clocks
are wound either daily or weekly, as may be re-
quired, and that the correct time is shown.
Where it is not practicable for the Station-

master or Officer-in-Charge to personally attend
to the winding and regulating of clocks, he must
appoint an adult member of his Staff to perform
that duty, which must always be performed by
the same person.

~— (i) A set time for winding the Clocks must be determined
by the Station-master or Officer-in-Charge, who
must see that the duty is performed with due
regularity.

(f) () When erecting a Clock, a solid dry wall, free from

vibration, should, if possible, be chosen. — The
Clock should be hung on a screw or strong nail,
the head of which should point upwards at an
angle of approximately 45 degrees ; if the wall be
of brick, a wooden plug should be driven firmly
in, and a screw inserted at the required angle.

(i) When the Clock is in position, the pendulum should

be carefully placed on the brass bracket at the back
of the works, the steel pin connected with the Clock
should work in the slot in the pendulum, and
care should be taken to avoid bending the brass
wire carrying the steel pin as any permanent de-
flection of it will cause bad time-keeping.

(iii) The top of the ball of the pendulum should be in line

with a mark on the pendulum rod before it 1s
placed in the Clock; correct time should be ob-
tained at that mark. The pendulum needs only
a very slight swing to start the Clock; a violent
swing may produce a permanent deflection 1n
pendulum connections, and adversely affect time-
keeping.

(iv) The Clock must be wound slowly and smoothly,

and if, when starting it, the beats be uneven, 1t
must be moved slightly until it is plumb and
beating evenly. When it is seen that the Clock 1s
working satisfactorily, a pencil line should be drawn
on the wall on each side of the Clock case as a guide
in the event of it being accidentally moved when
the clock is being wound.

(v) To regulate the Clock, the nut at the bottom of the

pendulum should be screwed upward to make the
Clock go faster, and screwed downward  to
make it go slower. When setting the Clock to
time always turn the minute hand ; do not touch
the hour hand, as any force exercised on this hand

may damage the clock-gear.

(vi) The rims holding the glass, and also the doors of the

Clock, must, ordinarily, be kept secured in the
closed position. Employes must not write or make
any mark on the Clock dial.
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(vii) If, after having been fixed and adjusted as prescribed
in the foregoing instructions, the Clock should
fail to keep correct time, the circumstances must
be promptly reported by the most expeditious
means to the Chief Electrical Engineer and the
Clock and Watch Repairer advised ; but if a Clock
stops, and it be one by which the running of cars
is regulated, a telegram stating the Clock has failed
must be immediately sent.

() () All matters relating to the mechanism of Clocks and

Watches will be dealt with by the Chief Electrical

Engineer.
(i) Clocks and Watches requiring repairs must be sent

to the Officer-in-Charge, Clock Repair Shops,
Spencer Street, who should also be advised of the
character of the defect, if such be known ; advice
of despatch must be, also, forwarded to the Chief
FElectrical Engineer.

(i) When forwarding a Clock to the Repair Shops the
pendulum must be removed and secured to a piece
of wood to prevent damage during transit; and to

~ ensure its being delivered with the Clock, the pen-
dulum must be packed and placed inside the Clock
dlise. Due care must be taken to avoid damaging
the pendulum rod, and the name of the forwarding
Station must be clearly shown.

(iv) If from any cause a Departmental Watch becomes
unreliable, the employe in possession of it must
at once report the circumstances to his superior
officer. When a Departmental Watch 1s forwarded
for repair a memorandum must be sent stating the
reasons for forwarding, also the full name and
title of the employe to whom the watch was issued,
and where stationed.

(h) The mechanism of Departmental Clocks and Watches

must not be interfered with by unauthorised persons.
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TELEPHONES.

139, (a) Service telephones, connected with the Traffic
Office at the Depot on the St. Kilda—Brighton Line and with
Sandringham Station on the Sandringham-Black Rock Line,
are provided at several points on the side of the public road-
way. Carmen must keep themselves conversant wit the
positions - of these telephones.

(b) Unless special Instructions are issued to the contrary,
each telephone must be tested daily by the Motorman of the
first car. The Motorman, after pressing the telephone button,
must place the receiver to his ear, and listen attentively for the
employe in attendance at the Traffic Office or Station to speak.
If the attendant can be heard distinctly, the testing employe
must say, ° Can you hear me?” and if the answer Is satis-
factory he must then give the location of the telephone being
tested and report anything requiring attention.

(c) Every telephone message from the running staff must
be recorded in the Trafic Office diary, and ecach entry must
show the name of the sender, the name of the receiver, an
the date and time that the message is received ; the receiver
must repeat each message back to the sender, and give his
own name.

_ (d) Every telephone failure must be reported to the Officer-
in-Charge by the first Motorman or other employe who ob
serves 1t.

(&) In any case in which a departmental telephone is out
of order, the necessary message must, if practicable, be trans-
mitted by means of a private telephone.

On the St. Kilda-Brighton Line the procedure for obtaining
connection with the Depot by a private telephone is to dial MY210
and ask for 1790.

On the Sandringham-Black Rock Line dial XW1154 for the
Station, or dial MY210 and_ask for Harmonic 149Y for the
Car Shed, or 149X for the Station.

(f) Employes engaged in overhead or Substation repairs

must be given priority in the use of Service telephones for the
transmission of important messages 1n connection with such
work.
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FARES SYSTEM.

Note.—For the purposes of these Instructions the ierm
“ Conductor " will also be deemed to refer to the Motorman
of a One-man type car when such car is operated under One-
man conditions.

140. (a) Revenue Journal and Supply of Tickets.—
The Conductor shall be supplied with the necessary stock of
tickets in a case and bag and the numbers of such tickets shall
be entered by the office staff on a Revenue Journal, the duplicate
of which shall be supplied to the Conductor who shall carry it
during the whole of his shift.

(5) Upon receipt of his bag and ticket case the Conductor
shall, at once, check the tickets supplied to him against the
entries therefor on the Revenue Journal and, if correct, he
shall sign the original Revenue Journal and also the duplicate
as having received the tickets.

(c) Upon completion of his shift the Conductor shall enter
on the copy of the Revenue Journal issued to him the closing
numbers of all sectional tickets and, in addition, on the St.
Kilda-Brighton line he shall enter the total number unsold
of each issue of combined tram and rail tickets, and on the
Sandringham-Black Rock line the total number unsold of
each issue of rail tickets.

(d) A Conductor shall make application when necessary for
additional supplies of tickets.

(¢) Every additional supply of tickets handed to a Con-
ductor during his shift shall be entered in ink on the original
of the Conductor’s Revenue Journal held in the office and also
on the duplicate presented by the Conductor. The entries
shall be made at the counter where the Conductor may see
them and the duplicate Revenue Journal shall be returned at
once to him, together with the additional tickets.

(f) Tickets on issue shall, at all times, be carried by the
Conductor in the case or bag provided for the purpose.

141. Supply of Change to Conductors.—Each Con-
ductor before commencing his shift shall be supplied at Elwood
with £1 and at Sandringham with 10/~ in suitable denomina-
tions for change purposes. This amount will be entered on
the Conductor’s Revenue Journal.

- G

The Conductor shall check the change in the presence of the
Clerk and sign the original Revenue Journal and also the
“ duplicate” as having received such change.

