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YARD ORDERS
General

1. Every employe under the su pervision of the Superin-
tendent of Melbourne Yards must be supplied with a copy
of these orders (hereinafter referred to as Yard Orders),
and must make himself thoroughly conversant with all orders
affecting his particular duties, and with any amendments or
additions that may at any time be made thereto.

Any employe who loses his copy of the Yard Orders must
promptly notify the Superintendent of Melbourne Yards, and
obtain another copy, and any employe who is transferred
from the Melbourne Yard, or whose services are terminated,
or who resigns his position, must return his copy of the Yard
Orders to his supervising officer.

2. The advice of a supervising officer must be obtained in
all cases of doubt, or in matters of exceptional urgency or
importance.

3. Unless specially exempted, each employe must, before
commencing duty, sign his name in the Duty Book, and on
finishing each shift, or portion of a broken shift, sign his
name 1n ink and enter the time of ceasing duty in the column
provided for the purpose. When commencing and finishing
duty he must report in person to the Clerk in charge of the
Duty Book.

4. Every employe after signing on duty must be at his
appointed place of duty in Melbourne Yard or elsewhere
within the prescribed time ; he must not loiter in the vicinity
of the office, locker rooms etc.

He must not leave his pilot engine or place of duty before
the completion of his rostered shift, unless authorised to do
so by his Supervising officer.

5. Under no circumstances must permission be given an
employe to leave his place of duty, for the purpose of collecting
his pay during his rostered hours of duty, without authority
from this office and in the event of such authority being
given, the Paymaster must be advised of the circumstances.

6. Before commencing and after finishing each shift, or
portion of a broken shift, every employe must examine the
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Duty Book, and each weekly notice, circular "
the order case. He must also ascertain before leqyi € 0
day whether he will bq needed for furthey duty thatu:ig duty it
duty he will be required to undertake op the fo, Y d gy
A cross (X) placed against the name of an em 10wlng daye
dicate that he is required for furthe, duty tll:eoye Wil 1
and in such case another entry giving Particy] Same day
found elsewhere in the book. s wil v

7. On each occasion on which ap employe g
Duty Book he must show his time-book numh
his signature, e.g., “ 10. J. Smith”,

A list showing the time-book number of each o
posted in a case in the lobby of the Yard Ofﬁcemploye i

8. Melbourne Yard Staff Office ig open
Telephone numbers are Auto. 1561 o 1752.

9. Any officer or employe who is unable to g
duty at the rostered time, owing to illness op iniy end fo,
notify the Superintendent of Melbourne Yards at 13&3?{ Must
hours before the time he was due to report, ang Speci‘fm 2
nature of illness or injury which prevents him atten}é.‘he
If he fails to do so, he will be regarded as absent withoyg Jo, 5

ut leaye,
(@) With regard to members of the staff ro

st
~attend for duty between 6.10 a.m. and ;re;id:lo

only, the provisions of clause 9 will be complied
with, provided advice of inability to attend is re.
ceived by 8.30 a.m.

() With regard to Guards ro

12.1 a.m. and 5 a.m.—advice of inability to attend
will be accepted if received at least one hour before
the guard’s rostered time of reporting,

() Advice of inability to attend for duty for shifts
rostered to commence at other than the times
specified in (a) or (b) must be furnished at least
two (2) hours before the appointed time of com-
mencing duty.

10.  Any employe from whom notification is received th;t
he is absent from duty on account of illness in family may be
required to furnish satisfactory evidence that it was neccssary
for him to be absent on that account.

gn§ on iy, the

continu(,usly

stered for duty between
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11.  Any officer or employe who has been absent from duty in
consequence of illness or injury, or has been on extended leave
of absence, must notify the Superintendent of Melbourne
Yards of his intention to resume duty, and must ascertain the
time he will be required to report for duty. The time for
such notification to be given is as follows :—

(a) If due for day shift, notification must be received
before 3 p.m. on the day preceding that on which he
intends to resume ;

(b) If due for afternoon shift, notification must be
received before 9 p.m. on the preceding day ;

(¢) If due for early morning shift, notification must
be received before 10 a.m. on the preceding day ;

(d) If due for night shift, notification must be received
before 10 a.m. on the intended date of resumption ;

(¢) If due for shift on Sunday and/or Monday, noti-
fication must be received before 11 a.m. on the

preceding Saturday.

12. The provisions of Regulation 76 inregard to forwarding
medical certificates on form G.1 must be strictly complied
with.

These provisions require a medical certificate to be furnished
as follows :—

(a) If absent from duty for more than one day on
account of injury arising out of or in the course
of employment.

(b) If absent from duty for more than two days due to
illness.

13. Applications for payment for sick lcave must be made
on form G. 215, which is available at the Staft Otffice. The
whole of the revelant information must be inserted on the
application form by the employe, before it is handed in.

