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Every officer and employe to whom a copy 

of this pamphlet is issued must forthwith make 
himself thoroughly acquainted with, and will 

be held responsible for compliance with, the 
instructions contained herein. 
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1. Every pemanent employe, and every supernumerary employe must be supplied with a copy of this instruction 
Pamphlet Book and any Instruction as directed by the 
Chief Mechanical Engineer. Every Officer in charge of a 
Workshop or Depot will be held responsible for ensuring 
that the books are supplied as directed, are properly signed 
for, and that the receipts are sent to the Chief Mechanical 
Engineer. 

GENERAL 

2. Every employe issued with a copy of this Pamphlet 
Book must make himself thoroughly acquainted with and 
will be held responsible for compliance with the Instruc 

tions contained herein. Alterations or additions authorized 
from time to time must be neatly inserted by each 
employe to whom an amendment is issued. 
3. An employe must return this Pamphlet Book to the 
Officer-in-charge on completion of his employment 
Department. Should he fail to do so he will be required to 
pay the prescribed cost of same. 
4 Every employe at any Workshop or Depot must 

make himself thoroughly acquainted with and wll be 
held responsible for compliance with all instructions and 
notices which are posted on a notice board and which 
Concern him. 

5 An employe must not introduce any stranger into 
any Workshop or Depot without the permission of the 
Officer-in-charge. 
6. Any person, whether a candidate for a Pariamentary, 
Municipal, or othsr election, must not be permitted to 
canvass within any railway premises. 

8. 

7. Every employe must be punctual in his attendance, 

promptly obey all orders of a superior, and must carry 
out in a regular and methodical way all work entrusted 
to him. 

An employe must not bring intoxicating liquor on to 
any railway premises, locomotive or vehicle. 
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9. Any employe who has reason to believe that another 
employe is intoxicated, or under the influence of intoxi 
cating liquor, or suffering from the effects of over-indul 
gence therein, or is bringing such liquor or causing it to 
be brought on to a locomotive, vehicle, Or any railway premises, måst immediately report the fact to his Oficer 
in-charge, or the imme diate Superior Officer-in-charge of 
the employe in question. 

Any employe who may be at a station or depot 
where he cannot appeal to a Superior Officer of his own 
Branch, and who. may be reporting such an offence, 
must direct the attention of officers of other Branches 
or some other person or persons to the matter, so that 
corrobotative evidence may be obtained, and must report 
the occurrence to his immediate Superior Officer at the 
earliest opportunity. 

10. Gambling, bookmaking, or the promotion of. a 
Sweep by an employe on railway premises is strictly 
prohibite. 

11. Every employe is prohibited from smoking at any 
time in any place where it is likely to cause isk of fire 
and/or where "Smoking Prohibited" notices are displayed. 

12. An employe must not occupy a portable house. or 
other Departmental premises without pemission. 

13. Every employe not entitled for free quarters, and 
who occupies a Departmental residence, must sign an 
agreement and pay rent and the rates and taxes prescribed 
in such agreement. On vacating the premises, the employe 
concerned must give written notification to the Chief 
Mechanical Engineer, through the Officer-in-Charge, and 
hand the keys over to the Officer-in-Charge; otherwise he 
will be liable for the rental and other charges up to the 
date on which the matter is brought under notice. 
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14. Every employe who is required to do so must prepare 
and sign a time sheet showing in detail the time worked 
on every job, and hand it to his Officer-in-Charge not later 
than the beginning of the following shift. 

15. An employe must not make any false entry or alter 
or erase any entry in any time book, time sheet, attendance 
book record, running sheet, or time car. 

16. An employe is not permitted to work a shift for, 

or change shifts with, another employe without having 
obtained the permission of the Officer-in-Charge, who 
must not agree to any change which would involve 
excessive hours of duty, inadequate period off duty for 
rest, or which would, in any other respect, infringe any 
Award governing working conditions. The name of the 
employe actualy working the shift must be shown on 
the time sheet, and not the name of the employe for 
whom the shift is worked. 

17. (a) Any employe other than an employe connected 
with train running 

(i) who report for duty after the prescribed time 
for commencing duty but less than 30 minutes 
after such time will be regarded as having 
arrived at the next fractional timekeeping hour. 

(ü) who reports for duty more than 30 minutes 
after the commencing time of a shift will not 
be allowed to start until the completion of the 
mid shift interval except at the discretion of 
the Officer-in-Charge. 

