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VICTORIAN RAILWAYS.

INSTRUCTIONS
TO

EMPLOYES ENGAGED IN THE OPERATION
OF ELECTRIC STREET RAILWAYS.

————

EFFECTIVE AS FROM JUNE, 1942.

This book 1s issued for the use and information of employes
only, and the Instructions contained therein supersede all
others of prior date that are contrary thereto.

Every employe who in any capacity is engaged in connection
with the Electric Street Railways, and every other employe
whom the Head of the Branch concerned considers should
be acquainted with these Instructions, must be supplied by his
superior officer with, and have with him when on duty and
produce when required a copy of this Book of Instructions.

In order to expedite reference, the Instructions have been
arranged 1n suitable divisions (see Table of Contents on next
page). Every employe to whom this book is issued must make
himself thoroughly acquainted with, and must comply with,
every Instruction applicable to him, irrespective of the division
in which it is embodied.

By order of the

VicToriaN RaiLways CoMMISSIONERS.
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DEFINITIONS.

1. In these Instructions, and in any amendip
mentary Instructions that may be issued, unle
something in the subject or context conflictin
construction—

88 t_here be
g with gy},

(a) ** Street Railways " shall mean any Electric R.:
Line operated on any public roadi::, o Rallway
St. Kilda Station and Brighton Beach, Sand,:
ham Station and Black Rock, or betweep rsll?cg};

other points as may be authorised under the order
: s

of the Victorian Railways Commissioners - and

“Tramway " shall mean any Railway Line worked
under the management of the Melbourne and
Metropolitan Tramways Board ;

(b) * Commissioners ”  shall mean The Victorian Raj.
ways Commissioners ;

(c) “Employe” shall mean any person whomsoever
employed by the Commissioners who has been
supplied with a copy of this Book of Instructions,
whether employed in a permanent office or as a
supernumerary ;

(d) “ Officer-in-Charge ”  shall mean the officer of the
Transportation Branch who 1s for the time being
in charge of the operation of the Line ;

() “Motorman”  shall mean the person for jche time
being in charge of the electrical operation of a
Street Railway Car ;

(f) “ Conductor” shall mean any employe acting as
Conductor, Conductor in Charge, or Assistant
Conductor of a Street Railway Car ;

(¢) “ Carmen” shall include Motorman and Conductor ;

(h) “ Car” shall mean any vehicle operated on the Electric
Street Railways or Tramways ;

(1) “ Trolley " shall mean the car current collecting Whe‘%
which makes contact with the overhead contact wiré s
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() *“ Overhead Frog” shall mean that portion of the
overhead contact wire, where one line branches
from another ;

(k) *“ Section Insulator”  shall mean a non-conducting
portion of the contact wire joining two electrical
sections ;

() “ Cut-Off-Sign " shall mean a sign displayed to
denote the point at which the Motorman must cut
off power and coast ;

(m) “ Coasting”  shall mean running the car without
power ;

(n) “Car Staff” shall mean the metal symbol carried
by the Motorman to prevent conflicting move-
ments, on any single line section ;

(o) “Flash Report " shall mean the preliminary infor-
mation sent to the Officer-in-Charge by the senior
employe at the scene of an accident;

(p) Words importing the singular number shall be deemed
to include the plural number, and words importing
the plural number shall be deemed to include the
singular number ;

(¢) Theterm “he,” “his” and “him " shall be deemed

to refer to either a male or female.



I



GENERAL INSTRUCTIONS.

9. Every employe must devote himself exclusively to the
service, and conform to all the Rules and Regulations and
Instructions of the Commissioners ; he must reside at whatever
place may be appointed, attend at such hours as may be required,
and pay prompt obedience to all persons placed in authority
over him.

3. The safety of the public shall be the first and most
important duty of every employe.

4, Except where Special Instructions are issued to the
contrary, every employe must, before commencing each shift
or portion of a broken shift, sign his name and record the time
of commencing duty in the Book, or on the Appearance Sheet,
provided for the purpose, and similarly must, at the close of
each shift or portion of a broken shift, sign his name and record
the time at which he ceased duty.

5. (a) No employe is allowed to absent himself from duty,
to alter his appointed hours of attendance, or to exchange duty
with any other employe, without the special permission of
his superior officer.

