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VICTORIAN RAILWAYS.

INSTRUCTIONS
TO

EMPLOYES ENGAGED IN THE OPERATION
OF ELECTRIC STREET RAILWAYS.

————

EFFECTIVE AS FROM JUNE, 1942.

This book 1s issued for the use and information of employes
only, and the Instructions contained therein supersede all
others of prior date that are contrary thereto.

Every employe who in any capacity is engaged in connection
with the Electric Street Railways, and every other employe
whom the Head of the Branch concerned considers should
be acquainted with these Instructions, must be supplied by his
superior officer with, and have with him when on duty and
produce when required a copy of this Book of Instructions.

In order to expedite reference, the Instructions have been
arranged 1n suitable divisions (see Table of Contents on next
page). Every employe to whom this book is issued must make
himself thoroughly acquainted with, and must comply with,
every Instruction applicable to him, irrespective of the division
in which it is embodied.

By order of the
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DEFINITIONS.

1. In these Instructions, and in any amendip
mentary Instructions that may be issued, unle
something in the subject or context conflictin
construction—

88 t_here be
g with gy},

(a) ** Street Railways " shall mean any Electric R.:
Line operated on any public roadi::, o Rallway
St. Kilda Station and Brighton Beach, Sand,:
ham Station and Black Rock, or betweep rsll?cg};

other points as may be authorised under the order
: s

of the Victorian Railways Commissioners - and

“Tramway " shall mean any Railway Line worked
under the management of the Melbourne and
Metropolitan Tramways Board ;

(b) * Commissioners ”  shall mean The Victorian Raj.
ways Commissioners ;

(c) “Employe” shall mean any person whomsoever
employed by the Commissioners who has been
supplied with a copy of this Book of Instructions,
whether employed in a permanent office or as a
supernumerary ;

(d) “ Officer-in-Charge ”  shall mean the officer of the
Transportation Branch who 1s for the time being
in charge of the operation of the Line ;

() “Motorman”  shall mean the person for jche time
being in charge of the electrical operation of a
Street Railway Car ;

(f) “ Conductor” shall mean any employe acting as
Conductor, Conductor in Charge, or Assistant
Conductor of a Street Railway Car ;

(¢) “ Carmen” shall include Motorman and Conductor ;

(h) “ Car” shall mean any vehicle operated on the Electric
Street Railways or Tramways ;

(1) “ Trolley " shall mean the car current collecting Whe‘%
which makes contact with the overhead contact wiré s
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() *“ Overhead Frog” shall mean that portion of the
overhead contact wire, where one line branches
from another ;

(k) *“ Section Insulator”  shall mean a non-conducting
portion of the contact wire joining two electrical
sections ;

() “ Cut-Off-Sign " shall mean a sign displayed to
denote the point at which the Motorman must cut
off power and coast ;

(m) “ Coasting”  shall mean running the car without
power ;

(n) “Car Staff” shall mean the metal symbol carried
by the Motorman to prevent conflicting move-
ments, on any single line section ;

(o) “Flash Report " shall mean the preliminary infor-
mation sent to the Officer-in-Charge by the senior
employe at the scene of an accident;

(p) Words importing the singular number shall be deemed
to include the plural number, and words importing
the plural number shall be deemed to include the
singular number ;

(¢) Theterm “he,” “his” and “him " shall be deemed

to refer to either a male or female.
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GENERAL INSTRUCTIONS.

9. Every employe must devote himself exclusively to the
service, and conform to all the Rules and Regulations and
Instructions of the Commissioners ; he must reside at whatever
place may be appointed, attend at such hours as may be required,
and pay prompt obedience to all persons placed in authority
over him.

3. The safety of the public shall be the first and most
important duty of every employe.

4, Except where Special Instructions are issued to the
contrary, every employe must, before commencing each shift
or portion of a broken shift, sign his name and record the time
of commencing duty in the Book, or on the Appearance Sheet,
provided for the purpose, and similarly must, at the close of
each shift or portion of a broken shift, sign his name and record
the time at which he ceased duty.

5. (a) No employe is allowed to absent himself from duty,
to alter his appointed hours of attendance, or to exchange duty
with any other employe, without the special permission of
his superior officer.

(b) 1f, due to illness or other justifiable cause, any employe
be unable to attend at the appomnted time for duty, he must
advise the Officer-in-Charge, or see that such officer 1s ad-
vised, in sufficient time, to prevent Inconvenience arising
from such employe’s absence. o

6. The name and address of every person employed by
the Commissioners must be registered at the Depot to which
he is attached, so that, if required in cases of emergency, the
employe may be readily found. Any change of address must
be at once notified, in order that the record may be kept perfect.

7. No employe is allowed to leave the service of the
Commissioners without giving the required notice.

8. (a) Every employe supplied with uniform dress must,
when on duty, appear in it clean, neat, and complete, with
the tunic (in the case of the two piece suit) buttoned up. The
cap must always be worn straight on the head.

() Any employe who disfigures or damages any portion
of his uniform through private or improper use prior to the
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due date for renewal will be called ¢
at his own expense.
(c) No employe shall remove, alter, of cover |
whilst 1n uniform, or wear the badge of another ¢ Is badge
€.

9. When an employe leaves the service of the ploy

sioners, he must immediately deliver up i uniforr MM,

ort10n

has been issued to him—and all other artic|es belongrirrll\lf One
Commussioners. Any money that may be dye for sagl to the

wages to any employe leaving the Service wil] oy be _écllry or
the Clothing, Books of Instructions, Lamps, Flags TI;all unty]
all other articles the property of the Commissio’ners0 S and
may have been supplied to him, shall haye been deliver Vc\l’hlch
If not delivered up, or if any article be missing, or , ed up,
have been damaged by improper use, the cost of Ppear t,
or of the repair of such damage, shall, unless h
satisfactory explanation, be a debt due from the employe 1 |
Commussioners,.and may be deducted from any pay t) enodt ¢
or if such pay be found insufficient to meet the clajm ueﬁ
become a debt recoverable by law. » Wl

10. (a) Every employe is responsible for the proper s
and preservation of any article or material the Property of th:
Commissioners that may be in his custody or care, apg fio
employe shall sell or dispose of any such article of Materia]
without written instructions from the authorised officer.

(B) Except for departmental purposes, no employe shall take
or remove from any Railway premises or have in his POSsession
any property of the Commissioners : the fact of any such pro-
perty appearing to be waste or useless will not be accepted as
excusing any infringement of this Instruction.

(c) No employe shall use any article, material of thing the
property of the Commissioners to make any tool, pattern or
model or any article, material or thing for any purpose other
than a departmental purpose.

11. The Commissioners may deduct from the salary o
wages of any employe, who is a tenant of any premises vested
in the Commissioners, any sums that may be due by him for
rent In respect of such premises. N

12. Every employe must be prompt, cvil, and obliging,
and must afford every proper facility for the business to be
performed. He must be careful to give the correct informa-
tion, and, when asked, give his name or number without hesi-
tation. No employe shall use improper language, or enter
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into an altercation with the public or a fellow employe,
whatever provocation may be given. (See also clause (),
[nstruction 57)

13. (a) Every Station-master, Clerk, Inspector, Fore-
man, Motorman, Conductor, Signalman, Porter, Shunter,
Ganger, and Trackman connected with the operation of the
Streets Railways, and every other employe whom the Head
of the Branch concerned considers should be acquainted with
these Instructions, must be supplied by his superior officer
with, and have with him when on duty, and produce when
required, a copy of such Instructions. (See Instruction 14).

(3) The Officer-in-Charge must see that a copy of every
printed and written Notice of Signal and other alterations, as
soon as possible after receipt, is supplied to each Motorman
and Conductor working over the Line affected by the Notice.
He must also see that the signature of every such employe 1s
received for the same, in a book provided for the purpose.
This book must be available for reference when required.

14. If any employe of the Commissioners should lose his
copy of the Book of Instructions or Time Table, or other
document which these Instructions require that he should
have in his possession, he must immediately obtain another
copy from his superior officer. -

15. Every officer is responsible for each person under his
control keeping the proper records, books, and accounts appli-
cable to his duties.

16. (a) Every employe must assist in carrying out these
Instructions, and shall immediately report to his superior
officer any infringement thereof, or any occurrence which may
come under his notice affecting the safe and proper working
of the trafhc.

(b) Every irregularity must be reported by the Motorman
and Conductor concerned. Even a seemingly most trivial
irregularity may develop into a serious mater ; therefore every
such occurrence should be reported and every effort should
be made to obtain and furnish correct particulars.

() Any employe failing to report an irregularity which may
have come to his knowledge, will incur the same responsibility
as if he were the person in fault.

(d) In any case where any employe does not understand
his duty, or is in doubt as to his duty, he must immediately
apply to his immediate superior for mstructions.
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17. Every employe must render his 1
adherence to fhe pub]}C Tlme Tab]e, est e o

Table as may be provided.

18. (a) Employes must neither congregate
or roadway 1n front of the Depots, nor o on the fo,
or doorways. When off duty, if they rema(;r In the pas:path
mises, they are expected to occupy the ro(l,n abom the ey

. ms g Pre.
their use. et apart ¢

(b) Rooms allotted for the use of employes or
therein, must be kept tidy and clean ; et and the ttin
must not be thrown on the floor, and all ]itterp S of fooq etcgs
i the receptacle provided. Writing on the wmll]JSt be Placeg
is forbidden, and no notices, pictures, advert?ses Or fitting,
chall be exhibited on the walls, unless auth ements, g
Officer-in-Charge. onsed by the

19. (a) Any employe knowing of fire or of an g
of any obstruction or defect likely to cause or Coacc.‘dent or
an accident on the Line, must report 1t, or ensurnt{lbUte- to
reported at once to the Officer-in-Charge, and muetlts bein
such services as such Officer or the occasion ma Sr perform

(b) In the event of any outbreak of fire at theyCaerqlél}l;eo
or other departmental premises, the Fire Brigade mu teis’
immediately sent for, and pending the arrival of the BriS ade
the most effective steps possible In the circumstances ffnu:t
be taken to deal with the outbreak.

(c) Every employe available, whether on or off duty, must
render assistance, and the chemical fire extinguishers, hoses,
buckets, etc., provided must always be ready for use and used
as required.

Water must not be directed on any electrical wire or piece
of electrical apparatus whilst that wire or apparatus is carrying
an electric current.

(d) In any instance in which a Car 1s on fire in the Car
Shed, every effort should be made to remove the car we
clear of the shed, or, if this be not practicable, to clear a spac
around the car affected. (See also Instruction
. 20. (a) Every employe is forbidden to partake of or have
in his possession any intoxicating liquor whilst on duty or
departmental premises.

() If any employe in charge consider at any time thatf ar;)q/
el.nPIOYfB under his direction or supervision is unfit t0 per Oro
his duties properly by reason of being under the influenc®

4

sto

or s
uch SPeciy| fiﬂer_r
im

e
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:toxicants, he shall suspend such employe from duty, and
- mediately report the matter to the Head of his Branch by
or through his immediate superior.

(c) If at any time any employe should have reason to suspect
that another employe on duty 1s under the influence of intoxi-
cants, he must, by the most expeditious means, at once acquaint
with the circumstances the person under whose supervision
or direction such employe 1s working. (See clause (o),
[nstruction 33).

91. No gratuity is allowed to be taken from a passenger
or other person by any employe.

22. No employe shall accept a presentation without the
consent of the Commussioners.

93. No employe shall trade, either directly or indirectly,
for himself or others.

24. Employes are invited to offer suggestions tending
to improvement n the Service, which will be given careful
consideration and recognition.

95. No employe shall take out a patent for any appliance
tested or used on the Railways, without the permission of
the Commissioners, and in the event of permission being given
to patent any article used on the Railways, the Commussioners
shall have the right to use such article without paying any
royalty therefor.

26. (a) No person who is not an intending passenger shall
be allowed on any car.

(b) No employe must be allowed to travel on the Railways
unless provided with a proper ticket or free pass; and if an
enclosed Driving Compartment be provided no employe must
be allowed, unless in the execution of his duty, to nide in such
compartment.

(c) No employe, travelling on a pass, must occupy any seat
required for a paying passenger.

27. (a) Carmen must not allow any truck, bicycle, or other
vehicle or any animal to be attached to or drawn behind or
at the side of the car.

(b) No person must be allowed to ride or stand on the foot-
board, step, roof or dash rail of any car, and if any person
declines to move from such a position he must be removed
without unnecessary force ; if necessary, the assistance of the
nearest Constable must be obtained.
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28. (a) If side-barriers be provided on the ¢y -
the Conductor's duty to see that they are ept o 1t wil b
“Off " side when the car is running ; una‘lthorised on ghe
must not be allowed to alter the position of a side bargj, cTsons
also clause (7), Instruction 88). lier,

( Ce
If pneumatically operated doors be Provided on
One-man type cars excepted, the doors on the R: lt]he car,
side must be kept closed when th e ight.},

| € car 1s 1n Tunnjp, angd
doors on the other side operated to sujt weathey cg and g,
On approaching St. Kilda station ang after Starting {, Itiong

Stopping Place on the approach to the Tramway Inter M the
the doors on the Left~hf1nd side must be closed ang 0 Section,
on the Right-hand (station) side opened. € doorg

(0) In the case of a Ong-man. type car the ¢
operated as set out in sections (i) to (iv) hereof.

(1) On arrival at Black Rock Terminus the Centre d,
the “ Up ” side must be opened and the Centreoés on
on the “Down” i kept cloge g
(1) On arrival at the Sandy;

the centre doors on th

the Stqtion side
the end door on the opposite side

and when all passengers have ]
door must be closed.

(1) When a car, operated under One-man conditions, s
In running between Terminal Points the centre

doors on each side and the rear door must be kept
closed.

0015 shal] p,

00rs

of the car and
must be Opened

ighted the end

N type car is in running between
Terminal Points and a Conductor is employed
on the car, all doors on the Right-hand side must
be kept closed and the doors on the other side
operated to suit weather conditions.

29. Unauthorised employes must not take charge of luggagﬁ
or other articles for the convenjence of passengers. All suc

luggage or articles must be deposited in the proper office in
the regular manner,

30. (a) All lost property found on any car or on any poiml))?:
of the Electric Street Railway premises or Line, ﬁnursti cles
promptly handed in: On St. Kilda-Brighton Line %d aof the
found on Down cars and on Up cars on the Down s l] es found
Depot shall be handed in at the Depot Ofhce. A]rltlgee hande
on Up cars between the Depot and St. Kilda sha
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in at St. Kilda Station. On the Sandringham-Black Rock Line
all articles found, shall be handed in at Sandringham Station.

Each article must be accompanied with a slip showing the
name and address of the finder, the name of the employe to
whom it was handed and the date, trip and number of the
car or details of the place where the property was found.

No employe other than the Officer-in-Charge or Station-
master, St. Kilda or Sandringham, is allowed to examine the
contents of any parcel or purse, etc., so found.

Any portion of car equipment found on or in the vicimty
of the track must be promptly forwarded to the Officer-in-
Charge.

(b) If application should be made to any employe for lost
property which for the time being is in his possession, he
must inform the applicant that delivery can only be given at
the Depot, or St. Kilda Station on the St. Kilda-Brighton
Line or at Sandringham Station on the Sandringham-Black
Rock Line.

31. (a) No person, other than an authorised employe or
a person having business with the Department, must be
allowed to enter the Car Sheds, Workshops or other premises
of the Commissioners without the permission of the proper
officer.

(b) Unless instructions are issued to the contrary any person
trespassing must be requested to leave the premises, and, on
complying, must be warned not to go or pass thereon again.
If such person refuse to quit, he must be requested to give his
name and address, which, with a report of the circumstances,
must be handed to the Officer-in-Charge or other responsible
ofhicer.

(c) No employe shall bring any stranger on to the depart-
mental premises without the permission of the Officer-in-
Charge. Any visitor who may wish to interview an employe
upon matters of urgency, may do so upon obtaining the per-
mission of the Officer-in-Charge; the employe concerned
must be careful to see that the interview is as brief as possible.

32. No employe shall allow himself to be canvassed for any
purpose when on duty.

33. (a) In any case in which one employe 1s appointed
to relieve another, the person about to be relieved shall not,
under any pretext, leave duty until the employe appointed to
relieve him arrives.
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(b) On the change of duty between employes all circum-
slfancesk.whlch maﬁl have occurred out of the ordinary course
of working must be communicated to the ]
duty, before he takes charge. employe coming on

(c) No person employed in any capacity shall hand over his
dptles to any other person whose duty it may be to relieve
him unless the person being relieved shall be satisfied of the
sobriety of the person whose duty it may be to relieve him.
(See also clause (c), Instruction 20).

34. All monetary transactions between employes should
be avoided, but senior employes are strictly forbidden to borrow
money from, or to come under any pecuniary obligation to,
any junior employe.

35. The reading of books or papers on duty and smoking
when on duty on cars or on departmental premises, except
where specially permitted, is strictly prohibited. Motormen
and Conductors are permitted to smoke whilst the car is
standing at any terminus other than St. Kilda and Sandringham.
All smoking material must, however, be put away immediately
the car is about to start. (See also Instruction 46).

36. No employe shall publicly comment upon the adminis-
tration of the Victorian Railways, or use, for any purpose
other than the discharge of his official duties, information
gained by or conveyed to him as an employe of the Com-
missioners. o

37. No employe shall address any cqmmunica_tion in con-
nection with his public duties or position 1n the Railway Service
other than through his immediate superlor.ofﬁcer, or use or
obtain outside influence, either directly or indirectly, to rep-
resent his requirements. .

38. Any employe who has cause to complain of or make
a report against any ot'her en}ploye, sha_lll make the comp’}ant
or report through his immediate superior to the Head of his
Branch within seven days of the occurrence. |

29, No employe shall .undertake any legal proceeduflgs

on behalf of the Commissioners, or on behalf of any obt er
employe, nor chall show or produce any document or otod
or Instruction or COpy thereof to any person nolt conlr(lecia1
with the Department, nor shall dlrictl};ﬁ or ﬁlydlgcttityl(e(rinat }fe:etﬁ
munication to any person mnot © cla .
fl(;)r;ln any matter affecting the Department or the business or

- — %
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employes thereof, or relating to the Railway Service or his
own official position or acts or upon any political question or
subject whatsoever, without having first obtained authority
or istructions from the Head of his Branch or from the
Commissloners,

40, (a) Except as otherwise ordered, no employe under
21 years of age shall be engaged in any of the following posi-
tions :—Inspector, Motorman, Conductor, Signalman, Fore-
man, Ganger, Trackman, Flagman, or Pilotman.

(b) Before any employe is appointed to the position
of Motorman, or Conductor, he must be examined and
certified as possessing a full knowledge of the Instructions
by the officer or officers authorised by the General Superin-
tendent of Transportation. No employe shall be appointed
to the position of Motorman unless also certified as competent
by an officer authorised by the Chief Mechanical Engineer.

(c) Every employe must, however, be prepared for examina-
tion or re-examination at any time.

41. (a) Except as shown in clause (b) hereof, only men
certified as competent by the authorised officers of the Rolling
Stock and Transportation Branches must be allowed to drive
cars on any part of the Running Lines or Sidings or in the
Car Shed. They are each required to run the car personally,
and under no circumstances must they allow any unauthorised
person to operate 1.

(b) The Officer-in-Charge may authorise an employe—mn
order that he may keep in touch with, or learn the duties of a
Motorman—to accompany a Motorman, and under his super-
vision, drive the car. In every such case the regular Motorman
will be reponsible for exercising such supervision as will ensure
the movements of the car being regulated in conformity with
Instructions, and, if circumstances require it, he must at once
take full control of the car. If the recruit should refuse to
comply with the Motorman's directions, the Motorman must
take control of the car and report the circumstances.

(c) Employes practising as above under the supervision of
the regular Motorman are not relieved of responsibility for
observance of Instructions. (See also clause (e), Instruction 47).

(d) If for any purpose the Motorman should require to leave
his compartment, he must take with him and retain his remov-
able controller handle or handles. (See also clause (b), In-
struction 83 and clause (c), Instruction 47).
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() The Regular Motorman must furnish a written report
respecting the competency and general behaviour of each
recruit under his supervision.

42. (a) The Mot_orman. when on duty, must carry, or
see that his car 1s equipped with, the undermentioned
articles, viz.:—

(1) A copy of this Book of Instructions, a copy of the
current Time-table and Run Book, a Running

Sheet, a Hand Lamp (ready for use), a Point Bar,
a Hand Chock, a Lifting Jack or Jacks (see clause

(d), Instruction 89), an Insulated Ground Wire,
and the specified number of the Forms mentioned
hereunder, viz. :(—

(1) On Double Lines—Three Wrong Line Orders.

(b) In the case of a One-man type car, when operated under
One-man conditions, the Motorman must be also supplied
with a Revenue Journal, Running Journal, Relief Slips, Re-
fund of Fare Forms, Ticket Punch, a Sponge Cloth and such
other articles or requisites as may be ordered. (See Instruc-
tions re Fares System). :

() The Motorman must produce all (or any) of the above-
mentioned articles to the proper officer when required, and he
must always have the Hand Lamp, which comprises part of
the car equipment, available and ready for immediate use.

43. (a) The Conductor, whilst on duty, must have with

him the undermentioned articles, viz.:—
A copy of this Book of Instructions, a Revenue Journal,

Running Journal, Relief Slips, Refund of Fares
Forms, Ticket Punch, a Sponge Cloth, and such
other articles or requisites as may be ordered.

(See Instructions re Fares System.)
() He must, whenever required, produce all (or any) articles
supplied to him, for inspection by the proper ofhcer, and
afford any information or assistance that such officer may

require in regard thereto.

A4. When taking any car into service the Carmen must
see that their respective Kits are complete, and unless other-
wise ordered, observe the order shown on the Car Run List.

45. (a) Carmen must be with their cars at such times
as are appointed, and they must satisfy themselves that their
cars are 1n proper working order. (See Instruction 15).
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(h) Motormen, Conductors, and other employes connected
with the runming of cars, must, before commencing duty on
any shift or portion of a shift, examine the Order Book, Car
Run List and Roster and all Notices, also before running
additional trips they must, when practicable, ascertain from
the Notices posted for their guidance whether there is any-
thing requiring their special attention on those parts of the
Line over which they have to travel, and, when practicable,
before going off duty, ascertain the time at which they are again
required to resume duty.

46. The Motorman and the Conductor must co-operate to
prevent accident and work in complete harmony with each
other, being at all times alert and attentive to their duties;
the Motorman or Conductor must not partake of meals, nor
smoke, lounge or read newspapers, etc., on or about the car
in running. (See also Instruction 39).

Relief for meals, etc., must be taken as provided on the Roster.

47. (a) The Motorman must not leave the Driving Com-
partment nor converse with any passenger whilst the car is
in motion. He must give undivided attention to the safe
working of the car and, if an enclosed Driving Compartment
be provided, he must not permit any passenger or unauthorised
employe to enter such Driving Compartment; except in a
case of emergency the Motorman and the Conductor must not
converse with each other whilst the car is in motion.

If an enclosed Driving Compartment be provided, no parcel,
package or goods of any description must be placed in such
Compartment at either end of the car. :

(b) Except where otherwise provided in these Instructions the
Conductor must not ride in the enclosed Driving Compartment.

In the event of the Motorman becoming incapacitated from
any cause, the Conductor must immediately assume control
of the car, and provided he holds a Motorman's certificate,
he must, if the circumstances warrant 1t, take the car on as far
as the Depot; if the Conductor does not hold a Motorman's
certificate, he must first secure the car by applying the Hand
Brakes and (taking the removable handles of the Controller)
promptly communicate with the Officer-in-Charge.

(c) Except as prescribed hereunder, no car must be left
unattended on any Running Line, nor allowed to stand foul
of another Line ; when any car is left unattended on a Running
Line it must be properly secured by the Hand Brakes or the
wheels must be chocked to prevent the car moving.
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_ ded in these Instructions or N a g

(1) Exc?)t ascirzlfolvl'r‘izicy, the Motorrr_'lan when on du
0 ::):105 leave the vicinity of his car when on 4
mu ing Line, and in the case of special urgen,
Runn;;: first place the Conductor OF some othe,
he metent employe in charge of the car and inf,
ﬁ?}‘:i’of the reasons for his absence, [y, EVEry cage
before leaving his car the Motorman MUst place
the Controller to t}le Qﬂ position, apply the Hand
Brakes, open the Circuit Breaker, remoye the han(_ﬂe
or handles of the Controller and unless otherws,
provided—see clause. (d), section

(11), Instruction
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Police Constable must be informed of the circumstances and
requested to take action ; n every such case the particulars
must as soon as possible be reported, in writing, to the Ofhicer-
in-Charge.

49. Where any person is on, or approaching, the track or
any employe is at work on, or near, the track or overhead wires,
the Motorman must make use of his Gong ; the Gong must be
also sounded repeatedly when passing any school or play-
ground which children may be entering or leaving, or when
any person is seen to be improperly standing on the footboard
or step of an approaching car, or where an animal 1s on, or
near, the track. The Motorman must not, however, depend
entirely on the persons or animals keeping clear of the track
on his sounding the Gong, but must be prepared to make an
emergency stop if circumstances should render that course

necessary.

50. (a) Where a procession, whether of civilians, troops
or vehicles is proceeding parallel with the track the Motorman
must not attempt to run the car alongside or pass the procession
unless the persons or vehicles forming it are a sufficient distance
from the track to ensure safety. Where there is sufficient space
for the procession to move away from the track the Motorman
must sound his Gong to draw attention to his desire to pass,
but he must wait until all are clear and safely away from the
track before passing any section of the procession.

(b) Unless Special Instructions are issued to the Contrary,
when a procession is crossing the track the Motorman must
stop and wait until the procession has passed, unless the pro-
cession has been stopped and the Motorman has been authorised
by a police officer to proceed.

() Fire Brigades, Fires, etc.—The Motorman must
give the right-of-way to Fire Engines or other Fire-
fighting conveyances or apparatus. (See clause (f),
Instruction 52.)

(d) Funerals.—Where a funeral which has to cross
the track is closely approaching, the Motorman must
stop to permit the Hearse and Mourning Coaches to
pass.

(e) The Governors’ Cars.—The Motorman must
stop, when necessary, to give precedence to the cars
of the Governor~General, the State Governor, and their
escorts.
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81. The Conductor, or in his absence, the Motorman
other authorised employe, must, if practicable, obtain the nan:):
and address of any person who wilfully obstructs the track
and also the names and addresses of two or more witnesses
and must furnish a full report in regard to the matter to the

Ofhcer-in-Charge.

52. (a) If the Motorman should observe any object close
to the track, such as a trestle, barrel, post, etc., he must satisfy
himself that such object is well clear, even if such a course in.
vqlve delay ; 1f he be not certain that the object can be passed
with safety, he must not attempt to pass the obstruction, but
must stop and arrange for its removal.

(b) Every instance in which any person other than a mem-
ber of the Permanent-Way Staff excavates in, along, across,
or under the track must be promptly reported.

(c) The Motorman must be on the look-out for articles falling
from vehicles, and if he observe any such article on or close
to the track on which he is travelling or on an adjacent track,
he must, if it be likely to form an obstruction, stop and arrange
for 1ts removal. .

(d) The Motorman must watch diligently for any sign
of defective equipment in the car, such as may be indicated
by unusual noises and the smell of heated insulation, and must
take such steps as may be required to prevent damage to
equipment. |

q(e)p If any indication of fire be observed on the car in trallﬂic
the Trolley-pole must be Jowered at once and secured clear
of the Contact Wire ; the car must be stopped, all pgss«ingf,-r}s1
must be removed and prompt action must be taken to (lea \A{ltl
the outbreak. Water must not be directed (Ln any e ectnaca‘
wire or piece of electrical apparatus whilst that wire or ap

paratus 1 carrying an electric current.