(üi) who reports for duty after the prescribed time 
for commencing work after the mid shift meal 
interval, but less than 15 minutes after such 
time will be regarded as being late to the next 
fractional timekeeping hour. 
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(iv) who report for duty more than 15 minutes 
after the prescribed time for commencing work 
after the mid shift meal interval will not be 
permitted to start unless specially authorised 
by the Officer-in-Charge and any such absence 
will be regarded as absence without leave. 

(v) who habitually loses time will render himself 
liable to discipline. 

(b) Any employe connected with train running 
who reports late for duty will not be permitted to start 
unless his services are required by the Officer-in-Charge in 
which case he will be signed on at the time his services are 
actually required. 

18. (a) Every employe supplied with a metal token 
bearing the number allotted to him must take his token 
up before commencing work, and deposit it in the proper 
place when leaving. �ny employe who loses his token, 
allows it to be become defaced, proceeds to his work 
without taking it up, does not deposit it on leaving, or 
takes up or deposits more than one token will be punished. 

(b) Every employe in a shop where a time clock is 
installed must, before commencing work, press the bell 
punch on the clock on the number allotted him, and he 
must do the same on leaving work. Any employe who 
punches the wrong number on a time clock, punches on 
or off or attempts to punch on or off for another employe, 

or fails to punch on or off, will be punished. 

19. An employe must not, without permission, leave 
duty at other than the appointed time. Any employe who 
obtains leave of absence must hand his token to the 
Timekeeper, or record his time of ceasing duty on the 
time clock, where such is provided. In ali cases he must, 
when leaving, report personally to the Timekeeper who 
must note the time of departure, and must obtain from the 
Officer-in-Charge a docket certifying that the employe 
was granted leave at that time. 
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20. (a) Except when required to do so in the coutse 
of their normal duties employes are not permitted to ride 
in any vehicle being docked or shunted. 

(b) Every employe must enter and leave his work 
ing location through the proper entrance and exit, and 
except Electric Train Drivers attached to the Electric 
Running Depot every employe who journeys by train 
must enter and leave Railway station platforms by the 
public entrance or exit. 

21. An employe must not during working hours leave 
his specified place of employment without the permission 
of the Officer-in-Charge. 

22. An employe must not remain in or return to any 
workshop after working hours without the permission of 
the Officer-in-Charge. 

23. Work must not be undertaken for any other Branch 
or anyone outside the Department without the authority 
of the Chief Mechanical Engineer. 

24. An employe must not open another's drawer, box, 
cupboard or locker, or take any tools belonging to a 
fellow employe, without his leave, unless directed to do so 
by his Officer-in-Charge, and in the latter's presence. 

25. Every employe in charge of a Tool Store must keep 
an accurate record of all tools in the store. He will be held 
responsible for their safety, branding and condition, and he 
must report to his Officer-in-Charge any case of damage 
which is not due to fair wear and tear. The name of every 
employe obtaining a tool, or returning it, must be recorded 
with the date of its issue and return. If any tool is not 
punctually returned, he must communicate at once with 
the Officer-in-Charge of the employe who retained it, and 
he must see that the whole of the tools are returned 
to the Tool Store at the end of each week. 



26. Every employe obtaining a tool from a store, must give his name, with the particular description and size of the tool he requires, to the person in charge, so that it may be entered against him. He must also return the tool within a reasonable time, and repeat his name, etc., as on taking it out, so that the debit may be written off. 
27. Every air jack must have the piston withdrawn and examined every twelve (12) months, and at the same time the leather must be cleaned and oiled before being replaced. 

When an air jack is being examined or repaired, the air pipe between the air jack and the air supply must be disconnected before anything is done to the air jack. This will prevent the supply of air to the jack whilst any 
employe is engaged on it, and so obviate an accident. 
28. Every Crane rope, Crane chain, rope, sling, chain sling, and other rope and/or chain tackle used for lifting 
purposes, must be carefully examined on the first working 
day of each week by the Officer-in-Charge, or an employe appointed by him to see that they are sound and fit for 
use. Before using them every employe concerned must also examine them and satisfy himself that they are in 
good order and perfectly safe for the weight to be handled. 
29. Every employe who accidentally breaks or otherwise injures a tool or spoils material and neglects to inform his 
Officer-in-Charge thereof, or who carelessly or wilfully 
destroys or loses any tool or other article, or defaces or 
alters any drawing or pattern, must make good the loss or 
damage or be dealt with in such other manner as the Chief 
Mechanical Engineer may direct. If the tool forms part of a 
kit of a locomotive is must be replaced at once. 
30. An employe must not, upon any pretence, nor for other than Departmental purposes, take from any railway 
premises any Departmental property, nor convert to his 
own use any material or articBe which is the property of 
the Department. The making, repairing or cutting of any 
article by an empBoye upon raiway premises for private 
purpose is prohibited. 
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31. Every employe having occasion to take tools or 
material from a Workshop or Depot to any place where he 
may temporarily be employed, must obiain a written 
permit from his Officer-in-Charge, and hand it to the 
`toreman, who must check the articles before they are 
taken off the premises. Such tools and any surplus material 
must be returned to the Workshops or Depot through the 
Storeman. 

