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DISTRICT ROLLING STOCK SUPERINTENDENTS.

Every District Rolling Stock Superintendent must
exercise a close, strict and constant supervision over
the whole of the district under his charge and see that
every Employe in his distriet is competent and
performing his work efficiently.

Every District Rolling Stock Superintendent will,
in addition to other matters preseribed in the Instrue-
*ions contained in this book, be responsible for:—

(a) The eondition and maintenance in good order
of all Locomotive Depots, Outstations,
and Pumping Stations, and all machines,
plant, and equipment associated therewith.

(b) The proper maintenanece of all locomotive and
car and wagon stock in his district.

(¢) The supply of locomotives suitable to meet
the demands of trafic when and where
required.

(d) The economic control of locomotive power,
running and shed staffs, sufficient to meet
traffic requirements,

(e) The maintenance of an adequate supply of
all necessary equipment, material and
stores and for ensuring that surplus stock
is not retained at Depots, and that no wast-
age of coal, oil, materials, and equipment
oceurs.

(f) The proper observance by all employes of all
Rules, Regulations, and Instructions.

He must frequently travel on locomotives, and note
their condition. He must also carefully note the manner
in which enginemen handle their engines, and if he
considers any engineman deficient in knowledge or
experience, he must take any action necessary in accord-
ance with the circumstances.

He must promptly report to the Chief Mechanical
Engineer any employe whom he considers inefficient or
neglectful; and relieve from duty any employe guilty of
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a serious dereliction of duty, and report the circum-
stances fully and promptly to the Chief Mechanical
Engineer,

He must see that, when a locomotive requires an
overhaul or repairs which cannot be effected at a Depot,
full details of all necessary repairs are set out on
Form R.S. 2364, and satisfy himself that such repairs
are necessary, and promptly forward the R.S. 2364,
together with his recommendation to the Chief
Mechanical Engineer. On receipt of advice that a
locomotive is to be sent to a Waorkshop, suitable
arrangements must be made to ensure it arriving at
the Workshop on the specified date.

If a vehicle requires repairs which eannot be effected
at a Depot, is overdue for lifting, or requires re-paint-
ing, full reports are to be forwarded promptly to the
Chief Mechanieal Engineer.

He must make the necessary arrangements to ensure
that he is immediately advised, both when at or away
from his headquarters, of any accident, derailment,
delay to a train or other unusual occurrence.

He must proceed as quickly as possible to the scene
of any accident or derailment in his distriet, and make
the necessary preliminary inquiries in con_]unctlon with
the senior officers present of the Way and Works and
Transportation Branches, and take immediate steps to
¢lear the line and replace the rolling stoek.

When the locality of an accident can be reached
more expeditiously by the Distriet Rolling Stock Super-
intendent of an adjoining district, the latter must also
proceed there as soon as possible, and promptly
telegraph all particulars to the Chief Mechanical
Engineer.

He must see that all meter readings of water
supplied to the Department are sent in regularly and
recorded by the Officer-in-Charge of each Depot in his
district. He must also see that any marked variation
in consumption is promptly reported to him by the
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officer referred to, and immediately take steps to ascer-
tain the cause of the variation, and submit a report in
connection therewith to the Chief Mechanical Engineer.

Accounts for water supplied, with invoices attached,
will be sent to him for certification, and, if correct, he
must initial the invoices, giving the reasons for any
abnormal inerease or decrease in consumption.

He must allot the duties and supervise the work of
any Enginemen Instructor attached to his district.
The primary duty of an Enginemen Instructor is to
travel with and instruet enginemen, and suitable
arrangements are to be made to enable him to fravel
with any engineman who requires instruction, and also
with drivers and firemen on their first trip after
qualifying as such.

He must see that all records are satisfactorily kept
and that all entries are properly made in the books
kept in connection with the repair and examinations
of rolling stock, and certify thereto.

He must notify the Chief Mechanical Engineer
daily, before 10 a.m., his proposed movements during
the day.

LOCOMOTIVE DEPOTS.

The Officer-in-Charge of a Locomotive Depot, will, in
addition to other matters prescribed in the Instruections
contained in this Book be responsible for:—

(a) The proper and efficient management of the
Depot, the regulating of the locomotive
power and the staffs at the Depot and Out-
stations in his distriet to meet variations in
traffic economically and effectively, and the
observance of the Rules, Regulations, and
Instructions, by all the employes under his
control.

(b) The inspection, examination, repair, and
maintenance in good order of all locomotives
and car and wagon stock under his control
and also that which runs into his Depot or
is attended to by any of his staff,
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(¢) The delivery to the Transportation Branch at
specified times of locomotives of the type
and power ordered, thoroughly roadworthy
and equipped for the service required and
manned by crews qualified in roads and
signals in the area of operation and com-
petent to operate the locomotives in an
efficient and economical manner. He must,
as far as practicable, whilst he is on duty,
personally see all enginemen before the
departure and after the arrival of their
trains, and satisfy himself that they are in
a fit and proper condition for duty.

He must keep in touch with the local Transportation
Officers in regard to the supply of locomotive power,
and co-operate with them in order to obviate loco-
motives being prepared for serviee unnecessarily, or at
an earlier time than that at which they will be actually
required.

He must arrange for the posting of all special time-
tables, special train notices, departmental circulars, and
other documents of importance, and for the attention
of the employes being directed on the Shed Roster or
Running Sheet to the existence of circulars received
which affect the running of trains.

He must carefully peruse notices of special trains,
and must so arrange that no Driver is allowed to
proceed with any train unless he is furnished with a
proper time-table of its running and special train
notices applicable thereto, and has acknowledged the
receipt thereof, in the book provided for that purpose.

He must keep in a book a record of all repairs
executed at any time to any boiler or firebox, and must
forward to the Chief Mechanical Engineer, through the
Distriet Rolling Stock Superintendent, not later than
the 8rd of each month, a return (R.S. 252) showing
the repairs effected to fireboxes and boilers during the
preceding month, and by whom they were executed.
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He must maintain a record of the washing out of
boilers, cleaning of tubes and brick arches, and the red-
oiling of all locomotives in his district. When it is
necessary for the boiler of a locomotive to be washed
out at a Depot other than at which it is stationed the
Officer-in-Charge must notify the Depot concerned
accordingly, and the Officer-in-Charge of the Depot at

. which the boiler was washed out must notify the Home
Depot the date on which this was done.

He must immediately telephone or telegraph to the
Superintendent of Locomotive Running particulars of
any accident, derailment, injury to an employe or a
passenger or other person, and any failure of a loco-
motive or serious delay to a train.

He must arrange to be advised promptly of any case
of a train running unduly late, and if due to any cause
within the control of this Branch ascertain the reason
for the late running. He must advise the Superinten-
dent of Locomotive Running not later than 9 a.m. each
day particulars of all cases occurring during the
previous day.