The Conductor must keep himself supplied with a sufficient
quantity of small change.

142. Conductor’s Ticket~-case.—(a) An employe who is
regularly employed as a Conductor must always have the use
of the same particular Ticket-case ; an employe engaged
occasionally as Conductor must be provided with an emergency
Ticket-case. Should it become necessary, during a shift, to
transfer a Ticket-case from one Conductor to another the
contents must be carefully checked by a responsible clerk
before the Ticket-case is re-issued.

(b) Each Conductor shall for his sole use be allotted a locker
earing a number corresponding to that shown on his Ticket-
case. When, on account of broken shifts, etc., it is necessary
that a Conductor should leave his Ticket-case, Cash-bag, and
cash at the Office, he must place and secure them in the
Locker allotted to him.

143. Conductor’s Cash Bag.—(a) The Conductor must
carry all cash, the property of the Commissioners, in the
departmental Cash-bag provided for that purpose. He must
not place any private cash into the departmental Cash-bag.

(b) The Conductor must wear his Cash-bag suspended in
front of his body and within reach of his hands.

144. Running Journmal.—(a) When commencing duty,
the Conductor must enter distinctly in the proper column o
his Running Journal the commencing numbers (in full) of
all Sectional tickets contained in his Ticket-case, and imme-
diately on arrival at each terminal he must enter the com-
mencing numbers of tickets of all Sections of the next trip ;
to ensure correctness he must in every case check the entries
with the tickets.

At each terminal the last three figures only of the com-
mencing number may be entered unless a new block of tickets
is started, in which case the complete number shall be entered.

(5) No erasure of any kind shall be made on a Running
Journal, Every error shall be rectified by drawing a pencil
line through the incorrect entry and writing the correct entry
above it,




(c) Conductors must be prepared to promptly submit their
Ticket-cases or Cash-bags or journals to the Examining Officer
or other authorised official for examination when so required,
and must give any necessary information or assistance, but after
having given them to the authorised official the Conductor must
not collect any fares in advance of such official unless directed
by him to do so.

145. Assistant or Relief Conductors.—When a Con-
ductor is relieved during a trip, or has assisted in the collection
of fares for only a portion of a journey, he shall furnish the
relieving Conductor or Conductor-in-Charge with the authorised
Form properly filled in to show distinctly the commencing
numbers of all his tickets, and to ensure correctness, the entries

must be checked with the tickets ; the Form must be handed
in to the office with the Conductor’s Running Journal.

146. Collection of Fares, etc.—(a) When starting with
passengers from a terminus, the Conductor must commence
to collect the fares in the rear portion of the car and work
forward ; if an assistant Conductor be with the car he must
commence at the front of the car and work towards the Con-
ductorsin-Charge. After the first check, the Conductor must
collect each fare and examine each Free Pass as soon as practi-
cable after the passenger boards the car.

(b) The Conductor must ask for fares in a clear and respectful
manner, saying ' Fares Please " ; when collecting a fare he
must ascertain the destination of the passenger and collect
the fare for the full journey that the passenger intends to
travel. He must not collect more than one fare at one time,
except when one passenger is paying for another, in which
case he must ascertain definitely for whom the additional fare
is being paid.

The Conductor shall name the amount received from the
passenger before placing 1t m the Cash-bag and specify the
amount of change before handing it to the passenger.

() (i) When collecting each fare the Conductor must hand
the passenger a Ticket applicable to the journey
covered by the fare collected. The Ticket is
only available for the date and trip on which it
1s 1ssued. 5

(i) The Conductor must date Combined Tram and
Rail Tickets, also Rail Tickets issued by him.

-

(111) Sectional "l:ickets must be punched in the margin
on the “up”™ or “down” side according to
the direction passenger is travelling. The punch
mark must be made on the numbers denoting the

section or sections for which the Ticket is available.

(d) If a passenger on alighting pay the fare to the Con-
ductor. but does not wait to receive the ticket, the Conductor
must issue a Ticket for the amount of the fare, and tear the

icket into pieces and discard it.

(e) If the passenger on alighting hand the fare to the Motor-
man, the lattef must at once deliver it to the Conductor, who
must 1ssue a ticket for the amount of the fare to the Motorman,
who must tear it into picces and discard it.

(f) Except in the case of a disabled car or other similar
emergency, the Conductor must not accept from any passenger
a ticket issued by the Conductor of another car.

(9) The Conductor must not moisten his finger with saliva

for the ing ti i
the purpose of detaching tickets. Rubber grips may be
obtained for such purpose. i i

! 117-_ (a) The Conductor shall issue Sectional Tickets
:in their numerical order. A Sectional Ticket must be neatly
etached from the block and handed complete to the Passenger.

T};)e Conductor shall maintain a check of the consecutive
numbering of sectional tickets by sighting the next number
in the block when issuing a ticket to a passenger.

Should any error in the successive numbering of a block of
sectional tickets be detected, the block must be promptly
surrendered at the office, and a new block obtained to
replace it.

. (b) In the event of any Sectional Ticket becoming loose or
eing detached from the block in error, or being defaced or
torn, or s_hould any error or misprint be detected in the number
of a sectional ticket, it must not be issued to a passenger, but
must be at once cancelled by the Conductor, writing the word
“Cancelled” across the face of the ticket and initialing and dating
it. The particulars of the cancelled ticket must be entered on
the Refund of Fares Form by the Conductor, who must show
thereon the reason for the non-issue of the ticket, and bring
the matter under the notice of the Ticket Examiner at the first
Opportunity.

e ks _AL; PR (LN e e e
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(1) The Ticket Examiner must at once investigate the
circumstances, and, if satisfied, endorse, accor-
dingly, the Refund of Fares Form, which he must
initial and return to the Conductor.

i ¢ Refund of Fares Form, together with the non-

Ly T};ssue ticket or tickets, must be handed to the Office
Clerk by the Conductor when the Ticket-case 1s
passed n at the close of the shift.

(in) Every Conductor must carry a supply of Refund of
Fares Forms when on duty.

(¢) Should the circumstances be such that all the tickets
have been withdrawn from a block which was known to have
contained a faulty number, the butt of the block is to be handed
to the Officer-in-Charge with a report of the discrepancy.

(d) Conductors are strictly prohibited from having used or
nipped (except duly cancelled) tickets in- their bag or case,
or upon their person.

(¢) Used tickets, when being cleared from the cars, shall
be torh through and placed in the receptacles provided.

148. (a) If a fare due for a previous journey on any car
be tendered, the Conductor must accept it, but, before
accepting the fare, he must obtain and record the full name
and address of the person on whose behalf the fare is being
paid. He must issue a ticket covering the amount of suc
fare and furnish a written report to the Officer-in-Charge.

(b) In any instance in which the Conductor 1s satisfied
that a passenger is unable (owing to unforseen circumstances)
to pay the proper fare the Conductor must politely request the
passenger’s full name and address and request that the fare
be forwarded as early as possible, addressed to the Officer-in-
Charge, Elwood, or Station-master, S.andnngharrg, as the case
may. be, . The Conductor must not,issuc any ticket to such
passenger, but must furnish a written report, stating the name
and address of the passenger, the journey travelled, and the
fare due. .