32. Any tool, appliance, or material of any description 
belonging to the Department, must not be sold, loaned 
or borrowed, or removed from any Workshops or Depot 
without authority of the Chief Mechanical Engineer. 

33. An employe must not bring into any Workshop or 
Depot any material or goods of any description other than 
his own personal effects or tools which are required for 
his work. 

34. Only these employes certified as competent by the 
Superintendent of Locomotive Running shall take charge 
of a steam locomotive, electric train, electric locomotive, 
diesel electric locomotive, diesel electric rail motor, iesel 
locomotive or rail car. 

Only an employe certified as competent by the 
Superintendent of Locomotive Running shall be fireman 
on a locomotive. 

Only those employes certified as competent by the 
Chief Foreman, South Dynon Loco. Depot, shall take 
charge of a Rolling Stock Branch wreckage Crane. 

Only those employes certified as competent by the 
Superintendent of Locomotive Running shall take charge 
of a locomotive crane or the boiler of a steam crane outside 
a depot or a workshop. 

On!y those employes qualified by the Superintendent 
of Locomotive Running shall take charge of any steam 
Crane or its boiler within a workshops area or within a 
depot. 
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In each case a certificate shall be forwarded to the 
Chief Mechanical Engineer by the Officer concerned, 
setting out the date on which the employe was declared 
competent. 

35. When shunting in and about any Workshop the 
speed of the engine must not exceed 4 M.P.H., the whistle 
must be frequently sounded, and all vehicles being shunted 
must be coupled on to the engine. A sharp look-out must 
always be kept as a precaution against accidents, and care 
must be taken to see that the following instructions are 
observed : 

(a) The operations of every loco. steam crane or 
shunting engine will be under the direction of a 
Yard Foreman or Shunter-in-Charge, but the 
actual movements of the crane, or engine, when 
vehicles are attached, must be made in obedi 
ence to the signals of the Shunter-in-Charge. 

(b) Before any shunt is performed on a line leading 
into a shop, the doors of the shop must be 
opened, and they must be kept open during the 
shunting operations, in order to guard against 
accidents. 

(c) When an engine or a loco-crane is proceeding 
into or out of a shop, the speed must not 
exceed 4 miles per hour, one Shunter must 
enter the shop ahead of the engine, to see that 
the road is clear while the other must remain at 
the entrance to prevent any one crossing in 
front of the engine while in motion, and also to 
give and receive the necessary signals. The 
engine must be brought to a standstill about 
one length from the vehicle to be shifted. The 
Shunter-in-Charge must see that all workman 
are clear, and ascertain from the Officer-in 
Charge that everything is right before moving 
the vehicle. 
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(a) Slip, fly or kick shunting is strictly prohibited 
on roads leading through or alongside any 

Workshop and all vehicles on those roads must 
be placed in position while attached to the 
engine. 

(e) When a shunting engine is required to move 
vehicles within the shops, the Driver must take 
instructions from the Shunter-in-Charge, but 
this will not relieve him nor any other Driver of 
the responsibility of observing the speed limits 
or other provisions laid down herein, and of 
observing the signals from the Shunter-in 
Charge before starting. 

(f) The main line from the lower to the upper yard, 
Newport, must only be crossed when absolutely 
necessary; two qualified men must be on the 

foot-plate at the time, and the driver must be 
qualified as a Driver. 

