INSTRUCTIONS

1)

TRAIN CONDUCTORS

ON

EXPRESS & MAIN LINE TRAINS |

(MELBOURNE AND ADELAIDE EXPRESS TRAINS EXGEPTED)

TO

PARLOR CAR CONDUCTORS

ON

SYDNEY EXPRESS TRAINS

AND TO

TRAVELLING TICKET COLLECTORS

ON

ALL TRAINS.




VICTORIAN RAILWAYS

INSTRUCTIONS
TRAIN CONDUCTORS

ON

Express and Main Line Trains
Melbourne and Adelaide Express Trains excptd.)

TO

PARLOR CAR CONDUCTORS
ON

Sydney Express Trains

AND TO

TRAVELLING TICKET
COLLECTORS

ON

All Trains.

" In effect from Ist May. 1912,

————

C. MACAW,
GENERAL SUPT.

Transportation Branch.
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2. The Conductor must be neat and tidy in appearance
and courteous and obliging towards pascengers, and must
abstain from the use of intoxicating liquors, the slightest
sign of which on him will render him unsuitable for the
position of Conductor. He must ministerinevery reasonable
way to the comfort of the passengers and must make himself
familiar with and observe every detail of all instructions
iesued for his guidance, including the Regulations pertain-
ing to his duties in regard to passenger traffic, and he must
have a copy of the Book Time Table alwaysin his possession
and see that time tables are available in the receptacles
provided in the first class carriages.

He must obtain and impart as far as possible all informa-
tion sought and endeavour in all respects to make travelling
comfortable for the passengers.

Ladies, children, elderly people and invalids must be
given his special attention.

He must see that all passengers hold proper tickets or
free passes for the journeys they make, and that they
travel in the correct class of carriage.

The attention of the Conductor is directed to Rule 13,
which forbids employes accepting any gratuity from
passengers; and also By-law 19 on the subject.

In addition to the special ticket nippers supplied him
the Conductor must always have a carriage key for use as
may be required.

The Parlor Car Conductors are included in this instruc-
tion except where it is not applicable to the Parlor Car.

3. At least thirty minutes before the departu-e time
of the train from the terminal station the Conductor must

obtain from the equipping staff at Spencer-street or the

appointed employe at other stations the necessary equip-
], and place the

ment for the carriages which he will contro
articles in their proper positions (except the cpmbs and
brushes, which he must place immediately the train starts).
He must also obtain the articles which comprise the port-
able kit and take them on the carriages.

If from any cause he is ‘unable to equip his train
strictly in accordance with the }nstructlons he must report
the circumstances to0 the Station-master at the starting
station. ‘ .

He must see that the tanks in the carriages under _h1s
control are supplied with clean water; that the lavatories,
urinals, closets and the whole of the interior of the
carriages are thoroughly clean; t.hat sanitary Dpaper,
soap, towels and tumblers are p_rov1ded and are in their
proper places; that a supply of good filtered water 18

PRPISTTIIRR Joeie 1Y

(teneral  Dutirs
of Conductors.

Ispection, etc.,of
Equipment.
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provided: and that the fittings of the carriages arg ¢,
and in perfect order. I{q must promptly report any
sions or defects to the Station-master abt the Startingg

Any discrepancies in equipment not rectifie(
train starts, or any article lost or broken on the io
must be replaced from the portable stock, or obtai ! Mey
one of the equipping stations en route, an(
must, before he leaves duty, report the par

ticularg to
Station-master at the station where hijg run th

terminates,

staffs at all stations a8 much assistap
with the coaching work,
the van work when iecessary, as soon ag the Coaching g
finished, and assist the Guard with the checki

ing of parcels as far as the performance of the dutjeg
specially allotted to him will allow,

When approaching a station where the stopping time
of the train is limiteqd he must request Passengers wh,
desire to alight to be in readiness to do go Dromptly, ang he

must have their luggage so arranged that it cap be quickly
put out on arrival,

5. The Conductor must keep the Interiora
of the carriages scrupulously clean throughou
Advantage must be taken of the absence of
meals to make an eXamination of the com
remove any litter from the floor, etc.

Special attention must be paid to the urinals and
closets, which must be cleaned frequently, and disinfected
when necessary on the journey.

nd equipment
t the journey.
bassengers at
partments and

Washbasins must be sponged or wiped with g cloth as
often as necessary.