(¢) If the Conductor have substantial cause to believe that
the reasons put forward for non-payment of a fare are not
genuine, he must politely request the passenger to leave the car,

and, if necessary, the assistance of a Police Cons'table must be
If a Ticket Examiner or other

obtained for the purpose.

9

official be on the car his attention must be directed to the
circumstances, and if necessary he must assist the Conductor
in inducing the passenger to leave the car.  Courtesy and
tafth must be exercised in dealing with all cases of non-payment
of fares.

149. (a) Children under the age of four years, accompanied
by an adult may ride free, but not more than one child for
each adult of the same party shall be entitled to travel free ;
any child travelling free may be placed on a seat unless, or until,
the car is full, when the Conductor must politely request the
person in charge of the child to remove it from the seat,
informing such person that otherwise a fare must be paid

for the child.

(b) Children four years and under fourteen years shall be
charged half-fare—subject to a minimum of one penny.

(1) Any child travelling in the smoking compartment
must be charged full fare, unless such child moves

into the ordinary portion of the car upon being
requested to do so.

(i) In any instance in which the Conductor is in doubt
as to the age of a child he must politely inquire the
age. If the Conductor have substantial reason to
believe that the child is above the prescribed age, he
must accept the word of the child or its guardian,
but must report the matter on the prescribed form.

150. (a) The Conductor must examine the coins and bank
notes that are tendered for fares, and exercise care to avoid
acceptance of any foreign, spurious, or defaced coin or bank
note ; he must not give change from departmental cash for
any cheque.

(b)) In any instance in which the Conductor cannot imme-

lately give the correct change to a passenger, he must issue
the proper ticket for the journey, retain the money handed to
him for the fare, obtain the correct change, and hand it to
the passenger at the first opportunity.

(c) If from any cause the Conductor find that he will be
unable to collect all fares before reaching the terminal he may
arrange for the speed of the car to be reduced, or stop the car
for a short period ; this course must not, however, be adopted



except in a case of urgency, and every such instance must be
reported in writing to and investigated by the Officer-in-~
Charge.

(d) On the production of a permit signed by the General
Passenger and Freight Agent, the Conductor must allow one
blind person and one attendant to travel together on payment
of one full single fare.

151. The Conductor shall examine the ticket or pass held
by each passenger and shall see that each passenger is provided
with a valid ticket or pass. The Conductor must not accept
a mutilated or defaced ticket from any passenger.

152. If the Conductor should have reason to doubt whether

a passenger has paid the proper fare, or believes that one has

travelled beyond the point covered by his ticket, he should
politely ask to be shown the ticket held by such passenger,
but in order to avoid attracting particular attention to such
passenger the Conductor must also examine other tickets at
the same time.

If any passenger should travel beyond the point covered by
his ticket, the Conductor must collect, and issue a ticket for,

the additional fare due.

153. The Conductor must obtain the name and address
of any passenger who attempts to travel on a ticket that is not
in order, and, before leaving duty, he must furnish a full report
of the circumstances to the Officer-in-Charge.

154. The Conductor must not accept any Duty Pass except
when the holder 1s travelling ** On Service,” nor unless the
Pass is endorsed as available for the Section. If the Con-
ductor have reason to believe that the holder of the Pass 1s
not on duty he must obtain his name and address, and, before

leaving duty, report the circumstances to the Officer-in-Charge.

155. Periodical Tickets.—(a) On presentation of a perio-
dical ticket whether for sectional travel or for combined tram
and rail travel, the Conductor shall punch the ticket in the
space provided and in numerical sequence. Each ticket 1s
available for a fixed period of time or of journeys, whichever
first expires, and on presentation for the last journey for which
it is available a periodical ticket, available on the trams only,
shall be collected and a non-value check shall be issued and

punched to indicate the section to which it is available,
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(b) At the close of his shift the Conductor shall hand in,

togeth b Ik A nadu I
by hirenr gllll’in:lshicsassh];i fé;l.l expired periodical tickets collected

(c) In the event of the numb 1 lodical ti
! er of expired periodical tick
?ﬁ:deﬁl in by a Conductor at the close of hisp:hli(;t lg:einéc l:st:
sha?l be number of non-value checks issued by him, debit
e raised against the Conductor for the difference in

the um p
n be]S at tlle lCSC]]l)ed amount {Ol each non-v

156. Paying in of Cash b i
y Conductor.—Before going o
S;lt}}l'istlﬁz Conductor shall fill in the * Pay-in Slip "gporgtiofrf
o tunl;nng Journal, showing details of and total amount
e tg el paid in, and he shall also enter on the Running
geruath : c os}|]r3g numbers of Sectional tickets in his case and
R thon : is Revenue Journal the total amount of cash
of Comb,inefl Cdgisll;gtizll::bers c;lf S(:ictional tickets, the number
1 s on
of expired periodical tickets co]]::tedul[)])s'()l}:li;ni.md e g

Rulienffnr; e off duty the Conductor shal hand _his
R al and all cash received by him to the Officer
Ry en(: recelve}1 them who, ?fter checking, shall initial
oS dl'y on the Conductor’s Running Journal, in his

nce and shall immediately enter the amount of cash

received in t . X
and Ml he Cash Book, opposite the Conductor’s name

thgeé?:k iqm% off duty the Conductor shall hand to

Sl '}j evenue Journal, case and tickets. He shall

i tickerlce l]csl c§sh with the sales nor compute the value of

e tieso] , but must not leave duty until the Clerk has

e thf‘ 05"}11g numbers of Sectional tickets, the number

i ough tickets and rail tickets and has initialled
e Revenue Journal in his presence.

157. Conductor’s Cash Sh

i ortages.—(a) A record of
e\éery shortage in the Conductor’s Cash sales of Tickets shz:il
by tf}'::dce] lr;( thi Conductlor's cop]y o}f the Revenue Journal

erk, 1
(1 Lty 6 ﬂ;)c ;].l:,s,t_ Ca hsaor gs:'pp y the details on the proper
(6) (i) Deficiencies in a Conductor’s cash shall be set
off against surpluses on the [5th and at the end of
each month, and any shortage on the bi-monthly




balance shall be paid in by the Conductor concerned,
and any surplus paid into revenue, with the ex-
ception that a shortage on the daily balance in
excess of 2/6 shall be immediately paid in by the
Conductor and excluded from consideration 1In
the bi-monthly balance.

(1) The Conductor will be also required to make good
any deficiency due to his having accepted any
spurious coin or note.

(111) When the amount of deficiency has been paid by
the Conductor, the payment must be at once entere
on the credit side of the proper Form by the Cash
Clerk who at the same time must enter the

amount in the Cash Book. The Conductor shall,

on demand, be given a receipt for such payment.

158. Conductor's Surplus Payments.—Surplus cash
aid in by Conductors in accordance with clause (b) of Instruc-
tion 157 shall be brought to debit as surplus cash in the proper
book and shall be at once entered in the Cash Book by the
Clerk.

159. Accounting Instructions. — Instructions on the
system of accounting and prescribing the duties of officers and
other employes engaged in such work are issued in the
Station Accounts Instruction Book. A copy of such Instructions
must be always readily available in the office, and the Officer-in-
Charge will be responsible for seeing that the office staff (perman-
ent or temporary) are familiar with the Instructions relating to,
and aré competent to efficiently perform, their particular duties.