AMENDMENT TO ROLLING STOCK BRANCH 
BOOK OF INSTRUCTIONS: 

To be inserted as Clause 35A, 

35A. Shunting of wagons or vehicles by the use of mobile 
road crane or road tractor is permissible at workshops 
under the following conditions : 

(a) The mobile crane or tractor must be operated 
by a qualified driver, ie., one who is licensed 
to drive a road motor vehicle and has been 
certified to by a departmental officer as com 
petent to operate a mobile crane or tractor, 
and be assisted by an employe who has been 
instructed and certified as competent to under 
take the movement of vehicles, including the 
use of chains and slings; 

(b) Movement of wagon or vehicle may be carried 
out by pushing or hauling with tow rope: 

(c) The wagon or vehicle may be pushed or hauled 
with tow rope on to turntable to permit 
transverse movement of such wagon or vehicle; 
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(d) The speed of any such movement of wagon or 
vehicle must not exceed approximately 2 miles 
per hour; 

(e) Before undertaking the movement of any 
vehicle the driver and assistant must see that 
all workmen are clear; 

() Clearing, placing and spacing wagons in the 
lift and repair shop may also be undertaken by 
mobile road crane or road tractor. 

Repairs to any vehicle must not be undertaken out 
side the Yard of a Workshop ora Depot unless such vehicle 
and the men repairing or with it are propery protected in 
accordance with instructions in the General Appendix. 

36. An employe must promptly report to his supervising 
officer any accident or casualty involving injury to any 
employe or passenger, derailment of or damage to rolling 
stock, bush fire, flood, washaway, or other unusual occur 
rence which he witnesses whilst on duty and which is liable 
to affect railway operation. 
37. A careful note must be taken by every employe of all 
the circumstances surrounding any accident, such as the 
state of the permanent way, the condition and position of 
the stock, the speed of the train or trains, as well as the 
time of the accident. The attention of the responsible 
officer on the spot must be called to any fact which may 
appear to explain the cause of the accident, and full reports 
must be furnished. 

38. Whenever a fatal or serious accident caused by a loco 
motive or other rolling stock occurs unknown to the Driver, 
the Officer-in-Charge of the Depot must, on receiving noti 
fication of such accident, immediately make an examin 
ation (for blood stains or other marks) of all locomotives or 
other rolling stock at his depot which passed the place 
where the accident occurred, and report the result promptly 
to the Chief Mechanical Engineer. 
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CORRESPONDENCE 

39. Official correspondence must be regarded as con 
fidential. 

40. All correspondence must be returned promptly. 
If any delay occur the cause must be explained. Correspon 
dence must be kept and returned in a clean condition. 

41. In replying to any communication, either by tele 
graph or otherwise, the following instructions must be 
observed: 

(a) Read the communication carefully to ascertain 
clearly the nature of the information required; 

(b) Frame the reply so that it will run as closely as 
possible in the same paragraph order as the 
communication to which it refers; 

(c) Supplement the, reply with any information 
which may be considered of value or interest. 

42. Every employe must send all correspondence through 
his immediate Superior Officer, who must see that all 
necessary information is given. An employe must not 
correspond with another Branch except through the Chief 
Mechanical Engineer. 
43. (a) Every letter or parçel containing any of the 
undermentioned articles must be forwarded as a "Value 
consignment enclosed in a "Value" envelope or having 
such an envelope affixed to it. 

Cash - Departmental Watches 
Pay Cheques - Book Duty Passes 
Time Books 

Every employe when consigning any of the above 
articles, must keep a record of the article consigned, the 
date and name of the consignee, and obtain a receipt 
from the Transportation employe taking delivery of each 
consignment. 



(b) Every letter or parcel containing any of the 
undermentioned articles must be forwarded as an "Im 
portant" consignment enclosed in an "Important" envelope 
or having such an evelope affixed to it, 

Receipted Pay Rolls 
Accounts 

14 

Time Sheets 

Paper or correspondence that the Chief Mechanical 
Engineer may direct be treated as "Important" 

A description of the contents of the letter or parcel 
must be shown on the face of the envelope, and if an 
Officer-in-Charge deems it necessary, a receipt may be 
obtained from the Transportation employe who takes 
delivery. 

44. Telephone messages relating to the working of en 
gines or of trains, or to a demand for the supply of 
material or equipment and other messages of importance 
must be recorded in the telephone book with the initials 

of the employe who sends the message, as well as the 
initials of the employe who receives it. The receiver must 
repeat the message from his written copy, and the sender 

must see that it has been accurately repeated. 

45. Every inquiry made by telegraph must be answered 
in a similar manner in the absence of instructions to the 

contrary. The fullest use must be made of the Telegraph 
Code. 

46. Every communication referring to Departmental busi 
ness which is received fromn a person outside the Raiway 
Service must be referred to the Chief Mechanical Engineer, 
together with the necessary information, and the writer 
must be notified that such action has been taken. 

47. No liability will be incurred by the Railway Depart 
ment with regard to the delivery or non-delivery of any 
private letter addressed to an employe at a Workshop 
Depot. 
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