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GENERAL NOTICE

These rules are effective April 3, 2005. They apply 
to all employees performing duties in SEPTA’s Rail 
Transportaion Division, replacing all previous safety 
rules applying to these individuals.

The Rail Transportation environment contains many 
potential hazards, and individuals must be vigilant 
toward safety at all times. The rules provide for safety 
in this environment. Acceptance of any assignment 
in the Rail Transportation environment is an 
acknowledgment of those potential hazards and an 
acceptance of responsibility to comply with all rules.

These rules are minimal requirements. 
Manufacturers’ recommendations and instructions 
shall be followed unless superseded by Authority 
rules or instructions.

The safety rules are grouped under headings for 
convenience. However, employees must observe the 
applicable precautions wherever they relate in any 
way to the discharge of employee duties.

All SEPTA employees are governed by the 
Authority’s “Personal Protective Equipment Program.”  
At the time of this printing, the 2004 edition is in 
effect.  Employees will be governed by any future 
editions of the program.  Employees should further 
consult the current program for ANSI specifications 
for the type of personal protective equipment they 
are required to wear.  Employees should direct any 
questions about the Personal Protective Equipment 
Program or ANSI specifications to their immediate 
supervisor or a System Safety representative.
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Safety Notice

Safety is the most important element in performing 
duties. Employees must obey all rules to ensure job 
safety and continued employment.

These rules provide a safe work environment for 
SEPTA employees. The rules apply every day and in 
every job. They will guide and direct us in providing 
a safe work environment by minimizing hazards and 
the probability of accidents, injuries, and/or property 
damage.

Employees must take the safest course of action 
whenever there is doubt or uncertainty.

Employees must comply with verbal warnings, 
warning signs, posted instructions, and placards 
marking restricted areas or potential hazards.
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DEFINITIONS

American National Standard Institute (ANSI): The 
agency responsible for establishing all national  stan-
dards for personal protective equipment and other 
industry-related products.

Braced Position: A standing position with feet 
set apart to resist movement, using a handhold if 
possible.

Clear of Tracks: Being in a position not to be struck 
by on-track equipment. At a minimum, at least four 
feet outside the rail of all tracks.

Equipment:
1 )	 Any apparatus that moves on the track.
2 )	 Tools, supplies, apparatus or other materials 

used to accomplish a job task.

Firm Footing: A stance with feet flat and firmly on 
the ground, equi pment, or other level place. For firm 
footing on a stirrup or rung, place heel against the 
outside edge, when space permits; otherwise, turn 
foot slightly sideways.

Fouling: Being in a position to be struck by on-track 
equipment.  At a minimum, the area between the rails 
and extending to four feet outside of each rail.

Handhold: A firm grip with both hands, when 
possible, on a handrail or other secure, stationary 
support.

Immediate Supervisor: A person in charge of the 
work being performed.

Personal Protective Equipment (PPE): Devices 
tested and approved for a specific purpose and 
designed to safeguard an individual.

Qualified: A status attained by an employee who has 
successfully completed any required training for, has 
demonstrated proficiency in, and has been authorized 
to perform the duties of a particular position or function.
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RULES FOR ALL RAIL TRANSPORTATION 
EMPLOYEES

General Rules

1000.	 Employees governed by these rules must:
a.	 Maintain a copy.
b.	 Know and understand their application.
c.	 Practice them while on duty or on 

Authority property, vehicles and/or 
equipment.

d.	 Immediately call to the attention of a 
co‑worker any unsafe condition or action 
not in compliance with the rules.

e.	 Do everything practical to prevent 
accidents, even if doing so would involve 
performing duties of others.

f.	 Read the safety rule of the week. If it is not 
understood, or if there is a question about 
how the rule applies, ask a supervisor. If 
the rule of the day does not apply to the 
day’s work, read it and another rule that 
does apply.

1001.	 Whenever work involves more than one 
person, a job safety briefing that includes 
all affected individuals must be held prior to 
commencing the affected work to coordinate 
activities and identify any potential hazards.

The briefing will include a discussion of the 
work plan, existing or potential hazards, and 
ways to eliminate or protect against hazards.  
Outside parties or contractors involved in the 
work or who are in the work area must be 
included in the job safety briefing.

1002.	 Employees must give their undivided 
attention to the work they are performing.
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1003.	 Employees must protect ones own safety. 
Employees must not rely on the watchfulness 
of others when it can be avoided.

1004.	 Employees must use care to prevent injury to 
oneself or others. Employees must be alert 
and attentive at all times when performing 
duties and plan work to avoid injury.

1005.	 Employees must not participate in scuffling, 
practical jokes or horseplay while on duty 
or on Authority property, vehicles and/or 
equipment.

1006.	 Employees must not be careless of the safety 
of themselves or others.  Employees must 
not enter into altercations with each other, 
or participate in any other activity that could 
result in injury to an individual or damage 
to Authority property while on duty or on 
Authority property.

Employees must be careful to prevent injuring 
themselves or others.  They must be alert and 
attentive when performing their duties and 
plan their work to avoid injury.

1007.	 Employees must report all conditions that 
may affect the safe and efficient operation of 
the system to the Train Dispatcher/Controller 
by the quickest means of communication 
available, including accidents, personal 
injuries, defects in equipment, tracks, 
bridges, catenary system, 3rd rail or signals, 
trespassers, or any unusual weather or 
environmental condition.

Where required, furnish a written report 
promptly after reporting the incident.

1008.	 Employees must not use or possess firearms 
or other weapons while on duty or on 
Authority property.
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1009.	 Employees must not engage in threats, 
	 harrassment or other intimidating and/or 
	 violent behavior against another individual
	 while onduty,whether on or off Authority 
	 property.

1010.	 Employees must not wear hair or facial hair 
styles, hats, or other head or facial coverings 
that obscure vision, could interfere with the 
wearing of personal protective equipment, 
or that may contact machinery or electrical 
equipment.

1011.	 Employees must check the condition of 
equipment and tools they use to perform their 
duties.  Employees must not use defective 
equipment or tools. Employees must report 
any defects to the proper authority.

1012.	 Employees must keep their work area 
orderly and free of accumulation of dirt, 
debris, tripping hazards and any other items 
that would create an unsafe or unsanitary 
condition.

1013.	 Employees must promptly remove all refuse 
to the designated location or receptacle. The 
disposal of any article or material at other 
than a designated location or where they may 
create a safety or health hazard is prohibited.

1014.	 Employees must keep everything for which 
they are responsible orderly and clean.  
Tools, materials, supplies and any other item 
must be kept in the designated location.

1015.	 Employees must use caution when carrying 
multiple items, especially those of different 
sizes, shapes, and those containing hot, 
corrosive, or other hazardous liquids. 
Employees must carry only those items that 
permit a firm grip on each item.
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1016.	 Employees must not attempt, or perform, a 	
	 task alone that can only safely be performed 	
	 by two or more people.

1017.	 Employees must wear seat belts at all times 
while driving or riding in Authority vehicles 
that are equipped with them.

1018.	 Employees must not jump from vehicles, 
equipment, platform, or other elevated 
location. If necessary to descend without a 
ladder or steps, employees must:
a.	 observe the ground or floor condition 

and avoid holes, slippery spots or 
obstructions; then,

b.	 assume a sitting position with legs 
hanging over the edge to decrease the 
distance to the ground while maintaining a 
handhold on a suitable object, if available; 
and,

c.	 slowly descend in a manner that both feet 
contact the ground at the same time.

1019.	 Employees must not throw any items from 
trains, vehicles, buildings, and/or structures.

1020.	 Employees must not eat, drink, or store food 
or beverages in any area exposed to toxic 
material.

1021.	 Employees must not use drinking water 
containers for any other purpose.

1022.	 Employees must maintain stable footing at all 
times.

1023.	 Employees must place feet firmly and have 
a secure handhold whenever involved in the 
following actions:
a.	 Getting on or off equipment.
b.	 Ascending or descending a ladder or 

steps. 
c.	 Crossing over or between equipment.
d.	 Riding on equipment, unless properly 

seated. 
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e.	 Operating a hand brake.
f.	 Riding on equipment at the time it is 

coupled or uncoupled.
g.	 Picking up or handing off paper work 

while on moving equipment.
h	 Coupling and uncoupling equipment.
i.	 Working on equipment.

