


r

VIOCTORIAN RAILWAYS.

BOOK OF INSTRUCTIONS

(Supplementary to Regulation No. 19, dated 21st September, 1891)

FOR THE

GUIDANCE OF THE EMPLOYES

OF THE

CHIEF MECHANICAL ENGINEERS BRANCH

OF THE

VICTORIAN RAILWAYS.

By Anthoritp:
ROBT. S. BRAIN, GOVERNMENT PRINTER, MELBOURNE.

s

Y U},ﬁ-h‘.:ﬁt-:‘i_-!mi-,f-."’l“,' i

S L R S
A 4;'%’ R e [.",.n:.‘




ARSI

KT NN ST S AT AAMIAS

e i L Sy

Bty

FAKEAR VY

8 TN BN

VIR Y

wyrnn g

B ke AR B 10

Parr L—General Instructions to all Em-
ployés ...

II.—Instructions to Workshop Mana-
ers, Locomotive Inspectors,
oremen, and Drivers in

Charge

III.—Instructions to Enginemen ...

IV — Instructions to Officers and
Employés in Workshops ...

V.—Instructions to Rolling-stock
Inspectors, Train Inspectors,
Foremen, and other Em-
ployés connected with the
Examination and Light Re-
pairs of Carriage and Wag-
gon Stock

—’\:’ Ve A

PAGES

- 3-32

33-60
61-96

97-109

.. 110-119

TABLE OF CONTENTS.

A.
Absence without leave ... 5 s
Accidents to be promptly reported
3 on duty
Accountant. See ¢ Locomotive Aceountant »

Action of sight feed lubricator ...
Addresses of employés to be kept ..
Advice forms to accompany goods
All engines to be shown on lighting-up sheet
All tools and appliances to be branded .
Allowance for overtime .

- for Sunday work

% before and after trains ...
. while travelling .
when transferred s wos
Altera,tmn to stock or engines forbidden
Annual leave, regulations for .

Appeals to Commissioners

Appearance of workshops

Applications for passes and prwﬂeged tickets

Ashes, sale of .

Ash pans to be ﬁtted w1th perfora.ted doors

Assistance to be given to Inspectors of Works

Assistant engines not to leave a train while
passing through a bloek section ..

Authority to be obtained for Work done for
other branches

Axles, examination of

»  over twelve years in rumning to be
replaced e

az

Instruction
No.

48
15,65
45,72

269
63, 161
289
71
79

73

113, 114, }

115

202

100

ji
i
H
i




R s

B.

Baffle plates and brick arches to be kept in ...

Balance of fuel to be taken quarterly

Blast pipe, cleaning of ...

Block 1rregular1tlea o

Board and lodging accounts to be checked

Boilers to be tested when new ... e

tested after repairs

regularly washed out

’ ,, filled before engines are put a,way

,, Dot to be blown off ..

Boiler tubes to be kept clean

Boilers, stationary

Boiler attendants and keepers

Bolts or other material not to be left in boilers
or steam passages .

Book of Instructions, to whom 1ssued

Books to be kept

Brass and iron, custody of

Brick arches and baffle plates to be kept in..

Buffer beams, examination of

Buildings not to be erected without PeI‘IlHSSlO]:I.

Burning coke, directions for =

Brake. See © Westinghouse Brake

bH] 2

2 ¥

SR RS N S A TN (T 1

it AR VAT PO s

YA O

C.

Canvassing in workshops forbidden e
Care of gauge cocks e
necessary when starting and stoppmg
when handling live stock
at public crossings
in Newport yard

,» of hose ... -
Carriages in need of pamtmg
Cases of misconduct to be reported
Casualties to be promptly reported i
Certificates of character ... s
of repairs to boilers
to be press copied

.

»
» ”

i

Instruction
No.

98
92
96
190
51
129
141
145
257
147, 262
153
158
300

284
1

3, 290
83
98
112
35
223

329
151
183
184
204
206
249
363

10 6.')

142
143

o O L apae A T RN i

e A e T

Challenging signals 554
Circulars not to be 1ssued W"lthout authonty
i to be acknowledged
(leaners not to move engines in steam
,, interfere with release cocks ..

Clearmg of lines to be expeditiously done
Coal gears, instructions for working

, to be measured on to engines ..

,, 'weekly reports on quality to be sent

,» ~rejection of
Coke, directions for burnmg
Common holidays
Concessions to employés children ...
Conduct of inquiries

Consignment notes to be glven for gooﬁs sent |

through the Traffic Branch
Correspondence to be mgned by the officer in
charge ..
to be sent through 1mmedla.te
superior-
to be treated as conﬁdentml
issued to employés
rules for replying to
7 to be taken care of
Cost of repairs to be charged fto Exlstmg
Lines v
,» work to be kept down
Cow-catchers to be fitted on engines
» with plates
Cranes "0 be under Existing Lines Branch .
Crossheads and pistons, examination of
Custody and ordering of brass and iron
Cutting off brakes on Waggons
Combination Brake gear ..

D.

Daily examination of engines to be made ...
Damage to rolling-stock ..
Dead engine, lubrication of i

Instruction

-]

[or R T~ T L

128
274
103
282
122
117

83
371

371,372

227
348
229

79
113
79

R

o
'\:




r

- e s e

Y

RN

IR

PR R AR LT s e

PRUEAVANRA A HON  U PO Rt VA

vi
Instruction
No.
Defective glass lights ... 365 117
Derailed engines “ee .- | 231,232 80
,,  vehicles { 16,102,233, 9, 44, 80
; 233, 346 113
Details of breakages to be given ... 169 65
Diameter of axle bearing e e 294 101
Directions for burning coke 223 78
” working sight feed Iubricator... 269 90
Disposal of waste paper ... R 19 10
Disputes between enginemen and guards ... 175 67
Documents to be taken care of 6 16
Dropping of fires 256 87
Drivers. See “ Enginemen.”
Duplicate circular book to be kept ... 63 37
Duties of locomotive inspectors ... 54 33
” . foremen o 58 34
,  workshop’s manager and foremen ... 272 97
,  rolling-stock and train inspectors ... 331 110
, locomotive storemen s " v 82 40
Duty passes to be stamped 37 17
E.
Economy necessary 91, 244 42, 84
Elevated coal gears, instructions for working 237 81
Employés to possess and be conversant with
i Book of Instructions ... 1 3
5 exempt from serving on juries ... 21 10
» not to interfere in politics 2 22 11
- not to witness contractor’s signa-
tures - 23 i
" becoming insolvent 30 13
5 insurance of ... - 28 12
. joining militia suw 24 11
- garnisheed ... 29 13
% occupying departmental premises ... 34 14
” transferred, passes to ... 37 17

G

TIRRLAY)

vil

Employés not to travel without pass or ticket
children, concessions to ...
to remain on duty on holidays if
required ...
to forfeit leave if not taken when due
t0 be allowed leave to vote
. addresses to be kept ...
Employment of outside tradesmen forbidden...
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Engines not to shunt without both driver and
fireman on foot-plate
= not to be fired in tunnels ...
» Dot to be fired in goods sheds
, Dot to be permitted to blow off
» assisting in the rear
»  sticking on Footscray bank

% on lines with ecattle pits
»  ascending inclines ;
,»  mot to be allowed to prlme

,»  to be examined daily
,  disabled

,  derailed oo
;»  assisting up Warrenheip bank :
', tobe given steam gradually es

,  to be put away ready for the road .
» sent to the workshops
s  tobeweighed before leaving the Work-

shops o
Engine gear to be examined and anuea.led
»  springs to be tested v

Examination of axles o

» crank axles

" straight axles

" buffer beams

5 engines at running sheds

5 fire boxes s

o lead plugs

- pistons and crossheads

" side rods

" trains ... {

5 tyres and wheels ...

55 water spaces

55 Westinghouse brake

. statlonary boilers .

55 and rejection of stores

Expense not to be incurred through waltmg
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Extensive repairs not to be effeeted in runnmg

sheds
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,, precautions against
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Full period of leave to be applied for
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Goods sent through the Traffic Branch to be
properly consigned ...
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Illness of employés ov oee
Imperfect or extinguished signals ...
Important trains to be run by reliable driver
Inferior coal, rejection of
Information not to be given to the Press
Injuries to employés while on duty
Inquiries by telegraph

5 conduct of
Insolvency of employés ... .
Instruetions for working loeo. coal gears

5 use of W.H. brakes
5 working W.H. brakes
Insurance premiums, payment of ...
- - o in two instal-
ments
Iron and brass, custody and ordering of © ...
Irregularities not reported
" in block system
Issue of circulars
»  privileged tickets PP
- stores ...

,  time-tables e &
Inspectors. See ¢ Locomotive Inspectors.”

LI

Lamps, damaged
,  to be lit at stations

Leave regulations
,» forfeited if not taken when due
,, full period to be applied for...
,, for voting
,, to militiamen
,, without pay

, furlough
., tobegin on date shown on application
form ... g
Lead plugs to be examined monthly
Letters to be press copied
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Letter books to be kept ...
Life of boilers to be recorded
Lifting cranes to be under Existing Lines
Light repairs to be executed at running sheds
Lighter up to be notified when boilers are
empty
Lighting-up sheet to show all engines
Lines where engines may not run coupled
¥ tank engines may not run
Live stock, care to be observed on handling ...
5 trespassing ww - S5
Locomotive accountant to furnish mileage run
by engines
coal gears, instructions for working
foremen, duties of :
to supervise train ex-
aminers
to supervise repairs
to  personally inspect
enginemen... -
to report enginemen late
to work
to keep a register of ad-
dresses ...
to tell off reliable men for
important trains
to give assistance to In-
spectors of Works
to notify Chief Mechanical
Engineer before car-
rying out extensive
repairs
Inspectors, duties of ... i
to examine drivers as
to signals and eye-
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gight ...
Look-out to be kept " {
Lotteries in workshops forbidden .... e
Lubrication of dead engine
Lubricators, sight feed ...
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Maintenance of rolling-stock
Material supplied to outside firms .
Medical certificates to be forwarded
Method of ordering stores .
Militiamen attending drill
Minimum thickness of tyres .

»  diameter of axle bearing...
Misconducet of employés ...
Misuse of tarpaulins ee
Money found on Railway premises...
Monthly return of boilers due for exa.mmatlon
to be furnished

N.

Neglect of hoiler regulations to be reported .
’ duty by workshops employes

New boilers to be tested ..

Notices to be examined by dnvers

0.

Officers’ gold passes, to whom issued
»  authorized to sign passes ...
" to remain at home stalions
Official correspondence to be treated as conﬁ-
dential -
Qil' for lamps not to be ‘shown on runmug
" sheets
Oiling of wmdmllls .
Ordering of stores, rules to be observed
. ’ method of
5 and custody of iron and brass
Orders from running sheds to be promptly
attended to ...
Outside tradesmen not to be employed
Overhauling of engines ...
Overshooting platforms ...
Overtime in workshops ...
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157
320
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37
37
56

251
125
18

18

277
100
108
195
308

Page.

111
38
27
41

100
101

101

55

59
107

52

64

17
17
34

Parcels not to be carried on engines
Pass and privileged ticket regulations
Passes on annual leave
to employés transferred .
holders of, to have no claim for lost
luggage
not available for certs.m trains
duty to be stamped
by whom signed ..
to be properly ﬁlled in
to pensioners
necessary for engines
Penodlcal examination of tools
Persons unprovided with pernnts and pasms
not permitted to travel on engines
Piloting time to be certified to
Pistons and crossheads, examination of
Precautions against fire ...
entering terminal or " dead- end
stations ...
Press copies of boiler certificates to be kept
Pressure gauges and safety valves to be
checked
Private work not to be done in Workshops
Privileged tickets, to whom issued
for supernumeraries
3% issue of -
Proper head signals to be carried .
Pumpers, with combined duties
Pumping machinery, repairs to

7

»
»
”
»
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Race traffic at Flemington
Receipts to be taken for Rule books
Record of life of boilers to be kept...

5 patterns to be kept
Red flags to be affixed to engines under repalrs
Register of addresses to be kept
Release wires not to be bent over ...
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137
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372

75
37
55
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Repairs to be promptly executed
it ,»» Bupervised by Locomotive Fore-
man ves
5 extensive,notto be donein running sheds
5  to turntables
»  to pumping machinery »
,» light, to be executed at running aheds
necessary to be reported ...
Reporta of casualties to be forwarded without
delay v .
»»  to be made in wntmg
»  of examination of boilers to be fur-
nished r .
5  to be furnished by drlvers
»  of repairs required and executed to be
sent with engines
Returns to be sent in ... i
Rolling-stock Inspector, duties of ..
is 58 to be conversa.nt WIth
traffic requirements
5 to arrange for exami-
nation of trains and
allot duties
» to be efficiently maintained ...
Running shed rules - vais
5 sheets to be put in

Safety valves and pressure gauges to be
checked e
- and dome joints, method of
making .
Sale of ashes ...
Sand not to be used at points
,, boxes to be kept full
Scale of travelling allowances
Screwjacks to be kept clean
Second class passes available for first class on
payment of excess S
Shed running sheet to be exa.mlned
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105
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107
121
124
140

Shunting not to be done in the absence of
driver or fireman - ves
4 on the Australian wharf
% in Newport yard
Sick leave to officers ...
Side rods, examination of
Sight feed lubricators ... .
Signals extinguished or 1mperfectly shown
,, not to be passed at danger
Signal train divided v
Smoke boxes to be cleaned out d:uly
Smoking' prohibited
Spark arresters to be put in all engines
to be kept clean
Speed through junction and facmg pomts
, round curves
, of express trains ...
» down long inclines
,» of goods trains in Me]boume yard
» between Oa,klexgh and Caulfield
,, between various points o :
, between Kew junction and Hawthorn
, between South Yarra and Hawksburn
through Mordialloc
Spmts not to be taken into workshops
Springs of rolling-stock . o
Staff irregularities ; i
Stationary boilers to be examined ..
Stations in charge of women
Steam to be put into cylinders gradua.lly
Steaming wood, use of ...
Stock, alterations to, forbidden ...
Storemeil, duties of .
Stores, method of ordering
,, examination and rejection of
,  testing samples of forbidden
,» to be kept by Carriage Inspector
,» employés to take holidays while shops
are closed ‘ .
Subdivision of employés for leave regulatlons
Sunday work, payment for
Suitable ﬁre'ba.rs to be provided ...
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46
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191
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201
155
172, 324
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209
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318
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Washing out of boilers to be done regularly...
- - by drivers .
plugs to be carefully. replaced 5
Watches to be sent to the Telegra.ph Superin-
tendent :
Water to be tested in boﬂer .

,, cranes to be securely put away

,» supplies ..

,»  Spaces to be examined wie
Weighbridges to be under the Traffic Branch
Westinghouse gauges not to be tampered with

43 brakes on engines
¥ , on carriages .
- ,, instructions f'or Workmg
combination brake gear
Wheels for turning up to be sent to Newport

,, of vehicles to be of equal diameter

,, over twelve years old to be replaced...
Whigtle to be sounded before moving engine
Windmills, oiling of
Withdrawal of tubes at N ewport and Port

Melbourne
Withdrawal of tubes at country depots
‘Wood, regulations for burning :
Work for other branches not to be done without
authority Ve wus
Working hours in shops ...
Workshops manager, duties of
i quality of work done
employés to give notice when
leaving .-
employés late on duty
to take and lea.ve tickets
to show time on each job
to pass through lodge ...
to be ready to start work
overtime “iw was
not to open cupboards ...
not to order castings
not to go into other work-
shops
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No.

145
260
261

253
245
176
123
146
126
119
118
353
271
371, 872
341
285
299
246
125

130
132
94, 95

73
302
272
275

303
305

Workshops employés not to introduce strangers
into the workshops ...
not to take spirits into the
workshops
not to leave except at
regular hours ns
not to remove chips
not to get up lotteries ...
neglecting duty
quarrellmg _—
to extinguish lights before
leaving ...
to be economical
to be sober
to sign for stores
letters
! tools damaged sz
,, to be accounted for
, issing
smoking in, forbidden ...

”

»

”
2
2
”

”

Instruction
No.

317
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319
325
. 328
320
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(1) Where a Regulation is quoted it means one of
the Regulations contained in the Regulation
Book (commonly called the Rule Book),
which forms Regulation No. XIX. of the
Victorian Railways Commissioners, dated
21st September, 1891.

(2) An “Instruction” means an order contained in
this Book, which, for convenience sake, will
be called the “Instruction” Book. Thus—
Instruction No. 33, page 14, deals with pay
for Sunday work, and so on.
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VICTORIAN RAILWATYS.

CHIEF MECKANICAL ENGINEER'S BRANCH.

PART TI.

GENERAL INSTRUCTIONS TO ALL
EMPLOYES.

Employés o 1. In addition to the articles enumerated
possessandbe i Rule 3 of the Book of Regulations,
these instructions. Reoilation No. XI1X., 21st September,
1891, every oﬂ%—ger and employé of the Locomotive
Branch must be supplied with a copy of this Book
of Instructions.

Every employé concerned in the running of trains
must have his copy with him when on duty, and
must produce it when required. .

Officers in Charge of Locomotive workshops, depots,
and sheds will be held responsible for the carrying
out of this instruction, and that the book is properly
signed for as directed in Instruction No. 69.

Though the instructions hereafter given are placed

under different heads for the convenience and infor-

mation of the employés concerned in doing the work

mentioned in such instruction, yet every employé

must make himself acquainted with all the instruc-
tions here contained, and will be held responsible for
a knowledge of and a compliance with the whole of
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them. Every employé must also be prepared to be

examined, after due notice, as to his knowledge of
these instructions. (See also Regulation No. 5,
Rule Book, 21st September, 1891.)

Corressantence 2. All correspondence, returns, &c.,
tobesimed by MUSE be signed by the Officer in Charge

of workshops, district, or depdt, except in
cases of emergency, which must be at once reported
to the Chief Mechanical Engineer.

—_——— 3. All outward letters must be num-
ooks to be kept. _
bered and press copied and letter books

indexed.

All other books must be carefully labelled, showing
date of opening and when completed, the date of
closing.

Correspondence— COTTespondence from employés must
Howtobesent:  always be sent through their immediate
superior officer.

Misconductot % Cases of misconduct of employés
eplenes which may lead to reprimand or fine
must be reported to the Chief Mechanical Engineer
to be dealt with by him. Subordinate officers are not
empowered to inflict fines or penalties except when
authorized to do so.

Officers must supply complete information in their
first report, to avoid unnecessary delay and incon-
venience. :

i coe B. Official correspondence, sent for
gﬁeﬁnfﬁéﬁn‘ie. action or report to officers or employés
eatial. must in every case be regarded as

strictly confidential.

5

Official papers are the property of the Department
and must not, as a rule, be allowed to leave the
railway premises, but in any case of irregularity which
Comespondence 1Y involve punishment papers referred
ssucdtoemployés. to an employé for explanation may be
taken home, receipt to be taken and care taken to see
that they are returned promptly.

After papers have been dealt with, however, and
punishment awarded, they cannot be allowed out of
the possession of the officers of the Department.
Should the employé concerned desire to see them he
can only be permitted to do so in the office, where
he may also make copies if he o desire.

In replying to communications, either by
observed when - telegraph or otherwise, officers should
ponidiice: observe the following rules:— .

To read each communication over carefully, in
order to ascertain clearly the nature of the
information required.

To reply thereto exactly, framing the reply so
that it will run as closely as possible in the
same paragraph order as the communication
to which it refers.

To supplement such reply by any other particu-
lars within their knowledge or command
which may be considered of value or interest.

Rules to be

When information is required from employés which -

it is impossible to obtain except in writing, a brief
memorandum should be drafted, clearly setting forth
the nature of the particulars to be supplied.

Officers and employés in the Chief Mechanical
Engineer’s Branch must not write to the Head or to
any subordinate officer of another Branch of the

Railway Department.
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All communications must be sent thr
Chief Mechanical Engineer’s Of.ﬁcef3 nt through the

When correspondence is received from persons or
bodies outside the railway service referring to the
thef Mechanical Engineer’s Branch, officers should
glmply acknowledge it and inform the writers that

eir communications have been referred
quarters. fo head:

When forwarding communications of this nature
officers will please attach a full and detailed report
on every point, so that replies may not be delayed
by having to wait for information.

6. All papers, especially Secretary’s
registered documents, must be kept scru-
{ pulously clean, and returned in that condition with
the least possible delay. When the Chief Mechanical
Engmqer minutes a Secretary’s paper to one of his
subordinate officers, that officer’s reply must, if
practmable_, b_e written on the same sheet. Whe,n a
separate slip is minuted, a report on a separate sheet
of paper should be attached by the officer concerned.

Care of documents.

B T

7. All reports must be made in writing

. and care should be taken to guarci
against dealing with two or more subjects in one

© communication, especially in cases where action and
reply are likely to follow.

Reports.