( f ) The Motorman must not stop the car In frl\(/)[nt of :;
near to a burnmng building, structure, etc. The Motorm

. T
must stop when requested to do so by a Fireman; if tra

be suspended the nearest car must be kept at .lea(s:th l rO(i );iiii
away from the fire or crowd, and the Officer-n-Charg

be immediately notified. o
53. (a) In any instance 1n which it is necessary, for any

] rom the
son, to change over a Jefective car when aﬁvayo];ﬁ Zer.in-
lr;zpot’ a telephone message must be sent to the
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Charge stating fully the particulars of the failure, the number
of the run, and the name of the Motorman.

(b) The Motorman must report each day, in the Trouble Card
Book provided for the purpose, any faults of each car that
has been under his control, and must furnish particulars of
every defect.

(c) When being relieved from duty the Motorman must

:form the employe relieving him of any defect or anything
unusual in connection with the car.

54, The Motorman must furnish a Statement of Running,
daily, on which he must fully enter the required particulars
. every detail, and furnish information thereon as to any
delay, the state of the weather, and any special circumstances
offecting the traffic. He must show the time and place each
car worked by him was taken into or out of running or changed
over, so that the mileage run by each car daily may be correctly
recorded.

55. The Motorman must exercise due care to avoid injuring
any animal on or near the track. Where horses are crossing
the track the Motorman must stop until all are clear ; where
cattle, sheep or pigs are crossing, the Motorman may, where
the track is straight, proceed cautiously at low speed, but he
must not enter on to any curve until the track 1s quite clear.

56. (a) When due to an accident in connection with the
car, any person is injured, the nearest Doctor must be sum-
moned if one be required, and the injured person or persons
must be conveyed on the car if medical attention can be more
quickly obtained thereby.

(b) The injured persons must be rendered every assistance
or service possible, and if seriously injured or if unconscious
or otherwise unable to take care of themselves and have no
relative, friend, or Police Constable to take charge of them,
they should be removed on the car (or such other suitable
vehicle as can be engaged) to the nearest hospital, Doctor, or
Chemist, but if the circumstances permit they should always
be removed to a hospital in preference to a Doctor, or to a
Doctor in preference to a Chemust.

(c) The full names and addresses of all Injured persons
should, if possible, be obtained and furnished with the report,
but if in a serious condition an injured person must not be
pressed for such particulars.
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The full names and addresses of 4| witnes
must be obtained and inserted in the report o
(d) In case of injury or sudden llnes
removal of a passeng
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or the relatives accordingly,

(e) In any case of sudden illness of
ave sustaned an injury by

the Condugtor, or other responsible official, in charge must be
particular in such case o previously inform the Doctor calleq

n that his services are called for and o behalf of the Injured
Passenger, and that he must look to

the pas
the Railway Department for his fee prsenser, and not t
() Full reports of the
on the proper Form by the
g) Ambulance boxes and

circumstances must be furnished
Carmen concerned.,

stretche{s are provided at the
epot for use when and where required, and must be kept

complete, in good order, and always ready for use; the Am.

ulance b.oxes and stretchers at the St Kilda, Brighton Beach
or Sandringham Railway Stations may also be obtained jf
necessary.

(h) When any conveyance 1s en

1ts number, description and, if possible, the name and address
of the driver and owner must be obtained and furnished with
the report; the driver must be referred to the Officer-in-

harge for payment, and the conveyance must be dismissed
as soon as Its services can be dispensed with.

7. (a) Whenever an accident occurs to any passenger or
property, or the car collides with any person, animal or vehicle—
other than another Ralway Car, for which see clause (d)—
the car must be stopped at once and, however unimportant
the case may then appear, all the facts connected. therewith
and the full names and addresses of as many witnesses as
possible (both on and off the car) one a pohgeman if posmble,
must be obtained. Should a car collide with a vehicle, the
direction in which the latter was travelling must be reported,

gaged for an injured person,
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and if the collision occur after sunset employes must note,
particularly, whether the vehicle concerned carried a hight
and. if not, must direct the attention of another person to the
fact. The report must also give the name and address of
both the driver and the owner, and the registered number and
any name shown on the vehicle concerned in the collision ;
if a horse be injured, the colour and (if possible) the brands
must be stated in the report. In any instance in which an
ammal is killed, the Motorman must stop, and inform the
first Permanent-way employe whom he meets.

() Wiinesses, as to which particular persons, if any, are
injured and to what extent, will be needed, and a few of those
who are best able to give such evidence should be politely
requested to give their names and addresses, in order that
their statements may afterwards be obtained by the authorised
officials of the department.

Sometimes people in the vicinity say that they did not see
the occurrence, merely to avoid giving their names; their
names should nevertheless be obtained. Even if they did
not see, they may be able to give the officials the names of
another or others who did see the accident, and whose name
may not have been obtained. The names and addresses of
dvivers and owners of vehicles and registered numbers, if any,
of the vehicles should be noted.

(c) 1f a horse fall or any vehicle should break down on the
track, or an accident of any kind on another car be seen, the
circumnstances must be reported by the Motorman or Con-
ductor observing it, and witnesses on their car must be obtained,
if possible.

(d) In the case of one Railway Car colliding with another,
or a sudden stoppage due to a sudden application of the
Brakes or other circumstance, in which cases no passenger 1s
at fault, Carmen must be cautious in making mquiries not to
attract particular attention of passengers to the occurrence.
If, however, the sudden stoppage or similar occurrence be due
to the driver of any vehicle fouling the track or to any person
falling from the car or being in danger of injury, the names
and addresses of such persons and witnesses must be obtained.

(¢) After an accident, employes should keep their own counsel
and communicate with departmental officers only ; representa-
tives of newspapers, solicitors  clerks, and members of the
Police Department should be referred to the Officer-in-Charge
or to the Head Office. (See also Instruction 12).
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(f) In the case of an accident, Ca,”"‘-‘n and other ¢
st always be on.ihelr guard againgt ttiakin
admitting they are In fa}xlt, or blaming each
effect that the accident is due to any defect ;

- brakes, or to a wrong Signal.

° (g) Unless authorisetd to cfio S0 byl t:je C]aifm
hen it 1s necessary to inform relatives of a :
:l:rfember of the staff must not call at the r:sigg:é:dox;erson,
place, of a person m]uredbl?y a depaftr'nental accide’nt other
L) If any witnesses object to giving theyr .
shc()u)ld be courteously informed that their statemgzge;athﬁy
required if the employes in charge of the car are blamed for
the occurrence, and that in the majority of such cases writte
statements of the facts only, are required. "

(i) The district, street, and number and name or locatiop, of
house should be ascertained in obtaining any address ; and the
name and number of any Police Constable present should als,

be ascertained.

58. (a) Every accident or derailment (however unjm.
portant 1t may appear) must be reported by the Carmen to
the first Inspector or other Officer met with, and in serioys
cases the Conductor (or Motorman) must as soon as possible
communicate the circumstances by telephone or in person to the
Officer-in-Charge, and the latter must promptly communicate
the particulars to the Head Office in accordance with the
Instructions under the heading of Reporting Accidents, in the
General Appendix to the Book of Rules and Regulations.

Accidents to employes, however trivial, must be imme-
diately reported to the Officer-in-Charge by employes witnes-
sing them, and the names of other witnesses should be fur-
nished with the report.

(b)) When reporting an accident the employe must state
whether he witnessed the occurrence or is reporting on infor-
mation received ; in the latter case he must give the name of
the informant, the time, place (i.e., locality of spot measured
from the nearest stop mark), trip, and car number, and, 1n any
instance in which medical attention has been necessary, the
name of the Doctor in attendance, or of the Hospital (if any)
to which the injured were taken.

59. (a) In the event of any car being from any cause de-
layed more than three (3) minutes, the circumstances must be
reported in writing, and the cause of the delay must be fully

mployes
g any remarkg
Othe]’, or to the

N the car, track

s Agent ang except

o ‘
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tated in the report. In any instance in which a car is delayed
ot the entrance to a Single Line Section awaiting the Car Staft,
the Conductor or Motorman must open the telephone-box
and remain in attendance thereat; if, however, the delay is
of an unusual duration, he must communicate the circumstances
to the Officer-in-Charge.

(b) The Motorman must stop the car promptly when directed
to do so by a Police Constable ; he must not start again until
quthorised by the Constable. (See also clause (e), Instruc-
tion 106).

(o) In any instance of an unusual Stop, passengers wishing
to alight may be allowed to do so, but in order to prevent
misunderstanding, they must be informed that the car is not
at the next intended Stopping Place.

60. (a) When a Conductor 1s employed the Motorman
must not receive any fare which it is possible for the Con-
ductor to collect, but may collect fares (during a stoppage only)
in a case of emergency, and in such event he must promptly
hand to the Conductor all fares which he has collected, and
obtain in exchange, and destroy, equivalent cash fare tickets.

(b) On cars equipped with an enclosed Driving Compart-
ment, the Conductor, whilst the car is in traffic, must keep drawn
up any blind that screens the Motorman'’s rear cabin from view of
passengers ; and when any passenger 1s travelling in the rear
portion of the car, the Conductor must occasionally glance
through the cabin window to satisfy himself that the controlling
mechanism is free from interference.

(c) The Conductor must see that the doors, windows, sun-
shades and ventilators of the car are arranged as may be neces-
sary for the comfort of the passengers, and when closing any
door the Conductor or Motorman must do so carefully so
as not to injure any passenger or his clothing.

(d) The Conductor must furnish information required by
a passenger concerning fares, routes, etc., if the requirements
of safety permit, but he must not engage in unnecessary con-
versation with any passenger or employe whilst the car 1s 1n
motion. When not engaged in collecting fares, etc., the Con-
ductor must stand in such position as to command a view of
the passengers on the car.

(e) The Conductor must devote proper attention to the
care and convenience of passengers, and the collection of the
due fares. He must direct intending passengers to those
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portions of the car in which seats
sary, must politely request sitting
please,” in order that the scating aCCOMmMgay: K€ Moo,
properly and fully utilised. Passengers must na:lon may |
to loiter n the gangways, and the Conductor ot b allows
delay due to this cause shall not occur, st see that
(f) The Conductor in charge must render
assistance to any person authorised n
Officer-in-Charge to learn the dutjes of a Cong
must mstruct him, particularly as to the names of :}f % and
fare sections, 1ssue of tickets, receiving and remjio - €

; : . 1ttin ’
tickets, keeping the Running and Revenye Journali cilis};lqnd
the car, attending to the Trolley-pole, Brakes, and Cieafli,tll;g
s

of car, etc.

(9) The Conductor must furnish a written report respect,
the competency and general behaviour of each recruitpucr::ln
his supervision. er

(k) The Assistant Conductor js under the contra] of
the Conductor-in-Charge, and the latter will be held respop.
sible for the proper performance of the duties of the Assistant
The Assistant Conductor must inform the Conductor-in-Chargé
of any dispute (however unimportant) with a passenger as to
fares, or of any accident or other unusual incident and the

Conductor-in-Charge must personally investigate such oceur.
rence.

EVEry pogs;
Writing |, sibe

(i) Conductors, Assistant Conductors, and Motorman in
the case of a One-man type car when operated under One-man
conditions, are responsible for the cleanliness and care of the
cars In their charge, and as far as possible must keep such cars

free from dust and dit. Dusters and waste, when not in use,
must be kept out of sight,

61. () Except in a case of urgency the Motorman or the Con-
ductor, whilst on duty, must not call out to any other employe
or to any person ; 1n the event of the Motormen or Conductor
of passing cars requiring to give any important official infor-
mation to one another, they must stop their cars, Walk up to
each other and deliver the information quietly, but with reason-
able despatch. .

Carmen must carry out their duties in such a mann
as to avoid undue delay or loss of time. It must

62. (a) A young child, unaccompanied by an adult, ™ :
not be allowed to ride on any outside seat, neither mustany ¢

R
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be allowed to stand on any car seat, nor play about any car.

(b) Carmen must not take possession of, or in any way
assume responsibility for, any child or any package or article
which a passenger may bring on to the car.

(c) Carmen must not allow any passenger to take on the car
any goods which are of a dangerous nature, such as Benzine,
Petrol, Acid, etc., or a plate of glass, saws, an open pot of paint,
etc., which are liable to injure the fittings of the car or the
clothing of any passenger. No passenger or employe must
be permitted to bring into the car any large parcel or other
article that would encroach on the space required for, or which
may be objectionable to, other passengers.

(d) In passing through the car Carmen must be careful not
to damage any article belonging to a passenger, and must

politely request the owner to remove any article that obstructs
any passage.

63. (a) Smoking must not be allowed on the car except
n the portion especially set apart for that purpose. ~When
necessary, passengers must be requested to refrain from placing
their feet on the seats or expectorating in the car.

(b) Carmen must not allow any intoxicated person to board
or to remamn on the car.

(c) Carmen must not allow, on the car, the playing of any
musical Instrument, the solicitation of alms, the collection
for charities, the selling or sorting of newspapers or unau-
thorised distribution or posting of advertising notices or cards,
and 1f any such offence be committed the offender must be
warned and the particulars reported to the Officer-in-Charge.

(d) Carmen must not allow any dog to travel or be
carried on the car.

64. (a) Carmen must not permit any person to behave in
a disorderly manner on the car, and must furnish a full report
of every occurrence of disorderly conduct. In the event of
any passenger being disorderly, or annoying another passenger,
the Conductor or other responsible employe must take action
as follows :—

(1) The offender must be requested to cease the annoy-
ance, and warned that he 1s liable to 1ncur a penalty
and to be removed from the car.

(1) If the offender still persists in the annoyance, he
must be requested to leave, and 1if he refuse to
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do so, he must be removed, without unnecegear-,
"essary

force. If the aid of the Pol; s
obtained, a Constable must b Ice can be read;j,

e called in tq render
assistance or to take any arge that it may |,
necessary to prefer. )

() The name and address of each offender and of the

person or persons complaining (if any), and as,

of two or more Witnesses must be obtained
(b) Carmen must, as far a

senger from damaging the car. In the

or lamp of the car bein identall
specified in the list of o acadentally broken,

s practicab

be extensive,
of each passenger concerned, and of

: obtained and the occurrence
fﬁcer-m-Charge.

c) It {nust.be understood that payment is only to be accepted
when it 1 quite clear that the damage has been accidental. In
any case m which it appears to have been of a wilful or mali-
clous character, the name and address in full of the person

cerned, and, if possible, witnesses, must be obtained ;
Precaution must be taken to verify b

card, or an addressed envelope which has passed through the
post, the correctness of the name and address furnished.
(d) Compensation for damage to departmental property

other than that above specified will be assessed by the Head
of the Branch concerned.

65. (a) Carmen must refix any advertisement that may
become displaced in the car, or, 1f unable to do so, the adver-
tisement must be handed to the Officer-in-Charge who must be
informed of the number of the car from which it was removed.

(6) An unauthorised employe must not be allowed to fix,
or interfere with, any advertisement in the car,

(c) No car must be decoyated with .bushes, §ketches, or
flags, or in any other way without special authority.

66. Discretion must be used in the .enf(_)rcc.ement of the
By-laws ; the attention of any person infringing a By-law
must be invited thereto in such a manner as not to attract
the notice of others, and under no circumstances I:s)hall Spy
employe give cause for complaint or dissatisfaction y_adli;
courteous word or action. Any employe who 1s require

con-
special
y means of the person’s
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the performance of his duty to deal with a matter not governed
by any Instluclron must exercise careful judgment and dis-

cretion 1n so domg, especially if any member of the public
be concerned.

67. In the case of violation of the Railways Acts or of the
By-laws of the Commissioners not affecting the safety of the
public or their property, and it becomes necessary and is
justifiable to use force, it must only be done when all other
means fail, and then only such force or compulsion must be
used as may be absolutely necessary.

68. Great caution shall be observed in detaining or giving
any person, more particularly a passenger, into custody, and
as the object of detaining a person or giving him nto custody
is only for the purpose of ensuring his appearance to answer
any charge that may be preferred agalnst hlm Nno person should
be detamed or given into custody whose name and address
are known either to the Conductor or other official, or to any
respectable person with whom such Conductor or other official
may be acquainted, or who may give a name and address and
produce sufficient evidence that they are genuine.

69. If, after being warned to desist, it becomes necessary
to remove any passenger and the foundation of the charge
appears to be doubtful, he should be first requested to leave,
and if he refuse, care should be taken not to use unnecessary
force in removing him, and it is desirable that the Conductor
or other official, on warning the passenger to desist, should
first state to him that he 1s liable (if he persist in offending)
to Incur a penalty, and to be removed.

70. Before any person, against whom a complaint 1s made
by passengers, Is removed from a car, the Conductor, or other
official, who orders his removal shall carefully ascertan the
cause and nature of the complaint, and take the names, addresses,
and occupations of the parties complaining, in order to prevent
an unfounded charge being brought against any passenger.

71. Where the aid of police can be obtained, it 1s desirable
to call a Constable to take any charge which 1t may be necessary
to prefer.

72. In any case in which any of the provisions of the
Railways Acts, or of the By-laws of the Commissioners, have
been violated, it 1s desirable that the names and addresses of
two or more persons present on the occasion be obtained,
and reported with the name and address of the offending person.



73. Whenever any person 1s detained, or taken into custody ‘
a telegraph or telephone message, stating the name, address: 1
and occupation of such person, and the nature of the charge
made against him, must be forwarded instantly to the Head
of the Branch, and a written report shall also be sent as soon

as practicable, stating, with the particulars of the case, where
and when the charge is to be heard.

T4. (a) Every employe attending in his official character
under a subpoena or order to give evidence, or to produce
papers in any court, shall attend such court in performance
of, and as part of his official duty. He must as early as pos-
sible after the receipt of such subpoena acquaint his superior
officer with the fact, and obtain his permission for absenting
himself. He shall remit, or cause to be remitted, to the Head
of the Branch or other employe authorised to receive such,
all fees received by him for the performance of such duty,
together with a statement of account and vouchers of the neces-
sary expenses (if any) incurred by him in the performance of
such duty.

(b) Railway Employes as Jurors—In order to prevent the
inclusion of the name of any permanent employe of the Railway
Department in the lists of persons who may be called upon to act
as Jurors, the Commissioners direct that in every case in which
a Constable of Police or other official applies to a permanent
employe for information in connection with the compilation of
the Jury List, such employe shall notify the Constable or other
official that he is an employe of the Victorian Railways Com-
missioners, and therefore entitled to exemption from service as a
Juror, in accordance with Section 8 of Act 3707, and request
that his name be omitted from the list.

As an additional safeguard, the Commissioners further direct
that every permanent employe shall carefully scrutinise the Jury
List, which is exhibited at Court Houses, Post Offices and Muni-
cipal Halls during the early portion of March each year, and in
the event of his name appearing thereon, that he immediately
make application to the Special Court of Petty Sessions for is
removal from the list on the ground that he is exemp from service
as a Juror in consequence of his being an employe of the Victorian
Railways Commissioners.

If any employe be summoned he should hand the Summons to
his superior officer so that the Shertff may be notified of the em-
ploye’s exemption under the Act.

32
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WORKING OF CARS.

75. Preparing Car for Service.—(a) The Motorman
is responsible for the correct manipulation of the car equip-
ment, and must see that the car in his charge is in a fit con-
dition for safe running. Before taking the car from the Shed
he must examine the equipment to see that everything is in
order, and preparatory to going into running he must carry
out—assisted by the Conductor when stated—the following
procedure 1n the order set out hereunder :—

(1) Proceed to car, take possession of all removable
handles. At the front or leading end he must
see that the Hand Brake is applied, that the
Pont Bar 1s in place, that the Lifeguard is in
position for running, and in the case of a Bogie
Car that the Trolley-pole and its cord are secured
as detailed in Instruction 79 (a).

(1) Proceed to rear of car, see that the Lifeguard is in
position for running. Place the Trolley in the
tralling position on the correct Contact Wire as
detailed in Instruction 79 (a).

(u1) See that rear Hand Brake is released, that the
Point Bar is 1n place, inspect the Oil Lamp and
test the Lighting Circuits.

(iv) Close compressor cut-out switch and note that com-
pressor starts up. At the front end inspect Oil
Lamps and test the Lighting Circuits.

(v) See that front Circuit Breaker is open.

(vi) Place Controller and Brake handles in position in
front driving compartment, leaving Brake Valve
handle in Release position.

(vi) Test “ dead ” Controller. Place the handle of the
Reverser in a Running position, operate Main
Controller handle to Full Paralle]l position.
See that all notches are working freely, then
return Controller and Reverser handles to the
“Off” position.

(vi) Note that an air pressure of 70 Ib. per square inch
15 reached on the Air Pressure Gauge before the
Automatic Governor cuts out.



d with pneumat;
ening and clogjy

(x111) Cl}olz(:l d{;o?r:: t%ircaito lcI%l’rsaaker With the Controfle

cally operated

o 13 ” .
Ors, test op g of “On" side

oors.

Position,
ong.

(x1v) Test front Foot G
(xv) Tes.t “live ” Controller, slightly move car i each
dlrectlon.

(xvi) One-Man Type Car.—Test Dead-Man's Device

y Temoving hand from Controller handle.

Observe that Brakes have Applied and that
Circuit Breaker has opened.

(xvi1) Test Sanding Gear and apply Air B.rake if_ not
already applied. Note Ajr Brake Cyllpder Piston
travel which must not exceed three inches.

(xvii1) Place Controller and Brake handlgs In position in
rear driving compartment leaving Brake Valve
handle in Release position.

(xix) One~Man Type Car.—Reset Emergency Valve
by depressing Controller handle. Hold handle
depressed until Emergency Brake Valve is set
and Brakes are released for normal operation
and tests at rear end of car have been com
pleted. o .

(xx) Test rear Hand Brake and leave in * Release
position.

(xx1) See that rear Circuit Breaker 1s open.
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(xxi) Test ““dead” Controlller.

the Reverser 1n a Runnin
Controller handle to F

Place the handle of
g position, operate Main
ull Parallel position, See

Cor!t{oller and Reverser handles to the * Of”
positions.

(xxm) Apply and Release Ajr B
cations to note that C
the Pressure Gauge
Ib. per square inch,
Applied and Released.

(xxiv) Note that an air pressure of 70 Ib. per square inch
1s reached on the Air Pressure Gauge before the
Automatic Governor cuts out.

(xxv) On cars equipped with pneumatically operated

oors, test opening and closing of “ Off” side
doors.

(xxv1) Close rear Circuit Breaker, with the Controller
handle in the “Qf” position,

(xxvi1) Test rear Foot Gong.

(xvit) Test  “live”  Control
each direction,

(xxix) One-Man Type Car.—Test Dead Man's Device

ompressor starts up when
registers not less than 60
Note that Brakes haye

ler, slightly move car in

by removing hand from Controller handle..
Observe that Brakes have Applied and that Circuit.

Breaker has opened. Reclose Circuit Breaker.

(xxx) Test Sanding Gear and apply Air Brake if not

already applied. -

(xxx1) After Controller and Brake handles have been
removed, see that there is sufficient supply of
sand in the hoppers ; that the car js equipped
with a Hand Oil Lamp, a Hand Chock, a Lifting
Jack or Jacks (See clause (d), Instruction 89),
and an Insulated Ground Wire.

(xxxi)) The Motorman must then proceed to the front
end and with his Brake handle in the Release
position request the Conductor to ** open " the
Conductor’'s  Brake Valve where provided.
(See clause (g), Instruction 91). Having noted
that the Brakes have Applied, he will the’n
request the Conductor to close the Conductor’s

Brake Valve and note that the Brakes have
Released.

orking freely, then return-

rake with sufficient appli-
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(b) Having ascertained that the car is in proper order and
that the Circuit Breaker is closed, the car is then available fo,
service ; if, however, during the process of testing, the Mt;torr
man find any defect he must at once report the particulars to
the authorised shed employe for attention.

(c) If a car is being prepared away from the Depot and the
Air Brake Apparatus should fail to operate satisfactorily, or
the Brakes fail to Apply or Release in the respective tests ’the
car must be regarded as unfit for service and the Motor,man
must at once notify the Officer-in-Charge.

76. (a) Before moving a car under any circumstances the
Motorman must sound the Car Gong to give notice. (See
also clauses (b) and (), Instruction 106).

(b) No car shall be taken out for a trial trip unless a qualified
Motorman is in charge of it, and as far as trafhc will permit,
every such trial shall be scheduled to suit the Tramway Fore-
man's requirements.

(c) When a car has been taken into Service the Motorman,
on the first trip, as soon as practicable after starting, and before
exceeding a speed of 10 miles per hour, shall test the Air Brake
and, if provided, the Rheostatic Brake.

If when testing the Brakes as laid down above, any defect
be found, the car must be regarded as unfit for service and
the Motorman must at once notify the Ofhcer-in-Charge.
(See also clause (¢), Instruction 98).

11. (a) After sunset or In foggy weather, every car on a
Running Line must have the necessary Head Lamps lighted,
and must carry a Red Tail Light. Except where otherwise
shown, the Head Lights must be White.

(b) Every car is equipped with an Oil Lamp at each end;
each Lamp is fitted with a red slide to permit of a White or
Red Light being displayed as required.

(c) The Motorman must see that the proper lamps are placed
in their respective positions on the car, and must test all Car-
lights between 4 p.m. and 4.30 p.m. daily. The Motorman
is responsible for seeing that the Head Lights and Destination
Signs are showing properly, and the Conductor must see that
the Red Tail Light, when necessary, is kept properly exhibited ;
the Conductor must frequently look to the Red Tail Light, and
must examine the lamp before leaving any terminus.

(d) The Conductor—when it becomes necessary—must
light or request the Motorman to light all lamps in the car.

- —
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In any instance in which the power fails, or in which it is
necessary to stop the car on the Running Line after dark and
lower the Trolley-pole, or if the lights be extinguished—for
any purpose—the Conductor in charge must see that the Oil
Lamp at each end of the car is showing properly, and he must
be on the alert to protect the car.

(¢) In the case of a One-man type Car, when operated under
One-man conditions, all lighting must be attended to by the
Motorman.

(f) The lamps on any car running to the Shed after dark
must not be extinguished until the car is inside the Shed.

78. Only the authorised fuse or lamp shall be used in any
Electric Circuit on a car, and when any lighting circuit fuse
is blown, the Conductor, or Motorman if no Conductor be
employed, must report the matter and insert a note—stating
the number of the car—in the Trouble Card Book. Every used,
damaged or blown fuse and burned-out lamp must be handed
to the authorised shed employe.

79. Working of Trolley~Pole.—(a) Under normal con-
ditions when a car is in traffic the end of the cord of the Trailing
Trolley-pole must be secured to the eye provided for that
purpose. In a single truck car the Conductor must secure
the end of the cord in the eye provided after he has reversed
the Trolley-pole.

The leading Trolley-pole of a bogie car must be secured in
the canopy hook and the slack cord must be gathered up and
carefully fastened to the eye provided so that it cannot blow
out and cause trouble.

(b) The Motorman must not attempt to apply power unless
the Trolley 1s on the proper Contact Wire, and whenever he
becomes aware that the Trol]ey has left the Contact Wire he
must at once place the Controller handle to the “Off " posi-
tion and except in the case of Instruction 111, he must apply
the Brake to stop the car. In cases where the Trolley repeatedly
leaves the Contact Wire, the Motorman must make an entry
of the circumstances in the Trouble Card Book, and if it occurs at
one position of the overhead, the locality should be accurately
recorded. If the Trolley comes off frequently or sparking
occurs the Motorman must communicate the particulars to
the Officer-in-Charge as soon as practicable.