1024.	 Employees must do everything possible to 
care for passengers or employees who are 
injured.  First aid or other medical attention 
must be obtained by the quickest available 
means of communication, when necessary. 
Individuals qualified to perform first aid 
should render immediate assistance in the 
event of an injury or emergency.

1025.	 For any injury, employees must immediately:
a.	 obtain first aid or medical attention if 

necessary; and,
b.	 inform immediate supervisor. When 

the person in charge is not close at 
hand, inform that person at the earliest 
opportunity but not later than quitting time 
of the day of the occurrence.

1026.	 Employees must report all cases of personal 
injury, while on duty or on Authority property, 
to the proper manager, even if the extent of 
the injury appears trivial.  The prescribed 
form must be completed.

1027.	 A personal injury that occurs while off duty
	 	  that will in any way affect employee 		

	 performance must be reported to the proper
 		  manager as soon as possible.

1028.	 Employees must know the location of first 
aid kits, emergency tools and firefighting 
equipment and use that equipment only for 
the purpose intended.

1029.	 Employees must not use an open umbrella 
on or about the tracks. 
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Attire And Personal Protective Equipment

1100.	 Employees must be suitably dressed to 
perform duties safely and in a manner that 
will not interfere with vision, hearing, or 
the free use of hands and feet. Employees 
required to wear a uniform must do so. The 
following requirements apply to employees 
not required to be in uniform:
a.	 Waist length shirts with sleeves must be 

worn. Short sleeve shirts may be worn 
if not performing work requiring full arm 
protection.  Tank-tops or other sleeveless 
shirts are prohibited.

b.	 Employees must wear trousers that cover 
the legs.

c.	 Clothing must be sufficient to protect 
against wind chill and other adverse 
weather conditions.

1101.	 Employees must not wear loose clothing, 
dangling accessories, rings or other jewelry 
that could get caught in machinery or 
equipment.  Clothing and jewelry must be 
tied, fitted, covered, or otherwise secured to 
prevent entanglement with a moving part or 
contact with energized equipment.

1102.	 Earrings, posts, studs or similar jewelry, if 
worn, are restricted to the ear.  Earrings, 
when worn, must be solid, circular, non-
hanging, post type earrings with the 
diameters less than ¼ inch.

1103.	 Lanyards hung around the neck are 
prohibited.

1104.	 Employees must not activate, or attempt to 	
	 activate, any key operated device while the 		
	 key is attached to a lanyard, or similar device

           attached to any body part or clothing/		
	 accessory.
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1105.	 Employees must wear footwear of sturdy 
construction, preferably at least six inches 
high, unless in an office environment. 
Footwear must be completely secured by the 
provided fastening devices, which must be 
secured in the intended manner.

1106.	 Footwear used in other than an office 
environment must:
a.	 Cover the entire foot;
b.	 Have flexible non‑slip soles in good 

condition, without elevated toes. 
c.	 Be free of metal plate or cleat on the sole 

or heel; and,
d.	 Have a definite heel, not over two inches 

high.

Puncture-proof soles or inserts are 
recommended.

1107.	 Unless specifically authorized by location 
management, the following footwear 
is prohibited in other than an office 
environment:
a.	 Sneakers;
b.	 Sports shoes;
c.	 Loafers;
d.	 Moccasins;
e.	 Footwear made of canvas;
f.	 Footwear with loose, thin, cracked, ripple 

or wedge type soles;

1108.	 Employees working exclusively in offices 
must wear footwear that covers the entire 
foot. The following is prohibited:
a.	 Sandals;
b.	 Slippers;
c.	 Open-toed shoes;
d.	 Footwear with loose or cracked soles, 

and
e.	 Wearing footwear in a manner other than 

what is intended.

1109.	 Employees whose duties or work locations 
require continuous or intermittent use of 
personal protective equipment must conform 
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with all rules governing the use of personal 
protective equipment as prescribed by the 
Authority’s program.

1110.	 Employees must be familiar with and wear 
personal protective equipment and clothing 
as required.  Employees must not make any 
changes in the recommended use or design 
of protective equipment.

1111.	 Upon receiving personal protective gear 
employees will be responsible for:
a.	 The care and maintenance of the gear. 
b.	 The inspection of the gear prior to use. 

If defective, it must not be used but 
reported to the immediate supervisor for 
replacement.

c.	 Having the gear available for immediate 
use.

d.	 Wearing the gear in a manner that 
provides the intended protection.

1112.	 Making any alteration or modification to 
personal protective equipment is prohibited.

1113.	 Employees whose work exposes them to 
airborne contaminents shall use appropriate 
respiratory protection in accordance with 
the provisions of the Authority’s current 
Respiratory Protection Program.

1114.	 When necessary, employees must comply 
with the eye and face protection requirements 
of the Authority’s current Personal Protective 
Equipment Program. 

Each affected employee must wear the 
appropriate protective eye and facewear 
when working in designated areas and/or 
task assignments where their eyes and face 
are exposed to hazards.
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Walking
1150.	 Employees must walk, not run, keeping hands 

out of pockets. Running on Authority property 
is prohibited.

1151.	 Employees must always look in the direction 
they are walking, being on the alert for any 
condition that would adversely affect safety. If 
employees have to look elsewhere, stop.

1152.	 Employees must not walk, step, rest foot on 
or sit on a rail, frog, switch, guard rail, pipe, 
3rd rail, 3rd rail cover, interlocking apparatus or 
connection.

1153.	 Employees must use the designated 
walkway, path or route while moving from one 
point to another.

1154.	 Employees must not walk or stand in the 
gauge of a track unless required in the per-
formance of duty.

1155.	 Employees must be alert for tripping and 
slipping hazards.

1156.	 Employees must walk around excavations, 
holes, open pits, slippery areas or other 
hazardous conditions. Do not jump over 
them.

1157.	 Employees must keep all walkways free of 
any obstruction, tripping or slipping hazard.

1158.	 When walking through a hall, passageway or 
on stairways:
a.	 keep to the right;
b.	 use handrail when provided;
c.	 use each step of a stairway;
d.	 exercise caution when going around a 

corner to prevent a collision;
e.	 give way to person with a load;
f.	 use care when passing doors that open 

directly into the passageway.

1159.	 Employees must walk carefully when vision 
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is obscured. Avoid walking through steam or 
smoke whenever possible.

1160.	 Employees are required to provide themselves 
with sufficient lighting when walking or 
working in poorly lit areas, including tunnels. 
Employees must use a flashlight or lantern 
when conditions require them to be in such 
areas or locations. The use of flashlights or 
lanterns with metal or electrically conductive 
cases is prohibited when working near high 
voltage power sources.

1161.	 When stooping, employees must determine 
available clearance before returning to the 
upright position. Employees must confine body 
movement to the space available so that no 
part of the body contacts any object.

1162.	 Employees must exercise every precaution 
to avoid slipping, tripping or falling, especially 
during periods of rain, snow, freezing rain, ice 
accumulation or other inclement weather.
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Working On Or Around Tracks

1200.	 Employees must keep as far as practical 
from passing trains, vehicles, or equipment 
to avoid protrusions or any dragging or falling 
objects.

1201.	 Employees must not attempt any work that 
will interfere with the safe passage of trains 
or vehicles.

1202.	 Employees must inspect passing trains 
or vehicles. If dangerous conditions are 
detected, use any available means to advise 
an employee on the passing train or vehicle 
to stop. If unable to communicate with the 
employee, or the train does not stop at once, 
notify the train dispatcher / controller.

1203.	 Employees must expect equipment to move 
on any track, in any direction, at any time. 
Look in both directions before making any of 
the following movements:
a.	 Fouling or crossing track.
b.	 Crossing between or around the end of 

equipment.
c.	 Moving from under or between 

equipment.
d.	 Getting on or off equipment.
e.	 Operating a switch.

1204.	 When crossing tracks, employees must take 
the shortest route after looking both ways. If 
more than one track is to be crossed, stop 
and look before crossing each track.

1205.	 Cross in front of moving train, vehicle or 
equipment only if it is a sufficient distance 
away to permit reaching a safe location on 
the opposite side at least 15 seconds before 
the train, vehicle or equipment arrives.
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1206	 Employees must, when it is practical to do 
so, walk against the established direction (or 
current of traffic) and maintain a constant 
lookout in both directions for trains or vehicles. 
Employees must walk clear of tracks or 
driveways when duties permit. 
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On Or About Equipment
1300.	 Employees must not get on or off moving 

equipment, except in an emergency.

1301.	 Employees must comply with the following 
procedures when riding or getting on or off 
equipment:
a.	 Face the direction of movement. 

