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The Motorman muat, on each trip, frequently ohserve
the indication on the Pressure Gauge.

(i) If at any time the indicator denotes that the
pressure has fallen below 55 lb., the
Motorman must bring the Car to a stand
clear of Crossings and carefully note
whether the Compressor is operating, and
if the Compressor be working and the
pressure indicator is not affected thereby,
the Air Brake Apparatus must be re
garded as unservicable; if, however, the
Compressor be not operating the Motor-
man must see whether the Compressor
Cut-out Switch is open and, if so, close it
and note whether the Compressor is then
actuated. If although the Compressor
Switch is closed the Compressor is not
working the Motorman after opening the
Compressor Cut-out Switch, must renew
the Puse of the Switch, and, if the second
and a third Fuse blow, the Air Brake
Apparatus must be deemed to be unser
viceable.

Note.-—The Compressor Cut-out Switch
must always be opened^—i.e., placed to
the Off position—before attempting to
examine or change the Fuse.

(ii) If at any time the pressure rise above 75 lb-
the Motorman must Stop the Car, and by
applying and releasing the Brake endea
vour to.reduce the pressure in the Reser
voir, and, if by these operations, the pres
sure be sufficiently reduced, he must,
before starting, note whether the Com
pressor operates; if when the Air Pres
sure is reduced, the Compressor starts, but
the Compressor is not automaticallv cut
out when a pressure of 70 lb. is restored.

the Motorman must open the Compressor
Cut-out Switch and regard the :\ir Brake
Apparatus as unserviceable.

PERMANENT WAY AND WORKS AND OVERHEAD

EQUIPMENT.

112. The Ganger must keep a register of the names
and places of residence of all the men employed under
him, so that in case of accident he may be enabled to
summon them immediately to assist in any way that
may be required. Should any obstruction take place,
or other sudden emergency arise, he must immediately
collect the number of men required.

113. Each gang of Trackmen or Labourers working
on or adjacent to the Running Line must be supplied by
the Ganger with a Permanent-way Gauge, a Red Flag,
and two Green Flags and two Hand Signal Lamps. The
Ganger will be held responsible for having the Hand
Flags and Lamps maintained constantly in proper order
and ready for use. The Flags must be used where neces
sary during daylight, and the Lamps after sunset and
in foggy weather.

114. The Red Signal indicates danger, and must be
used when it is necessary to stop Traffic. The Green
Signal waved slowly from side to side by Trackmen
indicates that Cars must reduce speed to five (5) miles
an hour, or such other speed as may be prescribed, over
the portion of the Line protected by such Green Signal.

115. (a) In any instance in which the track or over
head equipment is obstructed or unsafe, or in which it is
necessary to carry out track or overhead repair work
that will involve an obstruction to traffic (in which
latter instance, due notice must be given to the Officer-
in-Charge at the Depot) the Ganger must aiwange for
Danger Signals being plainly exhibited at a sufficient
distance from the obstruction in both directions until
the obstruction-is removed or the defect remedied.
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(6) The time for effecting any repairs that may in-
rolre the stopping of Cars must, as far as practicable,
be selected so as not to interfere with the traffic more
than is necessary.

(c) In the event of a Hand-signalman being sta
tioned near the obstruction, he must be informed of its
nature, and must protect the traffic until the obstruc
tion has been removed.

For precautionH to he adopted, ami use of Permanent-
Way or overhead Signals, during alterations or repairs,
see Instructions 48, 49, and. 50.

116. (a) ISTo employe at work on the Permanent-
Way must remain on any Running Line, nor between
tracks, when any Car is approaching, but must at once
move aside unless he can clearly see that he is in a
position of safety and is not in danger from any other
Car which may approach unobserved..
(h) In any instance in which overhead Repair-men

or Trackmen are working at a place at which the ap
proach of Cars cannot be heard or observed in sufficient
time to ensure safety, the Ganger, or other employe in
charge of the work, must appoint a Hand-signalman,
on each side where necessary, to give the necessary
warning to protect the gang.
(e) Alterations or Repairs that may affect any of

the rail-bonds of the Permanent-Way must not he
carried out unless the Ganger or other responsible
employe has arrived and authorised such work.
(d) During foggy weather a rail must not be dis

placed, nor must any other work that may obstruct
traffic be performed, unless it is essential to safety.
(e) In any instance in which, during alterations or

repairs, it is necessary to use fire or lights, due care
must be exercised to avoid any risk to the track equip
ment, rolling-stock, or adjacent property.
(/) Whenever the surface of the roadway is re

moved, proper signals iriust be exhibited to warn
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vehicular and foot traffic; in addition, any neces
sary crossing places must be provided for stree"t traffic,
and every effort made to ensure the safety and conveui-,
ence of the public.
(g) Disused material must be removed from the.

Running Lines as soon as possible and placed clear of
the public roadways, and, unless othrwise ordered, it
must he removed before sunset to the Depot.

(/^) Tools, implements, sleepers and pieces of iron,
wood or other material not actually in use must be
kept clear of the tracks, and not within two: feet of
the nearest rail.

The Ganger is responsible for the custody and safety
of all permanent-way material.
All tools and implements provided for repairs must,,

when not in actual use, he locked away in the building,,
truck, or box provided for such purpose, and the
Ganger is responsible for its security. ~ '

117. (a) The Ganger or other appointed employe
must travel over and examine the track once daily (ex
clusive of Sundays, unless otherwise specially ordered) ;
he must note every irregularity in a pocket book pro
vided for the purpose, and present such book daily to
his superior officer, who will personally examine it and
direct as to the carrying out of the ordinary repairs
aeebrding to their order of importance,-etc.; rephirs'
that require urgent attention must, however, be-
promptly dealt with by the Ganger.

■ (h) The Ganger must see that sound material is:
substituted, with the least possible . delay, for any
broken rail, check rail, or sleeper, or any other defec
tive material; every instance of a broken rail must be
specially reported to the proper officer for subsequent'
investigation as to the cause of the breakage. , ..

.  11.8. (a) The Ganger must see that; the ;ralls-:or
guards do not.at. any point stand above the macadam,
or tar paving, particularly at Points,. . .crossings,, .qri
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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 Cara.

(b) The authorised super-elevation must be main
tained on the outer rail of every curve.
(c) Unless otherwise ordered the Ganger must see

that all Points are clean, lubricated, and in proper
working order, and unless it is the duty of the track
force to attend to cleaning, etc., of the Points, he must
promptly communicate to the OiBcer-in-Charge at the
Depot in every case in which the Points have not been
cleaned, etc.

119. (a) The Ganger must see that every drain, rail,
and rail groove is kept perfectly clean and free from
obstruction, and must give special attention to this
duty during and after any dust storm.
(h) In the event of heavy or continuous rain, he

must examine carefully the action of the water through
the streets, culverts, etc., on the track, and arrange for
the track gang to clear the grooves of any rails which,
have a tendency to silt up. 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 at the Depot, by telephone or
other means, and take all precautionary measures for
securing the stability of the Permanent-way.

120. Any ladder, guy, scaffolding, or trastle, etc.,
must be kept at a proper clearance from the track dur
ing the erection or repair of any building, etc.

121. 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 ascer
tain if the authority of the proper officer has been
obtained; in either case he must demand that such
operations shall be at once suspended, and immediately
report the matter.
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122. The Ganger must frequently check and ex
amine the contents of the Emergency Tool Boxes and
see that they are fully equipped and that the tools are
in good order.

123. Every employe in charge of Points must ex
amine them carefully, and clean and oil them every
morning (unless this duty is otherwise provided for),
and must at frequent intervals ascertain that they are
in perfect order, and not damaged by the passage of cars
or other vehicles. He must also test the Points occa
sionally 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 re
moved by the fingers.

124. (a) In the event of any defect in or damage to,
or of any danger from adjacent wires coming into con
tact with the overhead electrical equipment, every em
ploye must do all in his power to prevent injury to any
person or damage to property, and full information
must be telephoned to the Officer-in-Charge, who must
at once notify the Substation Attendant and the Over
head Superintendent.
(h) The following are specified as some of the faults

or irregularities likely to arise in the overhead construc
tion and which should be reported by the most expedi
tious means.