RAILWAYS (BOARD OF DISCIPLINE) ACT.
160. Appeals to the Board of Discipline.—(a) It is

prescribed under the provisions of Section 163, Sub-section 3,
of the Railways Act (No. 3759-1928), that every appeal by
employes against punishment imposed upon them by the
Head of a Branch shall be lodged with the Secretary for Rail-
ways within seven days after the date of the decision which
is appealed against. Every such appeal—

(i) must be in writing ;

(i) must specify the punishment appealed against, the
officer by whom, and particulars of the charge n

respect of which such punishment was imposed ;
nd

a
(iii) be signed by the Appellant with his personal signature.

(b) In every instance in which an employe may appeal
against any punishment imposed upon him by the Head of
hls-Branch, it will be necessary for such employe to lodge
an intimation to that effect within seven days of the date on
which the notification of the decision of the Head of the Branch
has been delivered to him, otherwise the appe i
disallowed, unless satisfactory proof be furnished that_the
non-delivery of the Notice of Appeal within the prescribed
time was unavoidable.

The time lost in connection with an appeal will not be paid
for if the appeal be dismissed, and, in addition, if the Board
should consider the Appeal to be frivolous the appellant may
be ordered to pay portion, or the whole, of the cost of the
Appeal.



To the Secretary for Railways,
Sir, ‘

I beg to appeal to the Board of Discipline against the de-
cision of the General Superintendent of Transportation that
{9be fined .t}l11e sumbof £3 forl‘ that I upon the 22nd day of April,

...., without obtaining leave, did absent If £
between the hours of 2 and 6 o'clocli ls)errL R T v
Signatirers. .« oo ey

@Tade tit detalh 00, T8, M

161. Appeals to the Commissioners.—An appeal lies
to the Commissioners from any decision of the Board of Dis-
cipline whereby punishment involving dismissal, or reduction
of rank, position, grade, or pay is imposed. Every such
appeal—

(1) must be in writing ;

(i) must specify the decision appealed against ;

(i11) must be signed by the Appellant with his personal

k signature ; an

(iv) must, within seven days after the date on which the
person bringing the appeal was notified of the
decision appealed' against, be delivered to the
Secretary for Railways. See specimen form of
appeal hereunder.

(Specimen Form of an Appeal to the Commissioners).

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

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

To the Secretary for Railways,
o
eg to appeal to the Commissioners against the decisi
o}f1 the Board of Discipline that I be dismissed the serviecils}?)r;
that I, upon the 22nd day of April, 19...., without obtai;ling

Le:(i'eé (3531 Oitl:st;n:n fnyself from duty between the hours of 2

. “ee
...................
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DIRECTIONS TO BE OBSERVED IN CASES OF
ELECTRIC SHOCK.
ved an Electric Shock

be restored if proper
dopted, in accordance

In many cases, after a person has recel
and is apparently dead, animation may
efforts for resuscitation are promptly a
with the following directions :—

1. First Step.—(a) Protect yourself as set out 1n Sections
(i) and (ii) hereof before attempting to release the victim from
the Live Wires or other Live Conductors.

(i) Insulate yourself from the Earth ; stand on some non-
conductor, such as dry wood, dry folded paper,
dry rubber, dry linoleum, dry glass, dry bnclfs,
dry cloth, dry hay or straw—these substances resist
the flow of the electric current.

(i) Avoid personal contact with the Live Conductors,
or with the victim, or any articles, etc., that he
may be holding—even personal contact with loose
parts of his clothing is dangerous. T

Protect your hands from contact with the victim
or the Live Conductors by using dry articles o
clothing—a rubber tobacco pouch, or a cap, or

folded newspaper would serve to protect the hands ;
if no means of insulating the hands be available,
f a loop of dry

pull the victim away by means o
rope, or a crook'd stick—not an rella.
(b) Release the victim, and whilst doing so make everi
effort, by calling out, to have the electric current cut off, an
for a doctor to be summoned.

29 ictim is clear of the
2. Second Step.—(a) As soon as Vic F::éer SN

Live Conductors, feel, rapidly, with your b =X
and throat, and remove any substance such as tobacco, arti-

ficial teeth, etc. : ot 9% 1 :
Do NOT give the victim any fluid, l_mtll he 1s fully conscious.
(b) Don't stop to loosen his clothing at this stage; every
moment of delay is serious. (ommence artificial respiration
at once and as follows :—
3. Third Step.—Quickly apply th )
the Silvester (see 3b) method of artificial respira
is the more suitable according to the condition ©

e Schafer (see §a), or
tion, whichever
f the victim.




3a. Schafer Method of Artificial Respiration.—(a) Lay
the victim on his belly, with his arms extended forward as straight
as possible and his head turned to either side, so that nose
and mouth will be free for breathing. (See l'Tig. 1)

(b) Kneel at one side of the victim facing his, head
and sitting on your heels. Place your hands on the
small of the victim's back, their lower edges just clearing the
top of the pelvis, the w!'ists nearly touching, the thumbs as
near each other as possible, without strain, and the fingers

“passing over the loins on either side, and pointing towards the

ground, but not spread out.
(c) Keep your arms quite straight ; lean your body forward
:llowly ap(]i)lym% lfi.rmzlbut noth violent pressure (Fig. 1), straigh;
ownwards. 1s drives the air out, and th
should take two seconds. ik
§ (td)dDraw back your boc:ly ?luickly, and relax the pressure
ut do not remove your hands. This prod SRS
and should take three seconds. S i
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(¢) Alternate movements (c) and (d) twelve times per
minute.

(f) As soon as artificial respiration has been started, and
whilst it is being continued, an assistant, if one be available,
should loosen any tight clothing about the victim's neck,
chest, and waist.

(g) Continue the artificial respiration (if necessary two hours
or longer), without interruption, until natural breathing has
been restored. When natural breathing begins, regulate the
movements of artificial respiration to correspond with the
natural breathing.

3b. Silvester Method of Artificial Respiration.—(a)
Adjust the victim's position—Immediately, place the victim
on his back on a flat surface, and if possible, inclined from
the feet upwards ; raise and support his shoulders on a small
firm cushion or folded garment placed under the shoulder-
blades.

(b) Release all tight clothing from about the neck and chest
and bare the front of the body as far as the pit of the stomach ;
unfasten the braces and top button of trousers in men, an
the corsets in women. }

(c) Maintain a free entrance of air into the windpipe—an
assistant must draw forward the victim's tongue as far as pos-
sible, and secure it in that position—in the absence of forceps,
a tie (or other) clip may serve this purpose; unless this, be
done there is great danger of obstruction of the wind-pipe.

(Compare Figs. 3 and 4).

“ A "—Gullet.
“ B " —Windpipe. Fig. 4.
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(d) Imitate the Movements of Breathing.

| (1) To Inpuce INSPIRATION.—Kneel at a convenient

distance behind the victim’s head, and, grasping

| his forearms just below the elbows, draw the arms

| upwards, outwards, and towards you, with a

[. sweeping movement, making the elbow touch the

| ground ; the cavity of the chest is thus enlarged
and air is drawn into the lungs. (See Fig. 5).