The Parlor Car Conductor must observe this instruction
with regard to the Parlor Car.,

6. The equipment of vestibule carriages consists of
the following articles —

1 soap holder
I roller towe] } for each lavatory
1 roll of sanitary paper
1 hair brush) for each first class lavatory (Sydney
1 hair comb } and Albury Express trains)
2 tumblers in the corridor (A.W. and B.W. car-
riages 1 tumbler).
ahle ) in each first class com-
2 window dust guards §  partment
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4 spittoons ‘in locker in one of the second i
2 rubber mats \ class lavatory compartments :
6 smoking notices on Sydney and Albury Ex-

press trains

Footwarmers during the winter months.

. The Conductor’s portable kit consists of the follow-
ing:— '
2 tumblers

L clothes brush (Sydney Express train)
4 roller towels

1 powdered soap filler (charged)

1 roll of sanitary paper

2 sponge cloths

i ﬁzg Eglrls]l;} Sydney and Albury Express trains  !'

1 packet lamp mantles.

On arrival at terminal stations on Up and Down %
journeys the Conductor must remove all the equipment i
from the carriages and hand it over to the equipping staff
at Spencer-street or the appointed employe at other
stations, together with a report of any discrepancies.

In the event of the Conductor changing over with i
another Conductor at any intermediate station, he must .
bring any shortage of equipment, defect in, or damage to .
carriage fittings under the notice of the Relief Conductor. 3

The Parlor Car Conductor will require to prepare a
Conductor’s Trip Report (Form T.R. 51a) for each return
journey he makes, and hand it to Stationmaster, Spencer-
street, after arrival on the Up journey, This form (a
sample of which is printed with these instructions) will &
have printed upon it the standard equipment provided for
the Parlor Car, and on each journey the Conductor must b
check his equipment with the standard equipment, and note il
and explain on the back of the form any discrepancies or
irregularities in, or damage to equipment.

In the event of the Parlor Car Conductor being relieved it
en route, or the car put out of running without completing
a return trip, the Conductor’s Trip Report must be fur-
nished as for a full return trip, and an additional report
| furnished for the other portion of the trip.

7. The Conductor must record on Form P. 163 the Record of |
number of vestibule carriages on the train and the maxi- Passengers !

» . Travelling.
mum number of passengers travelling in each first and ravet
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6
second class compartment on the Dovxfn and Up journeyg
separately in each of the following sections :—
Sections.
Line. . =
From To.
North Eastern Melbourne Seymour
Seymour Benalla,
Benalla Wangarratts
Wangaratta odonga
Northern Melbourne Woodend
Woodend Castlemaine
Castlemaine Bendigo
North Western Melbourne Ballarat
Ballarat Ararat
Ararat Stawell
Stawell Dimboola
Dimboola Serviceton
South Western Melbourne Geelong
Geelong Colac
Colac Camperdown
Camperdown Warrnambool
Goulburn Valley Seymour Shepparton
Shepparton Numurkah
Numurkah Cobram
Eastern Melbourne Warragul
Warragul .| Traralgon
Traralgon .| Sale
South Eastern Melbourne | Korumburra
Korumburra Leongatha
Leongatha Foster
Foster Toora
He must hand the form to the Station-master at the
station where he leaves duty, both on the Down and
Up journeys, for transmission to the Superintendent of
Passenger Train Service.
The Parlor Car Conductor must complete the Parlor
Car seat diagram (Form P 162) for each Down and Up
R s e e
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jc;urney, and hanq both in at the office of the Superintendent
of Passenger Train Service after arrival on the Up journey.

On arrival at Wodonga, the Conductor on Down
Sydney and Albury Express and 6.15 a.m. Down trains
must advise the Station-master of the number of male and
female through passengers (each child of any age to be
coqnt:ed as a passenger) for New South Wales on the train
This is required for migration statistical purposes and must
be accurate.

8. The Conductor must assist passengers to find seats
and must see that full use is made of each compartment,
and if necessary, request passengers to transfer to other
compartments in order to avoid hauling more carriages than
are required, but he must take care not to subject passengers
to unnecessary inconvenience.

.The Conductors must not permit passengers to place
then: luggage on seats which they do not occupy, thus
ma}clng other passengers reluctant to secure them in the
belief that they belong to travellers temporarily absent
from the compartment.

9. To ensure comfort for the majority of the passengers,
and to safeguard Departmental property, the Conductor
must be continuously on the alert and discountenance
in a tactful manner any noisy or objectionable behaviour,
and frustrate any action which may tend to damage fittings
or equipment, such as striking matches on mirrors or panels,
using cushions for footstools, ete. If any passenger persist
in offending, his name and address and the names and
addresses of witnesses must be taken and the matter

reported.