In any instance where the Trolley-pole or cord fouls the
overhead or wires of any Corporation, full particulars with the
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date, time and location of the inciden; mu
writing, to the Ofhcer-in-Charge ag . S:Sbe forwar(

(¢) The Conductor must see that the Trol| Possih, d, iy
Contact Wire ; 1if, however, the Trolley b, e{) Is .
a wrong Contact Wire whilst the car ;5 ) 0 Seryeq 1, ) P
immediately stopped and the Trolley place Or?lit}llon it mu;; En

(d) Except as prescribed in Instruction 111 or € prop 8
authorised no car must be run with the Trolle wff e S
Wire. In the event of the Trolley leaving thye OC the Ontag;
the Conductor must signal at once to the Mo, Ontact W
and attempt by means of the Trolley-cord to kee “;ﬁn 10 stoy,
pole and wheel clear of all overhead equipment Snti]e Trolley_

replaced on the Contact Wire, 1t cap |

The attention of the Carmen is directed t,
respecting the working of Trolley-poles during
overhead electrical cquipment.

Instruction 11
repairs g 4,

(¢) In order that a Motorman may maintain full Contro] of
the car, the Trolley, except as prescribed in Instruction 11(1)
must be kept on the Contact Wire when descending an;
gradient.

(f) Except in the case of a One-man type car operated unde,
One-man- conditions, the Conductor must hold the Trolley.
cord taut, when leaving the Shed and when changing lines at
‘4 Crossover Road, so as to prevent the Trolley-pole from
fouling any portion of the overhead equipment should  the
"Trolley - becomé displaced. (See also clause (1)), s

(g) It is the duty of a Conductor on a Single Truck Car,
which has only one Trolley-pole, to reverse the Trolley-pole
at each terminus ; after sunset he must not remove the‘Trolley
from the Contact Wire until all passergers have alighted.
*(See clause (k);. Instruction 88). _ - ]

(k) On a Bogie Car, which 1s provided with two ;I‘rol 63;-
poles, the trailing Trolley alone, except as shown 1 (clausethe
hereof, must be used. This Trolley must be place otrlnces
Contact Wire by the Motorman, but under no c1rchumcsoé; o
should the two Trolleys of a car be both placed on t Zach o
Wire, if by so doing the Trolleys would be one on

. QndUCtOr
of a Section Insulator. Before changing elndj,rtl};e Sace it n
must lower the Trolley-pole that will be niait;i;’t‘”at position

the hook provided for that purpose, and sect §
by means of the Trolley-cord. (See clause (a) ).

P
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(i) In the cvent of a Trolley or Trolley-pole being damaged
it must be lowered and properly secured. The leading Trolley’
may then be used i the trailing position provided its cord
is properly secured. (See also clause (m)).

(7) (@) No car must be run with a Trolley-pole in the facing
position except for a short distance in case of
emergency and then only when the track 1s straight.
In every such case the Conductor must hold the
Trolley-cord taut, and be on the alert to promptly
signal to the Motorman to stop the car should
the Trolley leave the Contact Wire.

(i) Where it is necessary to move a car backward, this
must be done slowly and cautiously and the Con-
ductor must keep a sharp look-out at the rear and
be prepared to signal to the Motorman to stop
where necessary. ' :

Git) In the case of a One-man type Car, when operated
under One-man conditions, and no competent em-
ploye is available to act as laid down for the Con-
ductor in either section (i) or (i) hereof, the
Motorman must reverse the Trolley-pole and drive
the car from the leading end in the direction of the

, movement. e e <

(k) When altering the position of a Trolley-pole, Carmen
must exercise care to avoid damaging any light cluster, business
sign; etc., or striking the pole agamnst a verandah or the roof
of the car. - 3
(D) In the event of it being necessary to adjust the Trolley
tension when the car 1s in traffic :—

. (i) The Trolley-pole or its base must not be touched

a unless the Trolley is removed from and secured
clear of all overhead electrical conductors, other-
wise a serious shock may be received.  Trolley

 tension adjustments must only be performed by
the authorised Shed employe.

(i) When the Trolley has been secured as set out in section
(i) hereof it must only be replaced on the Contact
Wire by the Shed employe concerned.

(m) Should a Trolley-cord become detached or broken
when the car is in traffic, the Carman must, before repairing the
cord, lower and secure all trollies on the car. Carmen are

warned that when a Trolley is on the Contact Wire, the Trolley-




poles and bases are alive. Care MUst theyef

lowering a Trolley to use non-conducet'Ore be aken
unauthorised person shall be Permitted tm.g
Trolley-pole. O interefe,, ;

(n) Unless otherwise provided 4 Trolle
must not be left in contact with the Comy or Tolley.
“ l " « l’l d " a.Ct ere Do]e
any lve or  earthe metal, wher, in the & % Wit
(0) When, from any cause, the Trolley € Sheg

i IS T ‘
Contact Wire, the car must be stopped to pen:govfd fom g,
being replaced. OF the Trolley
80. The Motorman must shyt off power when
any place marked by a Cut-off-Sign, 0 the Soygh, =
Fitzroy Street, in addition to the Cut-off Sign, a li:]le fl
) 0

studs is placed on the road surface. (See alsg clause (
tion 87).

€ of
Mety]
€ )9 I nstmc_

BRIEF DESCRIPTION OF ELECTRICAL SYSTEM

81. (a) Power is generated at Newport Power Station |
means of steam-driven Turbo-Alternators, o by
(6) The Alternators generate electrical energy as Three
phase Alternating Current which passes Into the Switch:
house, where by means of switches any Alternator may be
connected to or disconnected from the Majn Busbars ; from
these Busbars the current at 20,000 volts ;s transmitted to the
various Substations by means of underground cables,

(c) At each Street Railway Substation the 20,000 volt current
1s first stepped down to a voltage suitable to operate Rotary
Converters, which convert the Alternating Current to 600
Volts Direct Current ; the Direct Current is then transmitted
to the overhead Contact Wire suspended over the track or
tracks from wood poles erected at the sides of the roadway.

(d) From the Contact Wire, the current passes to the Trolley
then through the Circuit Breaker, the Controller and the
Motors, then via the Motor Cases, axles and wheels to the
track rails—the rails being bonded together throughout and

connected to the Negative Busbar of the Rotary or Rotaries
at the Substation.

82. The Circuit Breaker.—(q) This is a single’p(’lg
Switch fixed above the Controller at each end of the car, afﬁe
when closed it supplies current to the Controller.

e
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Circuit Breaker is provided with an operating handle and the
alternate positions (“On ™" and “ Oft ) are marked on the
apparatus ; when the car is in Service the normal position of
the Circuit Breaker is “ On,” i.e., Closed.

(3) The Circuit Breaker may be opened by hand according
to requirements, but in the event of excess current which
may be caused by an overload or a short-circuit the Circuit
Breaker opens automatically and thus protects the electrical
apparatus of the car.

[n the event of the Circuit Breaker opening automatically
more than twice during the course of a round trip, the Motor-
man must report the fact on the first occasion thereafter that
he arrives at the Depot. (See clause (c), Instruction 84).

Carmen must not interfere with the adjustment of the Circuit
Breakers.

() Before closing the Circuit Breaker the Motorman must,
under all circumstances, see that the handle of the Controller
is at the ““Off" position.

(d) The Circuit Breaker at each end of the car must be
kept closed except when the car is stabled in the Car Shed, or
when in case of a defect or other emergency it becomes
necessary to examine or adjust the contacts of the Controller,
or to inspect the undergear of the car; before attempting any
<uch work or inspection the Motorman must open the Circuit
Breakers. (See clause (h), Instruction 84).

83. The Controller.—(a) The Controller regulates the
supply of current to, and alters the connections of, the motors—
thus controlling the speed of the car. One Controller is fitted
in each of the driving compartments of the car.

It consists, essentially, of a Vertical Drum, rotated by the Main
Controller handle; to this Drum a number of Contact Seg-
ments is fixed; when the Drum 1s rotated these Contact
Segments connect with Spring Contacts (called fingers) on
the stationary portion of the Controller.

It must be borne in mind that with a Trolley on the
Contact Wire the internal parts of the Controller are
alive when the Circuit Breaker is closed. (See clause (a),
Instruction 82). The interior of the Controller is normally
covered by a movable Shield called the Controller Apron,
and in no circumstances must this apron be removed
from its normal position unless the Circuit Breaker is

open.
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() Two handles are furnished

viz., the Main Controller Handle ang 'Rt:é‘ of the ¢
the One-man type cars botl, handles are ersey Hand)
other cars the Reverser Handle only can bremmmhl(,

(1) The Main handle, w remove'd‘ t on

hich 15 th
. , e h
troller, 1s for starting or regulatir: ndle of the ¢

Car by controlling the
" Supp]
Circuit Breaker to the motorz‘of POwer

b oeight oy the
marked on the top of the pparaty, NOtche,

the various positions o which 4, to indic:;:
Handle may be placed. ¢ COntrO]]er
(1) The smaller handle (on the night hap

handle of the Reverser s 1t s provideg fsois ) i the

the direction of current through eithe th TeVersing
ture or “fields” of the motors\thuse arm,
the direction of the motion of the car Threversmg
of the Reverser has three positions: . e' han

For Forward Running—Th T

e handle ¢,
wards the front of the car. - meq t,.

For Reverse Running—The handje turned ¢
wards the interior of the car. >
Neutral or “ Off " Position—The handle placeq
midway between the Forward Running pog;.
tion and the Reverse Running position.
When the handle of the Reverser is 1n the “Of”
position the electrical circuit s open, which pre-
vents current passing from the Controller to the
motors. This is the only position from which
the Reverser handle can be removed.
(c) There are two types of Controllers in use, viz. :—

The B. 18 Controller and the K. 35 Controller, the differ-
ences In construction being as shown in sub-
clauses (i) and (i) hereunder :—

(1) “B. 18 Controller "—On this type of Controller
there are eight Power notches on the lef; of the
handle of the Controller and six Rheostatic Brake
notches on the right-hand side; these l;"“fe:
notches are arranged in two groups, ViZ., er:;
and Parallel, each group containing fou{ n%tlco ur;
The first three notches of the First or SerlesP rrallel
and the first three notches of the Second or h:s are
Group are Resistance notches ; these notc

,___4
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only for the purposes of acceleration and must not
be used as Running positions on this type of
Controller.

The Fourth Series and Fourth Parallel notches
are the only Running positions on the “B. 18"
type of Controller and with the Controller handle
i these notches the steady running speeds that
a car with a normal load will attain on a straight
level track are approximately thirteen (13) and
twenty-two (22) miles per hour respectively.

() “ K. 35 Controller "—On this type also there are
eight Power notches but no Rheostatic Brake
notch 1s provided. The Power notches are divided
mmto two groups, viz.:—Five Series and three
Parallel with a space between each group. The
first four notches in the First or Series group and
the first two notches in the Second or Parallel
Group are Resistance notches; these notches are
only for the purpose of acceleration and must not
be used as Running Positions on the “K. 35"
type of Controller. The Fifth Series and the
Third Parallel notches are the only running
positions. :

On the One-man type cars the K. 35" Con-
troller is fitted with a “ Dead-man’s” handle
which must be held depressed, when the car is in
operation, except when the Air Brake has been
applied.

(d) The handle of the Controller 1s so interlocked with
the handle of the Reverser that the former cannot be operated
whilst the latter is at the ““Neutral”” position; and the
handle of the Reverser cannot be operated unless the handle
of the Controller 1s at the “Off” position.

() When starting the car, and before moving the handle
of the Controller from the “Off” position the Motorman
must see that the Circuit Breaker is closed and that the handle
of the Reverser is set in the required position. The handle
of the Controller must then be turned over the Power notches
and the finger of the handle must be allowed to rest at each
notch until the car has attained the speed that the motors can
develop under the conditions of load and grade ; 1f the handle
be advanced too rapidly before the car has picked up speed

%
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the acceleration will be jerk

unskilful manipulation of ihe )(Ijoanri?oﬁ)eower o
Breaker to open automatically involvil;l
Motorman must, however, move the h :
one notch and the succeeding one - 0
ment between notches tends to draw a
and segments, and seriously affects
troller.

(f ) The handle of the Controller must not |,
remain between the Series and Paralle] Positions E alloweq to
or shqttmg off power ; neither must the hand] poen applyyp,
than is necessary at the Resistance ol be- kept longe,
_ _ or Acceleratlon nser
otherwise time may be lost, power will be wasted NOtcheg,
equipment may be damaged. If, however it bes €d and
operate a Car with a portion of the motor ’equi mnecessa
the handle of the Controller should be allop i " Ut out
longer than is usual at each notch, but jn such case rf}jt 2 litle
must not be advanced beyond the full Series posi,tior‘l3 handi

For general description of the Air Brq
Brake, see Instructions 90 to 98. ke and Rheostat,

(¢) The handle of the Controller must not, n any cir
stances, be turned backwards by one or more notches in g?clln i
to reduce the car speed ; if the Motorman should require ter
run on an earlier notch than that on which he js operatinO
he must place the handle to the “Off " position by a quicg];
movement and then advance it to the required notch as if
he were starting.

() The handle of the Controller or Air Brake must not be

used for any other than its regular and authorised purpose.

(i) The Motorman must, as far as possible, avoid waste
of electrical energy, but this economy must always be subor-
dinate in importance to Safety and Dispatch.

(1) Coasting on any falling grade is prohibited, unless
power from the Contact Wire is at the same time
available.

When coasting, the Trolley must, except as
prescribed in Instruction 111, be kept on the
Contact Wire with the Main Controller handle
held at the “Off” position. .

(1) With a view to economy in the Consumptr
the Motorman must, subject to sub-c

—

loss o
a ldle smarly ., The
slow hesltatin Ween
ri1 arc bet‘fveen the
the Workmg of the 'égers
on-

on of current,
lause (1) take
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advantage of opportunities for coasting; and to
minimise unnecessary wear in the running gear
and Brakes, he should, if time permit, when
stopping for passengers shut power off as far as
possible from, and coast to, the Stopping Place.
(See also clause (¢), Instruction 86.)
4. Faults Likely to Arise in Electrical Equipment.—
(a) In the event of a car failing to start when the handle of
the Controller 1s operated 1n a proper manner, the Motorman
must follow the procedure set out hereunder :—
(i) Sce that the Trolley makes contact with the Contact
Wire.

(i) See that the Circuit Breaker is closed. In the case
of a One-man type car, the opening of the Circuit
Breaker may have been caused by the Emergency
Valve operating, resulting in an irregular applica-
tion of the Air Brakes. The Motorman must
close the Circuit Breaker and with the Controller
in the “Off " position and the Air Brake handle
in the Release position hold the “ Dead-man’s”
handle depressed for about 40 seconds.

(iii) Ascertain whether power 1s on the overhead con-
ductors by switching on the car lights; if the
lights do not appear the Motorman must arrange
for a good electrical contact, between the rail and
a rear wheel of the car, by means of the Motor-
man’s Insulated Ground Wire being made. (See
also clause (d), Instruction 100). If the lights then
appear the Motorman must operate the Controller
in the ordinary manner, and if the car should still
fail to move, it must be regarded as disabled and
dealt with accordingly; if, however, the lights
do not appear, it may be assumed that power is
off the overhead Conductors, and the Motorman
must allow the Lighting Switch to remain On and
wait until the power 1s restored.

(b) In the event of the car becoming temporarly charged
with electricity, owing to a dirty rail, no passengers must be
permitted to alight from or board the car until it has safely
passed over such rail, and action must be taken to prevent
intending passengers or others from touching any portion of
the car, as an Electric Shock may be received.

e
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If the car has become permanently c},
must be lowered at once, and secured

arged, thq

- clea
equipment ; the passengers must then, he reqfuof the

Tro)
0

Verhe
by another car, and the empty car myst |, rested to gy, 2
Car Shed as soon as possible, ~ fCturneq

() A defective motor or Controlley may ¢y

Breaker to open. A short circyjt " on USei the CiFCuit
Single-.trucl( Car, or on No. 1 group of mOto.rs Otor f .
Car, will open the Circuit Breaker before the last § o1 a Boy
of the Controller is reached, but 2 “ ort circu'etr =S Posityy,
2 motor on a Single-truck Car of on N L o,
motors of a Bogie Car may not open the C.ircu'tg rgul) ol
until after the first Paralle] notch of the COnlt lreakgr
passed ; if, due to this cause, the Motorman it Toller
car, he must proceed to locate and cut oyt the def TOVe the
or group of motors, or Controller, as follows :

ective motq,
(1) See that the Controller is at the
(1) Open the Circuit Breaker.

(i1) Open the Controller apron and cyt out the mogoy
or group of motors that are considered defectiye

(iv) Close the Controller apron and the Circyst Breaker
and try to start the car in the usual manner,

(d) I, after the above procedure, the fault should still exist,
the Motorman must again connect the motor or group of
motors In circuit, and then proceed as before to cut out the other
motor, or group of motors, and again try to start the car. If
the fault remain, it is probably in the Controller, and the
Motorman must endeavour to start the car from the Controller
at the rear end of the car. (See clause (g)). If, however, the
fault still remain, try each motor or group of motors separately
with the rear Controller ; if the car will not then start it must
be considered as disabled, and dealt with accordingly.

(¢) Power off Overhead.—In the event of the power failing
or its being cut off, THE MOTORMAN MUST PLACE

THE CONTROLLER HANDLE TO. THE _ “OF F d’
POSITION, stop the car, switch on the Lighting Circuit, an
watch for the lights to appear.

: ke
(f ) When power 1s restored, the Motorman must ma

; : the
every endeavour to avoid throwing too great a load uﬁorclause
SUb‘StﬂtiOH, as this may cut the power oft again an

OfF ™ position,

____.-4
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further delays. With a view to avoiding this liability, Motor-
men of Up Cars Oﬂly‘ may take power at once s Motormen of
Down Cars must wat thirty (30) seconds before starting.

(¢) Defective Controller.—If the handle of the Controller
should become jammed in any attempt to place jt to the “Of "
position, the Motorman must at once open the Cireyit Breaker
and apply the Brake to stop the car; he must then open the
apron of the Controller and the Arc Shield, and search for,
and remedy any loose finger, loose segment, or loose screw
that may be found, and before closing the Circuit Breaker the
Motorman must replace the apron of the Controller, and see
that the Controller 1s at the ““ Off ” position. (See Instruc-

tion 82.)

(k) In the event of the front Controller becoming defective
the Motorman must turn the handles of this Controller to the
“Off " positions, open the Circuit Breaker at that end, and,
after secing that the Circuit Breaker at the opposite end of the
car is closed, place the Reverser to the Reverse position and
proceed to drive from the Controller at that end of the car,

In every case in which it becomes necessary to drive a car
from the rear Controller the Motorman must first arrange for
the Conductor to ride in the front cab, and the Conductor must
protect traffic by ringing the Gong as prescribed for the Motor-
man, and transmit the necessary Bell signals to the Motorman :
the speed of the car must not exceed a rate of ten (10) miles
per hour. In the case of a One-man type car, arrangements
must be made for a competent employe to accompany the car
and act as laid down for the Conductor.

(i) Thunderstorms.—Where a Thunderstorm is in proxi-
mity to the track the Motorman must, if the electric lamps are
not alight, close the Lighting Switch in order to minimise
risk of damage to the car or equipment.

Except In a case of extreme urgency the Circuit Breaker
| must not be opened by hand when in the vicinity of a thunder-
| storm, and in the event of the Circuit Breaker opening auto-
| matically, the Motorman must at once close it.

85. Speed of Cars.—(a) The Motorman must regulate
the running of the car so as to maintain the Time-table, and
as far as practicable he must avoid extremes in speed.

() The maximum rate of speed, ie., the highest rate of
| speed allowed for any car on the Electric Street Railways or

_
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on any mile or portion of a mile thereof
but at the localities mentioned
exceed the rate specified for eacl

’ iS 25 ¢
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\ particulay p]aS:e.d Must lrlloi
LOCALITY. M\\\\
ax)
Ratg o
S

ON ANY LINE—

When entering or leaving the Car Shed
When entering, leaving, or on, any Crossing I, o
’ ) y g 00 , ..
over road e . - P> Turnout or Crogs.
When passing over any Tramway intersection -
When passing over Ponts in the vicinity of the Car -S'hed
When testing the Brakes on taking a Car into

! Service ;
Instruction 76 )

> See clauSe (c)-’.

ST. KILDA-BRIGHTON LINE— 0
When passing in either direction around the foll
Grey Street and Barkly Street
Barkly Street and Mitford Street
Mitford Street and “ Broadway
“ Broadway ”_Ormond Road 1) . o - v
Ormond ?oad—sst. KildadSéreet . e Y10
Between Young Street and Grosvenor Street on St. Kilda 7

on Down side of Canterbury Street Klld?‘Street’ and
On any curve not specified above - .. J
When descending the grades on— T 15
Grey Street, between Fitzroy and Inkerman Streets

SANDRINGHAM-BLACK ROCK LINE—

When passing around any curve .. .. B 10

Owing curves, viz, :—

(c) The Motorman must not take his car within 100 yards
of a preceding car, unless the speed of his car be such as to
enable him to stop clear of the preceding car by means of

the Hand Brake only.

(d) The Motorman must approach every Tramway Inter-
section or Terminus at such a rate of speed as will enable him,
if necessary, to stop at the proper place by means of the Hand
Brake only. (See also clause (), Instruction 86).

(¢) During and after heavy wind or rain the Motorman
must be on the look out for Stones, Gravel, Sand, etc., whic
may have drifted on to the track and must reduce speed Wher?
necessary to ensure safe and smooth running; where the 2

s
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has to pass over water or slush, the speed must be reduced.
If it be practicable to coast at such places the Motorman
must cut off power. (See clause (i), Instruction 83).

(f) Duning foggy weather when the Motorman cannot
clearly see a safe distance ahead, the car must be run at such a
rate of speed as will enable him to stop clear of any obstruction ;
the Head and Tail Lamps must be lighted and kept burning.

86. Compulsory and Conditional Stopping Places.
(a) CowpuLsory StoPPING Prace—A Compulsory Stopping
Place 1s one at which EVERY car must be brought to a stand,
irrespective of whether passengers require to board, or alight
from the car.

NOTE.—It must be distinctly understood that all
cars must stop at Compulsory Stopping Places.

(6) ConpITIONAL STOPPING PLACE—A Conditional Stop-
ping Place 1s one at which, provided the Line be clear, the
Motorman must not stop except when necessary to pick up
or set down passengers. ‘

(c) Compulsory and Conditional Stopping Places are indi-
cated by Printed Signs or by coloured lights; the respective
indications are as follow :—

(1) Compulsory Stopping Place—By a Sign lettered
“Cars Stop HERe,” or by a Red Light.

(1) Conditional Stopping Place—By a Sign lettered
“Ham. Cars Here,”  or by a Green Light.

Unless special nstructions are issued to the contrary, where
a Stopping Place (Compulsory or Conditional) is located at
an intersection of public roadways the Motorman must (except
as provided in clauses (b) and (h) hereof) bring the car to a
stand 1n line with the buildings on the approach side of such
intersection.

(d) Under ordinary circumstances, a car must be stopped
for passengers at an authorised Stopping Place only. It
must, however, be stopped at any time or place if necessary
to prevent accident. If the car be running on time it may
be stopped at any safe place to pick up an aged or infirm
person, or (in wet weather) to pick up any lady except on a curve
or an ascending grade.

The Motorman must not slow down to allow any passenger
to board or alight from the car between Stopping Places.

A car must not be stopped to pick up or set down a pas-
senger at any point at which the track or roadway is broken
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or disturbed, or where any ohstyy
at any other place where the ¢q
to passenger or car. If the obg
Stopping Place, the Motorman
Place but must stop short and
passengers.
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() The Motorman must be carefy] not t

short (unless there is an obstruction 5 referrodove.rru ) OF g
of any Stopping Place ; in determining wherf b o 1n (g) oy,
and apply the Brakes, he must take into consid 0 Sh‘lt Off poyy
the state of the weather, the condition of the re,r]atlon the grad:r
When approaching any Stopping Place Occu:is(’]aﬂdt € logg
ceding car the Motorman must regy]ate the Se dY the pre.
s0 as to enable: It to arrive at the vicinity of thepSee of his Car
as the preceding car moves away, or 1o be st *0Pping P,
such car as the circumstance SPPed clegy of

_ , $ may require, (S
(i), Instruction 83 and clause (), lnstruction(8§§ also clayge

In foggy weather or when
cannot be obtained the Motorman must always
preceding car to be standing at the Stopping Place and b
have his car under control and be prepared to stoi) d € must
obstruction. (See also clause (c), Instruction 85) ear of the

from any Cause a gooq o

€Xpect the

(f) When approaching any Conditional
the Motorman must be on the alert to stop 1f required ang
bring the car to a stand-still so that the car entrance will be
opposite the point at which passengers are waiting,

_Stopping Place

(g) Before reaching a Conditional Stopping Place, the
Conductor must ascertain whether any passenger wishes to
alight ; 1if so, he must give the Motorman the * Stop at next
Stopping Place " Signal (I beat) when not less than two pole-
spans from such Stopping Place ; the Conductor must announce,
distinctly, the name of each Stopping Place, not only when
approaching it, but also when the car has stopped. When
necessary the destination of the car also must be announced.

Passengers may be allowed to ring one beat on the Bel for
the purpose of having the car stopped at any Conditional Stop-
oing Place, or for any reasonable cause. The Conductor mustr,
however, be on the alert to observe any request by a Paiseri"%’:n
to stop the car, and to cancel any improper Bell Signal 8

O e
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by a passenger; he must assist any lady with children or
carrying luggage, and any old and infirm person or cripple to
get on or off the car.

{h) When a car is so fully loaded that it cannot accom-
inodate more passengers, the Conductor in charge may by
giving the prescribed Bell Signal (4 beats ; given thus—2
pause 2) authorise the Motorman to run past Conditional
Stopping Places ; but the Conductor must exercise care to
see that no passenger is over-carried: in any Instance in
which such course is necessary the Motorman must sound his
Gong and the Conductor must call out “Full Car” when
passing Conditional Stopping Places. The Motorman must
promptly report every case of unusually heavy loading, so
that, 1f necessary, arrangements may be made for dealing with
the extra traffic. ,

(i) Except in the case of a *“ Through” car the Conductor
must announce distinctly the name of each Street and the end
of each Fare Section, and immediately after a Street has been
passed, he must announce the name of the Street next in ad-
vance. In the case of a “ Through” car that is scheduled to
run through a Conditional Stopping Place, the Conductor
must, on the occasion of each stoppage, announce where the
next ordinary stop will be made. '

87. Tramway Intersections.—(a) When approaching any
intersection at which the Line .crosses a Tramway track the
Motorman must exercise due care to avoid over-running the

~ Stopping Place on the approach side of the intersection.

(6) If when approaching an intersection the car should,
trom any cause, be stopped before reaching the Stopping Place,
the Motorman, on receipt of the Conductor’s Signal to start,
must go slowly forward and bring his car to a Stand at the
Stopping Place.

(c) When a Railway Car and a Tramway Car arrive at an
intersection at or about the same time, precedence must be
given to the car that is first ready to pass over the intersection.
The Motorman must not attempt to start from the Stopping

Place unless the proper signal 1s given for his car to proceed.