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

(ii) Any article hanging on the overhead con
ductor.

(iii) Steady rod attachments disconnected from
the wire, or disconnected from the struc
ture, and hanging on the wire.

(iv) Excessive flashing at some particular point
or at switchgear.

(v) Bridge fittings or guards displaced.
(vd) Water flowing on the overhead conductors

from verandahs, bridges, etc.
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(vii) Proken Insulators or brackets carrying Insu-
1  . lators.

(viii) Loose parts in Section Insulators,
(ix) Displaced or broken structures.

125. (a) Any employe who observes any^ damage or
irregularity in the overhead equipment must; if the-
circumstances require it, take immediate steps to stop
any Gar that may be approaching, and, as quickly as
possible, report the occurrence, or ensure its being re
ported, to the OfEcer-in-Charge, stating the extent,
locality, and whether the Up or Down Line, or both are
affected; the time the trouble was observed, and its
nature and consequences sd far as can be ascertained
must be also given, and the employe observing or re
porting the irregularity must in-all cases wait and per
form such services as the OfBcer-in-Oharge or as the
occasion may require.

: .(&') If any. portion of the Overhead Equipment be
close to, or on the track or-roadway, the em

ploye observing it must endeavour' to secure it so that
it shall be free from contact with the rail and out of
reach of the public; to avoid shock he must if Trolley"
tongs be not "available, hold the wire by means of a dry
coat, hat, rope, or other non-conducting material, and"
until-power lias been switched off pedestrians or drivers
of vehicles must be warned to keep clear of .the dis-'
placed equipment. . • ■

.(c) ̂ 0 unauthorised employe must open, close or
otherwise interfere with any overhead Section Switch.

126. Whenever any accident occurs the Ganger must
at once report to his superior officer, as ; fully as pos
sible, by telephone or other means, the extent and nature
of the accident. The Ganger and his men and "the Over
head Equipment Staff, must obtain all the information
possible, and subsequently submit a full report ;i,n, writ
ing to the proper officers.

Ill

FARES SYSTEM.

127. Revenue Journal.—(a) The pages of the
Revenue Journal are numbered consecutively in dupli
cate, and the distinguishing letters " A," " B,'' and "0 "
are printed in half-inch black type in the heading as the
case may be. The original folio of the Revenue Journal
must not under any circumstances be removed from the
Book; if the original folio be rendered unfit for ordi
nary use, both copies must be cancelled by the Officer
in Charge and retained for reference.

(b) Revenue Journals must be made put in duplicate
by the use of carbon paper, and issued to the Con
ductors in consecutive order; each Book must be com-
jileted before another in the same series is brought into
use.

128. Supply of Tickets to Conductors.—(a) A stock
of all classes of tickets authorised for use on the route
on which the Conductor may be engaged, must be sup
plied to him by the Ticket Clerk who must see that the
requisite number of tickets are available in time to per
mit the Conductor to check the supply without undue
delay.

(b) The Ticket Clerk must enter the number of
tickets supplied to the Conductor into the Revenue
Journal, specifying the commencing numbers of the
Sectional tickets and the total ntimher of Through
tickets; he must place the duplicate of the Revenue
Journal together with the tickets into the Conductor's
Ticket-case. If there be not sufficient room in the Con
ductor's Ticket-case for the full supply of tickets the
Ticket Clerk must place the surplus tickets into the
metal box provided for such emergency.

(i) On receipt of his Ticket-case the Conductor
must at once compare the particulars

»  . shown on the duplicate Revenue Journal
,  with the tickets received and, if correct,
,  ■ he nnrst acknowledge receipt of the proper
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tickets by signing the original and dupli
cate folios of the Journal; unless special
Instructions are issued to the contrary, he
must retain possession of the duplicate
until the close of his shift.

(ii) The Conductor must see that he is supplied
with, and maintain, a sufficient stock of
the different classes of the necessary
tickets.

(iii) If, after signing for a supply of tickets, the
Conductor receive a further supply dur
ing the same shift, the particulars of such
additional tickets must be entered in ink
on the original folio of the Revenue Jour
nal and on the Conductor's Copy (in his
presence) by the Ticket Clerk.

129. Supply of Change Cash to Conductors.—(a)
Each Conductor before leaving the office to take charge
of a Car, must be supplied, by the Cash Clerk, with
small cash amounting to twenty shillings for the pur
pose of providing change for passengers when necessary.
(h) The Cash Clerk must in every Case enter on the

original folio and on the Conductor's duplicate Qopy of
^e Revenue Journal, the exact amount handed to the
Conductor. The Conductor must check the amount sup
plied for change and, if the amount shown on the
original folio and his copy of the Revenue Journal be
correct, sign both sheets as an acknowledgement of his
having received the amount specified thereon.
(c) The Conductor must keep himself supplied with

a sufficient quantity of small change.

130. Conductor's Ticket-case.—(a) All tickets on
issue by the Conductor must be carried in the Ticket-
Case provided for that purpose.

(i) An employe who is regularly employed as a
Conductor must always have the use of
the same particular Ticket-case; an em
ploye engaged occasionally as Conductoi

'. I

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 con
tents must be carefullj'- checked by a re
sponsible clerk before the Ticket-case is
re-issued.

(ii) Each Conductor shall for his sole use be
allotted a locker bearing a number corre
sponding 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
Depot, he must place and secure them in
the Locker allotted to him.

131. Conductor's Gash Bag.—(a) The Conductor
must carry all cash, the property of the Commissioners,
in the departmental Cash-bag provided for that pur
pose. He must not take any departmental money home,
nor place any private cash into the departmentsil Cash-
bag:

(i) The Conductor must wear his Cash-bag sus
pended in front of his body and within
reach of his Right hand; when giving
change he must take it from the bag with
his Right hand.

(ii) He must name the amount received from the
passenger before placing it in the Cash-
bag and specify the amount of change be
fore handing it to the passenger.

132. Running Journal.— (a) When commencing duty,
the Conductor must enter distinctly in the proper
column of his Running Journal the commencing num
bers (in full) of all Sectional tickets contained in his
Ticket-case, and on arrival at each terminal he must
enter (in full) the commencing numbers of tickets of
all Sections of the next trip; to ensure correctness he
must in every case check the entries with the tickets.
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(6) N^o erasure of any kind shall be made on any
Form or in any Book; any ei-ror must be rectified by
drawing a light line through the incorrect entry and
writing the correct entry above it.
(c) Conductors must be prepared to promptly sub

mit their Ticket-cases or Cash-bags or journals to the
Examining Ofiicer or other authorised official for ex
amination when so required, and must give any neces
sary 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.

133. Relief Conductors.—When a Conductor is re
lieved during a trip, or is assisted in the collection of
fares for only a portion of a journey, he must furnish
Ae relieving or assisting Conductor with the authori.sed
Form (E.S.3) properly filled in to show distinctly the
commencing numbers of all his tickets, and to ensure
correctness, the entries must he checked with the tickets;
the Form must be attached to, and handed in to the office
with, the Conductor's Running Journal.

134. 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 Conductor-in-Charge. After the
first check, the Conductor must collect each fare and
examine each Free Pass as soon as practicable after the
passenger boards the Car.
(b) 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 avail
able for the date and trip on which it is issued by the
Conductor, who must perforate the Sectional Tickets
and date Through tickets to indicate the Section or
Sections for which the ticket is available.

^i) If a passenger on alighting pay the fare to
the Conductor but does not wait to receive
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the ticket, the Conductor must issue a tic
ket for the amount of the fare, and after
cancelling the ticket by tearing it into sec
tions, discard it.

(ii) If the passenger on alighting hand the fare
to the Motorman, the latter must at once
deliver it to the Conductor, who must issue
a ticket for the amount of the fare to the
Motorman for cancellation.

(iii) The Conductor must personally detach the
ticket from a Monthly Book of Coupons r.r
see it being detached by the passenger, and
must hand in all such coupons when pay
ing in cash at the close of his shift.