(i) To INDUCE EXPIRATION.—Bring the victim's arms
slowly forward, downwards, and inwards, press
the elbows firmly on the chest on each side’ of the
breast-bone ; by this means air is expelled from

the lungs. (See Fig. 6).

L e e

Repeat these movements alternately, deliberately, and per-
severingly about twelve times per minute. The Rhythm is—
pressure two seconds and relaxation three seconds. Continue
the artificial respiration (if necessary two hours or longer)
without interruption until natural breathing has been restored.
When natural breathing begins, regulate the movements of
artificial respiration to correspond with the natural breathing.

3c. Excite Respiration.

(i) Whilst artificial respiration is being performed, Ot}_lef
useful steps may be employed such as applying
smelling salts, or snuff to the nostrils.

(i) When natural breathing has been restored, promote
circulation by rubbing the limbs vigorously towards
the heart and apply warmth.

(i) Watch the victim for some time to see that natural
breathing continues. If the breathing cease or
become weak, perform artificial respiration again.

4. Treatment of Burns.—In all cases, burns caused by
contact with a Live Conductor should be immediately covered.
Lint, gauze or clean linen, soaked with ** Piceric Ac;d solution
or * Tannafax " applied on lint, gauze or clean linen, should
be placed over the burnt surface as soon as possible and covered
with cotton wool and a light bandage.
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scale of charges for minor damages
stationary to be secured
stopped by accident, failure, atc.
stopping places of
to be coasted wherever pracucable
to be protected at night when lights out ..
unusually heavy loading of, to be reported

Cash Allowance for change purposes

and Tickets, paying in

bag
private, not to be carncd in Depnrtmental bag

shortages
surplus ..

L9

. 108

.. 158

. 86 (d)

. 59 ()
.53 (b)

|
100 (k)
100 (h)

. 88
. 63 (c)

64 (a)
. 86 (), 106 (8)
61 (a)

. 79(d), 111
88 (a

. 86(d)
44 128, 130 (), 131
88(c)

143
157
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INDEX—continued.

Cash, to be carried in proper bag . 143
Cattle on track .. 55
Change, procedure if msuﬂiment BAiianis .. 150
Changing over Car . 53 (a)
Charges for accidental damage to wmdows, ﬁumgs,

etc., of Cars.. .. 64(b)
Children—Fares, etc. . 149

A procedure when doubtful ito age of 149

i responsrblllty for, not to be undertaken 62 (b)
restrictions re . 62 (a)
Churches, etc., to be passed quietly durmg Divane
Service b sieul 07,
Circuit Breaker .. 82, 84 (o), (), 100 (h)
Cleanliness of employes’ quarters .. 18 ()
of Cars . 60 (i)
Clocks Watches, etc. o .. 138
., Winding and Repairs : . 138
Coastmg to be practised wherever circumstances
.8
Coastmg prohrbrted on fallmg grade, unless power )
is available .83 ()
Coins, spurious 00,5157
Collection of Fares .. 60, 146-154
Commenting on admrmstrahon prohlbrted . 36
Commissioners, definition of il
Communications to persons outside the Service .. 39
Compressor g 9]
By Cut-out Swrtch . 91
Motor .. 91
Compulsory Stopping Places . 8
Conditional Stopping Places . 86
Conditions of Service <2
Conduct of Employes 12
Conductor—Articles to be carried by .43
n Assistant . 60, 146
p definition of . ol
al duties at Stoppmg Places . 86, 87
A s ‘ermina 3 .. 88
% " when leaving Car Al 47 ()
., not to allow annoyance to passengers 64, 70
0 k riding on Car steps, ete. 27
" 3 bicycle, truck, etc., to be
attached to Ca i\ 27.
5 not to ride in Motorman Compartment 47
o responsible for comfort of passengers 60 (e)
> supply of tickets to . 140
” . of change .. 141
- to avoid undue delay .. 61 (b)
P to examine Notices )
) to hold trolley cord .9, G)
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INDEX—continued.

Conductor—to keep interior of Car clean
to see that side barriers are in use
where provided
to warn people about to board or alrght
from Car in motion ..
Conductor s——Assrstant ;
Brake Valve. .
lcers
Controller— B |8
5 tYPe
Conversation, unnecessary to be avoided
Curves, Speed on
Cut Off Signs ..

Damage to Windows, megs etc.,
charges for ..
Danger of personal contact with Compressor

”

”

Switch Fuse .

= of personal contact withs ﬁngers of.
Controller

pu of personal contact withd Overhead
Conductors

1 of Road Wagon with pro]ectmg load
Dangerous goods, parcels, etc., not to be allowed on

Decorations on " Car prohrblted
Defect in Air Brake equipment
., Car equipment ..

v Hand Brake
Defective Controller g
eq;upment Motorman to be on the a]crt
or £
Defects to be reported
Definitions
Delays

over three minutes to be reported in wrmng

Delivery of Lost Property . 30
Departmental clocks and watches S e
premises to be kept pnvatc 31

Depots. shunting at ; . 88
Derailment, report re . ’ 89(6;
Destination of Car to be announced 86 (g
Directions for case of Electnc Shock (see end of

Book ’ i

. 84 (b), 88 (d)

Dirty Rail, precautrons re
Disabled Car

Disarrangement of overhoad equr ment

Discretion in enforcement of By-laws

Disorderly conduct on Cars, procedure to be'
followed o

Dogs not to be carried

Doors, working of

. 60 ()

e 9I (g), 97 )
.. 14200
1183

i B E

.. 47 (a), 60 (d)
. 85(b)

of Cars—

'384(3)

.. 52(d)
i (), 53 (b), 98 (o)

I. 89(f). (g), 135
) |00. 124, 125

.. 63(d)
.. 28 (a), (b), 88, 91 (5)

28, 88(5)
l(f)

. 64 (b)
. 98 (o)
. 83 (a)

. 100 (e), ()
. 101 (e)

. 62 ()
65 (c)

52 (5)3 75 (8), (), 98 ()

64
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INDEX—continued.

Drains to be kept clean
Duties at termini
Duty, hours of, to be as ordered

Electric Shock (see end of Book)
Electrical equipment, faults likely to arise in
o+ system, brief description of
Emergency Braking
Tools
Employe definition of
Employes exempt from jury list
Appeals against Penalties ..
Attending as witnesses in court
to be prepared for examination in
Instructions
forbidden to partake of mtoxxcatmg
liquor when on duty ..
forbidden to take intoxicating liquor on
to Departmental premises ]
going under a Car in service
mvited to offer suggestions
learning duties of Motorman
o * % Conductor
not to accept gratumes
not to invite strangers into Departmenta]
premises ]
not to congregate on footways n v1c1nlty
of Depot !
not to enter into an altercation
not to exchange duty without permission
not to leave service w1thout required
notice
not to publicly comment on amadmin-
istration .
rooms to be kept clean
to assist in carrying out instructions
to attend duty at appointed hours
to at once report accidents or 1rregu-
larities
_to be prompt, civil, and obhgmg

to carry out Instructions

to exercise care for their protection

to give their names and addresses to
persons when required

to make use of applances provided for
their safety .

1, to notify Ofﬁcer-m-Charge ok any change

in their address

" to be suppled with Book of Instructions

to devote exclusive service to Department
to examine Order Book and Notices ..

