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2025 TRANSIT RAIL RULES COMPLIANCE PROGRAM USER’S MANUAL

Section 1: Introduction

The Rules Compliance Program for Subway/Elevated, Suburban Rail and Light Rail Transportation is part of the
Authority’s process to ensure safety and quality customer service. As such, it is subject to periodic internal and
external oversight. The objective of the Program is to assess and document employee compliance with operating
rules and other procedures in order to provide valid data for the evaluation and improvement of safety and quality
customer service.

The Manager, Rail Training, is the Administrator of SEPTA’s Rules Compliance Program. The Administrator
works in collaboration with the appropriate Chief Transportation Officers and/or their delegates to ensure the
Program is efficient and effective. Revisions to the Program, including the record keeping system, are prohibited
except when specifically authorized by the Administrator.

Section 2: Responsibility

There are specific Operations Division personnel who supervise employees performing duties in SEPTA'’s transit
rail environment are required to participate in the Program to the extent specified by theirimmediate supervisor.
All participants are required to comply with the Program responsibilities associated with their position or level of
activity.

A) Senior Directors

Senior Directors are responsible for reviewing and evaluating data and making necessary adjustments to their
participants’ testing priorities to ensure achievement of the Authority’s goals.

B) Directors

Directors are responsible for reviewing program data under their jurisdiction not less than once each
month. They must:
1. Review the Program’s effectiveness and thoroughness, focusing on identifying any trends or
weaknesses the data may reveal.
2. Act on areas where employee performance is below expectations and reinforce the areas where
compliance with Operating Rules is a strength.
3. Document the reason any monthly testing goal is not met.

C) All Participants

All managers and supervisors who participate in the Rules Compliance Program are responsible for:

1. Understanding the application and intent of the rules they are observing. Participants must not perform
tests unless trained and qualified on the rules and procedures being observed, as well as the training
requirements listed in Section 2E.

2. Accurately entering the information into the appropriate record keeping system no later than five days
after the observation. Departments using centralized data entry must have records entered no later
than 5 days after the end of the month in which the observation was performed.

3. Focusing on the quality of tests rather than the quantity of tests.

4. When a non-compliance is observed, the observing manager/supervisor must notify the individual(s)
involved and discuss the situation, including an explanation of the proper procedures. If the individual
is not immediately available for a discussion, the observing supervisor must make arrangements fora
timely discussion.
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D) Rules Compliance User’s Manual

All participants must have a copy of the latest version of the Rules Compliance Program User’s Manual and
be familiar with its contents. Participants are not required to have a copy with them at all times but must
have access to it and produce their copy upon reasonable request.

At a minimum, the Rules Compliance Program and Manual is reviewed, updated and re-issued annually, in
the 1%t quarter of each calendar year. Additional changes can be made when circumstances require.
Requests for changes must be submitted to the Program Administrator and approved by the appropriate
Chief Officer(s).

Although each Director is responsible for making sure all participants under their jurisdiction have the most
recent edition of the User's Manual, the ultimate responsibility lies with each participant to ensure he / she
has the most recent edition of the User’'s Manual.

E) Training Requirements

All participants must be trained on the Rules Compliance Program. Training consists of:

1. A program overview by the Training & Development Department, the Director, or other qualified
supervisor designated by the Director or Asst. Director.

2. Periodic review or refresher during annual recertification training not less than every three
years and/or Performance Management conversations, when required.

3. Data entry / record keeping training conducted by the Training & Development Department,
Director, or other qualified supervisor designated by the Director or Asst. Director.

4. On-the-Job Training (OJT) under the direction of a Director or other qualified supervisordesignated
by the Director or Asst. Director

All training must be documented in the Authority’s Learning Management System (LMS) or
other recognized training records system.

Section 3: Procedures for Conducting Tests

A) Appropriate Observations

Participants must use the most current rules and special instructions in the operating manuals as the basis of
their observations. It is important to recognize that every rule is not applicable to every craft. Therefore,
participants must make certain the rule or instruction is a part of their Division’s Rules Compliance Program
before creating a record of the observation. See Appendix A for examples of rules associated with the
categories of tests listed in the Mandatory Test Table.