(iv) A Scholar's Concession Coupon may be de
tached by the passenger, provided the book
of coupons is handed to the Conductor, to
gether with the detached coupon; a loose
coupon must not, in any circumstances, be
accepted in the absence of the book from
which it has been detached.

(y) 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.

(vi) The Conductor must not moisten his finger
.  ■ with saliva for the purpose of detaching

tickets or coupons; rubber grips may be
obtained for such purpose from the Ticket
Clerk at the Depot.

: 135. (a) The Conductor must detach the. Sectional,
and Coupon tickets in their numerical order; the Sec
tional ticket must be neatly detached from the block;
and handed complete to the Passenger.
(b) In the event of any Sectional ticket becoming

loose or being detached from the block in error, or
being defaced or torn, it must not be issued to a pas-.
senger,.but must be at once cancelled by the Conductor

C-i r
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writing the word Cancelled across the face of the
ticket and initialing and dating it. The cancelled
ticket must be then entered on the Refund of Fare
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.
(i) The Ticket Examiner must at once investi

gate the circumstances, and, if satisfied,
endorse, accordingly, the Refund of Fares
Form, Avhich he must initial and return to
the Conductor.

(ii) The Refund of Fares Form, together with
the non-issue ticket or tickets, must be
handed to the Ticket Clerk by the Conduc
tor when the Ticket-case is passed in at the
close of the shift.

(iii) Every Conductor must carry a supply of
Refund of Fare Forms when on duty.

136. (a) 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 col
lect 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.

(b) 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, and he must issue a ticket covering
the amount of such fare.

(c) In any instance in which the Conductor is satis
fied that a passenger is unable (owing to unforeseen
circumstances) to pay the proper fare the Conductor
must politely request the passenger's full name and
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address and request that the fare be forwarded as early
as possible tolhe Depot Office, addressed to the Officer-
in-Charge; the Conductor must not issue any ticket to
such passenger.

(d) If the Conductor should h,ave substantial cause
to believe that the reasons put forward for non-pay
ment of a fare are not genuine, he must politely request
the passenger to leave the Car, and, if necessary, the
assistance of a Police Constable must be obtamed for
the purpose; if a Ticket Examiner or other official be
on the Car his attention must be directed to the cir
cumstances, and if necessary he must assist the Con
ductor in inducing the passenger to leave the Car
Courtesy and tact must be exercised in dealing with all
cases of non-payment of fares.

137. (a) Children under the age of four years ac
companied 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, inform
ing such person that otherwise a fare must be collected
for the child.

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

(i) Any child travelling in the smoking compart
ment must be charged full fare, unless such
child moves into the ordinary portion of
the Car upon being requested to do so.

(ii) In any instance in which the Conductor is in
doubt as to whether a child is under the age
of four years, or whether a child is over the
age of fourteen years (and thus entitled to
travel at half-fare,) he must politely in
quire the age, and unless the Conductor has
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substantial reason to believe that the child
above the prescribed age, he must accept

the word of the child or its guardian.
138. (a) The Conductor must examine the coins and

bank notes that are tendered for fares, and exercise
caie to avoid acceptance of any foreign, spurious, or
defaced coin or bank note; he must not give change
frpm departmental cash for any cheque.
(^) instance in which the Conductor cannot

immediately 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 oppor
tunity.

(c) He must accept halfpence tendered by a pas
senger, but.must not give such coins as change to any
passenger who objects thereto, and in any case mus't
not give such coins to any passenger as change above
the value of one penny.

V  from any cause the Conductor .find that hesnall^ 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 Oflacer-in-Charge.
(e) 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.

139. (a) Every passenger must be provided with a
ticket or pass, and, when opportunity offers,, the Con-
ductoi must chech the ticket or pass held by each
passenger by comparing the number of the ticket with
the commencing number entered in the Running
Joiirnal at the commencement of the trip; this course
will disclose whether the ticket is correct.
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The Conductor must not accept a mutilated or de
faced ticket from any passenger.

(h) Conductors must keep themselves conversant
with By-laws and Special Instructions relating to con
cession tickets issued to holders of train ticke.ts and to
youths attending schools, etc.

(i) If the Conductor should have reason to
doubt Avhether a passenger has paid the
proper fare, or 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 at
tracting particular attention to such pas
senger the Conductor must also examine
other tickets at the same, time.

If any passenger should travel beyond
the point covered by his ticket, the Con
ductor must collect, and issue a ticket for,
the additional fares due.

(ii) He must obtain the name and address of any
passenger who, wilfully, attempts to travel
on a ticket that is not in order, and, before
leaving duty, furnish a full report of the
circumstances to the Officer-in-Charge.

(iii) The Conductor must not accept any Duty
Pass except Avhen the holder is travelling
" On Service," nor unless the Pass is en
dorsed as available for the Section. If the
Conductor should have reason to believe
that the holder of the Pass is not on duty
he must obtain his name and address, and,
before leaving duty, report the circum
stances.

(iv) Any Conductor who neglects to collect or
check a ticket or Pass held by an employe
will be regarded as having missed a fare.



120

1^. (a) Paying: in of Cash, and Unsold Tickets, by
Conductors.—On the completion of each shift the Con
ductor must hand his Running Journal and all cash re
ceived by him (including the amount allowed for
chfmge) to the Cash Clerk, who, after checking the
cash, must, in the presence of the Conductor, initial
the latter s Running Journal, and immediately enter
(opposite the Conductor's name and number in the
Cash Ledger) the amount received.

(i) Before handing in his cash the Conductor
must fill in the Pay-in Slip on his Running
Journal, on which he must specify the de
tails of and the total amount of cash to be
paid ill, and he shall also enter in the
Running Journal the respective closing
numbers (i.e., the distinguishing numbers
of the tickets that, ordinarily, would be
next issued) of the Sectional tickets.

Conductor must then hand his
Licket-case, containing the unsold tickets
and all coupons collected from passengers,
together with his copy of the Revenue
Journal, to the Ticket Clerk.

(ii) Before handing his Ticket-case and tickets
to the^ Ticket Clerk, the Conductor must
enter in his copy of the Revenue Journal
the total amount of cash collected as
fares, the closing number of the respective
Sectional tickets, and the total number of
unsold Through tickets.

(iii) On receipt of the Ticket-case the Ticket
Clerk must examine the Conductor's copy
of the Revenue Journal and compute the
value of the Tickets, sold, and then enter
(opposite the Conductor's name and num
ber) ill the Cash Ledger, the amount of
revenue for passengers, etc.

(iv) The Conductor must not balance his cash
with the sales nor compute the value of
tickets sold; he must, however, remain in
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attendance until the Ticket Clerk ̂ has
checked the closing numbers of Sectional
Tickets and the number of Through Tic-

-  kets returned, when in the Conductor's
presence, the Ticket Clerk must initial the
Revenue Journal.

141. Conductor's Cash Shortages.—(a) A record of
every shortage in the Conductor's Cash sales of Tickets
shall be made in the Conductor's copy of the Revenue
Journal by the Ticket Clerk, who must also supply the
details on the proper Form to the Officer-in-Charge.

(i) The Conductor must make good any de
ficiency in his Cash account, and will be
required to furnish a written explanation
in respect of any deficiency in excess of
one shilling.

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

(iii) When the amount of deficiency has been
paid by the Conductor, the payment must
be at once entered on the credit side of
the proper Form by the Cash Clerk, who
at the same time must enter the amount
in the Cash Ledger; the Conductor shall,
on demand, be given a receipt for such
payment.

(iv) Every case in which a cash shortage is not
at once made good by the Conductor must
be reported to the proper authorities by
the Officer-in-Charge, who must also fur
nish a list showing full particulars of out
standing shortages with the monthly ac
count current.

142. Conductors' Surplus Payments.—All amounts
handed in by Conductors in excess of the amount due
for cash sales of tickets shall be brought to debit as
surplus cash and must be at once entered into the
Cash Ledger by the Cash Clerk.
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claim by a Couductoi' of his haviug inadver
tently or otherwise placed private cash with revenue
shall be considered unless such claim be lodged prior
to the close of the next working day.