14. No employe may alter his hours of duty or exchange
duty with any other employe without the authority of the
Superintendent of Melbourne Yards, or the Senior Assistant
Superintendent. In the event of such authority being granted,
the actual times of attendance are to be recorded in the Duty
Book. Should an employe be unable to perform the duties
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allotted to him, or to carry out any of his ;
must so advise the Assistant Superintenden

Foreman, without delay.

15. Each member of the staff must peruse the i,
posted in the order cases on the ground floor and i tﬁtructmns
room on the first floor, and in addition, he mygt € uarg:s
order book to keep himself acquainted with WOr]Eieruse- the
table amendments etc. which are posted thereip r{z%f time,
time-tables and amendments are available on apiﬂic Orkin
the Storeman. ation ¢,

16. Each employe, before going on or off duty daj]
examine the correspondence rack and clear 3l letter
correspondence addressed to him, also examine the [jg¢ s0 and
of employes who are required to obtain and sign for &rsrted
pondence. Correspondence sent to an employe for re €s-
must be replied to within (2) two days, or, if a reply beport
quired earlier, within the stated period. An employe urg
mitting a special report in regard to an irregularity or accident_
or any case that requires immediate attention, must hand such
report direct to the Clerk in charge of the Yard Office,

17. When leaving or entering the platforms at Spencer.
street, or any platform at North Melbourne, employes must
pass through the barrier gate at the station, unless they are
on duty and such duty necessitates their entering the plat-
form from the yard.

18. If a message be transmitted to the Yard Office by
telephone, it is necessary for the employe concerned, or the
person speaking on his behalf, to obtain the name of the Clerk
who receives the message and note the time and date the
message is transmiited.

19. Any employe requiring the use of the Bicycle Room
at the Yard Office must obtain the key from the Shift Clerk,
sign for it in the book provided for the purpose, and promptly
return it to the Shift Clerk.

90. In order to obtain his fortnightly pay at the Pay
Office, each employe must be in possession of his numbered
pay token which will identify the employe to whom payment

Y mugt

is due. The token number corresponds with the employes
ve must make

“sign on ’ and pay-roll number. Each emplo
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personal application and sign for his pay token in a book kept
for the purpose. He must ensure that he receives the proper
token corresponding with his sign-on number and he will be
responsible for its safe custody until handed to the paying
officer when collecting his pay. When attending at the
paying point, each employe must hand the pay token to the
paying officer and clearly announce his name and token
number.

Signature books for pay tokens are located in the Staff Office
and signatures must be obtained each time a token is issued ;
care to be taken that employes sign their names in the correct
column, for the appropriate pay period. Pay tokens and
signature books must be properly safeguarded and when
not in use are to be secured in the staff office safe.

If a pay token be lost or mislaid the loss must be immediately
reported—orally and in writing—to the issuing clerk, who is
to at once advise the Paying officer.

Pay tokens for signalmen and block recorders in Melbourne
Yard Signal-boxes and at North Melbourne, Arden Street
Kensington and South Kensington will be forwarded by
the Paymaster to Melbourne Yard in packages properly
addressed and the correct package will be delivered to the
Signal-boxes concerned and a receipt obtained.

21. In cases where the sobriety of an employe is in doubt,
the matter must at once be brought under the notice of a
responsible Supervising Officer. Under no circumstances
must such an employe be allowed to commence duty, unless
on the authority of the responsible Officer concerned.

22. The Officer responsible for seeing and initialling the
duty book, also the outside supervising staff, must observe
employes prior to commencing duty, and whilst on duty,
with a view to detecting signs of intoxicating liquor.

23. Unathorised persons must not be permitted on the
Melbourne Yard Office premises or in the Yards.

24. Every employe must furnish his address to the Clerk
in charge of the Yard Office, and any change of address must
be at once notified.
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25. Before going on leave, ever

¥ emp]
Staff Clerk the address at which P Oye mus

t ad.:
he may be COmdeItQ‘e the

with, Nicateq
26. Any officer or employe who ig bo
leave or who is likely to be off duty for 4 oked o

ann
. N exte ua]
must hand his departmental property to the nde

St perlOd
to going off duty. Orema

At the expiration of annual leave, Passes muygt 1,
in the correspondence box. € placeq

27. It is suggested that any em
duties should wear boots or shoes f

ploye engaged i Shunting
quickly withdrawn.

rom Wthh the feet Inay b
€

28. Lockers are provided for each member of th
only one locker is to be occupied by each officer o e(:nstlaﬁ ;
in which to deposit his departmental Property when o IcfPdoye,
or not being used whilst on duty. The Storeman is iy, ch uty,
of the allocation of lockers and employes must poy Charge
occupancy unless permitted to do so, Padlockg ange
provided but it is suggested each member

procure a suitable padlock with which to
door.