. 100

2 & (). @

. 31()

18 (a)
12
5

.. 36

.. 18 ()

.. 16, 101
2,486

. 16, 19, 58, 89
12

13
16
2023
45 (b)

12
100 (e)

117
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Employes to oll:ey persons placed in authority over

them s il
" to report lrregularmes .16
i to render assistance in cases of Aot 19, 89 (e)
» to sign Attendance Book when com-
mencing and ceasing duty .4
" to use discretion in enforcement of
By-laws 3 . 66
" to qualify in method of deahng with
Electric Shock . 100 (e)
13 under 21 years of age, posmons not to be
engaged in .. .. 40
Erasures on Running Journal forbidden .. 144 ()
Excavation in vicinity of track - .. 52()
Expectorating in Car forbidden .. 03 (a)
Explosives, dangerous goods, etc. . 62
Facing Points .. .. 8(@), 123
Falling gradients . 85, 98 (a)
L Grey Strcet St. Kilda .8
Fares System— .. 140-159
Accounting Instructions. . - 159
Additional to be collected if passenger overrides
section . . 152
Blind persons “with permlts to be carried free.. 150 )
Cash shortages B .. 157
,, surpluses .. 158
Collection of Fares : . 146-154
Conductor to keep himself supphed with suf-
ficient change ; .. 141
Conductor's Ticket-case . 142
,, Cash-bag . 143
Running Journal .. 144
Conductor: tocheck' and sign for tickets 140
Fares System— 140-159
Lockers for Conductor’s Ticket-case and Cash-
bag e . 142 ()
Paying in cash at close of shift e . 156
Relief Conductors . 145
Revenue Journal . . 140
Sections to be announced .. 86(9)
Spurious Notes or Coins . 150, 157
Supply of tickets to Conductor . 140
. of cash to Conductor . 141
Tickets and passes, to be checked as opportumty
offers 151
,  and small change, Conductors to keep
sufficient supply 140, 141
. Closing numbers to be entered in Joumal 156
., How to issue ; iy =23. 147

Legibility of
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INDEX—continued.

Tickets non-issue 3 o 147,
not to be moistened with saliva .. 146
S only available on Car and trip issued .. 146 (c)
- to be issued in numerical order .. 147 (a)
- unsold, and cash, paying in.. .. 156
Fares—collection of, during heavy loading .. 150 (o)
., collection of, during checking by Examining
Officer fs ot .. 144 (o)
., Conductor responsible for . .. 60
i - to furnish information re .. 60(d)
., early collection of, necessary .. .. 146
how to check, if in doubt .. .. 149, 152

how to receive .. o .. 146 (b)
Motorman to collect under emergency .. 60 (a), 146 (e)
non-payment of .. 5 .. 148
outstanding to be forwarded to Officer-in-

Charge 3o 1 e
for children A s .. 149

for children occupying smoking compart- l
A .. 149

ment o8 : .
to be collected for children over four years. . 149
.. to be collected singly o .. 146 (b)
Faults likely to arise in electrical equipment of Car 84
Faults likely to arise in overhead equipment .. 124

Fire Brigades .. 4] . .. 19,50
Fire—outbreak of b ! H9852
., outbreak on a Car ..
., care in the use of .. o .. 117 ()
., in Car Shed, cars to be remove .. 19(@d)
., Cars to be kept clear of Y. .. 52(f)
.. on Car in Traffic, action re .. .. 52 (e)
Flash Message re accident o .. 899
Foggy weather, precautions to be observed during ?37(.{), 86 (e)

Footgong, to be used freely at intersections

to be rung approaching Trackmen .. 49

to be rung approaching persons on track

to be rung approaching schools or play-
grounds ié ot o

Full Car, instructions re .. Tat .. 86 (h)

Full information to be given when changing duty.. 33

Funerals 5 JEAT .. 50 (d)

Fuses s 5% .. 78,91 (b), 98 ()

Ganger. (See Track and Trackmen)

General Instrustions : A

Gong. (See Footgong)

Goods of dangerous nature not to be allowed on Car 62 (c)

Governors' Cars X e .. 50 (e

Gradients (falling), trolley displacements to be

.. 2-74

watched for .. S .. 79(e)
Gratuities not to be accepted 2 s021
Grey Street gradient 5 b .. 8 ()
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INDEX—continued.

Hailing Cars needlessly, forbidden
Hand Brake Control, where necessary
How to apply
Defective
., Signals ..
Handling of live wires

Head lights

.. 61 (a)
.. 85(0), (d), 93 (b), 9%
. 93 (c)
.. 98 (o)

. 103, 104, 115, 116, 117
.. 100 (e), (f)

. 77, 89.(g), 135 (o)

Horses, restive, to be passed cautiously . 101 (e)
Illness of employes . 5(b)
" of passengers ok 3 o0
Instructions to be observed ol . 16, 101 (), (0
S copy of, to whom supplied iy 1B
Injured passengers or other persons, care of .. 56
Insulators, Section o .. 87 (o)
Intersections .. o o .. 86, 87, 108
Intoxicated persons, not to be allowed on Car .. 63 (b)
Intoxicating liquors, use of by employes forbidden 20
Judgment to be exercised where procedure not
outlined JEx ;
“K35" type of Controller AB b
Kit, Conductor’s, details of M)
Motorman'’s, details of .. 42
Lamp, oil, hand, Motorman responsible for . 42()
Lamps, burnt out, disposal of 3t LA
X Conductor to light when necessary .. 77(d)
- on empty Cars .. 5t SN
- failure of, Car to be protected .77 (d)
i only those authorised to be us V70
to be switched on during a thunderstorm 84 (0)

Legal proceedings to be authorised ..
Lifting Jacks .. 1.
Lifeguards’ Instructions re e
Light at stopping places, instruction re
Lighting Fuse .. i " t
Lights to be tested and used wherever necessary. .
., Car. (See also Lamps) P
., Head and Tail: foggy weather
List of Bell and Gong Signals
. Car, Carmen to examine
Live wires, handling of

T water no}r ti) b}:’_ directed ‘on to - Ilg 9(C)
Locati f Servi elephones 5 o
L:sztilgrr:s (t)o bee;;l;:oacheg under hand-brake control ?g (c), 9
Lost copies of Book of Instructions .- i o

property to be handed in Y |3:1
Car Staff % }
Marks—"* Stop " not to be overrun . ey ?(1)8

Material, defective, to be promptly rep

i SEZ7L8B)(

. 77, 85(f)
.. 106
..M, H0)
. 100 (o), ()

LF180)
. 42 (a), 89 (d)
.. 88(h)
.. 88()
.78
77 (0, ()
()