B) Testing Methods

Whenever possible, employees must be observed without knowledge that the test is being performed.

The most common methods of performing compliance tests include:

1. Direct observation of the employee;

2. Use of certified radar and other accompanying devices (all electronic devices must be properly calibrated
prior to use and a record created of the calibration test. If it is determined a device is out of calibration that
device must not be used).

Monitoring live radio and telephone transmissions;

Monitoring of recorded radio and telephone transmissions; and

Examination of event recorder tapes and dispatching system records.

ok w
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On-board observation rides will be conducted at the discretion of the Division. On-board observation rides will
monitor operations for a minimum of ten (10) minutes on each occasion so that an effective evaluation can
be made.

Compliance With Signal Indications

When evaluating compliance with signal indications, supervisors must exercise judgment that the employee
complied with the minimum requirement of the specific indication. Of primary concern are any signal
indications that require a complete stop before proceeding. For this part, signal indications are considered to
be any fixed wayside signal, cab signal, sign, hand signal, flagging device, or other mandatory directive (e.g.
Special Instruction, Form W, Bulletin Order, radio communication, etc.).

Tests that involve the setting of signals:

1. Must not be performed without permission of the Train Dispatcher /Controller;

2. Must be accompanied by a qualified employee from the Signal Department;

3. Must not be attempted unless the supervisor is trained on the signal testing procedures; and

4. Require a direct observation of the signal aspect to confirm a signal shunt before conducting the test and
following any test where a non-compliance is suspected.

Compliance With the Maximum Authorized Speed

Prescribed speed limits must be monitored carefully, taking into account all factors such as maximum speeds
identified in the Operations Manual, Special Instructions, Bulletin Orders, fixed wayside signal indications, cab
signal indications, sign indications, equipment restrictions, speed limitation by rule application, or other factors.

When using radar, the device must be calibrated in accordance with manufacturer instructions before
beginning the observations. Calibration tests must be appropriately documented. When performing a direct
observation (without radar gun), the supervisor must be in a position on a vehicle where a speed indicator may
be clearly seen.

Rail Transportation Failure Protocol

When a non-compliance of a safety-critical rule is observed the individual’s testing record for the previous
30 days must be reviewed to determine if additional failures have been documented. The Director must be
notified promptly if multiple failures have been noted.

When informing an employee of non-compliance with a rule or procedure it is imperative that you do not
assess discipline on the spot. Any discipline will be assessed by the District Director or Assistant Director.
However, discussions that constitute coaching or tutoring following a low-level non-compliance are
required.

Section 4: Procedures for Recording Data

A

Record Keeping / Data Entry/ Reports

(1) General Information
Rules Compliance Program records are maintained in the ProntoForms/TrueContext Tablet based
rules compliance app. The ProntoForms/TrueContext Tablet based rules compliance app is currently
based on ProntoForms/TrueContext mobile forms application and Microsoft's SharePoint enterprise
content management platform, which are administered by the Information Technology Department.
Modifications to the system are prohibited without authorization of the Program Administrator.
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Only those participants who have been trained on data entry are authorized to access the system.
Records of training are maintained by only those participants who are considered qualified to access
the system.

Records of observations must be entered into the system no later than five (5) days after the
observation or when using centralized data entry, no later than five (5) days after the end of the
month in which the observation occurred.