— o



(d) After starting from the Stopping Place .
to any Iramway Intersection, the M
care, operate his Car across the Intersectjon at red. ... Tcise

Uce

(not exceedipg five (5) miles per hour), and be or oo speeg
stop immediately 1n case of emergency. the aley to

otorman muStapDroach

(¢) The Motorman must shut off Power whilst the T

passing under the Overhead Intersection, and likew: Tolley

passing under any Section Insulator. (See also Instruést? Wgﬁ;
on

88. Shunting, etc., at Depots, Car Sheds and
versing at Termini.—(a) Before any Shunting Opelrl , Re'.
commenced, due care must be exercised to see that a]lagon_ I
Pomts are properly set. Each vehicle being shunted acing
be so controlled as to stop it clear of any obstructiop Igust
avoid accident. Care must also be taken to see that tiiln to
is not left where 1t will foul other movements or atty §tcar
block or other appliance used by the Shed Staff. Whep, plac{)p-
any car against another the employe in charge must so regullarig
the movement that the standing car will not be °

: , amaged o
displaced. r

No car must be left unattended unless it is proper]
by Hand Brakes or Chocks. The Air Brake musz S:g:l rlei

relied upon to secure a car.

(b)) When any car 1s being taken into Service or when, for
any other purpose, a car 1s to be taken from the Car Shed to
a Running Line, care must be taken to guard against any
conflicting movement. The Running Line must not be
fouled after any car has arrived at the nearest Stopping Place
unless the movement 1s protected by a Red Hand Signal in
one or both directions as the circumstances may require. The
Motorman must see that all Facing Points are properly set.

(c) When taking a car into the Shed the Motorman must
see that all Facing Points are properly set, and as soon as the
car i1s well clear of the Main Running Line he must secure
his car and re-set the Points for the Running Line and then
work his car slowly and cautiously into the Shed; un CTS
otherwise provided, the Motorman must take the removabi®
handles from the Controller and lay them on the top of t :
Controller, open the Circuit Breaker, secure the car by mean
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of the Hand Brake, open the Compressor Cut-out Switch and
see that the Trolley 1s lowered clear of all overhead electrical
equipment.

(d) (1) When a car is stabled on a dead-end track in the
ar Shed or elsewhere it must, unless instructions
are issued to the contrary, be placed as near as
possible to the dead-end. The Motorman must,
before leaving, test the lights to see that the contact

with the rail is good.
(1) The Officer-in-Charge must issue Special Instructions
as to the disposal of the Controller, Air Brake and
Door Operating Handles by the Motorman when

an "Off " car 1s allowed to stand unattended at
St. Kilda or Sandringham.

(¢) Care must be taken not to reverse the position of
Facing Points until the car has cleared them.

When shunting from one Line to another, the Motorman
must see that the Points are properly set, and that the move-
ment can be carried out with safety. Except in a case of
emergency, a car must not be stopped on Points unless they are
set for the track on which the car is running. In every
instance In which a car is brought to a stand on trailing points
not set for the track it is on, the Motorman and the Conductor
before setting back, must see that the whole of the car is drawn
over the Points or that the Points are reversed.

(f) (i) When nearing a terminus the Motorman should

reverse the Destination sign for the return journey.
When the car has been stopped at the terminus,
the Motorman must obtain the removable handles
of the Controller, Air Brake and Door Operating
Valve (where provided), and unless otherwise
arranged, retain them in his possession. He
must then arrange the Tail Light for the return
journey. He must then, subject to clause (k), In-
struction 79, place the trailing Trolley on the Contact
Wire, after which he must proceed to the other end of
the car, observe that the leading Trolley-pole has
been lowered and secured, place the handles in
position, apply the Brake at that end, see that
the Head Lights, if required, and Destination sign
are correctly shown and, if necessary, signal to the
Conductor to release the Hand Brake in the rear.



54

(1) In the case of a One-man type ¢, h

on arrival at Black Rock T " the Motor

L K Rock Lerminug oo 10 Myg
oors on the “Up™ side, the %Cn the Coig t

on .the Down " side being ke , entre oore

arrival at the Sandringham Statign ,F]Ose(.]' rs

Centre Doors on the station sjde of €rminyg 5}2

the end Door on the opposite side my the cqy and

and when all passengers have alighted ti € Openeg

must be closed. (See also clause () € end Dy,

(g) Before leaving a terminus the Motorma;]InStructlon 2),
feel the axle bearings for any sign of abnormalnilust Carefy]],
in the event of abnormal heating, must telephone ¢ efiltmg, and,
in-Charge for instructions; he must report anot ¢ Officey.

hot bearings on the first occasion on which he :rr]instance of
Depot. . Ves at the

(k) The Motorman must see that the Lifeguards are ;.
correct position before starting from any terminus Zredm te
avold running over any -obstruction which is likefy ? -
them to fall unnecessarily ; the Lifeguards must not bolcause.
up whilst in service, and any car having a damaged or ince aS?Ed
Lifeguard must be changed over as soon as possible (gmp Tte
Instruction 53). - Every instance in which a Liféguarge Ealslcs)

whilst a car 1s n service must be reported by the Motorman

(i) On arrival at a terminus, the Conductor must canry
out the following duties, and as far as practicable, in the order
mentioned :— .

() Announce the name of the terminus and next desti-
nation. _

() Arrange the front Oil Light and front and side
Destination signs for the return journéy.

(iti) Reverse the Trolley-pole of a single truck car or
lower the Trolley-pole that will be leading on a
Bogic Car. (See clause (h), Instruction 79 and
clause (k) hereof). |

(iv) Enter up the Running Journal.

(v) Release rear Hand Brake (if applied) upon receiving
signal from Motorman.  (See clause (b), [nstruction
106). o .
(vi) Signal to Motorman to proceed in sufficient 1ime

to enable him to start, if practicable, at the sche-
duled time. (See clause (g); Instruction 106)-

=t
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(i) The Conductor must not leave his car at a terminus
antil every passenger has alighted, and when reversing the
«ide barriers, if provided, he must be careful not to touch,
obstruct, or inconvenience any passenger.

(k) To avoid extinguishing the car lights—in the case of
a car with two Trolley-poles, the trailing Trolley should be
placed on the Contact .ere before the leading Trolley-pole
is lowered, if by so doing the Trolleys do not make contact
one on each side of a Section Insulator. If a Section Insulator
be present one Trolley must be lowered before the other is
raised. If during a period of darkness any passenger attempt
to board the car whilst the lights are extinguished, the Con-
ductor or Motorman must call out “ Wait for the Lights,
-please.”  (See clause (), Instruction 79).

(I) Between sunset and the time of departure of the last Up
car, Carmen must see that the lights are displayed at the Com-
pulsory and Conditignal Stopping Places.” (See clause (c),
[nstruction 86).  Should any light become extinguished when
its use is required, the Carman ebserving it must promptly
-report the fact to the Ofhcer-in-Charge.

‘89, Car Stopped by Accident, Failure, etc.—(a) Should
an accident cause a car to foul, or to be dangerously close to any
adjacent Line, immediate steps must be taken by the Motor-
man to have such Line protected by sending a competent
employe forward at least 150 yards to stop the first car
approaching on such Line. | |

In the case of a One-man type car, when operated under
One-man conditions, and no competent employe is available
to protect the adjacent Line, the Motorman himself must
perform such protection. (See also clause (c), Instruction 47).

(b)) When an accident occurs the senior employe present at
the scene must send a ““Flash™ report of the occurrence
to the Officer-in-Charge by the most expeditious means avail-
able ; the Flash message should state concisely the character

and locality, and whether any injuries or damage have been
caused.

Reports relating to derailments must state the number of
the car, the time, place, speed, cause of derailment (if possible),
whether No. | or No. 2 end of the car was first derailed,
whether leading or trailing, whether on a curve or at Points,
and the extent of damage, if any, caused to rolling-stock.

oY
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The employe receiving a Flagh message gy
municate the particulars to the Ofﬁcer-iﬁ_Chars at onee Com,
as possible the particulars available must he Sen%et’ and 44
politan Superintendent, District Engineer, OVerho the
tendent, and (as laid down in the Genera] A ead

~ead 3 Peryp,
for Reporting Accidents) to the Head O ppendix [p,

: C&s Spence
The Officer-in-Charge must proceed to the scene ofraS‘r N
cc

by the most expeditious means and supervise altangen,
(c) In any instance in which a car ;s disableg Ore

to run, the passengers (if any) must be removed and
ferred to another car as circumstances permit, Any ¢, tran.
has been derailed must be changed over for exalminatior whi
1t next arrives at the Depot. M whep

(d) Two Lifting Jacks, with the necessary blocks, 4y,
vided on each Bogie Car, and one o each Single-trycl S
for use as may be required in case of accident or emergenccar’

The jacks, which are portion of car equipment, are m? .
bered to correspond to the distinguishing number of the ::r
to which they are allotted, and, immediately aftey use, mugt
be replaced on their proper car. Fach Motorman mugt inspect
daily, the jacks on his car, and report any shortage or defect

No time must be lost in re-railing a derajled car, but jacks
must not be used if the car can be drawn or worked, withoyt
damage, on to the track.

(e) Every employe who is available, whether on or off duty,
must render prompt assistance in the event of an accdent, In
any case in which a car is derailed or disabled, the Officer-in-
Charge must make the necessary arrangements regarding relief
of employes.

(f) In the event of a car becoming disabled on a Double
Line and requiring the assistance of another car from the rear,
the Motorman must instruct his Conductor to stop such car
and verbally instruct the Motorman thereof to. proceed to the
disabled car and push it to the nearest Depot or other place
where it can be shunted out of the way ; the speed must not
exceed 10 miles per hour while the car is being pushed. The
Motorman of the disabled car must ride in front of his ca;
and signal to the Motorman of the assisting car by means 0
the rear bell.

(9) If Relief can be more readily obtained from‘ the advance,
the Motorman of the disabled car must il in a " Wrong Line

rder,” Form (as per specimen at end of this mnstruction):

nts,
Ungafe

4__.‘
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and hand it to his Conductor, with instructions to proceed to
the first cross-over road in advance and hand the * Wrong
Line Order * to the Motorman of the car which is to be used
for Relief purposes, and to accompany such Motorman to the
point at which the disabled car is standing. The Relief Car
must be operated at reduced speed and must carry a Red
Head Light at night. The Motorman of the Relief Car must
keep a sharp look-out for the disabled car.

The “ Wrong Line Order,” when properly filled in, is
sufficient authority for a Motorman to run his car in the
Wrong direction from the nearest cross-over ahead of the
disabled car for Relief purposes.

The Motorman of the disabled car must see that, at night,
a Red light is exhibited on the front and rear of his car.

(h) In the case of a One-man type car, when operated under
One-man conditions, the Motorman, after securing his car
(see clause (c), Instruction 47) must act as laid down for
the Conductor in this instruction.

(i) The Motorman of the disabled car must not allow his
car to be moved until the Relief car arnves, unless satisfactory
arrangements have been made to prevent the Relief Car from
coming to his assistance, and when a written order has been
issued, untl the man to whom the order was given has
returned and handed the order back to the Motorman.

Specimen Wrong Line Order Form referred to in clause (g) of
Instruction 89.

ELECTRIC STREET RAILWAYS.

MotormaN's WronNG LINE ORDER.
To the Motorman of car at........oovvivreennnenn.

My car is disabled at............coviiiiiiiiinn, and
I require your car to come to my assistance on the Wrong
Line. I will not allow my car to be moved until the
arrival of your Relief Car.

(Signed)............ Motorman of Disabled Car.

Car Number............

(Date)............ 19..... (Time issued)............
Countersigned. . .......... Motorman of Relief Car.
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AIR AND BRAKE APPARATUS,

90. The Air and Brake Apparatgs covers the Hap g
Air Brake, San_der,. Windscreen Wlper, aiid. in Certn' Brake’
the Door and Circuit Breaker Operating Mechanisms AN cary

91 (o) The arrangement of the Air and Brake -
for Cars other thqn the Qne~man type 1s shown an‘clll_pment
No. 2, and the chief appliances are as specified hereaunlci‘eg Tam
I —

Compressor Cut-out Switch and Fyge,
Compressor Governor.

Air Compressor and Motor.

Main Reservoir and Safety Valve,
Pressure Gauge.

Motorman’s Brake Valve.
Conductor’s Brake Valve.

Brake Cylinder.

Sanders.

Windscreen Wipers.

(b)) Compressor Cut-out Switch and Fuse.—Th;s ; 2
single-pole switch connected in the power circuit on the Tl
side of the Circuit Breaker, and when closed, it supplies powé
to the Compressor Motor, provided the contacts of the Cop.
pressor Governor are closed.

The Fuse is provided for the protection of the electrica]
equipment of the Compressor Circurt 1n the event of a short
circuit or an excessive load. Under normal Conditions the
Compressor Cut-out Switch must be kept closed.  (See Diagram

No. 1).

(c) Compressor Governor, Air Compressor, Motor and
Main Reservoir.—The Compressor Governor 1s an air-operated
electrical switch connected between the Compressor Cut-out
Switch and the Compressor Motor. It automatically controls
the operation of the Compressor Motor, and thus governs the
working of the Air Compressor. When owing to an application
of the Air Brake or due to leakage, the Air-pressure in the
Main Reservoir falls below a predetermined limit. (60 lb. per
square inch) the contacts of the Compressor Governor close’
automatically and thus complete the electric circuit through
the Compressor Motor and start the Air Compressor. When
by the operations of the Air Compressor the pressure 1n the
Main Reservior is increased to 70 lb. per square inch, the

e
e
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contacts of the Compressor Governor open automatically,
de-energise the Compressor Motor and stop the Air
Compressor.

(d) Main Reservoir and Safety Valve.—The Main
Reservoir 1s for the storage of air compressed by the Air
Compressor. Connected to the Main Reservoir is the Safety
Valve—The function of the Safety Valve is to prevent the
pressure mn_the Main Reservoir from exceeding a predeter-
mined maximum in the event of the Compressor Governor
or Compressor failling to cut-out automatlcally The Safety
Valve 1s provided with means for adjustment in order that the
Blow-off pressure may be varied according to requirements ;
under normal conditions the adjustment is set so that when the
pressure 1s excessive the Safety Valve will open, and thus limit
the pressure in the Main Reservoir.

(¢) Pressure Gauge.—The Pressure Gauge, one of which
is fixed in each Driving Compartment, indicates to the Motor-

man the pressure of air in the Main Reservoir.

( f) Motorman’s Brake Valve.—The operating handle
of this Valve has four separate p031tlons, VIZ: —
(1) Service Application; (i) Emergency Apphcatlon; (1)
Neutral Position and (iv) Release Position.

(1) Service Position.—When the handle is in the Service
position, a small Air port admits air from the Main
Reservoir to the Brake Cylinder, producing a
gradual application of the Brake for an ordinary
stop. (See Instruction 96).

(1) Emergency Position.—When the handle is placed
to the Emergency Application Position, a large
port 1s opened, and the air passing from the Main
Reservoir to the Cylinder, applies the Brake almost
immediately. For other forms of Emergency
Braking, see Instruction 97.

(i) Neutral or Lap Position.—When the handle is at
the Neutral Position all air ports are closed, and there
is no communication between the Main Reservoir,
the Brake Cylinder and the atmosphere. If
compressed air is admitted to the Brake Cylinder
and the Motorman's Brake Valve is then moved
to the Neutral Position, the Brake will be held

on until such time as the compressed air escapes
by leakage.
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(iv) Release or Running Positio

1s placed to this Position 4 pg'\-
which the compressed air ex},rt .
Cylinder to atmosphere andaUSts f

released. This is the norma] o€ I8
running, POsitiqp hug

(2) Condqctor's Brake Valve.— T, C
Valve 1s provided on Bogje Cars only, except tﬁnduc s B
By opening this Valve an Emergency Ajr applic f_ On_ﬁ“rnan tya &
It must not be opened whilst the car is jp, SN S pr ducfﬁ'
Conductor become aware that the Motorrrrr]lzgo?’ efxcept the

. S ro

cause Incapacitated, or any similar cage f m
. 0 n
also clause (§), Instruction 97). “Mergency, ( !

() Sander.s.-—To operate the Sanders, 5y is tak
Main Reservoir through an isolating valve and 5 5—‘“ from th
to the Sanding Air Pipe Reservoir. The Air isrfhu.cmg Valye
each end of the Car and thence through operat; €N taken 4,
the Sanders. Ing valye,

(i) Windscreen Wipers.—The ajr g
screen Wipers is taken from the Main Reservoir Pipe ang
action of each Wiper is controlled by an operating Valvz i

(j) Pneumatic Doors.—In addition to the above

€n t
Penc Nl

to

Ply to the ;o

ment some bogi ; : - quip.
gie cars are provided with pneumatically gperageq
doors under the control of the Motorman. (See Diagram

No. 4).

By means of a four position Rotary Valve with removable
handle the Motorman 1s able to open the two “(p" side
doors, the two “Off ” side doors, or all doors as required,
To prevent the escape of air at the non-driving end when ajr
15 admitted to the Door Engines, a double Check Valve 15
installed in the piping to each pair of doors. Fach Valye
consists of a Piston in a Cylinder which is forced over when
air is admitted to one end of the Cylinder, thus allowing air
to pass to the Door Engines by way of a central port but
preventing air passing through the Cylinder to the other end.

A Door Engine is mounted over each of the four doors and
consists of a Piston in a long Cylinder. To one ?nd of t}_le
Cylinder, through which the Piston rod extends, air at Main
Reservoir pressure is always applied. The Piston rod hls
attached to the top of the door so that the movement of the
Piston in the Cylinder operates the door.
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When the Motorman desires to close the doors he admits
air to the other end of the Cylinder by an operation of the
Rotary Valve. As the area of the Piston in contact with th‘e
air 1s greater on this side than on the side which has air
pressure constantly applied, the Piston is forced over to the
“door closed” position. To open the doors the Motorman
must return the Rotary Valve to the “door open” position,
thus opening a port which exhausts the air from one end of
the Door Engine Cylinder to atmosphere. The air pressure
on the other end of the Cylinder then forces back the Piston
to the *“door open " position.

92. Air and Brake Equipment of One-man Type Cars.—
See Diagram No. 3.—(a) In addition to the Air and Brake
equipment, as described in Instruction 91 (a) to (i), One-man
type cars have the following equipment : —

Dead-man’s Device on Controller.

Double Check Valve.
Pilot Cut Off Valve.

Emergency Valve.

Circuit Breaker Cylinders.
Door Operating Valves.
Door Selection Cocks.
Valve Pullers.

Door Engines.
Doors and Steps.

(b) Dead-man’s Device.—This is incorporated in a special
cover substituted for the cover employed on the K. 35 type
Master Controller. It embodies an Air Valve operated by
depressing the Controller handle against the action of a return
spring. Air from the Main Reservoir Pipe passes through
the Valve to the Safety Control Pipe when the handle is
depressed and air from the Safety Control Pipe is exhausted
to atmosphere when the handle is released.

It 1s necessary for the Motorman to hold the Controller
handle depressed except when the Air Brake has been applied.

{c) Double Check Valve.—The function of this Valve is
to 1solate the Safety Control Pipe at the end from which the
car 1s not being operated and so prevent it being exhausted
to atmosphere at the Controller at that end. It consists of a

_
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Piston in a Cylinder to which the
nected at both ends—one pipe go;
and the pipe at the other end of ¢

end. A pipe at the top of the Cylinder IS ta
Cut OF Valve.

When the Controller handle is depressed
man changes ends, air at Main Reservoir Dress
to one sidg, of the Pisto}r: of the Double o
it over and permitting the air to pass thyo » Toryy
the Pilot Cut Off Valve. At the sIa)lme timeutg}}:etg:ftsp port t,
Pipe leading to the other end of the car Is isolategyfcontrol
top port. - rom the

(d) Pilot Cut Off Valve.—The function of th; Valye :
to allow the Motorman to remove his hand from the L
handle if the Air Brake has been applied. [t consis;1 trolfler
spring loaded Valve which is operated when air presssu0 X
admitted to the Straight Air Pipe by the operation ofre }:s
Motorman's Brake Valve. The operation of the Pilot Cy E)f?
Valve prevents the passage of air between

the E
Valve and the Double Check Valve, thus permittiig tr}rllee rSg:{rg
Control. Pipe to be exhausted, when the Air Brake has been

applied, without exhausting air from the Emergency Valye
and causing the latter to operate.

(¢) Emergency Valve.—The Emergency Valve consists of
a Piston, a Slide Valve operated by the Piston, and also
Relay Valve. Air from the Main Reservoir is admitted to the
back of the Piston and also to the top of the Slide Valve.
From the front side of the Piston the Emergency Pipe is taken
for the operation of the Pneumatic Doors,

Within the Emergency Valve a port leads from the Emergency
Pipe Port to both ends of the chamber in which the Relay
Valve is situated. A port also connects the pipe from the
Pilot Cut Off Valve to this chamber. From below the seat

of the Relay Valve a pipe is taken to the Circuit Breaker
Cylinders.

The Slide Valve connects ports from the _Stralght Ali
Pipe and Brake Cylinder Pipe when the Piston is 1n the norm;;i
position and when it is in the Emergency position air from tke
back of the Piston is connected to the port leading to the Bf ¢
Cylinder Pipe. The operation of this Valve is as follows:

: / 1an
When the Controller handle is depressed by the Motorm

. 0
UIE s oy

Check Vi,
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1 the Motorman's Brake Valve placed in the Release position,
? he Safety Control Pipe 1s charged with air at Main Reservoir
Préﬂm which enters the _Emergen_cy Yalve and passes to the
op of the Rdgy Valve Piston which is for.ced on to its seat
acainst & Spring and c]qses . the port wh(ch connects the
E:nez‘zency Pipe to the ClTCU!t Breaker Cylmders.. Air then
fows ‘through a groove alopgSIde _the.Relay Valve into a port
leading to the Emergency Pipe which 1s gradually charged with
v, This air pressure is also applied to the front of the
Emergency Valve Piston which .hqs air direct frqm thq Main
Reser\'OiI’ al\«tays'at the back of it in the chamber in which the
Glide Valve is situated.

When sufficient pressure has built up in the front of the
Piston, it throws and uncovers a port which connects the
Main Reservoir to the front of the Piston and thence to the
Emergency Pipe. At the same time the Slide Valve is operated
and connects the Straight Air Pipe to the Brake Cylinder so
that normal operations of the’Brake can be performed by the
manipulation of the Motorman’s Brake Valve. When, however,
air pressure 1s reduced m the Safety Control Pipe the Relay
Valve operates and uncovers the port which exhausts the
Emergency Pipe to atmosphere via the Circuit Breaker
Cybnders. Pressure 1s thus reduced on the front of the
Emergency Valve Piston which throws and carries with it
the Slide Valve thus connecting the air at Main Reservoir

Pressure 1n the Shide Valve chamber to the port leading to the
Brake Cylinder Pipe.

In order to prevent a drop In pressure in the Emergency
Pipe, and consequent operation of the Emergency Valve,
when two or three door engines are operated at the same time
a small Air Reservoir is placed in the Emergency Pipe Line.

(f) Circuit Breaker Cylinders.—One cylinder is located
adjacent to each Circuit Breaker handle. When the Emergency
Valve operates, the air from the Emergency Pipe is admitted
to each Circuit Breaker Cylinder, thus forcing forward a Plunger
which hits against the Circuit Breaker handle causing power
to be cut off from the Controller. When the Plunger 1s
extended the air is exhausted to atmosphere.

~(9) Door Operating Valves.—Foot operated Valves are
installed at each end of the car. They consist of two Plungers
(one of which is removable) placed side by side. Pressing down

;



one Plunger permits air from the [

p . m .
to the pipe ]eadmg to the door engine V :ll;ge?)c}' Plpe to
down the other plunger exhausts the pie 1f1|ler3‘ respfasg
Pullers to atmosphere. Pe trom the vs'hg

(h) Door Selection Cocks.—T} alve
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door operating valve at that end of the car. The the
doors can be isolated or selected by cock o ¢q

: . cks placed Ntre
lines leading to these doors. In the Pipe

(i) Valve Pullers.—Each Door Engine 1 :
Valve Puller which determines to which s; > CqUippeq With
Piston, air 1s admitted. which side of the Door Engin:

C'{_‘hg Valve puller consists of a Spring loaded Piston :
ylinder to which air is admitted by meag of on 1y 4
Operating Valve. The air pressure forces oyer t}tlhe Door
against the compression of the spring. The.regyl; ¢ Piston
ment of the Piston Rod is transmitted by a cop ant moye,
to the arm of the Door Engine Rotary Valve. W‘LeCtor link
exhausted by further operation of the Door Oper "
the spring returns the Piston carrying with it th

link and the operating arm of the Door Engine

A air is
atlng VaIVe
€ connectqr

| : Rotary Valve,
(j) Door Engines.—The Door Engine consists of two

Pistons rigidly connected by a shaft in which teeth are ¢y
form a rack which engages a quadrant attached to the levto
operating the doors. The Pistons are situated in opposiriir
Cylinders to which air is admitted as determined by th
position of a Rotary Valve. -

When air is admitted to the Valve Puller the resultant
movement of the Rotary Valve arm causes air from the
Emergency Pipe to pass through the Rotary Valve to one
Cylinder, forcing over that Piston and the racked shaft. The
quadrant 1s thus rotated and the doors open.

When air is released from the Valve Puller the Door Engine
Rotary Valve is operated causing air to be exhausted from the
Cylinder previously charged and air admitted to the other
Cylinder causing that Piston to be forced over reversing the
movement of the quadrant, and the doors close.

If air be exhausted from the Emergency Pipe by an opera-
tion of the Emergency Valve no air is available for the Door
Engine which is then in a state of balance and the doors can
be operated by hand.
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Isolating Cocks are provided on each Door Engine to cut
off the supply of air from the Emergency Pipe when the Door
Engine 1s defective. The defective door can then be operated

by hand.

(k) Doors and Steps.—The operation of the Door Engine
causes a shaft to revolve to which the folding doors are secured
thus causing the doors to operate. The shaft is extended
below the doors so that its movement will operate a folding
step.

93. (a) There are several forms of braking available for
controlling a car, viz. :—

(1) The Hand Brake.

(1) The Air Brake.

(in) The Rheostatic Brake.

(iv) The Reserve Power Brake.

(6) The Hand Brake operates on the car wheels through the
brake shoes and is applied by turning the hand wheel at either
end of the car. It is held in position by a foot operated locking
device.

The Motorman must Signal the Conductor to apply the
Hand Brake where necessary when the car is in motion. Except
when necessary to prevent accident, the Conductor must not
apply the Hand Brake unless he receive the signal from the
Motorman to do so. (See clause (), Instruction 106).

The Motorman must, by means of the Hand Brake, counter~
act unsteadiness due to defective Rheostats, but must not, other-
wise, start the car whilst the Brake is on.

(c) The Air Brake operates by air pressure upon the car
wheels and through the same brake shoes as the Hand brake.
Details-of the Air Brake mechanism are given in Instructions 91

and 92,

When from any cause the Air Brake is noperative, the speed
of the car must be limited to a rate at which the car may be
controlled, or, where necessary, stopped by means of the Hand
Brake alone ; in such circumstances the Hand Brake will form
the Service Brake, but in cases of emergency the Motorman
must make use of the Emergency Brake. (See Instruction 97).

The handle of the Controller must always be at the *“ Off
position when a Service Brake is applied.
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(¢) The Reverse Power Brake can on ol
single truck—two motor—equipment an oved on t},,

hy be em
tailed 1n clause (e), of Instruction 95. % OPerated 4 de-

94. Bogie Cars.—(a) In the Bogie and
car equipments the separate forms of Br:l?ingoar:'?f“ type
hereunder :— S showy,
(i) Service Brake.—By an ordinary applicat:
Air Brake or (i the Air Brake be e i
Hand Brake. (See clause (§)). ative)

(1) First Emergency Brake.—B
Application. (See clause (c)).
(1) Second Emergency Brake.—(One-map type ca
only). By Dead Man’s Device. (See clayse ( d)r)s
(iv) Third Emergency Brake.—By using the Motor

as Generators. (See clause (e) ).