Keep body as close as possible to the 
equipment.

b.	 Choose a safe location for getting on 
or off equipment: away from live tracks, 
main tracks, close clearances, or other 
potential hazards.

c.	 Use only the handhold, ladder, step, 
stirrup, or other part designed and placed 
for the purpose of getting on or off 
equipment.

d.	 When using a ladder or ladder-style step, 
position heel against the outside edge of 
the rung or stirrup if possible. Otherwise, 
use the ball of foot turned slightly 
sideways and pointed in the direction of 
movement.

1302.	 When working in a yard, shop, or repair 
facility, employees must always look for Shop 
Tickets or defect reports, read them, and 
avoid the defects identified.

1303.	 Employees must not stand, sit, walk, or ride 
in the following positions:
a.	 On the roof of equipment.
b.	 On a flat car, if other equipment is 

available.  Do not ride the side of a flat 
car unless it has a handhold above the 
level of the deck that will allow as close 
to normal body position as possible while 
riding.

c.	 On the load in any car.
d.	 On top of the side or end, or inside of an 

open top car.
e.	 On handrails, uncoupling levers or brake 

wheels.
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f.	 On couplers, never put body parts on 
knuckles, in the space between the 
coupler head and the end of the car, or at 
any other potential pinch point.

g.	 Side walkway of a locomotive moving at 
more than 15 miles per hour.

h	 On a locomotive leading platform or step 
whenever crossing a street or highway.

i.	 On the side of any equipment in a close 
clearance area.

j.	 With hands or feet on any more than one 
piece of equipment, except when passing 
between cars.

k.	 On any portion of equipment that does 
not permit having firm footing and secure 
handhold.

l.	 On the end of moving equipment, except 
to operate the hand brake or to avoid 
close clearances. If necessary to ride the 
end of equipment, use only an end ladder 
or other location provided for that use.

1304.	 Employees must not use stirrups, ladders, or 
handholds covered with ice or other slippery 
substances.

1305.	 Employees, when using any ladder,  must 
not carry any item that will prevent a secure 
handhold or interfere with their ability to safely 
use the ladder.

1306.	 When climbing up or climbing down 
equipment, use side ladders instead of end 
ladders, where equipped. If employees do 
not have enough side clearance, do not climb 
up or down equipment. To reach or leave the 
brake platform, cross between the side ladder 
and the end ladder on the rungs that are 
nearest the level of the brake platform.
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1307.	 Employees must get down from the 
equipment on one track to reach the 
equipment on an adjacent track. Do not 
climb or jump from one piece of equipment to 
another.

1308.	 Never cross tracks closer than 15 feet from 
standing equipment.

1309.	 Employees must never cross between 
moving equipment. Cross between standing 
equipment only when the equipment is at 
least 30 feet apart.  Walk around the end of 
the equipment if there is insufficient space 
between the equipment.

1310.	 Never make adjustments to moving 
equipment.

1311.	 If necessary to foul, go under, or between 
standing equipment for any reason 
employees must:
a.	 On other than a main track, make 

arrangements for protection from the 
employee controlling the track and/or any 
equipment operating on the track.

b.	 Make sure everyone involved knows what 
work is to be performed and who is to 
perform the work.

c.	 When work involves more than one 
individual, designate one employee to 
give all movement signals.

d.	 Have a thorough understanding with 
everyone involved so that no signals to 
move will be given or responded to until it 
is known that everyone is clear.

e.	 Be sure that slack is adjusted and 
know that brakes are applied and that 
equipment will not move.

f.	 If necessary, apply hand brakes and 
chock standing equipment, to ensure that 
equipment will not move.

g.	 Maintain awareness of body position 
in relation to equipment so as to avoid 
potential pinch points or striking, or 
bumping into equipment.
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h	 After all work has been performed and 
everyone involved is in the clear, be 
certain that hand brakes, parking brakes 
are released and that chocks are removed 
before the signal to move is given.

1312.	 Employees must use the following procedure 
to open a knuckle on equipment:
a.	 Stand in the clear at the side of the 

equipment.
b.	 Check for a knuckle pin in the knuckle. If 

the pin is missing, be extra alert: when the 
knuckle falls to the ground it may bounce. 
Report missing pins to the appropriate 
Supervisor.

c.	 In a braced position, face the end of the 
standing equipment.

d.	 Grip the handle of the cutting lever 
at arm’s length, using only one hand, 
maintaining a secure handhold with the 
other if possible.

e.	 Slowly lift the cutting lever handle a short 
distance until the anticreep slack is taken 
up.

f.	 Quickly and steadily, without jerking, 
continue lifting the cutting lever handle 
until the knuckle is open.

1313	 If the knuckle does not open, use the 
following procedure on standing equipment:
a.	 Separate equipment by at least 30 feet.
b.	 Place only one foot in the gauge of the 

track. Operate the cutting lever with one 
hand and grasp the center of the knuckle 
and pull it open. Avoid pinch points and 
burrs.

1314.	 To manually adjust misaligned couplers, 
position self to use a pushing motion 
whenever possible. If necessary to use a 
pulling motion, use extreme caution, including 
a slow steady motion from a braced position. 
Do not jerk equipment. 
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Do not strain to adjust equipment. Get 
assistance if necessary. Follow these 
procedures:

a.	 Separate the equipment at least 30 feet, 
when possible.

b.	 Communicate with other employees 
involved to ensure the equipment will not 
be moved until safe.

c.	 Facing the car, place one foot in the 
gauge of track on the side of the car to 
which the coupler is skewed.

d.	 In a braced position hold the grab iron 
with one hand and push or pull the 
coupler back toward center with the other 
hand.

1315.	 Employees must use equipment to pull air 
hoses apart. Do not uncouple air hoses 
by hand, unless in an emergency.  When 
uncoupling equipment that has air hoses 
coupled, turn head away to avoid flying 
particles caused by air hoses parting.

1316.	 In an emergency only, employees must use 
the following procedure when necessary to 
uncouple air hoses by hand:
a.	 Ensure protection is provided and 

equipment will not move.
b.	 Close both angle cocks. Crossover 

equipment to close the angle cock on the 
opposite side.

c.	 Place only one foot into the gauge. Bend 
at the knees, keeping back straight. 
Securely grip each hose near the glad 
hands. Do not grasp the glad hands.

d.	 Slowly raise the hose joint until air 
pressure is depleted, then continue 
raising the joint until it separates. Turn 
head away as the air exhausts to avoid 
flying particles.

e.	 Return the hoses to lowermost position 
instead of allowing them to drop.
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1317.	 When coupling air hoses, use the following 
procedure:
a.	 Ensure protection is provided and 

equipment will not move.
b.	 Place one foot in the gauge of the track.
c.	 Bend at the knees, keeping back straight, 

and examine the hose gaskets. Replace 
missing or defective hose gaskets.

d.	 Securely grip one hose above the glad 
hand. Bend it upward and hold it with one 
hand.

e.	 Grasp the other hose above the glad hand 
and bend it. Place glad hands together to 
match the airway.

f.	 Firmly move both hoses downward to the 
lowermost position.

g.	 If necessary to open the angle cock 
on the opposite side, cross over the 
equipment.

h.	 Cancel protection only after employees 
are in the clear. Once cancelled, 
protection must again be established 
before fouling equipment.

1318.	 Employees must not reduce brake pipe 
pressure with an angle cock.

1319.	 Always take a close look at the load on a car 
and at lading that might shift toward the side 
or the end of the car. Keep hands, feet, and 
other body parts clear of the top of the car 
and of this lading.

1320.	 Employees must not lean against standing 
equipment. 

1321.	 Employees must place equipment, supplies, 
or other items on equipment only when it 
is stopped. Place items on the equipment 
platform (when equipped) or hand them to a 
fellow employee before getting on or getting 
off equipment.
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1322.	 When working in locomotives, work cars, or 
other such equipment take these precautions:
a.	 Check doorway overhead clearance to 

prevent striking head.
b.	 Make sure safety chains at locomotive 

end walkways are properly positioned and 
secured. Doors must be secured in the 
open or closed position.

c.	 Inspect locomotive seats before use to 
be sure they are secure and free from 
obvious defects. Seat frames, pedestal 
tubes and floor or wall mounted bases 
must be free of cracks. The seat must 
be mounted to the pedestal tube with a 
tack welded retaining bolt. Never use a 
defective seat or one missing the seat 
retaining bolt.

d.	 Inspect side sliding windows before use to 
make certain they are properly positioned 
in their tracks, operate properly and that 
the window tracks are secured to the cab 
wall.

e.	 Report all safety defects on the 
locomotive inspection report in addition to 
operating defects.