(2) Data Entry
The results of observations must be recorded in the ProntoForms/TrueContext System and may be entered
on an individual employee (Tests by Individual) or individual rule (Multiple Tests) basis.
Tests performed on an individual generally involve multiple rules. The Multiple Test feature is used to
record observations of one rule or procedure performed by multiple individuals. Examples of this would be
the observation of a job briefing, a book check, speed tests via radar, or signal/sign tests where more than
one employee is being observed for compliance with one rule, either simultaneously with other employees
or individually.
Certain data is mandatory, and the system will not accept a record without all mandatory data entered
properly. Mandatory data fields are indicated by an * on the ProntoForms/TrueContext screen.
Examples of data that must be entered include:
(a) General Information:
(1) Supervisor: The observer’s account number (the supervisor's name will be added automatically);
(2) Rule: The rule number that corresponds to the specific observation;
(3) Subsection, if applicable.
(4) Special Check (Ex. MEP, Line check, etc.)
(5) Weather
(b) Employee Checked:
(1) Employee: The account number of the employee who was observed (the employee’s name will be
added automatically);
(2) Date: The date of the observation(mm/dd/yyyy);
(3) Result:
(@) Pass = complied with all aspects of the rule
(b) Fail = did not comply with the rule requirements. Further action taken.
(c) Fail—No Further Action Required = non-compliance with a non-safety critical rule such as a
first uniform violation, first failure to report at the required time, etc.
(d) Discussion (See item (3)below)
(4) Schedule Time: Military Time.
(5) Observed Time: Military Time.
(6) District: Work location of the individual being observed. As indicated on the first # of the
Block Number.
(7) Craft: The craft code associated with the employee being observed; TO — NHSL, TRO —PCCII,
LRV (Subway Surface, Media/Sharon Hill or Route 15) regardless if line is bus.
(8) Direction: The direction of travel during the observation (N, E, S, W,inbound, outbound, other).
(9) Route: The route the train / vehicle is on during the observation;
(10) Location: The location where the specific rule was observed;
(11) Block: The block number associated with the train / vehicle during the observation; 4-digit block.
(12) Vehicle: The vehicle number, or lead vehicle number if a train or M/U operation;
(13) MPH Posted: Maximum Authorized speed;
(14) MPH Recorded: Actual speed;
(15) Was radar gun used for this employee?
(16) Comment: Pertinent information (Coached, Safety Day, etc.)
(17) On-Board Observation Ride: Indicate if the observer’s position was on the vehicle/train.
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(c) Supervisor Signature:
Supervisor must enter their electronic signature after completing all the required entries.

(3) Recording Results
Test results involving the observation and evaluation of an individual’'s performance must be recorded as a
Pass, Fail, or Fail - With No Further Action. If Fail or Fail With No Further Action is selected, information
must be entered in the “Comment” field about the non-compliance.

The “Discussion” option is only used to document an engagement, conversation or dialogue with the
individual, such as a safety blitz, Safety Day encounter, conversation with the employee about a
specific rule, instruction or procedure, or other contact that does not relate to a specific observation of
the individual's performance.

B) Reports
The system has a number of pre-defined reports available for evaluation purposes. Participants are
expected to use these reports to analyze such things as:
(1) Individual participant activities;
(2) Department activities;
(3) Individual employee performance;
(4) Failure rates and trends.

Section 5: Department Goals

A) Observation Requirements for Each Department

Each Department that participates in the Rules Compliance Program is responsible for a specific number of
tests each calendar month. At the discretion of the Senior Director, these goals can be assigned to
individual managers or groups of managers.

The table in Section 5E lists the minimum Mandatory Monthly Goals for each modal operation. These
goals are established by the Assistant Chief Operating Officer of Metro Rail in consultation with the
Program Administrator. At the discretion of the Division or location management, additional tests may be
required if circumstances warrant. See Appendix A for examples of rules associated with each category
of tests.

Failure to meet any specific goal does not indicate non-compliance with the Program, provided the reason
is documented in accordance with Section 2, B.

B) Monthly Emphasis Program (MEP)

In addition to the mandatory rules, location management will identify a rule and/or operating practice for
supervisors to focus on for a specific period. This program is known as the Monthly Emphasis Program
(MEP) and is based on current performance and/or experiences including but not limited to:

1. Recent Program testing results (general, raw data review);

2. Incident occurrence

3. Management request;

4. System Safety audit results/trends;

5. PennDOT SSOA audit results/trends.

6. Compliance Program results/trends (detailed analysis of results).

Due to the varying conditions and circumstances that may require an impromptu change in the focus of
supervisory observations, tests performed under the MEP are done outside the scope of the Rules
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Compliance Program. The intent of the MEP is to focus on rules and procedures affecting operational
safety; they are not intended to emphasize administrative / business issues such as on-time performance,

uniform appearance, etc.