When a locker has been forcibly opened by
person and departmental property is found to be missing
the occupant should at once report the incide ’

_ : : nt to the Clerk
in charge and request an Inspection ; a report in Writing
should also be furnished.

‘D’ type departmental padlocks must not be used to
secure locker doors.

are
of the staff Shoﬁﬁi

secure hig locker

an unauthorige

29. Jury service. All officers and employes are liable

to Jury service. Immediately on receipt of a summons for

Jury service an employe must submit an application for the

necessary leave of absence to attend the Court ; he should

also produce the “ Summons as Juror ”* card for inspection.

When leave of absence is approved, the applicant will be

issued form G. 260 on which he must obtain certification by

the Court Sheriff of attendance. Form G. 260 must be re-

turned to the Staff Clerk in order that the difference between

_ payment for Jury service and the normal rate of pay may
i be authorised
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AMBULANCE, FIRST AID ARRANGEMENTS AND
ACCIDENTS

1. In order that prompt and effective assistance may be
rendered in cases of personal injury, it is desirable that every
employe in and about the Melbourne Yard should be compe-
tent to render * First Aid to the Injured”.

Every employe who is instructed to do so shall attend the
class of instruction in “ First Aid ”, and every such employe
who fails to attend such classes regularly, or to make a reason-
able effort to qualify in “ First Aid » will be subjected to such
discipline as may be deemed necessary by the Head of his
Branch.

2. Ambulance Boxes and Stretchers are available at the
following places :—

Senior Assistant Superintendents office—

(Ambulance Room) ... Melbourne Yard
Casualty Room—

Melbourne Goods ... South End No. 3 Shed
No. 4 Shed, Melbourne Goods Foreman’s Office
No. 3 Shed, » » ... Foreman’s office
No. 2 Shed, » » ... Foreman’s office
No. 1 Shed, » » ... O.I.C’s office (box only)
No. 1 Shed, » » ... Sub-Foreman’s office

(stretcher only)

Cowper St., 2 » ... 0.I.Cs office
“B ” Siding, » » ... Checker’s office

(stretcher only)
Ballarat Platform, Melbourne  Foreman’s office
Goods

Gippsland Platform, Mel- Foreman’s office
bourne Goods

Electric Crane, Melbourne Foreman’s office
Goods (stretcher only)

Ice Works, Melbourne Goods ... Checker’s office
(box only)
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No. 1 Road, Centre Yard ... Train Examiners’ -
Gravitation Signal Box ... Melbourne Yarg abin
Dudley St. Signal Box ... (stretcher only)
New Yard ... Yard Foreman’s off
Ce

Car and Wagon Shops ... Ambulance Room
Loco. Depot, North Melbourne Ambulance Room
North Melbourne Signal Box ... Box only
Weighbridge Junction Signal Box

South Kensington Signal Box

Carriage Shelter Shed ... Ambulance Roop,
_Passenger Yard ... Supervisor’s office
Passenger Yard ... ... Foreman’s office ’
No. 1 Signal box ... ... Box only |
Auxiliary Box, Spencer St.

Victoria Dock ... Railway office

Dynon ... Outwards & Inwards Goods
South Dynon Goods ... Box only

3. When an Ambulance is ordered it must be direct d
to the scene of the accident in accordance with the directioe
on the card ‘ Ambulance Zone—DMelbourne Yard Arean,s’
a copy of which is posted in the Senior Assistant Super.
intendent’s Office, Gravitation Signal Box, Yard Foreman’s
Office, New Yard ; Passenger Yard Foreman’s Office at North
end of No. 2 platform, Spencer Street also Office of the
Superintendent of Melbourne Yards.

4, In all instances where it 1s necessary for an injured
employe to be conveyed to his home or a hospital, or from
the hospital to his home, the Victorian Civil Ambulance, |
(Telephone 34 5151) must be first called upon to undertake
the work, and only in the event of that service not being
available should any other conveyance be requisitioned.

5. In the event of serious accident to an employe, neces-
sitating his removal to and detention in hospital, prompt
measures must be taken by the Supervising staff to notify
the Welfare Officer, Mr. W. P. Bowe, departmental telephone
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number, 2124, (private telephone number, 68 1688, between
5.0 p.m. and 8.30 a.m.). It is imperative that the Welfare
Officer be IMMEDIATELY advised so that he may advise
the relatives of the injured employe, and, when necessary,
arrange for their conveyance to the hospital ; he will also
make arrangements for the conveyance of an injured em-

ploye from hospital to his home.

6. In the event of a serious overnight accident (or illness)
to an employe and the Welfare Officer cannot be contacted
within a period appropriate to the circumstances, the Senior
Assistant Superintendent must delegate an officer, not lower
in status than Assistant Superintendent (or person acting
in that grade) to personally and promptly notify the em-
ploye’s next-of-kin.