1323.	 When equipment is passing on an adjacent 
track, move away from the side of the train or 
vehicle next to that track, if possible.

1324.	 Before starting a diesel engine, make sure 
that the following actions have been taken:
a.	 Crankcase and air box covers are in place 

and have been secured.
b.	 Cylinder test cocks are closed.
c.	 Cocks, valves or other devices are in the 

proper position.
d.	 Persons are clear of moving parts and 

devices.
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1325.	 Before checking traction motors or an 
apparatus under a standing locomotive while 
the engine or engines are running, take the 
following actions:
a.	 Open the generator field switch.
b.	 Make sure that the independent brakes 

and hand brakes are set to hold.
c.	 Remove the reverse lever from the control 

stand and keep it with employee.

1326.	 Before working on brake rigging, take the 
following actions:
a.	 Apply the hand brakes if practical, or use 

any other means necessary to secure the 
locomotive against movement.

b.	 Cut out the air brakes using the truck 
cylinder cut out cock.

NOTE: Cut out only one truck at a time.

1327.	 Before operating a locomotive on which 
work has been performed, make a thorough 
inspection of it. Make sure that all tools, 
material, and other items are clear of the 
following:
a.	 Electrical apparatus.
b.	 Moving parts.
c.	 Overhead areas.
d.	 Walkway and steps.
e.	 Other areas where the items might create 

a hazard.

1328.	 Rail Transportation Department employees 
are prohibited from working on high voltage 
wiring or systems.

1329.	 Employees must make sure the switch to that 
circuit has been opened before removing or 
replacing a fuse.

1330.	 To operate a battery‑knife open‑type switch, 
grip the handle while standing at arm’s length 
with weaker hand. Turn face away from the 
switch while quickly operating it.
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1331.	 Employees must keep all doors or covers 
closed and properly secured except when 
performing work in an electrical apparatus or 
cabinet.

1332.	 Employees must use approved devices, 
tools or other items when near or within an 
electrical cabinet, apparatus, or equipment. 
Flashlights with metal or electrically 
conductive cases are prohibited.

1333.	 Employees must keep body and clothing 
clear of any hot or moving parts when 
observing engine components.

1334.	 When an engine cooling system overheats, 
isolate and examine the engine for the cause. 
Avoid hot engine parts including the radiators 
and waterfill pipe. Only qualified employees 
may remove the water fill cap after pressure 
has been released.

1335.	 When a diesel engine develops unusual 
noise, smoke, flame, or other abnormal 
condition, immediately shut down the unit, 
preferably from a remote position. When 
an abnormal condition such as those just 
mentioned develops in an apparatus that 
will not adversely affect the operation of the 
diesel engine or cause damage (such as a 
traction motor, or generator, etc.), isolate the 
locomotive using the isolation switch.

1336.	 Employees must not place any unnecessary 
item on cab heaters or other heat generating 
component. The use of heat producing 
apparatus on equipment, other than those 
furnished by the Authority, is prohibited.

1337.	 When handling baggage or any other items:
a.	 Have secure handhold and firm footing.
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b.	 Lift with your legs, not with your back, and 
then only within the limits of your physical 
capability.

c.	 Use good judgement, test weight prior to 
lifting and obtain assistance in the event 
that weight appears to be too great for 
one person to handle safely.

1338.	 Employees must not attempt to chock 
equipment while it is moving.  Be sure the 
equipment is stopped, handbrake(s) have 
been applied, and the chock does not extend 
beyond the side of the equipment. Carefully 
apply and remove wheel chocks to avoid 
pinch points.

1339.	 Employees must have a firm footing and 
secure handhold during any operation or 
situation that requires stability.

1340.	 To open or close drawer, door, cabinet, cover 
or window, employees must:
a.	 Face it and keep all body parts clear of 

pinch points.
b.	 Use the knob, handle or other provided 

apparatus.
c.	 Obtain help, if necessary.
d.	 Secure it if it is likely to close, fall or be a 

hazard.

1341.	 Employees are required to place their feet 
firmly and to secure a handhold to maintain 
stability when performing the following 
actions:
a.	 Getting on or off any equipment.
b.	 Ascending or descending ladder or steps.
c.	 Crossing over tracks or crossing between 

equipment.
d.	 Riding on equipment (unless properly 

seated).
e.	 Operating handbrakes.
f.	 Positioned on equipment at the time it is 

being coupled or uncoupled.
g.	 Operating cutting lever. 
h.	 Uncoupling equipment.
i.	 Coupling hoses. 
j.	 Coupling or uncoupling electrical cables.
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k.	 Any other action that requires employee to 
maintain stability.

1342.	 Employees are prohibited from using feet to 
perform the following functions: 
a.	 Moving knuckles or coupler heads. 
b.	 Moving cutting levers. 
c.	 Moving angle cocks or other similar 

devices. 
d.	 Attempting to dislodge any item or device 

that may be binding or stuck. 
e.	 Any other action for which using the feet or 

leg is unsafe.
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Operating Hand Brakes

1350.	 Before operating any handbrake, follow the 
procedure below:
a.	 Determine the type of brake and know its 

operation.
b.	 Inspect the brake for any defects. If a 

defect is found, report it to a supervisor. 
Never use a defective handbrake.

c.	 After using the handbrake, check to verify 
that it has either applied or released.

d.	 Handbrakes must be operated while on 
the brake platform if the car is equipped 
with a usable brake platform.

1351.	 To apply or release a vertical wheel 
handbrake, use the following procedure:
a.	 Get in the proper position: face the brake 

platform and place right heel against the 
edge of the brake platform. Place left heel 
against the end ladder rung closest to the 
level and below the brake platform.

b.	 With left hand grip the handhold that 
provides employees with best balance. 
Use right hand to apply or release the 
brake.

c.	 To apply the brake, grip the wheel rim on 
the pull side of a spoke. Never put hand 
in the spokes. Turn the wheel clockwise 
to apply the brake. Use the on/off lever if 
there is one.

d.	 Keep clothing and body clear of the wheel 
while employees are releasing the brake. 
To release the brake, grasp the rim at the 
top with right hand at arm’s length, while 
leaning body slightly to the left. Maintain 
balanced position at all times. If there is a 
release lever, use it to release the brake. 
If the handbrakes were applied after 
air brakes were applied in emergency, 
employees may have to apply the air 
brakes in emergency again to release 
the brake. This is not necessary if the 
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handbrake is equipped with a separate 
release lever.

e.	 Before moving from the end of the car to 
the side of it, always look around the end 
of the car in both directions. Look out for 
passing equipment or lading.

1352.	 To apply or release a horizontal wheel and 
shaft handbrake, use the following procedure:
a.	 Grip the brake wheel firmly with both 

hands and spread feet for balance. To 
maintain balance, move the wheel a 
maximum of a quarter turn at a time. 
Apply the brake by turning it clockwise. 
Release the brake by turning it 
counterclockwise.

b.	 In order for employees to use a brake 
club, the car must be equipped with a 
handrail that is at least waist high. To use 
a brake club, grasp the handrail securely 
with left hand and with right hand wedge 
the brake club securely through the brake 
wheel against the shaft. To maintain 
balance, move the wheel a maximum of a 
quarter turn at a time.

c.	 To maintain a balanced body position 
while using a horizontal wheel brake 
with exposed pawl and ratchet, apply 
or release the brake only a few notches 
at a time. Since the brake wheel spins, 
keep clothing and body clear of the brake 
wheel when applying and releasing the 
brake.

d.	 If the handbrakes were applied after 
air brakes were applied in emergency, 
employees may have to apply the air 
brakes in emergency again to release 
the brake. Similarly, if the handbrakes 
were applied by means of a brake club, 
employees may have to use a brake club 
to release them.
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e	 Before moving from the end of the car to 
the side of it, always look around the end 
of the car in both directions. Look out for 
passing equipment or lading.