(b) Service Brake.—This application, which is used for
general purposes, consists of an ordinary application of the
Air Brake Apparatus. To apply the Brake the Motorman,
after placing the Controller to the Off position, must tury
the handle of the Brake Valve to the Service Application
position, and when the desired effect has been produced, he
must turn the handle to the Neutral position; if the Motor-
man find that his application 1s insufficient he must make
another, but lighter, application, and again turn the handle
to the Neutral position. These operations must be repeated
untl sufficient pressure has been applied to gradually bring
the car to a stand; the Air Brake must be released before
the car 1s actually stopped. (See also Instruction 96).

(c) First Emergency Brake.—The First Emergency Ar
Brake is applied by placing the handle of the Brake Valve to the
Emergency Application position, and applying sand to the rail.
(See Instruction 99).

(d) Second Emergency Brake.—The Second Emergency
Brake on One-man type cars is applied by removing the han

y Aur Emergency

otors

—
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from the Main Controller Handle. This applies the Main
Reservoir air pressure directly to the Brake Cylinder.

(¢) Third Emergency Brake.—The Third E,l’mergency
Brake can only be applied by means of the “K35" type of
Controller. The Motorman must place the handle of the
Controller to the Off position and then place the handle of the
Reverser to the position m which an application of power w!ll
oppose the motion of the car ; the handles must be left in
above-mentioned reversed positions until the car has been
stopped.

This application 1s not dependent on the supply of power
from the Trolley, and, as 1t is likely to damage the electrical
equipment, must not be used except in cases of extreme
urgency. )

95. Single-truck Cars.—(a) In the Single-truck car
equipment the separate methods of braking are as shown
hereunder :—

(1) Service Brake.—By an ordinary application of the
Air Brake or (if the Air Brake be inoperative)
Hand Brake.

(1) First Emergency Brake—By Air Emergency
Application.

(1) Second Emergency Brake.—By Rheostatic.
(iv) Third Emergency Brake.—By Reversing.

(v) Fourth Emergency Brake.—By using the Motors

as generators,

(6) Service Brake.—This application, which is used for
general purposes, consists of an ordinary application of the
Air Brake Apparatus. The Motorman, after placing the
Controller to the “Off” position, must turn the handle of
the Air Brake Valve to the Service Application position, and,
when the desired effect has been produced, he must turn it
to the Neutral position; if the Motorman find that his appli-
cation 1s insufficient, he must make another, but lighter, appli-
cation and again turn the handle to the Neutral position.

hese operations must be repeated until sufficient pressure
has been applied to gradually bring the car to a stand: the
Air Brake must be released before the car is actually stopped.
(See also Instruction 96).

(c) First Emergency Brake.—The First Emergency Air
Brake is applied by placing the handle of the Brake Valve to
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the Emergency application position, and , ks
the rail. (See Instruction 99). PPlying san |
Q

(d) Second Emergency.—To use
(the Rheostatic Brake) the handle of the Contrg] Emergenc
turned backwards from the “Off " pogitior oo, Must y
braking notches into action ; the movement of t}r: to bring the
Controller to the first braking notch coupleg et}tlandle of th:
as to act as generators and short circuits them e
Rheostats which are gradually cut out by the hthrou
moved to the full braking notch. This produces aandlq eing
braking effect whilst the car 1s moving rapidly. T},iconS]d'erable
is not dependent on power from the Trolley, anq S applicatio,
fore, be used even if the Trolley-pole be lO’Wered may& there.
operate (though less effectively) when one motoy ian 1t wij]
When applying this Brake, the same care must bes cut oyt,
when passing over Brake Notches as when passip €Xerciseq
Power Notches, and the handle of the Reverser miszvir the
for the direction in which the car is running ; the hand] ‘; set
Controller must not, however, be moved too rapidly :SO th}e}:
a hcmirse may cause damage to the equipment, or ,Skidmiﬁe
wheels.

(¢) Third Emergency.—To apply the Third F
Brake, the Motorman must perform, in the orde
the following operations :—

(1) Place the handle of the Controller to the *“(ff”
position.

(i1) Place the handle of the Reverser to the position at
which an application of power will oppose the
motion of the car; and

() Turn the handle of the Controller to First Seres,
and, if necessary, to (but not beyond) the Second
Series notch.

If the Controller be turned beyond Second Series notch
the Motors may lose their braking power, and the equipment
may be damaged.

This application, whilst dependent for its action on power
from the Trolley, will operate (though less effectively) when
one Motor 1s cut out.

(f) Fourth Emergency.—To apply the Fourth Emer-
gency Brake the Motorman must perform, in the order named,
the operations specified hereunder :—

(i) Place the handle of the Controller to the Off position-

the Seco“ d

mergency
I named,

>
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(ii) Place the handle of the Reverser to the position at
which an application of power will oppose the
motion of the car; open the Cireuit Breaker ;

and

(i) Turn the handle of the Controller to the Full Parallel
position, and hold it at such position until the car
has been stopped.

This Application 1s not dependept on the supply of power
from the Trolley ; neverthqless Its action is like.ly to cause
serious_damage to the electrical equipment, and it must not
be used except n a case of extreme emergency.

96. Service Braking.—Due care must be exercised in
operating the Service Brake, which, for an ordinary stop,
must be applied gradually and released, To avoid causing
discomfort to passengers, and unnecessary straimn on the equip-
ment or needless loss of compressed air, a light application
should be made at a sufficient distance before reaching the
stopping place; when the car has been brought nearly to a
stand the Air Brake should be released, and, where necessary,
the Hand Brake must then be applied. (See also clause (),
[nstruction 86).

97. (a) Emergency Braking.—There are various forms
of Emergency Braking, which, when used, must be applied
in the order set out in Instruction 94 or 95,

(1) On Bogie Cars, there are two and on One-man type
cars three separate forms of Emergency Braking.

(1) On Single-truck Cars, there are four distinct forms
of Emergency Braking.

(b) If all the methods of Emergency Braking fail the
Motorman must, except on the One-man type of car, signal
to the Conductor to open the Conductor's Brake Valve.
(See clause (), Instruction 106, and clause (g), Instruction 91).

(c) When an Emergency Brake is used, the hand Brake must
not be applied until the car has almost stopped ; excessive
raking causes the wheels to skid, which defeats the object in
raking.

(i) An Emergency Brake may not stop a car on a gradient,
but it will reduce the speed of the car to a low
rate. [f the Hand Brake be defective, the Motor-
man must take the necessary steps to scotch the
wheels, or arrange for his Conductor to do 50,
where it is desired to bring the car to a stand.

¥ ,
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(i) The Motorman must furnish a report to the O
in-Charge, as soon as possible in every in cer.
in which he uses an Emergency Braje st%nge
clause will not, however, apply to thé . his
operations prescribed in clause (c), Fostractly r?h';s

98 (o) Falling Gradients.—When descending any grad;
the speed of the car should be cont.rolled by applying and reta?nt
ing sufficient air in the Brake Cylinder to prevent the cqy fron‘
accelerating beyond the prescribed rates of speed. (See I:l
struction 89). i

(b) Skidding or Slipping.—The Motorman must endes
vour to avoid skidding the wheels of the car.  If the whee]s ;.
whilst power from the overhead 1s applied, the Motorman
place the Controller to the “ Off ™ position and apply
again in the regular way.

The best effect in checking the speed is produced by
retarding the rotation of the wheels without skidding,

If the wheels skid whilst the Brake is applied, he must
apply sand to the rail, release the Brake sufficiently to alloy
the wheels to revolve, and again apply the Brake in such a way
as to avoild skidding. (See also Instruction 99).

If, when the Conductor applies the Hand Brake, the wheels
skid, he must release the Brake and, 1f necessary, apply it
again.

(c) Brake Defects.—The Motorman must devote attention
to the condition of the Air Brake, and at once investigate any
indication of defect in any portion of the Apparatus.
In the event of any defect in the Air Brake, Rheostatic,
or Hand Brake equipment, the particulars must be communi-
cated to the Officer-in-Charge as soon as possible. If the Brakes
on any car 1n traffic are unserviceable, the Carmen must arrange
for all passengers to alight and to proceed to their destination
by the next following car ; the defective car must be run empty
to the Car Shed.

The Motorman must, on each trip, frequently observe the
indication on the Pressure Gauge.

(i) If at any time the pressure has fallen below 55 Ib., the
Motorman must bring the car to a stand clear of
Crossings and carefully note whether the Compressor
is operating, and if the Compressor be working anfl
the Pressure Gauge is not affected thereby, the Awr

s slip
must
Power
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Rrake Apparatus must be regarded as unserviceable ;
if, however. the Compressor be not operating the
Motorman must see  whether the Comprcssor
Cut-out Switch is open and, if so, close it and
note whether the Compressor is then actuated.
I{ although the Compressor Switch is closed the
Compressor is not working the Motorman after
opening the Compressor Cut-out Switch, must
renew the Fuse in the Switch, and, if the second
and a third Fuse blow, the Air Brake Apparatus
must be deemed to be unserviceable.

Note.—The Compressor Cut-out Switch (see
Diagram No. 1) must always be opened—i.e., placed
to the “Off” position—before attempting to
examine or change the Fuse.

(i) If at any time the pressure rise above 75 lb. the
Motorman must Stop the car, and by applying and
releasing the Brake endeavour to reduce the pres-
sure in the Reservorr, and, if by these operations,
the pressure be sufficiently reduced, he must before
starting, note whether the Compressor operates;
if when the Air Pressure is reduced, the Compressor
starts, but the Compressor is not automatically
cut out when a pressure of 70 lb. is restored,
the Motorman must open the Compressor Cut-out
Switch and regard the Air Brake Apparatus as
unserviceable.

99. Use of Sand.—The Motorman must frequently stir
up the sand in the boxes, see that the sand gear works properly,
and keep a sufficient supply of sand in the boxes whilst the car
s in traffic. Any defect of the sand gear must be noted in the
Trouble Card Book: baskets, cans, etc., must not be carried
inthe sandboxes. In any instance in which it 1s necessary to use
sand for Emergency Braking purposes, the Motorman must
start the sand before applying the Brakes.

The Motorman should not use sand on or near any points
unless such a course be necessary.
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PREVENTION OF ACCIDENTS,

100. (a)'Employes must exercise care in the perfo,
of their duties to prevent accidents or injury to ther, [mance
others, and must spare no opportunity of Warning thss Ves or
neglect to take proper care. 5¢ who

Reckless exposure of himself or others to danger op 4,
of any employe will be treated as an offence againste }?a
Instructions. . these

Before using tools or appliances of any kind, e I
chould make sure that they are in a safe position to pngYes
the service required. Orm

Foremen and Gangers must satisfy themselves thy b
men concerned understand what is required to preven the
dent to themselves or others. acel

(b)) The Conductor, when alighting from the car, —
always face the direction in which the car is travelling;
must not unnecessarily lean out of, or alight from, the & ©
on the side for which the barrier Is In use. a

When cars are passing through the gate-ways of the Cay
Sheds, the Conductors must remarn inside the cars. [f it be
' necessary to adjust destination signs or other outside equip-

ment before a car goes into service, this duty must he
performed whilst the car 1s stationary.

() Every employe must exercise proper care in getting
between vehicles for the purpose of coupling or uncoupling
them, and in the performance of any other duty that necessarily
exposes him to danger or risk of personal njury.

Except where instructions are issued to the contrary, any
employe who may have occasion to go under a car on a Running
Line must previously obtain one handle of the Controller
from the Motorman and see that both Hand Brakes are fully
applied so as to be quite sure that the car will not be moved
until all is clear. Immediately after the work has been
completed, the handle must be returned to the Motorman.

(d) When it is necessary to use the Motorman’s Insulated
Ground Wire the employe concerned must be particularly
careful to first make good contact with the rail with one end o
the wire before placing the other end of the wire on the rear
wheel of the car. The wire must be held by the insulated
portion and when the contact has been made the employe
concerned must turn his head so that if arcing occur his eyes
will not be affected.
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(¢) Employes are warned of the risk of electric shock or
burning which might be incurred by tampering with any
electrical apparatus, overhead connections, or dangling wires.
They must always bear in mind the danger of touching, or
allowing any conducting substance with which they are in con-
tact to”touch any Transmission or Contact Wire, or other

Live” material. It must, however, be borne in mind that
under certain conditions the same danger exists, in the handling
of ladders, etc. Each employe must, therefore, be on his
g_uard to avoid exposing himself or others to this risk, par-
ticularly those engaged on the roofs of vehicles, buildings,
or vera}ndahs, or on or under overhead structures or over-
line bridges. (See also clauses (I) and (m), Instruction 79.),

Any _employe who is required to handle a Live Wire must
avoid risk by using some dry non-conducting material. Em-
ployes must make proper use of articles or appliances provided
for their safety and convenience.

. Employes must make themselves familiar with the instruc-
tions under the heading of Directions to be observed in cases

of Flectric Shock. (See end of this book).

(f) Any employe who observes any damage or irregularity
connected with the overhead equipment must do all in his power
to prevent mjury to any person or damage to property, and must
warn pedestrians and drivers of vehicles to keep clear of the
equipment. He must take immediate steps to stop any cars that
may foul the damaged equipment, and as quickly as possible
report the derangement, or ensure its being reported, to the
Officer-in-Charge, stating the extent, locality, and whether the
Up or Down Line is, or both Lines are, affected. The time
the trouble was observed, and 1ts nature and consequences so
{ar as can be ascertained must be also given. (See also Instruc-
tion 124).

If the employe observing the irregularity consider the con-
ditions dangerous, he must remain at the site and perform
such services as the occasion may require until the danger 1s
removed, or he has been released by the Officer-in-Charge.

The Officer-in-Charge or other official receiving the report
of any fault or irregularity in the overhead construction must
immediately report the particulars to the Overhead Depot,
Batman Avenue. The Officer-in-Charge must proceed to the
scene by the most expeditious means available.
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() An unauthorised person must not open, close
wise interfere with any overhead switch or " OF other.

feeder.

(h) No employe shall, under any CirCUmStance
apphances or machinery except in the authoriseq mS, OPerate
all are cautioned against mterfering with anner, an

- : ny a :
such a way as to prevent its legitimate action,. Pparat;g In

Carmen must not needlessly remove the apron of 4,
troller or the door of any Motor Case, and must not igt Con.
or permit any unauthorised person to interfere with, the asi?fere
ment of any Circuit Breaker or other electrical equi Just.

Pme
101. (a) Most accidents are due to some form of nt.
vertence. Sometimes the Carmen are at fault, byt o Inad.
dents are due to a lack of care on the part of others. heraccx-
the fault lies, it is the most earnest wish of the COmmissioever
to minimise, and if possible eliminate the risk of acc ners

ident,

(b) Each Instruction contained in this book is baseq o
an established principle for avoiding some Particular fon;l
of accident or irregularity, and if any employe wilfully ignore
an Instruction or permit it to be 1gnored, he courts 4 recurrence
of the unsafe conditions that the Instruction is designed 1,
prevent. Remember always the cardinal principle  “ Srery

Figst.”

(c) Every employe is enjoined to study and strictly observe
all Instructions, including special or local Instructions ang
Notices that have any bearing on his dutjes. He should
possess a thorough knowledge of what each particular [nstructjon
prescribes or implies, and thus be prepared to act accordingly
when the occasion and the requirements of safety demand it.

(d) When the car is in motion, responsibility for safe
running rests mainly on the Motorman. Appliances are pro-
vided for quickly and eftectively controlling the car, and by
a strict observance of Instructions and orders, the exercise of
vigilance, good judgment, and proper care, the risk of accident
will be reduced and the interests of the Carmen and the
department will be conserved.

(¢) Motormen : Note.—A likely irregularity calling
for prompt action is a vehicle suddenly emerging at
an excessive rate of speed from a side or cross street
and attempting to cross the track whilst your car 15
approaching. Although the Driver of the vehicle is
required to look for your car, you must regard him
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as unaware of its approach ; therefore sound the Gong
when approaching any side or cross street and continue
to sound it ; if necessary, slacken speed and be ready to
stop and do not attempt to pass any vehicle unless
certain that there 1s ample room.

Be especially cautious when approaching any wagon
Jaden with long timber or other projecting material ;
always remembe.r that a wagon or other vehicle con~
veying such loading, forms a large arc when turning—
when the front of the wagon is being turned away from
the track the rear portion of the load turns towards,
and may foul, the track. If in doubt, stop; do not
accept any risk or leave anything to chance.

Always slow down and proceed cautiously when ap-
proaching oY passing a restive horse; horses when
frightened may back towards your car instead of
moving away from the track.

(f) Conductors : Note.—Some persons who are in~
jured when attempting to board or alight from a mov-
ing car may claim that the car was started whilst they
were in the act of boarding or alighting, and that you
are responsible for the occurrence.

When you see any person about to board or alight
from the moving car ; shout to them ; warn them of the
danger—hold them if practicable, but Call out—
“Wait till the car stops.” By thus shouting a warn-
ing you will also aitract the attention of other pas-
sengers to the danger, and, if an accident occur,
witnesses will be available to prove you are not to
blame.

In the event of any passenger falling from a car
whilst it is in motion, the car must be stopped at once
and all necessary assistance must be rendered.

NoTE.—Attention is also directed to Instructions Nos. 2,
3, 13, 16, 19, 20, 27, 28, 33, 40, 41, 42, 45, 46, 47, 48, 49, 50,
51, 52, 53, 55, 62, 75, 76, 77, 79, 82, 83, 84, 85, 86, 87, 88,
89, 96, 97, 98, 99, 102, 106, 107, 108, 111, 116, 117, 118, 119,
120, 121, 122, 123, 124, 125.
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SIGNALS.

102. Carmen must obey all Signals relating to the m
ments of a car. Ove-

103. (a) Hand Signals will be made with Flags by 4
and with Lamps by night or in foggy weather, A Red | aﬁr,
or a Red Flag 1s a signal of “Danger,” ie, Stop " ght
the absence of a Red Light, any light waved violently der,lot:;l
Danger. 3

(b) Except where they are employed for the purpose of
marking the actual point of obstruction, Hand Lamps anq
Flags, when used as signals, must always be held in the hand
and not placed upon, or stuck into, the ground, or fixed
elsewhere.

(c) Hand Signal Lamps and Flags must be kept clean and
ready for immediate use. Flags which have become so wory
or soiled as not to be readily distinguished at a proper distance,
must be replaced.

104. In the absence of Hand Signal Lamps or Flags, Hand
Signals, as described below, may be used by employes when
engaged in the working of cars.

(1) Both arms raised above the head denotes  Danger—
Stop.”

() One arm held in a horizontal position denotes *“ All

Right."
105. A Green Hand Signal waved slowly from side to

side by trackmen indicates that cars must reduce speed to
five (5) miles an hour, or such other speed as may be pre-
scribed, over the portion of the Line protected by such Green
Signal. (See Instruction 115).

106. (a) Gong and Bell Signals.—All Signals given by the

Motorman or Conductor must be correctly and clearly sounded.

- R
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(h) The Signal Code for the Motorman and the Conductor

s as specified hereunder :—

See
Instruc- SIGNAL Beats on How to be given
tion Gong
R
By Motorman—
76 (a) | Before moving the Car under
any circumstances This Signal must be given
107 When meeting another Car and by twinconsecutive }:g;eats.
) when passing a standing Car and must be continued
107 When passing around a street or repeated as circum-
Corner . stances may require ;
107 When approaching any Street L but the Motorman must
where the view is obstructed 2 be prepared to stop the
49 To warn employes or other per- Car if his Warning
sons, or drivers of vehicles on Signals are not obeyed
or close to the Line; or to of 3 e shanld Tave
drive animals clear of the reason to apprehend
Line danger
111 () | Lower the Trolley |
Beats on
Bell
— For Conductor to come through 1*
97 (b) | For Conductor to open Emerg- 3* | Consecutively
ency Brake Valve
93 (b) | Apply Hand Brake 6* | 3, pause 3
88 (i) | Release Hand Brake 3* | Consecutively
By Conductor to Motorman—
86 (2) | Stop at next Stopping-place .. |
106 (¢) | Proceed i ..| 2 | Consecutively
86 Stop for over-carried Pas- 2 | 1, pause |
senger
106 (d) | Danger Stop (Emergency Stop 3 | Consecutively
signal)
86 (h)| Car full. Do not stop to pick 4 | 2, pause 2
up Passengers, applicable to
Conditional Stopping-places
only

* These signals by the Motorman, must be given by means of the rear

Bell.

(o) The signals by the Conductor to the Motorman must

be given on the front Bell.
communication by the Bells or Gon

L_

The use of any uqauthorised
¢ is strictly forbidden.
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’(d) ‘Except n the case of the F.mcygmw Sy _
Motorman must acknowledge eacl, Bell g5 /P ‘Q"?hwl
it on the Gong—on receipt of the I emal by ohe

: mergen, Q
Motorman must, as quickly as possible str»;y r\}‘
: Sible, stoy,

(¢) When for any purpose the car |y, be

stand on a Running Line, whether at an au:}? ,brought '

Place or elsewhere, the Motorman, exce e StOpfg !
One-man type car when operated under Bne'_“ the o, 1118
must not move the car unti] he recerves th ”l;an conditioy,
from the Conductor or other authorised persoe e Signa|
be not given distinctly, the Motorman must o Signy|
signal 1s repeated clearly, [p every case befornot start ypy) he

. e 1
see that. all 1s clear by looking in each direcsttiil)rtln » e myg
Instruction 87). In every case the Motormap - (5

starting, give two sharp and distinct strokes
acting on a Proceed Signal the Motorma
the signal refers to his car.

J M .
ta Q Dnnhhl’,‘

J . 4

: MNe
e Car, ‘nal' '}"\.

lso
Man my;
onthe Gopy befo
0 must make g, that
(f) In any instance in which on rece;

eceipt of ¢ :
the Motorman does not promptly proceed, hehfn S:t]l Signa]

starting, look back and await a Tepetition of he ) before
Signal.

(g) When giving the Proceed Signal, the Cond
In a position from where he can see the Exits and Ept
of the Car. He must allow each Passenger sufficient tiiinc:s
join, or alight from, the car ; he must not accept a signal fio X
the Motorman, but must himsel{ see that each passenger enterrt
or leaves safely. He must not ring the Bel] for the pburpos(a of
hurrying up any intending passenger, but must respectfully
call out, “ Hurry on, please !” He must not touch the bell-
strap until he 1s satisfied that each intending passenger has
entered, or each alighting passenger has alighted from the car.

107. The Motorman must sound the Cong  when
approaching any street corner, or before crossing any side or
cross street at which the view 1s obstructed, or when approach-
Ing any stopping place, or when approaching any other car,
or when passing a standing car, he must, however, avoid un-
necessary sounding of the Gong, particularly when passing
any place where Divine Service is being held.

uctor mygt he

: d
108. Carmen must keep themselves conversantf “ﬁth[’)ozliite
strictly observe, all signals displayed by members of the

I
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Force or other authorised omc_ials regu]ating traffic at inter-
cections or elsewhere.  Authorised illustrations of the signals
and the instructions applicable must be always exhibited in
the Rooms and Order Books provided for Motormen and

Conductors.

USE OF SIGNALS DURING OBSTRUCTION OR
pEFECT ON, AND REPAIRS OR ALTERATIONS
7O PERMANENT WAY OR OVERHEAD EQUIP-
MENT.

109. A Red Flag or Light exhibited on or near the track,
or on the overhead equipment, indicates that the Motormen

must stop clear of the spot at which the signal is exhibited.
(See also Instruction 111).

110. Unless otherwise arranged, Permanent Way Signals
qust be displayed by hand.

111. (a) In the event pf the track or overhead equipment
bemng obstructed.by -epau work or when it is necessary to
carry out work involving an obstruction to traffic, the em-
ploye in charge of such work must, before permitting any
such obstruction, see that a Red Danger Signal is plainly
exhibited at a sufficient distance from the obstruction until
the track and overhead are again safe for trafic. On a Single
Line, or where both tracks of a Double Line are affected,
the Danger Signal must be exhibited, as prescribed above, in
both directions.

(b) If, owing to defect or obstruction in the overhead equip-
ment, 1t should become necessary for a car to coast with the
Trolley pole lowered when passing over a portion of the track,
the Danger Signal must be exhibited as prescribed in
clause (a) hereof, and the Motorman must be informed of the
circumstances.

(c) Where, as prescribed in clause (b) hereof, it is necessary
for a car to coast with the Trolley pole lowered, the Motorman
must, before starting, have a clear understanding with his
Conductor in regard to the portion of track over which the
car 1s to run with the Trolley pole lowered.

The Motorman must, before starting, see that no passenger
is about to alight from or board the car, and the Conductor
must request passengers to keep their seats. After having
attained the rate of speed required for coasting, the Motorman

k
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must cut off Power and, by one beat on the €

nd, . Gon
“ Lower the Trolley signal.  On receipt of g B

Conductor must lower the .Troﬂey and hold
overhead equipment according to the requiremen;
the car has reached the point of clearance the MOtorS' o
stop the car and the Conductor must then rep]ace ﬂ?;aT

on the Contact Wire. o

In the case of a One-man type car, when operated
One-man conditions, arrangements must be made for undey
petent employe to accompany the car, over the area a?{ com.
for the purpose of lowering the Trolley and otheryis ected,
as laid down for the Conductor. €to

8ive

ich Signa| th:

't clear of the
e

act

112. When owing to a defect or to urgent repair worl
track or overhead equipment is likely to become Obs(t)r
the provisions of Instruction 111 must be promptly Tuct
out; but where such repair work is not of ap imme(&aimid
urgent character, or in the case of alterations to tracks Poa_te y
or overhead equipment, and the performance of such Vt]nts];
or alterations may Incur serious interruption to the Cay Serv?cr
the Ganger or Foreman must, unless the work has beee,
previously arranged for between the Branches concerned ang
the necessary notice issued by the General Superinte;ldent
of Transportation, communicate with the Ofﬁ(:er-in.C},arge
who will make any special arrangements that may be necessary:
in connection with the working of the traffic during the tme
such repairs or alterations are being effected.

, the
Cted,

Except in cases of urgency, the ordinary working of the Points

must not be altered, unless by previous arrangement with the
General Superintendent of Transportation.
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PERMANENT WAY AND WORKS AND OVERHEAD
EQUIPMENT.

113. The .Ganger must keep a register of the names and
places of residence of all the men employed under him, so
that in case of accident he may be enabled to summon them

immediately to assist In any way that may be required. Should
any obstruction take place, or other sudd

he must immediately collect the number

114. Each gang of Trackmen or Labourers working on
or adjacent to the Running Line must be supplied by the Road
Foreman with a Permanent-way Gauge, two Red Flags, two
Green Flags and two Hand Signal Lamps. The Ganger
will be held responsible for having the Hand Signals constantly
in proper order and ready for use. The Flags must be used

where necessary during daylight, and the Lamps after sunset
and 1n foggy weather.

€N emergency arise,
of men required.

115. The Red Signal indicates Danger, and must be used
when 1t 1s necessary to stop Traffic. The Green Signal waved
slowly from side to side by Trackmen indicates that cars must
reduce speed to five (5) miles an hour, or such other speed

as may be prescribed, over the portion of the Line protected
by such Green Signal.

116. (o) In any instance in which the track or overhead
equipment 1s obstructed or unsafe, or in which it is necessary
to carry out track or overhead repair work that will involve
an obstruction to traffic (in which latter mstance, due notice
must be given to the Ofhcer-in-Charge) the Ganger must arrange
for the Danger Signal being planly exhibited at a sufficient
distance from the obstruction in one or both directions, as

the case may require, until the obstruction is removed or the
defect remedied.

(6) Any repairs which involve the stopping of cars must,
as far as is practicable, be carried out at such time or times
as will cause the minimum interference to traffic.

(c) In the event of a Hand-signalman being stationed near
the obstruction, he must be informed of its nature, and must
Protect the traffic until the obstruction has been removed.,

E Or precautions to be adopted, and use of Permanent-Way Signals
uring alterations or repairs, see Instructions 109, 110 and 111.