Tetegaph 8. Allinquiriesmade by telegraph should
mauiries be answered in a similar manner, unless
instructions to the contrary are received. Nixmbers
forming part of telegrams must be written in full in
words as well as in figures.

7

retoerame_priet, 2" Care should be exercised in telegraph-
¢ " The wire is not to be used for
matters which can be as well sent by post, and when
it is used the message should be made as brief as
possible ; all unnecessary words and phrases being
carefully eliminated before it is despatched.

aihamg When sending a message.by tele-
i phone speak slowly and distinctly,
making a sufficient pause after ever{ three or four
words, to allow the receiver to write them down. In
all cases the messages must be repeated by the
receiver from his written copy, and the sender will
be held responsible that the message is properly
received.

After hearing the repetition, the sender will write
upon the message *Repeated back O.K.” with his
initials and the time. Telephone messages are to he
written out both by sender and receiver, and must
not on any account be destroyed, but must be kept

for reference.

10. Circulars are not to be issued upon

eneral matters of business, except by
authority of the Chief Mechanical Engineer. Par-
ticulars of any subject, or instructions which it may
be considered necessary to publish for the information
of the employés, should be reported so that a circular
may be issued from the Head Office.

Issue of circulars.

Sordiecstabe - Jdn All circulars and letters received
wknowiedzed.  must be promptly acknowledged, thus—
“ Your circular /9 duly received,”
or
« Your letter, No. , dnly received.”

e
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Notroporting 1 2. In the event of any irregularity
freguiarities  which may come under notice not bein

reported, the person neglecting to report will be
dealt with as if he were a party to the irregularity
committed. Any officer or servant seeing another
officer or servant intoxicated must, in addition to
reporting the circumstance to his immediate superior,
draw the attention of some other person to it, so that

corroborative evidence may be given. (See Regu-
lation 36.)

Information not to 1 3. 'L he communication of official infor-
begventores: mation to members of the press, or other
persons, relating to departmental business, or to the
official position of any employ¢, is forbidden.

P 14. The Senior Locomotive officer pre-
earing of the . : .
fneimcaseat  sent will, in the event of any accident,
accident. . . . . .

act In conjunction with the senior officers
present of the Existing Lines and Traffic Branches
and take immediate steps to clear the line and replace
rolling-stock; every effort must be made to avoid
damage to rolling-stock.

 Reporting 15. Particular care should be taken by

casualties.

all employés to note any facts which may
appear to explain the cause of an accident, such as
the state of the permanent way, condition and posi-
tion of the stock, time of accident, speed of trains,
&c., and the attention of the responsible officer on

the spot should be called to any facts which may be
observed.

All accidents or casualties involving injury to
employés or passengers, damage to rolling-stock, or

serious delay to trains must be promptly reported
by telegram to the Chief Mechanical Engineer ; full
information being given as to time, place, cause,
and nature of accident.

Departmental telephones to be used freely in
suburban districts, and if necessary a special mes-
senger. should be sent to the Chief Mechanical
Engineer’s Office from Locomotive depdts near
Melbourne.

Full written reports to be sent in afterwards in the
usual way confirming all telegrams sent.

micesorme 1 68. No vehicle is to be allowed to run

e after being off the rails until it has been
thoroughly examined and passed by a responsible
Locomotive employé.

I 1%. AllWorkingTime-tabIesand-Appgn-
tabis, dices will be issued direct to Locomotive
depdts from the Traffic Manager’s Office, Spencer-
street.

The Officer in Charge receiving them will forward
receipt to the Traffic Office for the total number
supplied to his depbt, and he will be held responsible
for the distribution of same to all men under his
charge who are entitled to receive .them. (See
Regulation 1V. and Instruction No. 69.)

8. When ordering stores, the quan-
tity on hand as well as the quantity
required must be shown opposite each item ordered.
If necessary a column on Green Order is to be ruled
off for that purpose.

Ordering of stores.
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Axle oil for carriages and waggons must be
ordered on a separate order, and marked * Carriage
and Waggon Oil,” so as to distinguish it from oils
used for engine lubrication.

Store orders should be sent in not later than
Wednesday in each week to avoid delay in supplying.

When ordering stationery from the Government
Printer it will not be necessary to attach samples of
the forms or books required, but the number shown
on the left-hand top corner of the form or hbook

- must be quoted.

‘Lithographed forms which are marked Litho.
No....... are to be ordered from the Chief Mechanical
Engineer not from the Government Printer.

Disposal of waste- 1 9. All waste-paper, and all books and
i forms that are not required, and all empty
ink bottles, are to be forwarded to the Railway Store-
keeper to be disposed ‘of. Care must of course be
taken not to destroy any books or records that may
be important.

Goods £ be 20. Consignment notes must be given
properly consigned- and receipts obtained for all goods sent
through the Fraffic Branch for transmission between
Branches.

21. All officers and servants and men
regularly employed in this Branch are

exempt from serving on juries. If summoned, they

Serving on juries.

should inform the summoning officer of the fact of
their being so employed.

1L

. Employés are to abstain from sign-
Eathiore ol ﬁg politi%alypetitions, and their interfer-
ence in political matters, otherwise than by recording
their votes, will result in their dismissal. They may,
however, form or join mut_ufﬂ benefit socleties as
long as they are not of a political character.

itess si A loyés must not witness con-
mebues o ender 1!?:20tc»Er:’Cl Eiggatures to competitive tenders
for advertised works. If asked, they must inform
contractors that they must get some one outside of
the Department to witness their signatures.

24. No objection will be taken to
employés becoming n.liJitia.m_en, but it is
to be clearly understood that their being summoned
to attend drill will not be taken as an excuse for
absence from work.

Militia Force.

‘ . To prevent wholesale destruction,
e 51513]16 evert)lt of any workshop or building
taking fire, officers should impress upon all employés
‘the necessity for immediately taking steps to remove
any rolling-stock or appliances from the building the
moment the fire is discovered, and if any boilers
contain steam the whistles should be sounded con-

tinuously as signals for the fire brigades or other

assistance.

Money foundon 20+ When any sum of money or other
milvay premises.  valuable article is found on any part of
the railway premises by an employé, he must
immediately hand it over to the Station-master
or Officer in Charge, who will at once report
particulars.

P
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If it remains unclaimed, ten per cent. (10 per
cent.) of the amount will after a time be handed
to the finder as a reward.

L 2'%7. Clause 5 of Victorian Railways
Life insurance of . . .
employes, - Commissioners Regulation IV., respect-
Commissioners —~ ing the insurance of employés has been
Regulation XXVI, . -
repealed and the following substituted,
viz. :—
The amount of insurance shall at all times be equal to at least
one year’s salary or wages of thé assured, and shall be according
to the following scale :—

Salary or Wages. ) Amount of Insurance.

Under £110 per annum £100

£110 to £199 ,, g . £200

£200 to £299 ,, £300

£300 to £399 ,, £400

£400 to £499 ,, £500
and so on ; the insurance being in every case increased from time
to time by successive steps of £100 whenever and as often as the
salary of the assured shall be increased beyond the amounts set
forth in the scale ; no employé, however, who through the opera-
tion of percentage deductions is not actually in receipt of salary or
wages at the rates per annum set forth above will be compelled

to increase his insurance until his pay, less the percentage deduc-
tions, is actually at the rates mentioned in the scale.

S 28. In all cases where the amount of
premium in two  insurance premium, payable half-yearly,

' exceeds Two pounds (£2), it will be
deducted in two equal instalments—one from January
and the other from February pay; and similarly in
July and August.

Where the premium cannot be divided into equal
amounts—e.g., a premium of £2 8s. 3d.—£1 4s. 2d.
will be deducted as the first and £1 4s. 1d. as the
second instalment.

) 29. Employés against whom garnishee
Garuishice orders. Jers are issued will be dealt with as
follows :— ,

First offence—Fine of one day’s pay.

Second offence—Fine of two days’ pay-

Third offence—Consideration to be given as
to whether employé should be further
. retained in the service.

Penalties will be inflicted whether orders are
abandoned or not.

n— 30. In order that :the pI_'ovisions of Aci:,
A 1324 may be complied with, any employé
sequestrating his estate must immediately inform the
Chief Mechanical Engineer of the fact, giving date
of sequestration, and subsequently, when obtained,
he must forward his certificate of discharge to the
Chief Mechanical Engineer, who will send it to the

Secretary for Railways to be noted.

An employé renders himself liable to be fined,
reduced, or dismissed, if, after three (3) months
from date of sequestration, he fails to at once take
steps to apply for a certificate of discharge.

Appeals to 31. In all cases of appeal to the Cpm-
Gommissiones.  missioners, which they may consider
trivial, the time occupied attending appeal will not
be paid for.

32. Single time only will be allowed
overtime. for overtime, whether worked on week
days or Sundays. ‘
All special or emergency cases must be submitted
to the Chief Mechanical Engineer, and, if the

Allowance for
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circumstances warrant it, an extra rate may be
allowed, irrespective of whether the men have
worked 48 hours or less for the week.

38. If a man works over four (4) hours
on Sunday he is to get a day’s pay, if
only four (4) hours or under, half-a-day’s pay.

Sunday work.

~ All special emergency cases, where Sunday work
is necessary, are to be reported to the Chief
Mechanical Engineer, who will consider each on its
own merits.

R 84. Before any employé takes posses-
ing departmental 5101, 28 2 residence, of a portable house,

or any other premises, the property of
the Department, he must ascertain the rent and sign
an agreement to pay it in advance, and all such
charges as closet emptying, water, gas, &c.

Buildings not tobe 39+ Defore any employé is permitted to
oy g withons €T€CE 2 building on railway land, or
PG provide additional accommodation where
he occupies a building belonging to the Railway
Department, or to make any alteration, he must
obtain permission from the Engineer for Existing
Lines, through the Chief Mechanical Engineer, so
that an agreement may be signed, and a nominal
rent paid as ground rent. When permission has
been obtained, the building must be erected detached
from the Government building, and in such a
manner as the Inspector of Works approves of, and
in the event of the employé’s transfer to another
district, or retirement from the service, the Depart-
ment will recognise no claim for compensation for
value of additions or improvements, but the employé

15

will have the right to remove such building or
dispose of it to an employé of the Department.

86. The following arrangements have
been made for the sale of ashes:—

(1) The Existing Lines Branch is to be supplied
with all ashes required by them. Existing Lines men
are to load up ashes at all stations (except at Mel-
bourne, Prince's-bridge, Ballarat, Bendigo, Seymour,
&c., where the contract system for loading ashes is
in force), to load up all ashes sold to the public, clean
out ash-pits, and discharge ashes at all stations.

(2) Ashes will be sold to the public on the ground
at North Melbourne and Prince’s-bridge for 1s. per
dray load or cubic yard.

(3) Ashes will be offered for sale (if required)
in sidings at the following suburban stations near
Melbourne, viz. :—Footscray West, Middle Footscray,
Newport, North Williamstown, Kensington, New-
market, Essendon, Brunswick, Coburg, North Carlton,
North Fitzroy, Toorak, Malvern, Camberwell, Surrey
Hills, Kew, Windsor, Elsternwick, and will be
delivered to the public on the ground at 1s. 6d. per
load. Station-masters have been instructed to arrange
for sale and collect cash.

(4) Ashes will be sold at 20s. per 10-ton medium
«T” truck within 9 miles of Melbourne; within 15
miles of Melbourne, 24s. per truck load; within 20
miles, 26s. per truck load. These rates in all cases
include freight. In quantities of ten trucks or more
a reduction of 2s. per truck will be made.

(5) Cash to be paid before delivery as follows :—

At North Melbourne and Prince’s-bridge, to the
Locomotive Inspector or his representative,

Sale of ashes.

.,_,_
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who will pay in the money daily to the
Station-master and obtain his receipt. A
book to be kept specially for this purpose,
and a weekly statement of sales to be sent
to this office every Monday. At other
suburban stations cash for ashes and freight
to be paid to the local Station-master at
receiving station before delivery.

If none are sold, a memo. to that effect must be
forwarded.

(6) Only 10-ton medium “I” trucks to be used
for loading up ashes, so that the load will be the same
in each case.

' (7) Trucks of ashes from North Melbourne or
Prince’s-bridge to be way-billed by Locomotive In-
spector to receiving station by pro formd, freight
to pay, whether for private consignees or sent to

Station-masters for sale in small quantities. A
Consignment Note to be afterwards promptly sent
under cover to Goods Superintendent, Melbourne,

giving full particulars, name of purchaser, quantity,
station, &c.

(8) At country stations similar arrangements will
be made, if required Locomotive Foreman to advise
the Chief Mechanical Engineer of any sales made.
Locomotive Branch to be credited with 1s. per dray
load or 14s. per truck for all ashes sold. Traffic.
Branch to collect freight. Station-masters at stations
where there is no Resident Locomotive Inspector or
Foreman, have been instructed to consult the Senior
Engine-driver, and, with his concurrence, arrange for
the sale of ashes at 1s. per dray load or cubic yard
on the ground.

p= -
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PASS AND PRIVILEGED TICKET REGULATIONS.

(Being By-laws 109, 110, and 113 of the Viectorian
Railways Commissioners.)

3%7. Passes may be issued to permanent officers
and employés only as follows, viz.:—

Passes torannual. (@) Any officer or employé when on
Tawes: annual leave may have a pass for himself,
wife, and three children (who must be under the age
of twelve years), available for all lines, and to cover
the whole of leave granted.
(6) Officers’ passes (with title of each
officer engraved thereon) are to be issued
only to Heads of Branches, and to such other high
officers as the Commissioners may direct whose duty
requires them to travel on railway business.
Passes for employés (€) Any officer or employé who may be
SrmsicEnes transferred can obtain a pass for himself,
wife, family, and furniture to his new place of duty,
but this concession is not to cover the free transit of
either dogs, horses, cattle, vehicles, or firewood.

(d) Officers or employés travelling on
Pass-holders to have . .
noclaim forlost  free passes will have no claim for luggage
et or other property lost in transit, and they
will be expected to sacrifice their personal comfort
for the convenience of paying passengers.
Passes not avaitavte (€) Gold, Annual, and Visitors’ passes
tor certain traine. . may he used for “ Express” or “Special ”
trains, but no other pass may be so used unless made
specially available by an authorized officer.
mptovesnot o\ ) Any officer or employé found travel-
wravel withous . ling without a free pass or ticket is to be
pusortil® at once suspended by the Head of his
Branch, and the occurrence reported to the Commis-
gioners to be dealt with.

Officers’ passes.

[¢)
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puty passes tove () All passes issued to officers and
i employés on duty shall have the words
“ On Service Only ” printed plainly across them.

officers autnorized (##) Lhe following officers only are
tosignpssses. gnthorized to sign and issue passes, and
indorse such concessions for special or express trains
or guard’s vans, viz. :—Heads of Branches and such
other officers as are specially approved by the Com-
missioners. The Deputy Postmaster-General may
indorse passes for mail vans. Only the authorized
Gold, Book, and Paper passes are to be recognised,
except in cases of emergency, when a telegram pass
from any authorized officer or the Station-master at
Spencer-street is to be accepted.

it (i) At stations where tickets are checked
articulars of passes
to be clearly or collected passes must also be checked
' or collected. The dates for which passes
may be available and the names of the issuers are to
be clearly written on each pass. Failing the obser-
vance of these particulars the holders of passes are
to be treated as ordinary passengers, unless fraud is
attempted.
privilegea tickets (7)) Privileged tickets (available for the
towhomissued: game periods as ordinary tickets) may be
issued to officers and employés entitled to passes
at one-fourth of the advertised fares. Minimum :—
First class, 2s. ; second class, 1s. Children of employés
under twelve years of age half these rates.

priviiored tiokets0) Privileged  tickets are not to be
ot to bo jamed to issued for the use of employés’ sons

who are in receipt of salary or wages, or
who are over eighteen years of age. Unmarried

daughters may be granted privileged tickets, provided

they are not in receipt of remuneration from any

source whatever. Privileged tickets may also be .
issued to an employé’s mother, mother-in-law, or
niece, provided they form part of applicant’s house-
hold and are entirely supported by him.

They may also be issued to a mother, sister, or
sister-in-law when keeping house for an employé,
and totally dependent on him, or to an employé’s
mother when living with a married son.
st (/) Supernumerary employés who have

eged tickets . .
for supernu- been in the service over two years may,

' at the discretion of Heads of Branches,
be granted privileged tickets for themselves only.
g (m) Pass and privileged ticket requisi-
pplications for .
pumesand 4 10DS, 85 per form attached hereto, must

be sent to the issuing officers so as to
insure the concessions being made in sufficient time.
Such officers will be held responsible that the conces-
sions granted under these By-laws are not exceeded.

ForM OF APPLICATION.
Victorian Railways,

Q) Office,
(Date) 18
Memo.

I have the honour to request that a (%) class may be
issued to (%) for a journey from (%) to (%) and
back from (%) to (7)

Since the 1st January last (inclusive) Thave had (%) passes
and (%) privileged tickets.

()
D
The (%)
(1) Branch. (® and ®) Number.
(*) First or second class. (%) Signature of applicant.
(*) For whom required. (') Grade.

(*and %) Names of stations, ('?) Head of Branch.
(¢ and 7) Dates available for.
Nore.—This application must be forwarded so as to reach the issuing

office, at least, the day previous to the concession being required.
cz
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rssue of privieged 3+ Applications for the above are
Ea to be sent to the Chief Mechanical
Engineer’s Office, when a voucher authorizing the
issue of an ordinary ticket at a fourth of the pub-
lished rates will be supplied. There is no limit as
to number. The form to be used when making
application for tickets or passes is to be obtained
on requisition in the usual way. The number of
the ticket issued is to be indorsed on voucher by
issuer. Should a voucher be presented for a station
to which the issuing station does not hook, a
ticket may bhe issued to the furthest station en
route, and an excess fare ticket (return) made out
for the remainder of the journey, charging mileage
as per Appendix to Passenger Fare Book. When
holiday excursion, seaside, and other excursion
tickets are on general issue to the public, employés
holding “ privileged ticket” vouchers are only to be
charged one-fourth of these rates when they take
such tickets. Privileged-ticket rates do not apply
to monthly or other periodicals. Tickets obtained
on privileged certificate are only available for an
employé, employé’s wife, employé¢’s unmarried daugh-
ter, or employé’s son under eighteen years of age
and who is not in receipt of remuneration from any
source whatever. First or second class tickets to
be issued as employés may desire, application to
state class required. Any tickets transferred will
render employé liable to dismissal or prosecution.
When applying for leave or privileged tickets for
children the age of each child to be given.

Passes to 89. Pensioners may have not more than
Pensioners.

By-law 113. two passes in each year, for a period of
not longer than seven days each. The concession

21

to extend to their wives, and to be available for one
specified return journey only.

Socomi ke 4.0. Holders of Second Class “ Station
Passes availabless £ Station” Leave Passes may have them
mentotexcess.  made available as First Class on pay-
ment of one-fourth of the difference between second
and first class fares for each journey travelled. This
also applies to passes issued for a single or return
journey. Pass number to be quoted on excess fare
ticket, which must be delivered up with the pass on
its expiry.

41. Tickets at half-rates can be issued
to employés presenting the required
voucher between any stations on the suburban lines,
irrespective of their being hetween employés’ resi-
dence and place of business. The Workshop Mana-
ger at Newport, the Locomotive Inspector, North
Melbourne and Prince’s-bridge, and the Locomotive
Foreman, Port Melbourne, are authorized to sign
these vouchers.

concessionsto & 2. The following concessions to em-
employés’children. p]gvés’ children attending school are in
force, viz.:—

(a) At country stations where there is no school
of any description, employés’ children are
to be granted free monthly tickets to the
nearest State school.

(b) Employés desirous of sending their children
to a school of a better description than
the one in their immediate neighbour-
hood, or employés living in the suburbs
sending their children to school in Mel-
bourne, are to be granted tickets at half
the ordinary scholars’ rate. -

Half-fare tickets.
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REGULATIONS FOR LEAVE OF ABSENCE.
(Regulation XXI. of V.R. Commissioners.)

Leave of Absence, 4S. The Victorian Railways Commis-
Regulation XXL gioners, in pursuance of the powers
conferred by the Railways Acts, have repealed
Regulations IX., XIII., XV., and XVIIIL., and
made the following Regulations :—

dotidaysotcrain (@) Lhe holidays of officers and em-
employés ot tove ployés appointed before Act No. 767
' came into operation shall not be reduced,
notwithstanding anything that may appear to the
contrary under these'Regulations, but any increase
in their holidays shall only be made at the rate of
one day per annum for every additional year of
service from the 1st day of March, 1887, until the
maximum of the classes as fixed hereunder shall be
reached. In no case shall the maximum annual
leave, including gazetted or other holidays when
taken together, exceed twenty-eight days.
(6) The following holidays shall be held
as common to the whole of the Depart-
ment, viz. :-—Christmas Day, Good Friday, Easter
Monday, and Her Majesty’s Birthday.
(¢) For the purposes of these Regula-
tions all officers and emplovés, other
than those referred to in Clause 1, shall
be divided into three classes, as shown by the
schedules attached hereto—

Crass 1.—OFricERS AND OTHERS ON YEARLY SALARY.