He must ensure that every train running debit
against this Branch is thoroughly investigated, full
reports obtained from all concerned, and each ecase
finalized without delay.

Correspondence must be dealt with as directed in
Section 3, pp. 25 to 2T.

When a locomotive has been concerned in any

accident, collision, or derailment the Depot Foreman
must personally make a careful examination of the
- whole of the engine and tender including the gauging
of the wheels, tyres, and axles. All defects and damage
are to be carefully noted and recorded for reference
purposes, and a full report forwarded to the District
Rolling Stock Superintendent. If the accident be of
a serious nature no repairs or adjustments are to be
made, but the locomotive must be held in the Depot
and the Chief Mechanical Engineer advised of the
circumstances and the result of the examination,
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Every Sub-Depot Foreman, Fitter-in-Charge, or
Leading Hand Fitter must carefully peruse all entries
made by Drivers on Repair Cards or in the Repair
Report Book, and must enter, in the column provided
for the purpose the name of the employe whom he
instructs or intends to do the particular work, and
must certify to work done during such hours as he is on
duty. He must further satisfy himself that any work
marked off as having been attended to during the
period of his absence from duty is properly recorded
on the Time Sheet of the employe concerned as well
as on the Repair Card or in the Repair Report Book.

He must, in every instance in which work is recorded
as requiring attention, and has not been completed,
specify the reasons for the delay; and if such neglect
be due to any omission on the part of an employe, he
must bring such omission under the notice of the
Officer-in-Charge and must, in addition, carry the entry
forward so as to ensure the work receiving attention
at the earliest opportunity.

If any defect is booked which he does not consider
requires attention he must confer with the Officer-in-
Oharge, who will determine if any action is necessary,
and if unnecessary or of such a character as mnot to
impair the safety or efficiency of the locomotive for
service, the reasons should be concisely stated in the
column provided for “ Details of work done,” and any
engine may, under such circumstances, be allowed to
go into running.

Every Night Foreman and Chargeman must peruse
the entries on Repair Cards or in the Repair Report
Book as soon as he commences duty, and frequently
during the time he is in charge of the depot, and he
must arrange to allot any work booked in the order of
its importance, see that repairs attended to are properly
recorded, ‘and satisfy himself, before allowing any
engine into traffic, that the work has been properly
performed. He must also initial the entries of work
done during the period he is in charge.
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BRAKE INSPECTOR.

The Brake Inmspector will be responsible, under the
direction of the Superintendent of Locomotive Running,
for the inspection of the brake equipment on all
locomotives, cars, vans, and wagons in running in
steam, electric, and petrol electric services, and at all
Depots. He must exercise a close and constant
supervision over the brake equipment to ensure that it
is maintained in a thoroughly efficient condition.

He must see that the examinations of the brake
equipment are regularly and systematically carried
out, that all the records of such examinations are
properly kept, and that all returns in connection
therewith are forwarded monthly to the Chief
Mechanical Engineer.

He must promptly report to the Chief Mechanical
Engineer any neglect or inefficiency on the part of
any employe responsible for the operating, repair, or
examination of the brake equipment.

He must immediately proceed to the scene of every
accident of a serious nature, and collect nll necessary
data.

He must frequently travel on locomotives and explain
to enginemen the mechanism and proper manipulation
of the Air brake. When at Depots he must,
where mnecessary, instruet all employes whose duties
are in any way connected with the maintenance of
the Air brake equipment and satisfy himself that all
concerned have full facilities and opportunities for
making themselves acquainted with the equipment.

He must periodically visit all depots and inquire
closely into the method of marking off vehicles for
repairs and examination, see that the vehicles are
properly recorded for attention, that such repairs and
examination have been attended to, and where he
considers that improvements are possible, confer with
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the Depot Foreman of the district and report the
conclusions arrived at to the Superintendent of
Locomotive Running.

He must confer freely with District Rolling Stock
Superintendents when in their districts, and advise them
of all matters affecting the brake equipment which
he considers require attention.

He must regularly and systematically examine all
brake stock at Depots and must satisfy himself that
the stock on hand is adequate, and of the types and
gsizes mnecessary for and not in excess of reasonable
requirements.

Every Train Examiner or Undergear Repairer, before
carrying out examinations, cleaning and lubricating
of Triple Valves or any Air Brake apparatus must
be certified as competent to do so by the Brake
Inspector.

He must keep a diary recording his daily movements,
and all matters noted as requiring attention. He must
also notify the Chief Mechanical Engineer daily, before
10 a.m., his proposed movements during the day.

ENGINEMEN INSTRUCTORS.

The Principal duty of an Engineman Instructor is
to instruet enginemen in the proper methods of pre-
paring, stabling and operating locomotives and of
handling trains,

He must give special attention to the instruction
of new and inexperienced firemen and junior drivers
and, as far as is possible, travel with each man on his
first trip after qualifying in these grades.

He must frequently check up every engineman in his
District and satisfy himself that each driver is fully
conversant with the roads and signals in the area
over which he is employed; that he has a good know-
ledge of all Rules and Regulations and Instructions, and
that he is following sound praectices in locomotive
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working; that each fireman is thoroughly familiar with
his duties and is carrying out his work in a proper
manner. He must correct any irregular or improper
practices and give any necessary instruction to ensure
Shag every engineman is competent to carry out his
uties.

He must, when opportunity offers, make a careful
inspeotion of locomotives in service. Any defects
observed must be reported in writing to the Depot
Foreman or Fitter-in-Charge concerned, and also to his
Superintendent.

He must act in conformity with the Rules, Regulations
and Instructions, and with any directions issued to
him by the Chief Mechanical Engineer, and see that
employes carry out their duties in accordance with
the Rules, Regulations and Instructions.

Each Engineman Instructor is under the immediate
direction and control of the Rolling Stock Superin-
tendent of the District to which he is attached, and
it is incumbent on him to take an active interest in
any matter within his province that he considers re-
quires attention, and report to his Superintendent any
suggestion concerning improved or more efficient
methods of railway operations.

He must submit a weekly report covering his activities
during each week, and in addition must promptly
report any irregularities or any inefficiency, carelessness
or neglect of duty on the part of any employe.
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GENERAL.

1. Every permanent employe, and every super-
numerary employe as the Chief Mechanical Engineer
may direct, must be supplied with a copy of this
Instruction 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.

2. Every employe issued with a copy of this 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. Every Officer-in-Charge of a Workshop or Depot
must arrange for the posting, on a proper notice hoard.
of all instructions and notices which require to be so
posted for the information of employes generally.
Every employe at any Workshop or Depot must make
himself thoroughly acquainted with and will be held
responsible for compliance with all instructions and
notices which are posted on a notice board and which
concern him,

4. Every Officer-in-Charge of a Workshop or Depot
will be responsible for the care and maintenance in good
order of the Workshops, Running Sheds, Machines,
Plant, and Equipment under his control, for the
proper and efficient supervision of the staff. the
economical disposition of all stores and material, and
the observance of all Rules and Regulations and
Instructions and any directions issued by the Chief
Mechanical Engineer.