.
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117. (a) When a car is approaching,

em
the Permanent-way must not remain ployes at work o

p . on o
Running Lines, but must at once move clear of ;]lbetween any

they can distinctly see that they are in 4 pOSiti!;:nes’ Unlege
and in no danger from another car or traffic 3 (}f safet
unobserved. PProaching thery

(#) In any instance i which overhead
Trackmen are working at a place at which the
cars cannot be heard or observed in sufficient tinilpproach of
safety, the Ganger, or other employe in cha e ofe t}? ensure
must station a Hand-signalman, in each directiot € work,
necessary, to give the necessary warning of , N Where
trafhic. PProaching

(c) Alterations or Repairs that may affect any of 1}, .-
bonds of the Permanent-way must not be carried oyt € rail-
the Ganger or other responsible employe has arrjy (lllnless
authorised such work. ed and

(d) During foggy weather a rail must not be displaced
neither must any other work that may obstruct the passage f
traffic be performed, unless 1t 1s essential to safety. ge of

(¢) In any instance in which, during alterations or repy;
it is necessary to use fire or lights, due care must be i?:rs’
cised to avoid any risk to the track, equipment, Ro]ling-stozi-
or adjacent property. ’

(f) Whenever the surface of the roadway is removed,
proper signals must be exhibited to warn vehicular and foot
traffic: in addition, any necessary crossing places must be
provided for street traffic, and every effort made to ensure the
safety and convenience of the public. |

(¢) Disused material must be removed from the Running
Lines as soon as possible and placed clear of the public road-
ways, and, unless otherwise ordered, it must be removed before
unset to the Depot or other prescribed storage place.

(k) Tools, implements, sleepers and pieces of 1ron, wood
or other materials not actually in use must be kept clear of the
tracks, and not within two feet of the nearest rail.

The Ganger is responsible for the custody and safety of all
Permanent-way material.

All tools and implements provided for repairs and renewals
must, when not in actual use, be locked away in the building,
truck, or box provided for such purpose, and the Ganger s
responsible for its security.

Repair-men o

‘___A
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118. (a) The track must be patrolled and examined from
end to end on every week day. The Ganger should patrol
the track personally but may, 1if he cannot conveniently under-
take the duty, appoint a trustworthy Trackman to perform it.
The Ganger must, however, examine the whole of the track
personally at least once a week. The patrolman must note
every Irregularity in a pocket book provided for the purpose.
The Ganger must present such book regularly to his superior
officer, who must personally examine and initial it, and give
directions as to the carrying out of the ordinary repairs according
to their order of importance, etc. ; repairs that require urgent
attention must, however, be promptly attended to by the
Ganger.

() The Ganger must see that broken rails, sleepers, or other
defective materals are removed from the track with the least
possible delay, and that sound materials are substituted. Every
instance of a broken rail must be specially reported to the Road
Foreman so that, if necessary, investigation may be made as
to the cause of the breakage.

119. (o) The Ganger must see that the rails do not
stand above the paving, particularly at Points, Crossings, or
Curves, and that the surface of the track between the rails, or
immediately outside them, is not raised so high as to interfere
with the mechanism of the cars.

(b) The authorised super-elevation must be maintained on
the outer rail of every curve.

120 (¢) The Ganger must see that every drain, rail, and
rail groove 1s kept clean and free from obstruction, and must
give special attention to this duty during and after any storm.

(6) In the event of heavy or continuous rain, he must ex-
amine carefully the action of the water through the streets,
culverts, etc., and on the track, and arrange for the track gang
to clear the grooves of any rails which have a tendency to
siltup. Inany instance in which the Ganger apprehends danger
to the Permanent-way, he must immediately signal cars to
proceed cautiously or to stop, as necessity may require, and at
once inform the Officer-in-Charge, by telephone or other
means, and take all precautionary measures for securing the
stability of the Permanent-way.

121. Any ladder, guy, scaffolding, or trestle, etc.,, must
e kept_at a proper clearance from the track during the erection
or repair of any building, etc.

¥,
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122. In any instance in which the an
b]asting‘(_)r excavation which may be m(ely ger Notica
the stability of the track, he must demand thato INterfare MYy

: p W]th
shall be at once suspended, and mmed;atel such opa,
. - erat

to the Ofhcer-in-Charge. Y Teport the 0N

Matte,
123. The Ganger must see that al] Point
oiled every morning (Sundays e

S are (|
Xcepted ean
track force. The empl pted) by

ed
a m and
. . P oye Who attends to th.ember of H’\P
examine the Points carefully to ensure 'S .

tl‘lat t llt_y My,
order and that they have not hey ar st

been dama ed € In
cars or other vehicles. ged by the

He must also test ; Passag
. . the Po age of
by moving them to and fro, being carefy] - mts occ

. . leav aSIOna"Y
the normal position. An obstruction betWeei them set in
blade and the rail must not be removed by

the
124. The following are s

P -
ified the fingers, "M
) . : £ sSpecined as some of
irregularities likely to arise in the overhead eqi}ile faults or
which should be reported b 2-1Pment an4

\ y the most expeditio
the Ofhcer-in-Charge. US Means ¢,

(1) Wires hanging loose, that is, w

ires which ar
or appear to be out of position. e brokep

(11) Any a{tlcle har{gmg on the oyel:head conductors,
(1) Excessive flashing at any particular Point or a
switchgear.

(iv) Fittings or guards displaced.

(v) Broken Insulators or brackets carrying Insulators,
(vi) Loose parts in Section Insulators.

(vi) Displaced or broken poles or pole extensions.

125. (a) Any employe who observes any damage or irregu-
arity connected with the overhead equipment must do all in his
power to prevent injury to any person or damage to property,
and must warn pedestrians and drivers of vehicles to keep clear
of the equipment. He must take immediate steps to stop any
cars that may foul the damaged equipment, and, as quickly as
possible, report the derangement, or ensure its being reported,
to the Officer-in-Charge, stating the extent, locality, and whether
the Up or Down Line is, or both Lines are, affected. The tlrfnt:
the trouble was observed, and its nature and consequences so I3
as can be ascertained must be also given.

. . . 2 con-
If the employe observing the irregularity Con(slldel;fi]r; e
ditions dangerous, he must remain at the site and pe
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rvices as the occasion may require until the danger 18 removed
o i has been released by the Officer-in-Charge.
o1 .

(h) The Ofﬁcm’-in-(\lhgrgg or other official receiving t_hn report
of any fault or irregulanty in the Overhead construction must
immediately report _the particulars to the Overhead Depot,
Batman Avenue. The Qﬂicer-m-Chargeb must proceed to the
scene by the most expeditious means available.

(c) An unauthorised emp]oye must not open, close or other-
wise interfere with any overhead switch or feeder.

126. Whenever any accident occurs the Ganger must at
once report to his superior officer, as fully as possible, by
telephone or other means, the extent and nature of the
accident. The Ganger and his men and the Overhead Equipment
Staff must obtain all the information possible, and subsequently
submit a full report, in wniting, to the proper officers.

WORKING TRAFFIC OF A DOUBLE LINE OVER
A SINGLE LINE OF RAILS DURING REPAIRS OR
OBSTRUCTION.

127. When it is necessary during repairs or owing to an
obstruction of any kind, to work the traffic in both directions
over a Single Line, the Officer-in-Charge will institute and
supervise the Single Line Working in accordance with the
directions shown in the Book of Rules and Regulations. The
Forms referred to in such Regulations, altered, in ink, as re-
quired, may be used for the Electric Street Railways; a
sufficient supply of such Forms and a Pilotman’s Badge must

be kept on hand at the Depot and at Sandringham Station
by the Officer-in-Charge.
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WORKING OF SINGLE LINES
> OF R I
CAR STAF AlLy
F SYSTEM, —"AYS By

128. (a) The. object of the Car Staff S

ars travelling in opposite direct; ystem |
, ; : ctiong IS to
Single Line at the same time, On any SGCtionp;;"’ﬂnt
. L
(b)) The Car Staff, which consisty of he
a

stamped No. | SECTION and letgereq ™
HAM—CAR SHED,” is provided fo, e SANDR] C
which Section is the Single Line between S d’{aﬂ Secti,
tion and the Junction of the Single and DOub?: Lr_lngham St:.’
the Car Shed, and except as shown in clayse © "MES Opposis
tion 134, no car 1s allowed to enter on the St ,ff aléd In InstruC_
ether end, unless the Motorman is in pos,ses,s;i ection, fy,

. on o : m

(c) (1) Two or more cars may run in the _— df the.Staﬂ.
or thrpugh_, thf; Section before a car tr lreTtlgn on,
opposite direction ; in such a cage t}]ea\lf\jls I the

of each of the cars, except the last, shal] Otormg

Staft for the Section, and the M Sght te

last of the series of cars shall carr;tiﬁ:ag of the
on its arrival at the other end of the S’ecttaﬂ and
Staft will be available for one or more cars ltOn, the
the Section from that end. (See also Clauo enter
Instruction 83). e (d),

(1) The Motorman of any car which is to be followed
through the section by another car must see thst
the proper Staff for the Section on which his car
is to travel 1s in the Staff Box, and he must sight
the Staff and securely re-lock it in the Staff Box
before proceeding into the Section.

(i}) Should it become necessary for a Motorman to foul
the Single Line Section, at either end, for Shunting
purposes, in the absence of the Staff, he must first
arrange for, and see that the Conductor or some
other competent employe is stationed a sufficient
distance out, to stop any car which may approx¢
on the Line about to be obstructed.

129. At the entrance to the Section, a St_aff—
the Staff 1s secured, is fixed on a post designa

Post. The Staff-box is fitted with a Special Loc

each Motorman is provided with a key.

!_4

box in which

ted the St.a
k of W}HC
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130. () Fxcept where Specia] Ins.tructions are issued to
the contrary, the Motorman 1s responsible for thq Staft Work-
s the sole person authorised to deal with the Staff,
ol‘h open any Staﬂ—box. . . .

(5) The Motorman must In every instance consult his Run
Book and ascertam whether he should travel on the Staft or
leave the Staff for a following car.

131. (a) When a car is ready to proceed into the Section
nd no other car 1s 1_ntended to follow before the Staft will
be required for a car 1n the opposite direction on the Section,
the Motorman must gbtam the Staff for the Sectlgn and keep
+ under his observation on the car bulkhead, until he arrives
at the other end of the Section, and except as shown 1n clauses
(b) and (d) hereof he: must lock the Staff in the Staff-box at
that end of the Section. .

(b) 1f when the Motorman arnve at the other end of the
Section the Staff is immediately required by the Motorman
of a car about to proceed in the opposite direction, the Motor-
man arriving with the Staff may hand it to the Motorman of
the other car, but this will not relieve the latter of responsibility
for compliance with clause (b) of Instruction 130.

(c) Before disposing of the Staff as laid down above, the
Motorman must see that the full number of vehicles com-
prising his load has arrived complete.

(d) The Motorman of the last car to pass over the Section
at night, must not leave the Staff in the Staff-box, but must
deposit it in the authorised receptacle for safe custody over-
night; the Motorman of the fist car in the morning must
obtain and place the Staff, having due regard to the proper
running of cars.

132. (¢) The Motorman must not overcarry the staff
beyond the Staff Post at which, ordinarily, 1t should be left,
and any breach of this Instruction will be considered as serious
neglect.

(b) In the event of a Motorman overcarrying a Staff beyond
the Staff Post at which, ordinarily, it should have been left,
he must immediately communicate with the Officer-in-Charge
for instructions : if, however, he is unable to gain the attention
of the Officer-in-Charge, he may hand the overcarried Staff
to the Motorman of a car proceeding in the opposite direction
and draw special attention to the overcarried Staff before hand-
Ing 1t over, and both Motormen must report the circumstances.

.
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The Motorman m whose charge the OVercarried g
been placed must not enter the Section t, ik thtaﬁ hag
carried Staff applies, until instructed to s b e o

Ver.
in-Charge. Y the Ofﬁcer_

133. If on arnval at a Staff Post 1} M
find that the Staff for the Section is not atethe g:z}m;n shoulq
according to the Schedules, the Staff should be av 08t whep

his Car, he must at once communicate with the Sl%ble for
Charge. (See Instruction 137). cer-n.

134. Car Staff Lost.—If the Staff for the Section g},
be lost, or the Staft has been overcarried bevond trLS Sou]d
Post and there are no means of returning the Staf ie taff
to avoid serious delay, arrangements must be g de t: time
the traffic over the Section by Pilotman, The O CW(-)rk
Charge will institute and supervise the Working by pj) :tr-ln-
n accordance with the directions contained jp Rule ldl,nal}
Appendix II, Book of Rules and Regulations ;  the Foro
referred to n such Rule, altered, in ink, as required, g I{,ls
used for the Electric Street Railways. A sufficient s’“PPlS}rf 0?
such Forms must be kept on hand at Sandringham Station
for use as required.

135. Disabled Car.—(a) In the event of a car that s
carrying the Staff breaking down between the Staff Pogts
the Motorman must (f the disabled car can be moved bg;
another car) hand the Staff to his Conductor and instruct
him to take it in the direction whence Relief can most expe-
ditiously be obtained. If relief be not available at the end
of the Section to which the Conductor proceeds the Staf
must, 1f necessary, be transferred to the opposite end. The
Conductor must fully explain the circumstances to the Motor-
man of the Relief Car, hand him the Staff, and ride with him
to the point at which the disabled car is standing.

(6) (1) If the Motorman of the disabled car be not In pos-
session of the Staff, he must arrange Relief by
sending his Conductor back to stop the next
following car.

(1) If the following car be intercepted in the Singble
Line Section and the Motorman of sgch car t;
not in possession of the Staff, the disabled

may be pushed clear of the Section. ShOUl(é fr}:;
circumstances necessitate the disabled car D¢
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hauled back to the Staff Post in the rear the Motor-

man of the Relief Car must first obtain possession
of the Staff.

(ii1) Should the Conductor arrive at the Staff Post in the
rear before the next following car arrives, he must
obtain possession of the Staff and, if reljef cannot
be obtained from that end of the Section, he must
transfer the Staff to the opposite end.

(c) In the case of a One-man type car, when operated under
One-man conditions, the Motorman must, after securing his

car (see clause (c), Instruction 47), act as laid down for the
Conductor 1n this Instruction.

(d) The motorman of the Relief Car, when proceeding on
the obstructed Section, must proceed cautiously. The Motor-
man of the disabled car must communicate the circumstances
to the Officer-in-Charge as soon as practicable, and receive
instructions as to the disposal of the disabled car.

(e) At night or during foggy weather the Motorman of the
disabled car must see that a Red Light is showing on the front
and rear of his car. )

(f) After sending for relief the Motorman of the disabled
car must not allow his car to be moved until the Relief Car
arrives, unless satisfactory arrangements have been made to
prevent the Relief Car from coming to his assistance, and in
addition, he must have possession of the Car Staff for the
Section.

136. Section Obstructed.—(a) If, due to an accident,
repairs, or obstruction, traffic is likely to be stopped for a
considerable time, arrangements must be made for working
cars between the point of obstruction and the Staft Post on
the Down side. No car must be allowed to enter on the ob-
structed line unless the Motorman 1s 1n possession of the Staff.

_(b) During any period of darkness or fog, the person
in_charge of the obstruction must see that a Red Light 1s
exhibited on each side of the obstruction.

137. Car Staff at Wrong End of Section.—In any
instance in which the Staff for the Section is at the opposite
end to that from which a car is required to be despatched,
the Motorman of the car that requires to be so despatched
must inform the Officer-in-Charge and the latter must arrange
for the Staff to be transferred.

S
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UNIFORM TIME, ETc

_138. () Motormen and certain other e
plied with departmental watches, which they
with them, when on duty.

(b) Every employe supplied with a departmenty]
is transferred from his position in the Electric Satl Watch
Service, or who has been granted extended T, re‘}t RallWay
shall hand the watch to the Ofhcer-in-Charge be fo absenge,
or commencing the leave of absence (as the Ca:eore leayjy
and any such employe who, after absence from d"iay be)
period of one month owing to illness or injury, i Stlill]y for
to resume, shall return the watch to the OﬂiCér-in-Ch unahle
soon as practicable. arge a

A departmental watch supplied to an employe must
transferred without the authority of the Oﬂicer-in_C’LOt be
and must be produced whenever demanded by him, e

(c) When from any cause a departmental watch becop
unreliable, the employe in possession of it must at once re o::
the circumstances to the Officer-in-Charge. P

(d) When commencing duty Motormen must-compare ang
if necessary, set their watches with the Depot or Station
Clock; other employes supplied with departmental watches
must set them with the Depot or Station Clock or by a Motor-
man’s watch, but a car must not be stopped for that purpose.

(¢) (1) The winding (and, as far as possible, the regulating)
of all the clocks at the Station or Depot must be
done by, or under the personal direction, of the
Station-master or Officer-in-Charge, whose duty
it will be to keep the keys, and see that the clocks
are wound either daily or weekly, as may be re-
quired, and that the correct time is shown.

Where it is not practicable for the Station-
master or Officer-in-Charge to personally attend
to the winding and regulating of clocks, he must
appoint an adult member of his Staft to perform
that duty, which must always be performe by

the same person.

(1) A set time for winding the Clocks must b
by the Station-master or Officer-in-Charg
must see that the duty is performed Wit
regularity.

mployes gy "
Must always has;

e Jetermined
e, who
due

B
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(f) () When erecting a Clock, a solid dry wall, free from

' vibration, should, if possible, be chosen. The
Clock should be hung on a screw or strong nail,
the head of which should point upwards at an
angle of approximately 45 degrees ; if the wall be
of brick, a wooden plug should be driven firmly
in, and a screw inserted at the required angle.

(i) When the Clock 1s 1 position, the pendulum should
be carefully placed on the brass bracket at the back
of the works, the steel pin connected with the Clock
should work in the slot in the pendulum, and
care should be taken to avoid bending the brass

wire carrying the steel pin as any permanent de-
flection of 1t will cause bad time-keeping.

(1) The top of the ball of the pendulum should be in line
with a mark on the pendulum rod before it is
placed in the Clock; correct time should be ob-
tamed at that mark. The pendulum needs only
a very slight swing to start the Clock; a violent
swing may produce a permanent deflection in
pendulum connections, and adversely affect time-
keeping.

(iv) The Clock must be wound slowly and smoothly,
and if, when starting it, the beats be uneven, it
must be moved slightly until it 1s plumb and
beating evenly. When it is seen that the Clock is
working satisfactorily, a pencil line should be drawn
on the wall on each side of the Clock case as a guide
in the event of it being accidentally moved when
the clock 1s being wound.

(v) To regulate the Clock, the nut at the bottom of the
pendulum should be screwed upward to make the
Clock go faster, and screwed downward to
make it go slower. When setting the Clock to
time always turn the minute hand; do not touch
the hour hand, as any force exercised on this hand
may damage the clock-gear.

(v)) The rims holding the glass, and also the doors.of the
Clock, must, ordinarily, be kept secured In the
closed position. Employes must not write or make
any mark on the Clock dial.

B



(vir) If, after having been fixed an
ifn'] the kforegoing Instructiong,
ail to keep correct time, t . s
be promptly reported by h:hglr;‘;mstanc ould
means to the Chief Electrica| En$ o
Clock and Watch Repairer adyigeq . 1", and ),
stops, and 1t be one by which the’runut_ if a Clock
is regulated, a telegram stating the a ling of cay,
must be immediately sent, ock hag faileq

(g) (1) All matters relating to the mechan:
Watches will be dealt witr}?e[:ya:}::mcﬁf Clocks and

Engineer. ef Electrgy

- (1) Clocks and Watches requiring repa;
to the (S)Hicer~in~Charge, Cl:ﬁ?lrs
Spencer Street, who should also be ado: ’
character of the defect, if such Obe ek:g:;ﬁfd :(flvt]];e

» advice

of despatch must be, also, forwarded \
Electrical Engineer. arded to the Chief

() When forwarding a Clock to the Repair Shops the
pendulum must be removed and secured to 5 plece
of wood to prevent damage during transit: ang i
ensure 1ts being delivered with the Clock, the pen-
dulum must be packed and placed inside the Clock
case. Due care must be taken to avoid damaging
the pendulum rod, and the name of the forwarding
Station must be clearly shown.

must he sen
. t
Repair Shops

(iv) If from any cause a Departmental Watch becomes
unreliable, the employe in possession of it must
at once report the circumstances to his superor
officer. When a Departmental Watch is forwarded
for repair a memorandum must be sent stating the
reasons for forwarding, also the full name and
title of the employe to whom the watch was issued,
and where stationed.

(h) The mechanism of Departmental Clocks and Watches

must not be interfered with by unauthorised persons:

R



) Service telephones, connected with the Trafhc

139. (thLD(’-POt on the St. Kilda-Brighton Line and with
oﬂice'ni ]tqm St ation on the Sandringham—Black Rock Line,
gnndnﬂ%é‘e d at several points on the side of the public road-
g pl.ogl imen must keep themselves conversant with the

wa'\:'tion“ of these telephones.
oSIHET

Unless special Instjuctionsgre 1ssued to the contrary,

} telephone must be tested daily by the Motorman of the

eac The Motorman, after pressing the telephone button,

first cafl’z-ice the receiver to his ear, and listen attentively for the

musi P,e . attendance at the Traffic Office or Station to speak.

| e;nph? strendant can be heard distinctly, the testing employe

| ;Inutst i Can you hear me? _and if the answer 1s sat_is-

fctory he must then give the location of the telephone being
ested and Teport anything requiring attention.

93

TELEPHONES.

| (9 Every Felephone message frorp the running staff must
% be recorded In the Trafhc Office diary, and each entry must
show the name of the sender, the name of the receiver, and
the date and time that the message 1s received ; the receiver
nust repeat each message back to the sender, and give-his
own name.

(d) Every telephone failure must be reported to the Officer-
in-Charge by the first Motorman or other employe who ob-
serves It.

(¢) In any case in which a departmental telephone is out
of order, the necessary message must, if practicable, be trans-
mitted by means of a private telephone.

On the St. Kilda-Brighton Line the procedure for obtaining

connection with the Depot by a private telephone is to dial MY210
and ask for 1790.

Or} the Sandringham-Black Rock Line dial XW1154 for the
Station, or dial MY210 and ask for Harmonic 149Y for the
Car Shed, or 149X for the Station.

() Employes ‘engaged In overhead or Substation repairs
Must be given priority in the use of Service telephones for the

tra Tear . . ' '
Wo?imlsuon of Important messages 1n connection with such

R
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FARES SYSTEM

Note.—For the purposes of these [nepr, ;.
“ Conductor ' will also be deemed 1 of,, ;,;lm;y—. )
of a One-man lype car when such car s lnlmrq/n’:/h “ /'rn
man conditions. Taled indy,

tha

140. (a) Revenue Journal and Supply of T-
The Conductor shall be supplied with the necec Tickasy
tickets in a case and bag and the numbers of S‘uc-l.»arr"/! ol
be entered by the office staff on a Revenue ] OUrna]nflwfh o
of which shall be supplied to the Conductor whe ;:\e,"’—’ﬁ‘m.
during the whole of his shift. shall cayy,

(6) Upon receipt of his bag and ticket case the

shall, at once, check the tickets supplied to hin e ”w
entries therefor on the Revenue Journal and, COrr:zi the

y 1)@

shall sign the qriginal Revenue Journal and also the di)
as having received the tickets. P

(c) Upon completion of his shift the Conductor sh] ...
on the copy of the Revenue Journal issued to him the done
numbers of all sectional tickets and, m addition, on t};emif
Kilda-Brighton line he shall enter the total number uyg)
of each issue of combined tram and rail tickets, and on f,
Sandringham-Black Rock line the total number unsold of
each issue of rail tickets. |

(d) A Conductor shall make application when necessary for
additional supplies of tickets.

(¢) Every additional supply of tickets handed to a Con-
ductor during his shift shall be entered in ink on the origind
of the Conductor’s Revenue Journal held in the office and also
on the duplicate presented by the Conductor. The entres
shall be made at the counter where the Conductor may s
them and the duplicate Revenue Journal shall be returned at
once to him, together with the additional tickets. .

(f) Tickets on issue shall, at all times, be carried by the
Conductor in the case or bag provided for the purpose.

141. Supply of Change to Conductors.fdhac}thgsgd
ductor before commencing his shift shq]l be supphe 1at e
with £1 and at Sandringham with 10/—1n sgxtable fetlzred v
tions for change purposes. This amount will be ente

the Conductor's Revenue Journal.

icate

|
i
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The Conductor shall check the change in the presence of the
(lerk and sign the gngmal Revenue Journal and also the
¥ duplicate " as_having received such change. .

The Conductor must keep himself supplied with a sufficient

quantity of small change.

142. Conductor’s Ticket-case.—(a) An employe who is
regularly employed as a Conductor must always have the use
of the same particular Ticket-case ; an employe engaged
occasionally as Conductor must be provided with an emergency
Ticket-case. 'Should it become necessary, during a shift, to
transfer a Ticket-case from one Conductor to anpther the
contents must be carefully checked by a responsible clerk
before the Ticket-case 1s re-issued.

(b) Each Conductor shall fO}' his sole use be allottef:l a lpcl(er
bearing a number corresponding to that shown on his Ticket-
case.  When, on account of broken shifts, etc., it is necessary
that a Conductor should leave his Ticket-case, Cash-bag, and
cash at the Office, he must place and secure them in the
Locker allotted to him.

143. Conductor’s Cash Bag.—(a) The Conductor must
carry all cash, the property of the Commissioners, in the
departmental Cash-bag provided for that purpose. He must
not place any private cash into the departmental Cash-bag.

(b) The Conductor must wear his Cash-bag suspended in
front of his body and within reach of his hands.

144. Running Journal.—(a) When commencing duty,
the Conductor must enter distinctly in the proper column of
his Running Journal the commencing numbers (in full) of
all Sectional tickets contained in his Ticket-case, and imme-
diately on arrival at each terminal he must enter the com-
mencing numbers of tickets of all Sections of the next trip ;

to ensure correctness he must in every case check the entries
with the tickets.

At each terminal the last three figures only of the com-
mencing number may be entered unless a new block of tickets
1s started, in which case the complete number shall be entered.

(b) No erasure of any kind shall be made on a Running
ournal.  Every error shall be rectified by drawing a pencil

a”‘e through the incorrect entry and writing the correct entry
ove t,

L
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(c) Conductors must be prepared ¢, "

Ticket-cases or Cash-bags or

tl
) ! ournals to Ptly Subm'
or other authorised official for examinati?rf Ex mlningt
: '

and must give any necessary information gp - 1E1 30 e, N
having given them to the authorise official t*ifSlstance, by
not collect any fares in advance of such off e ConduC,[Or
by him to do so. Clal ypegq dirmust

€cte,
145. Assistant or Relief Conductors, d
ductor is relieved during a trip, or has assisted “When |,
of fares for only a portion of a journey, he SL" ltlhe ollectio,
relieving Conductor or Conductor-in~Char’ge withal furnjgf the
Form properly filled in to show distinctly ¢}, the Wthorieq
numbers of all his tickets, and to ens P co '
must be checked with the tickets: the F orm mugt {) ¢ }fnt(riies
e an ed

in to the office with the Conductor’s Running Journg]

146. Collection of Fares, etc.—(a) When sty .
passengers from a terminus, the Conductor muStartmg with
to collect the fares in the rear portion of the o C: rr(limence
forward ; if an assistant Conductor be with the carI}11 s
commence at the front of the car and work towards thz Ié‘mt
ductor-in-Charge. After the first check, the Conductor mon~
collect each fare and examine each Free Pass as soon as pra:t?f
cable after the passenger boards the car.