(b) 1f, due to illness or other justifiable cause, any employe
be unable to attend at the appomnted time for duty, he must
advise the Officer-in-Charge, or see that such officer 1s ad-
vised, in sufficient time, to prevent Inconvenience arising
from such employe’s absence. o

6. The name and address of every person employed by
the Commissioners must be registered at the Depot to which
he is attached, so that, if required in cases of emergency, the
employe may be readily found. Any change of address must
be at once notified, in order that the record may be kept perfect.

7. No employe is allowed to leave the service of the
Commissioners without giving the required notice.

8. (a) Every employe supplied with uniform dress must,
when on duty, appear in it clean, neat, and complete, with
the tunic (in the case of the two piece suit) buttoned up. The
cap must always be worn straight on the head.

() Any employe who disfigures or damages any portion
of his uniform through private or improper use prior to the
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due date for renewal will be called ¢
at his own expense.
(c) No employe shall remove, alter, of cover |
whilst 1n uniform, or wear the badge of another ¢ Is badge
€.

9. When an employe leaves the service of the ploy

sioners, he must immediately deliver up i uniforr MM,

ort10n

has been issued to him—and all other artic|es belongrirrll\lf One
Commussioners. Any money that may be dye for sagl to the

wages to any employe leaving the Service wil] oy be _écllry or
the Clothing, Books of Instructions, Lamps, Flags TI;all unty]
all other articles the property of the Commissio’ners0 S and
may have been supplied to him, shall haye been deliver Vc\l’hlch
If not delivered up, or if any article be missing, or , ed up,
have been damaged by improper use, the cost of Ppear t,
or of the repair of such damage, shall, unless h
satisfactory explanation, be a debt due from the employe 1 |
Commussioners,.and may be deducted from any pay t) enodt ¢
or if such pay be found insufficient to meet the clajm ueﬁ
become a debt recoverable by law. » Wl

10. (a) Every employe is responsible for the proper s
and preservation of any article or material the Property of th:
Commissioners that may be in his custody or care, apg fio
employe shall sell or dispose of any such article of Materia]
without written instructions from the authorised officer.

(B) Except for departmental purposes, no employe shall take
or remove from any Railway premises or have in his POSsession
any property of the Commissioners : the fact of any such pro-
perty appearing to be waste or useless will not be accepted as
excusing any infringement of this Instruction.

(c) No employe shall use any article, material of thing the
property of the Commissioners to make any tool, pattern or
model or any article, material or thing for any purpose other
than a departmental purpose.

11. The Commissioners may deduct from the salary o
wages of any employe, who is a tenant of any premises vested
in the Commissioners, any sums that may be due by him for
rent In respect of such premises. N

12. Every employe must be prompt, cvil, and obliging,
and must afford every proper facility for the business to be
performed. He must be careful to give the correct informa-
tion, and, when asked, give his name or number without hesi-
tation. No employe shall use improper language, or enter
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into an altercation with the public or a fellow employe,
whatever provocation may be given. (See also clause (),
[nstruction 57)

13. (a) Every Station-master, Clerk, Inspector, Fore-
man, Motorman, Conductor, Signalman, Porter, Shunter,
Ganger, and Trackman connected with the operation of the
Streets Railways, and every other employe whom the Head
of the Branch concerned considers should be acquainted with
these Instructions, must be supplied by his superior officer
with, and have with him when on duty, and produce when
required, a copy of such Instructions. (See Instruction 14).

(3) The Officer-in-Charge must see that a copy of every
printed and written Notice of Signal and other alterations, as
soon as possible after receipt, is supplied to each Motorman
and Conductor working over the Line affected by the Notice.
He must also see that the signature of every such employe 1s
received for the same, in a book provided for the purpose.
This book must be available for reference when required.

14. If any employe of the Commissioners should lose his
copy of the Book of Instructions or Time Table, or other
document which these Instructions require that he should
have in his possession, he must immediately obtain another
copy from his superior officer. -

15. Every officer is responsible for each person under his
control keeping the proper records, books, and accounts appli-
cable to his duties.

16. (a) Every employe must assist in carrying out these
Instructions, and shall immediately report to his superior
officer any infringement thereof, or any occurrence which may
come under his notice affecting the safe and proper working
of the trafhc.

(b) Every irregularity must be reported by the Motorman
and Conductor concerned. Even a seemingly most trivial
irregularity may develop into a serious mater ; therefore every
such occurrence should be reported and every effort should
be made to obtain and furnish correct particulars.

() Any employe failing to report an irregularity which may
have come to his knowledge, will incur the same responsibility
as if he were the person in fault.

(d) In any case where any employe does not understand
his duty, or is in doubt as to his duty, he must immediately
apply to his immediate superior for mstructions.
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17. Every employe must render his 1
adherence to fhe pub]}C Tlme Tab]e, est e o

Table as may be provided.

18. (a) Employes must neither congregate
or roadway 1n front of the Depots, nor o on the fo,
or doorways. When off duty, if they rema(;r In the pas:path
mises, they are expected to occupy the ro(l,n abom the ey

. ms g Pre.
their use. et apart ¢

(b) Rooms allotted for the use of employes or
therein, must be kept tidy and clean ; et and the ttin
must not be thrown on the floor, and all ]itterp S of fooq etcgs
i the receptacle provided. Writing on the wmll]JSt be Placeg
is forbidden, and no notices, pictures, advert?ses Or fitting,
chall be exhibited on the walls, unless auth ements, g
Officer-in-Charge. onsed by the

19. (a) Any employe knowing of fire or of an g
of any obstruction or defect likely to cause or Coacc.‘dent or
an accident on the Line, must report 1t, or ensurnt{lbUte- to
reported at once to the Officer-in-Charge, and muetlts bein
such services as such Officer or the occasion ma Sr perform

(b) In the event of any outbreak of fire at theyCaerqlél}l;eo
or other departmental premises, the Fire Brigade mu teis’
immediately sent for, and pending the arrival of the BriS ade
the most effective steps possible In the circumstances ffnu:t
be taken to deal with the outbreak.

(c) Every employe available, whether on or off duty, must
render assistance, and the chemical fire extinguishers, hoses,
buckets, etc., provided must always be ready for use and used
as required.

Water must not be directed on any electrical wire or piece
of electrical apparatus whilst that wire or apparatus is carrying
an electric current.

(d) In any instance in which a Car 1s on fire in the Car
Shed, every effort should be made to remove the car we
clear of the shed, or, if this be not practicable, to clear a spac
around the car affected. (See also Instruction
. 20. (a) Every employe is forbidden to partake of or have
in his possession any intoxicating liquor whilst on duty or
departmental premises.

() If any employe in charge consider at any time thatf ar;)q/
el.nPIOYfB under his direction or supervision is unfit t0 per Oro
his duties properly by reason of being under the influenc®

4

sto

or s
uch SPeciy| fiﬂer_r
im

e
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:toxicants, he shall suspend such employe from duty, and
- mediately report the matter to the Head of his Branch by
or through his immediate superior.

(c) If at any time any employe should have reason to suspect
that another employe on duty 1s under the influence of intoxi-
cants, he must, by the most expeditious means, at once acquaint
with the circumstances the person under whose supervision
or direction such employe 1s working. (See clause (o),
[nstruction 33).

91. No gratuity is allowed to be taken from a passenger
or other person by any employe.

22. No employe shall accept a presentation without the
consent of the Commussioners.

93. No employe shall trade, either directly or indirectly,
for himself or others.

24. Employes are invited to offer suggestions tending
to improvement n the Service, which will be given careful
consideration and recognition.

95. No employe shall take out a patent for any appliance
tested or used on the Railways, without the permission of
the Commissioners, and in the event of permission being given
to patent any article used on the Railways, the Commussioners
shall have the right to use such article without paying any
royalty therefor.

26. (a) No person who is not an intending passenger shall
be allowed on any car.

(b) No employe must be allowed to travel on the Railways
unless provided with a proper ticket or free pass; and if an
enclosed Driving Compartment be provided no employe must
be allowed, unless in the execution of his duty, to nide in such
compartment.

(c) No employe, travelling on a pass, must occupy any seat
required for a paying passenger.

27. (a) Carmen must not allow any truck, bicycle, or other
vehicle or any animal to be attached to or drawn behind or
at the side of the car.

(b) No person must be allowed to ride or stand on the foot-
board, step, roof or dash rail of any car, and if any person
declines to move from such a position he must be removed
without unnecessary force ; if necessary, the assistance of the
nearest Constable must be obtained.
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