After one year of service six days’leave of absence
to be granted, and one day additional for every
further year of service up to 21 days, exclusive of
the four common holidays and gazetted holidays.
In cases where a holiday may be gazetted, or a

i

Common holidays.

Subdivision of
officers and
employés.

I
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common holiday intervenes, during the period of
absence of any officer or employé on annual leave,
such gazetted or common holiday shall not be allowed
in addition to the annual leave granted.

Crass 2.—ARrT18ANS AND OTHERS.

After one year’s service five days’ leave of absence
to be granted, and one day additional for every year
of service up to ten days (except where the maximum
is set forth opposite certain grades in the schedule),
exclusive of the four common holidays, but inclusive
of gazetted holidays.

(Crass 3.—LaBOURERS AND OTHERS.

After one year's service three days, and one day
additional for every year of service up to six days
(except in cases where the maximum 1s set forth
opposite certain grades in the schedule), exclusive of
the four common holidays, but inclusive of gazetted

holidays. ’ .
By (d) Any officer or employé may, if
mployés to :

remain on duty on pecessary, be retained on duty on any
equred.  proclaimed holiday, whether gazetted or
not.

(e) Officers and employés engaged in
o oreyes  the Workshops or Stores Branch of the
eieaopssse  Department will be required to take the
closed holidays to which they may be entitled
during such times as the workshops may be closed.
_(f) Leave will be granted. as may be
ol eamen” convenient, and all applications therefor
e due must be indorsed by the Officer in
Charge, and must reach the Head Office in sufficient
time to be dealt with before the leave is actually
required. Heads of Branches may direct employés
to take their leave, whether it is required or not at

Uheeb 1 it v
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the time, and if declined by the employé the privi-
lege will be forfeited. All %;ave mugt 1:)}; applieftl for
not later than 30th April in each year.

(g) If, through any cause whatever, employés do
not obtain their annual leave during the currency of
the year for which it is due it must lapse and not be
subsequently granted under any circumstances. No
back leave will therefore be allowed in future.

Pl pera ot (h) épphcants must apply for the full
lea prtied period of leave to which they may be
entitled.
Emplyastove () When compatible with railway re-
dllowed javeto  quirements, permanent employés will, if
) necessary, be allowed one day’s leave,
with pay, to vote at parliamentary elections.
Leave fo miliia- (%) All militiamen obtaining leave of
il or whootlng Absence to attend drill, shooting matches,
ks &c., shall have the period they may be
so absent deducted from their annual leave, or shall
have such leave granted, business permitting, without
pay.

ScrEDULE I.—Crass 1.—OrricErs axp OTHERS on YEARLY

SALARTY.
Clerks Inspectors
Draughtsmen Overseers (line), maximum 17
Engineers days
Engineers (assistant) Printers

Foremen (locomotive) Station-masters
Foremen (running), maximum | Storemen
17 days Timekeepers.

ScEEDULE IT.—CrLass 2.—ARTisANS AND OTHERS.
Engineer’s Branch.
Artisans Labourers (lithographi d
Foremen Artisans plan) ¢ Spe. &

Inspectors (temporary) Messengers on salary

Printers on daily pay

Coopers (who satisfactorily
prove they served appren-
ticeship to their trade)

Foremen (goods)

Guards, maximum 12 days

Messengers (senior)

Porters (head)

Repairers (lamp)

Repairers (weighing machine)
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Traffic Branch.

Daily - paid  Station-masters
receiving 7s. 6d. per diem,
maximum 12 days

Sailmakers (who satisfactorily
prove they served apprentice-
ship to their trade)

Signalmen

Yardsmen.

Telegraph Branch.

Carpenters
Engineers
Fitters
Foremen

Blacksmiths

Boilermakers

Boilermakers’ Assistants

Carpenters

Carriage-builders

Carriage-trimmers

Clerks (shop)

Coppersmiths

Drillers

Drivers of stationary engines

Engine (locomotive) Drivers,
maximum 12 days

© Fitters

Foremen (sub.)

French polishers

Furnacemen

Inspectors (rolling-stock, con-
struetion, and repairs)

Inspectors (lamp)

Locomotive Branch.

Instrument-makers
Lampmen (electric)
Timekeepers.

Inspectors (train)

Leather hands

Lifters (truck)

Machinists

Moulders

Painters

Pattern-makers

Pumpers (engine)

Repairers (truck)

Sailmakers (who satisfactorily
prove they have served
apprenticeship to their trade)

Seamstresses

Strikers

Timekeepers

Timekeepers (assistant)

Turners

Waggon-builders.

Accountant’s Bramch.

Foremen (Stores).
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ScHEDULE IIT.—Crass 3.—LABOURERS AND OTHERS.

Engineer’s Branch.

Gangers i
Gatekaspers %l:s:;a;g:rs on daily pay
Labourers P a

Traffic Branch.

Attendants {waiting-room)

Block-signal youths Porters (ordinary)

Porters (door), maximum 10

Checkmen (gate) d
Cleaners (carriage e ighi i
Coner ge) Po;:)egz ygwelghmg), maximum
I(i‘ra.]gekeepers Sailmakers
abourers Shunters, maximum 1
A 0 days
Lampmen Watchmen, maximum 10 ¢)]rays.

Number takers

Locomotive Branch.

Blockers

Boys, maximum 10 days
Cleaners (engine)
Examiners (train)

Firemen, maximum 10 days
Foremen of cleaners
Fuelmen

Greasers

Labourers (ordinary)

Labourers with artisans, maxi-
_mum 10 days
Lighters-up
Messengers  with
maximum 10 days
Padders
Storemen, maximum 10 days
Washers-out ¥
Watchmen (shop hands), maxi-
mum 10 days.

artisans,

Telegraph Branch.

Batterymen, maximum 10 days | Linemen, maximum 10 days.

Aecountant’s Branch.

Storemen, maximum 10 days.

44. At stations where there are a large
number of employés, and where arrange-
ments are made locally to relieve them for annual

Leave without pay.

1y
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leave, the Officer in Charge will require to make
application for any passes he may require a day or
two before granting the leave. When a few days’
leave of absence without pay is required by any
employé, such leave can only be granted with the
understanding that the person relieved will pay
usual relieving expenses if incurred.

INJURIES, ACCIDENTS, AND ILLNESS.

45. () When any officer or servant
of the Department is seriously hurt or
injured whilst engaged in the actual discharge of
his duty, the nearest medical practitioner is to be
sent for to attend to the immediate necessities of

the case.

(6) The sufferer is to be conveyed to the nearest
hospital as soon as he can be removed with safety.

Injuries, accidents,
and illness.

(¢) If he declines such removal he will be required
to pay his own medical expenses.

(d) When removal to an hospital is not possible,
the case is to be at once reported in the usual course,
in order that the Railway Medical Inspector may be
instructed to visit the patient and report.

(e) No surgical or medical expenses will in any
case be allowed unless certified by the Railway
Medical Inspector to have been necessary, and to be
reasonable.

(f) Any employé meeting, in the execution of his
duty, with injury or accident, nof arising from his
own neglect, may be allowed, during the time he is
incapacitated from work, such pay as the Chief

 Seminicseus
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Mechanical Engineer, with the approval of the
Commissioners, may grant (such approval to be

obtained month by month), subject to the follow-
ing rules:—

(1) He must report at once, and, if possible,
before leaving the railway premises, to his
superior officer that he is so injured, and
give the names of all that witnessed the
occurrence ; the Officer in Charge to at
once obtain the written evidence of all the
witnesses.

(2) He must in any case forward to the same
officer, if the absence continue more than
one day, a medical certificate—in accord-
ance with Regulation 11—setting forth
the nature and extent of his injuries, such
certificate to be forwarded within 48 hours,
otherwise he will be treated as absent
without leave. The Officer in Charge to
forward these certificates to the Chief
Mechanical Engineer as soon as received.

(g) All medical certificates shall state the nature
and extent of the injuries received in cases of accident,
and in cases of illness its character ; also how long
the employé is likely to be incapacitated for duty.
A notice of resumption of duty to be forwarded to

the Chief Mechanical Engineer directl
returns to work. = . divectly employ€

(k) Employés absent from duty for a lengthened
period through illness or accident will be required to
furnish a medical certificate once a month, and may
at the discretion of the Head of the Branch, be
required to furnish certificates more frequently.

==
=
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(i) Allowances to officers absent through injury
or illness must not be made except on approval of
the Commissioners ; and, if the absence from duty
exceed six (6) months, a special examination must
be made by a medical officer employed by the Com-
missioners, when the case will be specially considered
and determined upon. .

4.6. Officers who have hitherto been
entitled to sick pay, and to whom leave
of absence may be granted on account of illness, may
be allowed half-pay during such absence.

Sick leave.

V.R. Commissioners’ Reg. XXX, —Euxtended Leave.

4%. The Commissioners may, with the
sanction of the Minister, grant any officer
or employé leave of absence on account of slackness
of work or other pressing necessity for a period not
exceeding twelve (12) months, but for such period of
absence such officer or employé shall not be entitled
to receive any salary or wages. Provided also that
upon the termination of such leave he will not be
permitted to resume duty if, in pursuance of any
policy of retrenchment during his said absence, his
services would in the ordinary course have been
dispensed with had he remained at work.

Furlough leave.

Absene withons &8. Officers in Charge of Locomotive
feave. shops, depdts, and sheds will please report
to the Chief Mechanical Engineer’s Office every
month, giving full particulars as to employés absent
from duty without leave, whether their absence is
caused by sickness or otherwise.

b
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TRAVELLING ALLOWANCES.
(V.R. Commissioners’ Regulation XX VIL)
o allowances to

weavallig 4.9. In future travelling
sliypnges officers and employés will only be made
according to the following scale, and all other Regu-
lations on the subject are cancelled :—

One week
Under and upwards at

e el same place.

Per diem. Per week.

£ s £ s d
1. Officers in receipt of £400 per
annum and upwards
Officers in receipt of £175 to
£399 per annum
Officers in receipt of less than
£175 ... 0 6

o7 110 0

d

010 O 2 2 0
6
0

1 5 0

Three days and | Over threedays
under. atsame place.

Per week.

£
Deily-paid Station-masters ... 4
Porters, Labourers, and others 3
Guards and Engine-men when
relieving away from their
home stations ... 0 4 0 015 0

2. Officers permanently engaged on relieving duty are to be
paid the weekly allowance provided by the salary scale, irrespec-
tive of the time they may be at each place.

3. The allowance to Travelling Audit Clerks, Superintendents,
and Inspectors shall be made as follows:—If absent from head-
quarters on duty at 8 a.m., 1 p.m., 6 p.m., and a night, the full

daily scale will be allowed ; but if absent on one, two, or three of
the specified periods, allowance shall only be made in fourths
accordingly.

In calculating fourths, half-pence are to count as pence.

4. Guards and Engine-men absent from their home stations
running trains, and on duty for ten consecutive hours, will be
allowed 1s. for a meal. If they be sixteen hours on duty, 2s. for
meals, and when necessary 1s. 6d. for a bed. If on duty beyond
sixteen hours, allowance may be made, when deemed necessary,
as per day scale, but in no case shall such scale or any allowance
hitherto made be exceeded.

5. Cab and coach fares, horse and conveyance hire may be
charged for extra, but in every case, where practicable, receipted
vouchers for the expenditure must accompany the claims made
for travelling expenses.

6. No officer shall leave his office or proceed travelling on any
duty without first informing the Head of his office of his intention
to do so, and such Head, before granting him permission, shall
satisfy himself that the travelling is necessary.

7. Whenever the exigencies of the ecase preclude the possibility
of an officer first obtaining permission in the manmner indicated
above, he shall, as soon as possible, acquaint the Head of his office
with the reasons which called him away, either in writing or
orally, on his return, within 24 hours of his leaving.

8. The scale rates will only be allowed when the duties upon
which officers may be engaged necessitate their travelling a
greater distance than 10 miles from the places where their ordi-
nary duties are performed.,

9. When the distancedoes not exceed 10 miles, only the necessary
expenses actually incurred are to be charged, and similarly in all
cases where the travelling is performed within ordinary office hours.

10. Heads of Branches shall carefully examine all accounts for
travelling expenses, and shall, before certifying thereto, assure
themselves that the travelling was necessary, that the time occu-
pied was only such as was required to properly perform the duties
upon which the officer was engaged, that the scale of rates is not
exceeded, and that the claims made are fair and reasonable.

atowancesor D 0. When an employé is transferred no
Teliexion. expenses will be allowed unless when a
night is occupied on the journey, and then the actual
and necessary cost incurred will be refunded to the
employé transferred.
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Board and lodging 51. All accounts for board and lodging

checked and copy 10USt be carefully checked and initialed

of time kept. b
y the Foreman, who must keep a
copy of each man’s time. P a correct

_ 52. No officer in this branch
Certificate of . il Eecepl
ghanciernotto  Chief Mechanical Engineer may iSsufah:
certificate of character to any past or
present employé, or give a report on the value of any
work done by employés, contractors, or others.

83. The attention of all 1 i
Employés not to 4 Sl éS v
enter refreshment- called to Rule 16, relative to seII)'szJts of
_ the Department entering refreshment-
rooms while on duty, and all officers in charge are
directed to see that it is carried out in its integrity,

and to report to this office any infri i
e ion y ngement of its

T
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PART II.

INSTRUCTIONS TO WORKSHOP
MANAGERS, LOCOMOTIVE INSPECTORS,
FOREMEN, AND DRIVERS IN CHARGE.

H54. Locomotive Inspectors will exercise
a strict supervision over that portion of
the running branch under their charge.

They will see that Locomotive Foremen, Drivers
in Charge, Drivers, and all persons employed in or
about the running sheds are competent, and perform
their respective duties efficiently ; immediately sus-
pending employés who may be guilty of any serious
dereliction of duty.

They will see that all instructions are properly
carried out, and that the Rules and Regulations are
faithfully adhered to, especially the Regulations
contained in Rule Book, 21st September, 1891, and
the instructions here contained and others that may
be issued from time to time.

They will report to the Chief Mechanical Engineer
on all matters affecting the intérests of the Depart-
ment.

They must furnish a daily report to the Chief
Mechanical Engineer, showing the engines and depots
examined and locomotives ridden on by them.
These returns will be filed for future reference.

They will pay special attention to the carrying out
of the instructions issued by the Chief Mechanical
Engineer in Circular 22/94 as to the periodical
examination of engines.

They will inquire into any charges against em-
ployés, and report to the Chief Mechanical Engineer.

D

Duties.,
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Conduct of
inquiries.

55. When any serious charge is made
against an employé, an inquiry should be
held by at least two officers of different departments
—Locomotive, Traffic, or Existing Lines.

Evidence should be taken in writing, and signed
by witnesses.

The person accused should hear or see all the
evidence, should be at liberty to question the
witnesses if he desire, and may then make any
statement he wishes.

Such statement to be taken in writing, and

attached to the report and evidence, and forwarded
to be dealt with.

56. Locomotive officers should not
leave their recognised station except in
cases of casualty or accident, or for the purposes of
the periodical inspection, when they should forward
by wire or letter to the Chief Mechanical Engineer
a brief report of their proposed movements.

To remain at
home station.

67. Locomotive Inspectors should make
a point of ascertaining by frequent
examinations at irregular intervals, that
Engine-drivers and - Firemen are thoroughly
acquainted with all the Regulations concerning
semaphores and other signals. They should also
see that Engine-drivers and especially the older men
are periodically examined as to their eye-sight, to
see that it is in perfect order.

‘To examine
Engine-drivers as
to signals and
eye-sight.

98. Locomotive Foremen are respon-
sible for the proper and efficient manage-
ment of the running sheds, engine stock, tools, and
other appliances under their charge. They must
see that they are kept clean and in efficient working
order. They must see that all rules, circulars, orders,

Duties of Loco-
motive Foremen.

" .and instructions appertaining to their department and

employés are rigidly and consistently obeyed, and that
locomotive power is supplied for trains. At stations
where there is no Locomotive Foreman, the Driver
in Charge will arrange for suitable engine power.

They are also responsible that all employés under
them are supplied with time-tables, appendices, and
special train notices as required, as per Regulation
No. 4, and for seeing that the boiler regulations, here-
inafter set down, are properly carried out so far as
their sheds are concerned. They will also arrange
the duties of all Locomotive employés under them,
paying special attention to the necessity of a fair and
even distribution of work, so that the payment of
overtime may be entirely avoided, or, if unavoidable,
reduced to a minimum.

; 59. Locomotive Foremen are to exer-
ocomotive Fore- . . . .
man tosuperviss  ¢iSe & proper supervision over Carriage
" and Truck Examiners in their districts.
They will be held responsible for these men strictly
and efficiently performing their duties, except at
Spencer and Flinders streets, where the Rolling-stock
Inspector will assume that responsibility.

Rt Eoeine. 00+ They must see that specially-
mentobeputon reliable Engine-men are told off for im-
important trains. . . . .
portant trains, keeping in view the
seniority of the men, combined with efficiency of
working, and must not permit an engine to run
unless in charge of a certificated Engine-driver.

: 61. Where practicable they must per-
To see Engine-men -
betore deparure sonally see all Engine-men before th.e
HOEHETE departure and after the arrival of their
trains, so as to know the men are in a fit and proper
condition for duty. :
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Drivers not 62. They must in all cases report
urning up. Drivers who fail to turn up to their

engines at least 45 minutes before starting time.

Addreses tobe 63. A yegister is to be kept by each
L Locomotive Foreman of the names and
addresses of men employed under his supervision.

At out stations this register will be kept by the
Driver in Charge or Senior Engine-driver.

Running sheas to ©4- Liocomotive Foremen will instruct
bekeptprivate.  employés that all running sheds must
be kept private, and that they must refuse admission
to all unauthorized persons, and report promptly to
Officer in Charge any case where this order is
disregarded.

Persons trespassing on the railway premises
should be warned off, and if they persist in trespass-
ing the fact must be reported. (See Regulation 28
of Rule Book, 21st September, 1891, and other
Regulations on the subject of trespassing.)

65. In the event of any accident or
casualty on the line the Foreman will
telegraph to the Chief Mechanical Engi-
neer the nature of the casualty, and repair to the
scene with the casualty van and men as soon as
possible.

Accident or
casualty to be
reported.

Togoniafis 66.. Foremen are to forward as soon as
torwarded without possible all reports from Drivers relating

to accidents, late arrivals, or detentions
to trains, with a full explanation of their inquiries
into the case.

37

- They must report any Driver who leaves the rail-
way premises without having first made out and

kanded in any report necessary about the running of

trains.

_ _ B%. Notices of special trains should be
Drivers of special = 3
tramstohave  carefully read over by Locomotive
copy of time-tabl

€. .

Foremen, and no Driver allowed to pro-
ceed with any such train unless he is furnished with
a proper time-table of its running.

Duplicate Giroutar 83+ A book is to be provided at. all
Booktobekept.  punning sheds, in which duplicates of all
circulars in connexion with running business are to
be posted.

This book is to be available at all times for
inspection by enginemen and others concerned.

69. Suitable books must be kept at
Books Serrice  every running shed in_which Rule
sl Books, this Instruction Book, and all
issues of Time-tables, Special-train Notices, Depart-
mental Circulars, and other documents of import-
ance must be signed for in ink by all Drivers,
Firemen, and others concerned in the working of the
running shed. The signatures must be witnessed,
and the date of issue recorded by the person issuing
the documents. Rule Books and Time-tables when
issued must be fully and correctly described. Special-
train Notices and Circulars must be securely gummed
on to one leaf of the book, and the employé’s sig-
nature obtained on the opposite leaf, the number of
the circular, &c., being quoted.
Locomotive Inspectors and Foremen will obtain

Receipts for Rule

and supply to as many men as may be necessary

copies of any Time-tables or Special-train Notices
which they may require to have.
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— S'?}’g;ltﬁll ;;IEIB f:lha}'ged by Drivers for
ploting to! nd piloting must be certified

to by Station-masters or other Traffic
officers in charge of station yards.

Locomotive Inspectors to supply the Station-
masters concerned with books for this purpose.
Station-masters to keep the block, and forward the
counterfoil to the Locomotive Inspector or Foreman
of the district. -

The books provide for—(1) engines ordered out

before departure of trains; (2) engines which are kept
shunting after arrival; and (3) for ordinary shunting
or piloting engines ; and no time is to be entered in
the Time Book unless duly certified to by the Station-
master.
Al engins o e 71. All engines stationed at depbts
Behiinecup must be shown on the Lighting-up Sheets
Seets whether under shed repair or not. This
is important, so that in the event of there being
spare engines, it can be shown if one depdt can
assist another. Engines under shed repair must be
put into running as quickly as possible.