() The Conductor must ask for fares in a clear and respectful
manner, saying  Fares Please ”; when collecting a fare he
must ascertain the destination of the passenger and collect
the fare for the full journey that the passenger intends to
travel. He must not collect more than one fare at one time,
except when one passenger is paying for another, in which
case he must ascertain definitely for whom the additional fare
1s being paid. .

The Conductor shall name the amount received from tie
passenger before placing it in the Cash-bag and specify the
amount of change before handing it to the passenger:

(c) (1) When collecting each fare the Conductor }rlnus.zu};?ig
the passenger a Ticket applicable to't Srlc i B
covered by the fare collected. The ‘,Lhich |
only available for the date and trip Of

1s 1ssued. n and

. 1 Tam
( ) The Conductor must date. Combme i,
] ﬁail %cll(lectz also Rail Tickets issued by ™

4

e
ure Correctnegg h ncmg
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(i) Sectional Tickets must be punched in the margin
on the “up " or “down" side according to
the direction passenger 1s travelling. The punch
mark must be made on the numbers denoting the
section or sections for which the Ticket is available.

(d) If a passenger on ahghtm.g pay the fare to the Con-
Juctor but does not wait to receive the ticket, the Conductor

st issue a Licket for the amount of the fare, and tear the
Ticket into preces and discard it.

(¢) If the passenger on alighting hand the fare to the Motor-
nan, the latter must at once deliver it to the Conductor, who
’ ticket for the amount of the fare to the Motorman,

must 1ssu€ a . . . .
who must tear it Into pieces and discard it.

(f) Except in the case of a disabled car or other similar
emergency, the Conductor must not accept from any passenger
2 ticket 1ssued by the Conductor of another car.

(¢) The Conductor must not moisten his finger with saliva
{or the purpose of detaching tickets. Rubber grips may be

obtained for such purpose.
147. (o) The Conductor shall issue Sectional Tickets

in their numerical order. A Sectional Ticket must be neatly
detached from the block and handed complete to the Passenger.

The Conductor shall maintain a check of the consecutive
numbering of sectional tickets by sighting the next number
in the block when issuing a ticket to a passenger.

Should any error in the successive numbering of a block of
sectional tickets be detected, the block must be promptly
surrendered at the office, and a new block obtained to
replace it.

(b) In the event of any Sectional Ticket becoming loose or
being detached from the block in error, or being defaced or
torn, or should any error or misprint be detected in the number
of a sectional ticket, it must not be issued to a passenger, but
must be at once cancelled by the Conductor, writing the word
.Cancelled” across the face of the ticket and initialing and dating
IL- The particulars of the cancelled ticket must be entered on
the Refund of Fares Form by the Conductor, who must show
fereon the reason for the non-issue of the ticket, and bring

e matter under the notice of the Ticket Examiner at the first
%PPortunity,



(1) The Ticket Examiner must at once ; st
circumstances, and, 1f satisfied, ep don Iate the

&, acc
or-

dingly, the Refund of Fares Form, which 1

initial and return to the Conductoy. € mygt

(i) The Refund of Fares Form, together v
issue ticket or tickets, must be ha:ée:lvltth ;lhe non..
Clerk by the Conductor when the 0 the Offyc,

. Ti :
passed m at the close of the shift. icket-cagq is

(i) Every Conductor must carry a supp
Fares Forms when on duty. Ply of Refung of
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(c) Should the circumstances be such that ,
have been withdrawn from a block which w:s l?rlllo‘;};ettld‘ets
contained a faulty number, the butt of the block ; o 0 have

: . b
to the Officer-in-Charge with a report of the discre;:::;ied

(d) Conductors are strictly prohibited from having ygeq
nipped (except duly cancelled) tickets in their bag of ed or
or upon their person. Case,

(e) Used tickets, when being cleared from

: the cars
be torn through and placed in the receptacles . shall

provided.

148. (o) If a fare due for a previous journey on any car
be tendered, the Conductor must accept it, but, before
accepting the fare, he must obtain and record the full name
and address of the person on whose behalf the fare is being
paid. He must issue a ticket covering the amount of such
fare and furnish a written report to the Officer-in-Charge.

() In any instance in which the Conductor is satisfied
that a passenger i1s unable (owing to unforseen circumstances)
to pay the proper fare the Conductor must politely request the
passenger’s full name and address and request that the fare
be forwarded as early as possible, addressed to the Officer-in-
Charge, Elwood, or Station-master, Sandringharm, as the case
may be. The Conductor must not issue any ticket to such
passenger, but must furnish a written report, stating the nafﬁe
and address of the passenger, the journey travelled, and the
fare due.

(c) If the Conductor have substantial cause to believe tr}:gi
the reasons put forward for non-payment of a fare ?ﬁi car,
genuine, he must politely request the passenger to lialvemust e
and, if necessary, the assistance of a Pohce Consta eor other
obtained for the purpose. If a Ticket Examiner

oo

____4
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' on the car his attention must be directed to the
ial be es, and if necessary he must assist the Conductor
mstanc the passenger to leave the car.  Courtesy and
ducll‘l;a’e exercised in dealing with all cases of non-payment

circt
n n
tact must
of fares- .
149, (a) Children under the age of four years, accompanied
" adult may ride free, but not more than one child for
F dult of the same party shall be entitled to travel free ;
each }?'ld travelling free may be placed on a seat unless, or until,
any € ; is full, when the Conductor must politely request the
the C?, in charge of the child to remove it from the seat,
P;frjfming such person that otherwise a fare must be paid
] :

for the child.

(3) Children four years and under fourteen years shall be
charged half-fare—subject to a minimum of one penny.

() Any child travelling i the smoking compartment
must be charged full fare, unless such child moves

into the ordinary portion of the car upon being
requested to do so.

(1) In any instance in which the Conductor is in doubt
as to the age of a child he must politely inquire the
age. If the Conductor have substantial reason to
believe that the child is above the prescribed age, he
must accept the word of the child or its guardian,
but must report the matter on the prescribed form.

150. (a) The Conductor must examine the coins and bank
notes that are tendered for fares, and exercise care to avoid
acceptance of any foreign, spurious, or defaced coin or bank

note ; he must not give change from departmental cash for
any cheque,

(b) In any instance in which the Conductor cannot imme-
diately give the correct change to a passenger, he must issue
the proper ticket for the journey, retain the money handed to

|

| , A

‘ tlm for the fare, obtain the correct change, and hand 1t to
© Passenger at the first opportunity.

(c) If from any cause the Conductor find that he will be

unable to collect 4l fares before reaching the terminal he may
drrange for the g

- speed of the car to be reduced, or stop the car
Or a short perio

d; this course must not, however, be adopted

L
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except In a case of urgency, and e ‘
reported In writing to and inves‘;?grzt:élct Nstance
Charge. y

(d) On the production of a permit 5
Passenger and Freight Agent, the Cop
blind person and one attendan
of one full single fare.

151. The Conductor shall exa

by each passenger and shall see that Pas

. S each pa . Pass el
with a valid ticket or pass. The Condugtsrserr:l?r 1S Provideg
a mutilated or defaced ticket from any pasSengeit Mot ageep

152. If the Conductor should have reason to doyl,
a passenger has paid the proper fare, or believes :ﬁ t Whethey
travelled beyond the point covered by his ticket a}f one hyg
politely ask to be shown the ticket held by suh o shoulg
but in order to avoid attracting particular attentioﬁaisenger,
passenger the Conductor must also examine other i Such
the same time. Chets at

If any passenger should travel beyond the point covered |,
his ticket, the Conductor must collect, and issue a ticket )
the additional fare due. o

1gned by
ductor Must ,
t to trave] together ¢,

Ymeng

mine the ticket

153. The Conductor must obtain the name and address
of any passenger who attempts to travel on a ticket that is not
in order, and, before leaving duty, he must furnish a full report
of the circumstances to the Officer-in-Charge.

154. The Conductor must not accept any Duty Pass except
when the holder is travelling ““ On Service,” nor unless the
Pass is endorsed as available for the Section. If the Con-
ductor have reason to believe that the holder of the Pass 1s
not on duty he must obtain his name and address, and, before
leaving duty, report the circumstances to the Officer-in-Charge.

155. Periodical Tickets.—(a) On presentation of a peri>

‘ . . bined tram
dical ticket whether for sectional travel or for combined b
and rail travel, the Conductor shall punch the ticket ll?tt IS
space provided and in numerical sequence. Each E-C }fever
available for a fixed period of time or of journeys, WhCH
first expires, and on presentation for t.he last journey ;)n A
it 1s available a periodical ticket, available on the tra sed an
shall be collected and a non-value check Sbal_l be 1.72 le.
punched to indicate the section to which 1t 15 avé!

4___‘
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(b) At the close of his shift. the Conductor shall hand in,
together with his cash, all expired periodical tickets collected
by him during his shift.

() In the event of the number of expired periodical tickets
handed in by a Conductor at the close of his shift being less
than the number of non-value checks issued by him, debit
shall be raised aganst the Conductor for the difference in
the numbers at the prescribed amount for each non-value
check in excess.

156. Paying in of Cash by Conductor.—Before going off
duty the Conductor shall fill in the “ Pay-in Slip " portion
of his Running Journal, showing details of and total amount
of cash to be paid in, and he shall also enter on the Running
Journal the closing numbers of Sectional tickets in his case and
shall enter on his Revenue Journal the total amount of cash
collected, the closing numbers of sectional tickets, the number
of Combined daily tickets on hand unsold, and the number
of expired periodical tickets collected by him.

Before going off duty the Conductor shall hand his
Running Journal and all cash received by him to the Officer
appointed to receive them who, after checking, shall initial
the cash entry on the Conductor’s Running Journal, in his
presence and shall immediately enter the amount of cash
received in the Cash Book, opposite the Conductor’s name
and number.

Before going off duty the Conductor shall hand to
the Clerk his Revenue Journal, case and tickets. He shall
not balance his cash with the sales nor compute the value of
the tickets sold, but must not leave duty until the Clerk has
checked the closing numbers of Sectional tickets, the number
of unsold through tickets and rail tickets and has initialled
the Revenue Journal in his presence.

157. Conductor’s Cash Shortages.—(a) A record of
every shor!;age in the Conductor’s Cash sales of Tickets shall
¢ made in the Conductor's copy of the Revenue Journal

by the Clerk, who must also supply the details on the proper
form to the Officer-in-Charge.

(6) (1) Deficiencies in a Conductor’s cash shall be set
off against surpluses on the 15th and at the end of
each month, and any shortage on the bi-monthly

¥
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balance shall be paid in by the Cop,
and any surplus paid into reven
ception that a shortage on the
excess of 2/6 shall be immediate]
Conductor and excluded from
the bi-monthly balance.

(1) The Conductor will be also required ¢
ay .deﬁaer}cy due to his having a(c)m
spurious coin or note. e

(i) When the amount of deficiency has | ,
the Conductor, the payment must be at ;fen Paid by
on the credit side of the proper Form b“Ce €ntereq
Clerk who at the same time must Y the
amount in the Cash Book. The Condy
on demand, be given a receipt for such

duct

\,:Je,_ with tc"erned'
al]y. halancpﬂ!‘q-

Y paid in py "

COnSleratiOn l e
n

ﬂl(e
g
pted :g(j

enter the
ctor Shal],
Payment,

158. Conductor’s Surplus Payments.—S
paid In by Conductors in accordance with clause (b‘;rfflulsn stcash
tion 157 shall be brought to debit as surplus cash in the l.ruc.
book and shall be at once entered 1n the Cash Book ﬁyof}z

Clerk.

159. Accounting Instructions. — Instructions on the
system of accounting and prescribing the duties of officers and
other employes engaged 1In such work are issued in the
Station Accounts Instruction Book. A copy of such Instructions
must be always readily available in the office, and the Officer-in-
Charge will be responsible for seeing that the office staff (perman-
ent or temporary) are familiar with the Instructions relating to,
and are competent to efficiently perform, their particular duties.

RAILWAYS (BOARD OF DISCIPLINE) ACT.

160. Appeals to the Board of Discipline.—() It is
‘on 163, Sub-section 3,

prescribed under the provisions of Section
of the Railways Act (No. 3759-1928), that every appedl hY
employes against punishment imposed upon them bth'l?
Head of a Branch shall be lodged with the Secretary for &

ways within seven days after the date of the decision WN*
is appealed against. Every such appeal—

(1) must be in writing ;

4_1
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(i) must specify the punishment appealed against, the
officer by whom, and particulars of the charge in
respect of which such punishment was imposed ;
and

(iii) be signed by the Appellant with his personal signature.

(3 In every instance In which an employe may appeal
against any punishment imposed upon him by the Head of
his Branch, it will be necessary for such employe to lodge
an intimation to that effect within seven days of the date on
which the notification of the decision of the Head of the Branch
has been delivered to him, otherwise the appeal will be
disallowed, unless satisfactory proof be furnished that the
non-delivery of the Notice of Appeal within the prescribed
time was unavoidable.

The time lost in connection with an appeal will not be paid
for if the appeal be dismissed, and, in addition, if the Board
should consider the Appeal to be frivolous the appellant may

be ordered to pay portion, or the whole, of the cost of the

Appeal.
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vecimen Form of an Appeal 1o g
(Specimen | © the Board of Discipline)
Station. ..., '
Date """""""
To the Secretary for Railways,

Srr,
[ beg to appeal to the Bogrd of Discipline againgt ¢,
cision of the General Superintendent of TranSportatiOnetge.
at

I be fined the sum of £3 for that I upon the 22nd da

19...., without obtaining leave, did absent If ¥ O Apri]

between the hours of 2 and 6 o'clock p.m. myselt from duty
Signature............ .

rade............  Ttttees

161. Appeals to the Commissioners.—A,, appeal |;
- : les
to the Commissioners from any decision of the Board of Dy
cipline whereby punishment involving dismissal, or reduction
of rank, position, grade, or pay 1s imposed. Every such
appeal—
(1) must be in writing ;
(1) must specify the decision appealed against ;
() must be signed by the Appellant with his personal
signature ; and
(v) must, within seven days after the date on which the
person bringing the appeal was notified of the
decision appealed against, be delivered to the
Secretary for Railways. See specimen form of
appeal hereunder,

(Specimen Form of an Appeal to the Commissioners).

To the Secretary for Railways,
Sir, y
I beg to appeal to the Commissioners against the d_ecmfon
of the Board of Discipline that I be dismissed the service, for
that I, upon the 22nd day of April, 19. ..., without obtaining
leave, did absent myself from duty between the hours o
and 6 o'clock p.m.

Signature ........................
Grade............ PPy

- B
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DIRECTIONS TO BE OBSERVED IN CASES OF
ELECTRIC SHOCK.

[n many cases, after a person .has received an Electric Shock
and is apparently de:ad, animation may be restored if proper
efforts for resuscitation are promptly adopted, in accordance

with the following directions :—

1. First Step.—(a) Protect yourself as set out in Sections
(1) and () hereof before attempting to release the victim from
the Live Wires or other Live Conductors.

(1) Insulate yourself from the Earth ; stand on some non-
conductor, such as dry wood, dry folded paper,
dry rubber, dry linoleum, dry glass, dry bricks,
dry cloth, dry hay or straw—these substances resist
the flow of the electric current.

(ii) Avoid personal contact with the Live Conductors,
or with the victim, or any articles, etc., that he
may be holding—even personal contact with loose
parts of his clothing 1s dangerous.

Protect your hands from contact with the victim
or the Live Conductors by using dry articles of
clothing—a rubber tobacco pouch, or a cap, or
folded newspaper would serve to protect the hands ;
if no means of insulating the hands be available,
pull the victim away by means of a loop of dry
rope, or a crook'd stick—not an umbrella.

() Release the victim, and whilst doing so make every
effort, by calling out, to have the electric current cut off, and
for a doctor to be summoned.

2. Second Step.—(a) As soon as victim is clear of the
Live Conductors, feel, rapidly, with your finger in his mouth
and throat, and remove any substance such as tobacco, arti-

ficial teeth, etc.
Do NOT give the victim any fluid, until he 1s fully conscious.
(5) Don't stop to loosen his clothing at this stage; every
moment of delay is serious. Commence artificial respiration

at once and as follows :—

3. Third Step.—Quickly apply the Schafer (see 3a), or
the Silvester (see 3b) method of artificial respiration, whichever
is the more suitable according to the condition of the victim.

o ¥
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3a. Schafer Method of Artificia] Respiras:

the victim on his belly, with his arms ex on,
as possible and his head turned t, é?&‘if;d f.((’ifWar 1 g:r)aL
and mouth will be free for breathing, (SS] € 50 thyy B0t

(b) Kneel at one side of the victim ef F 1g. ). Noge
and sitting on your heels, 4CIn

§ h
s . tlace yoyr s h
small of the victim's back, their lower e):lges jt}::tnds eaq

top of the pelvis, the wrists nearly touching, 4}, Carng ¢
near each other as possible, without strain ’ande thump, %
passing over the loins on either side, and no. th

ground, but not spread out.
(c) Keep your arms quite straight ; lean your bog

slowly applying firm, but not violent pressure (F; 4 f°rW{ird,

downwards. This drives the ajr out, and the ) Straght

should take two seconds. Movemeny
(d) Draw back your body quickly, and relax the

but do not remove your hands., Thjs produces insp{ess‘."e’

and should take three seconds. Piration,
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(c) Alternate movements (c) and (d) twelve times per
minute. o o

({) As soon as artificial respiration has been started, and
whilst it 1s being continued, an assistant, if one be available,

should loosen any tight clothing about the victim's neck,
chest, and waist. _

(g) Continue the artificial rgsplration (if necessary two hours
or longer), without interruption, until natural breathing has
been restored. When natural breathing begins, regulate the
movements of artificial respiration to correspond with the
natural breathing.

3. Silvester Method of Artificial Respiration.—(a)
Adjust the victim's position—Immediately, place the victim
on his back on a flat surface, and if possible, inclined from
the feet upwards ; raise and support his shoulders on a small
frm cushion or folded garment placed under the shoulder-
blades.

(8) Release all tight clothing from about the neck and chest
and bare the front of the body as far as the pit of the stomach ;
unfasten the braces and top button of trousers in men, and
the corsets In women.

(c) Maintain a free entrance of air into the windpipe—an
assistant must draw forward the victim’s tongue as far as pos-
sible, and secure it in that position—in the absence of forceps,
a tie (or other) clip may serve this purpose; unless this be
done there is great danger of obstruction of the wind-pipe.

(Compare Figs. 3 and 4).

. “ A"—Gullet.
Fig. 3. “ B "—Windpipe. Fig. 4.
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(d) Imitate the Movements

' INDUCE INSPIRATIO
y TOdistI:nce behind the

) Sragy;
I Torearms just he] WS, dray. o ap,mg
upwards, outwards, '

ng
: You, with
sweeping movement, making the elb touc) i
ground ; the Cavity of the chegy is th e
and air is drawp nto the ]y

i enlyy
ngs. (See ig, 5. 5ed
(1) To Inpuce ExleATION.~Bring the i

of Breathing.

N.—Knee]
victim's

OW the e]p,
and towar(

4 Conyg,:
m
ead’ and, Cnt

Victim' s
slowly forward, downwards nd inyay Dres,
the elbows rmly on the chest op eac

reast-bone ;

€
ar s expelledof,om
the lungs. (See Fig. 6).

Fig. 6. Expiration.
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Repect these movements alternate!y, deliberately, and per-
enngly about twelve times per minute. The Rhythm 15—
seVel e two seconds and relaxation three seconds. Continue
t}:: artificial respiration. (if necessary two hours or longer)
ithout interruption until natural breathing has been restored.
When natural breathing begins, regulate the movements of
artificial respiration to correspond with the natural breathing.
3., Excite Respiration. .
(1) Whilst artificial respiration is being performed, other
useful steps may be employed such as applying
smelling salts, or snuff to the nostrils.

(1) When natural breathing has been restored, promote
circulation by rubbing the limbs vigorously towards
the heart and apply warmth.

(iii) Watch the victim for some time to see that natural
breathing continues. If the breathing cease or
become weak, perform artificial respiration agan.

4 Treatment of Burns.—In all cases, burns caused by
contact with a Live Conductor should be immediately covered.
Lint, gauze or clean linen, soaked with “ Picric Acid ” solution
or  Tannafax ” applied on lint, gauze or clean linen, should
be placed over the burnt surface as soon as possible and covered
with cotton wool and a light bandage.
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INDEX

Note.—Throughout this Index the letters shown with the it
of the Instruction, refer to the particular clause op cl::,ser
es

of the Instruction specified.

Absence from or exchanging duty without permis-

" . .. 56, 57, 98

Care of the injl(lired . .. 158,( 5)78

Employes to render prompt assistance .. 19 (c), 89 (¢), 1

» factrs’ and witnesses to be obtained .. 56, 57, 58(8) 0
Motorman and Conductor to co-operate

” .. .46

to prevent ) ae
Officers to be notified of .. .. 89 (), 125

sion
Accidents

2

:: Passenger falling from Car .. 101 ()
., Prevention of - .. 100, 101
., Senior employe to report .. ?gé(b)

Ganger to report

., to be reported ..
Action necessary in overhead disarrangement .
Addresses of employes to be registered .. 6
Advertisements, care of, etc. .. .. 63(c), 65
Agreement between Motorman and Conductor 46

”

.. 58, 89 (b), 126
. 100 (e), 124, 125

Air Brake .. i .. 90-99
Equipment on Bogie Cars : .. %
Equipment of One-man Car . .. 8%

The Compressor Governor

The Compressor Cut-out Switch and Fuse .. 9] (), 98 (c)

The Air Compressor and Motor
The Conductor’s Brake Valve
Defects in .. ..
Emergency Applications

Falling Gradients, use on

91 (c)

. 91(9)

.. B (o)
.. 91, 94, 95, %, 97, %8
. 98 (a)

The Motorman’s Brake Valve 91 (D)
Preparing Car for Service 15
The Pressure Gauge .. 91 (e)
The Main Reservoir .. 91(d)
Safety Valve. . .91 (d)
Use.of sand for .9
Service Applications of .. .. 94, 95, 96, 99
Single-truck Car, Equipment of )
Testing of .. .. 75, 76 (c)
Ambulance Boxes, Location of . 56 (g)
Animals on track )
Annoyance to Passengers . 64, 70

;_4
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INDEX—continued.

\EI\IS v .. |60, ]6]
,A\‘;:wamncc Sheet e . 4
Appliances 0 be operated in the regular way .. 100 (k)
Application for nstruction whf:n in doubt .. 16(d)
Aaicles falling from road vehicles .. .. 52(0)

supplied to employes . .. 910

" o be carried by Motorman Y,

" to be carried by Conductors .83
Ass};tance to be rendered to ladies .. .. 86(9)
Assistant Conductor Y .. 145
Attendance Book, to be signed daily 4
Authorised Stopping Places . .. 86
«p 18" type of Controller .. L83 (e
Ba%ges not to be exchanged or covered 8 (c())

Bag and Ticket Case, custody of on broken shift 42

ier Side .. - - .. 28, 88 (j
}%Z;liirgs 1to be tested for abnormal heatng .. 83(g) 0
Bell Signals .. e o3 .. 106

T Code of . N 106 (8)

", Carman to obey o .. 102

.,  Motorman to acknowledge .. 106 (d)
to be sounded distinctly. . .. 106 (a)

B’;H not to be rung to hurry up passengers .. 106 (9)
 strap not to be grasped until about to give signal 106 (g)
., use of by passengers .. .. 8(9)
Bicycles, etc., not to be attached to Cars .27
Blasting in vicinity of track . . 122
Blinds, rear cabin window, when to be kept drawn up 60 ()
Boarding of trams by persons not passengers .. 26

Bogie Car Equipment . ST
Bonds, repairs to—to be effected under supervision 117 (c)

Book of Instructions—lost copies to be replaced .. 14

Book of Instructions to whom issued. . .13
Book, Trouble card I .. .. 53 ()
Book, Attendance .. . . 4
Both Lines obstructed .. . . 127
Brake—(See Air Brake) .. . .. 90-99
Brakes—
Attentipn to at terminus .. .. 88
Defective Car to be changed over .. .. 9%8()
Emergency y . . .. 9l ((g; 92 (b), %4, 9, 97, 99
mergency, use to be reported .. A
Service application P .. .. 94(b), 95 (), 97 ), %
Valve, Conductor's .. - .. 91(g), 97 ()
?_/lalvg, Nilotorman’s .. .. l-- 91 (F)
and and Emergency not to be simultaneously
il %, 97 (0

gamcil' Motox:r;lan to Siéx.xal for . | 93 (5), 106 (5)
il ot be paal 1 )
enaley o be epplied inrunning BEER 65 ) 106 ()
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INDEX—continued.
Brakes—

Hand not to be applied at start—exception re
On Down grade, Emergency will not hold Car .
Rheostatic .
Testmg of ..
Use of sand for
Braking, forms of :
Brief description of Electrical System
By-laws, enforcement of .

.. B )

.97 (0

.. 9, % (4)

. 75, 76(9

.. 9

.. B ()

.. 8l

.+ 66,67,68,69,70,71,7, 73

Car—condition of in running to be reported .. 53 (b)
,» change over—particulars of failure to be tele- 53 (q)
phoned
,, cleanliness of .. . 60 (7)
,, Conductor not to ride in driving compartment 47 (b)
,, Conductor to protect traffic when driving from
rear . 84 (h)
,, Conductors to see that passengers enter or
alight safely . .. 106 (g)
” gefcoratlon of prohlblted .. 65(c)
,, defects m .. o 150), (), 76 (o),
,, definition of o ) 7600, %89
,, derailed, to be replaced promptly .. 89(d)
,, destination of, to be announced.. .. 86(g)
,, disabled, relief arrangements .. 89, 135
,, disabled, transfer of passengers .. .. 89()
» electrically charged . .. 84(b)
» entering Car Shed .. . 88(0)
,, equipment, dropped parts of to be returned
to shed . 30 (a)
,, equipment (electrlcal) running staff not to
nterfere with .. 100 (h)
,, faults in electrical equipment of.. .. 84
,, front platform of to be kept private .. 47
,, leaving Car Shed ) .. 44
,, lifeguards .. 88(h)
,, lights .17
,, list, Carman to examine .44, H
" Motorman to look in each direction before
starting . . 106 (¢)
» Motorman qulttmg control to inform relief of
any defects, etc. .. 53(c)
,, moving backwards, Conductor to control .. 19()
»  One-man type, equipment of /2
» One-man type, precautions re doors .. 88(f), (w), 28(®)
., niding on roof of or dash rail forbidden .. 27 (})
,» shed approaches, traffic to be warned to keep
clear . 88 (b)
5 short-cnrculted—precautrons re passengers .. 84(b)
light signals 7

»  Staff system

wo 41
. 128-137

: | s
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INDEX—continued.