1353.	 To apply or release a pump or crank style 
handbrake, use the following procedure:
a.	 Before operating the handbrake, make 

sure that the handle stop is not defective 
or missing.

b.	 To operate the brake from the equipment, 
use the brake platform and a handhold. 
Operate the pump handle with one hand 
only, keeping the other hand on the 
handhold for balance. If employees must 
operate the brake from the ground, stand 
clear of the swinging radius of the handle. 
Operate the handle with one hand only, 
using the other hand to maintain balance.

c.	 Put the on/off lever in the appropriate 
position before using the handle. Some 
brakes require that employees put the on/
off lever in “off” and then move the brake 
handle, first up to release the tension, 
then down to release the brake.

d.	 Before moving from the end of the car to 
the side of it, always look around the end 
of the car in both directions. Look out for 
passing equipment or lading.
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Operating Hand-Operated Switches

1400.	 To operate a low switch stand and 
certain derails equipped with straight or 
weighted‑type switch lever, observe the 
following guidelines:
a.	 Warn all persons to clear moving parts 

and look to be sure that the switch stand, 
connecting rods, and open point space 
are free of obstruction.

b.	 Make all movements with firm footing, 
secure handhold, and a braced position. 
Lift or push the lever steadily.

c.	 Face the switch stand and place feet 
clear of the lever, with the switch ball 
centered to body.

d.	 Keep hands clear of switch target and 
keeper latch pinch points.

e.	 Grip the end of the lever or ball while it 
is still latched, if equipped with a keeper, 
and push down to determine the degree 
of tension.

      NOTE: For switches with excessive 
tension stand upright and use the foot 
closer to the stand to release the keeper 
(staying clear of lever movement). Once 
the lever has stopped moving, reposition 
to continue operating the switch.

f.	 If tension feels to be within the the normal 
range continue to maintain a secure 
handhold and use the foot closer to the 
stand to release the keeper latch, if so 
equipped.

g.	 Raise the lever several inches and 
replace foot firmly on the ground.

h.	 Lift the lever up to the vertical position, 
using both hands, if necessary. 
Continually reposition yourself to keep the 
center of body in line with the switch ball.

i.	 With the lever vertical, begin a downward 
push repositioning feet as the lever moves 
toward the latch. Keep feet clear of the 
ball as employees push the lever down. 
Make sure that the keeper, if so equipped, 
latches it.
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j.	 Check to be sure that the diverting switch 
point fits up properly before authorizing 
movement over it. See that the derail, if 
equipped, is in proper position.

k.	 While operating the switch, bend knees 
and hold back straight. Report any 
defect or inability to operate the switch to 
immediate supervisor.

1401.	 On certain switches, derails and other 
facilities equipped with a high stand, the 
operating lever hinges downward. This lever 
is parallel to a slot in the stand and is secured 
in that slot. The lever is raised to a horizontal 
position to operate. When operating:
a.	 Warn all persons to clear moving parts 

and be sure that the switch stand, 
connecting rods and open point space are 
free of obstruction.

b.	 Make all movements with firm footing, 
secure handholds as near as possible 
to the end of the operating lever, and a 
braced position.

c.	 Keep hand clear of the stand keeper slot, 
or other pinch point.

d.	 Stand on the side of the switch ties on 
which the lever is latched to the switch 
stand.

e.	 At arm’s length, using palm only, slowly lift 
the lever out of the keeper slot and allow it 
to completely release any tension. Raise 
the handle to the horizontal position. 
Move the lever steadily.

f.	 Face the switch stand, place one foot 
against the side of the headblock to which 
the lever will be moved. Place the other 
foot between the headblocks and against 
the side of the further tie.

g.	 Pull the lever as far as possible without 
interfering with braced position.

h.	 Then move to the side of the headblock 
to which the lever will be latched to the 
switch stand. Place one foot against the 
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side of the timber and finish pulling the 
lever so it will be in line with the latch slot 
below.

i.	 Lower the lever into the keeper slot. Do 
not use foot to push the lever.

j.	 Be sure that the diverting switch point 
fits up properly before authorizing 
movement over it. Be sure that the derall, 
if equipped, is in the proper position.

NOTE: Should the physical characteristics of the 
switch or any other factor makes it impractical 
to follow any of the precautions of the above 
procedure, take precautions to comply with the 
principles indicated to operate the switch without 
adverse incident. Report all defects.

1402.	 The proper method to APPLY a stationary 
hand-operated derail not equipped with a lever 
is as follows:
a.	 Facing the derail perpendicular to the rail, 

place both feet firmly inside the gauge of 
the rail,

b.	 With both hands, firmly grip the extended 
tab ends of the derail being careful not to 
get fingers caught in pinch points,

c.	 Lifting with the legs from a braced position 
and maintaining a firm handhold, raise the 
derail to a point beyond which it will fall 
toward the railhead when released,

d.	 When ascertained that the derail will fall 
away from the body, release the derail 
allowing it to fall in place onto the top of the 
railhead,

e.	 Secure the derail with an approved lock 
(where required).
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The proper method to remove a stationary hand-
operated derail not equipped with a lever is as follows:

a.	 Remove approved lock (when secured),
b.	 Facing the derail perpendicular to the rail, 

place both feet firmly outside the gauge of the 
rail,

c.	 With both hands, firmly grip the inside portion 
of the derail that does not rest on the railhead, 
being careful not to get fingers caught in pinch 
points,

d.	 Lifting with the legs from a braced position and 
maintaining a firm handhold, raise the derail 
from the railhead to a point beyond which it will 
fall inward toward the gauge of the rail when 
released,

e.	 When ascertained that the derail will fall away 
from the body, release the derail.

1403.	 Before operating any lever, button, switch or 
other control device, employees must look and 
be certain to the extent it is possible that all 
persons who might be affected are in the clear.
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Material Handling And Lifting

1500.	 When handling material:
a.	 Take precautions to protect hands, feet, 

and body.
b.	 Avoid sharp edges and projections; wear 

gloves.
c.	 Avoid dislodging nearby loose material or 

an object which may catch employees.
d.	 Keep clear of holes, slippery surfaces or 

obstructions in order to prevent slipping, 
failing or being caught by material.

1501.	 When lifting objects:
a.	 Clear the path of obstructions and tripping 

hazards.
b.	 Check for grease, oil and sharp edges, 

then grip the object firmly with the palms 
of hands at the most suitable point.

c.	 Tip the load to test the weight and lift only 
within the limits of your physical capability. 
If necessary obtain assistance or make 
additional trips.

d.	 Have firm footing with one foot alongside 
the object and one foot behind it, about 
shoulder width apart.

e.	 Bend knees and keep back straight. (Tuck 
in chin to help keep your back straight.)

f.	 Keep arms and elbows close to body. 
Draw the object close and lift by slowly 
pushing up with legs, avoiding sudden 
movements. Never twist your back to turn; 
turn your whole body.

g.	 If there is a feeling that the handhold is 
being “lost” or the tool is “losing” contact 
or grip, tell the person giving commands 
and gradually lower the object.

h.	 If object gets out of control, immediately 
move clear until it comes to rest.

1502.	 When lifting to a position above the waist:
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a.	 Do not attempt the lift in one motion.
b.	 Get the load waist high by following 

proper lifting procedures and then rest it 
on a support to change grip.

c.	 Bend knees and use the leg muscles for 
the final lift.

1503.	 When two or more persons handle material:
a.	 One person should be designated to 

give all commands. Lift or move only on 
command.

b.	 Person designated to give command must 
fully inform those assisting what is to be 
done and what the words of command will 
be. The commands shall be in a loud and 
distinct manner.

c.	 Persons should be placed according to 
size, strength and experience.

1504.	 Leave all material in a stable position after 
handling.

1505.	 Work from ends or from back of pole, pile, 
timber, or other long object when pushing or 
rolling it.

1506.	 When carrying a long object alone, observe 
the location of obstructions and people to 
avoid striking them. When carrying a long 
object with other people, position yourselves 
on the same side of it, and walk in step. Do 
not follow closely behind an object being 
carried.

1507.	 Employees must not drop or throw material 
when it is likely to rebound.

1508.	 Employees must use a ladder or step stool to 
reach overhead objects that are beyond their 
normal reach.  Employees must not stand on 
any object not intended for that purpose.
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Working With Tools And Equipment
1550.	 When using any tool or item, employees 

must:
a.	 place feet firmly;
b.	 maintain a braced position ‑‑ don’t 

overreach;
c.	 keep hands and other body parts clear of 

pinch points.

1551.	 Employees must use handles or knobs, if 
provided, when handling sliding or hinged 
devices. Properly secure the device before 
placing any portion of the body into an 
opening. Do not open more than one filing or 
tool cabinet drawer at a time. Close devices 
carefully immediately upon completion of the 
task.