77,




120 121
INDEX—continued. INDEX—continued.
Material, track, custody of 5 el 5 betw: fheials .34
M" : T e lf)e:;:gcscd ofWithott authority 10 Monetary transactions between ofhcia
aximum rate of s o b .. 85(b)
Y Motorman, Emp]pycs eligible for . 4] Naon;ez,::‘]io)igdtfsbse—registered o .. 6, 113
% definition of 30 atl] Of persons complaining to be taken 3 790
% duties, if leaving Car .. .. 41 (d), 47 (c) Notes, spurious, not to be accepted By 15
| g incapacitated P - A7) Notices, etc., to be examined by Motormen and
| ] learning duties of e ] ol T o .. 45(0)
| I normal position when driving_ .. 47 (o), (f) No person to be detained if name and address be
1 " not to converse 'w:it'h _passeérglfrg B 7 (a) kr?own ¥y i g @
. not to start on indistinct Be ignal 106 . . 3
| s n%o té) start without Signal from © Non-issue tickets 2k
nductor .. e .. 106 ( e ! . <
| - not to leave driving compartment .. 47 (a;) 8l§jectnona}: 1efgi):gti.ucpl?;f\§ls' o B . 16
* not to allow persons in driving com- servance o o i .. 17,85 (a) 100, 111
t e ol RTAL() Obst'r'uctions"on track .. .. .. 48, 55, |07] gcl)") 120, 121,
. not to stop where landing place is unsafe 86 (d) 2ty 119, 160 <l
‘ + not to collect farega s .. 60, 146 89122
ok not to overcarry Car Sta L w32 3 lief Car (Double Line) .
-~ prcparagiﬁn fof Car _fc:rl sgrvicef by ..75 82?::1?:_&826_‘1‘;&";3‘;;1 of f 3 i tl)z
" responsible for manipulation of equip- i t " . i
i ment B ettine Coc Lich p- . ‘;|7. (7)5 (a) OncamaniiEe Cl’i'l' i ;e)?:g:::izr:ls (:'e doors ot ‘218| ®), 88(f) (i)
| » responsible for testing Car Lights ¢ e gl drive Ca ) .-
W n responsible for Staff Working ) 8"1)’0;!:? llﬁ?gcn;inst:zcter:ivcby J:milcd Car to be
i » to examine Notices Se .. 45 (b) pprotecte : 15 % .. 89
' oy to examine Car List " .. 44 OF:ier Wrong Line 1. af .. 89
»  toinspect Lifting Jacks 189 """ Relief # - .. 89
| Motorman to see that Head Lights are showing 77 (c) Outbreaks of Fire SRIIMO%
8 P to register defects in Trouble Card Book 53 () Ou ccamed CariStaff ) b TLal82 6. 124, 125, 126
i 2 to acknowledge Bell Signals -+ 106 (d) Oz:rhead Construction, disarrangement of -+ 00Ot e
m v to observe speed restrictions .. 85() disarrangement to be reported .. 100(f)
( ” to test brakes 1 - Vigstie . "
¥ to maintail'l}l Tim:itfxbleca. ; .. 85(a) Parcel A At 47,([?)2 (c)
s to approach preceding Car cautiously 85 (c) SICCS > ' ibility for 62
| 14 to stop on approach side of ingcrsectign 86 &) & Sonducmrs :3: t:, als;iurcr; rrizsp??sl ility o. 30
| s to keep a good look out for intending 801 Pen o "Fincizofr'nployes Rt ) gg
‘ passengers .. 3 e ‘ b 3 it
‘ 4 to stop for aged or infirm passengers .. 86 (d) ‘ » holde_r sltg fg‘ ;/tet: g::::dli:dﬁél}! CC:;ductor .. 60 (0.
{ » to see that Points are properly set .. 88 Passengers’ com (l’ o Fl 8 A
1 1 to shut power Off at Section Insulators 80, 87 (¢) » oI, e T 29
3 o to shut power Off at Cut-off Sign . 80 » luggage
I

offending, not to be detained if name

and address be known.. o gg(d)

|
) to approach cautiously wagon with ‘ "
\

projecting load . 101 (e)

] . e | duly converse wi

o to exercise care when approaching 5 Conductor not to un idden .. 63(a)

restive horse. . o .. 101 (e) " equctor(a:t;ng ;:fect;ri j;"’b'd 101 (f)
i 3 to exercise care to avoid accident .. 101 ® leavmgl .t'i' in gangways .. 60 (e)
‘ ‘ »  to obey signal from Police Officials .. 59 (b), 108 b not to loi éa rmen to be careful of .. 62 (d)
;V = Motorman's Duties at Stopping Places .. 86, 87 0L proll;:rty;noved if Car unsafe .. 89()
{ v i Lat Tmmv'vayl Intersection .. 86, 87 i Dut)t'o non-r:cceptance of when in doubt 524
i » " at lermina e o asses, I £ h o

! ‘ ; 5 Statement of Running .. = gg i Patents for Railway Applml:nces s .. 49

Pedestrians on tra

|
< PRI pn e
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= INDEX—continued. INDEX—continued.
Permanent Way Instructions .. 113-126 : locks, Watches, etc. sen138
Personal Injuries g T 50,857 Re‘r'salrs :2 germanent ay b 109, 111, 112, 116
Persons, }mless passengers, not to board Cars 20  f to Permanent Way, safety of men during 117
Pglotman s Badge . L .. 127, 134 Reporting Accidents . .. i o 89 (b)
Pllot-wo{kxng Forms o= il 2719134 Reports against fellow employe to be made within
Pneumatic Doors A 2 . 28 (a). 91 (j) seven days .- vity - .
Points, Facing, Car clearance essential 88 (e) Re-railing vehicles 1. ,. .. 890, (d
,» Cars not to stop on fo .. 88 (e) Reservoir (Air Brake) .. I .. 91(d)
»  obstruction in .. o - 1123 1 Safety Valve .. o .. 91(d)
.  speed when passing over .. 8 Responsibilities of Motorman for safety .. 101 (d)
» tobe properly set. . . 88 (a), (o) & of Conductor for safety .. 101()
., examination and testing of .. Sel23 Restive horses . . 3] T, .. 101 ()
Police signal to stop Car, to be obeyed .. 59 (b), 108 Reverser, the .. 83
., to be called when necessary and practicable 27 (), 64, 71 ’
Pole Trolley .. 4G i See79u8s Sl Safe running, Motorman responsible for .. 101 (d) 5
Power— Safety of Public first consideration .. 3, 101 (%)
Conditions determining ordinary “ cut off * .. 86 (¢) Sand and sanding appliances, attention necessary
Failure of precautions to be taken .. .. 84 (e), (f) _ application on points to be avoi ..
Not to be applied until trolley wheel is in position 79 (b) " how used for emergency brake purposes ..
Restoration of, Cars to be started up gradually .. 84 (f) Geat (Motorman's) condition re use .. .. 47(o)
Precautions in vicinity of schools and playgrounds 49 . not to be used as footrests .. 63(a)
- at special places ; .. 49 Section Insulators .. 80, 87 (e)iZS )
! when approaching loaded wagon .. 101 () Switches an . . 100 (), (c
Preparing Car for Service. . 1 4175 Senior employe at accident to supervise .. 89
Pressure Gauge 9, T .. 91 Shock, Electric. (See end of Book.) ]
Prevention of accidents .. o0 .. 100, 101 Shunting at Depots, Car Sheds and reversing at
Processions of civilians, troops or vehicles .. 50 ermini 2o . .. 8
Property of Commissioners not to be converted to of Cars to be protected during .. 88(b)
employe’s private use .. s 5 0) Sigl:l'a“ing. Conductor’s position for on Car .. 106(9)
Protection of Cars L. .. 89 Side Barriers -- F g w085 88 (6]
Public Safety of first importance . 3, 101 (b) : . reversing of at Termini 2 gg j
s Sign * Cut-off . o ¥
Rail-bonds .. ¥ ¥ .. 117 (o) 0 mpulsory Stopping Place .. 86(9
Rails, broken, to be reported de .. 118 (b) th lf:g: 8nc§tion3 Stopping Place .. .. 86()
., not to be above road level .. s 119 S’-’ P 5, ‘ .. 102-109
,» superelevation of .. i senlil9 e Code of Bell L = .. 106 1"
. groove to be kept clean 5 Rl 20 ' (Rl i A S103, 104, 1
Recor(_l ?f Car Mll}qage - 54 i Motorman not to start without .. 106()
Recruits’ responsibility SRA1 ‘ o Mt iatolay i .. 102
»  Conductor to instruct .. 60 (f), (g) ” Qverhead, Motorman and Conductor to
4, llt’lllo:onnan to instruct . 41 2 work in conjunction sl Sl
L otorman report re o . * - 1 treet
Relief, arrangements ofp Carmen °r 1(]:3, 145 2 S;E:;Lin;nstmcno.n' i Flt?‘:oy .. 87(d)
LA 3 By - 89(f) to be acknowledged q :?? (‘?15
o ik X - 89(g) " Track (Stop and Caution) N
Removal of passenger from Car o . 68, 69, 70, 72 Sladi S wheals ; . 98 (b
e ;. ,»  voilence not to be used 67 Snllokilzg gn ‘éars 9 ‘ %g,(ﬁ)3
ent i i 11 : 1 B <
Repair (Trouble Card) Book .53 (b Sobricty of empOyes = <C ¢ rhidden 63 (0)
Repairs to overhead equipment 5 : 109(, )I 11, 112, 116 gdlzgmgxﬂin,:;:t;’boenafr::;ded hs 85 ()
. to overhead, safety of men during 117 B of Car in foggy weather .
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ks
Speed, limits at various places

INDEX—continued.

t .. 85 ()
»  maximum rate of s .. 85 ()
»  precautions necessary, approaching Car
 ahead A .. . 85 (), 86 (e)
Stabling Cars .. 88
Staff System .. 128137
Object of .. 3. ;. .. 128 (a)
Car, when Staff to be carried Ak X 131 “
Working, breakdown of Car with Staff .13
Breakdown of Car, not in possession of 135
Custody of Staff overnight . 131 (d)
Staff System— v
Lost or Damaged Staff 3 ..n134
Missing Staff, Motorman to report SRIB3RIB7
Staff Working—
Motorman responsible for .. 130 (a)
» _ to consult Run Book .. 130 (b)
Overcarried Staff, action re .. 132, 134
Staf, identification of .. . 128')
,» location of on Car 131 (a)
,» not to be overcarried B2
,» boxes .. s .. 129
+» boxes only, Motorman to open .. 130 (a)
»» section, location of .. 128 (b)
,» when to be carried 128
§tartmg after power failure .. 84 €))
Stre§t_ Ralll}vays,"Pd]eﬁnition of AL 2
»» woignal from Police to be o
Sthping o e, beyed . 59 (b), 108
t street intersections ..
Compulsory .. i gg gC))
Conditional .. E, A .. 86 (Z)
o be announced by Conductors .. .86 (2)
On through Cars to be announced .. 86 (i)
Streets to be announced by Conductors . 86 (1)

Switch, compressor cut-out

Switches, section and feeder not to be interfered wit.h.

Tail lamps
elephones 1. A
Failure of, private telephone to be used
Failure of, to be reported
cations of L
To be tested daily
Messages to be recorded
Termini, Shunting at 1, .
] Conductor’s duties thereat ..

m Conductor to safeguard passenger;.

alighting
A Motorman’s duties at

91 (b), 98
100 (g), 12(50)

ol
'3 'I%g(
. 139 (9)
139 ()
139 ()
- 139 (b
- 139(0)
88

. 88
88
88(k)

BT %
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INDEX—continued.
Testing Equipment of Car o
- Air Brake . .. 75,76 (c)
Thunderstorms— .. A . 84(0)
Circuit Breaker to be kept closed during .. 84()
Lamps to be switched on during .. . 84()
Tickets, Passenger (see Fares).
Timber Wagons, etc., to be passed with care 101 (e)
Time, uniform 4 138

Time-table, maintenance o

Track

17, 85 (@

~———e

gear, custody of . .. 17
Care of in rainy weather 05 .. 120 ()
Excavations, etc., to be authorised . 122
Gang, equipment of P .. 114
Gang, protection of e . 117.()
interference with to be reported 52 (b)

ladders, scaffolding, etc., of buildings to be.

kept well clear of track i 2]
not to be disturbed in foggy weather unless
unsafe e aa .. N7 (d

wilful obstruction o
obstructions on

repair work to be properly protected

.. 48,51
- 51,52, 109, 111, 112, 117,

119, 120, 122

. 109, 111, 116

repair to, duty of Hand-signalman o109, 111
daily inspection of by Ganger . ”g

responsibility of Ganger |45 Rt
repairs to, clearances and public convenience

to be studied .. > .. 17(H)
Trackmen, addresses to be registered by Ganger 113
Trading forbidden i e 23
Traffic, unusually heavy to be reported . 86 (h)
Tramway, definition of N, vahl

" Intersections .. .87
Travelling without ticket or pass forbidden 26
Trespassing .. B ¥ ¥ % ®
Trial trips of Cars Lol
Trolley, Adjustment s AN .. 79(0), (m

i change over, how effected when on wrong 290
wire 5 A o

" Cord to be held at special places .79, 1

o definition of i & |

& displacements, speed precautions when =0
restoring e i i) 5 (‘1:)

3 displacement to be reported .- e

ve displacement of, to be signal'led . 79 (d)

m not to be reversed at night until passengers 0

have alighted o )
to be free from metallic contact when n
Car Shed P

to be run trailing

.. 79 (n), 88 (c)
. 7193, 88()
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I NDEX—conlinued.

Trolley-pole. Conductors to arrange . .
s dangers of . s

unauthorised PErsons not to hand]e. .

5 Precautions whep Teversing
Unaulhorised

witches or
Persons not to enter Car Shed
1l signals forbidden .

niform time, etc, .

Uniforms, Prematurely worn oyt ¢ be replaced by

emplo . o

v > supply ofy:nd condition re yse of
Unusual stoppages Y.
se of sand by Motorman

Use of Signals during defect, repairs, or alterations

Vehicles, olgstructing track

0 with Projecting loads
Watches, custody of 3

o+ regulating time of

5 repairs of :

) to be given up
Wheels, avoid skidding of
Winding of Clocks i

orking of Cars by

itnesses, particulars necessary
Working Traffic of
Working of TroHey-pole ;

rong Line Ordey e L

Working of Single Lines by Car Staff System

PErsons not to interfere with Section
1 Feeders

Double Line over a 'S'ingle Line 127

-+ 79(2), 83 (i)
7

.. 100 ()
~d31

- 106 (c)
=330,

. 138

1..8
5% 89()
5

99C
109-112

- 48,101 (o)
-« 101 (e)

.. 138
.. 138
ET
- 138
. 9B ()
.. 138
.. 75-89

48, 56, 64, 72, 101

.79
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