In extremely bad cases, and in any instance in which
the By-laws of the Department have been infringed, the
attention of the Station-master at the next stopping
gtation must be directed to the ocourrence, so that he may

determine whether the offender should be given into the
charge of the police.

10. The Conductor must see that vestibule curtains are
gecured, mats placed in position, and the doors between
first and second class carriages, and the doors dividing
first and second class portions of composite carriages kept
locked, and he must report if any lock be found defective.

11. The Conductor must see that «Reserved Compart-

ments’ or
persons.

«“Qeats” are not occupied by unauthorised

Full Use to be
made of Com-
partments.

Conduct of
Passengers.

Communication J ;

between
Carriages.

Reserved Com-
partments. |




Passengers
Qvercrowding

Train too long
for Platform.

Ticket Check-
ing and
Collecting.
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12, The Conductor must use every endeavour to pre-
vent passencers overcrowding any portion of a train while
room exists in another portion thereof.

13. In any instance in which the train is too long for
the station platform and it is necessary for the van tq come
to the platform, the Conductor, having first locked all
the exit doors which are away from the platform, myst
take up a position in the leading carriage which overlapg,
and direct passengers desiring to alight through the
corridor to the adjoining carriage so that they may alight
with safety on the platform.

NORTH EASTERN LINE.

14. 5P.M. DOWN SYDNTY EXPRESS.—Departure checks
of passengers’ tickets will be made at Spencer-street ang
Seymour by the station staffs,

The tickets held by passengers who alight at Seymour,
Benalla and Wangaratta, will be collected, and those of

passengers who join examined and nipped by the respective
station staffs.

The Conductor must examine and nip all passengers
tickets (Parlor Car included) en route between Wangaratta
and Wodonga, and collect the Wodonga, Albury and the
Victorian portions of Inter-State tickets which, after can-
cellation, he must hand to the Station-master, Wodonga,

He must collect the Parlor Car seat tickets, and after
comparing them with the seat diagram, initial the latter
and endorse thereon whether it agrees with the tickets
collected, and hand the tickets to the Parlor Car Con-
ductor, who must hand them in at the office of the
Superintendent of Passenger Train Service, together with
the seat diagram, after arrival on the Up trip.

He will be advised of the number of tickets issued at
odonga for Albury, and he must collect these en route to

ury, and hand them to the Station-master, Wodonga, on
his return.

PARLOR CAR oN 9 P.M. DOwWN SYDNEY EXPRESS.—A

departure check of Passengers’ tickets will be made at
Spencer-street,

The tickets held by passengers who alight at Seymour,
Benalla or Wangaratta, wil] be collected, and those of
Passengers who join examined and nipped at the barrier

by the respective stat:ion staffs. The Parlor Car Conductor

must collect the Special seat ticket as the passengers leave

6 car, and must examine ang nip the tickets held by all
eymour and Benalla.
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754 A M. Up SYPDNEY EXPRESS.—The tickets held by
passengers who alight at Wangaratta, Benalla and Sey-
mour, will be collected, and those of passengers who join
examined and nipped at the barrier by the respective sta-
tion staffs.

' The Conductor must examine and nip all passengers’
tickets (Parlor Car excepted) en route between Wodonga
and Wangaratta.

' The Ticket Collector, who will join the train at Seymour,
will examine and nip all passengers’ tickets (Parlor Car in-
cluded) en route to Spencer-street and collect all Melbourne
tickets and Parlor Car seat tickets. The former must be
delivered to the staff at North Melbourne and the latter
to the Parlor Car Conductor.

. The Ticket Collector must initial the Parlor Car seat
diagram and endorse thereon whether it agrees with the
seat tickets collected.

PARLOR CAR ON 7.54 a.M. UP SYDNEY EXPRESS.—The
tickets held by passengers who alight at Wangaratta,
Benalla or Seymour will be collected and those of passen-
gers who join examined and nipped at the barrier by the
respective station staffz. The Parlor Car Conductor must
examine and nip all Parlor Car passengers’ tickets en route
between Wodonga and Chiltern. If any passengers be not
provided with Parlor Car tickets he must issue them from
his stock.

The Ticket Collector, who will join the train at Sey-
mour, will hand the Parlor Car Condnctor the collected
Parlor Car seat tickets, and the latter must deliver them at
the office of the Superintendent of Passenger Train Service
together with seat diagrams after arrival at Melbourne.

4 P.M. DOWN ALBURY EXPRESS.—Departure checks of
passengers’ tickets will be made at Spencer-street and Sey-
mour by the station staffs.