1552.	 Before operating a control lever, push button, 
switch, or other control device, confirm to the 
extent practical that all persons who might be 
affected are in the clear.

1553.	 Employees must keep clear of any 
suspended load. Stand clear while tension 
is applied (through either a pull or a lift) to a 
cable, chain, or other tackle.

1554.	 Employees must not operate or ride on any 
type of equipment except as necessary in 
the performance of their duties or with proper 
authorization.

1555.	 Employees must examine any tool, 
equipment, or other item for defects before 
using it. If defective, do not use.  Report any 
defect to the immediate supervisor.

1556.	 Employees must not perform any act that 
defeats, by-passes, or nullifies the purpose of 
a safety device.  Employees must not make 
modifications to equipment or tools unless 
authorized.

1557.	 Employees must protect the point of any 
sharp or pointed tool or object in their 
possession.
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1558.	 Employees must keep clear of, and not face, 
any welding, cutting, heating, or grinding 
operation without appropriate eye protection.
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Office/Indoor Safety

1600.	 Never leave knives, pencils, pins, scissors, 
or other sharp objects on the edge of a desk 
or in any place where they may cause injury. 
Carry them in a manner to avoid accident and 
use them for their intended purposes. Protect 
them with a sheath when available.

1601.	 Employees must not sit or stand on any 
object not intended for that purpose.  
Employees must ensure seat, chair or bench 
is safe, properly positioned and capable of 
supporting them before use.

1602.	 To avoid cuts, use care when handling 
papers. Use a rubber finger guard when 
working with stacks of papers. To seal 
envelopes, use a wetting device rather than 
your tongue.

1603.	 Refrain from throwing any articles.

1604.	 Employees must not attempt to lift or move 
bulky or heavy equipment or materials 
alone. Get someone to assist and follow 
the requirements prescribed in the Material 
Handling and Lifting section.

1605.	 Employees must not use wastebaskets for 
the disposal of sharp objects, glass or other 
articles that may cause injury. Such articles 
should be placed in special containers, or 
wrapped, marked and placed beside the 
wastebasket for disposal.

	 Needles, syringes or any other sharp 
object with readily visible blood should only 
be disposed of by personnel qualified to 
handle bio-hazards in accordance with the 
Authority’s current Bio-Hazard Exposure 
Control Program.
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1606.	 Employees must report any sharp edges, 
splinters or defective parts on furniture. Avoid 
injury from the defect until it is repaired or 
replaced. Never use defective furniture.

1607.	 To open or close drawer, door, cover or 
window, employees must: 
a.	 Face it and keep all body parts clear of 

pinch points.
b.	 Use the knob, handle or other provided 

apparatus.
c.	 Obtain help, if necessary.
d.	 Secure it if it is likely to close, fall or be a 

hazard.

1608.	 When using drawers and/or cabinets, 
employees must:
a.	 Always close the drawers or doors of 

cabinets or desks after using them.
b.	 Never open more than one drawer 

at a time, and be sure to arrange the 
contents of filing cabinets so they are not 
top‑heavy.

c.	 Distribute the contents throughout the 
entire cabinet instead of only in the top 
drawer.

1609.	 Employees must use caution when operating 
paper cutters, trimmers, and power punches. 
Keep all body parts clear of the cutting 
blades. Be sure to leave the blade of a paper 
cutter closed and latched when employees 
have finished with it.

1610.	 Employees must never handle electric fans 
while they are in operation. Table top electric 
fans must not be placed on the floor. If 
the placement of a fan appears potentially 
dangerous, provide special safeguarding 
equipment. Never use a fan with unguarded 
blades.

1611.	 Telephone or electrical cords in walking areas 
must be encased by floor molding.
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1614.	 Employees must never adjust or clean 
business machines while they are in motion. 
If a machine jams, turn off the power before 
attempting to remove any obstruction, unless 
the machine has instructions for safe removal 
of obstructions while still under power.
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Hazardous Materials, Flammables, And Fires
1650.	 Employees must take every precaution to 

prevent loss and damage by fire.

1651.	 Employees must report immediately to the 
train dispatcher/controller any fires seen on 
or near the right of way, unless the fires are 
attended by emergency response personnel. 
Cause of fire, if known, must be promptly 
reported.

1652.	 Employees must dispose of any material 
saturated with a flammable liquid in a fully 
enclosed metal receptacle. Do not place the 
material where fumes may accumulate near a 
source of heat.

1653.	 Employees must keep clear of any area 
contaminated with hazardous material. If 
necessary to enter such an area after an 
emergency situation has ended, wear the 
appropriate personal protective equipment 
prescribed by the Personal Protective 
Equipment and/or Respiratory Protection 
Programs. If employees have come into 
contact with hazardous substances, 
employees must wash before eating, drinking, 
or smoking.

1654.	 Employees must not start or stimulate a fire 
in a stove, furnace, or other source of open 
flame by using grease, flammable liquid, 
or any material saturated with a flammable 
liquid. 

1655.	 Employees must not store flammable gases, 
liquids, or solids near a pilot light, open flame, 
or other source of open heat or light. Store 
flammable materials in approved flammable 
storage containers, lockers, and/or rooms.

1656.	 Employees must not use gasoline or any 
other flammable liquid for cleaning. If 
gloves or clothing become saturated with a 
combustible substance, keep a safe distance 
from any source of heat or open flame. 
Remove and clean the clothing as soon as 
possible.
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1657.	 Employees must not use water to extinguish 
a fire on or near electrical equipment, circuits, 
or apparatus.

1658.	 Employees must not use a flammable fluid to 
clean an electrically operated machine.

1659.	 Smoking or the use of open flames is 
prohibited:
a.	 where explosives, flammables, 

combustibles or acids are either stored or 
handled; and,

b.	 in other unauthorized areas.

Employees must ensure that non-
employees comply with this requirement.
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General Electrical Requirements
1700.	 Employees must follow the appropriate 

procedures to carry out all electrical work in 
a safe manner, consistent with federal, state, 
local, and industry standards as prescribed 
in the Authority’s current Electrical Safety 
Program.

1701.	 Unless known to be de-energized and 
grounded, employees must assume all wires, 
conductors, and other electrical equipment 
are energized.

1702.	 Employees must not alter safety features 
of fuses, circuit breakers, or other electrical 
equipment.

1703.	 Employees must not work on electrical 
apparatus or equipment unless specifically 
trained and qualified to do so.

1704.	 Employees must not depend on insulation, 
weather proofing, or covering on wire, 
electrical apparatus, or equipment for 
protection against shock.

1705.	 Employees must not remove warning signs 
or blocks placed by other employees or close 
a protected switch unless the employee who 
placed the protection authorizes you to do so.

1706.	 Employees must use only approved non-
metal case, electrically non-conductive 
flashlights around electrical equipment.

1707.	 Employees must not use flagsticks or other 
objects to close or open electrical contacts.

1708.	 Only qualified Power Department and 
Mechanical Department employees who 
are authorized are permitted on the roof of 
any car or equipment in overhead electrified 
territory unless the system is de-energized 
and grounded.
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Third Rail Safety

General Information: The high voltage electric 
system is the primary power supply for transportation 
and is used to operate the traction motors for car 
movement and other components. Power is supplied 
to the 3rd rail and is picked up by current collectors (4 
“shoes”, 2 per side on each car.) 

Each individual car collects its own current from 
the third rail. Power is not “trainlined” between non-
married pair units.  Each car must have at least one 
shoe touching the third rail to become energized. 
When one shoe is contacting the 3rd rail, all shoes 
will be energized even when not in contact with 3rd 
rail.

1750.	 Employees are prohibited from standing 
on, walking on, sitting on, or using 3rd rail or 
protection board/cover as a step.

1751.	 Employees must maintain constant 
awareness of their proximity to 3rd rail. When 
working near 3rd rail, employees must:
a.	 Never come into contact with 3rd rail.
b.	 Be aware of switch aprons and avoid 

such by walking around them.
c.	 Avoid carrying any metal objects that 

might come into contact with 3rd rail.
d.	 Maintain a safer distance from 3rd rail 

during wet or damp conditions.
e.	 Never assume 3rd rail is de-energized; 

when directed by the Power Department 
that circuit is de-energized, employee 
must remain isolated from the circuit if it is 
necessary to work close to it.

f.	 Avoid stepping on loose material piled 
close to 3rd rail (dislodging can result in 
shunting the circuit.)

g.	 Be aware of and avoid such tripping 
hazards as 3rd rail anchors (i.e. braces) 
and cable feeds.

h.	 Never wear jewelry or accessory in a 
manner that can be exposed to 3rd rail 
contact while performing a task.
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1752.	 When walking near 3rd  rail, employees must 
always walk to the outside of the running rail 
and, whenever possible, away from the side 
where the 3rd  rail is located.