P 7 2. Personal accidentsare to be reported
employés. immediately they occur, full particulars
to be given, and whether caused by negligence on
the part of the employé, defects in departmental
appliances, or by circumstances beyond control.

73. .N o work is to be undertaken for the
outside public or other Branches without
authority from the Chief Mechanical

Work not to be
done without
authority.

Engineer.

Material supplied ¢ &+ INO material is to be sold or supplied
s butkids ﬁ“’“"' to persons outside the Department unless.
by authority of the Chief Mechanical Engineer.

s o).
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; , % 5. Employés are not to be permanently
Unsuthorized .

transfers for- transferred from the station or duty to
- which they were appointed until the con-
sent of the Chief Mechanical Engineer has been
obtained. ‘
oidsrstore 7 0. During the slack season, a_nd when-
et ol ever an opportunity offers, holidays are
to be worked off by allowing as many men away at
once as can be spared without in any way interfering
with the working of the traffic.

w%. When employés apply for leave and
peare. passes their applications should not be
signed by Foremen unless the latter are prepared to
lot them off from the date they apply, as any altera-
tion necessitates the issue of a fresh pass.

Cleancrs mot 0 »8. Cleaners or other unauthorized
move an enginein  Persons must not on any account be per-
steam: mitted to move an engine while under
steam. (See Regulation 335, Rule Book, 21st

September, 1891.)

ol hiigss €3 Al tools and appliances the pro-
S perty of the Department must be properly
branded with a broad arrow (4) and the number of
the engine, and all new ones are to be similarly
marked before being issued to workmen.

80. The tool boxes of all engines are
e ™ to be examined periodically without
pertodieel: notice, and any Driver found in charge of
an engine short of the full complement of tools, or
having tools belonging to another engine in his
possession must be reported to the Chief Mechanical

Engineer.
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storesnot tore O 1+ N0 stores to be issued by Store-
imedwihoww man without an order from the Locomo-
_ tive Foreman or his representative, who
will be held responsible for their economical use.
Receipts to be obtained for all stores issued.

Duties, &c.,of Loco- 3. Lhe Locomotive Storemen are
motivestorenen-directly under the Railway Storekeeper
as far as the stores are concerned, and will receive
their instructions from him as to their duties as
regards the receiving, issuing, and care of the stores.
Their first care will be the custody and issue of
stores, and keeping all records in connexion there-
with. They will still, however, be under the super-
vision of Locomotive Inspectors or Foremen, who
will return their time and see that they are fully
employed, should they not be fully occupied in the

-stores work.

Requisitions for stores in every case to be for-
warded to the Chief Mechanical Engineer, signed by
Locomotive Inspector or Foreman. Returns of
daily issues to be also forwarded to Locomotive
Accountant as usual.

st 838. All new material, brass work, copper
ering and . . ! .
custedy otiron Work, iron, steel, &c., required for engine
. or other repairs, must be ordered from
the Railway Storekeeper at Newport by the Loco-
motive Storemen, on orders countersigned by the
Locomotive Foremen, and entered in the Storeman’s

books, and kept in his custody together with the
other stores.

Any old brass work or other surplus material
should not be allowed to accumulate, but must be
sent to the Workshop Manager, Newport ; a list of

e
%5
-5
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same to be sent to the Chief Mechanical Engineer.
While small quantities of material of this kind are in
running sheds, they are to be given into the charge
of one of the senior men or the Locomotive Storeman,
whichever may be found most suitable, and , the man
to whom the charge is given will be held responsible
for the safe custody of all such material.

Method of 84. All stores or other articles required
ordering stores.  myst be ordered from the Railway Store-
keeper through the Chief Mechanical Engineer.

cromimtionot SD. All stores are to be carefully
shosee; examined, and any of inferior quality are
to be at once rejected, and the matter reported to
the Chief Mechanical Engineer.

s ok 86. Samples of stores are not to be
e bglerel taken on trial without authority from
the Chief Mechanical Engineer.

mterioroaite 3¢+ All coal received must be carefully
MRS examined, and any consignment of
inferior quality is to be rejected and particulars
reported at once.

88. Weekly reports are to be forwarded
onquityer - to the Chief Mechanical Engineer show-
cltobesit  ing the quality of each consignment of
coal supplied.

89. The coal delivered to engines is to
mesmedonto  be properly measured, and the Officer in
TR Charge must see that such fuel is not
shovelled on to engines when barrows or baskets
for measurement are provided. Trucks loaded with
coal must be promptly discharged and put into
traffic. -

v
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. 90. Upon receipt of the monthly
rivers to be W
wamed sgalust return of the consumption of Locomo- -

tives, Foremen will carefully check the
consumption of fuel and stores for the different
engines, drawing the attention of employés to any
extravagance which may be observed and obtaining
their explanations as to the cause.

‘ Eeonomy in oiland 9 1. Special attention should be given
fuelrequisite: — to the necessity for reducing the con-
sumption of oil and fuel as much as possible.

- _ 92. A quarterly return is to he sent to
eturn showing . .
belance of iuel to the Locomotive Accountant, showing the
be compiled.
balance of wood and coal for the quarter.

To do this correctly it will be necessary for a
careful record to be kept of all supplies received
either direct from the Storekeeper or from other
stations, and also of all issues whether to engines or
other dep6ts.

The daily return sent to the Locomotive Accountant
is to include issues of all descriptions.

93. Lamps broken or damaged in any
way must be reported in writing at once
to the Locomotive Foreman who will inquire into the
cause of breakage, and, if it is the result of careless-
ness, forthwith report the particulars to the Telegraph
Superintendent. Any one neglecting to report at the
time of the hreakage of a lamp while in his charge
will be called upon to pay for the damage, however
caused. Lamps requiring repair are to be sent to the
Telegraph Superintendent, Melbourne. They must be
duly way-billed on a parcels way-bill, and have a ticket
on them showing what station they are forwarded
from. Guards are instructed not to receive a lamp
for transmission without a way-hill.

Damaged lamps.

e =i ———ee i
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Wood forsteaming D&+ Steaming wood is never to be
puposes. burned on powder trains, and during the
dry season its use is to be discontinued altogether.

Care must be taken that the regulation allowance
of 10 feet of wood is not exceeded for lighting-up

purposes.

95. Should it be necessary to burn
wood for steaming purposes fire bars
must be properly regulated, and kept as
close as possible; blast pipes must be kept clean,
and Drivers should be instructed to run with the
dampers as close as possible to prevent sparks
escaping from chimney or ash pan. They must
also be instructed to carefully examine spark
arresters every day to see if there be any holes
through which sparks might escape.

Precautions to be
observed when
steaming wood

is used.

96. During the dry season special care is
to be taken to keep blast pipes thoroughly
clean for at least 12 inches from the top while in
position. To enable this to be done, a bag made
with a strong elastic crinoline steel on the top 1is to
be dropped down and held by a string. This top
will spring out and fill the pipe, and so prevent the
dirt going down the faces.

Cleaning of
blast pipes.

9'7. No engines are to be permitted to
Engines ot run unless fitted with spark arresters
arresters. in good condition. Any Dr'}ver not
cleaning his spark arrester every day is to be
reported.

98. Brick arches and baffle plates must

Brick arches and

mmeptstobe be kept in good order, and are to be
kept in good order.

replaced when worn out.
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S e e 99. Locomotive Foremen and Drivers
in Charge are held responsible for seeing
that the proper and most suitable fire bars, which
will be determined by the Chief Mechanical En,gineer
to suit the various classes of coal used by the Depart-,
ment, are supplied to the engines under their charge
and that they are maintained in good condition. =

outits trsmen i O(I). No expense must be incurred by
1ot tobe employing the services of outside trades-
men (such as blacksmiths, plumbers
&c.), except in urgent cases of emergency, and in
such cases the authority of the Chief Mechanical
Engineer must be obtained as soon as possible.

Aerationsto 101. No alterations of any kind are to

: be made to engines or stock without
written authority from the Chief Mechanical En-
gineer.

Should improvements su

_ ggest themselves, th
should be submitted with fall details showing the
advantages claimed, and, if possibl
be attached to repo’rt. » Jositiom Sl B

Vehicis of the 102. No engine or vehicle is to be

e _ allowed to run after having been off the
line at points, or from any other cause, unless such
engine or vehicle has been carefully examined by the
Foreman or Officer in Charge, who will gauge the
wheels and axles, and examine the springs, &c.

108. 1;'.&1111 engines are to be fitted with
cow catchers, with the exception of th
used for shunting and working suburbal:l traffic. e

Cow catchers.

r— r—
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— 104. Locomotive Foremen will see
mottobeussd  that tube expanders only are used, and
that the utmost care is exercised to avoid damage
to tube plates. Tube drifts are never to be used.

Rapaieio o 105. All work reported in the Driver’s
exeouted. Repairs Report Book (which is to be kept
in a convenient place in the shed) must receive prompt
and immediate attention, according to the urgency
of each case ; no engine is to be allowed to leave a

shed unless it is in good order.

- 106. The Locomotive Foreman must,
Foemanio  when on duty, supervise running-shed
gupervise repairs. . . .

repairs to engines and boilers.

T 10%. No extensive repairs are to be
repairs. carried out in the running sheds, unless
by special permission of the Chief Mechanical
Engineer. (See Boiler Regulations, pages 52 to 60.)

Material for light-running repairs may be ordered
from the Workshop Manager direct.

Any delay in obtaining material for such work is
to be reported.

ovenaniioger 1:08. If any engine requires overhaul
engines. or repairs of an extensive nature, which
necessitates it being sent to the workshops, a de-
tailed list of repairs required is to be made ont on
Form C, and sent to the Chief Mechanical Engineer,
$o be forwarded to the Workshop Manager.

On receiving an engine from the workshops after
repairs it must be examined and tested most carefully,
and any defect in either workmanship or material

which may be apparent must be reported promptly

and fully.

N
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gt ]iO]? Advantage should be taken of the
overnauled during Slack  season to send all engines that

_ require overhaul or boiler examination
to the workshops for that purpose.

Arrangements for this being done should be made
with the- Workshop Manager through the Chief
Mechanical Engineer. (See Boiler Regulations
pages 52 to 60.) '

110. Before any engine is transferred
_ from one section to another, the Loco-
motive Foreman having charge of it must have it
examined, and the tools checked over to see that
none are missing. The Locomotive Foreman re-
ceiving the engine must also make a similar exam-
ination and report.

Transfer of engine.

Esumination o 111. Locomotive Foremen must in-
wilp s, struct all Engine-men and Cleaners to
very carefully examine the side rods of all engines
particularly the “ A” and “B” classes, every day to
see that they have no cracks.

The cracks usually occur on the under side of the
rods, about one-third of the distance from the crank
pin. They also occur in the middle of the length of
the rod.

All rods which show any indication of flaws or

cracks should be taken out and sent to Newport, -

and reported in the usual manner.

Bufte bearms o be 11 2 The wooden buffer beams of
examined. engines must be carefully and regularly
inspected, so that their condition may be noted. 1f
necessary to test the soundness of the beams one or
more small auger holes should be bored in each. A
record is to be kept of each inspection.

47

113. The axles of every locomotive

Examination of . .

ades, engine and tender are to be examined for
T flaws by the shed fitter once every fort-

night.

A record is to be kept in a suitable book of such
examinations.

114. Crank axles must be thoroughly
examined with the eccentric sheaves off
at least once in every six (6) months, and with the
connecting rods off at least once in every three (3)
months. If any flaws are discovered, but not bad
enough to warrant the engine to be taken out of
running, they must be carefully marked with a fine
centre punch, and a record kept of them in a book.
The axle must be examined monthly after the flaw
is discovered.

115. Straight driving axles must be
thoroughly examined with the eccentric
sheaves off at least once in every six (6) months. If
a flaw is discovered monthly examination must be
made and records to be kept the same as with crank

axles.
When an engine is lifted the journals must always

be stripped and thoroughly examined for flaws.

Crank axles.

Straight axles.

e 16. Tyres and wheels must be

" thoroughly examined at least monthly
for flaws, especially on the flange of tyre, and if any
flaws are discovered in the flange reaching to the
body of the tyre, the engine must be taken out of
running.  All flaws to be recorded.

PTp—— 1 B Pistons and cottered cross-heads
SEEARACs: must be examined at least once in every
six (6) months. Slide valves must be examined and

25
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the steam and exhaust ports cleaned out at least once
in every three (3) months. The cross-heads are to be
taken off the piston and valve rods and the cotter holes
examined in each case. If any flaws are discovered
the gear must be at once sent to the workshops for
repairs. The thickness of slide valves to be recorded
and no valve to be allowed to run under three-
eighths of an inch thick. A record is to be kept
of each examination, showing the wear and condition
of these valves, and the date when the next exami-
nation should take place.

— 118. Locomotive Foremen must see
weinghowe - that the Westinghouse brake is properly
.  attended to, and the following " instruc-
tions strictly observed :—

Triple valveson engines and tendersto be cleaned
_ every three months.

Air valves on pumps to be cleaned every three
months.

Hose pipes to be examined every three months.

Hose pipes between engines and tenders to be
examined every two months.

Brake cylinders on engines and tenders to be
examined at intervals to see that the leathers

_on pistons are thoroughly tight.

Drivers are to report brakes that are not pro-
perly taken up; main reservoirs that are
not regularly drained (weekly); and pumps -
that are not properly cleaned.

A proper supply of duplicates to be kept in
stock.

A proper kit of tools to be always maintained.

Maintenance books to beregularly and accurately
entered up.

Fitters are supposed to study the construction
of all the different parts of the brake, and
have a knowledge of its working.

Drivers’ brake valves to be examined occasion-
ally to make certain that reserve pressure
springs are in good working order.

All reports to be forwarded to the Rolling-stock
Inspector by Locomotive Foreman.

westioghowe 1 1 9. -Westinghouse  brake pressure
N gauges on engines must not be inter-
fered with in any way. If they get out of order they
should be taken off the engine, carefully packed, and
sent to Newport for repairs. Spare pressure gauges
to be used in their place.

reurmsiobs 1 20. The following returns are to be
o regularly sent in by Locomotive Fore-
man to the Chief Mechanical Engineer’s Office :—
Daily return of engines lit up.
Weekly return of engines, men, &c., at depdt.
Weekly return of quality of coal received.
Monthly return of examination of axles and
tyres.
Monthly return of examination of fire and smoke
boxes and repairs made.
Monthly return of engines and where running.
Quarterly return of examination of slide valves,
safety-valves, and water spaces.
Reports and certificates as per Boiler Regula-
tions, pages 52 to 60.

121. The Chief Mechanical Engineer’s
Branch will be responsible for the keep-
ing in repair and working order of all turn tables,
and will execute all minor repairs thereto. Existing
E

Turn tables.
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Lines Branch will render assistance in connexion

with heavy repairs i
or repairs to foundati
i ear P dations or

Locomotive Foremen to call 1
attention of the In-
spector of Works of the district to any defec?s

appearing in foundations, &c., and
Chief Mechanical Eng'inéer_ , and report same to the

122. Alllifting appliances will be
. the control of the ]f)x%sting Lines Blglrll(iir
with the exception of those in the Newport Port
Melbouyne, or other Locomotive sheds, and the
hy’cIi‘II?uhclcranes at the Echuca wharf,

e columns and chains of the hydrauli
at Echl'lcz-z, which were formerly undei: the clrfn(t:::gf ?:“
tl.le Existing Lines Branch, will be in future super-
vised by the Chief Mechanical Engineer's Branch
All the gear, columns, and chains must be frequentl :
and closely examined, and the chains annealed a.yt;
least once every two years.

Lifting cranes.

128. All reservoirs, tanks, pipes, water
meters, syphons, valves, fire plugs are to
be under the control of the Existing Lines Branch

. The water cranes at Ballarat, Bendigo, Seymou'r
Benalla, Wodonga, Geelong, Stawell, l\%aryborough’
Ef:huca, Sale, Warragul, Korumburra, and Dimboola
will ’be kept in repair by Chief Mechanical Engi-
neer’s Branch. All other cranes to be attended to
b_}a glxlx)stlrég]; 'ij‘mf/_[s l;lranch. Hose bags to be pro-
vide 1ief Mechanica i .
Ordere&);mm Nowmors ical Engineer’s Branch, and

Water supplies,

Pumping 124. All steam and wind pumpin
SO e machinery is to be kept in repag' bypthg
Chief Mechanical Engineer’s Branch. Great attention

51

must be paid to the working of water meters,
especially those which are used in connexion with
the supply of water from or to trusts and private
arties ; these meters should be examined and
tested by Existing Lines Branch at least once in
every two years, and more often if there be any
suspicion that they are defective. ~ Care must be
taken that no waste occurs; and any leaky pipes,
overflow valves at tanks, or other leakages are to be
at once reported to the Inspector of Works of the
district, and, if not attended to within a reasonable
time, the fact to be reported to the Chief Mechanical
Engineer.
ot 125. Windmills will be kept oiled by
wipgncl the Existing Lines Branch (defects in
same to be reported to nearest Locomotive represen-
tative), and cost to be charged to Chief Mechanical
Engineer’s Branch. Traversers (hand and hydraulic)
and truck turn tables are to be kept in repair by the
Existing Lines Branch.

Rt 126. Wei%‘hbridges are under the con-
trol of the Traffic Branch.

Foremen togive L€+ With a view to economy, and to
wsie avoid sending fitters and others long
distances to execute small repairs, Locomotive Fore-
men are to render all mechanical and other assistance
to Inspectors of Works in the repairs of the foregoing;,
wherever practicable, on application from the Inspector
of Works.

128. The net cost of time and material
Cost to be charged. . . . .

in connexion with such assistance, and
also repairs to turn tables and cranes, to be charged
against the Existing Lines Branch, except in the case
E 2
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Mechanical Engineer’s Branch.

Recurations ror Examining anp TEsTiNG
LocoMOTIVE AND OTHER BOILERS.

b1.2‘9. thav\.r locomotive boilers, before
) eing put into use are to

examined and tested with warm “faterb:ttg(;‘l?eus%ﬁg
of 175 Ibs. per square inch, and a certificate that
this has been done and the boiler is satisfactor
signed by the Workshop Manager and the Foreméyxi
Boﬂerm'aker, Newport, is to be forwarded to the Chief
Mechamca.l Engineer, and filed in his office. A press
copy of this certificate is to be retained by the IS)ho
Manager in a book kept by him for that purpose. d

New boilers.

Withdaval o 130. The tubes of all locomotive boilers
' shall be withdrawn at the Newport or
Port Melbourne workshops, and the boilers and
casings thoroughly -examined internally by the
\:Vorksh0p Manager or Locomotive Foreman and
Foreman Boilermaker at the following intervals, and
under the following conditions :— ’

Boilers of passenger engines, first examination
before the train miles run are 175,000, which
mileage may be run in five (5) years.

Boilers of goods engines, first examination before
the train miles run are 140,000, which
mileage may be run in four (4) years.

Boilers of passenger engines, second examination
before the further train miles run are

105,000, which may be run in three (3)
years.

of repairs to pumping machinery and sh
for which the cost is to be chgrged aga?gstc I‘gﬁ?g%
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Boilers of goods engines, second examination
before the further train miles run are 87,500,
which may be run in two and a half (23)
years.

After the above periods have elapsed and miles
run the tubes must be withdrawn, and all
boilers examined at invervals of not less
than two and a half (2}) years.

— 131. When a passenger engine hasrun

400,000 miles, which may be at the end
of thirteen (13) years, and when a goods engine has
run 350,000 miles, which may be at the end of eleven

(11) years, the Chief Mechanical Engineer shall
decide whether the boiler is to be continued in use.

et 132. On obtaining special permission
s i somay from the Chief Mechanical Engineer in
each case, the Locomotive Foremen at
Ballarat and Bendigo may withdraw the tubes from a
specified number of engines. The tubes must not,
however, be replaced until the boiler has been -
inspected and reported on jointly by the Foreman
Boilermaker, Newport, together with the local Loco-
motive Foreman, and it is to be understood that the -
repairs are under the general supervision of the
Workshop Manager, Newport, who must be notified
when repairs are effected, so that the Foreman
Boilermaker or Inspecting Boilermaker may inspect
them jointly with the Locomotive Foreman con-
cerned.
ot 133. The Locomotive Accountant shall
Accountant fo furnish every month printed lists of the
mileage run by each engine, a copy of
which will be sent to the Workshop Manager and to
each of the Locomotive Foremen.
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Report of examina- 1. 34. When the tubes are withdrawn, a
tomofbollers:  complete report in detail showing the
state of the boiler, fire box, &c., is to be forwarded
by the Workshop Manager with his recommendation
to the Chief Mechanical Engineer, who shall decide
what repairs, &ec., are to be executed. After the
repairs have been executed the boiler shall be tested,
and a similar certificate to that stipulated in the
case of new boilers is to be forwarded to the Chief
Mechanical Engineer.