The tickets held by passengers who alight at stations
en route to Barnawartha inclusive will be collected, and
those of passengers who join examined and nipped by the
respective station staffs.

The Conductor must examine and nip all passengers’
tickets en route between Euroa and Benalla, and again be-
tween Wangaratta and Springhurst, and, after passing Chil-
tern, he must collect all Wodonga, Albury and Victorian por-
tions of Inter-State tickets, which, after cancellation, he must

TS
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hand to the Station-master at Wodonga. He will be ad-
vised of the number of tickets issued at Wodonga for Albury
and he must collect these en route to Albury and hand then,
over to Station-master at Wodonga, on his return.

817 AM. UP ALBURY EXPRFSS.—The tick
passengers who alight at stations en route wil
and those of passengers who join ex
the respective station staffs,

ets held by
I'be collect
amined and nipped h

)

Y

The Conductor must examine and nip all
tickets en route between Wodonga and Chilter
between Benalla and Seymour. The Ticket C
will join the train at Seymour, will examine 3

sengers’ tickets en route to Spencer-street
Melbourne tickets.

passengers’
n, and agaip
ollector, who
nd nip all pas-
and collect a]]

6.15 A.M. DOWN PASSENGER TRAIN.
of Passengers’ tickets will be made at
Seymour by the station staffs,

The tickets held by passen
en route to Barnawartha incl
those of bassengers who join e
respective station staffs,

—Departure checks
Spencer-street ang

gers who alight at stations
usive, will be collected, and
xamined and nipped by the

, collect all Wodonga, Albury and
portions of Inter-State tickets which, after cancel
must hand to Station-master at Wodonga.
vised of the number of ticketsissued at Wodo

and he must collect these en route to Albury and hand thein’
over to Station-master, Wodonga, on his return,

2.2 P.M. Up PASSENGER TRAIN.—A departure check
of passengers’ tickets will b

e made at Seymour by the
station staff.

The tickets held by passengers who alight at stations
en route will be collected, and those of passengers who join
examined and nipped by the respective station staffs.

lation, he
He will be ad-

The Conductor must examine and nip all p
tickets en route between W

between Benalla and Eurog

The Ticket Collector, wh
will examine and nip all p
North Melbourne, and colle

asgengers’
odonga and Chiltern, and again

o will join the train at Wallan,
assengers’ tickets en route to
ot all Melbourne tickets,

(s PR ——
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NORTHERN LINE.
MELBOURNE AND BENDIGO.

DOWN PASSENGER TRAINS. - A departure check of

passengers’ tickets will be made at Spencer-street by the
station staff. l
The tickets held by passengers who alight at stations

en route will be collected, and those of passengers who join
examjned and nipped by the respective station staffs. The
Bendigo tickets will he collected by the staff at that station
at the barrier.

. The Conductor must examine and nip all passengers’
tickets en route between Sunbury and Kyneton, and again
between Castlemaine and Bendigo. .

UP PASSENGER TRAINS.—A departure check of pas-
s:ni;gfers‘ tickets will be made at Bendigo by the station
staff.
The tickets held by passengers whe alight at stations
en route will be collected, and those of passengers who join
examined and nipped by the respective station staffs. The
Conductor must examine and nip all passengers’ tickets en
route between Castlemaine and Kyneton. The Ticket Col-
lector, who will join each train at Sunshine, will examin2
and nip all passengers’ tickets en route to North Melbourne,

and collect all Melbourne tickets.

NORTH-WESTERN LINE.
MELBOURNE AND SERVICETON.

740 A:M. DOWN PASSENGER TRAIN.—Departure checks
of passemgers’ ‘fickets will be made at Spencer-street,
Ballarat, and Murtoa by the station staffs.

The tickets held by passengers who alight at stations
en route will be collected, and those of passengers who join
examined and nipped by the respective station staffs.

The Conductor must examine and nip all passengers’
tickets en route between Bacchus Marsh and Ballarat,

) and Dimboola, and after

Ararat and Stawell, and Horshan
d door of each carriage

passing Kaniva he must lock one en
the Victorian portions of

to facilitate the collection of
Inter-State tickets, and the tickets of passengers for
Serviceton by the staff there on arrival.

55 A.M. UP PASSENGER TRrAIN.—Departure checks of
passengers’ tickets will be made at Serviceton, Stawell, and

Ballarat by the station staffs,
assengers who alight at stations

The tickets held by D or
en route will be collected, and those of passengers who join
examined and nipped by the respective station staffs.
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