Employees are prohibited from walking 
between the 3rd  rail and running rail of any 
track.

1753.	 Employees must avoid contact with any shoe 
of a car regardless of whether or not the shoe 
is touching the 3rd  rail.

Employees must avoid looking directly at train 
collector shoes during equipment movement, 
particularly at track switches (turnouts.)

1754.	 In the event a fire is present in near proximity 
to 3rd  rail and the fire can be readily 
extinguished, a multi-purpose dry chemical 
(“ABC”) fire extinguisher should be used. Use 
of water should be avoided, since water can 
increase the possibility of electrical hazards 
and produce heavy smoke.

1755.	 When an emergency occurs near 3rd rail that 
requires the power to be shut off, employees 
must immediately contact the appropriate 
train dispatcher / controller  advising him or 
her of the location by indicating the closest 
station, the proper track number, and the line.

1756.	 In an emergency, if a car’s power cable 
is broken and there is difficulty or delay 
in getting the 3rd rail de-energized, the 
shoes can be knocked off with a wooden or 
fiberglass handled hammer or maul, or by 
inserting wooden paddles between the 3rd 
rail and shoes. This procedure should only 
be applied by experienced transportation or 
mechanical personnel.
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1757.	 When 3rd rail has been de-energized, power 
may only be restored by the person who 
requested the power to be de-energized.

It is permissible for the person who originally 
requested the power to be de-energized to 
transfer this authority to a relieving employee, 
but only after a clear understanding has been 
made between the two individuals and the 
train dispatcher/controller has been notified 
of the relieving employee and time.

1758.	 Employees must be aware of the following 
when encountering a person in contact with 
3rd rail:
a.	 Contact may be fatal.
b.	 Do not attempt to free victim the from 3rd  

rail by directly touching victim, unless it is 
absolutely known that the rail has been 
de-energized.

c.	 If it becomes imperative that the victim 
be pulled away from 3rd rail and rail is 
assumed to remain energized, attempt 
should be made using a dry non-
conductor (e.g. rubber gloves, trousers, 
shirt, coat, belt, wood, etc.) to pull victim 
away.

d.	 If it is not possible to move the victim 
away from 3rd rail, every attempt should 
be made to stop the next approaching 
train.

e.	 Once the victim is removed from 3rd 
rail, every attempt should be made to 
administer resuscitation until the victim 
regains consciousness or trained help 
arrives.

f.	 Once the victim is removed from 3rd rail, 
the victim should not be moved further 
unless it can be done under his or her 
own power.
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Fire Protection

1800.	 Employees are responsible to report any fire, 
which either directly or indirectly is affecting 
or has the potential to affect any Authority 
buildings, structures, vehicles, equipment, 
or any other interests on Authority property 
or along the right-of-way of any territory over 
which the Authority operates.

	 Employees are responsible to report any 
	 hazards, which have the potential to cause 		
	 fire. 

1801.	 In the event of fire or smoke, employees must 
take the following action to report:
a.	 Immediately notify the Fire Department by 

calling the Emergency Fire number (#5111 
or 9-911) from any Authority telephone in 
the city of Philadelphia (note: when using 
public telephone, dial 911).

OR
b.	 Activate a Fire Alarm Box, American 

District Telegraph (ADT).

Following the above action, employees must 
immediately contact the train dispatcher/
controller notifying them of the same 
information.

1802.	 When reporting smoke or fire, employees 
must give as much information as possible, 
including location, severity, or life hazard 
(evacuation, etc.).

1803.	 Employees may, to the best of their ability 
while maintaining their own personal 
protection, take appropriate immediate action 
to contain or extinguish a fire until the fire 
department arrives. (Refer to “Use of Fire 
Extinguisher.”)
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1804.	 When the train dispatcher/controller has 
been notified of smoke or fire, the train 
dispatcher/controller is responsible for 
notifying the appropriate fire department(s) 
and coordinating the emergency to prevent 
any unnecessary delays to the operation.

1805.	 The current Fire Report Form must be 
submitted for all fires occurring on Authority 
property or on Authority vehicles.

	 Employees who have been designated to 
	 submit the form must provide a copy to:

1.	 The Risk Manager at 1234 Market Street,
2.	 The Fire Marshall at 1234 Market Street,
3.	 The immediate supervisor.

1806.	 Employees must not place paper, cloth, 
waste, or other material, which has been 
saturated with flammable liquids in confined 
spaces, lockers, pockets, or in areas where 
there is a stove, furnace, radiator, or other 
source of heat or ignition.  All flammable 
waste shall be put in approved waste 
containers for disposal.

1807.	 Employees are prohibited from using gasoline 
or other flammable liquids for cleaning or 
washing purposes. If gloves or clothing 
become saturated with flammable liquid, 
clothing must be removed or discarded in an 
approved flammable waste container as soon 
as possible. Employees must keep a safe 
distance from ignition sources that include, 
but are not limited to, stoves, furnaces, 
electric ovens, or open flames.

1808.	 Employees are prohibited from using grease, 
gasoline, kerosene, alcohol, or any other 
flammable liquid to start or stimulate a fire, 
which is contained as a heat source.
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1809.	 If open flame must be used during the course 
of activity, employees must use extreme 
caution and not expose open flame to any 
material, which is flammable or explosive.

1810.	 Water must not be used to extinguish any 
fire, which is on or near electrical equipment, 
circuits,  apparatus, or flammable liquid fires.

1811.	 If a fire is discovered, immediately sound 
the alarm and make proper notification as 
outlined in “General Instructions”. Employees 
who are trained to fight fires should attempt to 
fight the fire to the best of their ability without 
jeopardizing their personal safety.

1812.	 Employees should be familiar with the 
location of all primary and secondary fire exits 
in their work location(s).

Elevators must never be used as an escape 
route from a fire.

Following is a guideline to enhance personal 
safety when evacuating the area in the event of a 
fire:

1.	 Start the evacuation immediately 
utilizing the primary fire exit. In the event 
the primary exit is blocked, utilize the 
secondary exit. Move calmly to the exit(s), 
closing doors behind.

2.	 Hold hand near each closed door before 
attempting to open it. If the door is hot, 
DO NOT open it. If the door is cool 
or near room temperature, open the 
door slowly staying behind it. If heat or 
pressure come through the door, slam it 
shut immediately.

3.	 If it is impossible to find a safe route of 
escape, move to a room with a window. 
Shut the door and seal the cracks if 
possible to keep out smoke. If windows 
can be opened, open window(s) to their 
fullest extent and signal for help. Do not 
attempt to jump.
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1813.	 All Vehicles and locations are equipped 
with fire extinguisher which are available for 
service at all times.

Employees should familiarize themselves with 
the location of fire extinguisher in the event 
they are needed for an emergency.
Employees should also familiarize 			 

	 themselves with the specific type available 		
	 at their work location and the operation for 		
	 that type.

Following are the types of fire extinguisher 
utilized by the Authority and a description of their 
operation.

(Caution: When using any of the following 
chemical fire extinguisher, particularly in confined 
areas, care should be exercised to avoid being 
overcome by fumes and/or gases due to oxygen 
deficiency.)

a.	 Carbon Dioxide Extinguisher

To Operate:
1.	 Pull locking pin,
2.	 Squeeze lever,
3.	 Direct at base of fire; rapidly sweep 

agent in side-to-side motion.
Effective Range: 7 feet
Duration: 15 seconds

b.	 Dry Chemical Extinguisher

To Operate:
1.	 Pull locking pin,
2.	 Squeeze lever,
3.	 Direct at base of fire; rapidly sweep 

agent in side-to-side motion.
Effective Range: 2 to 15 feet
Duration: 30 seconds

c.	 All Purpose (A-B-C) Dry Chemical 
Extinguisher
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To Operate:
1.	 Pull locking pin,
2.	 Squeeze lever,
3.	 Direct at base of fire; rapidly sweep 

agent in side-to-side motion.
Effective Range: 12 feet
Duration: 10 to 12 seconds

d.	 Halon 1211 Extinguisher

To Operate:
1.	 Pull locking pin,
2.	 Squeeze lever,
3.	 Direct at base of fire; rapidly sweep 

agent in side-to-side motion.
Effective Range: 14 to 16 feet
Duration: 9 to 11 seconds

(Precaution: The discharge of Halon 
1211 may create hazards to personnel 
such as dizziness, impaired coordination, 
reduced visibility, and exposure to toxic 
decomposition products. In the event 
that Halon 1211 is discharged, a prompt 
evacuation from the area should be made, 
and entry into such atmosphere should be 
prevented.)

Additional Instructions for Fire 
Extinguisher: If a fire is beyond the 
capacity of one fire extinguisher, when 
possible use two or more fire extinguisher 
simultaneously to attain a greater 
coverage. The use or several extinguisher, 
one after the other, will not ordinarily be 
effective on large fires.

After using a fire extinguisher, empty or partially 
empty units must be promptly reported to the 
immediate supervisor in charge so that arrangements 
can be made for the extinguisher(s) to be picked up, 
recharged, and returned to the proper location.
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e.	 Halon 1301 System

To Operate: Activate system as per 
instructions on panel.

(Precaution: Unnecessary exposure 
to Halon1301 and its decomposition 
products must be avoided. Exposure to 
high concentrations, or for prolonged 
periods of time may produce dizziness, 
impaired coordination, and disturbances 
in cardiac rhythm. Avoid prolonged 
exposure and ensure prompt evacuation.)
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RULES FOR RAILROAD EMPLOYEES

1900.	 The Conductor will:
a.	 Be responsible for the safety of the 

passengers on his or her train or 
assignment.

b.	 Be responsible for the safety 
instruction and the safe performance 
of all employees on his or her train or 
assignment.

c.	 Inform employees of any unusual 
hazards.

d.	 Continuously supervise work involving 
unusual hazards.

e.	 Promptly advise immediate supervisor 
of any employee who resists safety 
instruction.

1901.	 The Engineer must assist the Conductor in 
the above requirements, with respect to em-
ployees who are on or about the equipment 
or track within his or her immediately vicinity.

1902.	 Engineers and Conductors may only open 
a locomotive high voltage cabinet for the 
purpose of:
a.	 resetting circuit breakers.
b.	 opening or closing knife switches.
c.	 changing fuses.

1903.	 To open or close a box car door, a plug‑type 
door, or any other such door, use the follow-
ing procedure:
a.	 Determine if the door is properly tracked. 

If it is not properly tracked do not attempt 
to move it and contact supervisor.

b.	 Use the handhold provided and push, do 
not pull.

c.	 Keep fingers clear of the jamb, travel rail, 
and other pinch points.

d.	 Keep clear of the door opening.

1904.	 Employees must exercise caution when 
storing  the Engineer’s seat on MU and 
control cab units, keeping clear of pinch 
points and maintaining a position of balance.  
Follow the procedures below when storing the 
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Engineer’s seat on MU and control cab units:
a.	 Fold seat back into the down position.
b.	 Unlock the locking arm by pushing the 

red lever up with right foot.  Grab the 
handle to lift the seat up.  Simultane-
ously hold the seat in the up position and 
depress the foot pedal.

c.	 Push the seat down.
d.	 Simultaneously grab the front of the seat 

cushion and handle at the rear of the 
seat.

e.	 Lift the seat up and out of the height slot 
and slide the seat down to the lowest 
position.

f.	 Turn and hold the gravity latch up to clear 
the door opening.  Keep fingers clear of 
door edges.

g.	 Push door closed.
h.	 Secure gravity latch in the down position.

1905.	 When handling a trap door, employees must:
a.	 Place feet firmly.
b.	 Maintain braced position.
c.	 Keep all fingers clear of latch and other 

pinch points.

1906.	 To open or close a trap door:
a.	 Use handle when equipped, keeping body 

clear of movements.
b.	 Take care and be prepared for sudden 

STOP or BINDING of the trap door until it 
is fully opened.

c.	 Release latch with one foot, placing the 
tip of the other foot slightly over the edge 
of the trap door to prevent the door from 
suddenly springing up.

d.	 Never open or close a trap door while 
standing on the ground.  If necessary to 
raise trap in emergency from the ground, 
one person should be on vestibule 
to depress safety catch while other 
employee tries to raise trap door being 
careful not to be pinched or caught as 
trap raises.
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e.	 After opening trap door wait until train 
comes to a complete stop before 
descending stairs.

1907.	 Only authorized employees may use fusees. 
The misuse of fusees is prohibited.

1908.	 To light a fusee:
a.	 Hold the end to be lit downward and far 

enough away to prevent fire or sulphur 
dropping onto any part of your body or 
clothing.

b.	 Expose the end of the cap and press it 
against the ignition powder.

c.	 While holding the cap still, push the fusee 
away from your body.

d.	 Keep the lighted end at arm’s length, 
below shoulder level. Move it slowly. 
Never place it on or close to a wooden 
structure or other flamable material.

1909.	 To extinguish a fusee, tap the lit end over 
some low, non-flammable object until the lit 
end falls off.  Make sure this end does not 
fall into weeds, grass, or other combustible 
material.

1910.	 Employees may only utilize portable 
bridgeplates that have been approved and 
installed by SEPTA.

Unless specifically authorized by supervision, 
bridgeplates may only be utilized for their 
intended purpose at the designated location. 
Use of the bridgeplate for other purposes is 
prohibited.

To properly place the bridgeplate, employees must 
take the following actions:

a.	 Unlock and remove the bridgeplate from its 
storage receptacle.

b.	 Ascertain that the trap to be used is 
properly in line with the high level or partial 
high-level platform area.
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c.	 With equipment side door fully opened and 
secured, place the bridgeplate in a manner 
that it is evenly distributed between the 
trap and the platform.

d.	 Visually inspect the bridgeplate to assure 
proper placement before using.

1911.	 When riding in a locomotives, vehicles other 
than MU’s or cab cars, take the following 
precautions:
a.	 Sit in an authorized seat at all times 

unless it is necessary to stand or move 
about.

b.	 If not seated, be sure of firm footing and 
secure handhold. Be in a braced position.

c.	 Face the direction of movement when 
possible.

d.	 Expect a sudden stop or movement at 
any time.
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RULES FOR SUBURBAN/LIGHT RAIL 
EMPLOYEES

2000.	 Employees must expect bus equipment to 
move on any roadway, at any time, and in any 
direction. 

Employees must look in both directions before:
a.	 Crossing each apron, driveway, or 

roadway.
b.	 Going between or around the end of bus 

equipment.
c.	 Moving out from between or from under 

bus equipment.
d.	 Getting on or off bus equipment.
e.	 Moving about bus bay areas.
f.	 Performing any other function on or around 

bus garages, aprons, driveways, or other 
roadways.

2001.	 Tow Bar Procedures
a.	 When lifting a tow bar always bend your 

knees and keep your back straight.
b.	 Lift together with your partner so one 

person is not lifting all the weight.
c.	 Always put tow bar on the moving vehicle 

first.
d.	 The person operating the moving vehicle 

must have the other operator in sight at all 
times.

e.	 Wear work gloves, when available.
f.	 Tow bars are stored at every station in the 

Subway/Surface tunnel. 
g.	 Tow pins are stored on all Light Rail 

Vehicles.

2002.	 Switch Iron Procedures
a.	 When using a switch iron always face the 

Vehicle.
b.	 Straddle the switch bending the knees 

slightly.
c.	 Have a firm grip on switch iron handle 

when setting.
d.	 After putting switch iron tip in slot to move 

switch do not look directly into switch, 
some fluids in switch may splash upward.
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2003.	 Proper Procedures for Placing Pole on 
Overhead:
a.	 Light Rail Vehicles are equipped with a 

retriever that locks when there is a de-
wirement (pole coming off the overhead).

b.	 Pull down pole and lock using mounted 
hook on top of Light Rail Vehicle.

c.	 Using a firm grip and footing, pulling 
rope out of retriever using hand over 
hand method until a “click” is heard (now 
retriever is unlocked).

d.	 Take three steps back from vehicle pulling 
down on rope until pole is unhooked.

e.	 Use rope to guide pole back to overhead 
using hand over hand method. Be cautious 
of possible arcs and hot amber falling 
from slider when making contact with high 
voltage overhead wire.

f.	 Gently pull rope out of retriever to see if 
there is enough slack in rope for making 
turns.