. . 135. When an engine is sent from New-
eport of repairs .
toscompany — port or Port Melbourne, reports in

duplicate showing the repairs executed
and the history of the hoiler, and the mileage run,
and the approximate date when the tubes are to be
next withdrawn, are to be forwarded to the Chief
Mechanical Engineer by the Workshop Manager,
Newport, or Locomotive Foreman, Port Melbourne,
respectively. These reports will be forwarded to the
Locomotive Foreman to whom the engine is sent.
One of the reports is to be retained by the Locomo-
tive Foreman, and sent with the engine to whatever
running shed or workshop it may afterwards be sent,
and a receipt obtained for same. The duplicate
reports are to be noted by the Locomotive Foreman,
and returned to the Chief Mechanical Engineer.

Locomotive Foremen must apply for these reports
should they not receive them,and their non-possession
by Locomotive Foremen will not relieve them from
any responsibility.

R 136. Locomotive Foremen at running
Cniersnionotifty sheds must, before carrying out exten-
g sive repairs to any engine under their
charge, such as turning up wheels, lining axle hoxes,

e e o
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&c., first see from the last repairs report and from
the mileage return whether the time has arrived for
the withdrawal of the tubes, and, if so, they must
notify the Chief Mechanical Engineer so that t.he
engine may be sent to Newport or Port Melbourne

for that purpose.

; _ A complete record of the life of
boter b ke ;nsd'iepairs to };1] boilers is to be kept by
the Workshop Manager, Newport, and by the Loco-
motive Foreman, Port Melbourne, as far as concerns
the engines repaired at that shed. A similar record

-is also to be kept in the Chief Mechanical Engineer’s

Office.

I— 188. The Workshop Manager 8}111'82‘
tobe famished.  fyyrnish a monthly return to the Chie
Mechanical Engineer, showing the boilers which
have run the mileage specified, and which require
the tubes withdrawn. The necessary arrangements
will then be made for their being sent to the shops.
This duty will devolve on the Chief Running

Inspector. R .
; 139. Engines at running sheds are
rataing el ave thei% boilers, fire ?oxes, &ec.,
thorouchly examined inside and out, as far as prac-
ticaﬂoleig b}}; taking off the dome and safety v:_ailve
covers, &c., and tested by the Inspecting Boiler-
maker in conjunction with the Locomotive Foreman
of the district or shed at intervals of not less than
twenty (20) months for boilers five (5) years old,
and eighteen (18) months for those over five (5)
ears old. ' ;

140. Any light repairs that may be
Lghtrepsis. o} own to be required by the examination
are to be executed by the Locomotive Foreman of
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the shed. Boilers requiring heavy repairs are to be
taken out of running and instructions asked for.

141. After the repairs (if any) are
executed the boilers are to be tested
with warm water by the above officers at a pressure
of 25 per cent. above the working pressure.

Testing.

142. A joint certificate, signed by the
Locomotive Foreman of the district or
shed and the Inspecting Boilermaker, showing the
result of the examination and test, and that the

Joint certificate.

repairs have been executed, is to be forwarded to the.

Chief Mechanical Engineer in each case, and then
sent to the Workshop Manager to be noted.

presscopyor 1483, A press copy of these certificates
certificate. and a record of all repairs executed to
boilers at any time in running sheds are to be
entered by the Locomotive Foreman in a book kept
specially for the purpose.

Fire boxes, e, to 1 44. Locomotive Foremen must also
peexamined. —  gee that the fire boxes, smoke boxes, and
boilers of engines under their charge are also
thoroughly examined by a Boilermaker once a month,
or oftener if necessary, for broken stays, bulges,
cracks, &c.

Several instances have occurred of damage to tube
plates and holes through the use of drifts instead
of expanders. Locomotive Foremen must see that
tube drifts are not used under any circumstances, and
that boilers are perfectly cool when repairs are being
executed. A monthly return of repairs to fire
boxes and boilers, showing by whom the repairs were
executed, is to be sent to the Chief Mechanical
Engineer not later than the 3rd of each month.

R e P R e e e
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145. Locomotive Foremen are to see'to
the safety of the boilers of the engines
under their charge, and to see that they are properly
washed out at least once a week, or after running
six hundred (600) miles; that all plugs are taken out;
and that the top of fire box, tubes, barrel and water
spaces round the fire box are kept clear of scale and
dirt. :

‘Washing out.

movs of fireboxes 1L &6. Liocomotive Foremen are to per-
s water spaces sonally examine the top of fire boxes
through the plug holes as far as practicable every
three (3) months, as also the barrel and water spaces
by passing a long rod along the barrel of the boiler,
and a thin wire around and up the water spaces
where ordinarily good. water is used. If the water
used is dirty this examination should be made
oftener.

saennottore 1 4'7. To prevent straining of the plates
Blascao- by rapid cooling and consequent unequal
contraction locomotive boi%ers must not, under any
circumstances, be blown off for the purpose of washing
out. In all cases the water must be allowed to get
as cold as possible before the blow-off cock is opened,
and then simply run off.

In cases of emergency, when it is necessary to
wash the boiler out, and light up the engine in order
to take up special running, the injectors must first be
put on, and the steam pressure reduced to a mini-
mum. Cold water may then be gradually added
through top washing out plug to the hot water in the
boiler to cool it down. The blow-off cock may then
be opened, and washing out proceeded with. Care
must also be taken to see that the brick arch in fire
box is also fairly cool before starting to wash out.

RO AN
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satety vawesand 1 &8. The safety valves and pressure
pessure gges. gauoes of every engine are to be checked
with the Standard Pressure Gauge by the Locomotive
Foreman, and the safety valve connexions are also
to be examined, cleaned, and oiled once every three
(8) months, and a record kept of same. In no case
is the pressure to be increased beyond that fixed at
the workshops, and pressure gauges must not be
taken to pieces or repaired unless at Newport.

satetyvawveasna 149, All safety valve and dome cover
R joints to be made with gauze wire and
red lead, and not with asbestos or indiarubber
insertion.

150. Lead plugs in crown of fire boxes
are to be taken out every month. The
old lead is to be melted out, and the plug refilled
with new sheet lead melted, and a record kept of
same. At out stations a duplicate lead plug is to be
kept, and this work is to be done by the Driver.

Lead plugs.

151. Gauge cocksand gauge glass cock
plugs are to be taken out when a boiler
is washed out and wire passed through holes. The
plugs to be rubbed into the shell with clean tallow
after cleaning. They are to be left working freely.
Boilers must not be run with dirty water. The
water must be renewed as often as possible before
getting very dirty. Dirty water, quick blowing off,
and washing out whilst hot must not be allowed.

Gauge cocks, &e.

Engines standing 1 D2 In the event of any engines stand-
idle. ing not in use for over a week at a time,
all the water must be run out of boiler and all plugs
left out until engine is required again.
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sotertubcsana 1 D3, The tubes of all engines are to be
Wt e thoroughly cleaned every day, and the
blast pipe taken down once every three months to
permit of those tubes being cleaned, which cannot
be otherwise reached. The blast pipes are to be
burned out before being replaced.

o il 154. The tanks of all engines to be
" cleaned out at least once every six (6)
months.

155. Smoke boxes are to be cleaned
out daily, and when closing smoke-box
doors care must be taken to see that all the ashes
and dust are cleaned out of recess, in order that the

door shall close perfectly tight.

Smoke boxes.

156. No engine is to be permitted to
run unless fitted with a spark arrester or
arresters in good condition. They must be brushed
with the wire brush supplied for the purpose and
kept perfectly clean, at least, once every day by the
Fireman ; the Driver being responsible that this is
done. :

Spark arresters.

As a general practice single arresters should be
used in winter months, and double arresters n
summer months.

Arresters when taken out for storing should be
carefully labelled with the number of the engine to
which they belong.

Negleot otinstruo. 1 D' - The Inspecting Boilermaker must
tions to bereported. penort to the Chief Mechanical Engineer
cases of neglect of these instructions which come
under his notice when examining boilers.
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158. All stationary boilers of pumping
engines, &c., are to be thoroughly
examined inside and out by the Inspecting Boiler-
maker in conjunction with the Inspector or Loco-
motive Foreman of the district every year, and tested
with warm water by them at a pressure of 50 per
cent. above the working pressure every. two (2)
years.

The Locomotive Foreman of the district and the

Stationary boilers.

sible that these boilers are examined and kept in
repair.

Where portable or other boilers exist which can-
not be internally examined, except by cutting to
pieces, they must be reported to the Chief Mechanical
Engineer with full particulars as to age, work done,
water used, &ec.

Unquatified persons 1 DD+ No unqualified person is to be
novio culicbe: permitted to caulk the tubes of any
engine. If any repairs become necessary a Boiler-
maker is to be obtained.

:

| 2.
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Inspecting Boilermaker will be held jointly respon-
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PART IIT.

INSTRUCTIONS TO ENGINE-MEN.

pecottime.  160. Every employé of the Chief
i Mechanical “Engineer’s Branch of the
Victorian Railways connected with the working or
running of trains is to be supplied, at the station
where he is located, with a copy of every fresh
issue of the Working Time-table, in accordance
with Regulations 3 and 4, and every such employé
is held responsible that he thoroughly examines it
so far as his own station is concerned.

Where there is a Locomotive Foreman or Driver
in Charge at a station it will be his duty to see that
the men connected with his Branch receive their
copies by the time named. Engine-drivers and
Certificated Firemen will also be held responsible
that they are supplied with all Service and Special
Time-tables, also Appendices to the Working Time-
table, as per above instructions.

All Engine-drivers and Certificated Firemen will
be held responsible that they are provided with a
copy of the latest published Rule Book, the last one
being Regulation XIX., of the Victorian Railways
Commissioners, dated 21st September, 1891 ; also
with a copy of this Instruction Book. No excuse
will be accepted for neglect of this important duty.
They must give the necessary receipts in ink for the
above, and be conversant with all the regulations con-
tained in them, and in the Appendix to the Working
Time Table.




pognemenso 101+ Engine-men must leave their pri-
lease thelr vate addresses with the Locomotive Fore-

_ man or Driver in Charge, so that they
may readily be found.

e atomanee L 02+ All train - engines (passenger,
betore andaiter  200ds, and suburban) are to be booked
out at the time tabled starting time.

The Driver’s time commences at 45 minutes before
the time tabled starting time. This 45 minutes
includes both time for all engine requirements, and
time for getting on to train 15 minutes before
starting time as per Regulation 332.

In exceptional cases, which shall be decided by the
Chief Mechanical Engineer, extra time will be
allowed to Suburban trains starting from Spencer-
street, Prince’s-bridge, or Flinders-street, for docking
trains where the distance of the siding or the weight
of the train, justifies an addition to the ordinary time
allowed. Suburban engines which have to run
coupled along the Viaduct (Melbourne), and any
other Suburban engines specially situated, will also
be similarly treated on their merits. A list of these
exceptional cases to be sent by the Locomotive
Inspector to the Chief Mechanical Engineer’s Office
every month for approval, before extra time is
allowed. :

Where the engine of any train is ordered out into
the yard by the Traffic Branch earlier than
15 minutes before starting time, the extra time for
which it is ordered out will be paid for on its being
certified to by the Traffic Branch. If the time vary
from day to day, a ticket must accompany each
running sheet, but if the Traffic Officials can fix the
time for a week or a month, one ticket will be
accepted for the latter period named.
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All train engines are to be allowed not more than
45 minutes after arrival of train for putting engine
away. The total time to be allowed before and after
trains must not exceed 1% hours, but the division of
it may be varied at the discretion of the Locomotive
Foreman. ‘

Pilot engines which work more than one shift are
to be allowed 45 minutes for getting ready at the
commencement of work, and 45 minutes for putting
engine away at finish of work. :

In the case of train engines working broken
shifts, the usual time (45 minutes), before and after,
will be allowed at the commencement and finish of
work, and an allowance of half-an-hour will be made
for putting engine away after the first half of shift,
also for getting engine ready for the second shift.

semgisis. OO Locomotive Foremen have been
sk instructed to report any Driver who does
not come to his engine 45 minutes before starting
time. Any Driver so reported will be entered in the
Conduct Book for the first offence, and punished by
fine or otherwise for a repetition.

Drtvers to come 164. Drivers must come on duty on
98 duty an shed their shed days and attend to their
engines as may be required.

Neglect in this respect will be treated as absence
without leave.

a1 00. Diivers will take notice that
o e where the times of arrival and depar-
ture are not expressly stated in the time-tables the
time specified is that of departure from stations,
and in all cases trains should arrive in sufficient time
to enable shunting (if any) and other work to be
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done, in order that they may leave at the appointed
hour. Every effort must be made by Guards and
Drivers to keep time shown in the time-tables,
For exception see second paragraph of Regulation
No. 204.

Trainskeeping 1 66. Many complaints have recently
BAEAn been made of bad time being kept hy
main line trains and branch line trains connecting
with main line trains.

Locomotive Foremen will please instruct all
Drivers to use every effort to keep good time, and to
report every case where passenger or mixed trains
are more than five (5) minutes late, and the cause.

Station-masters at terminal and junction stations
have been instructed to make personal inquiry into
every case of more than five (5) minutes delay, and

al}thriver considered to blame will be severely dealt
with. ‘

Notices to be 167. Drivers, before starting on return
exhignd. Journeys, must ascertain what extra
trains (if any) have been put on the road since they
examined the notices at their home station.

i G s 168. Drivers are to report fully, in
Ty, writing, to their Foremen after arrival
every incident that occurs in their trips, such as
hot journals, &e., on engines, carriages, or waggons
(numbers to be given), had loading or stowing of
goods, defective couplings, &c., defects in the road
wherever observed,

Late arrivals and detentions of all kinds are also
to be specially reported in writing after arrival.

Care must be taken to specify distinctly the cause
of the detention, showing whether it was want of
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steaming power, accident, or from shunting or other
causes beyond the control of Engine-men.

All accidents or casualties involving injury to
passengers or employés, damage to rolling-stock, or
serious delay to trains must be promptly reported
by telegram to the Chief Mechanical Engineer, full
information to be given as to time, place, cause, and
nature of accident.

petails of break. 1 09. In all cases of accidents or b}E'eak-
agestobegiven. g oeg to the draw gear of vehicles, Drivers
must be particular to specify in their reports whether
the draw bar, draw spring, “ U” bolt, side chains,
links, &c., broke, giving number and class of vehicle,
and also state clearly whether the train parted or
not.

In all cases where possible the broken part to be
forwarded to Rolling-stock Inspector for examination.

In all cases of accident to engines (such as the
breaking of a side rod) where there is the slightest
possibility of the permanent way being injured, the
nearest Permanent-way Man must be at once
informed so that the road may be examined before
another train passes over it.

oz repairs 17 0. Any repairs required to engines
ms T must be re};portle)ad in th% Repairs Report
Book, which will be kept for that purpose in the
running shed. When any special work is required,
Drivers should see the Foreman and explain the case
personally in addition to furnishing a written report
and entering it in the Repairs Report Book.

Fi 171. Engine-men must, at all times,
ires to be .
e keep a sharp look-out for fires occurring
close to or anywhere near the railway line, and report
F
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the same as soon as possible to their Locomotive
Inspector or Foreman, giving full particulars as to
locality and cause of fire, so that immediate inquiry
may be made into all the circumstances connected
therewith. Reports to be sent by telegraph, if
necessary, and the nearest Permanent-way Repairer
notified.

Every precaution is to be taken to prevent fire
escaping from the ash pan as well as from the
funnel.

Several cases have recently come under notice of
Engine-men failing to report fires as instructed, all
Drivers are now informed that any future omission
of this kind will be severely dealt with.

172. Tobacco smoking is strictly pro-
hibited while standing at platforms, or
when shunting within sight of the public.

Tobacco smoking.

Parcelsmottobe 1 ¢ 3. Parcels must not be carried on
BRAFIRS. Engines for employés or the general
public.

peonswithon, L ¢ &+ Drivers must not allow any one
pswes ot toride 0 ride on their engines unless by special

' authority from the Chief Mechanical
Engineer. Employés and others holding passes
specially endorsed for engine may be permitted to
travel on engines, and in a few special cases permits
may be given from the head office for visitors and
others to travel on engines ; but it must be distinctly
understood that in all cases a proper pass or railway
ticket must be held by the passenger as well as the
permit from the Chief Mechanical Engineer.
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) 1%5. Should any dispute arise between
Disptes benee”  the Driver and Guard of a train, it is
s most desirable that a third party (other
than the Fireman) should have his attention called to
the subject in dispute, so as to give evidence in case
of inquiry.

Water cranes tobe 17 6. Engine-men, after using water
securely putamay. cranes, must see that they are left clear of
the roadsand securely fastened. (See Regulation404.)

Lamptobelitas L7 ¢+ The lighting of engine lamps
stations. should, as far as possible, be done at
stations, or when engines are not moving, to minimize
as much as possible the risk of Engine-men falling off
the foot plate.

ciromen tonssiss 17 8. Firemen are to assist in traffic

intmfiowork.  ywork at the following places, as per
Regulation 335 :— _

(a) At all stations in charge of women, and at
sidings with no one in charge.

(b) To uncouple engines when necessary at
Watering Stations, Spencer-street, Flin-
ders-street, Prince’s-bridge, Geelong,
Ballarat, Ararat, Stawell, Maryborough,
Kyneton, Castlemaine, Bendigo, Sey-
mour, Benalla, and Warragul excepted,
and to couple on again. )

(¢) To uncouple engines_running round trains
at suburban stations outside Prince’s-
bridge, Flinders-street, and Spencer-
street, and to couple on trains; but
whenever a Traffic man is available to
couple up the engine without interfering
with his other duties, after it has run
round the train, he is to do so.

Fz2




(d) To assist in loading butter, eggs, cream,
perishable and van goods at small
stations when engine is standing at plat-
form, and time can be saved in so doing.
Engineman not o 179. Any Driver shunting a train with-
out boh Drver out a Fireman, or some other person

HHemn. - acting as such, on the foot plate, or any
Fireman or other unauthorized person shunting an
engine or train by himself in the absence of the
Driver will be liable to dismissal. (See Regula-
tion 835.)
Engines not tobe L S0 Drivers should avoid firing up
fired in tunnels. 1

when passing through tunnels. Al fires

should be as bright as possible before entering.

Bgines not tobe L O 1+ Drivers of pilot engines are not to

fred up in goods ﬁ}xl'edup unnecessarily when in the goods
sheds.

Engines not to be 18R2. Attention is called to the waste of
permitted tobiow el occasioned by some Drivers permit-
ting their engines to blow off hard, par-

ticularly when standing at platforms.
This practice must be carefully guarded against,
and any Driver offending in future will be punished.

P 188. Drivers are to use the utmost care
in shasting aud both in starting and stopping trains, so as

to avoid any injury to passengers or live
stock, or damages to draw gear.

P 184. Complaint has been made that the
handling live-stock mortality amongst cattle carried in trucks

is on the increase. This is attributed to
want of care on the part of Engine-drivers in starting
and stopping trains too suddenly, thus jerking the
animals off their legs.

s e
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Engine-men are cautioned to exercise the greatest
care in starting, stopping, and shunting live-stock
trains. Any neglect of this instruction will be
severely dealt with.

indto 185. Great care mustbe taken to avoid

. wepaing. - killing any live stock which may be tres-

passing on the line, and, if necessary, the engine
must be brought to a full stop to avoid killing or
injuring stock.

Full reports to be furnished when stock is injured
or killed. .

camonsey 186, When it is found necessary for a
ticket stoppingat  train carrying a Staff ticket to stop at a
of women. station which is in charge of a woman,
the Driver must at once inform the woman in charge
that he is travelling on Staff ticket, so that the neces-
sary danger signal may be exhibited for ten (10)

minutes to protect the rear of the train.

18%. Attention has been directed to a
practice found to be in vogue at some
stations of Station-masters delivering Staff’ tickets
tied to a ring, and Drivers accepting the same without
seeing the Staff’ for the section. It is important that
this practice should be rigorously put down, and
also that of Drivers entering terminal stations with
passenger trains relying on and using the Westing-
house brake. )

Staff irregularity.

N 188. Engines assisting a_train.in the.

" pear must not leave the train until they
have passed through the block section (see Regula-
tion 872). This is to enable the Signalman to give
« Line clear” to the box in rear.
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Eogins sicking 189. To prevent delays to traffic the

down go (‘if(iljlqwmg S‘tips are to he taken should a
ods Driver stick on the b

to take the load to Footscray :—f anis and be unable

Fifteen trucks are to be cut off and taken to the

same road for remainder of train 1

must be taken through to Wiﬂiams;soxglz};
Newport if it would cause delay to traffic
to stop for first portion. Guards to give
the Driver the necessary written order, and

protect train in accordance with Regula-
tions.

I gyfféfi.i“ 190. Irregularities of the block system
~ will be treated most seriously, and any
neglect in obeying signals will not be overlooked.

———_— 191. It has been stated that Drivers
puishedor ?re n?t tSO strict in reporting cases of
mperfect or extinguished si
should be, and they are wa.rn%d that ag;arlliafez%eoyf
this kind will be met with severe punishment. = The
must not only take care that their own proper signal}sr
are in good order and properly worked, but look back

after passing stations and see that they are showin
properly for trains in an opposite direction. Beportgs
are to be made to the Locomotive Foreman b
Drivers as well as to the Officer in Charge of thye
station where the irregularity occurs.

It is found that instances have occurr i

: : ed of Drive
passing home signals while at danger on receipt ;?'
a green light or other hand signal. Special attention
is again directed to Regulations 116, 117, and 118,

siding at Footscray, engine to return on .

R . ——
o L iaaasrinahd air by
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which preseribe that home signals must never be
passed when at danger except as provided for in
Rule 118.
Drivers are also specially cautioned that when
they pass an interlocked home signal at danger it is
ossible for the signalman to alter the road and
derail the train or engine, whereas if they wait till
the home signal is lowered nothing of this kind can
happen.
Drivers toloskous 1 D2 Engine-drivers should not content
forhand sendls.  themselves with merely observing the
fixed signals, but are earnestly warned that their

~ unceasing attention should be given to the state of

the road and to the possibility of hand signals being
required to be seen and acted upon at any moment.
Gangers and Repairers when executing the needful
repairs to the line must not only arrange to avoid
delaying the regular trains, but must also remember
that a special train may have to be run at any -
moment.
proper head 1983. The practice of issuing cards to
signals to be Gangers and Gatekeepers in the Existing
' Lines Branch, notifying them of the
running of special trains, has been discontinued.

Engine-men must be careful to carry head or tail
signals when necessary, and must give special atten-
tion to whatever hand or other signals they may
receive at crossings.

This order applies more particularly to light
engines which may be required to run at short notice.
The Driver, especially when going round quick curves,
must have his engine thoroughly under control,
and keep a specially sharp look-out for signals or
obstructions.
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Driversnot tostars. L 9 &+ Lhe attention of all Drivers_ is
miheus Guards — especially called to Regulation 268, which
: provides that Guards must instruct the
Driver as to the starting, stopping, and general
working of the train. It has been ascertained that a
practice has grown up of Drivers moving their trains
without receiving a proper signal from the Guards.
Drivers of goods trains are therefore specially
instructed that they must not start from terminal or
road-side stations without a signal from the Guard.
When Drivers stop at road-side stations they
must not move or start’ their full train without a
signal from the Guard. The engine or any portion
of the train must not be uncoupled for shunting
purposes at road-side stations until the Guard has
secured the train and given the necessary signal.
This order applies to trains on main lines, and is
not intended to apply when a portion of a train is

shunting in a station yard under the direction of the
station staff. -

oveshooting 1 9. If from any cause a train over- |

e shoots a platform, the Driver is not to

set back until he receives a signal from the Guard.

. 196. Shunters have been directed to use
Hand signalling . . .
yuenshuntingis  the following signals when shunting at

night in yards, viz.:—

When a train or engine is required to move
forward, a White light is to be moved
slowly up and down.

When a train or engine is required to put back,
a White light is to be waved slowly from
side to side.

When a train or engine is required to stop, a
Red light is to be shown.

= = —
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n shunting is completed, a steady White

A Whelight is togbe shownpto the Guard, who will
repeat and then show Green light to the
Driver and blow his whistle, upon which
signal the Driver can start.

. . 5 d
vensin 19'7. All instructions given by the Yar
ot ard Inspector must be ogeygd b{f Engme-mig

‘well as Shunters, and hand signals are to
:zcg)ied in the Melbourne yard when authorized by
him and given by Yardsmen, Yard Foremen, or
Assistant Yardsmen.

i for
; oine 198, Drivers are not to challenge
e another road until they have Passed the
points on the road on which they are running.

199. Engine-men are again reminded
betepin e that they are to keep a good look-out for
SRR all signals when leaving and arriving in
Melbourne yard.

200. All Drivers, whether working

Meptpasing . passenger, goods, ballast, or any other

sl deseription of train, must keep ar(lil eyi on

1 act on

every signal box as they pass, to observe an )

any )ilangd signal which the Signalman may find it
necessary to give.

in divi . Engine-men must note carefully
PR %Sg]{ﬂatior%s 146, 187, 293, 358, 362, and
other regulations concerning signals, b,1,1t _partwula_rli
those referring to the ¢ Train Divided ” signal, whic
is a Green lamp or flag waved slowly from side tﬁ
side. This signal may not often be usefl. It 11ls ald
the more important, therefore, that Drivers s 0};1
be on the alert to understand and obey 1t when
given.
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Unlocked doors, . -
unlocked doors Drivers and Firemen must

keep as constant a look-out as possible while running
to see that all is safe.

Engines onlines &0 3. Engines with only one cow catcher
vihesttleri®  may run tender first during daylight on
lines where there is no turn-table available to turn
them. Drivers to run cautiously and keep a good
look-out. '

Engine-men in all cases when approaching cattle
pits must sound the whistle at such a distance from
the crossing as will give ample notice of the approach-
ing train.

204. Great careis to be observed at all
crossings used by the public, and the
whistle must always be sounded when approaching
them.

shuntingonthe 20 O. Drivers when shunting trucks
Austrlian whar.  Jown to the Australian wharf are to
bring their trains to a stand-still when the foremost
vehicle arrives at the north side of the wharf road.
Two shunters will then walk in front of the train,
the speed of which must not exceed 4 miles an hour

until the trucks reach their destination.

On returning, the same precaution is to be
ohserved.

Public crossings.

206. Great care must be exercised when
Care to be shown . .
e duucking shunting in and about the Newport

workshops. When running on the roads
between the shops the speed of the engine must be
reduced to dead slow, the whistle must be frequently
sounded, and all vehicles being shunted must be
coupled to the engine. A sharp look-out must
always be kept as a precaution against accidents.

202. While trains are running with

20%. When race traffic is being run
between Melbourne and Flemington,
Drivers of all trains must approach
Franklin-street, Newmarket, and Coburg Junctions
with extreme caution. .

Drivers of race trains to see that their tenders
are well loaded with coal, and tanks filled with
water, so as to add as much weight as possible when
running tender first. )

All race trains must leave Spencer-street engine
first. L !
T nattobe  208. Any Driver arriving before time
ranbefore time.  with his train, or running at too high
a rate of speed, will be punished. (Except as pro-
vided for in Regulation 204.)

209. Drivers must not run through

Precautions during
race traffic at
Flemington.

Speed throne®  junctions and facing points at a greater
ot gneed than 12 miles per hour.
o — 210. Engines entering on or coming off

curves, branch lines through curves on to !:he
main lines at junctions are not to exceed 12 miles
per hour. (See Regulation 388.)

o a1 t
ot e 211, The speed of express trains mus
e T ot be excessive when running over
points and crossings, through stations, and around
curves. . .
By the strict observance of this rule complaints
will be avoided from passengers who get alarmed at
the oscillation of the train.

919, Drivers are strictly instructed to
W™ s every care in descending long inclines
at a moderate rate of speed, especially on the Main
and North-Eastern Lines.




. 218. The speed of goods trains inwards
peed of goods
tninin Melbourne and. outwards between Dudley-street
) Signal Box, Melbourne, and Goods Yard,
Spencer-street, is not to exceed 5 miles an hour.
Drivers and Firemen in charge of trains must also
keep a special look-out when travelling between the
above-named points.

spaveimeen o1&+ The speed of trains passing over
Geighand  the level crossings between Oakleigh

and Caulfield must not exceed 20 miles
an hour.

215. Trains travelling overtheprincipal
viaducts must not run at a greater speed
than 15 miles an hour. This also applies to the
Viaduct between Spencer-street and Flinders-street.

Trains passing through the junctions on the north
side of North Melbourne must not exceed a speed of
15 miles an hour, nor when passing over the curves
on each side of the Merri Creek-bridge between
Bennett-street, North Fitzroy, and Northcote Station.

Trains passing over Glenorchy-bridge and Stratford
River-bridge and the Wooden Viaducts approaching
it must not exceed a speed of 15 miles an hour.
This also applies to the bridge 2} miles from
Katamatite.

Trains must not run over the ¢ 800-ft. radius”
curve, crossing the Plenty-road to the Clifton Hill
Station, at a greater speed than 8 miles an hour.

Trains running on Grampians Quarries Line must
not exceed a speed of 12 miles an hour.

Trains passing over the level crossing between
Oakleigh and Caulfield and over the Emu Creek-
bridge, Terang side of Boorcan, are not to exceed
12 miles an hour.

Speed of trains.
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No train is to exceed 30 miles an hour between
Traralgon and Sale.

No train is to exceed 40 miles an hour running
from Dog Trap Gully to Rowsley.

Trains running through Junction leading to Coal
Mines at Korumburra must not exceed a speed of
8 miles an hour.

The special attention of Drivers is called to Regu-
lation 388 with regard to the speed to be run in
passing through facing points.

916. Drivers running on the Camber-
Speed betmoen Kew vell and Box Hill Lines must not exceed
Hawetor. 12 miles per hour around the curve
between Kew Junction and Hawthorn Station.

21%. The speed of express and other
Speed between s trains is not to exceed 20 miles an hour
Hemaun when passing over the curves between
South Yarra and Hawksburn, and on the south side
of Richmond.

PUIP PSS 1 & - 3 The speed through Mox:dlalloc
Morialloc. Station must not exceed 12 miles an
hour. -

91 9. Drivers when running from Beec]:_t-
Driverstost?  worth to Everton are to almost stop th.elr
worth and Everton. . ins at the summit of the steep incline
and commence the descent without steam.
920. Engine-men must approach the

Examination of

trains. platforms at all examining stations at a

speed not exceeding eight (8) miles per hour, so as
tg permit the Examiners to touch the boxes of the

vehicles on the train.
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Examinationot 22 1. On branch lines where there are
trains, branch lines: no Train Examiners at the junction or
terminal station, Engine-drivers must examine all
vehicles on their trains every trip.

Locomotive Inspectors and Foremen will issue
detailed instructions to all Drivers in their districts, to
insure this order being carried out. These instruc-
tions are to be varied as may be required on account
of future changes of time-table or running arrange-
ments.

PR 222. The utmost care must be taken
S during the dry season to have fire bars as
close as possible, to prevent fire dropping out on the
road. The admission of air by the fire-box shoots
must also be carried out to the fullest extent practi-
cable, so as to enable the engine to run with damper
nearly closed.

Spark arresters, smoke boxes, tubes, and ash pans
are to be kept clean, and blast pipes are to be kept
clean and to their full size.

Directions for
burning coke.

228. Drivers when burning coke can
by a little care and management bring
their engines into the shed with a comparatively thin
fire by breaking the coke in small pieces for the last
firing or two and firing thin all over the box.

Firewood, if used with discretion, will also assist
to reduce the quantity of coke in the fire boxes if
used towards the end of the journey.

Sand not to be

224. Injury is sometimes done to points
used a points.

and crossings by the injudicious use of
sand at such places. :

Drivers must be very careful to abstain from using
sand when passing over points.
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225. Engines when ascending inclines

Engines to hi
mfiagwgegass are never to have less than half-a-gauge

of water.

glass of water, otherwise there is danger
of burning the fire boxes and tubes. (See Regu-
lation 396.)

Enginesnottobe S 0. Drivers must not allow .thelr
slowedtoprime:  enoines to prime, as many carriages
have been injured from that cause, 1n addition 1:(3
numerous complaints of damage to passengers
clothes. _ . .

If priming arises from dirty boilers the fact is to
be reported in writing at once, otherwise it will be
treated as due to unskilful driving.

~ 22%. The wheels, tyres, axles, side rods,
e atose ™ brake screws, nuts, blocks, and all work-
e ing parts of engines are to be carefully
examined every day by Drivers, and if found worn
or in any way defective they are to be at once
reported.

Sorew jucks tobe S @S Drivers will be _held responsible
Kepk clean. for keeping the screw jacks and screw
couplings of their engines clean and in good order.

obricationof | 229. When a dead eggine forms part
dasel enging of a train load, the Driver of the train
engine will be responsible for the lubrication of the
second éngine.

- 230. In case of an engine becoming
Engine dibled gisabled, either partially or wholly, the
Driver must communicate with his Foreman by wire,
and, where possible, take such steps as will enable
him to work the engine and train either to the end
of the journey or to the nearest station.

e
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2831. In all cases where an engine has
been derailed the Driver must make a
careful examination of all the working parts, especially
the axles and springs, and before continuing the
journey he is to move the engine carefully a few
revolutions to ascertain that it is in a fit condition to
run.

Engine derailed.

Enginesor vehicles 5 4 2
off the road. getting off the line Drivers must endea-

vour to ascertain the cause and report.
No vehicle is to be allowed to run after having
been off the road until the wheels have been gauged.

288. In cases where vehicles are de-
railed between stations during the running
of any train the Driver is to make a careful examina-
tion of the running portions, and if found safe to
travel the vehicles may be taken to the nearest siding
and left for the Rolling-stock Inspector to examine.
The Rolling-stock Inspector to be promptly advised,
by telegraph if necessary.

Vehicles derailed.

234. In running up the Warrenheip
bank when one or more engines are
assisting a train in the rear they will not
be coupled to the train, which must carry the usual
tail signal in the rear; and the assisting engine, or the
rearmost engine only if more than one engine, must
also carry a tail signal. )

Engines assisting
up%arrenheip
bank.

285. Only one engine is permitted to
be attached to any train between Castle-
maine and Maryborough, Dimboola and
Serviceton, between Beechworth, Myrtleford, and
Beechworth Junction, the Goulburn Valley Line,
and on the Gippsland Line beyond Oakleigh. If the
load is too heavy for one engiue, the train must be

Lines where engines
may not run
coupled.

2832. In all cases of engines or vehicles

Lines where tank
engines may not
run.

Locomotive coal
gears.

pushed up the

limited as under :—

divided. The bridges on these lines are not intended
to carry two engines coupled.

Two engines may be coupled over the Glenorchy-
bridge, but on the strict condition that the speed is
limited to 10 miles an hour.

286. Tank engines must not be run
beyond Mordialloc on the Frankston
Line, nor beyond Ringwood on the
Healesville Line. The “O” class may run to
Mornington.

INSTRUCTIONS FOR WOREKING THE GRADES LEADING
to .Locomorive CoarL GEARS AT MELBOURNE,
BarraraT, BENDIGO, WARRAGUL, SEYMOUR, AND
ELSEWHERE.

23%. (a) The loads are always to be

incline, and are to he

Class of
Engine.

Grade 1—20,
Load in tons,

Grade 1—22.
Load in tons.

Grade 1—25.
Load in tons.
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(b) As each waggon reaches the level the brake
is to be let down. The Driver should also apply the
engine brake, if necessary, on reaching the level, but
not before. '

(¢) All coal waggons must be properly marshalled
before being sent to the gears.

(d) When a rake of hoppers is placed on the stage,
the empty waggons should be withdrawn before a
second rake is sent ; and to effect this it is advisable
that the engine pushing the trucks on to the stage
should remain coupled and bring them back.

(¢) Should medium or other wagions be on the
stage, either empty or partially or wholly loaded, a
second lot must not be placed on the same road until
all the brakes of the standing waggons have been
pinned down.

(f) No kicking or double shunting is to be allowed
under any circumstances. Engines must remain
attached till the waggons are at a- stand and
secured.

(g) Drivers before going on or coming off the
coal gears must see that their boilers show a full
glass of water, and to run engine first on the up
grade ; every care must be taken to keep sufficient
water over the crown of the fire box when on grade.

et 238 (@) Drivers of trains or engines
use of contionous  fitted with automatic continuous brakes

' are cautioned against placing implicit
reliance upon the continuous brake for the purpose
of stopping at terminal stations, or at road-side sta-
tions, when another train is standing on the same
line of rails.

(&) The time to be gained by coming into a fer-
minal station at a high rate of speed is insignificant
when the great risk attendant upon such a proceed-
ing is taken into consideration.

(¢) When approaching terminal stations, and sta-
tions ‘where obstructions exist on the same line of
rails, Drivers are to work their trains with the hand
brakes, excepting in cases of emergency, when the
continuous brake is to be brought info operation.

-(d) In all other cases the continuous brake is to
be used, due regard being paid to the momentum
of the train, so as to avoid overshooting the
platforms.

(e) In the event of a connexion breaking or brake
not working properly on any carriage, the Driver
must send his Fireman to shut off the connexion or
release the brake on such vehicle.

precantionstore 23 9. Engine-drivers in charge of trains
observed entering 1y 135t approach all terminal or dead-end
metaion, stations and junctions from the trailing
end with great care, having their trains well under
control, so that they can stop with certainty by
means of their ordinary hand brakes. Where tra-
verse tables exist the engine should stop clear of
same.

Each train must be brought to a stand 4 or 5
yards before reaching the stop buffers, or the rear
or yard end of any carriages that may be standing
on the platform lines. A vigilant look-out must be
kept by Drivers on entering the platform sidings,
to see how far such sidings are clear, and regulate
their speed accordingly.
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- 940. In station yards where regular
rometkein pilot engines are employed the Westing-
P house brake may be used when shunting
so long as Drivers exercise the utmost care to
apply the brake with skill so as to avoid injury to
rolling-stock, such as breaking draw bars, draw
chains, &c.

Drivers will be held to the fullest extent respon-
sible for any damage they may do by unskilful
application of the brake.

Ruxymve SmEp Runes.
941. A shed running sheet will be

hed ing . . .
fheeuﬁ? posted daily in every running shed for
e the information of all concerned, and

Engine-men must examine it carefully before leaving

duty.

R Any Engine-man whose name does
ofthesteet.  pot appear on that sheet must report
himself to the Locomotive Foreman before leaving
the premises otherwise he will be treated as being
ahsent without leave. .

PAa—— 243. Any Engine-man absent from duty
SO on leave through illness or any other
cause must report himself to the Locomotive Fore-
man before 5 p.m. on the day before he wishes to
resume.

944, Great care is to be used to reduce
Economy infucl ) the lowest possible point the consump-
PR tion of fuel and stores. Economy in these
iatters will be taken into consideration when pro-
motions are being made. :

Drivers must personally sign all fuel and store
tickets at the time they receive the material. The
signature of the Fireman or any one else will not be
accepted.

Enginementotest S4ED. Engine-men must test the level of
thewaterinboiler. the water in their boilers immediately on
getting on the foot plate by opening the test cocks
and checking by the lower-gauge cocks. '

This should be repeated at intervals during the
day, and also the last thing at night before the engine
is put away.

i 24.6. Before moving an engine in the
pounded. shed or station the Driver must sound his
whistle and see that the line is clear.

et 24 7. Engine-men must remember that
ngine to be s, e . .

e e it is at all times essential that steam be
e put in the cylinders gradually, both at
starting and while running.

248. Drivers are in all cases to run
cautiously up to turn tables, and to stop
their engines before running on. Where necessary
the Fireman should be sent forward to ascertain that
the table is right for use. When the engine is
placed on the table ready for turning, the Driver
must put the reversing lever in mid-gear, open the
release cocks, and see that all brakes are securely
applied.

Turn tables.

249. The washing-out hose, after being
used, is to be carefully rolled up and
stowed away in the place appointed for it.

Care of hose.




250. Drivers must-deposit their running
sheets in the place set apart for them,
either before leaving duty on the day of running or
before 8 a.m. next morning. Failure to do so will
lead to severe punishment.

Running sheets.

They must fill in carefully the exact amount of
coke, coal, wood, oil, tallow, and waste used each
day, and must attend carefully to the classification
of mileage; and on no account is shunting or other
work to be charged to an engine when standing.

Any Driver falsifying his sheets will be liable to
dismissal.

onforampsnos. 2D 1. Oil used in lamps is not to be
B e shown on running sheets.

952. Drivers and Firemen are required,
before leaving the running shed at the
end of the day, to take up their tokens, and, upon
being called for early train, they must hand the
tokens over to the Caller-up. -

Drivers’ tokens.

. In the event of an Engine-man having neglected to
take up his token, he will be required to sign his
name in a book carried by the Caller-up.

This system has been introduced solely for the
protection of Engine-men, and any breach of it will
be severely dealt with.

Watehes fo be 2583. Drivers when going on holidays
e omps should forward their watches to the
superiatendent  elegraph Superintendent, in order that
they may be examined and, if necessary, cleaned and
repaired, so as to be available for use on the Driver’s
return to duty.

- ¢leaned daily.

— 2b54. All engines are to have their
tubes thoroughly cleaned every day by
the Fireman before he leaves duty.

putting enginesin 2 DD Drivers must see that their Fire-
shed. men thoroughly clean their ash pans and
smoke boxes before putting their engines away, and
must see that they are supplied with sufficient fuel,
and are thoroughly equipped for the next day’s
work, unless specially instructed otherwise by the
Locomotive Foreman.

256. The places appointed for dropping
fires and cleaning ash pans are the ash
pits at coal stage, and any Driver doing this work
elsewhere, particularly in the proximity of wood
heaps, will be severely punished.

Dropping of fires.

Tenk and hoter s 27+ No engine is to be put away until
e Ailesl. both tank and boiler have been filled
with water.

Fuel to bostackes 2D 8. Drivers are to use every care in
oweily stacking firewood and coal on the tenders
to prevent them falling off on to the line. (See
Regulation 337.)

cand boxestobe 2D 9. Before leaving the shed every
tepenil Driver must see that the sand boxes of
his engine are full of dry sand, and that the delivery
pipes are clear.

If necessary, the sand is to be freely used, to in-
crease the effect of the brake or prevent the wheels

slipping.




vebmeosot | 2060. At stations where boilers are
boilers by Drivers. waghed out by Engine-men, the Driver
will be held personally responsible for the work being
properly done (see Boiler Regulations, pages 52 to 60.)
At least every three months all hoilers should have
a thin wire passed into the plug holes, and between
he stays of tire box, to feel for any accumulation of
scale or dirt.

The barrel of boiler should have a long rod passed
through the plug hole in smoke box, to feel that no
scale or dirt has accumulated, and a record is to be
kept of such examination.

ST - - & S After a boiler has been washed
replacing plugs. ot great care should be observed in
replacing the plugs, to see that they are not put in
across the thread.

seennottone 202, To prevent straining of the plates
Bt by rapid cooling and consequent unequal
contraction, locomotive boilers must not under any
circumstances be blown off for the purpose of washing
out. In all cases the water must be allowed to get
as cold as possible before the blow-off cock is opened,
and then simply run off.

In cases of emergency, the injectors must first be

put on, and the steam pressure reduced to a minimum..

Cold water may then be gradually added—through
the top washing-out plug—to the hot water in the
boiler. The blow-off cock may then be opened, and
washing out proceeded with. Care must also be
taken to see that the brick arch in the fire box is
cool before washing out is commenced.

e e A A e i A

Tools to be carried.

263. Engiﬁe-men will be held respon-
sible for seeing that the following tools

are on all engines under their charge:—

—

—
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Article.

Head lamps
Tail lamp
Hand-signal lamp
Indicator lamp
Gauge-glass lamp
Oil bottles
Small bottle
01l feeders
Tallow can
Tallow kettle
Shifting spanners
Ordinary spanners—1, &,

£, 8 %in.

. Set of gland spanners

Set of Westinghouse
brake spanners

Box spanner for mud
plug

Brake spanner, 14-in.

Files

Flat chisels

Crosscut chisels

Assorted punches

Drifts cotters

Hand brush

Copper hammer

Coal hammer, large

Hand hammer

Tomahawk

Saw

Bucket

Set of piston draw cotters

Set of valve spindles
cotters

Padlocks with. duplicate

keys

2
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Article.

Tommy bar

Chisel bar

Pinch bar

Jack bars

Screw jacks

Ratchets

Shovel

Long-handled shovel

Pricker

Fire dart

Tube dart -

Plug rod

Plugs

Spring clip

Double-hook chain

Draw chain

Spare links

Piston chock

Deals for screw jacks

Piece of tarred rope

Piece of spun yarn

Piece of canvas

Piece of copper wire

Wood wedges

Box of fog signals (12)

Box of gauge glasses

Gauge-glass washers

Assorted split pins

Nuts and washers

Axle-box packing

Pound of waste

Dise '

Red flag

Packing drawers

Steel brush for spark
arresters.
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?124. No ?river és to take tools from
| engine to another. I

' he must apply to his Foreman. et 1 short of tools
, Any Driver found in charge of an engine short of

tools, or having tools b : t
will be Punishe%. ols belonging to another engine,

265. Cleaners or-other unauthorized
per('isons are not to move engines in steam
under any consideration. (See Regu-

a, Tools of engines.
i

Cleaners not to
move engines in
steam,

lation 335.)

All engines are to be out of
hard on ;Dvhile getting up stea.s:l. gear and the brake E 3

§i Cleaners ot to 2166. Cleaners must not interfere with
release cocks, injectors, or blowers of

& | i interfere with
i release cocks,

If the engines the i

. y are cleaning should bl ff
or fail to make g low o
b} i ake ‘steam, they must at once notify thé

267. Any employé letti

y yé letting the water
ou:. of a boiler for the purpoges of e::nfil.
nation or repair should notify the Lich
up and hang on the front of : y the Laghter-
the words * Boiler Etg?)t;.,’the boiler a plate bearing

Lighters-up to be
informed when
boilers are empty.

268. Any Fitter or other 1 i

) 1 : ¢é dis-
abling an engine for s

red flags to both the b;(:;:g]:sr.s st affx

Red flags to be
fixed to engines
under repairs.

IN:SIEJI‘RUCTIONS FOR THE USE OF THE .SIGHT-FEED :
UBRICATOR ON VICTORIAN RAILway ENGINES s

Action ofsight eed R69. The action of the sight-feed lubri-
o _ cator is as follows:— When steam is
admitted into the lubricator it is condensed in the

globe, at the same time it is condensed in an internal

engines. E

pipe in the globe and charges the sight-feed glass with
water. On opening the water valve the pressure is
admitted to the bottom of the oil chamber, and forces
the oil through an internal pipe to the sight-feed
valve. By then opening the retention valve a jet of
dry steam 1s admitted to the cylinders, and by opening
the sight-feed valve the oil passes by its specific
gravity through the water in the sight-feed glass to
the retention valve. Here it is met by the jet of dry
steam which mingles with the oil and forces it away
in the form of a spray to the steam chest and cylin-
ders where it lubricates the valves and cylinders.

9% (. Drivers should closely attend to

the directions given hereunder :—

To fill the lubricator.—Close steam and other
valves, open the drain valve and the filler
plug ; then fill with oil,allowing about 1inch
for the expansion of oil. ’

To fill the feed glass with water—Open the
steam valve one turn and close retention
valve.

To lubricate.—Open the steam valve three (3)
turns, then open the water and retention
valves a quarter of a turn, and regulate the
drops of oil by the sight-feed valve.

Broken glass.—If the glass breaks, close the
steam valve and the retention valve and
feed by hand until the glass is replaced by
opening the hand-feed valve and pouring
in oil. '

To replace a jeed glass.—Take out the filler

plug and drop the glass in.

‘Directions for
working.
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To replace a sight-feed glass.—Take out the
valve seat and push the glass up

To clear the sight-feed glass—Close the steam
water, and retention valves, open the drair;

valve a little, and remove the sight-feed
valve seat.

Note—The lubricator should be refilled when
the oil disappears in the feed glass. All
oil must be strained before being used, and
the lubricator must be blown through once
a Tortnight. The mountings must not be
tampered with.

The following hints will also be found useful :—

(a) Keep the gland nuts well “topped up,”
packing will not then require to be com-
pressed so hard,and broken glasses will be

. avoided.

(6) Use strips of hose bag for packing, and
always have some on the engine, also
some spare glasses.

(¢) The bottom gland nut or sight-feed glass
serves two (2) purposes, viz., it splits a
Joint and keeps the glass tight.

(d) If the oil run up the side of sight-feed glass
instead of the centre, tighten up the
bottom gland nut *“one cant.”

(e) If the water be lost in sight-feed glass
tighten up the bottom gland nu “ one
cant.” ’

(f) The sight-feed glass can be cleaned while
running by shutting off the lubricator
and opening the retention valve fully, or
when the oil chamber is empty by leaving

the drain valve open and opening the
steam and sight-feed valves.

(g) When lubricating the Westinghouse brake
cylinder only, and double or treble sight-
foed lubricators are fitted, the retention
valves on the opposite side should be
closed.

(k) When an engine has finished running and is
«gat rest” in the shed, the lubricator
should be worked freely for two minutes.

(i) It is essential that the oil kettles be kept
clean. By observing this much trouble

will be saved.

INSTRUCTIONS FOR WORKING THE WESTINGHOUSE
BragE.—To DRIVERS.

9" 1. Drivers must see—(a) that the top or steam
cylinder is sparingly lubricated with oil; (b) that
the air cylinder is lubricated with a small quantity
of petroleum (tallow or oil must not be used in the
air cylinder, as they destroy the hose pipe); (¢) that
the air pump is constantly rux, but never faster than
is necessary to maintain the required pressure in
train pipe, say, for goods and passenger suburban
trains 50 to 60 Ibs., and for express and high speed
passenger trains 70 to 80 Ibs.

If s Driver finds the air pressure in his train too
high, he can easily reduce it by applying the brake
with full power, and then releasing it.

Drivers when coming on to a train, or when
carriages are being attached, must have the air pump
working and the brake regulator in the neutral
position ; this will enable them to accumulate a high
pressure of air in the main reservoir, and so obtain
an excess of air without increasing the pressure in
the working reservoirs of the engine and tender.
When the coupling-up is completed, the Driver must




let the accumulated air pass into the train, and
immediately replace the handle in the neutral
position ; the Driver will then see by the reduction
of air in the gauge if the Guard has tested the brake.

The Driver must, before starting, ascertain from
the Head Guard how many vehicles are fitted, and
that the pipe of the Westinghouse brake is connected
ready for working.

Great loss of time would be caused by Drivers
shutting the steam off the donkey pump, and so
allowing the train pressure to drop, by leakage in
the train pipe, until the triple valve is lowered by
the superior pressure in the reservoir, and thus
applying the brakes. The brake is applied by a
decrease of air in the main pipe, and if the decrease
is made by leakage it acts the same as if the decrease
had been made by allowing air to escape by way of
the regulator.

To apply the brakes lightly, the regulator valve
on the engine must be partially opened, and as soon
as the gauge shows a reduction of from 5 to 8 lbs.
this valve must be gently closed.

The brakes are fully applied when the pressure
shown in the gauge is reduced by 25 lbs.; any
further reduction would be waste of air. In cases
of emergency, however, the Driver’s valve must be
fully opened to let all the air in the brake pipe
escape.

Long trains require more careful handling than
short ones, and a greater quantity of air must be
discharged from the brake pipe. :

The brake should be applied in good time, so that
a moderate application may stop the train, and avoid
jerks and skidding of the wheels.

In releasing the brake, the regular handle must be
moved back against the stop for about ten seconds,
and then placed in the second position, where it must
remain while the train is running.

To prevent a rebound, the Driver should release
the brakes in proper time before coming to a dead
stop.

Delays will be caused by Drivers not releasing all
the brakes in the train, some of the blocks remaining
on in consequence of not keeping the brake regulator
in the extreme back position long enough to release
the brakes properly. The regulator should be
brought back smartly, so that the force of the extra
pressure can instantly release the blocks from the
wheels of the whole train. An extra pressure of
20 lbs. in the main reservoir will give a great force
upon the pistons of the triple valves, and is sufficient
to drive them up. Delays will occur if Drivers neglect
to keep this amount of extra pressure in their main
reservoirs.

After a train has been reduced to a very slow rate
of speed, it must be finally stopped by a hand brake
on engine or tender (except in cases of emergency),
and the Westinghouse brake must not be on when
the train stops. This also applies to stopping trains

_ at water cranes.

Delays may arise from connecting portions of
trains carrying different pressures; and to avoid
detention from this cause Drivers must be careful not
to leave more than 50 lbs. pressure in a train when
detaching at junctions or termini. The Driver who
intends to couple-up at such places should, as already
advised, carry a high pressure, say 70 Ibs., in the
main reservoir, for the purpose of releasing any
brakes which may happen to be on.

Wl

RPN R



J6

If vehicles having different air pressures be coupled
together, the brakes will apply themselves on those
which have the highest pressure.

It is most important that Drivers should let the
water out of their main reservoirs, drip cups, and
triple valves at least once a week.

When two engines are coupled together, the Driver
of the leading engine must take charge of the brake
and work it as he would on an ordinary train, not
considering the second engine except as a vehicle.
The Driver of the second engine must keep his handle
in the neutral position, and donkey engine slowly
and steadily working. By this means he shuts off
all communication from main reservoir to train pipe,
and the pressure in the reservoir is kept above that

in the brake pipe, otherwise the brakes would apply -

themselves by air escaping from the train pipe past
the Driver’s valve to main reservoir.

Drivers must call the attention of the Train
Examiner at the first examining station to any
irregularity in the working of the brakes. They
must also enter the number of each car or waggon
on which brakes work badly in their reports. This
applies to both passenger and goods trains, and any
Driver unable to give numbers of wvehicles com-
plained of for brake failure will be considered wanting
in attention to duty.

Firemen will be held responsible that they learn
the use of the Westinghouse brake, when employed
on engines so fitted ; and no Fireman will be promoted
until he has proved that he is perfectly competent
to work it properly.

PART 1IV.

INSTRUCTIONS TO OFFICERS AND
EMPLOYES IN WORKSHOPS.

InsTtrUCTIONS TO WoORKsHOPS MANAGERS AND
FoRrREMEN.

272. Workshop Managers and Foremen
are responsible for the good care of the
shops, machines, and plant under their control, the
efficient performance of all the duties connected
therewith, the economical disposition of all stores
and material, and for the carrying out of all orders
and circulars issued by the Chief Mechanical
Engineer. Foremen and Time-keepers must be on
duty at the opening of the works each morning, and
see that all hands are punctual in their attendance.

shops—appear. 2 ¢ 3. The workshops should at all timet:
ance of present an orderly and tidy appearance,
and tools of all description should be kept in good
condition, and in recognised places.

Duties.

Cost of work tove & ¢ 4. Managers and Foremen are to use
R every endeavour to reduce the cost of
work by the exercise of their skill in the use of
modern appliances and modern methods. They are
to impress on the members of the staff generally the
necessity for activity and zeal in the execution of
their respective duties.

275. The work turned out of the shops
is to be of the very best description.
No bad work is to be tolerated on the score of
cheapness; at the same time economy as well as
efficiency 1s always to be kept in view.

Work—Quality of.
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2'76. Before starting upon any work it
is advisable for the Manager or Foreman
to satisfy himself that extra expense will not be
incurred through having to wait for stores, and the
non-receipt of stores must be reported.

Stores.

Orders from R77. Orders from running sheds for
mmingsteds. work on engines that are in daily use
should receive prompt attention.

78. When an engine is sent to the
shops for an overhau!, the Worksho

Manager will have it examined carefully to see that it
has been used properly, that all lubricators are in
proper working order, and all the oil holes are clear
and free from grit. e will also have the safety
valves examined to see that they have not been
tampered with, and the boiler and the fire box to
see that they are sound and free from scale, and
that the tubes have been kept properly cleaned.
Should this examination show that there has been
the slightest carelessness, it is his imperative duty to
report the matter fully and immediately to the Chief
Mechanical Engineer.

Geartobeexamined S ¢ 9. All engines and tender, buffer,
wdameed —coupling and  draw gear must be
carefully examined and thoroughly annealed every

Engines examined.

time an engine is in the shops for general overhaul,
or at periods not exceeding two years. Also all car
and waggon draw hooks, pins, and side chains must
be annealed every time a vehicle is in the shops
for general overhaul, or at intervals not exceeding
two years, and full particulars recorded.

Welghilig o 280. Each engine, as it leaves the
S, - shops, is to be carefully weighed, and
particulars recorded.

" Ash pans.

2 281. All engine springs are to be
Ereme e cavefully tested.

cow catenerstittes 282, The cow catchers of all locomo-
with plates, tives should be fitted with plates to
protect the bars from the side chains and hooks.

283. The ash pans of locomotives
turned out of shops must be supplied
with perforated doors or wire netting, and be made
to fit closely to fire box.

Notting tobelett S Thg greatest care should be
in exhaust sten,  exercised in seeing that when an engine
e S is under repairs no bolts, pieces of
iron, &e., are left in the boiler, exhaust or steam
pipes, or passages.

Leading hands in the workshops should be
specially warned on the subject, and informed that
the person in charge of the work will be held respon-
sible for any accident or injury caused to an engine

by neglect of this order, and will be severely dealt

with. .
wheas—Equ 28 0. All wheels pl_aced under vehicles
e should be approximately of equal
diameter.

286. The chimneys or . any other
portions of engines or stock must not
exceed the maximum height allowed by standard
diagram, and no vehicle should be passed for service
that will not pass the standard clearance.

Height of stock.

' 28%. Turnings or borings of brass,
“Turnings and 2 . h ld be
borings to be white metal or cast iron, shou
e stored in separate bins and kept clean,
s0 as to be available when required.
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Pattorns— 288. A complete record is to be kept
- of all patterns in stock, and all-additions
are to be posted up regularly.

Aiditia Dot 289. Advice forms, filled up correctl
for goods, must be forwarded with each consignmeg{;
of goods or material from the workshops, and
receipts obtained from the stations to which they are
sent. ,
Books t e 290. Carefully-prepared books must
; _ be kept, showing the dates each vehicle
has been in the shops, and the work executed upon
each vehicle in detail.

291. No carriage or passenger vehicle

Condition of
ASSE!
Eehigﬁij;mr should leave the shop after a general
overhaul. 1
overhaul unless it be fit for two years’

active service.

Replacing whecls 292. All wheels and axles in carriages
sdades . and passenger vehicles over twelve years
in running must be taken out and put under waggons
thtle former being replaced with good wheels and steel
axles.

A record of the life of all car and waggo 1
must be carefully and correctly kept. goon axles

No brass less than % inch on the crown or 7§ inches
long shouid be fitted with newly turned wheels.

Minima thick- 298. The minimum thickness of tyres
etors under carriages at last time of turning is
to be in accordance with lithographed diagram
No. 1314, a copy of which has been supplied to
Workshop Managers, Inspectors, and Foremen.

Minimum diameter © I+ All axles are to be very carefully
ofaxlebearing.  examined for flaws or defects. The

minimum diameter of axle-bearing for carriages is
31 inches; any of a lesser diameter are to be put

under trucks.

ot cmand 29D, Cars and waggons are not to be
waggons, & gent out of the workshops unless the

tare has been checked, and alterations made where

necessary.

—— 296. Record Books must be kept in the
eulinrepsits. 4o rpaulin shop of all repairs executed.

s 29%. Worn-out tarpaulins should be
DR sent to the Workshops Manager, and all
employés should be forbidden to have tarpaulins or
pieces of tarpaulins in their possession.

Whenever an old tarpaulin is worn out and taken
out of running it must be replaced by a new one
similarly numbered.

rirpeine—Sine 298. The size of all new tarpaulins
and brand. should be, say, 23 feet x 14 feet, made
from five lengths of 36-in. canvas.

All tarpaulins should be branded before issue with
a register number the letters V.R. and 4, and should
be painted with two broad red lines reaching from

corner to corner.
— 9299. In the workshops 2 properly-
' organized fire brigade should be estab-
lished, composed of employés living in the vicinity
of the workshops.
The brigade should be officered by competent men,
with a view to efficient working.
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Practices should be re

she . gularly held, and th

thoroughly trained in the use of the a,pplianie;n?;l;
thi;r cc;lmmlemd for fire prevention. )

code of fire-alarm signals should be ar d
po%f%?d in each shop for the information ofrzlflgialilgsd
k?tchmeu should be fully acquainted with the

i\;7;'101' ng of all fire appliances and signals provided at

k e workshops, as well as the signals to summon any
ocal or city brigade, and the shops must never be
]ef%;r i?lmth-:m]t a watchman being on duty

) e appliances for fi i '

in pf e r fire prevention should be kept

Boiler astendants 3 00. The duties of Stationary Enoi
and keepers, 1 I'y =
sl Attendants in the workshops will be as

To be in attendance at all times i
is required for driving maching;eii 2%%;28
and in sufficient time before the arrival of
the mechanics to admit of the engine com-
mencing work a few minutes before the
whistle has ceased to blow.

They will be responsible for having the engine
bearings at all times properly trimmed and
oiled, and the engine and engine house kept
thoroughly clean and tidy. g

They will be responsible for having the boiler
kept perfectly free from scale and dirt, both
inside and outside the tubes, and will i’mme-
diately call attention to the slightest fault
in either boiler or machinery. Each boiler
must be washed out once a fortnight

They will be responsible for oiling all shafting

and keeping it clean, and at the discretion .

of the Manager or Foreman will b i
er
to undertake other duties during th: %l;];‘fd

InsTrUcCTIONS TO OFFICERS AND Emproyfs IN
WORESHOPS.

The following Regulation (No. VIIL.) has been
issued by the Victorian Railways Commissioners for
the guidance of workshops employés, and must

_be strictly adhered to by them:—

Notice to be given S0 1. ANy employé before severing his
vetoreleaving.  gonnexion with the Department must
ive one week’s written notice of his intention to
ﬁaave . should he fail to do so, he will forfeit such
wages as may be due to him. One week’s notice
will be given previous to any employé being dis-
charged, except in cases of misconduct.

o e, 30&- The working time shall consist
mglime. £ 48 hours. per week, unless specially

arranged otherwise, the time for starting and le&vin%

off work to be fixed by the Chief Mechanical -

Engineer. .
i i 3083. A bell or steam horn will be
" sounded to summon employés to and
from their work. Any employé who comes to his
work not less than 15 minutes after starting time
will have a quarter of an hour stopped from his
time ; and if arriving more than 15 minutes, but
less than 30 minutes late, will have half-an-hour
stopped from his time. Workmen will be permitted
to start on the arrival of the second train, the time
lost to be deducted, but they cannot start if they
arrive by a later train. Any employé who comes
to his work after 1 p.m., but before 1.15 p.m., will
have a quarter of an hour stopped from his time.
Employés will not be admitted after 1.15 p.m.
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Time on each fob 304. All employés must enter and

som- leave the works through the Time-
keeper's lodge. Employés will be provided with a
book, slate, or board, as may be directed, in which th ey
must enter the exact time spent on each job. Any
one neglecting to comply with this regulation will
foz_‘felt the_ time made during such neg%;:t, and any
one entering time against work that has not been
performed will be liable to dismissal.

Puployis o taxe. 000+ Bvery employé will be supplied
mendleave  With a metal ticket numbered. = This

ticket he is to take up on entering the
shops to work, and on leaving he is, with his
own hands, to deposit it in the place appointed for
1ts reception. In the event of an employé losing
his ticket through carelessness, or producing his
ticket defaced, he will be fined an hour’s pay. Any
employé who proceeds to his work without taking
up his ticket, or who does not deposit his ticket on
leaving, will be fined Sixpence. Should an employé
take up or deposit two tickets he will be immediately
dismissed.

Einployéstopas 306. No employé will be permitted to

% pass from the workshops to the station,
platform, or train; and any one going by train from
_ the station on the business of the railway must pass
out through the lodge and enter the station by the
public entrance.

Bplosés o e 307. Employés must be at their proper

yiosiartwork place of employment and at work when
the whistle ceases to blow, or they will be liable
to a fine of an howr’s pay. Any one ceasing work
before the whistle blows will be similarly punished.

o
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overtime—migns  308. Eight hours will be considered a
bours vl be s day’s work, and overtime will not be
b allowed under ordinary circumstances
until a full week has been worked, and will be paid
for at the rate of single time unless in special cases
which shall be decided by the Chief Mechanical
Engineer, when time and a half will, if he thinks fit,
be allowed. Sunday time will be similarly dealt
with, but in no case will overtime be allowed to an

employé unless he has worked a full week.

809. Employés must not take stores
out of the store-room, forged work from
the smithy, or any other description of work, without
an order signed by the Foreman, and without the
same being properly weighed and accounted for to
the Storekeeper or person in charge.

Stores to be signed
for.

3810. Every employé shall have a
proper drawer, box, or cupboard for
keeping his tools in, under lock and key ; the same
to be examined periodically, and the stock thereof
taken. Should any tools be missing, the employé
into whose charge they were given will be required
to make good, from wages due to him, any loss or
deficiency, ordinary wear and tear excepted.

Tools missing.

~ 811. No employé should open another’s
poses notiove  drawer, box, or cupboard, or take any
epenet tools belonging to a fellow employé with-
out his leave, unless directed to do so by his Foreman,
and in his Foreman’s presence; any employé doing
so will be fined Five shillings, which will be deducted
from his wages. Fines must not be inflicted unless
by authority of the Chief Mechanical Engineer.

TR
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812. Any employé requiring general

‘ tools, viz., taps, dies, gauges, chases, &c.,
out of the stores, must give his number, with the
particular description and size of the tool he requires,
to the person in charge, so that it may be entered
against him. He must also return the same within
reasonable time, and repeat his number, &c., as on
taking it out, so that the debit may be written off.

Tools required
from store.

313. Any employé accidentally break-
ing or otherwise injuring a tool and
neglecting to inform the Foreman thereof, or care-
lessly or wilfully destroying any tool or other article,
or defacing or altering any drawing or pattern, or
otherwise making away with any such tool or other
article, shall make the same good at his own expense,
or have the value thereof deducted from his wages.

Damage to tools.

314. Any employé proceeding to work
on the railway out of the workshops will
be required to give an account to the
Foreman of all tools and materials to be taken with
him, and, if lost or broken, he will be required to
make good the same from any wages due to him.

Toolsand materials
to be accounted
for.

315. No employé will be allowed to

order any castings, smith work, or any

- description of work whatever, without being duly
authorized by his Foreman.

Employés not to
order castings.

Nottogointe 31 6. No employé will be allowed to go ‘
other workshops.  into a workshop other than that in which
he is usually employed, unless on business, under a
penalty of Five shillings, which will be deducted
from his wages.

AUTANESY AL MBEOMNAMRNDI A i
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31%7. No employé will be allowed to
introduce any stranger into the works
without the permission of the person in charge of
the works; and any stranger, unless furnished with a
permit, must be respectfully requested to leave until
he provides himself with the necessary authority.

Strangers not to
be admitied.

318. Any employé found introducing,
or causing to be introduced, spirits or
fermented liquors into the works, or on the premises,
will be instantly dismissed.

Spirits not to be
introduced.

819. Employés must not go out of the

works at other than the appointed times

without leave of absence and a ticket

*from their Foreman, which must be delivered to the
Lodge-keeper as they go out.

820. Any employé found using oil to
cleanse his hands or otherwise improperly
using the property of the Department, or putting on
his coat, or making preparations for leaving work
before the bell or steam horn is sounded, or idling or
talking during working hours, will be fined Two
shillings and sixpence, and upon repetition of any
of these offences will render himself liable to
dismissal.

Employés not to
Ieave except at
regular times.

Neglect of duty.

321. Any employé making a tool with-
out directions from his Foreman will be
severely punished. All tools are to be branded 4
with the number of the workmen who uses them,
and any employé doing private work in the shops
will be dismissed.

Private work not
to be done.

322. Any employé using abusive or
indecent language, or striking another in
the works, will be fined a day’s pay for the first

Employés
quarrelling.
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offence, and will be liable to be dismissed from the
service should he be guilty of a repetition of the
offence.

Lights to be 3283. Any employé leaving the shops
extinguished- — wjthout first extinguishing his light, or,
in the case of smiths, without first extinguishing their
fires, will be fined Five shillings.

S 324. Smoking is strictly prohibited in
forbidden. the stores, carriage and waggon pattern
and joiners’ shops at all times, and in any other
part of the premises during working hours. Any
employé found smoking on the premises during
working hours will be fined Five shillings for each
offence; and any employé found smoking in the
stores, pattern, joiners’ or carriage shops will be
fined Ten shillings for the first ogence, and will be
liable to be dismissed from the service should he be
guilty of a repetition of the offence.

chipsnottobe 32 D. No chips or other property of the
removed. Government should be taken out of the
works or from the premises of the railway without
permission . from the Workshop Manager. An in-

fringement of this regulation will render the offender-

liable to instant dismissal.

Emploséstore O3 20. Employés must appear as clean
SIS as circumstances will permit of, and must
be economical in the use of stores and materials.
They must also pay strict regard to order, regularity,
and system throughout the works.

32%7. Any employé found showing the
slightest sign of intoxication will be

Sobriety necessary.

dismissed.
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Lotteries, ko,  O323. All persons are forbidden to get
forbidden. up lotteries, raffles, or sweeps within the
workshops premises.

Siwaiing 329. No candidate for parliamentary
b or municipal elections is to be permitted
within the shops for the purpose of canvassing.

330. Workshops employés should ar-
range to have their private letters sent
to their private residences, so that there shall not be
any loss of departmental time in obtaining them.

Private letters which may be addressed to employés
at the shops are to be obtained by them in their own
time or in the dinner hour, and not during working
hdurs. ‘

It is to be distinctly understood that no liability is
incurred by the Railway Department with regard to
the custody, delivery, or non-delivery of any letters
addressed to employés.

Employés’ letters.
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‘ PART V.
INSTRUCTIONS TO ROLLING-STOCK IN-

SPECTORS, TRAIN INSPECTORS, AND -

EMPLOYES CONNECTED WITH THE
EXAMINATION AND LIGHT REPAIRS
OF ROLLING-STOCK.

331. The most important duty of
Inspectorsof Rolling-stock, Train Inspec-
tors, and all those connected with the running or
repairs of rolling-stock is to see that the whole
of the rolling-stock is maintained in a safe and
efficient condition to travel on any train, and that
any vehicle unfit for service is immediately with-
drawn and arrangements made for its repair.

mspectorsand 552 The Rolling-stock Inspector and
Foremen tobe  the Inspectors and Foremen under him
taficrequire-  must make themselves thoroughly ac-

quainted with the traffic requirements
in connexion with rolling-stock, reporting anything
found deficient as well as any alteration or improve-
ment which may be considered necessary.

383. They are also responsible for the
Inspectors and .
Foremen toallot — arrangement of the duties of Greasers
duties and arrange - < .
foreamination- - and Train Examiners, and others, at the
' principal stations, and for seeing that the
examination of vehicles in traffic is carried out in a
careful and systematic manner, constantly impressing
upon all hands employed the necessity for exercising
the most rigid attention in the examination of stock,
especially tyres, axles, axle boxes, draw bars, side
chains, and all draw and brake gear.
Any carelessness observed in examination must be
immediately reported.

Duties.

111

Muntenance ot 334 All passenger rolling-stock is to
W be maintained in an effective condition,
and vehicles on country lines are not to be allowed
to get into a state of disrepair. Advantage should
be taken of the slack season to arrange for the re-
moval to the shops of all vehicles which are in need
of repairs or overhaul ; and all carriages and vans
out longer than two years are to be sent in for over-
haul as soon as possible.

Vehicles requiring SO D+ v ehicles should not be sent to the
extensiverepuirs. - wworkshops for extensive repairs until
after due consultation by the Workshop Manager
and Rolling-stock Inspector.

‘Waggons for light repairs should be dealt with as
far as possible at the Truck Shop, Melbourne.

. 386. Vehicles leaving the workshops,
Vehicles how passed 2
betore going into - Newport, must be consigned to the Roll-
. ing-stock Inspector, and must not be
allowed to go into traffic until passed by him.

337. When any vehicle becomes unfit
for service a card must be affixed to it
stating that it is not to be allowed to run, and it
must be repaired without delay.

Repairs to rolling-stock in traffic must not be
undertaken unless the vehicles and the men repair-
ing them are properly protected by danger signals.
Repairs must not be executed where shunting opera-
tions are carried on, or where vehicles are liable to
be moved from one place to another.

Repairs.

Vehiclesnot fitte 3OS+ 1n cases where any vehicle is not
i safe to travel on its own wheels it must
be loaded up for repairs, and a green repairs card
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affixed. A prompt report of all vehicles proving
defective is to be forwarded to the Workshops
Manager through the Rolling-stock Inspector.

339. Full information accompanied by
a sketch is to be furnished in all cases of
broken car and waggon axles.

Broken axles.

Examination o 340. Speciz{l attention is to be paid to
wheelsand axles.  the examination of wheels and axles of
rolling-stock to see that the axles are straight and in
every respect fit to run.

Wheets o turaing. S £ 1+ All carriage and waggon wheels

up to b sent to which are taken from under rolling-stock
are to be sent to the Newport work-

shops to be turned up or otherwise repaired so that

all axles may be thoroughly examined.

_ 'ﬁhese wheels should be sent regularly and period-

ically.

At large depOts it might be well to wait until
a truck load of wheels can be made up, but smaller
stations should send in wheels immediately they are
taken out, advising the Chief Mechanical Engineer
and the Rolling-stock Inspector as to what quantities
are despatched.

i 842. All vehicles lifted or which have
repadded. had their pads examined are to have the
date chalked on under frame.

—_—e - z.&H trucks lifted, or having been
~ fitted with new wheels are to have the
date painted (not chalked) in the same place.

—_— 344. The distances between the inside
o and the profiles of the tyres should be
similar in all the carriage and waggon stock.

B e e
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345. All cases of fractured tyres must
be reported on the proper form.

Fractured tyres.

Derailments. 3846. After any engine or vehicle has

been derailed from any cause whatever,
a thorough examination must be made and the
wheels gauged, and full report forwarded to the
Chief Mechanical Engineer.

reitoresotaraw S&'7. All failures of draw gear are to
B be reported, full particulars being given.

3848. All damage to rolling-stock,
whether caused by carelessness or not is
to be immediately reported. Full particulars to
be given, with the name of train or pilot engine
causing the damage. An estimate of the cost of
repairs to be also given.

vencesputor  349. Vehicles having to be put off
U trains owing to hot boxes, broken
springs, or other causes must be reported; and it
should be ascertained if possible whether a proper
examination was made at the previous inspecting
station.

Damage to stock.

350. The springs of all rolling-stock
must be quite free to work, especially the
ends of the waggon springs in the shoes.

351. The frames of all bogie stock
should be straight so that an undue strain
will not be put on the tension rod.

Springs.

Bogie stock.

stores tovekept, 3D 2. Carriage and Train Inspectors are

to keep in stock at all times such stores
as are necessary to meet the usual demands; care
being taken not to have a surplus stock.
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Enmintionot 303, Carriages on branch lines are to

Westinghouse

ity have their Westinghouse brake gear

examined as follows :—

Triple valves to be cleaned every four months.
Joints on all iron pipes to be made with lock
nuts. '
Hose pipes to be examined ever
y three months.
Tap handles to be tested occasionally to see that
5 kthey a;‘e not firing.
rakes to be tested at every opportunit
that pistons are tight. 7 CRESEREL DiRss
ﬁ gogd supplycof brake blocks to be maintained
aintenance Carriage Books to b :
; nteed g, g 0 be regularly
ravel of piston in 8-in. double-pi i
s pistoned cylinder
to be not less than 2} inch
o 3 Inches and not more

A proper supply of carriage dupli
mainta,ined_y Iriage Ilphcates to he

Ml ;8,54':.1 Ta;rpau]in stock must receive
) pecial attention, and Rolling-stock and
Train Inspectors must promptly report gny case of

damage caused through the carelessness of employés

in sheeting or in any other way.

They will also note any i ' i
_ : y instances of tarpaulins
being used for improper purposes, and in re}l))ortin
must be careful to so describe the sheet that it may

be t i i '
Pﬁssli'%-i:;d with as little correspondence and ‘delay as

Tapestine to b 3556. Tarpaulins when removed from
- trucks must be kept clear of the rails

so that they mav not be d
passing Vehicle;s,y amaged by the wheels of

115
356. The Rolling-stock Inspector will

Greasers—Timeol. . oturn the time of Train Examiners and
Greasers at the head stations, but where the duties
of such hands are divided the time will be returned
by the Locomotive Foreman, or the officer directly
in charge of such men.

P 35%. In cases where Pumpers or others
combined duties. 50t a5 Train Examiners arrangements will
be made for the proper examination of trains by the
officer to whom such hands may be responsible,
acting in conjunction with the Rolling-stock In-
spector, it being distinctly understood that at all
stations other than the three metropolitan stations
the Train-examining Staff are jointly under the super-
vision and control of the Locomotive Inspector or Fore-
man of the district, and the Rolling-stock Inspector.

InsTRUCTIONS TO CARRIAGE AND TRAIN EXAMINERS.

358. Carriage and Train Examiners are
to meet all trains on arrival at terminal
and depdt stations, and carefully examine every
vehicle throughout.

Trains to be met.

, 359. Examiners must be supplied with
Appliances for . .
Exmiersof  efficient tools and appliances to enable
' them to undertake light repairs at out-
stations to avoid the expense of sending men from
the workshops or main depots.

—_—— 360. They are to see that all wheels are
Ezantiuets. fast on the axles, true to gauge, the tyres
sound and properly secured, and that the wheels and
axles dre in good running condition ; wheels with
sharp flanges, or grooved in the tread, ;% inch on
spread, are to be knocked off, and the vehicle sent

e
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to the workshops for new wheels ; that axle hoxes,
guard irons, running and brake gear are in perfect
order, and that all hooks, draw bars, buffer gear,
&c., are free from flaw and defects ; that the under
carriage has no slack bolts and nuts, and that split
pins, properly split, are in their places.

S —— 361. All tyres are to be sounded upon
sounded. the arrival of all trains at the examining

stations, and on the suburban lines, three or four
times each day.

Examinationot OO0 <. At all stations departing trains
- must be made up in time to be examined
by Train Examiners, and no train must be started
from any station until the Examiner has satisfied
himself that the train is fit to run, and has so informed
the Guard.

When two trains are timed to depart from one
station at or about the same time, thereby not allow-
ing sufficient time for both trains to be examined,
the Examiners should report same to Rolling-stock
Inspector with a view to having this remedied.

Engine-men have been instructed to approach the
platforms of all examining stations at a speed not
exceeding eight (8) miles per hour, so as to give the
Examiners an opportunity of touching the boxes.

Coringesinneed 303. When carriages, vans, and other
e passenger stock hecome in bad condition,
and require painting or general repairs, a report is
to be sent in to the Rolling-stock Inspector, giving
details of repairs required.

Trucks to be oiled 3 O4. Blockers and Greasers are to note
el iioe kel that all trucks standing on departure

roads are to be oiled and efficiently blocked before
being made up into trains.

-
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. Carriage Examiners will be hgld
e rsegp?)nsible f(%r complaints of defec’?x;(z
glass lights, and other matters affecting the comio
ssengers. ‘
e 366. Particular care is to be ehxe%:;;i{i
Gareof brakeg®®® in regard to all _brakes, that t ere ke
ear works freely, that all its connexions a tb% i
gerly secured, and that the blopks have su%’ﬁme:}al 2 aﬂ
Eo complete the following Journey;l_a soi il
working parts, com:iemons, and coupling pip
i maintained.
chiciently 36%. Train Examiners must see tl{:iat t%le
Breke comnexions 1 10 copnexions are perfect an lpllg-
o perly adjusted for the wear of the b ?Iqh:
and wheels, by being uniformly ta.kenh ;115(1 ot
pistons of double-pistoned cylinders Shes
travel not less than 2 or more than 4 inc sh(;uld -
Those of single-pistoned Cylll.ldeL'S e inge
travel less than 4 or more than 8 inc e: on e
stock. For waggons consult Figure 4 on diagr
for taking up Q.A. brakes.

that hose
8. They must also see )
e ?oiplings are united and the cocks in the

be united an

i f the
cocks opeR pipes are open, eX(_:ept in thtia:L c::ﬁeo_ e
one at the rear of the last vehicle, and tha ]

icht. .
RO 389. The cocks under the Yehlcles
R cti triple valves with the
tope.open. connecting the trip i
train pipes are to be full open, and there
and wires in good order.

370. Examiners must, on Bhg arr;}raélL I;);
larities on _ . A ; river
{’r'f‘e‘igeu“?:ﬂ;i“{f" trains, ascertain from the

be removed an

S : A
veported. irregularity exists 1n't11e ‘W(}rkmﬁlgf; ri;l;n
brake, and if so it should be rectified before

7

starts.
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If the defect be too serious to be repaired without
causing delay, the brake should be cut out and the
vehicle carded for repairs to brake when empty.

A detailed report to be sent by the Train Examiner
to the Rolling-stock Inspector.

WEesTINGHOUSE CoOMBINATION BrakE Grar.

371. There are two patterns of taps
used for cutting brakes off waggons.

Cutting brakes
off waggons,

Fig. I. A two-way tap fitted into
the branch pipe, which is open
when the handle stands in a line
with branch pipe (Position I.), and ng I
shut when handle stands at an angle OPEN
of 90° across the branch pipe (Posi-
tion IL.).

did [) Honvug

Fig II. A three-way tap fitted TRIPLE VALVE

on to the body of the triple valve,
When the handle is vertical .
(Position I1.) the quick-acting
valve is in eperation; when the
handle is horizontal (Position
IL.) the triple valve works as on
the ordinary brake gear; and
when placed midway between
(gosition II1.) the brake is cut
off,

QUICK ACTING
BRAKE

-

e o
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Position of Hose Pipe Handles. ‘
IIL. The connexion through the train

i I;i%'n when the handle of train pipe cock
:;an%s in a line with the hose pipe.
|
Taking up Brakes.
Fiz. IV. Examiners should be ca.ref?ll nlot Flg i
t ta.%s brakes up too close to the Wh:z 51‘
VOVhen a brake is fully taken up thfh o
brake lever should travel four (4) tee -
- E
the guide. o

t mnot pull the
et DA Employés :n;ilcksn and bend it

i th n
tobebentover  peleage Wire on Lo v
to keep open the release valve to f
over

Shlzt;]‘:it pull of a few seconds E’ suﬁ’ii%:igﬁg tc;) ;;;:352
i ly shut o
kes if taps are properly S
};;?aiiid in pipes when uncoupling.

. o
Issued by authority of the Victorian Railway
Commissioners.

T. H. WOODROFFE, .
Chief Mechanical Engineer.

9th February, 1895.

raIN, Government Printer, Melbourne.
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