5. Every Officer-in-Charge must refuse admission to

any nnauthorized person, and report any disregard of
this instruction,
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6. An employe must not introduce any stranger into
any Workshop or Depot without the permission of the
Officer-in-Charge.

7. Any person, whether a candidate for a Parliamen-
tary, Municipal, or other election, must not be per-
mitted to canvass within any railway premises.

8. The hours of commencing and of ceasing duty of
every Officer-in-Charge of a Workshop or Depot will be
as preseribed by the Chief Mechanical Engineer.

9. Every Officer-in-Charge must see that each
employe under him is in attendance during the specified
working hours, that he is competent for the work he is
set to do, and that all work is carried out properly and
efficiently ; he must arrange the duties of every employe
under him, and pay special attention to the fair and
even distribution of work, so that the working of over-
time may be avoided, or if unavoidable, reduced to a
minimum. He must promptly report to the Chief
Mechanical Engineer any case of inferior workmanship,
or carelessness, inattention, negligence, incompetence,
or absence from duty.

10. Every Foreman, Sub-Foreman, Fitter-in-Charge,
Leading Hand, or Employe-in-Charge, must at once
report to his Superior Officer any case of inferior work-
manship, carelessness, inattention, mnegligence, incom-
petence, or absence from duty of any employe under
his supervision.

11. Every employe must be punctual in his atten-
dance, promptly obey all orders of a superior, and must
carry out in a regular and methodical way all work
entrusted to him, -

12. Every case of misconduct which may lead to an
employe being punished, must be reported to the Chief
Mechanical Engineer.
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13. Any employe who has reason to believe that
another employe is intoxicated, or under the influence
of intoxicating liquor, or suffering from the effects of
over-indulgence therein, or is bringing such liquor or
causing it to be brought on to a locomotive or any
railway premises, must immediately report the fact to
his Officer-in-Charge, or the immediate Superior Officer
in charge of the employe in question. The Officer-in-
Charge must obtain corroborative evidence, if available,
and, if such evidence justifies it, he must immediately
relieve from duty the employe concerned, and report
the matter to the Chief Mechanical Engineer, first
obtaining a written report from all witnesses to the
occurrence, and, if possible, a written explanation from
the employe accused.

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
corroborative evidence may be obtained, and must report
the occurrence to his immediate Superior Officer at the
earliest opportunity.

14. Every Officer-in-Charge must, in all cases where
any employe reports for duty at other than his Home
Station, and is regarded as being unfit for duty through
over-indulgence in intoxicating liquor, relieve the
employe from duty and instruct him verbally and in
writing to report personally to the Officer-in-Charge the
following day at a specified time. The employe must
not be returned to his Home Station as Passenger unless
the Officer-in-Charge is satisfied that it is safe for him
to travel, and that his condition will not create
annoyance to other passengers,

15. Any employe who has been suspended from duty
for any offence must not be permitted to resume without
the sanction of the Chief Mechanical Engineer.
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16. Gambling, bookmaking, or the promotion of a
sweep by an employe on railway premises is strictly
prohibited.

17. Every employe is prohibited from smoking at
any time in or near any Carriage, Wagon, Pattern, or
Tarpaulin Shop, Sawmill, Timber or other Store, in the
vicinity of any Timber Stack, in any vehicle under
or awaiting repair, or in any place where it is likely
to cause risk of fire.

18. An employe must not occupy a portable house
or other Departmental premises without permission.

19. Every employe not entitled to free quarters, and
who occupies a Departmental residence, must sign an
agreement and pay rent and all rates and taxes. 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 Ganger; otherwise he will be liable for the rental
and other charges up to the date on which the matter
i8 brought under notice,

20. 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, who must carefully check the time sheets of
the employes under his control and, if correct, counter-
sign each sheet.

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

22. 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 actually working the shift must be shown
on the time sheet, and not the name of the employe for
whom the shift is worked.
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23. (a) Any employe who reports for duty 15
minutes or less after the preseribed time for com-
mencing duty will be regarded as having arrived 15
minutes late, and any employe who reports more than
15 minutes late, and less than 30 minutes late, will
be regarded as having arrived 30 minutes late. Any
employe reporting for duty more than 30 minutes after
commeneing time in the morning will not be allowed
to start until midday, except at the diseretion of the
Officer-in-Charge.

(b) Any employe who reports for duty 15 minutes
or less after the preseribed time for commencing work
after the meal hour will be regarded as being 15 minutes
late, but any employe more than 15 minutes late will
not be permitted to start unless specially authorized
by the Officer-in-Charge, and any such absence will
be regarded as absence without leave. Any employe
habitually losing time will be punished.

24. (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. Any 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, will be punished.

25. 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 all cases
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he must, when leaving, report personally to the Time-
keeper who must note the time of departure, and must
obtain from the Officer-in-Charge a docket certifying
that the employe was granted leave.

26. Every employe must enter and leave his working
location through the proper entrance and exit, and
every employe who journeys by train must enter and
leave Railway station platforms by the public entrance
or exit.

27. An employe must not during working hours enter
any workshop other than that in which he is employed
unless on Departmental business.

28. An employe must not remain in or return to
any workshop after working hours without the per-
mission of his Officer-in-Charge.

29. An Officer-in-Charge must not issue a certificate
of character or furnish a report on the value of work
done to any past or present employe or contractor,
except with the written authority of the Chief
Mechanical Engineer.

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

31. 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.

32. Every employe in charge of a Tool-making Shop,
or Tool Store must keep an aceurate 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
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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.

33. Every employe obtaining a tool from a store,
must give his name, with the particular deseription 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, ete., as on taking it out, so that the debit may
be written off.

34. Every air jack must have the piston withdrawn
and examined every twelve (12) months, and at the
same time the leather must be eleaned and oiled before
being replaced.

When an air jack is being examined or repaired, the
rubber 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.

35. Every Crane rope, Crane chain, rope, sling, chain
sling, and other rope and/or chain tackle used for
lifting purposes, must be carefully examined every
Monday morning, by the Officer-in-Charge, or an em-
ploye 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.

36. Every employe who accidentally breaks or other-
wise injures a tool or spoils material and neglects to
inform his Officer-in-Charge thereof, or who carelessly
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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 the kit of an engine it must
be replaced at once.

37. An employe must not, upon any pretence, nor
for other than Departmental purposes, take from any
railway premises any Departmental property, nor con-
vert to his own use any material or article which is
the property of the Department. The making of any
tool, pattern, model, or other article by any employe
upon railway premises for private purposes is pro-
hibited.

38. Every employe having occasion to take tools or
material from a Workshop or Depot to any place where
he may be temporarily employed, must obtain a written
permit from his Officer-in-Charge, and hand it to the
Storeman, who must check the articles before they are
taken off the premises. Such tools and any surplus
material must be returned to the Workshop or Depot
through the Storeman.

39. Any tool, appliance, or material of any descrip-
tion belonging to the Department, must not be sold,
loaned or borrowed, or removed from any Workshop
or Depot without the authority of the Chief Mechanical
Engineer.

40. An employe must not bring into any Workshop
or Depot any material or goods of any deseription other
than tools which are required for his work,

41. Every Officer-in-Charge of a Workshop or Depot
must make suitable arrangements to provide for the
reclamation of serap bearing metals as set out in the
following instructions :—

(a) In order to obtain successful reclamation
it 18 most important that the various run on
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metals and borings be kept separate to prevent
contamination; this is particularly the case with
C.A.T. B.19 scrap and mixed borings, which are
very seriously contaminated by the presence of
J.B.L. B.17, M.P. B.16 or aluminium.

(b) All scrap bearing metals shall be forwarded
to the Reclamation Depot, Spotswood. Each
container shall have a label attached showing the
name of the despatching store and the nature of
the contents. Under no circumstances shall rub-
bish be placed in the scrap metal containers.

(¢) In addition to the bearing metal serap
listed above, other non-ferrous serap shall be
similarly separated for despateh to the Reclama-
tion Depot, Spotswood.

42. An employe other than a certified Engine-driver,
must not be permitted to take charge of a locomotive
or steam crane, under steam, unless examined and
certified as competent to do so by the Workshop
Manager, Assistant Workshop Manager, Superintendent
of Locomotive Running, a District Rolling Stock
Superintendent, or in special emergency an Officer-in-
Charge of a Depot. In each case a certificate must be
forwarded to the Chief Mechanical Engineer by the
Officer concerned, setting out the date of the
examination,

43. Every Officer-in-Charge must see that repairs
to any vehicle are not undertaken outside the Yard
of a Workshop or Depot unless such vehicle and the men
repairing it are properly protected in accordance with
instructions contained in the General Appendix.

44. 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
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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:—

(@) 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 obedience to the signals
of the Shunter-in-Charge.

(b) Before any shunt is performed on a line lead-
ing 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.

(¢) 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 workmen are
clear, and ascertain from the Officer-in-
Charge that everything is right before mov-
ing the vehicle.

(d) 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.
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44A/358.* Shunting of wagons or vehicles by the use
of mobile road crane or road tractor is permissible at
workshops under the following conditions :

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

(6) Movement of wagon or vehicle may be
carried out by pushing or hauling "with
tow rope ;

(¢) The wagon or vehicle may be pushed or
hauled with tow rope on to turntable to
permit transverse movement of such wagon
or vehicle ;

(d) The speed of any such movement of wagon
or vehicle must not exceed appreximately
2 miles per hour ;

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

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

W rn}
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CORRESPONDENCE.

48. Official correspondence must be regarded as
confidential.

49. All correspondence must be returned promptly.
If any delay occur, the cause must be explained.
Correspondence must be kept and returned in a clean
condition. When the Chief Mechanical Engineer
minutes a Secretary’s paper to one of his subordinate
Officers, that Officer’s reply must, if practicable, be
written on the same sheet. Endorsements must not be
made on Secretary’s papers.

50. In replying to any communication, either by
telegraph or otherwise, the following instruetions must
be observed :—

(a) Read the communication carefully to ascer-
tain 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;

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

51. Every Depot Foreman or Officer-in-Charge,
before forwarding correspondence relative to “ Train
Delays,” must see that full reports from all concerned
are attached. He must closely serutinize them in order
to ascertain the cause of the delay, and supply full
information as to the defect or defects which caused
it, and any other necessary particulars bearing on the
case to permit of the prompt finalizing of the matter.
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52. 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, subject to the
reservation that District Rolling Stock Superintendents
and Depot Foremen may communicate with Officers of
other Branches on minor matters of purely local rail-
way business.

53. (a) Every letter or parcel 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.

Metal Tubes containing running shed examination
records. -

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
“ Important  consignment enclosed in an “ Important ™
envelope or having such an envelope affixed to it.

Receipted Pay Rolls.
Accounts.
Time Sheets.

Papers or correspondence that the Chief
Mechanical Engineer may direct be treated
as “ Important.”
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A deseription 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.

54. Telephone messages relating to the Woﬂcing of
engines or of trains, or to a demand for and supply of
material or equipment and other messages of import-
ance 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,

55. Every inquiry made by telegraph must be
answered in a similar manner in the absence of instrue-
tions to the contrary. The fullest use must be made of
the Telegraph Code.

§56. Every communication referring to Departmental
business whieh is received from a person outside the
Railway Service must be referred to the Chief
Mechanical Engineer, together with any necessary
information, and the writer must be notified that such
action has been taken.

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

58. Any employe, after furnishing a report and
explanation of any offence with which he is charged
or who has been punished for an offence may, if he so
desire, be permitted to peruse and take copies of the
relevant reports in the presence of the Officer-in-Charge
or his Deputy, but must not be allowed to take the
reports out of Departmental custody.
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INJURIES TO AND ILLNESS TO EMPLOYES—
LEAVE—PASSES.

§9. Every employe who is injured in the active
discharge of his duty must submit a detailed report on
the preseribed form (G. 8) to his Superior Officer
before leaving the railway premises if his condition
permits, or otherwise as soon thereafter as circum-
stances will admit. Failure to do so may render an
employe liable to be debarred from participation in
aceident pay.

60. In any case in which an employe of another
Branch, while on duty, meets with an accident causing
him injury, and such accident is witnessed by an
employe of this Branch, the latter must at once report
the fact to his superior officer giving full information
as to the manner in which the accident occurred. In
country districts the Officer-in-Charge must forward
such report to the District R.S. Superintendent for
submission to the District Superintendent; while in the
Metropolitan Area the report is to be submitted to the
Chief Mechanical Engineer for transmission to the
Head of the Branch concerned. This instruction must
receive special attention to obviate delay in the finaliza-
tion of accident pay.

61. Every employe injured in the active discharge
of his duties is liable to be called upon to perform
suitable light duty if in the opinion of the Railways
Medical Officer the injuries are of such a nature as to
permit of the performance of such duty. Every Officer-
in-Charge must pay particular attention to this
direction, and if any employe declines to undertake
the light work offered, the facts must be at once
reported by telephone or telegraph to the Chief
Mechanical Engineer.

62. (a) Any employe who is incapacitated for duty
through illness shall so advise his supervising officer
on the first day of absence from duty in sufficient time
to admit of arrangements being made for the perform-
ance of his duties, and any such employe who fails
to do so may be treated as absent without leave.
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Any employe so incapacitated for duty shall also
notify his supervising officer of the date on which he will
be able to resume duty in sufiicient time to enable any
necessary arrangements to be made.

(b) Every officer or employe absent from duty through
illness or injury must comply with the special instruc-
tions contained in Division 14 of Regulation No. 76
(Wages, Conditions, etc.), or Regulations and/or In-
structions governing sick pay to daily paid employes,
which are briefly as follow :—

Every Officer who is incapacitated for duty through
illness or injury must furnish a medical certificate on
the prescribed form not later than the third day of his
absence,

Every employe incapacitated for duty through injury
sustained whilst on duty must furnish a medical certi-
ficate on the prescribed form not later than the second
day of his absence.

Regulations governing the absence of employes owing
to illness in respect of which payment from sick leave
credits is involved :—

Any employe who has been continuously employed
for a period of not less than two years, and is incapaci-
tated for duty in consequence of illness and whose ab-
sence is prolonged beyond two days, shall forward to
his supervising officer not later than the third day a
medical certificate,

Any officer or employe who finds that he will be unable
to resume duty on the expiration of the period shown
on the medical certificate first submitted by him shall,



unless otherwise directed, thereupon furnish a further
certificate, and shall continue to furnish further certificates
upon the expiration of the periods respectively covered by
such certificates, provided, however, that the maximum
period between the dates of furnishing any two certi-
ficates shall be fourteen days.

Instructions governing the absence of employes
owing to illness in respect of which payment from
sick leave credits is not involved :—

Every employe who is incapacitated for duty through
illness must furnish a medical certificate on the pre-
scribed form, or a form G. 215 not later than the fourth
day of his absence.

Where form G. 215 is submitted and the period of
absence extends to fourteen days or more a medical
certificate must be furnished not later than the four-
teenth day of absence.

In the event of prolonged absence due to ill-health,
employes must furnish medical certificates at intervals
of 28 days from the date of ceasing duty,

In the case of absences not covered by a medical
certificate where doubt exists as to the genuineness of
the case, an employe may be required to produce a
medical certificate coyering the period of absence.
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Any employe so incapacitated”for duty shall also
notify his supervising officer of* the date on which he
will be able to resume duty in sufficient time to enable
any necessary arrangements to be made.

(b) Every Officer or” Employe absent from duty
through illness or injury must comply with the special
instructions contained in Division 14 of Regulation
No. 76 (Wages, Conditions, &ec.), or Regulations
Eoverning sick pay to daily paid employes, which are

riefly as follow :—

Every Officer who is incapacitated for duty through
illness or injury, and every employe incapacitated for
duty through injury sustained whilst on duty, must
furnish a medical certificate on the prescribed form on
the third day of his absence.

Any employe who has been continuously employed
for a period of not less than two years, and is in-
capacitated for duty in consequence of illness and
whose absence is prolonged beyond two days, shall
forward to his supervising officer not later than the
third day a medical certificate.

Any officer or employe who finds that he will be
unable to resume duty on the expiration of the period
shown on the medical certificate first submitted by
him shall, unless otherwise directed, therenpon furnish
a further certificate, and shall continue to furnish
further certificates upon the expiration of the periods
respectively covered by _such  certificates, provided,
however, that the maximum period between the dates
gf furnishing any two certificates shall be fourteen
ays.

Every employe with less than two years’ service who
is incapacitated for duty through illness must furnish
a medical certificate, on the preseribed form. not later
than the fourteenth day of his absence, and must
thereafter furnish a medical certificate at intervals
of 28 days from the date of ceasing duty.



30

No employe shall be required to furnish a medical
certificate in respect of any period—

(a) in which he is an in-patient at a hospital, or

(b) which is covered by a certificate of the Rail-
ways Medical Officer or a Government
Medical Officer.

The date of every medical certificate and such other
items as are indicated on the prescribed form shall be
filled in by the medical practitioner, by whom any
alteration in such particulars on the certificate shall
be initialed.

Any employe in receipt of sick pay, who leaves his
usual place of residence for more than three days, shall
notify his supervising officer of the address or addresses
at which he may be found from time to time.

63. Every employe engaged in the running of trains
or attached to a locomotive depot must give to the
Officer-in-Charge not less than four hours’ notice of his
intention to absent himself from duty, or if he is to be
called he must have a memo. ready for the caller-up to
convey to the Officer-in-Charge.

Every employe who does not give notice as preseribed
herein or is not notified that leave has been granted will
be treated as being absent without leave in the event
of his not reporting for duty.

64. Every employe who has been absent on sick
leave, or without leave, must report personally to the
Officer-in-Charge before he will be permitted to resume
duty, and he must not be allowed to start work unless
the Officer-in-Charge is fully catisfied that he is fit
to do so.

65. An Officer-in-Charge may grant leave without
pay for two days to any employe, but must not grant
leave beyond that period unless anthorised by the Chief
Mechanical Engineer.

66. A leave pass will not be issued to an employe,
extended or altered, except by a written request (or a
telegram in case of emergency) which must be certified
to by the Officer-in-Charge.
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67. Every employe must surrender his leave pass at
the expiration of the period for which issued, and any
duty or transfer pass immediately he has completed the
duty or transfer for which the pass was issued. If a
pass has not been collected at a station or by the Check-
ing Staff it must be handed to the Officer-in-Charge
who must promptly forward it to the Chief Mechanical
Engineer.

68. Every employe who loses any pass issued to him,
pither for himself or for some member of his family,
must promptly report such loss to his Officer-in-Charge
with details of any action taken by him to recover the
pass,

69. Every employe to whom a card pass is issued
in order that he may attend classes at the Victorian
Railways Institute, the Victorian Railways Technical
College, or other approved Technical Schools, or other
purposes approved by the Chief Mechanical Engineer
must take special care to see that the pass is certified
to by the Station-master on the forward journey, and
by the Instructor-in-Charge on the return journey.
Negleet of this regulation will be seriously regarded.
A Pass which has expired must be handed to the Officer-
in-Charge, by whom it will be forwarded to the Chief
Mechanical Engineer for inspection. When applying
for a new pass every employe must see that the applica-
tion is lodged in sufficient time to allow of a fresh pass
being issued before the old one expires.

70. An employe on being transferred from a Depot
or Workshop to another Depot or Workshop must be
supplied by the Timekeeper with a memo. to hand to
the Officer-in-Charge of the Depot or Workshop to
which he is transferred, giving the date of transfer
and the train by which he has been instructed to travel,
and the time he is instructed to report for duty.

When any employe is temporarily transferred he will
be under the supervision of ‘the Officer-in-Charge at his
temporary location.
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FIRE PREVENTION.

71. Every Officer-in-Charge of a Workshop or Depot
must see that the following Instructions with regard to
the prevention and extinction of Fires are strictly
observed, and he will be held responsible for the Fire
appliances under his charge being maintained in an
efficient condition.

72. Every Fire bucket must always be kept filled with
water, and in its proper place ready for use.

73. Rubbish must be burnt only in approved
locations. An employe must not take a portable fire
into the places enumerated in Instruction 17. When it
is necessary for him in the performance of his duties to
have a fire in the vicinity of such places, it must be
lighted in a portable rivet forge or in a fire pot, and
placed in the safest position that can be found, away
from all buildings and from any inflammable material;
an employe must be in constant attendance whilst the
fire is being used, and he must properly extinguish it
before leaving work,

74. The fire of every stationary boiler must be
thoroughly extinguished when not in use, and all live
ashes must be properly quenched with water. While
the boiler is working every care must be taken to
prevent sparks, and any inflammable material must be
kept away from the vicinity of the boiler.

75. Every blacksmith’s fire must be very carefully
watched to prevent sparks from arising, and the fire
must be thoroughly extinguished when ceasing work
each day.

76. Every Blacksmith must see that the air valve on
his fire is closed when the air blast is stopped.in order
to prevent gases getting into the air pipes.

The relief valve at each end of the air blast pipe
must not be closed for a period of at least 3 minutes
after the air enters the pipe.
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77. Every locker containing hbenzine, turpentine or
other inflaimmable material must be examined once a
month, or more often if necessary, by the Officer-in-
Charge, and in the event of any being found to contain
an accumulation of such material or of saturated waste,
the employe responsible therefor will be liable to severe
punishment,

78. Candles or other open lights or lamps must not
be used in connection with the building or repairing of
cars.

79. Every employe engaged repairing gas or water
fittings in any car or shop must take every precaution
to prevent fires arising from the materials, lamps or
tools used,

80. Every employe must see that as far as possible
when repairing an engine or vehicle, or when laying
down material, that the work or material does not foul
or block any road or siding, and that full aceess ean
be obtained to the fire appliances.

81. A locomotive or steam ecrane must not be taken
into any Timber Store, or the Truck Shops at North
Melbourne (Nos. 14 to 17 Roads) ; every vehicle must
be hand-shunted into or out of such buildings.

82. Every Driver engaged in shunting at any
Workehop or Car Shed, must avoid standing with the
engine funnel under the sprinklers, otherwise the hot
gases from the funnel may bring them into operation.

83. Rubbish, such as shavings, greasy waste, or other
inflammable material, must not be allowed to accumu-
late in the shops, but must be collected each day and
taken, before ceasing work, to the engine rooms or
other special furnace to be burnt. Inflammable
material must not be deposited on any rubbish tip.

84, Lighting-up wood or other inflammable material
must not on any account be placed on the erown of n
furnace or boiler,

13371/40.—2
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85. Every Train Examiner, Running Gear Repairer,
or other employe engaged on repairs to vehicles at the
North Melbourne Workshops, or at Country Depots
must, as far as possible, avoid leaving them in such a
condition as to prevent them being moved, and all draw-
gear removed must be replaced before ceasing work
each day.

86. When a fire is discovered one man (where a Fire
Alarm is provided) must ring it at once, a second man
must (if necessary) send for locomotives to remove the
Rolling Stock to a place of safety, but employes must
hand-shunt any that may be in immediate danger,
whilst others must make every endeavour to extinguish
the fire by means of the fire buckets, hoses, and fire
extinguishers.

PRACTICE CARDS,

87. (@) Practice Cards covering the Painting of Car
and Van Stock, Method of Detecting Cracks and Flaws,
Bearing Metal, and the materials to be used, method
of manufacture, erecting, fitting, examination, and
maintenance of certain locomotive parts have been
issued. From time to time Practice Cards covering
other items will be issued, and also amendments to
existing Practice Cards.

(b) Every Officer-in-Charge of a Workshop or
Depot will be responsible for seeing that all employes
concerned strictly observe the instructions contained
in the Practice Cards.

(¢) Every employe to whom these Cards are issned
must make himself thoroughly conversant with the
instructions contained therein, and will be held respon-
gible for compliance with these instructions.

(d) He must insert amendments as they are issued,
and maintain a complete series of these Cards in good
order and available for ready reference.
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(¢) Practice Cards which have been issued are
shown hereunder. As further issues are made they are
to be added to this list.

Dateo{
No. | Subject, Latest
| Issue.
I".18 Painting of Car and Van Stock .. | 10.11.36
F.21 Car, Van. Wagon, Street Car, Rail
Motor, and }:‘11.; tric Locomotive Wheels
and Axles 12.8.41
(.1 Cracks and Fla\u-——\lvthm] of Duh‘ctlng 21.10.32
L/6.1 Superheaters . 25.10.40
L/14 Bearing Metal e 9.1.54
I.15 Tyre Retaining Rings 16.5.30
L.15:1 Iun"mo I‘mder, mul Crane \\h(‘(’]'« nntl
axles 11.7.38
1..15.2 Locomotive Axle Bn\m LDII}!IN}. wheels 26.5.30
1..16 Bushes and Pins for General work 15.10,31
L..16.1 Air Compressors for Steam Locomotives 13.8.40
L.16.2 Air Lmnpreﬂqm Governors—~Steam Ser-
vice : 42,38
L.16.3 Air Re ~vr\u1r~, for LUCOII‘.Otl\E'I . 10.1.38
L.16.6 Brake Cylinders for Steam anumll\e- 7.2.38
L.17.1 Sand Gear for Locomotives 0.2.38
1.18.3 Delta Type Trailing Trucks 29.3.38
1:19.1 Laminated Springs 25.1.38
.23 Cylinders and Cylinder Busluna 22.11.34
L..24.1 Pistons and Piston Rings : 20.3.31
. L2242 Piston Rods, Nuts and Tail Rod Bu-‘he, ' 207.33
L.24.3 Crossheads, Gudgeon Pins, and Cotters 7.6.32
L.24.4 Slide Bars 19.12.40
L.245 Connecting Rods 15.5.30
1.24.6 Coupling Rods o 11.11.32
L.24.7 Coupling Rod Knuckle Joints .. 1.5.31
L.24.7a | Coupling Rod Knuckle Joints, with new
tvpe Parallel Pins .. 7.12.36
L.25.1 Hollow Piston Valves and Bushes 18.11.32
[.25.2 Schmidt Piston Valves and Bushes 3.11.32
.25.4 Motion Bushes and Pins ; 14.12.31
1.25.5 Precision Power Reverse (;r-m 20.9.39
15.25.7 Eecentric Sheaves and Straps 15.10.40
1.26 Bye Pass Valves ¥ | 24.4.41
1..30.3 \'shpans . 6.11.41
I.32.1 Ramshottom ‘-afety Valves 17.1.35
1.32.2 Coale Safety Valve 27.12.41
1..35.1 Spark Arresters - 30.10.41
1.35.2 Blast Pipe and Chmme\ Alignment l 4.8.33
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LOCOMOTIVES,

88. When a locomotive requires repairs which cannot
be effected at a Depot, the Depot Foreman must set out
on Form R.S. 2364 full details of all necessary repairs
and forward such form to the District R.S. Superin-
tendent, who must submit the form, together with his
recommendation, to the Chief Mechanical Engineer.
A locomotive must not be sent into any Workshop until
a direction to do so is received from the Chief
Mechanical Engineer.  Arrangements must then be
made to ensure that the locomotive concerned will
arrive at the Workshops on the date directed by the
Chief Mechanical Engineer.

89. When a locomotive is being despatched from a
Workshop after overhaul a “ C” form and a copy of it
will be forwarded to the Officer-in-Charge of the Depot
to which the engine is sent. He must retain the “C?”
form marked duplicate, note the original, and return
it to the Chief Mechanical Engineer.  Should the
locomotive be transferred to another Depot, he must
forward the duplicate “C” form to and obtain a
receipt from the Officer-in-Charge of the Depot to
which the locomotive is sent.

The Officer-in-Charge must promptly apply for the
form or forms if he does not receive them, but their
non-receipt will not relieve him of any responsibility
as regards any locomotive under his charge,

90. Every mnew locomotive, and every locomotive
which has been overhauled at a Workshop must be
handed over to the Officer-in-Charge of the Depot to
which the locomotive has been transferred, with com-
" plete equipment and enginemen’s kit, as shown here-
under. Each article is to be branded with the number
of the engine to which it is supplied.
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Locomorive EquirmesT,

4 Oil head lamps.—Locomotives without electric light.
1 Oil head lamp.—Locomotives with electric light.
2 Screw jacks

2 Screw jack bars Garrett and NA class locomo-

2 Ratchets tives only.

2 Deals for serew jacks

1 Spark arrester brush.—Locomotives not fitted with
self-cleaning smokeboxes.

1 Valve spindle clip.—“S” class centre valve only.

2 Crank pin bushes.—Locomotives with Stephenson
valve gear.

2 Crank pin clips.—Locomotives with Walschaert valve
gear.

1 Slide hook.—Locomotives with non-hopper ashpans.

2 Pony packing blocks—C, K, N, and X classes.

2 Bogie packing blocks.—Il and S class.

1 Spanner for erank pin nuts.—All locomotives except
H and 8 class.

1 Motion bar elip.—All locomotives except H class.

2 Prickers. 2 Piston chock elips.
1 Pinch bar. 1 Spring elip.

1 Drag chain. 2 Cotter drifts.

1 Double hook chain. 1 Key drift. -

1 Flogging hammer, 1 Pin punch’.’

1 Chisel bar. 1 Spanner 3.

1 Spanner 1”.
1 Tommy bar. 1 Spanner 13”.

2 Red flags with handles. 1 Spanner 13”

1 Box fog signals. 1 Ring spanner for gudgeon

1 piece tarred rope 12’ nuts.

long. y 1 Ring spanner for big end
4 Pieces axle box packing, nuts.
4 Wooden wedges. Assorted split pins, split

1 Piston chock. cotters, nuts and washers.
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Excizemen's Kir.

1 Bannister brush. 1 18” Shifting spanner.

1 Hand lamp. 1 Spanner §” and 3",

1 Bucket. 1 Spanner §” and 4",

1 Shovel. 1 Spanner 4" gland and C.
1 Hand hammer. 1 Spanner for oil caps.

9 Slush lamps. 1 4 Pin punch.

1 Oil feeder. 1 Split pin hook.

1 Spare oil kettle. 1 Flat chisel.

1 Trimming box. 1 Packing drawer.

3 Gauge lamps e )

1 Red shade .. > Locomotives with oil lighta.
4 ¥ burners A

1 Grid tool .. .. Locomotives with  self-

cleaning smokehoxes.

91. The above kit and equipment must be maintained
complete and in good order on every locomotive in
service.

92. When a locomotive is transferred from one
Workshop or Depot to another Workshop or Depot,
either permanently or on loan, the Officer-in-Charge
must see before its departure that the equipment and
enginemen’s kit are checked and signed for by the
driver in charge of the locomotive; the Officer-in-
Charge of the Depot receiving the locomotive must
have the equipment carefully checked and if any item
is missing, immediate application therefor must be
made to the Officer-in-Charge of the Depot from which
such locomotive was transferred.

93. Every Officer-in-Charge of a Depot must see
that the equipment and enginemen’s kit of every loco-
motive are examined periodically without notice, and
any Driver found in charge of a locomotive short of
the full complement of tools, or having tools belonging
to another locomotive, must be called on for an
explanation which must be forwarded to the Chief
Mechanical Engineer.
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94. LEvery new locomotive and every locomotive
which has received an overhaul is to be booked on
light running until such time as all bearings have
been properly tested.

95. When a locomotive is received from a Work-
shop or Depot after repairs, or transferred from another
Depot, the Officer-in-Charge must examine and test
it carefully and report promptly any defect in either
workmanship or material. The Officer-in-Charge will
be held responsible for any defect which he fails to
report.

96. Employes concerned in the overhaul, examina-
tion, or repair of locomotives must exercise the greatest
care to see that no part of the gear or any foreign
article is left in the boiler, steamn or exhaust pipes,
eylinders, valve chambers or steam passages. When
1~easse:11bfi11g the gear a careful examination must be
made of these parts to see that all gear such as tools,
nuts, bolts, ete., has been removed. In the event of
any gear being missed, the Fitter doing the work with
which this gear is associated must immediately report
the matter to his Supervising Officer. A thorough
search must be made to locate the missing item. If it
cannot be found, the portion of the engine mechanism
concerned must he dismantled, and the Supervising
Officers must satisfy themselves that it has not been
left in any internal part of the locomotive.

BOILERS.

97. Every new locomotive boiler, before being put into
use, must be thoroughly examined and tested with warm
water to 25 per cent. above working pressure, and a
certificate that this has been done, and that the boiler
is satisfactory must be signed by the Workshops
Manager and the Foreman Boilermaker, Newport, and
forwarded to the Chief Mechanical Engineer, Certifi-
cates signed by the Workshops Managers at Ballarat
and Bendigo, must be countersigned by the Workshops
Manager, Newport. After a boiler has been tested with
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warm water it shall be steam tested at the working
pressure for three hours and then allowed to cool down
after which it shall be again steam tested at the working
pressure for three hours. In every case where a loco-
motive has been in the Workshop for general overhaul
or for repairs which require a boiler test to prove the
effectiveness of any such repairs, the boiler and firebox
must be thoroughly examined inside and outside as far
as practicable, and afterwards tested with warm water
to 25 per cent, above working pressure, such examina-
tion and test to be recorded and the result together with
the details of any repairs executed entered on a “D”
Certificate, which must be signed by the Workshops
Manager concerned and the Foreman Boilermaker,
Newport, and forwarded to the Chief Mechanical
Engineer.

When any patches have been applied to the firebox
the boiler shall be steam tested at the working pressure
to prove the work.

98. Every locomotive boiler except those with steel
tubes must have the tubes withdrawn, and the boiler
and the firebox thoroughly examined by the Workshops
Manager concerned, and the Foreman Boilermaker,
Newport, at the intervals and under the conditions set
out hereunder :—

(a) The first examination must be made when the
locomotive has run 230,000 locomotive miles,
or when a period of seven years has elapsed,
whichever event may sooner occur; but if
the mileage above-mentioned is run in under
six years the locomotive is not to be with-
drawn from service until a period of six
years is completed.

(b) The second examination of the boiler must
be made when 130,000 locomotive miles have
been run, or when a period of four years
has elapsed, subject to the proviso contained
in sub-clause (d).
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(¢) After the above periods have been completed.
the boiler must be examined when a further
100,000 locomotive miles have been run, or
when a period of two and one-half years has
elapsed, subject to provisos contained in sub-

clauses (d) and (e).

(d) If any boiler which becomes due for the second
or any subsequent examination by effluxion
of time is found to have run a low mileage,
the Workshops Manager, Newport, may, if
considered desirable, recommend for the
approval of the Chief Mechanical Engineer
that the boiler be kept in service for a
further period. Should the low mileage run
be due to the fact that the locomotive has
been stored and out of running for some
time, the Workshops Manager, Newport,
shall, before making the recommendation
hereinbefore mentioned, ascertain from the
Superintendent of Loco, Running the
actual time during which such locomotive
was so stored and out of running.

(e) Every locomotive boiler that has undergone
repairs of such a nature as to make it fit for
replacement purposes, should be examined
by the Workshops Manager concerned and
the Ioreman Boilermaker, Newport, and
its internal condition and the repairs
executed specially reported to the Chief
Mechanical Engineer, so that, should the
circumstances warrant it, such boiler may
be regarded as having had the tubes with-
drawn for the first time, and consequently
they should not be again withdrawn until
130,000 locomotive miles have been run, or
a period of four years has elapsed.
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(f) A complete record of the life of every boiler
is kept in the Chief Mechanical Engineer’s
Office, and also in the Office of the Workshop
Manager, Newport.

99. (a) The boiler and firchox of every locomotive
must be thoroughly examined inside and outside, as
far as practicable, and afterwards tested with warm
water, at intervals of not longer than 21 months for
boilers up to seven years old, and eighteen months for
boilers over seven years old.

(b) The examination and test must be made by
the Boiler Inspector, in conjunction with the Depot
Foreman or Fitter-in-Charge, and they must submit
to the Chief Mechanical Engineer a joint certificate
on “D?” form (R.S. 249), showing the result of the
examination and test, and that the repairs, if any,
have been executed. A copy of the certificate must be
made by the Officer-in-Charge and filed at the Depot.

(¢) Any light repairs to the boiler or firebox which
the examination shows to be necessary must be executed
at the Depot but, if heavy repairs are required, a joint
report from the Boiler Inspector and the Officer-in-
Charge of the Depot concerned, giving full particulars
of such repairs, must be forwarded to the Chief
Mechanical Engineer, who will direct as to where the
repairs are to be effected.

(d) When a boiler has been repaired, it must be
tested with warm water by the testing officers at a
pressure of 25 per cent. above the working pressure.

(¢) Every boiler which has had extensive repairs
to the barrel or firehox casing must, after being tested
with warm water, be also tested by being kept under
steam for at least three hours at the authorized working
pressure, before being lagged.
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100. Every locomotive boiler having stecl flue and
boiler tubes, steel firebox tubeplates and stecl or copper
firebox must be tested and examined as set ont in the
following instruetions :—

(a) Every new boiler before being put into
service must be thoroughly examined and tested,
the tests to be carried out in the following order:—

(i) Test boiler with hot water to 25 per cent,
above working pressure,

(ii) Steam test boiler at working pressure for at
least three hours before arc welding tubes
at firebox end.

(i1i) After arc welding tubes, steam test boiler at
working pressure for at least three hours
to prove welding.

(iv) After the steam tests have been completed
the boiler shall be painted with smudge
over the exterior surfaces except the front
of the smoke box.

A certificate stating that the above tests have
been carried out, and that the boiler is satisfactory.
is to be furnished as set out in Instruction 97,

(b) Every boiler must be examined at the end
of twelve months and every subsequent twelve
months dating from the time the boiler was tubed.

Each boiler and firebox must be examined inside
and outside as far as practicable by taking off the
dome cover, ete., and afterwards tested with warm
water to a pressure 25 per cent, above the working
pressure,

The flexible stays are to be hammer tested while
the water in the boiler is maintained at the above
pressure,

Six boiler tubes are also to be withdrawn for
examination except at the first yearly examination,
after new tubes only (not pieced up tubes) have
been fitted. The exact tubes to be withdrawn to he
pointed out by the Boiler Inspector,
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All tubes, except where otherwise provided, and
lagging and cleading, shall be removed for the
purpose of making a thorough internal and
external examination of the boiler and its staying.

After the tubes and lagging have been removed,
the boiler must be thoroughly scaled and cleaned
inside and outside to enable the above examinatien
to be properly carried out.

After repairs have been effected and tubes re-
placed, the boiler, before being placed in service,
must be examined and tested in accordance with
the procedure laid down for New Boilers. (See
Instruction 100, clause (a).)

(al)@.) The removal of boiler tubes will be due
after 48 calendar months’ service, provided such
service is performed within five consecutive years.
Portions of calendar months out of service will
not be counted. If a boiler which has become due
for the second or any subsequent examination by
the effluxion of time is found to have run a low
locomotive mileage, the Workshops Manager, may,
if considered desirable, recommend for the approval
of the Chief Mechanical Engineer that the engine
be kept in service for a further period, should the
low mileage run be due to the fact that the engine
has been stored and out of running for some time.
The Workshops Manager, before making the
recommendation hereinbefore mentioned, to ascer-
tain from the Superintendent of Loco. Running
the actual time during which the engine was so
stored and out of running.

101. Every locomotive boiler having either steel or
brass tubes must be examined at every AE
examination (see Imstruetions 131 to 133) by a
competent boilermaker who must hammer test all stays
in firebox and make a thorough examination for
broken stays, bulged firebox plates, eracks. earragion,
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