143. Accounting Instructions.—Joint Instructions I
respecting the system of accounting and pre
scribing tlie duties of officers and; other employes
engaged in such work will be issued by the General
Superintendent of Transportation and the Auditor of
Receipts. A copy of such Instructions mus't be
always readily available in the office, and the Officer-
in-Charge will be responsible for seeing tliat the
office staff (permanent or temporary) are familiar
with the Instructions relating to, and are competent to
efficiently perform, their particular duties.

RAILWAYS (BOARD OF DISCIPLINE) ACT.

144. Appeals to the Board of Discipline.—(a) It is
prescribed under the provisions of the above-named
Act (No 3227-1922), that every appeal by employes
against punishment imposed upon them by the Head
oi a Branch shall be lodged with the Secretary for
Railways within seven days after the date of the de
cision which is appealed against. Every such appeal- -

(i) must be in writing;
(ii) must specify the punishment appealed

against, the officer by whom, and particu
lars of the charge in respect of which,
such punishment was imposed; and

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

(&) In every instance in which an employe
may desire to appeal against any punishment
imposed upon him by the Head of his 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
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Head of the Branch has been delivered to him, other
wise the appeal will be 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 coimection with an appeal will not be
paid for if the Board consider the appeal to be trivial.

(Specimen Form of an Appeal to th.e Board of
Discipline.)

Station.

Date.

To the Secretary for Railways.
Sir,
I beg to appeal to the Board of Discipline

against the decision of the General Superintendent
of Transportation that I be fined the sum of_ £3
for that 1 upon the 22nd day of April, 19. ., with
out obtaining leave in that behalf, did absent
myself from duty betiveen the hours of 2 and G
o'clock p.m.

Signature.
Grade... .

144a. Appeals to the Commissioners.—An appeal lies
to the Commissioners from any decision of the Board
of Discipline whereby punishment involving dismissal,
or reduction of rank, position, grade, or pay is imposed.
Every such appeal—

(i) must be in writing;
(ii) must specify the decision appealed against;
(iii) must be signed by the appellant with his

personal signature; and
(iv) must, within seven days after the date on

which the person bringing the appeal was
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notified of the decision appealed against,
be delivered to the Secretary for Kailways.
See specimen form of appeal hereunder.

(opeci/inen Form of an Appeal to the Commissioners.)

Station.

Date

To the Secretary for Railways.
Sir,

I beg to appeal to the Commissioners against
the decision of the Board of Discipline that I be
fined the .sum of £3, for that I, upon the 22nd day
of April, 19.., without obtaining leave in that
behalf, did absent myself from duty between the
hours of 2 and 6 o'clock p.m.

Signature

Grade

DIRECTIONS TO BE OBSERVED IN CASES OF
ELECTRIC SHOCK.

In many cases in which a person receiving Electric
Shock is apparently dead, animation may be i-estoi-ed
H proper efforts for resuscitation are adoj)ted, promptly,
in accordance with the following directions:—

1. First Step.—(a) Immediately release the victim
from the Live wires or other Live conductors.

(i) Protect Yourself.—Insulate yourself from
the Earth; stand on some non-conduc
tor, such as—dry wood, dry folded
paper, rubber, linoleum, di'y glass, dry
bricks, dry cloth, dry hay or straw—
these substances resist the flow of the elec
tric current.
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(ii) Avoid personal contact with the Live con
ductors, or with the victim or any articles
&c., that he may be holding—even per
sonal contact with loose parts of his
clothing is dangerous.

Protect your hands from contact with
the victim or the Live Conductors by
using dry articles of clothing—a rubber
tobacco pouch, or a cap or folded news
paper would serve to protect the hands;
if no means of insulating the hands be
available, pull the victim away by means
of a loop of dry rope, or a crook'd stick—
not an umbrella.

(h) Whilst proceeding to release the victim make
every effort, by calling out, to have the electric current
cut off, and for a Doctor to be summoned.

2. Second Step.—(a) As soon as victim is clear of
the Live conductors, feel, rapidly, with your finger in
his mouth and throat, and remove any substance such
as tobacco, artificial teeth, etc.

(b) Don't stop to loosen,his clothing at this stage;
every moment of delay is serious. Commence artificial
respiration at once and as follows:—

3. Third Step.—Quickly apply the Schafer (see 3A),
the Silvester (see 3B), or the Laborde (see 30) method
of artificial respiration, whichever is the most suitable
according to the condition of the victim.

(i) If the victim show any sigii of congestion,
such as the face being livid, adopt the
Silvester Method first.

(ii) If the victim's arm or a rib be broken, or
his chest or back be burnt or otherwise
injured, or if the victim be under seven
(7) years of age, the Laborde Method,
only, should be applied.
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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 Fig. 1).

(b) Kneel astride, or at one side of the victim, and
facing his head, place the palms of your hands on the
lowest ribs, one at each side, the thumbs parallel to
each other, as in Figures 1 and 2.

(c) Keep your arms quite straight; lean your body
forward, slowly applying firm, but not violent pressure
(Figure 1), straight downwards. This drives the air
out, and the movement should take three seconds.

(d) Draw back your body quickly, and relax the
pressure, but do not remove your hands. This pro
duces inspiration, and should take two seconds.

(e)_ Alternate movements (c) and (d) twelve times
per minute.

(/) 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 natu
ral breathing has been restored.

Do FTOT give the victim any fluid, until he is fully
conscious.

EXCITE RESPIKATIOK. — (i) Whilst
artificial respiration is being performed, other
useful steps may be employed such as applying
smelling salts, or snuff to the nostrils.

(ii) When natural breathing has been re
stored, promote circulation and warmth.
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(iiij Watch the victim for some time to sec
that natural breathing continues. If the breath
ing cease or become weak, perform artificial
respiration again.

Fig. 1.

Fig. 2.

(h) Whilst performing artificial respiration, watch
the victim's face for signs of congestion- -such as the
face becoming livid, and if any such indication appear,
immediately change the treatment to the SILVESTER
METHOD of artificial respiration as shown here-
under:—

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
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possible, inclined from the feet upwards; raise and
support his shoulders on a small firm cushion or folded
garment placed under the shoulder-blades.

(h) 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, and the corsets in women.

(c) Maintain a free entrance of air into the wind
pipe—an assistant must draw forward the victim's
tongue as far as possible, 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.)

Pig. 3.
" A GuUet.
" B "—Windpipe. Fig. 4

{d) Iinitate the movements of breathing—
(i) To Induce Inspiration.—Kneel at a con

venient 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 move
ment, making tlie elbows touch the
ground; the cavity of the chest is thus
enlarged and air is drawn into the
lungs. (See Fig. 5.)

129

(ii) 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.)

Repeat these movements alternately, deliberately, and
perseveringly about fifteen times per minute, for ten
minutes, then revert to the Schafer treatment, which
may be continued, unless congestion is again observed,
upon which the Silvester Method should be resumed for
another ten minutes.

1,

mm/ ̂

Fig. 5. lNSrir,.\TiON.

Fig. O. Expiration,

16536.—5



130

3C. Laborde Method.— (a.) The victim is placed on
his hack or side; the mouth cleared; the tongue seized
—using a handkerchief or something to prevent its
slipping from the fingers—and the lower jaw depressed.
(b) The tongue must be pulled forward and held

for two seconds in that position, then allowed to recede
into the mouth; these movements should he repeated
about fifteen times per minute.

4. Treatment of Burns.—In all cases, burns caused
by contact with a Live Conductor should be irnmediately
covered; lint or clean linen, soaked with Picric ,Vcid
solution, should be applied to the burnt surface and
covered with cotton wool and a light bandage.

■if >

4^, ■■ Y,
'.i
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INDEX.

Note.—Throiighoid this Index the letters shown
with the nii.mhcr of the Instruction, refer to the j)cir-
ticular clause or clauses of the Instruction specified.
Absence from or exchanging duty with

out permission .. ..
Accidents

„  Care of the injured
„  Employes to render prompt

assistance
„  facts and witnescs to be

obtained
„  Motorman and Conductor to

co-operate to prevent
„  Officers to bo notified of . .
„  Passenger falling from Car
„  Prevention of
„  Senior employe to report ..
„  Ganger to report ..
„  to be reported

Action necessary in overhead disar
rangement

Advertisements, care of
Agreement between Motorman and

{'ondnctor
Air Brake . .

I'lquipmcnt on Bogie Cars
dbo Compressor, Description of
The Governor
Tl!c Compressor Cut-out Switch and

Fuse
The Compressor Motor
The Conductor's Brake Valve
defects in
Emergency Applications ..
Palling Gradients, use on . .
The Governor (see Air Governor).
The Mntorman's Brake Valve
Preparing Car for Service ..
The Pressure Gauge
Bcsorvoir
Safety Valve
Use of Sand for ..

68, 78, 79
78, 80

11c, 24e, 90e

78, 79, 80
■ i 1' ■

ma
906, 124
(18/
08

906
126
80, 906, 126

24e, 74d, 124, 125
89

09d
105, 111
107
105
105

10.56, lilt
10.5 c
10,5.(7

105, 119/, g, 106, 107,
108, 109, 111c

llld

10.5/
57, 110
10.5c, 110a, 111
lOnc, 111
10.5(1
109
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Index—couiinuet].

Air Brake—

Service Applications of
Sinfrle-truck Car Equipment of
testing of

Ambulance Boxes, location of
Animals on track ..
Annoyance to Passengers
Appeals
Appearance Sheet
Appliances to be operated in the regu

lar way ..
•Application for instruction when in
doubt

107, ICS, 109, 111b
122

o7n, e, 110
7S6

73<7
88

14-1

2 b

24.9

10b

Articles falling from road vehicles 74c
„  supplied to employes . . 18, 19
„  to be carried by Motorman fida, b
„  to he carried by Conductors ooa, b

Assistance to be rendered to ladies . . Ooq
Assistant Coiuliic'Lor . . .. 84a, 135
Attendance Book, to be signed daily 2b
Authorised Stopping Places .. . . 05

"B 18 " t.ype of Controller .. .. Olc
Badges not to be exchanged or covered 5o
Bag and Ticket Case, custody of on
broken shift . . . . .. 131

Barrier Side .. .. .. 76

Bcaring.s to be tested for abnormal
heating .. . . .. 67,9

Bell Signals . . . . . . 03
„  „ Code of . . . . 03r/.
„  „ Motorman to obey . . 03a
„  „ Motorman to acknowledge 03b
„  „ to be sounded distinctly 63c

Bell not to be rung to hurry up pas
sengers .. .. .. 037c

„  strap not to be grasped until
about to give signal .. 03/u

„ use of by passengers .. .. 03/
Bic.ycles, etc., not to be attached to
Cars • . . • . . .. 77

Blasting in vicinity of track . . 121
Blinds, rear cabin window to be kept
drawn up .. .. .. 83(f

Boarding of trams by persons not
passengers . . • .. .. 21

Bogie Car Equipment .. . . 107

Index—continued.

Bonds, repairs to—to be eli'ected under
sujiervision . . . . . . 116c

Book of Instructions—lost copies to be
replaced . . . . . . . . 9

Book of Instructions to whom issued 8
Book, Kepairs .. .. .. OS/r
Book, Attendance . . .. . . 2
Both Lines obstructed .. .. 96
Brake—(See Air Brake).
Brakes—
Attention to a.t terminus ..
Attention on trailer Car.s in Gre.v

•street

Defective, Car to be changed over
Emergonc.v
Emergency, use of to be reported
.Service application

07

04r

111/
100, 1

Valve, Conductor's
Valve, .Motorman's
Hand and Emergency not to be sim-

>iltaneousl,y ap])lied
Hand, iMotorman to Signal for
Hand not to be applied in runnin,

unless signalled for
Hand not to be api)licd at start—

e-xcejition re
On Down grade, Emergency will not

hold car
Ehcostatic
Testing of
I se of sand for ..

Bright work of Cars to be kept clean
By-laws, enforcement of

Car—condition of in running to be
reported .. . . ..

,1 change over—particulars to be
telephoned . .

„  cleanliness of . .
,, conductor not to ride in driving

compartment
„  conductor to protect traffic when

driving from rear . .
„  conductor to see that pessengers

enter or alight safely
„ decoration of prohibited
„ defects in ..

07, 108
111

106b, 107b,
111b

1059
105, 119/

111, b, c, g
lOOb, 109 b

109

111a

lllo

105, 109
57a, e, 110
109

07 i

0, 37, 38, 39
40, 42, 43

02/;

02/
84(7

69b

G2g

108 b,

57b, 62
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Index—continued.

Car, definition of . . . . . . 1
„ derailed, to tie replaced promptly llOrf
„ destination of. to be announced . . Cioff
„ disabled, relief arrangements . . 00/
„ disabled, transfer of passengers . . OOe
„  electrically charged .. . . n2j
„  entering Car Shed . . . . 07c
„  equipment, dropped parts of to be

returned to shed .. .. 2.0
„  equipment (electrical), running

stair not to interfere with .. •24g
„  faults in electrical equipment of .. 02
„  fenders .. .. .. 07/i
„  front platform of to be kept pri-

vaLC .. . . . . OOo
„  leaving Car Shed . . . . .00
„  lights . . . . . . . . 58
„  list. Carman to examine ■ . . 50
„ Motorman to Look in each Direc

tion before Starting .. 03/
„ Motorman quitting control to in

form relief of any defects, etc. ' 021
„ moving backwards. Conductor to

control .. . . . . 00c
„  riding on roof of or dash rail for

bidden .. . . .. 8.5
„  shed approaches, traffic to be

warned to keep clear .. 076
„  short-eircuitcd—precautions rc pas

sengers . . .. . . ('.2i
„ Signals . . . . . . 5,8
„  Staff and Ticket system .. 00-104
„  stopped by accident, failure, etc. 00
„ not to be stopped for passengers

to alight where road is unsafe 03tl
„ unusual stop—passengers to be re

quested to keep seats .. Slo

Cards, Witness (see Witness Cards).
Carmen—Definition of .. .. 1
„  not to alter adjustment of

Circuit Breaker . . 24g
„  not to needlessly open apron

of Controller or door of
Motor Case . . . . 24g

„  to be conversant with signals
for regulating traffic at
intersections .. .. 476

Car Shed—Shunting at . . .. G7

135

1N DE.x—CO nlinued.

alms, etc., on, for-Cars—Soliciting
bidden

cleanliness and good order of..
„  Conductor to be alert for re

quests to stop
,, damage to, prevention of

damage to, charge.s, re
,, disorderly conduct on, not to be

permitted
,, exposed parts to be kept free of

oil. etc.
„  fully loaded may run past certain

stopping places
,. hailing .same needlessly, forbidden
„  may run with trolley displaced

at special places only
„  not to be Immiied
„  „ „ „ left unattended
„  „ „ „ moved from standstill

without signal
„  „ „ „ stabled on dirty rail
„  „ „ „ stopped near excava

tion

„  „ „ „ stopped on curves,
crossings, etc.

„  „ „ „ stopped where unsafe
„  „ „ „ uncoupled in motion..
„  order of service
„  preparation for Service
„  procedure when entering Car Shed
„  iirocedure when stabling
„  reguliition distance between
„  running empty at night to be lit

up ..

„  scale of charges for minor dam
ages..

„  stationary to be secured
„  stopping places of
„  to be coasted wherever practic

able

„  to be protected at night when
lights out

„  unusually heavy loading of, to be
reported

Gash Allowance for change purposes ..
„ and Tickets, paying in ..
„ bag .. • • • ■

S7c

57g

OBg
,8.86

8,86

8Ca

07 i

056

S36

59a

07n

(i9c

03/
02 i

G5d

05d

05d

07 m

50, 90, 97
57, 110
G7o

07

04c

58

886

C9e

05, 00

096

5Sc

05 7i

129

140

131
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Index—continued.