C) Corrective Action Guidelines

Employees who are found to be non-compliant with any of the testing are subject to measures outlined in

the SEPTA Labor Agreement.

D) Rules Training

(1) All employees whose duties require them to conduct Rules Compliance checks must be qualified on the
rules and procedures associated with the tests.

(2) Certain district personnel, designated by the location, will perform checks without formal training or
qualification on fundamental requirements. These checks are limited to reporting for duty on time and
preparation for duty, including being in proper uniform and in possession of all required materials.

(3) Certain district personnel are authorized to perform fitness for duty checks. Such personnel performing
these checks must be trained on the signs and symptoms of drug and alcohol use in accordance with
the Authority’s Drug-Free Workplace Program.

E) Mandatory Test Goal Table

Routes
Monthly Mandatory Tests MFL BSL 101 & | NHSL Route 15 Routes 10,
102 oute 11,13, 34 & 36
Compliance with Signal/Signs 50 50 20 20 10 60
Roadway Worker Compliance *(RO) *(RO) *(RO) *(RO) *(RO) *(RO)
Compliance with Switches, Special
Work and No-Clearance Curves N/A N/A 20 N/A 10 60
Compliance with Railroad Crossings or
Grade Crossings (where applicable) NIA NIA 20 NIA NIA 25
Compliance with the Permanent
Maximum Authorized Speed 50 50 20 20 10 60
Compliance with Proper Equipment &
Personal Appearance 15 15 10 10 10 25
Bulletin Order and Required
Publications 15 15 10 10 10 25
Private Contractors Compliance
when/where 3rd Party Contractors are on *(RO) *(RO) | *(RO) | *RO) *(RO) *(RO)
the property
Compliance with Radio/Communication
Procedures 25 25 N/A 15 N/A N/A
Compliance with Station Stops 25 25 15 15 N/A 30
Work Zones Compliance *(RO) *(RO) *(RO) *(RO) N/A *(RO)
Temporary Speed Restrictions * * * * * *
compliance (Use RDR-20) (RO) (RO) (RO) (RO) (RO) (RO)
Compliance with Following Distance
Requirements, where applicable NiA NiA 10 N/A 5 15
Compliance with Pre-Trip Inspection
Procedures, where applicable NiA NiA 10 10 5 15
On-Board Observation rides 50 50 15 15 5 15

*(RO) — Random Observations when these individuals are on the property, and when work zones are in effect.
N/A — Not Applicable to specific Mode of operation.
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F) Documenting Non-Performance Interactions

Under certain circumstances supervision engages employees in non-performance related discussions,

such as a safety blitz. While such interactions are not the result of observing the employee’s performance,

they must be documented. When the Rule Compliance Program is used for such documentation:

(1) Use Rule RDR-922 (“...They must obey the instructions of ...”),

(2) Use the Discussion field to document the reason for the interaction. Do not use Pass, Fail or Fail With
No Further Action for these encounters. Add an explanation in the Comment field, such as , “Safety
Blitz — Speed Compliance,” or “Safety Blitz — Observing Signals.”

pg.7 of 7



Appendix A: Examples of Rules by Mandatory Test Table Category

COMPLIANCE WITH SIGNAL/SIGNS
¢ RDR-10 thru RDR-16. Rules Governing Miscellaneous Signals
o RDR-41. Transit Vehicle Bar Signals
¢ RDR-201 thru RDR-247 General Signal Rules
o RDR-451. Initialization Process
o RDR-453. Passing Interlocking Signal Displaying Stop Signal
o RDR-454. Passing Initialization Signal Displaying Stop Signal
e RDR-456. Passing a Stop Signal at Other than an Interlocking
e Divisional Special Instructions associated with the above rules.

WORK ZONE & ROADWAY WORKER COMPLIANCE
¢ RDR-500 thru RDR-508 Rules For Establishing On-Track Protection for Roadway Workers (use RDR-
20 if speed is the only condition being monitored under RDR-505, E)
¢ Divisional Special Instructions associated with the above rules.

COMPLIANCE WITH SWITCHES FACING/TRAILING AND OR SPECIAL WORK
¢ RDR-62. Movement through Other Restrictive Areas (specify paragraph A, B, C, D, F or H inthe

Comment field)

RDR-65. Movement Over Facing Point Switches (if multiple conditions are being monitored)

RDR-67. Electric Switches

RDR-68. Manual Switches

RDR-69. Plugged or Welded Switches

Divisional Special Instructions associated with the above rules.

COMPLIANCE WITH RAILROAD CROSSINGS OR GRADE CROSSINGS
¢ RDR-62. Movement through Other Restrictive Areas, (specify paragraph G in the Commentfield)
o Divisional Special Instructions associated with the above rules.

COMPLIANCE WITH THE MAXIMUM AUTHORIZED SPEED

e RDR-20. Regulation of Speed (specify condition, e.g. high water, flat spots, within yard, work zone,
underpass, facing point switch if speed is the only condition being monitored under RDR-65, etc., inthe
Comment Field)

¢ RDR-62. Movement Through Other Restrictive Areas (specify paragraph E or paragraph | in the
Comment Field)

o Divisional Special Instructions associated with the above rules.

o MFSE: use 20-BL1

BSS: use 20-OL1

MSH: use 20-MS1, 20-MS2 or 20-MS3

NHSL: use 20-NR1 or 20-NR2

Callowhill and ElImwood: use 20-GL1a, 20-GL1b, 20-GL2 or 20-GL3

COMPLIANCE WITH TEMPORARY SPEED RESTRICTIONS
e RDR-921. Paragraph A, item 2. (specify Temporary Speed Restriction in the Comment field)
¢ RDR-20. Regulation of Speed
e RDR-239. Speed Limit Sign

o O O O




Appendix A: Examples of Rules by Mandatory Test Table Category

COMPLIANCE WITH PROPER EQUIPMENT & PERSONAL APPEARANCE
o ASR-8. Personal Appearance
o ASR-9. Prohibited Behavior/Activities
¢ RDR-5. General Orders, Bulletin Orders, District and Division Notices
o Divisional Special Instructions associated with the above rules.

Appendix A: Examples of Rules by Mandatory TestTable Category

COMPLIANCE WITH RADIO/COMMUNICATION PROCEDURES
e RDR-705. Radio Monitoring
¢ RDR-713. Computer Aided Radio Dispatch System (CARD)
¢ Divisional Special Instructions associated with the above rules.

COMPLIANCE WITH STATION STOPS
¢ RDR-29. Station Stops
¢ Divisional Special Instructions associated with the above rules.

COMPLIANCE WITH FOLLOWING DISTANCE REQUIREMENTS
e RDR-61

COMPLIANCE WITH PRE-TRIP INSPECTION PROCEDURES

o RDR-921. Paragraph A, item 10, performing a vehicle inspection in accordance with the current
procedure prescribed for that specific vehicle.

PARTICIPATED IN A BRIEFING / SAFETY BLITZ / COACHING SESSION WITHOUT
EVALUATING PERFORMANCE AND COMPLIANCE WITH A SPECIFIC RULE

o RDR-922. Use the “discussion” field to indicate the subject of the briefing or session.
e Reminder: When conducting Safety Blitzes and Coaching Sessions, only use the discussion selection.
o Discussion

COMPLIANCE WITH PROPER LOG-ON / LOG-OFF PROCEDURES
¢ RDR-921, Paragraph A, item 4, following proper log On and Log Off procedures

A-1
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