Car stopped by accident, failure, etc. 8
™ Lot to be stopped for passengers to alight
where road 1s unsafe . .. 86(d)
unusual stop—passengers to be requested to
keep seats .. 99 (c)
Cards, Trouble 53 ()
Carmen——Deﬁmtlon of. o
not to alter adjustment of Circuit Breaker 100 h)
not to needlessly open apron of Controller
or door of Motor Case .. 100 ()
to be conversant with signals for regulating
traffic at intersections .. 108
hed—Shunting at . .. 88
8:.:_501iciting alms, etc., on, forbidden .. 63(c)
cleanliness and good order of .. .. 60 (i)
" Conductor to be alert for requests to stop .. 86 (9)
" damage to, prevention of .. 64 (b)
" damage to, charges, re - .. 64 (b)
" disorderly conduct on, not to be permitted 64 (q)

fully loaded may run past certain stopping

places. . - o
hailing same needlessly, forbidden
may run with trolley displaced at special places

.. 86 (h), 106 ()
61 (a

—_—
p——

only v . 19(d), M
,, not to be bumped .. .. 88(a)
» » left unattended Y/ ()]
» » moved from standstill without
signal .. . . 106 (e)
» » stabled on dirty ral .. .. 8@
., » » stopped near excavation .. 86 (d)
" » » stopped on curves, crossings, etc. 86 (d)
" stopped where unsafe 86 (d)

" ”
,» order of service
» preparation for service

L 44,128, 130 ¢8), 131
75

»  procedure when entering Car Shed . 88(0)
»  procedure when stabling .. 8
» regulation distance between .. 85 (0)
» Tunning empty at night to be lit up . 17(f)
»  scale of charges for minor damages .. 64(b)
»  stationary to be secured . .. 47 (o)
» stopped by accident, failure, etc. .. 89
»  stopping places of . .. 86, 87
» 1o be coasted wherever practicable . 830(0)
»  to be protected at night when lights out .. 77 (d)
»  unusually heavy loading of, to be reported 86 (h)
Cash Allowance for change purposes .. 141
» and Tickets, paying in . 156
bag . .. . . 143
Private, not to be carried in Departmental bag 143
shortages .. 157
surplus . . 158

R
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INDEX—continued.

N

Cash, to be carried m proper bag 183
Cattle on track s . .. 55
Change, procedure if insufficient available .. 150
Changing over Car . e .. 53 (a)
Charges for accidental damage to windows, fittings,
etc., of Cars. . .. 64 (b)
Children—Fares, etc. .. " .. 149
. procedure when doubtful as to age of 149
" responsibility for, not to be undertaken 62 ()
, restrictions re . .. 62 (a)
Churches, etc., to be passed quietly during Divine
Service .o . .. 107
Circuit Breaker .. 82, 84 (o), (;
Cleanliness of employes’ quarters .. 18 () (@, 100 (&)
. of Cars .. 60 (i)
Clocks, Watches, etc. . 138
Winding and Repairs .. 138
Coasting to be practised wherever circumstances
permit . ¥ % . 83()
Coasting prohibited on falling grade, unless power
is available s . 83()
Coins, spurious .. 150, 157
Collection of Fares 28 .. 60, 146-154
Commenting on administration prohibited .. 36
Commissioners, definition of . .. N
Communications to persons outside the Service .. 39
Compressor .o 91
” Cut-out Switch .91
. Motor .. .. 91
Compulsory Stopping Places .. 86
Conditional Stopping Places .. 8
Conditions of Service . ve
Conduct of Employes .. . .12
Conductor—Articles to be carried by LB
. Assistant .. 60, 146
" definition of .. .. oo |
" duties at Stopping Places .. 86, 87
. ,,  Terminal .. 88
. ., when leaving Car .. 47 ()
" not to allow annoyance to passengers 64, 70
" ., riding on Car steps, etc. 27
" " bicycle, truck, etc., to be
attached to Car .. 27
» not to ride in Motorman Compartment 47
» responsible for comfort of passengers 60 (¢)
5 supply of tickets to .. 140
5 ., of change .. 141
5 to avoid undue delay .. 61()
N to examine Notices

to hold trolley cord

>
L 9. 0)

;__-4
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INDEX—continued.

—to keep interior of Cgr clean
to see that side barriers are in use
where provided : ;

to warn people about to board or alight

CondUCtO

.. 60 (7)
. 28, 88 (j)

from Car in motion .. 101 (f)
's—Assistant .. 60, 145
Conductor s E rallie Valve. . .. ?‘]‘ 2(g(}),) 97 (b)
ockers »
oller—‘ B 18" type .. 83
C°“t:°] o “K35" type.. .. 83

Conversation, unnecessary, to be avoided
Curves, Speed on

Cut Off Signs .. :
Demage to Windows, Fittings, etc., of Cars—

.. 47 (a), 60 (d)
. 85(b)

charges for o .. 64 (b)
Danger of personal contact with Compressor
Switch Fuse a .. 8
of personal contact with fingers of
! Controller . .. 83(a)
,  of personal contact with Overhead
Conductors .. e .. 100 (), (f)
,  of Road Wagon with projecting load .. 101 (¢)

Dangerous goods, parcels, etc., not to be allowed on

Decorations on Car prohibited .. 65(0)

Defect in Air Brake equipment .. 9397
»  Car equipment .. . 52, 53, 75 (), (c), %8 (c)
»  Hand Brake .. 98(0)

Defective Controller . 84(g)

,»  equipment, Motorman to be on the alert

for .. 52(d)
Defects to be reported . 19(a), 53 (b), 98 (c)
Definitions 5o 1
Delays .59

». over three minutes to be reported in writing

59

Delivery of Lost Property .. 30
Departmental clocks and watches .. 138
it premises to be kept private .. 31
Depots, shunting at .. 88
erailment, report re .. 89(b)

D;stinption of Car to be announced . . .
rections for case of Electric Shock (see end of
00

Djrty Rail, precautions re

Disabled Car . .
isarrangement of overhead equipment
iScretion 1n enforcement of By-laws .
sorderly conduct on Cars, procedure to be
followed
08s not to be carried
oors, working of

.

. 86(g)

.. 84(), 88 (d)
- 89(f). (2 135
.. 100, 124, 125
. 66

.. 64
.. 63(d)
. 28 (a), (b), 88, 91 ()
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INDEX—continued.

Drains to be l(ept clean
Duties at termim

Duty, hours of, to be as ordered

Electric Shock (see end of Book)

Electrical equipment, faults likely to arise in

"

Emergency Braking

Employe, definition of
Employes exempt from jury list

”

”

2

2

9,

”

"

”

”

”

”

system, brief description of

TOO]S

Appeals against Penalties

Attendmg as witnesses in court

to be prepared for examination in
Instructions

forbidden to partake of Intoxicating
liquor when on duty

forbidden to take intoxicating liquor on
to Departmental premises

going under a Car in service

mvited to offer suggestions

learning duties of Motorman
. . Conductor

not to accept gratultles

120
2, 4

. 84
.8l
.97
- 117 (hy

T4
¢ ]60) I6I
74

.. 40
.. 20

-
1009
Y
4

.. 60 (f),
o () ()

not to invite strangers into Departmental

premises .31 ()
not to congregate on footways n v1cm1ty

of Depot .. 18(a)
not to enter into an altercation . 12
not to exchange duty without permission 5
not to leave service without required

notice .7
not to publlcly comment on an admm-

istration .. 36
rooms to be kept clean .. 18()
to assist in carrying out instructions .. 16, 101
to attend duty at appointed hours .. 2, 45
to at once report accidents or irregu-

larities . .. 16, 19, 58, 89
to be prompt, civil, and oblrgmg .12
to be suppled with Book of Instructions 13
to carry out Instructions . 16
to devote exclusive service to Department 2,23
to examine Order Book and Notices .. 45 (b)
to exercise care for their protection .. 100
to give their names and addresses to

persons when required .12
to make use of apphances provided for

their safety .. . 100 ()
to notify Officer-in-Charge of any change

in their address . 6

R
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INDEX —continmed.

Emploves 10 obey persons placed in authority aver
them g o o2
to report irregularities . 16
to render assistance in cases of accident. 19, 89 (¢)
to sign Attendance Book when com-

mencing and ceasing duty .. 4
to use discretion n enforcement of
By-laws ; . 66
to qualify i method of dea]mg with
Electric Shock ) . 100 (e)
under 21 years of age, posmons not to be
engaged In .. .. 40
Erasures on Running Journal forbidden .. 144 (b)
Excavation In vicinity of track . .. 52(b)
Expectorating in Car forbidden o .. 03(a)
Explosives, dangerous goods, etc. .. .. 62
Facing Points . - . .. 85(b), 123
' adients .. 8, 98 (a
Fallng €17 ey Stret, St. Kilds Y
Fares System— .. 140-159
Accounting Instructlons . 159
Additional to be collected if passenger overrides
section .. . 152
Blind persons with permlts to be carried free. . 150 )]
Cash shortages .. .. .. 157
., surpluses .. - .. 158
Collection of Fares .. . 146-154
Conductor to keep himself supphed with suf-
ficient change .. . .. 141
Conductor’s Ticket-case . . 142
" Cash-bag .. .. 143
Running Journal .. .. 144
Conductor to check and sign for tickets .. 140
Fares System— . 140-159
Lockers for Conductor’s Ticket-case and Cash-
bag . .. 142 (b)
Paying in cash at close of shift .. .. 156
Relief Conductors . . . 145
Revenue Journal . . .. 140
ections to be announced . .. 86(g)
Spurious Notes or Coins .. .. 150, 157
Supply of tickets to Conductor .. .. 140
»  of cash to Conductor . . 14]
ickets and passes, to be checked as opportumty
offers . . 151
»  and small change Conductors to keep
sufficient supply . 140, 141
»  Closing numbers to be entered in ]ournal 156
»  How to issue .. . .. 146, 147
n Legibility of .. . .. 147

o
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INDEX—continmed.

Tickets non-ssue - . 147
not to be moistened with saliva . 146
only available on Car and trip issued .. 146 ()
to be iscued in numerical order .. 147 ()

_ unsold, and cash, paying m. . .. 156
Fares—collection of, during heavy loading - 150 (o)
collection of, during checking by Examining

Officer . .. 1440
Conductor responsible for 60

to furnish information re .. 60 (d)
146

early collection of, necessary ..

how to check, if in doubt .. .. 149, 152
how to receive .. .. .. 146 (b)
Motorman to collect under emergency .. 60 (a), 146 (e)
non-payment of .. . .. 148
. outstanding to be forwarded to Officer-in-
Charge .8 .. .. 148
,,  for children " .. .. 149
. for children occupying smoking compart-
ment .. . .. 149
. to be collected for children over four years.. 149 -
to be collected singly .. .. 146 (b)

Faults likely to arise in electrical equipment of Car 84
Faults likely to arise in overhead equipment .. 124
Fire Brigades .. . . .. 19, 50

Fire—outbreak of . - .. 19, 52

., outbreak on a Car .. .. .. 52

., care in the use of .. i .. 17 (e)

., in Car Shed, cars to be removed .. 19(d)

,,  Cars to be kept clear of . .. 52(f)

., on Car in Traffic, action re .. .. 52(e)

Flash Message re accident .. .. 89 (b

Foggy weather, precautions to be observed during 183 (f), 86 (e)
. 107

Footgong, to be used freely at intersections

to be rung approaching Trackmen .. 49

to be rung approaching persons on track 49

to be rung approaching schools or play-
grounds

”

”»

”»

Full Car, instructions re .. .. .. 86 (h)

Full information to be given when changing duty.. 33

Funerals .. .. - .. 50 (d)

Fuses .. .. » .78, 91 (b), 98 ()
Ganger. (See Track and Trackmen)

General Instructions i .. .. 2-74

Gong. (See Footgong)

Goods of dangerous nature not to be allowed on Car 62 (c))
. (4

Governors’ Cars ..
Gradients (falling), trolley displacements to be

watched for .. ol 5 .
Gratuities not to be accepted
Grey Street gradient
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INDEX—contined.

Hailing Cars needlessly, forbidden
Hand Brake Control, where necessary
How to appl_v
Defective
. Signals ..
Handling of live wires
Head lights

Horses, restive, to be passed cautiously

[llness of employes

., of passengers
[nstructions to be observed .
copy of, to whom supplied

[njured passengers or other persons, care o
Insulators, Section
[ntersections

Intoxicat;d persons, not to be allowed on Car ..
Intoxicating liquors, use of by employes forbidden
where procedure not

.. 66

.. 83
.43
.. 42

. 42 (c)
.. 18
.. 77(d)
. 77(f)

710
78

Judgment to be exercised
outline .

“K35" type of Controller
Kit, Conductor’s, details of
Motorman’s, details of

Lamp, oil, hand, Motorman responsible for

Lamps, burnt out, disposal of

Conductor to light when necessary
on empty Cars .. s
failure of, Car to be protected
only those authorised to be used

”
"
”

”

Legal proceedings to be authorised
Lifting Jacks ..

Lifeguards’ Instructions re ..
Light at stopping places, instruction re
Lighting Fuse ..

. Car. (See also Lamps)

. Head and Tail : foggy weather
List of Bell and Gong Signals

,, Car, Carmen to examine

Live wires, handling of .. -
., water not to be directed on to

Location of Service Telephones
Locations to be approached under han
Lost copies of Book of Instructions ..
property to be handed 1n
Car Staft ..

Marks—"* Stop " not to be overrun -
Material, defective, to be promptly replaced

.5
x
.. 16, 101 (b), (c
- 12 (), ()
.. 56

.. 87 (e)

.. 86, 87, 108

to be switched on during a thunderstorm

.39
.. 42(a), 89(d)
.. 88 (h)
. 88()
.18
77 (0), (d)

Lights to be tested and used wherever necessary. .

.. 139
d-brake control ?Z (c), 96

.. g; (a)

8500, (d),

: 93((2) ), 93 (), 9%
.. 98 ()

.. 103,104, 115, 116, 117
' }(7)0{(3’(({) 135
101 (o) w1l

)

63 (b)
20

84 (i)

.77, 88 (k)

" 77.85()

106

44, 45 (b)
" 100 (), ()

19 (c)

29, 30

134

86

118
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INDEX—continyeq.

Material, track, custody of

. not to be disposed of without authorit‘y. I|(|)7
Maximum rate of speed .. 8 (5
Motorman, Employes eligible for N 41 (6)

. deﬁnitioF lof . N ]
., uties, if leaving Car -
. Incapacitated .. N 3'7 ((‘g)’ 47 (o)
. learning duties of .. 41 )
" normal position when driving 47 (9
5 not to converse with passengers .. 47 (Z)' (f )
" not to start on indistinct Be]] Signal 106 (¢)
. not to start without Signal from i
Conductor . . 106 (¢)
. not to leave driving compartment .. 47 (a§
. not to allow persons in driving com.
partment .. ..
” not to stop where landing place is unsafe 2866; (‘g @
’ not to collect fares . .. 60, 144
" not to overcarry Car Staff 132
. preparation of Car for service by .. 75
" responsible for manipulation of equip-
ment sie ny .. 4],
. responsible for testing Car Lights . 77 (Z)5 @
" responsible for Staff Working .. 130
" to examine Notices .. 45 ()
b, to examine Car List .. 44
" to mspect Lifting Jacks .. 89(@d)
Motorman to see that Head Lights are showing 77 (o)
" to register defects in Trouble Card Book 53 ()]
" to acknowledge Bell Signals . 106 (d)
" to observe speed restrictions . 85 (b)
" to test brakes .. 15,76
" to maintain Time-table . 85 (a)
" to approach preceding Car cautiously ~ 85 0)
Y to stop on approach side of intersection 86 (¢)
. to keep a good look out for intending
passengers . . 86(f)
i to stop for aged or infirm passengers .. 86 (d)
5 to see that Points are properly set .. 88
" to shut power Off at Section Insulators 80, 87 (¢)
" to shut power Off at Cut-off Sign . 80
" to approach cautiously wagon with
projecting load .. 101 (e)
,, to exercise care when approaching
restive horse. . .. . 101 (e)
5 to exercise care to avoid accident .. 101
5 to obey signal from Police Officials .. 59 (b), 108
Motorman's Duties at Stopping Places . . 86, 87
" ,»  at Tramway Intersection .. 86, 87
. " at Terminal .. §8
- Statement of Running . 54




121
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Monetary transactions between officials .34
« and Address—
N'bn}e;niEIO\'es to be registered . .. 6,113
Of persoﬁs complaining to be taken .. 70
Notes, spurious, not to be accepted .. 150
Notices, etc., to be examined by Motormen and
Conductors . Y . 450
No person to be detained 1if name and address be
known & . o .. 68
Non-issue tickets o . .. 147
Objectionab]efgi)ods, parcels, etc. .. .. (I,g (0
nstructions o ..
Obse.r"vance (,), Time-table. . . .. 17,85 (a)
Obstructions on track .. .. .. 48,55, 101 (e), 109, 111,
112, 117, 119, 120, 121,
_ 122
Obtaining Relief Car (D_qub]e Line) .. 89
Officer-in-Charge—definition of .. o
One-man type Car, equipment of .. .. 92

W+ » » precautions re doors .. 28(b), 88(f) (i)
Only certified men to drive Cars 41

Opposite Line obstructed by deraileé-Car to b;

protected .. i . .. 89
Order, Wrong Line s . .. 89
., Relef .. .. .. 89
Outbreaks of Fire .. .. .. 19, 52
Overcarried Car Staff .. .. .. 132
Overhead Construction, disarrangement of .. 100, 116, 124, 125, 126
disarrangement to be reported .. 100(f)
Parcels .. .. .. .. 47, 62 (c)
»  Conductors not to assume responsibility for 62 (b)
i ,»  dangerous, not to be carried .. .. 62(c)
| Pass or Ticket, employes to produce .. 26
| » holders to give up seat in full Car .. 26
Passengers’ comfort to be studied by Conductor .. 60 (c), (¢)
" complaints .. .. 10
" luggage .. .. 29
" offending, not to be detained if name
and address be known.. . 68

" Conductor not to unduly converse with 60 (d)
” expectorating in Cars forbidden .. 63 (a)

leaving Cars, safety of .. .. 101 (f)

o not to loiter in gangways .. 60 (e)

g property, Carmen to be careful of .. 62 (d)

53 to be removed if Car unsafe .. 89(c)
Passes, Duty, non-acceptance of when in doubt 154
Patents for Railway Appliances . oo 2
edestrians on track .. .. .. 49



INDEX—continued.

T

Permanent Way Instructions ||3_| 26
Personal Injuries 56, 57
Persons, unless passengers, not to board Cars .. 2
Pilotman's Badge .. 127, 134
Pilot-working Forms . 127’ 134

Pneumatic Doors

'.' 28 ((1) 9I (]

Points, Facing, Car clearance essential .. 88(c)

., Cars not to stop on - .. 88 (e)

,, obstrucion m .. .. .. 123

,  speed when passing over .. .. 8

,»  to be properly set.. .. .. 88(a), (¢)

examination and testmg of .. .. 123 ’

Police signal to stop Car, to be obeyed . 59 (b), 108

., to be called when necessary and practlcable 27 (b), 64, 71
Pole Trolley .. . .. .. 79,88, 111
Power—

Conditions determining ordinary “cut off " .. 86 (¢)

Failure of precautions to be taken . . 84(e), ()

Not to be applied until trolley wheel is in posmon 79 (b)
Restoration of, Cars to be started up gradually .. 84 ()
Precautions in vicinity of schools and playgroundc

" at special places . oi 49
” when approaching loaded wagon .. 101 (e)
Preparing Car for Service.. . .15
Pressure Gauge . . .. 91
Prevention of accidents .. .. 100, 101
Processions of civilians, troops or vehicles .. 50
Property of Commissioners not to be converted to
employe’s private use .. . .. 10
Protection of Cars a5 . .. 89 ;
Public Safety of first importance .. .. 3,101 (b)
Rail-bonds .. .. .. 17 ()
Rails, broken, to be reported .. .. 118()
,, not to be above road level .. .. 119
,, superelevation of .. o .. 119
,, groove to be kept clean - .. 120
Record of Car Milleage .. " .. 54
Recruits’ responsibility .. . .. 4l
Conductor to nstruct .. .. 60 (), (9)
Motorman to instruct . .. 4]
,»  Motorman report re . .. 4l
Relief, arrangements of Carmen . .. 46, 145
, Car .. .. . .. 89(f)

.,  Order .. . . .. 89 (9)
Removal of passenger from Car .. 68,69, 70, 72
» ., voilence not to be used .. 67

Rent . l
Repair (Trouble Card) Book . .. 53 (b) 6
Repairs to overhead equipment " 109, 111, 112, 1

to overhead, safety of men during gu 11
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INDEX—continued.

Repairs to Clocks, Watches, etc. .. .. 138

" to Permanent Way 109, 111, 112, 116

., to Permanent Way, safety of 1 men durmg 17
Reporting Accidents - . 89 (b)
Reports against fellow employe to be made within

seven days .. an .. .. 38
Re-railing vehicles . .. .. 89 (o), (d)
Reservoir (Air Brake) .. s .. 91(d)

Safety Valve .. .. 91 (d)

Responsibilities of Motorman for safety .. 101 (d)

" of Conductor for safety .. 101 (f)
Restive horses .. .. .o .. 101 (e)
Reverser, the .. .. .. 83
Safe running, Motorman responsible for v 101 (d)
Safety of Public first consideration .. . 3, 101 (b)
Sand and sanding appliances, attention necessary 9

,» application on points to be avoided .. 9
., how used for emergency brake purposes .. 99
Seat (Motorman's) condition re use .. .. 47 (e)
,, not to be used as footrests .. - .. 63(a)
Section Insulators .. .. .. 80, 87 (e),
o Switches .. 100(g), 125 (o)
Senior employe at accident to superv1se . 89

Shock, Electric. (See end of Book.)
Shunting at Depots, Car Sheds and reversing at

Termini . .. 88
. of Cars to be protected durmg .. 88(b)
Signalling, Conductor’s position for on Car .. 106(g)
Side Barrers .. .. 28, 88(j)
. reversmg of at Termini .. 88(j)
Slgn ‘ Cut-off " . e
., for Compulsory Stoppmg Place .. 86 (c)
,, for Conditional Stoppmg Place . .. 86 ()
Signals . . .. 102-109
.,  Code of Bell .. . .. 106
,  Hand . . .. 103, 104, 111
. Motorman not to start thhout .. 106 (e)
5 Motorman to obe . 102
»  Overhead, Motorman and Conductor to
work in conjunction 11
,»  Opecial instruction re Fltzroy Street
Crossing . .. 87(d)
»  to be acknowledged .. .. 106 (d)
Track (Stop and Caution) .. 1L 105
Sklddmg of wheels .. s ()
Smoking on Cars e .. .. 35, 63
Sobriety of employes : .. 33 (o)
Soliciting alms, etc., on Cars forbldden .. 63()
Speed, Extremes to be avoided - .. 85(a)

,,  of Car in foggy weather y .. 85(f)
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]NDEX~~cnnlf nred.

Speed, limits at various places

t . 853
maximum rate of N 85 ()
precautions necessary, approaching Car

. ahead .. . . 8:5 (C), 8() (

Stabling Cars .. . an .. 88 (c) )

Staff System .. . . . 128-137

Object of .. o . 128 (a)

Car, when Staff to be carried .. 13

Working, breakdown of Car with Staff . 135

Breakdown of Car, not 1n possession of .. 135

Custody of Staff overmight .. 131 (@)
Staff System—

Lost or Damaged Staff . .. 134

Missing Staff, Motorman to report .. 133, 137
Staff Working—

Motorman responsible for .. .. 130 (4

. to consult Run Book .. EON()
Overcarried Staff, action re .. .. 132, 134
Staff, identification of .. v . 128 (b)

» location of on Car .. .. 131 (a)
» hot to be overcarried .. .. 132
., boxes .. .. .. .. 129
» boxes only, Motorman to open .. 130 (¢
» section, location of .. < 128 ()
,» when to be carried .. .. 128

Starting after power failure .. 840N

*“ Street Railways,” definition of .. oo

» Oignal from Police to be obeyed .. 59 (), 108
Stopping Places—

At street intersections .. . .. 86 (o)

Compulsory . . .. .. .. 86 (a)

nditional .. - .. .. 86 (h)

To be announced by Conductors .. .. 86(s)

On through Cars to be announced .. 86 (i)
Streets to be announced by Conductors .. 86 ()
Switch, compressor cut-out .. .. 91 (), 98 (c)
Switches, section and feeder not to be interfered with 100 (g), 125
Tail lamps .. - o oo 17
Telephones - .. o139

Failure of, private telephone to be used .. 139 (e)

Failure of, to be reported . . 139(d)

Locations of . . .. 139 (a)

To be tested daily » .. .. 139 ()

essages to be recorded .. .. 139 (c)
ermini, Shunting at . . .. B8
» Conductor’s duties thereat .. .. 88
" Conductor to safeguard passengers
alighting .. .. .. 88(k)
»  Motorman’s duties at .. 88

o il
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INDEX—continued.
Testing Equipment of Car .. 5!
. Air Brake . . .. 15,76 (c)
Thunderstorms— .. 84()
Circuit Breaker to be kept closed dunng .. 84 (i)
Lamps to be switched on during .. .. 84(i)

Tickets, Passenger (see Fares).
Timber Wagons, etc., to be passed with care .. 101 (e)

Time, uniform .. .. 138
Time-table, maintenance of s .. 17, 85(a)
Track gear, custody of .. . .. 17 (h)
., Care of in rainy weather .. .. 120 (b)
,»  Excavations, etc., to be authorised .. 122
»  Gang, equipment of " .. 114
,, Gang, protection of .. 17.()
,, interference with to be reported . 52 (b)
ladders, scaffolding, etc., of buildings to be
kept well clear of track .. 121
,, not to be disturbed in foggy weather snless
unsafe .. .. 17 (d)
,,  wilful obstruction ot .. .. 48, 51
,, obstructions on .. y .. 51,52, 109, 111, 112, 117,
H9 120, 122
»  Tepair work to be properly protected .. 109, 111, 116
, repar to, duty of Hand-signalman .. 109, 111
., daily inspection of by Ganger .. 118
»  Tesponsibility of Ganger gut . 118
,,  repairs to, clearances and public convenience
to be studied .. . N7 (f)
Trackmen, addresses to be reglstered by Canger 113
Trading forbidden . 0 2
Traffic, unusually heavy to be reported .. 86 (h)
Tramway, definition of .. . oo |
" Intersections .. .. 87
Travelling without ticket or pass forbidden .. 26
Trespassing .. .. - « 3]
Trial trips of Cars » . .. 76 (b)
Trolley, Adjustment .. . 79(0), (m)
” change over, how effected when on wrong
wire .. 79()
’ Cord to be held at spec1a1 p]aces . 19(f), 1
definition of .. .. ool
. displacements, speed precautions when
restoring o .. 79 (o)
= displacement to be reported .. 19(b)
. displacement of, to be signalled .. 19(d)
& not to be reversed at night until passengers
have alighted .. .. 19(g)
. to be free from metallic contact when In
Car Shed .. .. .. 79 (n), 88 (c)

. to be run trailing .. .. 19(5), 88(f)
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Trolley-pole, Conductors to arrange ..

Unauthonsed persons not to interfere with Section

"

dangers of ..
unauthorised persons not to handle. .

« precautions when reversing

Switches or Feeders
persons not to enter Car Shed

3]
.. 106 (c)

Unclaimed property
Uniform time, etc.

Uniforms, prematurely worn ) out to be replaced by

employe

" supply of and condition re use of

Unusual stoppages .
Use of sand by Motorman

Use of Signals during defect, repairs, or r alterations.

Vehicles, obstructing track

" with projecting loads
Watches, custody of :

. regulating time of

" repairs of

to be given up
Wheels, avold skidding of
Winding of Clocks .
Working of Cars
Witnesses, particulars necessary

Working Traﬂic of Double Line over a .Smgle Lise

Working of Trolley-pole ..
Wrong Line Order

Working of Single Lines by Car Staff System

Victorian Railways Print.

bell signals forbidden ..

.. 89
. 128-137

; 79 (2), 88 ()

79 (m)
- 19 (k)

100 (g)

. 30

138

.. 8
.. 8
. 59()
.99

109-112

.. 48, 101 (e)
. 101 (¢)

.. 138
. 138
o 138
we 138
.. 98
.. 138
.. 15-89

. 48, 56, 64, 72, 101
127
= 49

3148—40
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AIR  AND BRAKE EQUIPMENT

[excLupinG  one-man  car])
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PNEUMATIC DOOR  EQuIPMENT

CARS N0 52,5356,








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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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