Cash, claims re errors, early lodgment
necessary . . . . . . l-li

„ private, not to Ije carried in Ue-
partmental bag .. .. 131

„  shortages to be made good .. 141
„  surplus .. .. .. 142
„  to be carried in proper bag . . 131

Cattle on track .. .. .. 73
Change, halfpence not to he tendered.. 138c
„  procedure, if insudicient avail

able .. .. .. 1386
Changing over Car .. .. .. Ii2_/
Charges for accidental damage to win
dows. fittings, etc.. of Cars.. .. 886

Children—Fares, etc. . . . . 137
„  procedure when doubtful as

to age of . . . . 137
„  responsibility for, not to be

undertaken . . . . 8(16
,, restrictions re .. . . SGa

Churches, etc., to be passed quietly
during Divine Service . . .. ti.3i

Circuit . Breaker .. .. .. 24,7, GO, 026, /i
Cleanliness of employes' quarter.s . . 2.)C
Cle!inlines;,5 of Cars .. .. o7c, S4rf
Clocks, tVatches. etc. . . . . 44
„  Winding and Repairs .. 44

Coasting to be [n-actised wlierever cir
cumstances permit . . .. <iOk

Coasting prohibited on falling grade,
unless power is available .. . . 09/t

Coins, spurious . . . . .. 138, 141
Collection of Fares .. .. .. 83, 134-139
Commenting on administration pro

hibited . . . . .. .. 33
Commissioners, definition of .. . . 1
Communications to persons outside of
Service . . .. . . .. 27 '

Compressor . . .. .. 105
Compressor Cut-out Switch .. 105
Compressor Motor .. .. .. 105
Compulsory Stopping Places . . .. 05
Concession tickets .. .. .. l.qq, 135
Conditional Stopping Places .. 65
Conditions of Service .. •• 2
Conduct of Employes . . . . 6
Conductor—Articles to be carried by 55
„  Assistant .. .. 84, 134
„  definition of . . . . 1

Index—continued.

■ Conductor—duties at Stopping Places
„  „ Terminal
„  „ Crossing Loops

„ Tramway In
tersections

„  „ when leaving Car
„  not to allow annoyance to

passengers
„  not to allow riding on

Car Step.s. etc.
„  not to allow bicycle, truck,

etc., to lie attached to Car
„  not to ride in Motorman

Compartment . .
,, reslionsihle for comfort of

passengcr.s

„  supply of tickets to
„  of Cash . .

„  to avoid undue delay
„  „ examine Notices
I, „ hold trolley cord
„  „ keep interior of Car clean
„  „ see that side barriers are

in use whore provided
„ warn people about to

board or alight from
Car in motion

Conductor's—Assistant
„  Brake Valve
„  Lockers

Controller—" B 18 " type defective ..
„  Description of ..

" K 35 Y2 " type ..
„  Conversation, unnecessary

to he avoided . .
Couplings—Brake and Electric * ..

,, Electric, disconnection in
running . .

Coupon Tickets
Crossing Loops .. ■. _
Crossing Places, speed approaching . .
Crossings, etc., to be approached
under control of Hand Brake

Curves, Conductor to hold trolley rope
when rounding

Curves, Speed on . . • ■ • •
Cut Off Signs

05, (it)

07

93

476, 60
1,9c;

88

85

77

096

8ic

128

129
8.3/
2. 52

59e

84d

70

08/

84, 134
105p
144

01c

01

01(3

09, a, o

07 m-

07 m

134, 135
93

64(7, 93

04(7

59e

64, 6
74e
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Index—continued.

Damage to Windows, Fittings, &c., of
Cars—charges for

Danger of ])er.sonal contact with Com
pressor Switch Fuse

Danger of personal contact with fingers
of '.Controllor

Danger of personal contact with Ovcr-
liead Conductors ..

Danger of Eoad Wagon with project
ing load

Dangerous goods, parcels, etc., not to
he allowed on Car

Decorations on Car prohibited
Defect in Air Drake Equipment

„ Car Equipment
„  ,, Conductor's Dell
„  Hand Drake

Defective Controller
Defeetive Equijnncnt, Motornian to be
on the alert for . .

Defects to be reported
Definition? ..
Delays
]>elays over 3 minutes to be reported

in writing
Delivery of Lost Property
Departmental clocks and watches
Departmental irremises to be kept

private
Depots, shunting at
Derailment, rejiorts rc
Destination of Car to be announced ..
Directions for case of Electric Shock

(see end of Dook)
Dirty Hail, jirecautions re . .
Disabled Car
Disarrangement of overhead e(|uipment
Discretion in enforcement of Dy-laws
Disorderly conduct on Cars, procedure
to be followed

Dogs, unless on lap, not to he carried
Drains to be kept clean
Duties, at termini
Duty, hours of, to be as ordered

G

8S6

111/

Old

24(/

GSe

SGc
SPn

lOG, 111
b7, G2, 75
G3c
111/
G2/

7 0(1

llo, 621c, 111/

81

235, 81
236

44

25

G7

GO 6

G5(/

2i

flO(/, h, 102
24, 74, 124, 125
G

88

S7d
119 .

07
2a, 52

IN u KX—CO niinued.

Emergency Braking ..
„  Tools
„  Tools to be cheeked and in

spected .. •• llG/t, 122
„  Tool-boxes .. •• 90e, llG/i, 122
„  J'lmploye, definition of

lOG
90, llG/i, 122

1

Electric Equipment, faults likely to
arise in . . . . . . .. 02

Electric Shock (see end of Book).

Employes exempt from jury list
„  Appeals against Penalties ..
„  Attending as witnesses in

court .. .. _ • •
., to be prepared for examina

tion in Instructions
„  forbidden to partake of in

toxicating liquor wlicn on
duty

„  forbidden to take intoxicating
liquor on to departmental
promises

„  going under a Car in service
„  invited to oll'er snggc-tions
„  learning duties of iMotorman
„  „ „ „ Conductor
,, not to accept gratuities . .
„  ,, „ invite strangers into

departmental premises
„  not to congregate on footways

in vicinity of depot
„  not to enter into an alterca

tion

„  not to exchange duty without
])ermission

„  not to leave service without
required notice . .

„  not to publicly comment on
an administration

„  rooms to be kept clean
„  to assist in carrying out in

structions ■

„  to attend duty at appointed
hours

„  to at once report accidents. .
„  to be prompt, civil, and oblig

ing
,, to be siipplied with Book of

instructions

„  to carry out Instructions . •
„  to devote exclusive Service to

Department

36

144

3C

30

12a

■  12a
24c
G

53

53

13

25o

25d

G

3

17

33

25e

10, G8

2. 52

11, 80, 90

a

10

2, 15
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IND EX—CO II t in lied.

Eniploj'es to examine Order Book and
Notices

„  to exercise care for their pro
tection . .

„  to give their names and ad
dresses to persons when re
quired . .

„  to make use of appliances
provided for their safety . .

„  to notify Olficer-in-Oharge, of
any change in their address

to ohey persons placed
authority over them

to report irregularities
to render assistance in cases
of accident

to sign Attendance Book wlien
commencing and ceasing
duty

to use discretion in enforce
mcnt of By-laws . .

to qualify in metliod of deal
ing with Electric Shock .

under 21 years of age
in Books or oji j-'ornis forErasures

hidden
Excavation in vicinity- of track
Expectorating in Car forliidden
Explosives, dangerous goods, etc

Facing Points
Falling gradients
„  " .. Grey-street, St. Kilda
hares System—
Accounting Instructions
Atlditional to be collected if pas
senger override section ..

Blind persons with permits to be
carried free

Cash shortages
Cash surpluses
Collection of Fares
Conductor to keep himself supplied
with sulTicient change

Conductor's Ticket-case
Conductor's Cash-bag
Conductor's Kunning Journal
Conductor to check and sign for
tickets ..

24

24 d

10

11, aof

24(1

30

1326

746

HI a

80

646, 07, 123
04, llld
04

127-142

143

130

138

141

142

134-139

129

130

131

132

128

Index—caul in ued.

Fares System—
Ijockers for Conductor s 1 ickrJ-case
and Cash-hag .. • •

Pav'ing in cash at close of shift
Relief Conductors
Revenue Journal . .
Sections to he announced ..
Sp\irious Notes or Coins . .
Sujqilv of tickets to Conductor
Sup])ly of cash to (onductor
Tickets and ]iasscs, to be checked as

opportunity offers
and small change. Conductors

to keep .suiricient sui)ply..
„  Closing uumhers to be en

tered in journal . .
„  Definition of closing number
„  How to issue
,, Legibility of
,, nou-issne ..
„  not to be moistened with saliva
„  only available on Car and

trip issued
,, Scholars' concession
,, to be issued in numerical order

unsold, and casb, paying in.
-collection of, during heavy load-Fares-

ing

halfpence to be accepted
collection of, during checking by

Examining Officer . .
Conductor responsible for

to furnish informa
tion re ■ ■

coupons, treatment of
early collection of, necessary
how to check if in doubt
„  to receive
Motorman to collect under

emergency

non-payment of
outstanding to be forwarded to

Olficer-in-Charge
for cbildren . .
for children occupying smoking

compartment

to be collected for children over
four years

to be collected singly

130

140

133

127

Ooi

138-141
128

129

1.39

129e

140

1^0(1

134, 135
1366

135

134

1.346

1.34

135a

140

138

138o

1.32

83o

69c

134.

134

137,
131

135

139

83a, 134
136

136

137

137

1.37
136
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Index—roil/ill lied.

I'aults likely to arise in electrical
equipment of Car ..

Fsnilto likely to arise in Overhead
h.quipnient

Fenders, instructions re
Fire Brigades .. ''
Fire—outl)reak of . . " | . ' [

'• I) on a Car
care in use of
in Car Shed, cars to lie re
moved

,, Cars to he kept clear of
on Car in trainc, action re ..

hlash Jfcssage rc accident
Fog.sj' weather, precautions to he ob
served during

Footgong, to he iised frcelv at inter
sections

FootfTonnr tn rung approacliinfr
irackmen

Footgong to be rung approacliing iior-
pong on track

Tootgong to be rung ajipi-oaebing
seliools or playgrounrls

Frogs, Conductor to hold trolley rone
when passing

Full C.ar, instructions re .. "
Full information to be given when
changing duty

Funerals
Fuses
Oanger. (See Track and Trackmen)'.'
Ceneral Instructions
Gong. (See Footgong).
Goods of dangerous nature not to be
allowed on Car

Governors' Cars
Gradients (falling), trolley di-splace-

ment.s to he watched for . .
Gratuities not to lie accepted
Grev-strect p-adient . . - . _
Flailing Cars needlessly, forbidden
Hand Brake Control, where necessary

>, „ How to apply
>. „ Defective
„ Signalman
„ Signals

02

124

07/(

lib, ,S1
11, -r.
75b

116e

Handling of live wires

11

75e

11

no

Ci4f/. G5e

03 i

71

71

71

59e, 74e
05A

02

si
58(7, 105b, 111/

1, 43

80(3

81

50,7

13

04e

R3b

64e, 04(7, 109b, 111b
111b, (iv)
111/
l/f, 00
40, 47, 06, 114, 115,
110

24(7

-s
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Index—coiitiniiei/.

-Head lights .. •• •• 58, 90/i
Ilorse.s, restive, to be passed cau-

tiouslv . . .. .. - • 68e

Illness of employes ..
„  „ passengers

Instructions to be observed

Instructions, copy of, to whom sup
plied

Injured passengers or other ])craons,
care of . .

Insulators, Section ..
Ina|iection of emergency tools
Intersections
Intoxicated persons, not to be allowed
on Car

Intoxicating liquors, tise of bj' em-
ployds forbidden

Judgment, to be exercised where pro
cedure not outlined

" K35 Y2 " type of Controller
Kit, Conductor's, details of

,, ilotorman's, details of ..

Lamp, oil, Hand, Motorman respon-
■siblc for . .

Lamps, burnt out, disposal of r.
Lamps, Conductor to light when neces

sary
Lam]).s on emp.ty Cars
Lamp.-, failure of. Car to be pro

tected
l amps, only those authorised to he used
Lami)s to be switched on during a

thundersterm'
Legal proceedings to be authorised
Lifting Jacks
Light, at terminal, instructions re ..
Lighting Fuse . . . . . .
Lights to be tested and used whenever

necessary
„  Car. (See also Lamps)
„  Head and Tail: foggy weather

List of Bell and Gong Signals
„  „ Emergency Tools
„ Car, Carmen to examine

Live wires, handling of
„  „ water not to be directed on

t.i

78
ID, GSb. c

8

78
06
122
47 b, 65, 66

72, 876

12(1

6b

610
55
54

54b
58(7

58o
58(3

5Sc
58(7

027i
27
54(1, 90(7
07)1
58(7

58c
58, 67
58. 64>7
63
90(7
2. 56
24(7

11(3 ' -1,
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;.i
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INDUX—continued.

Location of Sarvice Telephones .. -15
„  „ Kniergeney Tools .. 00

Loops, etc., to he approached under
hand-brake control .. .. fi.jfi

Lost copies of Book of Instructions .. f)
„  property to be handed in .. 23
„ Car Stafl . . . . .. 101

Marks—" Stop " not to be overrun .. fi5c
Material, defective, to be promptly re
placed .. .. .. .. 117

Material, track, custody of ■• 116
,, not to be disposed of with

out authority . . .. )0
Maximum rate of speed . . .. 046

Motorman, Employes eligible for
„  definition of
„  duties if leaving Car
„  incapacitated
„  normal position when driving
„  not to converse with passen

gers
„  „ apply power to start

on falling gradient. .
»  „ „ act on indistinct Bell

Signal
„  „ „ start without Signal

from Conductor
>, „ „ leave Driving Com-

.  partment . .
), „ „ allow persona in Driv

ing Compartment . .
»  ,1 „ stop where landing

place is unsafe
!, „ „ collect fares
.. .. overcarry Car Staff. .
„  preparation of Car for ser

vice by . .
„  responsible for manipulation

of equipment
re.sponsilile for testing Car
Lights

„  responsible for Staff and
Ticket IVorking . .

„  to examine Notices
,1 to examine Car List
1, to inspect Lifting facks . .

53
1
53, GOe
GDc

a

C!)u,

h

84c

Gly

53/,

03/,

G9a

G9a

God
83
98

57

53, 57(7, 75o

58o

05
2 52
50
90(7

l.NDK.K—continued.
-Motorman to see that Head Lights are

showing
„  „ register defects in Re

pairs Book ..
., „ acknowledge Bell Signals
"  >, apply power gradually

after starting. .
j) 1, observe speed restrictions

.  ,1 „ test brakes
„  „ maintain Time Table . .
»  » approach preceding Car

cautiously
„  „ stop on approach side of

intersection ..
j) „ keep a good look out for

intending passengers . .
J, „ stop for aged or inflrm

passengers
»  „ see that Boints are pro

perly set
„  „ shut power Off at Sec

tion Insulators
»  „ shut power Off at Cut

off Sign
„  „ shut power Off at over

head frog
»  ,i approach cautiou.sly

wagon with projecting
load ..

»  „ exercise care when afp-
proaching restive horse

„  „ exercise care to avoid
accident

!, „ obey signal from Police
Officials

Motorman's Duties at Stopping Places
„  „ Tramway Inter

section
j> » „ Terminal,, Statement of Running ..

Monetary transactions between officials

Names and Addresses—
Of employes' to be registered
Of persons complaining to be taken

Notes, spurious, not to be accepted . .
Notices, etc., to be examined by Motor-

men and Conductors
16536.—6

58(7

G2L-
636

Gig
646
57a, e, 110
64a

64(7

65(7

65/

C>5d

67

66d

74e

74e

68e

68(7

68

476, 816

65, 66

476, 65, 66
67
82
34

4, 112
40
138
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Index—continued
No person to be detajned if name and

address Ijp known
Non-issue tickets
Objectionable goods, parcels, etc.
Observance of Instructions . .
"  ,, I ime Table ..

Obstructions on track

Obtaining Relief Car (Double Line) ..
Officer-in-Charge—definition of
Only certified men to drive Cars ..
Opposite Line obstructed by derailed
Car to be protected

Order, Wrong Line
Relief

Orders Air Brake ..
Outbreaks of Rire
Overcarried Car Staff !
Overhead Construction, disarrangement

Overhead disarrangement to be re
ported .. ..

Overhead frogs
Parcels

»  Conductors not to assume re
sponsibility for

„  dangerous, not to be carried . .
Bass or Ticket, employes to produce
„ holders to give up scat in full Cnr

lassengers' comfort to be studied by
Conductor

complaints
»  luggage ..

offending, not to be de
tained if name and ad
dress be known

conduetor not to unduly
converse with ..

), expectorating in Cars for
bidden . .

j> leaving Cars, safety of
jj not to loiter in gangways
»  property. Conductor to be

careful of ..

PnsJL r, i-emoved if Car unsafeasses, j)„ty. non-accci)tnnco of when
in doubt ..

38

135

86c

10

9. 64(1

26, 48, 49, 51, 68e,
70, 73, 74, 116, 118,
119, 121

90

1

53

no

90

no, 102
105-111

11, 75
98

24, 74, 115, 124, 125,
120

24c

69e, 74e
69r(, 86c

866

86c
21

21

83c, d
40

22

38

69c

S7c
68/
83c

sec/

90c

139

:  i
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Index—continued.
Patents for Railway Appliances
Pedestrians on track
Permanent Way Instructions
Personal Injuries
Persons, unless passengers, not to

board Cars .. • • ■ •

Pilotman's Badge
Pilot-working Forms
Points, Facing, Car clearance essen

tial
„  Cars not to stop on
„  obstruction in
„  speed when passing over
„  to be properly set .
„  examination and testing of ..

Police signal to stop Car, to be obeyed
„  to be called when necessary and

practicable ..
Pole Trolley
Power—

Conditions determining ordinary
" cut off "

Failure of, precautions to be taken
Not to be applied until trolley
wheel is in position

Not to be used to start Car on, de
scending grade ..

Restoration of, Cars to be started up
gradually

Power to be applied gradually
Precautions in vicinity of schools and

playgrounds ..
„  at special places
„  when approaching

wagon

Preparing Car for Service
Pressure Gauge
Prevention of accidents
Processions of civilians, troops

vehicles
Property of Commissioners not to be

converted to emploj ̂'s private use
Protection of Cars
Public Safety of first importance.

loaded

Rail-bonds • •
Rails, Broken, to be reported ..
„  not to be above road level
„  superelevation of
,, groove to be kept clean

16

71
112-126

78, 79

21u

91, 101
91, 101, 103

67e

67e

07e

64

67o, c
67e, 123
816

41, 85, 88
48, 49, 50,'59, 67

65e

02d,

59c

61(7

02e

61(7

71

71

68e

57
105, 110
68

72

19

90

7, 68c

116o

1176

118

118

119

iMiitii'ilrttainl'
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-I, Index:—continued.Kecord of Car Jlileage
Keeruits' responsibility

Conductor to instruct "
Motorman to instruct

''^^angements o^^Cwmln
)> Order

Removal of passenger from Car
"  " violence not to

Rent "®ed
Repair Book "
Repairs to overhead" equipment
"  ""-"f >»•«

to Clocks, Watches, etc. "
to Permanent-Way

f®™anent-Way, safety of
men dunnEf

Reporting Accidents

sru-eXT''"'' •» '•Re-railing vehicles
Reservoir (Air Brake)

®'''f«ty ValveResponsibilities of Motoriiian for safety ns
Restive'horses " for safety ns
Reverser, the ' ' "" • • 'iSe

82

53

53

53

53

ffrf

37

20

(12/o

-♦Sr
110
44
49,

116
00

31
90c

iafety"of for

""".•idT"™"" "» PPiPl. to b.
"r"' """soppv br.k.

9°"°®®"°" Tiekets"-ISL Srr-.S;. rss,(.' -
Switches ..Senmr employ^ at accident" to sup'er-

Shoek, Electric. (gee end "of Book", i

, 133
006
90/, 102
38. .30. 40, 42

40, 51, 115

51, 115

, d
iOod
I05d
OS

61

086 ■
7. OSc

109

109

109
134 • ^
69/
S7a
671i;

60d, 74c, 1386
24/, 125

r "

00

1  r;'T' " i
•  ' ' t, ■

Mi)

Index—continued.

Shunting at Depots and Terniini
„  of Cars to be protected

during . .
Signal-box, definition of
Signalling, Conductor's position for on

Car
„  Foggy weather ..

Side Barriers
„  at Pitzroy-street, St.

Kilda
Sign " Cut-off "

,, for Compulsory Stopping I'lace. .
,, „ Conditional Slopping Place. .

Signalman, Definition of
5, to provide himself with kit

1, to report irregularities . .
„  Duties of

Signals, Code of Bell ..
„  Hand
„  Motorman not to start with

out
„  Motorman to obey . .
„  Overhead, Motorman and Con

ductor to work in conjunc
tion

„  Special in.strnction re Fitzrov-
street Cro.ssing

.! to be acknowledged . .
." Track (Stop and Cautionj ..Skidding of wheels . .

Smoking on Cars
Sobrietj' of einplojAs^liciting alms, etc., on Cars forbidden
Speed, Extremes to be avoided

„  of Car in foggy weather
„  increase of, after slowing

bidden without signal
„  limits, at various places
,, maxiinuni rate of
St precautioii.s necessary,

proaching Car ahead. .
Stabling Cars
Staff and Ticket System ! ̂

Object of . . ]
Car, when stail to be carrietl
Working, breakdown of Car

Staii
Breakdown of Car. with Staff Ticket
Custody of Staff overnight . .

ap-

with

for-

67

076
1

63/
eojr
76

66e
74e
056
056
1
007,
06»
66<f
03
46, 47, 48

03/
63a

48, 49, 50

66e
636
48. 49 ■
llle
35, 87o
32
87 c
64a
64

03c
646
646

64c, 05c
62i, 67
92-104
92a
96

102a
1026
96
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I \DEX—ccmtinued.

Trailers, shunting of, Conductor to
stand by brake

Tramway, Definition of
,, Intersections
»  „ duty of Signal

man at
Travelling vlthout ticket or pass for
bidden

Trespassing
Trial trips of Cars .
Trolley, Adjustment of in traflSc to be

reported ..
„  change over, how effected

when on wrong wire
„  displacement of, to be sic-

nalled . . . .
,, not to be reversed at night

until passengers have alighted

„  Precautions when shunting . .
,, Cord to be held at special

places
„  to be free from metallic con

tact when in Car Shed
), to he run trailing ..

Trolley-pole, Conductors to arrange
»  „ dangers of
"  " unauthorised persons not

to handle

"  » precautions when revers
ing

Trolley-Wheel displacements, speed
precautions when
restoring ..

"  " displacements to he
reported ..

Unauthorised persons not to interfere
witn Section Switches or Feeders

Unauthorised persona- not to enter Car
oiled

Unauthorised bell signals forbidden
Unclaimed projiertv
Uniform time, etc. ..
Uniforms, prematurely worn out to be

replaced by employe
Uniforms, supply of' and conditions re
use of ..

Unusual stoppages
8

67 m

1

06

■ CO

21

25

57/

59/

59e

59A;, c

59/

59t

48, 58, 50«

59;, 07c
597i., 07/
67c, 59/
24d, 59fc

69j

591, 07e

59 m.

59c

24/

25
O.Sc

2.9

44

1o
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Index—continued.

Use of Sand by Motorman .. .. 109
U.se of Signals during defect, repairs,
or alterations .. .. .. 48-50

Vehicles obstructing track .. .. 08e, 71
„  with projecting loads .. 68e

Watches, custody of .. .. 44o
„  regulating time of .. . .44/
„  repairs of .. .. 4471
„  to he given up .. .. 44

Wheels, avoid skidding of .. .. llle
Winding of Clocks .. .. ., 44g
Working of Cars .. .. .. 52, 90
Witness Cards, jiarticulars necessary 42, 70, (
Working Tr-affic of Double Line over a
Single Lino .. .. .. 91

Working of Trolley-pole .. .. 59
Wrong Line Order .. .. .. 90/
Working of Single Lines by Car Staff
and Ticket System ' .. .. 92-104

3, 79h, 88
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