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LINE DUTTES OF OPERATIONS OFFICERS

The Operations Officer’s first responsibility is to give close supervision
to the tram or bus services on the routes under their jurisdiction to ensure
they are operated =fficiently and regular headways maintained for the
convenience of the travelling public.

Regular and dependable services can onliv be achieved by the full co-
operation of the members of the platform staff and their strict observation
of the timetable schedules and the Rules and Regulations.

Operations Officer’s are expected to give full attention to the work of the
nlatform staff in order that anv tendency to ignore the schedules or Rules
and Regulations can be promptiv detected and action taken to deal with and
rectify the matter. In matters of minor infringements, corrective action
should be finalised on the spot.

To be able to do this and give the maximum measure of supervision, each
Operations Officer must be fullv conversant with the timetable schedules as
well as having a thorough knowiedge of the Rules and Reguiations. In addition
they should keep themselives familiar with special notices and instructions
and see that the emplovees understand and cbserve the duties required.

They must have a close working iknowledge of the Depots and the routes
cperated therefrom =nd be familiar with the special features of each route,
zuch as. locaticn of. locDs, crossovers. cempulsory stops, bundy clocks, end
ot fare sections "Slow Down" zna "Cut Off" discs on cverhead power wires,
railwayvs level crossings etc.. also Sport Grounds, Racecourses, Theatres or
anv other wmlaces where crowds mav assemble.

Their personal appearance and manners are required to be such that they will
favourably impress the nublic as weil as provide an example for the uniformed
siatform staff.

"hev should be reaav it oalL
1

fimes to assist rassengers and members of the
rublic in everv wav nossi “a ap]

& o Zive anv  information as may be
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icns Officer’s should be conversant with the service needs of the
ict and should report to “he District Manager anv service adjustments
P

s
onsidered necessarv. .nd anv matters relating to rolling stock, track, etc,
which require attention.

Thev are to give special attention to trarfic to and from sporting events

sn  their routes and see that the services provided are used to the best
advantage, and report to  the Special Events/Revenue Co-ordinator on the
adequacy or otherwise ¢ “he service. or such attenticn as mav be necessary

for subsequent events.
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LINE DUTIES (Cont)

When it is necessary to give special 1nstruct10ns to a tram or bus crew,
particulariy in the case of "turnbac ensure that both the driver and
conductor are advised, and that passengers are informed of alternate
transport. For safety of operaticn, the following tram driver must be
instructed to stop at the appropriate fouling studs.

Route duties which should be given regular attention are:-

(i) Observe and check the passengers on trams and buses at heavy loading
points and submit details on passenger check forms provided, at
regular intervals or on special occasions,as required.

(i1} Check condition of trams cr buses and report znv defects observed.

’iii} See that members of the platform staff z2re dressed in full uniform
and that it 1s being correctly worn.

{iv) Ride as frequently as duties permit on trams or buses and see that
drivers are handling the equipment properly, aiso observe and check
the work of Conductors and carrvy out ticket checking duty as required
to ensure that Conductors are periorming their duties correctly and
that Uassenqers are not over - riding or evading payment of fares.
See that "Scholars Concession Ticket" holiders are observing seating
conditions, that rpassenszers are Leeplna entrances clear, and are
observing non-<moking reguiations

(o) Reprimand emplovees detected in committing breaches of the Rules and
Regulations and report details of sucn offences. when necessary.

(+vi)} .Assist in lcading ana despatching of trams or buses at important
loading points during the peak hour periods in accordance with the

traffic requiremenrtc,

“s-operats Tith

13 rariic rolice in the <despatch or iratffic generally,
znd bv personal ocnrtact. -stablish 3 vorkable arrangement for
.2Spatcnes 2T [COTSalii. aces. .and Sports enues. oto.

~1iij s reguirea, "follow up”' 'nd report on the appropriate Forms on the

:roEress ot btudent Urivers during their initial training.

ix) ‘iake contact wWith new empiovees with the object of welcoming them
during their nrobaticnarv pericd and ride with them as often as
possible o "follow up”  _neck on their progress and help them to
avold mistakes. Jepcris on sucn follow up duties are to be submitted
cn the prescribed Iorm ror the information of *he Training Centre.

i-o) jive supervisicn as rsquirea o the loading and unicading of special
‘rams or buses and report any irregularities in connection with the
peration of same.
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LINE DUTIES (Cont)
Regularly inspect and report on the following:-
(i) The cleaniiness of, and any defects in, the employees conveniences.

(i1) Track Conditions, Points. Crossovers and Termini, noting any defects
requiring attention.

(111) Defects in overhead trolley system, such as clips away or part away
frayed span wires, defective frogs etc. ’

(iiii) Conditicn of passenger sheiters., locading platforms, and safety
zones.

{ivi Stop signs. publiicity boards. :imetables, service telephones and
overhead signs requiring replacement or other attention.

{(v) Record on Dalily Report Form the times and locations of duty during
shifp. ?be pumbgp oI follow - ups, or ticket checks umdertéken, and
any inclidents which preciude this work from being done. In most
cases, movement between locations will provide for this duty, but
all such movements must be shown.

‘~1) Record on form provided, tosether with the cause, particulars of
all trams or buses turned back.

e foregoling are some of the dutles wnlch SDelelC‘aJ_lV appls' to rations
P ; . . L \ b Ope
ficer’s on line duties,.
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There are, however, other functions .and responsibilities which apply to

Operations Officer’s on Depot Duties - these are incorporated in the general

i T ino g1V by t 3FF3 : T 3 s )
;ralnln? nl\en-oy ’Lhe ?LflCeF s Training School and are included in the
Operations Officer’s Office Procedures” manual.