7. Transport is to be arranged for the officer selected,
preferably from the Batman Avenue Depot (telephone 1428,
or after 5.15 p.m., telephone 1111) and, if the employe’s
relatives so desire, he is to convey them to hospital.

If departmental transport is not readily available a vehicle
may be obtained from Embassy Hire Car service (telephone
34 0255). The employe for whom the Hire Car was en-
gaged, must sign his name, grade, departmental number and
branch on the car driver’s docket.

8. It is essential that the Welfare Officer be duly notified
of all instances of injury or ilincss, but in the case of minor
occurrences such advice may be deferred until office hours,
if the employe concerned does not consicer it necessary for his
home to be advised.

9. In every case of accident involving personal injury
occurring in Melbourne Yards, the Assistant Chief Traffic
Manager (Auto. 1665) Chief Train Controller and the Super-
intendent Melbourne Yards must be promptly informed.

10. In every case of personal injury, the employe con-
cerned, (or if he be unable, his work-mates) must bring the
matter under the notice of the Sectional Yard Foreman, who
must furnish his report before leaving duty. In addition,
the injured man, if he be able to do so, must furnish partic-
ulars of the accident on form G. 3 and hand the form to the
clerk in charge at the Staff Office. On no account is
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a G.3 accident report to be placed in the Correspong
box. The Clerk recetving the G,- 3 report Mgt endence
thereon the time and date it was received, and wh Orge

e pract:
obtain reports from witnesses. Practicyp,
All reports are to be left for the Staff Clerk, for fp,

To lessen the likelihood of foreign bodies enterin

i e
of employes working out of doors, departmental hags or zyes
must be worn when on duty. aps

11. The General Instructions in Regard to Reportin

Accidents outlined on pages 13-15 of General A g
must be strictly complied with. Ppendix

12. Tt should never be lost _sight of that Promptityde in
obtaining assistance and rendering ““ First Aid » may oftep
be the means of saving an injured person’s life,

lization

13. Tilley Storm Lamps for use in cases of serioug
have been placed at Gravitation, Dudley Street, ap

bridge Junction Signal Boxesand are to be used only
extreme emergency.

They must not be used for any other purpose.

14. Ambulance Room :—It is the duty of the employe
rendering First Aid to enter in book, A.O. 27 particulars of
cases treated, in addition to recording particulars of materials
used, in the small note book supplicd for the purpose. The
weekly return, A.O. 39, must be furnished regularly and it
is to be compiled on each Tuesday for the week ending the
previous Saturday, by the day shifi Clerical Assistant in the
Senior Assistant Superintendent’s Office and forwarded to the
Superintendent of Melbourne Yards. Care must be ex-
ercised to ensure adequate lighting is maintained in the
Ambulance Room, spare globes are provided in the Senior

Assistant Superintendent’s Office and are to be reserved for
the Ambulance Room.

15. - Itis imperative that the Ambulance Box be replenished
when any of the contents are used and a daily inspection must
be made by the Senior Assistant Superintendent’s Clerical

Assistant who must bring under notice replenishments
required.

accidents
d Weigh.-

1N case of

16. The Leading Hand Point Cleaner must collect the
ambulance boxes from the following locations on the davs
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specified, take them to the Ambulance Office, Spencer Street,
and there exchange them for other ambulance boxes which
must be conveyed to the locations from which the boxes
handed in were withdrawn.

Senior Assistant Superintendent’s Office ... Monday
No. 1 Signal Box . ... Monday
Weighbridge Junction Slgnal Box ... ... Tuesday

Passenger Yard Supervisor’s and Yard Fore- Tuesday
man’s Offices

Gravitation Signal Box ... . ... Wednesday
Yard Foreman’s Office, New Yard ... Thursday
Senior Assistant Superintendent’s Oﬁice Friday

(Emergency Box)

As each ambulance box is booked to a set location, it must
not be moved to another place without authority.

INSTRUCTIONS IN THE CASE OF FIRE.

In the event of an outbreak of fire taking place in the Mel-
bourne Yard, the employe discovering it must immediately
notify the Metropohtan Fire Brigade from the nearest telephone
point to the outbreak, irrespective of the extent of the fire
or steps taken locally to subdue it.

TELEPHONES AuTo. 1637, 63 1106 and FB 1106.

All employes must make themselves acquainted with the
location of fire fighting appliances, which are situated as
under :—

Boxes painted red, each containing a standard pillar hydrant,
and a length of hose and fittings for use in case of fire, are
provided at the undermentioned places :—-

Adjacent to Senior Assistant Superintendent’s Office
At Dudley Street Signal Box.

At North End of Shed Roads.

Adjacent to Gravitation Signal Box

At Cowper Street platforms.







{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }

