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Introduction 
 
 This rulebook is issued to each member of the railway and provides 
the rules and framework under which the railway operates. 
 
 Any updates to these rules may be made by the way of amendment 
slips, replacement pages or sections, which when issued to members, should be 
affixed in the appropriate section of this rulebook to keep it up to date with the 
new information. All issued amendments will have to be signed for to show 
that the member has the up to date information.  
 
 Later issues of this rulebook will include all of the additional 
amendments and will thus show as a new version number and the details of the 
changes will be shown in the revision details section below. 
 

Revision details 
 
 Following a visit by the ORR inspector on the 29th June 2021, one of 
the issues addressed was the updating of the rulebook and this is the first new 
and updated version of what will become a ‘living document’ to provide all of 
the members with a copy of the rules and regulations relating to being a 
member and working on the railway. 
 
 In later editions, this section will give details of the changes that have 
been made by way of updates, revisions and additions from the previous 
version 
 
 
 
 
 
 
 
 
 
 



Purpose & scope 
 
 This rulebook has been prepared to assist you, as the member, to 
understand the rules relating to your time on site at TSR and in relation to any 
duties you may carry out as a member. It does not supersede or replace the 
SMS, but should be used alongside the SMS with regards to the general rules 
in place at the railway. 
 
 This booklet should … 
 

 Provide the details required for any member to operate as a volunteer 
at TSR 
 

 Form a reference to procedures with regards to various duties at TSR 
 

 Provide a living document that can be reviewed and updated as 
required to meet the needs of the railway as it develops and evolves. 

 

3 GOLDEN RULES 
 

1 Do it Safely 
2 Do it safely 
3 Do it safely 

 

NOTE 
 
These rules and instructions have been 
written in the masculine gender, but are 
also of equal application to female 
members of staff 
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Section A   Glossary of terms 
 

Item 
(Acronym) 

Description / definition 

  
AGM Annual General Meeting 

AS Assistant shunter 

Block 
section 

The section of line from 
Spring Village platform to Lawley 

outer home signal 
Heath Hill tunnel to Lawley 
No. 1 point to Horsehay & Dawley 

station 

Cess 
The area between the fence and the running 
line 

DMU Diesel Multiple Unit 

DOM 

Duty Operations Manager 
A designated member of staff in charge of 
the safe operation of the railway on a 
particular day when trains are operating 

Driver See Engine driver 

Engine 
Any operational locomotive, either steam or 
diesel, when under power 

Engine 
driver 

A member of staff who has the necessary 
competency to drive a locomotive 

Fireman Person qualified to fire a steam locomotive 
Four foot The space between the running rails 

FPL Facing Point Lock 
FTR Fitness To Run inspection 

Guard 
Person in charge of a passenger or 
engineering train who has the competencies 
to be placed in charge of a train 

HOD 
Head of department. A person appointed to 
take charge of a department at the railway 

  
 
 



Item 
(Acronym) 

Description / definition 

  
IMP Incident Management Plan 

Job brief 
A meeting to fully plan a task and explain to 
the staff involved what will be happening 

Line side 
The operational area inside the fence. 
PTS trained staff only 

LS Lead shunter 

One Engine 
in Steam 

This applies to all powered traction 
including diesel locomotives and Diesel 
Multiple Units, (as well as steam 
locomotives), when they are under their own 
power 

PIC 
Person in charge. A person nominated by a 
HOD or director to take charge of a 
particular task or group of people 

PICOP Person in charge of possession 

Pilot man 

A member of staff who, in the event of the 
token being lost or otherwise not available, 
shall e appointed for the purpose of 
accompanying each and every train to 
ensure compliance with the ‘’one engine in 
steam’’ regulations. 

Pinch bar 
A ling lever that is used to manually move 
vehicles over a short distance 

PPE Personal Protective Equipment 
Propelling See Push-Pull operation 

PTS Personal Track Safety 

Public areas 
All areas outside the fence where it is safe 
for the public to be. Car park, platforms etc 

Push-Pull 
operation 

The operation of train services with 
passenger vehicles propelled by a 
locomotive 

RP Responsible person 
SCW Safety critical work 

  
 



Item 
(Acronym) 

Description / definition 

  
Second 

man 
An assistant to the driver of a diesel 
locomotive or DMU 

Six foot The space between two running lines 

Shunter 
A member of staff who has the necessary 
competency to carry out shunting operations 

SMS Safety Management System 

Staff 

Volunteers or paid persons working at or 
operating the railway, including operational 
roles, maintenance or any associated new 
works 

Station 
limits 

The section of line from the buffer stop or 
stop signal at a station to the controlling 
signal into the next section 

Three point 
contact 

Method used when a person is required to 
climb above or to ground level 

Train 
Any light engine, multiple unit, locomotive 
& vehicles, other self propelled vehicles or 
trolley that travels on rails 

Train crew 
The locomotive crew and the guard plus the 
TTI if provided 

Train driver 
A person qualified to drive either/or a steam 
or diesel train on the railway 

Train-staff 
A token that must be carried to give 
permission to enter a block section. It has 
keys for points, point locks and S&T power 

Trainee A person learning duties under the 
supervision of a qualified member of staff 

TTI Travelling Ticket Inspector 
T&RS Traction and Rolling stock department 
TSO Tourist Second Open coach 
TSR Telford Steam Railway 

  
 
 
 



Section B               General, Staff at TSR 
 

B1. All staff will be issued with a copy of this rulebook and this must be 
acknowledged by signing the log sheet. 

a. The log sheet will also be signed for all amendments and 
updates that are issued 
 

B2. The Rules and regulations of the railway apply equally to all members 
of staff. 

a. Staff in breach of these rules may be subject to disciplinary 
procedures 
 

B3. Membership is open to anyone who supports the aims and objectives 
of the railway 
 

B4. Persons may apply for any of the categories of membership as 
approved by the railway by completion of the prescribed membership 
application form 
 

B5. Full membership is available to persons aged 16 years or older 
a. Person under 16 can apply to join as junior members but they 

may not vote at meetings 
b. Junior membership shall automatically transfer to full 

membership on reaching their 16th birthday 
 

B6. The railway may refuse an application for or renewal of membership 
without giving any reason 
 

B7. The railway may expel any member whom they believe to be acting 
against the railways interest 
 

 
 
 
 
 
 
 



B8. Any fees paid shall not be returned except where an application is not 
accepted 

a. If a member is expelled then each full year of membership 
fee remaining shall be returned 

b. If a life member is expelled then the fee returned shall be the 
original fee paid less 10%, (ten percent), of the original fee 
for each full year of membership that has been served from 
the date it was originally paid 
 

B9. Members may resign their membership at any time by giving notice in 
writing at the railway’s registered office address 

a. In such cases where a member resigns, they shall not be 
entitled to any refund in full or part of their membership fee 
paid 
 

B10. Membership cards are issued annually 
a. Membership cards remain the property of TSR and must be 

returned if a member leaves or is expelled 
 

B11. Members are required to comply with equal opportunities law, the 
child protection policy and health & safety policies 
 

B12. Staff will face disciplinary action, be suspended from the railway or 
may have their membership revoked if they 

 Use foul or unacceptable language 
 Use foul or unacceptable behaviour 
 Endanger any person on the premises 
 Remove from the premises any railway item without the HOD’s or 

directors permission 
 Are found to be under the influence of alcohol or illegal drugs or found 

to be using these whilst signed on 
 Wilfully breaching operating rules 
 Breaching the social media policy 

 
B13. The railway is operated entirely by volunteers. 

a. Voluntary work undertaken by members shall not imply any 
formal employment relationship with the railway 
 



B14. All staff must familiarise themselves with and must not at any time act 
outside of the rules contained herein 
 

B15. Operating a safe railway is a priority for all staff and any infringement 
of these rules or any special instructions should be reported to the 
DOM on an operating day or to a director on other occasions 
 

B16. All staff must provide the railway with their addresses and contact 
details. In addition they must also provide up to date contact details 
for their next of kin in case of emergency. These details will be kept 
securely for emergency use only 
 

B17. Any member under 18 years of age must have a signed declaration 
from a parent or guardian authorising them to attend the railway. This 
will be valid for one year from January to December and will need to 
be updated each year until the age of 18 is attained 

 
B18. All members of staff are expected to obey the instructions of the 

directors, the DOM, the HOD or the qualified staff member when 
undertaking training. 
 

B19. The management of the Telford Steam Railway is vested in the board 
of directors 
 

 
 
 
 
 

B20. The DOM will be a member of the railway who is rules qualified. 
 

B21. For any train movements, (including passenger services, shunting 
movements and works trains), there must be a qualified DOM signed 
in for the position who will be in total control of the railway whilst 
any train movements are taking place 

 
 
 
 

REMEMBER 
 

Safety is the prime consideration 



B22. On public operating days, the DOM controls the railway. He is the 
boards’ representative on the day and will be in complete control. 
 

B23. HOD’s may issue supplementary instructions that should be used 
alongside this document and applied equally 
 

B24. Fixed notices must be made on the official notice board and must bear 
the name and title of the person posting the notice, the date of issue 
and a removal date or end date where possible 

a. All notices should be written in plain English giving brief 
clear instructions regarding the issue addressed 
 

B25. When notices are removed, they are to be retained on file in the office 
 

B26. All staff are expected to attend for duty at the time and place and 
during the hours required 
 

B27. Before signing on ALL staff must read the notice board for special 
instructions that may affect the day’s workings or operations. 

a. By signing on for duties, you are declaring that you have 
read and understood the notices and any special instructions 
 

B28. Staff must sign in using official book at the signing on point with their 
name, the date, the duties being undertaken and their time of arrival 

a. At the end of the shift, all staff should sign out by inserting 
the leaving time on their entry on the signing on record sheet 
 

B29. Staff must not sign on for any duty under the influence, or consume 
whilst on duty, alcohol or illegal drugs. When signing on for duty you 
are declaring that you comply with this rule and that you are fit for 
duty 
 

B30. Any person signing on and thus declaring themselves fit for duties 
whilst under the influence of alcohol or illegal drugs will be 
suspended from the railway and dealt with under the railways 
disciplinary procedures 
 

 
 



 
 
 
 
 
 
 
 

B31. On leaving the railway, (termination of membership), the member 
agrees to return any and all items belonging to the railway 
 

B32. When on duty staff shall be neat and tidy wearing appropriate clothing 
for the task being undertaken and where required may be required to 
wear a uniform or PPE 
 

B33. All staff are responsible for helping to keep the railway clean and tidy 
to ensure the safety of visitors and other members of staff 
 

B34. At all times staff will conduct themselves in a professional manner, 
particularly in public areas or where members of the public are present 
 

B35. Members of the railway shall not expose themselves or others to any 
situation of danger or potential danger 
 

B36. Staff shall not walk along the railway line or cross the lines, (except at 
public crossings), unless they are required to do so in the course of 
their duties 
 

B37. If staff are required to cross over a line on which vehicles are stood, 
they must leave at least 30 foot, (10 metres), between themselves and 
the vehicles as a safety barrier against sudden or unexpected 
movement. 

a. It is only permitted to cross closer than this if it is known 
absolutely that there is no likelihood of movement occurring 
 

NOTE 
 

Within these rules, the term illegal 
drugs also includes any drugs 

which may impair the 
performance of their duties 



 
 
 
 
 
 
 

B38. Staff whose duties require them to be on or near the line shall 
a. Only do so if passed out with a current PTS competency 
b. Wear high visibility clothing and any other items of PPE that 

are required 
c. As far as possible keep to the ‘cess’ 
d. Not go underneath or between stationary vehicles unless it 

has been signalled that it is safe to do so 
e. Stand well clear when a train approaches and acknowledge 

the driver’s warning by raising one arm above the head, (as 
per the PTS competency) 
 

B39. Staff involved in the movement of trains shall maintain a constant 
vigilance 
 

B40. Staff must not misappropriate any property of the railway 
 

B41. Staff must not waste or destroy any reusable property of the railway 
 

B42. At the discretion of the railway, members may be asked to make good 
any items provided by the railway 
 

B43. In the event of a personal accident first aid must be rendered by a 
competent person and the details recorded in the accident book 
 

B44. In the event of an accident during a public operating day first aid must 
be rendered by a competent person and reported to the DOM who will 
ensure that the details are recorded in the accident book 
 

B45. In the event of serious issues, staff should not hesitate to call the 
appropriate emergency services 
 

 

NOTE 
 
If there is any doubt regarding crossing 

then you must find a safer position 
to cross the line 



B46. First aid boxes will be located 
 On the train, either in a carriage or in the guards van when propelling 
 In the command bunker at Spring Village 
 In the tea-room at Horsehay & Dawley 

 
B47. In line with government legislation, all enclosed areas on the railway 

are non-smoking, thus 
 Crew room 
 Loco shed 
 Waiting rooms 
 Shop 
 Tea-room / café 
 Model railway 
 All passenger carriages 
 Enclosed loco driving cabs 

 
B48. No member of the railway may undertake any safety critical duties on 

their own until they have been passed out as fully competent in that 
duty. A record of the competencies will be held on file at the railway 
 

B49. No member of the railway may operate any machinery on their own 
until they have been passed out as fully competent in that duty. A 
record of the competencies will be held on file at the railway 
 

B50. Whilst signed in on site and at any time where your actions will 
impact on the image of the railway, members will be polite and 
courteous at all times 
 

B51. As a heritage railway, members of staff are encouraged to wear 
appropriate period uniforms providing that they do not impact on any 
safety aspect of the duty being undertaken 
 

B52. The use of personal radios, I-pods, mobile phones, palmtops etc is not 
permitted line-side unless they are used in a place of safety 

a. They must not be used when actually driving a locomotive 
 

 
 



Section C       Working of trains 
 

C1. The first consideration of all staff engaged in the working of trains 
shall be safety 
 

C2. The DOM and each driver, second-man, fireman and guard when 
signing on for duty shall ascertain from any notices posted, anything 
requiring their attention or that may effect the running of the train 
 

C3. The driver is responsible for the safe working of the train 
 

C4. The guard is in charge of the train and shall give the driver any 
necessary instructions concerning its working 
 

C5. The guard shall ensure before starting each shift that the following 
items are provided 

a. A ladder 
b. A crow-bar 
c. A first aid kit 
d. Fire extinguishers 
e. Scotches 
f. The specified lamps for the front and rear of the train as 

required 
g. That they are in possession of red and green flags and a 

whistle to get the attention of the driver 
 

C6. The guard will ensure that all break tests have been carried out in 
accordance with the guard’s training booklet 
 

C7. If the engine runs round or a different engine is attached then only a 
continuity check is required 

a. If any additional vehicles are added to the formation them a 
full brake test must be undertaken 

 
C8. The DOM will issue all radios to the train crews and any other staff 

that should require them on a running day 
 
 



C9. The guard will ensure that the guard’s FTR check list is completed 
prior to allowing a service to operate 
 

C10. The guard will follow all operational procedures contained in the 
guard’s booklet when carrying out their duties 
 

C11. The guard will not allow any departure from the published timetable 
without the approval of the DOM 
 

C12. If a member of staff is on duty on the platform and required to check 
the train, they shall give the hand signal to the guard to indicate that 
all doors are closed and secured and that their work is completed 

a. After ensuring that all is in order, (as far as they are able to 
ascertain), the guard shall then signal the driver that the train 
is ready to start 
 

C13. When leaving a locomotive unattended, it is the drivers responsibility 
to ensure that the handbrake is firmly applied and that the locomotive 
is in mid-gear or neutral 

 
C14. If members of the public are found line-side they must be 

a. Warned about the dangers of trespass 
b. Accompanied to the nearest public access point and 
c. Every effort must be made to warn any approaching trains 

including the STOP signal to the train crew if required 
 

C15. Should a trespasser refuse to leave then the DOM should be notified 
as soon as possible and the police called if necessary 

 
C16. When the guard signals that the train is ready to start, the driver will 

acknowledge with a hand signal and sound the engine whistle prior to 
moving off 
 

C17. The guard, driver and second-man shall look out when starting the 
train to ensure that all is in order on the train and the platform 
 

 
 
 



C18. During the journey the driver will 
a. Maintain a sensible speed 
b. Observe all fixed and temporary speed restrictions on the line 
c. Keep a good look out and be alert for hand signals 
d. Sound the engine whistle when necessary and in particular to 

attract the attention of anyone on or near the running line 
 

C19. The guard and or the TTI are responsible for  
a. Providing passengers with assistance and information 
b. Ensuring that the passenger areas of the train are clean and 

tidy at all times 
 

C20. If points are not fitted with a facing point lock, (FPL), then they must 
be secured by a point clip for any movements over them by a 
passenger train 

a. The point clip must be secured with a padlock for the 
duration of time that passenger services are running. Under 
no circumstances must a passenger service be run over such a 
point without the point clip secured in place 

b. The point clip can only be removed with the express 
permission of the DOM for shunting or other train 
movements 
 

C21. The driver will pay particular attention to the setting of the points  
 

C22. The token will be issued by the DOM to the driver of the locomotive 
 

C23. If the train is propelling, the guard will ride in the brake van and will 
act as the eyes of the train when moving in their direction of travel 
 

C24. The guard will keep a lookout when approaching or departing from 
stations 

 
 
 
 
 
 
 



C25. If the train is top & tailing with a locomotive at each end, then the 
guard will travel in one of the passenger coaches 

a. In cases where the train is top and tailing, the driver and 
second-man or fireman shall act as the eyes of the train in the 
direction of travel 

b. In cases where the train is top and tailing, the token will be 
issued to the train at the southern end of the formation to 
allow for changing of the No. 1 point 
 

C26. If the driver or guard becomes aware of anything that may endanger 
the train, they shall bring the train to a stop immediately  
 

C27. If a passenger train stops out of course, the guard shall determine the 
cause and advise passengers accordingly 

a. The guard will ensure that passengers do not attempt to get 
out of the train unless it is necessary and safe to do so 
 

C28. If the train is stopped by a brake application that has not been initiated 
by the driver or the guard, then the guard shall determine the cause of 
the brake application and take the appropriate action 
 

C29. If the train becomes diveded then the guard will 
a. Endeavour to bring the section of the train in which he is 

travelling to a stop as quickly as possible 
b. Ascertain the position of the other part of the train and ensure 

that it is secure using the hand-brake and scotches where 
appropriate to do so 

c. Have a clear understanding with the driver(s) as to the 
actions that are to be taken to re-couple the train and recreate 
the vacuum brake system 

d. Stop the train at the next station and report the incident to the 
DOM in accordance with appendix 6 

e. The guard will follow the instructions in the guard’s training 
booklet to deal with any incidents that occur 
 

C30. The driver shall ensure that the appropriate headlamps are carried on 
the engine and that they are alight during hours of darkness or in poor 
visibility 
 



C31. The guard shall ensure that the train has a tail lamp in working order 
fitted to the rear of the last vehicle when on the running line 

a. The lamp will show a red light during the hours of darkness 
or in poor visibility 
 

C32. The driver shall stop his train at stations with care and ensure as far as 
possible that all passenger vehicles are along side the platform 
 

C33. When top and tailing a train, the driver shall be in the front cab 
a. Communication between the various loco crews and the 

guard shall be made via the radios issued or by means of 
hand or any other signals as detailed in the guard’s training 
booklet, any general operating rules or instructions issued by 
the DOM 
 

C34. Only the train driver and any person authorised by the DOM shall be 
allowed to be in the drivers compartment when the train is in motion 
 

C35. When an engine is to be attached to the train, the driver will stop his 
engine 6 feet short of the first vehicle and shall not move onto the 
train unless authorised by the shunter or other authorised person on 
the ground. (As per the shunter’s guide) 
 

C36. When the driver, guard or any other member of staff becomes aware 
of a defect on a vehicle, they shall, (depending on the nature of the 
defect), take steps to have the defect rectified 

a. Serious defects affecting safety shall be reported immediately 
to the DOM 

b. Non-serious matters shall be the subject of a written report 
on the operational paperwork used by the train crew or the 
guard and may be submitted at the end of the journey or shift 
 

C37. Defective vehicles or vehicles undergoing maintenance shall be 
suitably marked by an authorised member of staff 
 

 
 
 
 



C38. The DOM shall maintain a daily record of the working of trains in the 
DOM’s log with particular reference to the staff that formed the crew 
and the duties undertaken 

a. Reference will be noted by the DOM to any matters that may 
require subsequent investigation including incidents and 
mishaps as detailed in appendix 6 
 

C39. If there is an accident or incident during an operational day, then the 
DOM must be informed immediately and their instructions and those 
that are contained in the IMP followed. 

a. Written reports must be submitted to the DOM by all staff 
involved before they sign off that day 

b. Any other staff who were witness to the event may also be 
required to submit a written report 
 

C40. If a member of staff requires glasses, contact lenses or hearing aids 
then these must be worn whilst on duty 
 

C41. If a member of staff is taking prescribed drugs, then they must make 
their doctor aware of their duties on the railway and ensure that the 
drugs will not affect their duties in the given role. 

a. By signing on for duty the member of staff is confirming that 
they are fit for duty and that any medication will not impact 
on their required duties to be undertaken 
 

C42. If a member of staff is on the roster for an operational duty and is 
unable to attend for any reason, they will inform a director, the 
operations manager or the DOM letting them know that they are not 
able to attend along with the reason 
 

 
 
 
 
 
 
 
 
 



C43. All safety critical staff will be required to undertake a medical as part 
of their assessment of their ability to undertake the role. This will be 
done at the railways expense by persons authorised by the board 
Safety critical staff are 

 Steam Locomotive driver 
 Steam Locomotive Fireman 
 Diesel Locomotive driver 
 Diesel Locomotive second man 
 Guard and 
 Shunter 

 
C44. Any lost property must be handed to the DOM as soon as possible. It 

will be retained for a period of 30 days after which time the items will 
be disposed of 
 

 
 
 
 
 

C45. All locomotive crews will consist of a driver and fireman on steam 
locomotives or a driver and second-man on diesel locomotives 

a. On locomotives fitted with a DSD, two man crews are still 
required for any service that is carrying passengers 
 

C46. Staff must not be absent from their allocated roster duties without 
notification to the DOM 
 

C47. Staff must not exchange their allocated roster duties without 
notification to the DOM 
 

C48. Staff must report for duty at the agreed times and stay for the duration 
of their agreed turn 
 

C49. If a member of staff is unable to attend to cover their rostered turn, 
then they must give the operations manager as much notice as 
possible 
 

REMEMBER 
 

Whilst on duty 
Safety is the prime consideration 



C50. Rosters will be made available to all operational staff and a copy may 
be posted on the site notice board 
 

C51. High visibility clothing need not be worn in locomotive cabs or on the 
break van 

a. Locomotive crews are not required to wear high visibility 
clothing when temporally leaving the footplate as part of 
their duties within the vicinity of the train, (e.g. oiling, 
changing No 1 point etc). 

i. The vicinity of the train shall be defined as no more 
than 30 feet from the train 

b. High visibility clothing is not be worn on platforms or public 
areas when the railway is open to the public 

i. The only exception to the above is the DOM who 
may wear high visibility clothing at all times 

c. In times of poor visibility high visibility clothing must be 
worn 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section D           Shunting 
 
 This section covers the basic information regarding shunting. Full 
details of the rules are contained within the shunter’s guide for all staff taking 
on this role 
 

D1. Shunting shall only be undertaken by a person competent in that role 
 

D2. In cases of emergency, the guard and / or the driver may undertake 
shunting moves as detailed in the Guards training book 
 

D3. There must be a clear understanding of who is taking on which role 
 

D4. The vacuum brake shall not of itself be relied upon to secure any 
vehicle 
 

D5. Single man operation of a locomotive when shunting is permitted only 
on locomotives that are fitted with a working DSD 
See also section C rules regarding passenger workings 
 

D6. Loose shunting, (also known as fly shunting), is prohibited 
 

D7. No person other than the shunter, the driver or a trainee under 
supervision shall go between closely parked vehicles 
 

D8. The shunter shall not remain between vehicles during any movement, 
including buffering up 

 
D9. When uncoupling the shunter will first uncouple the brake pipes 

before uncoupling any other connections. 
 

 
 
 
 
 
 
 

REMEMBER 
 
You must be passed out as competent 

to undertake this role and always 
follow the rules contained in the 

shunter's guide book 



D10. During shunting operations authorised staff may ride on the footsteps 
of locomotives or other areas that have been constructed for such 
purpose 
 

D11. Before undertaking any movement including easing up, the driver 
shall satisfy himself that all persons in the vicinity of the movement 
are clear and out of danger 
 

D12. All staff must stay well away from the shunting movements taking 
place at any location, unless they are part of the shunting team 

a. Any instructions from the lead shunter to move out of the 
line of site or away from the area must be observed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section E             Engineers’ Workings 
 

E1. All staff engaged on work on or about the railway shall keep a sharp 
lookout for trains 
 

E2. Staff will ensure that no tools or materials are left in any position 
likely to cause danger to staff or trains 
 

E3. If work is scheduled during periods when trains are running then 
a. Details of the work and the location shall be posted on the 

staff notice board 
b. A lookout shall be provided for the protection of each 

working party 
c. Portable ladders or scaffolding are not to be used within 6 

feet, (2 metres), of the running line unless it is within a 
possession 

d. Locomotive crews are permitted to use a ladder at Horsehay 
& Dawley to access the water tower, but this must be taken 
down and placed clear of the running line prior to departure 
 

E4. Engineering staff shall not remove any part of the track unless the 
person in charge of the work has posted on the notice board that they 
have made the necessary arrangements for a line possession 
 

E5. No work is to be carried out line-side that would endanger the safety 
of a passing train 

 
E6. The track will be inspected once per month during the course of the 

normal running season 
a. The driver or guard if the train is being propelled, shall keep 

a good lookout, with regards to the track, for any issues on 
the first run of any passenger service 

b. A line inspection report will be filed in the P-Way folder in 
the office 
 

 
 
 



E7. Engineers trains will be marshalled with a brake van leading when 
propelling 

a. When this formation is not possible, movements will only be 
carried out with the authority of the DOM 
 

E8. On engineers trains, the vacuum brake shall be in operation on as 
many vehicles as possible 
 

E9. When a vacuum fitted train is in operation, the guard shall carry out a 
brake test prior to moving as per the guards training manual 
 

E10. The guard shall make sure that the driver knows the location of the 
work prior to departing and ensure that the movement is controlled 
safely throughout 
 

E11. The maximum permitted speeds for and engineers train shall be in 
accordance with appendix 8 
 

E12. Lone working is only permitted during the hours of daylight when 
there is good visibility 

a. A lone worker must pack up and leave the line-side at dusk 
or if visibility deteriorates 

b. Lone working is not permitted in areas where there is poor 
line of sight 

 
E13. If it is absolutely essential that a worker goes out in poor visibility or 

to an area where there is poor line of sight, then another member of 
staff must be taken to act as a lookout 
 

E14. Trolleys must not be used on the running line during normal operating 
days when passenger trains are running 
 

E15. Trolleys must only be used when occupation has been taken for that 
section of the line by the PIC using the trolley 
 

 
 
 
 



Section F            Operations at stations 
 

F1. The departure road from Spring Village is via No. 3 point which is 
controlled by a ground frame 

a. The lock bar on this point must be in place at all time whilst 
passenger services are running 
 

F2. The departure road from Horsehay & Dawley towards Lawley, 
(travelling north), is via No. 1 point. The driver, (or guard if 
propelling), must ensure that the light signal is showing correctly to 
allow travel 
 

F3. Upon arrival at any station, should the locomotive need to be 
detached, the driver will hand the token to the shunter who will 
control the movement in accordance with the instructions in the 
shunter’s guide 
 

F4. When the engine is re-coupled to the train or a different engine is 
coupled to the train, the guard shall carry out a brake continuity test 
 

F5. On completion of the movements the token shall be returned to the 
driver 
 

F6. These instructions will apply, as far as they are relevant, to non 
passenger trains 
 

F7. All points within Spring Village yard are hand operated 
a. Operations within the yard shall be made by the shunter 

during movements 
 

 
 
 
 
 
 
 
 



Section G          Regulations “One Engine in Steam” 
 

G1. The railway will operate under the “one engine in steam” regulation, 
which means that in normal operations only one train is permitted to 
occupy any section of the running line at any one time 
 

G2. No engine or train, (whether passenger or otherwise), is permitted on 
the running line unless the driver is in possession of the token 

a. The running line is defined as being from Spring Village 
platform north to Lawley Village station and  

b. From No. 1 point south to Horsehay and Dawley station 
 

G3. The driver shall have possession of the token at all times except when 
it is handed to the shunter to control any movements 

a. When control is handed back to the train crew, the driver 
shall ensure that the token has been returned to the footplate 
prior to commencing and travel 
 

G4. The token shall be retained on the footplate when the train is operating 
on the running line 
 

G5. At the end of the day’s train working, the driver shall return the token 
to the DOM 

a. In the event of a shunt being required at the end of the 
operating day, the DOM shall issue the token to the shunter 
to direct further movements 
 

 
 
 
 
 
 
 
 
 
 
 



G6. In the event of any failure of the engine or train, or any other mishap 
that makes it necessary for an assisting engine to be brought onto the 
running line, the following shall apply 

a. The driver in possession of the token and the train guard shall 
reach a clear understanding between themselves of the 
situation and what action is required 

b. The guard shall apply his handbrake and the driver shall 
similarly pin down his engine 

c. If the train is ‘top and tail' running, the guard shall ensure 
that both locomotives are pinned down 

d. The guard shall have possession of the token to ensure no 
train movements 

e. The driver or guard shall, (without delay), contact the DOM 
by radio or telephone to describe the circumstances, the 
location of the occurrence and to request assistance 

f. If radio or telephone communication is not available, the 
driver shall issue a request for assistance form, (appendix 
14), which will indicate the location of the train and request 
the DOM to provide the assistance specified 

g. If the request for assistance form has to be delivered to the 
DOM, then the fireman, second-man or other designated staff 
member shall take the form and the token to the DOM. The 
driver and guard must remain at the location 

 
G7. The guard of the disabled train, (in possession of the token), shall 

position himself 100 yards towards the direction from which 
assistance will arrive and exhibit a danger signal to stop the assisting 
locomotive. 

a. Only when the driver of the assisting locomotive and the 
guard of the disabled train have reached a clear 
understanding of what is required, may the assisting 
locomotive approach the disabled train 
 

 
 
 
 
 
 



G8. The DOM shall on receipt of a request for assistance, (and the token if 
applicable), make such arrangements as are necessary to provide the 
required assistance 

a. Where section G6(g) applies, the DOM shall reach a clear 
understanding with the driver of the assisting locomotive 
then hand into his possession the token 

i. The fireman, second-man or other responsible 
person of the disabled train shall assist the rescue 
locomotive throughout the journey to the scene of 
the problem 
 

G9. Where two trains are on the line as described in section G8 above, 
they shall return to the next available station coupled, with the token 
in the possession of the lead locomotive 

a. If however there are exceptional circumstances that make it 
necessary for the trains to return separately this shall only be 
undertaken on the authority of the DOM either directly or via 
his appointed shunter to control the move 
 

G10. In no circumstances, (other than those described in Section K), shall 
the train be detached and left standing within the confines of the 
station 
 

G11. Double heading of trains shall be permitted only when authorised by 
the operations director or the DOM 

a. In such circumstances, the token shall be carried by the pilot 
engine 

b. The driver of the pilot engine shall be responsible for 
controlling the vacuum brake throughout the train 

c. The driver of the train engine shall ensure that he controls his 
engine as directed by the pilot engine 
 

 
 
 
 
 
 
 



G12. If the token has been lost, the train shall proceed to the next station on 
route and inform the DOM immediately 

a. The DOM shall make arrangements for the operation of any 
ground frames or other points on the running line 

b. If trains are still to be run, then the DOM will appoint a pilot-
man 

c. The DOM shall issue the pilot-man with written authority in 
the form of a pilot-mans ticket. See appendix 14 

d. No train or locomotive shall proceed unless the pilot-man is 
present on the locomotive 

e. On the termination of the pilot-mans operation due to the end 
of train services or discovery of the token, the pilot-man shall 
return the pilot-man’s form to the DOM and the DOM shall 
cancel the form 

f. The DOM may halt all train movements and use PTS 
qualified staff to locate the token 

g. If, (for whatever reason), more than one train, (whether 
passenger or otherwise), is in operation then the provisions of 
Section H “Staff & Ticket regulations" shall apply 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section H               Staff & Ticket Regulations 
 

H1. This section will apply when, for what ever reason, more than one 
train, (whether passenger or otherwise), is in operation. In these 
circumstances, the provisions of Section G Regulations “One Engine 
in Steam” shall be varied in accordance with this section 
 

H2. The operation of more than one train and thus the necessary variation 
to Section G Regulations “One Engine in Steam” shall require the 
specific approval of the DOM who shall personally ensure that all the 
relevant staff have a full and clear understanding of the operational 
arrangements 
 

H3. No additional train shall depart from any location unless the driver is 
in possession of the token or a section ticket, (see Appendix 14), 
issued by the DOM or the designated responsible person 

a. Tickets shall be kept safe by the driver and a duplicate held 
by the DOM 

b. Once the movement has been completed, the token or the 
ticket shall be returned to the DOM, thus ending the 
permission to move 

c. When issuing a section ticket, the token will be in the 
possession of the DOM issuing the ticket or a designated 
person 

d. In cases where the token is with the guard blocking a 
stranded train, the second train operating under the ticket 
shall proceed with caution at no more than 5mph regardless 
of any line speed signs 
 

H4. The driver shall comply with the instructions written on the ticket 
a. When meeting a stranded train where the token is with the 

guard or other staff member, the staff member holding the 
token shall endorse the ticket as cancelled and return it to the 
driver who shall retain it until the completion of the train 
operations. 
 

 
 



H5. For the purpose of written communications the following station 
abbreviations may be used 

 DOS Doseley Halt 
 H&D Horsehay and Dawley 
 LAW Lawley Village 
 SV Spring Village 

 
H6. In the event of a gala, a full written plan of all train workings and 

control measures will be submitted and held on file 
a. There will be no deviation from the controlled plan without 

the express permission of the DOM 
b. In the event of an emergency, all train movements will cease 

and the control will fall to the DOM or his designated person 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section J      Hand signals 
 

J1. For the purpose of this section, the term hand signals shall include the 
use of flags and lamps. 
 

J2. In daylight signals shall be given by hand 
a. During the hours of darkness or in conditions of poor 

visibility, signals shall be given by means of a hand lamp or 
using radios 
 

J3. To stop the train 
 A red flag displayed - From the train or from the ground 
 Both hands raised above the head -  
 One or both hands straight out - From the train  
 A red light - From the train or from the ground 
 Any light waved violently - When no red light is available 

 
J4. When the stop signal is observed, the driver shall stop the train 

immediately 
 

J5. To indicate caution and slow down 
 A yellow flag displayed - From the train or from the ground 
 Either arm held in a horizontal position and moved up and down 

 
J6. All shunting signals to be in accordance with the information 

contained within the shunter guide 
a. All guards signals to be in accordance with the instructions 

contained in the guard’s training booklet 
 

J7. A whistle may be used to draw attention to the signals being given 
 

J8. All signals shall be acknowledged by the driver before any move or 
action is taken  
 

 
 
 
 



Section K       Mishap Procedure 
 

K1. In the event of a mishap or other circumstances where serious injury 
occurs, it is essential that the emergency services are called without 
delay by, or on the instructions of the member of staff who first 
becomes aware of the mishap or incident 
 

K2. Staff must also alert the DOM without delay by the fastest possible 
method advising him of the details of the incident and confirm 
whether and which emergency services have been called 
 

K3. If the emergency services have not been called, the DOM shall 
immediately call the appropriate services and organise the initial 
response using qualified staff that are available 
 

K4. Subject to instructions issued by the emergency services, the DOM 
will be in overall charge of organising and controlling emergency 
arrangements 

a. The DOM may appoint other members of staff to assist with 
dealing with the matter 
 

K5. All staff must be aware that  
a. In cases of serious injury, that the first priority is to call the 

appropriate emergency services (999) 
b. That proper communication takes place to enable the DOM 

to fulfil his role 
c. In any mishap situation the rules and regulations for 

operating the railway shall continue to apply 
 

K6. Equipment, (First Aid box, fire extinguishers, ladder etc), are 
available in the guards brake van or the guards area and coaches on 
the train when top and tail operating 
 

K7. The DOM may authorise the formation of a train to attend to the 
mishap, but this may only operate in accordance with section G 
 

 
 



K8. In the event of a fire, staff shall not place themselves in risk of injury 
attempting to control it 
 

K9. If there is a fire on any train and there is any doubt whatsoever as to 
the ability of the staff available to bring it under control using any 
fire-fighting equipment provided, then the Fire Brigade shall be 
summoned immediately (999) 
 

K10. If a fire occurs on a passenger train, passengers shall be directed to 
move as far away from the area of the fire as possible, including 
moving to another carriage 
 

K11. If passengers are at risk or potential risk from such fire, they shall 
without delay be directed to leave the train by appropriate means, 
including by the use of the ladder carried 

a. In these situations staff shall control the situation and offer 
assistance to passengers and other staff if necessary to leave 
the train 

b. In the case of passengers with mobility difficulties, staff may 
seek the assistance of any other persons present to ensure the 
safe removal of such passengers from the train 

c. Passengers leaving the train in such circumstances shall be 
directed to a suitable assembly area which shall be clear of 
any danger associated with the fire 

 
K12. If the guard and driver consider it safe to do so, the portion of the train 

on fire shall be secured and the train may be divided to allow the 
unaffected portion to be moved safely 
 

K13. In considering the need to evacuate the train, staff should keep in 
mind the short distances between stations and the benefits which are 
immediately available if a train can be evacuated at a station platform 

a. Accordingly, a train should wherever possible proceed 
without delay to the nearest station to enable evacuation to be 
carried out safely 
 

 
 
 



K14. In the event of any failure of the engine or train, or any other mishap 
including a derailment, that makes it necessary for an assisting engine 
to be brought onto the running line, the following shall apply 

a. The driver in possession of the token and the train guard shall 
reach a clear understanding between themselves of the 
situation and what action is required 

b. The guard shall apply his handbrake and the driver shall 
similarly pin down his engine 

c. If the train is ‘top and tail' running, the guard shall ensure 
that both locomotives are pinned down 

d. The guard shall have possession of the token to ensure no 
train movements 

e. The driver or guard shall, (without delay), contact the DOM 
by radio or telephone to describe the circumstances, the 
location of the occurrence and to request assistance 

f. If radio or telephone communication is not available, the 
driver shall issue a request for assistance form, (appendix 
14), which will indicate the location of the train and request 
the DOM to provide the assistance specified 

g. If the request for assistance form has to be delivered to the 
DOM, then the fireman, second-man or other designated staff 
member shall take the form and the token to the DOM. The 
driver and guard must remain at the location 

 
K15. If a passenger train or fitted engineering train becomes divided, it will 

come to a stand automatically. 
 

K16. If an unfitted engineering train becomes divided 
a. The guard must apply the handbrake to bring the rear portion 

of the train to a halt 
b. The loco crew must secure their portion of the divided train 
c. After conferring, the train crew must ascertain that all 

persons are accounted for 
d. If any person is injured then the emergency services must be 

contacted if required and the DOM must be notified 
e. The train can be re-connected using the spare coupling 

carried on the brake van 
 
 



Section L             Signals and crossings 
 

L1. All semaphore signals at TSR are set at danger 
 

L2. Signals at TSR are done using a light system 
a. In the event of a power cut where the operation of the signal 

lights is suspended, trains will stop at the next semaphore, 
then proceed with caution to the next station 

b. The DOM shall be contacted and specific permission must be 
granted to continue 
 

L3. Signals shall not be taken as an indication of safety or direction of 
travel of any train for staff that are line-side 
 

L4. All regulations pertaining to drivers and shunter’s shall be observed 
during periods of operation where the electrics have failed 
 

L5. The DOM, guard, shunter or other responsible person must ensure that 
the railway is turned on and the gates at the end of the yard are opened 
and padlocked secure prior to any movements taking place 

a. If there is no power to the railway, the DOM must be notified 
and permission gained to continue with any movements 

 
L6. The stop signal protecting the level crossing to the old loco shed can 

only be passed when all protections are in place 
a. Within the confines of the yard, it may be passed under the 

direction of the shunter 
 
 
 
 
 
 
 
 
 
 
 



L7. When crossing the road to the old loco shed 
a. The shunter shall ensure that the entrance to the shed has no 

obstructions 
b. Obtain permission from the DOM who will authorise the 

opening of the gates and ensure they are secured in the open 
position 

c. The DOM shall give the shunter permission to proceed with 
the movement 

d. The shunter will ensure that the road is protected with 
persons holding red flags to stop any approaching traffic 

e. The shunter will call the locomotive across the road 
f. Once the locomotive is clear of the road, the shunter shall 

allow the persons with the red flags to allow traffic to pass 
 

g. For the operation across the road, the DOM must be on the 
ground with the shunter and may not be on any of the 
locomotives 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

REMEMBER 
 

Whilst on duty 
Safety is the prime consideration 



Section M               Engineman’s Duties 
 

M1. The driver and Fireman or second-man shall at all times work together 
as a team 
 

M2. An FTR inspection sheet shall be completed when each locomotive is 
used. 
 

M3. The driver on taking duty shall 
a. Sign on for duty 
b. Read all notices and working instructions 
c. On taking charge of his allocated locomotive, comply with 

and fill in all paperwork issued or required by the T&RS 
department 
 

M4. The fireman or second man on taking on duty shall 
a. Sign on for duty 
b. Read all notices and working instructions 
c. Comply with the instructions of the driver 

 
M5. Whenever a steam locomotive is lit up and remains in steam, the 

driver shall ensure that he or another qualified driver or fireman is in 
attendance at all times 
 

M6. Locomotive crews shall maintain a sharp lookout for track defects and 
distortions, especially in times of extremes of weather 
 

M7. Locomotive crews shall be alert to the debilitating effects of heat 
fatigue and long hours 
 

M8. Locomotive crews and other operational staff shall stop, think and 
check when something unusual or out of sequence is in progress. 

a. In particular they should report any ‘near misses’ to enable 
the circumstances to be investigated 
 

 
 
 



Section N               Miscellaneous 
 

N1. Only members of staff shall enter the loco-shed 
 

N2. Unaccompanied access to the loco-shed by members of the public 
shall not be allowed 

a. Members of the public may enter the loco-shed if they have 
legitimate business and are accompanied by a member of 
staff 
 

N3. Equipment, tools and materials shall not be used in the loco-shed 
other than by a competent member of staff 
 

N4. All the principles contained in this rule book shall apply to all aspects 
of operation of the narrow gauge line 
 

N5. Any visitor or contractor requiring temporary access and not PTS 
certified must have the permission of the DOM, PICOP or a director 
before going line-side 

a. A requirement may be imposed that they are accompanied by 
a PTS certified member of staff 
 

N6. Line-side photographic permits shall be granted by the board or by the 
DOM and agreed by at least one additional director 

a. Any person so issued with a photographic permit shall be 
required to satisfy the staff issuing the permission of their 
PTS competency, (either from a mainline TOC or another 
heritage railway) 

b. In cases where PTS competency can not be proved, they shall 
be required to take the railways PTS certification or be 
accompanied by a PTS certified member of staff 
 

 
 
 
 
 
 



N7. If any member of staff sees something that is wrong with a train as it 
approaches or passes, they must take action to stop the train using 
hand signals, radios or other safe means and inform the driver and / or 
guard as to the issue 

a. If this action takes place, the DOM must be notified as soon 
as possible 
 

N8. Any act of vandalism should be reported to the DOM or if not on a 
running day, a director, HOD or other responsible person as soon as 
possible 

a. The reported vandalism should be investigated as fully as 
possible and any necessary action taken 
 

N9. Line-side fires must be reported immediately to the DOM 
a. If it is safe to do so, try to extinguish the fire with water, 

beaters, shovels or fire fighting equipment on the train 
b. Do not hesitate to call the fire brigade if they are needed 
c. In the event of the fire brigade being called and the fire then 

being extinguished, the fire brigade should be called to 
inform them of the situation 

 
N10. Signal boxes 

a. Supplemental instructions will be prepared and issued at the 
appropriate time in relation to the commissioning, (at a future 
date), of signal boxes located at Horsehay & Dawley and 
Lightmoor Jct. 
 

 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1              Refresher frequency & eligibility for roles 
 
Appendix 1.  

Appendix 1.1. The following minimum age restrictions will apply to 
the following roles 
 

Duty Trainee from 
Passed 

competent 
   
PTS 14 14 
Driver 18 21 
Fireman 16 18 
Second man 16 16 
Guard 16 18 
Shunter 16 18 
DOM 18 21 
Crane operator 18 21 
Director From 21 
   

 
Appendix 1.2. PTS competency will be valid for a period of two (2) 

years at which time a refresher will need to be undertaken 
 

1.2.1. If a member has not been on site for a continuous period of 
18 months or more then a full PTS examination will need to be 
undertaken to ensure competency 
 

Appendix 1.3. Driver competency will be valid for a period of four (4) 
years provided that at least 5 turns have been undertaken in each 
year. 
 

1.3.1. In the event that less than 5 turns have been undertaken in 
any one year, then the refresher will become due at the end of 
that year 
 

1.3.2. In the case of drivers, the minimum number of turns is on 
each individual type / group. See appendix 2 
 



Appendix 1.4. Fireman competency will be valid for a period of four 
(4) years provided that at least 5 turns have been undertaken in each 
year. 
 

1.4.1. In the event that less than 5 turns have been undertaken in 
any one year, then the refresher will become due at the end of 
that year 
 

Appendix 1.5. Second-man competency will be valid for a period of 
four (4) years provided that at least 5 turns have been undertaken in 
each year. 
 

1.5.1. In the event that less than 5 turns have been undertaken in 
any one year, then the refresher will become due at the end of 
that year 
 

Appendix 1.6. Guard competency will be valid for a period of four (4) 
years provided that at least 5 turns have been undertaken in each 
year. 
 

1.6.1. In the event that less than 5 turns have been undertaken in 
any one year, then the refresher will become due at the end of 
that year 
 

Appendix 1.7. Shunter competency will be valid for a period of four (4) 
years provided that at least 5 turns have been undertaken in each 
year. 
 

1.7.1. In the event that less than 5 turns have been undertaken in 
any one year, then the refresher will become due at the end of 
that year 
 

 
 
 
 
 
 
 



Appendix 1.8. DOM competency will be valid for a period of five (5) 
years provided that at least 5 turns have been undertaken in each 
year. 
 

1.8.1. In the event that less than 5 turns have been undertaken in 
any one year, then the refresher will become due at the end of 
that year 
 

Appendix 1.9. Crane operator competency will be valid for a period of 
five (5) years provided that at least 5 turns have been undertaken in 
each year. 
 

1.9.1. In the event that less than 5 turns have been undertaken in 
any one year, then the refresher will become due at the end of 
that year 
 

Appendix 1.10. A director or any other member will be eligible to stand 
for election or re-election to the board at an AGM 
 

1.10.1. If a director has resigned their position on the board, then 
they will not be eligible to stand for re-election for a period of 
four (4) years from the date of the AGM when their re-election 
would have taken place had they not resigned 
 

1.10.2. The current board may, by a unanimous vote, co-opt a 
previous director who had resigned back onto the board to fill a 
special task or role 
 

Appendix 1.11. No member of the railway may operate any machinery 
on their own until they have been passed out as fully competent in 
that duty. A record of the competencies will be held on file at the 
railway 

 
 
 
 
 
 
 



Appendix 2     Traction types / groupings 
 
Appendix 2. Traction 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix 2.1. Drivers will be passed out as competent on a specific 
locomotive and this competency will be recorded in their file 
 

2.1.1. If a driver is passed out on one locomotive in a group, then 
there will be a familiarisation note held on record to show that 
the driver is familiar with the controls and operation of any of 
the other locomotives in the group that they may operate 
 

Appendix 2.2. Any visiting locomotives to the railway will be added on 
a temporary basis to one of the existing groups 
 

2.2.1. Any crews will need to have a familiarisation note on record 
issued by the traction inspector or T&RS director 
 

 
 
 
 
 

# Type Locomotives 
   
 Steam  

1 Industrial Rocket, Ironbridge 3 
2 Mainline GWR 5619 
   
 Diesel  

3 0-4-0 industrials Jammo, Tom, Rusty, Hector 
4 0-6-0 BR 08757 
5 1st gen DMU Class 108 
6 2nd gen DMU Class 142, 144 
7 Mainline 37263 
   



Appendix 3            Description of the line 
 
Appendix 3.  
 

 
 

Appendix 3.1.  
 

 
 



Appendix 4     Track maintenance 
 
Appendix 4.  

 
Appendix 4.1. The track should be patrolled on foot once a month 

 
Appendix 4.2. In addition to track examination, replacement of keys 

and examination of fish-plates etc, attention shall also be paid to 
fences and structures 
 

Appendix 4.3. All staff shall maintain a lookout for track defects and 
distortions, especially in periods of heavy traffic and extremes of 
weather 
 

Appendix 4.4. If any fences are damaged, they shall be repaired as soon 
as possible 
 

Appendix 4.5. Ballast packing, fish-plate replacement and aligning of 
track shall not be carried out in very hot or very cold weather 
 

Appendix 4.6. In addition to the general track inspections, points shall 
be examined for fit every 12 months 
 

Appendix 4.7. In addition to the general track inspections, fishplate 
bolts and fishplates shall be removed and greased every 4 years 
 

Appendix 4.8. Records of all reported jobs, completed jobs and track 
inspections shall be maintained in the P-Way folder(s) held on site 
 

Appendix 4.9. Tools shall be cleaned and maintained regularly 
4.9.1. Their condition shall be checked prior to their use 
4.9.2. All tools will be stored safely 

 
 
 
 
 
 



Appendix 5         Emergency information 
 
Appendix 5.  

 
Appendix 5.1.  

Police, Fire and Ambulance - 999 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 6            Reporting of incidents 
 
Appendix 6.  
 
 In the course of train operations on any railway incidents and mishaps 
may occur, including, but not limited to the following 

 Derailments 
 Train failures 
 Vehicle defects 
 Injuries to staff, passengers or trespassers 
 Acts of vandalism 
 Trains over-running station platforms 

 
Appendix 6.1. All such incidents must be reported to the DOM using 

the incident report form, (appendix 14) 
 

Appendix 6.2. In the event of injuries, the names and addresses of those 
injured should be recorded 

6.2.1. Details of any witnesses should also be recorded 
6.2.2. In appropriate cases, photographs may be of assistance in 

recording evidence 
 

Appendix 6.3. In addition to reporting incidents to the DOM, the 
railway has a statutory obligation to report certain incidents to Her 
Majesty’s Railway Inspectorate, (HMRI) 

6.3.1. The reporting of incidents depends on the degree of 
seriousness; however, guidance has been issued by HMRI on 
notifying incidents that are reportable under the ‘Reporting of 
Injuries, Diseases and Dangerous Occurrences Regulations’, 
(RIDDOR). Details can be viewed at 
https://www.hse.gov.uk/riddor/reportable-incidents.htm 

 
 
 
 
 
 
 



Appendix 6.4. If any of the following occurs, the railway is required to 
notify HMRI accident section without delay 

6.4.1. Such notification shall be made by the Duty Holder, one of 
the directors, the DOM, or the relevant departmental manager 
according to the circumstances 

 Any accident to a passenger train where fatalities or serious injuries 
occur to passengers, staff or others 

 Any serious accident to a train, (e.g. head on collision), even if there are 
no casualties 

 Any accident involving the release or combustion of dangerous goods 
from a train which necessitates the evacuation of railway personnel or 
the general public from the area affected 

 Any fatal accident or serious injury, (life threatening, to railway staff on 
duty 

 Any fall from a train door whilst the train is in motion, other than at a 
station 

 Any child, (under 16), trespasser fatally or seriously injured on the 
railway 

 Any fatality or life threatening injury to a passenger 
 The collapse of a bridge or tunnel 

o The failure of a structure which occurs on or blocks the 
railway 

 Any incident of a runaway train, wagon, engineers trolley or on-track 
machinery 

 
Appendix 6.5. All other reportable incidents should be reported to 

HMRI Accident Section during normal office hours within the 
RIDDOR timescales 

6.5.1. Written notification should be made with 10 days of the 
accident occurring 
 

Appendix 6.6. Fatalities involving adult trespassers and suspected 
suicides should be reported immediately to the the HMRI Accident 
Section 

6.6.1. Fatalities occurring between 1730 hrs and 0900 hrs, 
weekends and public holidays should be notified immediately 
on the next working day 
 



Appendix 6.7. The following details are required upon notification to 
the HMRI 

 Name of the notifying person and telephone number 
 Name of the railway 
 Date and time the incident occurred 
 Where the incident occurred 
 The train involved 
 What happened 
 Number of casualties 
 If the casualties were passengers, staff or other 
 The line / services affected 

 
Appendix 6.8. The railway staff member making the notification shall 

make a note of the person notified and the date and time thereof 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 7          Requirements for staff 
 
Appendix 7.  

Appendix 7.1. All person who wish to work at Telford Steam Railway 
shall be required to undertake an induction before being permitted to 
carry out any form of work 
 

Appendix 7.2. As soon as practicable following the induction, staff will 
undertake a PTS course  
 

Appendix 7.3. No member shall undertake any safety critical activity or 
any role that requires a competency unless they have received the 
appropriate training, (being signed off as competent), or are under the 
direct supervision of a suitably qualified person 
 

Appendix 7.4. The railway shall ensure that formal training 
programmes are in effect for the training of all staff 

7.4.1. The competencies will be reviewed in accordance with 
appendix 1 
 

Appendix 7.5. Separate training programmes shall apply according to 
the nature of the motive power in accordance with appendix 2 

7.5.1. Records shall be maintained regarding all competencies and 
refreshers undertaken 
 

Appendix 7.6. Safety critical staff shall be required to undertake a 
medical in accordance with the details contained in Section C 

7.6.1. Any member of staff may be required to complete a self 
assessment medical questionnaire at the request of the directors 
in addition to the medical 

 
 
 
 
 
 
 
 



Appendix 8        Train crew instructions 
 
Appendix 8.  

 
Appendix 8.1. The maximum line speed is 15mph 

8.1.1. The maximum line speed when propelling with the brake van 
at the leading end is 10mph 

8.1.2. The maximum speed when approaching / departing stations 
is 5mph 

8.1.3. Any passenger movements within the yard are restricted to 
5mph 

8.1.4. Shunting movements in the yard are restricted to 3mph 
8.1.5. All movements south of Horsehay & Dawley bridge are 

restricted to 3mph 
 

Appendix 8.2. Train crews shall without delay provide details to the 
DOM of any damage on the line, including damage to fences and 
gates 
 

Appendix 8.3. Train crews shall be vigilant for animals on the running 
line 

8.3.1. Crews shall reduce speed and be prepared to stop if 
necessary 
 

Appendix 8.4. Train crews shall ensure that the gates to Spring Village 
Yard are fully open and properly secured before proceeding 
 

Appendix 8.5.  
 
 
 
 
 
 
 
 
 
 



Appendix 9  Locomotive cabs Authority to be present 
 
Appendix 9.  

Appendix 9.1. Locomotive cabs are considered private and only 
authorised persons are permitted to ride in them 
 

Appendix 9.2. The maximum number of persons permitted in the cab in 
normal circumstances is as follows 

 Industrial steam locomotives – 3  
 Diesel shunting locomotives – 4  
 Diesel Multiple Units – 4  
 Main-line diesel locomotives – 5  

 
9.2.1. These figures are for the maximum number of authorised 

persons including any allocated driver, fireman, second-man, 
pilot-man or trainee 

9.2.2. Guards or shunter's may only travel in the cabs in the course 
of their allocated duties where no other suitable vehicle is 
marshalled in the train 
 

Appendix 9.3. The DOM and his designated deputy are permitted to 
ride in the cab in the course of their duties, subject to compliance 
with 9.2 above 
 

Appendix 9.4. Other person shall, (at the drivers discretion), be 
permitted to visit the cab whilst at stations 

9.4.1. Other person may be permitted to ride in the cab with the 
permission of the driver and DOM, subject to compliance with 
9.2 above 

9.4.2. In accordance with HMRI guidelines, permission to ride in 
the cab shall not be granted to unaccompanied persons who are 
under 14 years of age 

 
 
 
 
 
 



Appendix 10               Company personnel 
 
Appendix 10.  

Appendix 10.1. Directors 
 

 Chris Whitehead –  Duty Holder 
 Allan Oliver –  Company Secretary 
 Mark Paynter –  Commercial director 
 Shaun Owen –  Health & Safety director 
 Dave Jenkins –  T&RS director 

 
Appendix 10.2. Heads of departments 

 
 Martin Leigh –  P-Way manager 
 Richard Owen –  Rostering 

 
Appendix 10.3.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 11           Health & Safety policy 
 
Appendix 11. Introduction 

Appendix 11.1. The Telford Steam Railway, which is operated entirely 
by unpaid volunteers, is committed to providing and maintaining safe 
and healthy working conditions, equipment and systems for all 
volunteers and others affected by the railway, (including passengers 
and other visitors to the railway), and to providing the information, 
training and supervision necessary to achieve this aim 
 
The railway is committed to complying with its statutory duties 
under the Health & Safety at Work Act and all subsequent health & 
safety legislation and regulations to which it is subject, and to 
adopting best practice in ensuring the health & safety of its 
volunteers and others affected by TSR's activities 

 
Appendix 11.2. Responsibilities 

Overall and final responsibility for health & safety issues at TSR 
rests with the directors.  Responsibility for implementing the policy 
on a day-to-day basis rests with the director responsible for health & 
safety with the support of all the other directors and the respective 
departmental managers, (HOD's) 
 
Each and every volunteer has a legal responsibility to ensure that 
they do not endanger themselves or others, and to cooperate with the 
railway’s management in complying with its legal obligations and the 
terms of this policy. It is also the responsibility of each volunteer to 
report any potential hazards to the relevant director or departmental 
head 
 
Any volunteer who has suggestions to make to improve the workings 
of this policy should first approach the relevant department head who 
is responsible for consideration of the suggestion with the board of 
directors. The director responsible for health & safety is responsible 
for ensuring that this policy is kept up to date and that additional 
assessed risks are dealt with as necessary 
 

 



Appendix 11.3. Risk Assessment 
The railway shall undertake risk assessments of all aspects of its 
activities, premises, equipment and systems as required. The 
preparation and maintenance of a full risk assessment is a continuing 
requirement of HMRI. The risk assessment documents shall be 
subject to regular review and updated to take into account any change 
in circumstances. Any significant findings are to be documented and 
used to eliminate or minimise risk and to provide advice as needed to 
the railway’s volunteers 

 
Appendix 11.4. Management and Review 

This policy and the outcome of any additional risk assessment 
associated with it shall be reviewed every two years 
 

Appendix 11.5. The health & Safety at Work Act is also referenced in 
the railways SMS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 12          Child protection 
 
Appendix 12. Child Protection Policy Statement 
 

Appendix 12.1. TSR is committed to a practice that protects children 
from harm. Volunteers accept and recognise our responsibilities to 
develop awareness of the issues that cause children harm 
 

Appendix 12.2. We will endeavour to safeguard the children who work 
at or visit the railway by 

12.2.1. Adopting child protection guidelines through a Code of 
Conduct and procedures for our volunteers 

12.2.2. Sharing information about child protection and good practice 
with children, parents, guardians and carers as well as with our 
own volunteers 

12.2.3. Sharing information about concerns with agencies who need 
to know and involving children and parents appropriately 
 

Appendix 12.3. TSR shall commit to reviewing this policy and good 
practice at regular intervals 
 

Appendix 12.4. Although the legal definition of a child is someone under 
the age of 18, the railway is committed to extending the principles of 
this policy statement to vulnerable young people above the age of 18 
years 
 

 
 
 

 
 
 
 
 
 
 
 
 

NOTE 
 
The railway also recognises its obligations under the 
children’s act and the human rights act, but only to 

the extent that this legislation impacts upon our 
operational activities 



Child Protection Code of Conduct 
 

Appendix 12.5. Volunteers working at TSR must 
 

 Treat all children and young people with respect 
 Provide an example of good conduct you wish others to follow 
 Ensure that wherever possible there is more than one adult present 

during activities 
o If this is not possible, that you are within sight or hearing of 

others 
 Respect a young persons right to personal privacy 
 Encourage young people to feel comfortable and caring, enough to point 

out attitudes or behaviour they do not like 
 Remember that someone else might misinterpret your actions, no matter 

how well intentioned 
 Remember that special caution is required when you are discussing 

sensitive issues with children and young people 
 Operate within the railway’s principles and guidance 
 Challenge unacceptable behaviour 
 Report all allegations or suspicions of abuse 

 
Appendix 12.6. Volunteers working at TSR should 

 
 Always be prepared to offer guidance and support to inexperienced 

young volunteers 
 Recognise that young volunteers may not appreciate fully the need to do 

things in a safe manner, or the inherent potential dangers associated 
with the railway 

 
 
 
 
 
 
 
 
 
 



Appendix 12.7.  
Volunteers working at TSR must not 

 
 Have inappropriate physical or verbal contact with children or young 

people 
 Allow yourself to be drawn into inappropriate attention seeking 

behaviour 
 To make suggestive or derogatory remarks or gestures in front of 

children or young people 
 Jump to conclusions about others without checking the facts 
 Show favouritism to any individual 
 Either exaggerate or trivialise child abuse issues 
 Take a chance when common sense, policy or good practice suggests 

another more prudent approach 
 Ask children or young people to undertake work at the railway which is 

beyond their capabilities or understanding, or which they do not wish 
to do 

 Rely on your good name or that of the railway to protect you 
 Believe ‘it could never happen to me’ 

 
Appendix 12.8.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 13      Social Media 
 
Appendix 13. POLICY 
 
 Social Media is one of the best ways to build a brand presence online, 
but it’s also easy to misuse and once a mistake is made it can live on forever. 
While mistakes do happen, there are a lot of social media errors that can be 
avoided if the proper procedures, people and technologies are in place. This 
'Social Media’ policy lays out the TSR guidelines in regards to this matter. 
 

 It holds members accountable for their social media behavior 
 It creates awareness for social media as a legitimate tool for business 

 
This policy provides guidance for employee use of social media, which should 
be broadly understood for purposes of this policy to include blogs, wikis, 
microblogs, message boards, chat rooms, electronic newsletters, online forums, 
social networking sites, and other sites and services that permit users to share 
information with others in a contemporaneous manner. 
 
PROCEDURES 
 

Appendix 13.1. The following principles apply to professional use of 
social media on behalf of TSR as well as personal use of social media 
when referencing TSR.   
 

Appendix 13.2. Members need to know and adhere to the Rule Book and 
other TSR policies when using social media in reference to TSR.  

 
Appendix 13.3. If you are unsure whether to post something, err on the 

side of caution and don't 
 

Appendix 13.4. TSR support transparency and are committed to clear 
disclosure of relationships between those who post and their position 
within TSR. If posting where some may not know the relationship, 
then you need to disclose that you are a member, HOD or director of 
the TSR where this could lead to confusion 

 
 



Appendix 13.5. Members should be aware of the effect their actions may 
have on their image, as well as the image and reputation of TSR. 

13.5.1. The information that members post or publish may be public 
information for a long time. 
 

Appendix 13.6. Members should be aware that the railway, (TSR), may 
observe content and information made available by members through 
social media. 
 

Appendix 13.7. Members should use their best judgment in posting 
material that is neither inappropriate nor harmful to TSR, its 
members, volunteers or customers. 
 

Appendix 13.8. Although not an exclusive list, some specific examples 
of prohibited social media conduct include posting commentary, 
content, or images that are 

13.8.1. Defamatory 
13.8.2. Pornographic 
13.8.3. Proprietary 
13.8.4. Harassing 
13.8.5. Libelous, or 
13.8.6. Any post that can create a hostile work or membership 

environment 
13.8.7. Anything that can be harmful to TSR or our competitors 

 
Appendix 13.9. Members are not to publish, post or release any 

information that is considered confidential or not public 
13.9.1. it is essential that all members protect TSR information on 

the internet 
13.9.2. If there are questions about what is considered confidential, 

members should check with the their HOD or a director 
 

Appendix 13.10. Social media networks, blogs and other types of online 
content can sometimes generate press and media attention or legal 
questions. Members should refer these types of inquiries to a director 
or authorized TSR spokespersons. 
 

 
 



Appendix 13.11. If members find or encounter a situation while using 
social media that threatens to become antagonistic, members should 
disengage from the dialogue in a polite manner and seek advice. 
 

Appendix 13.12. Members should get appropriate permission before you 
refer to or post images of current or former members, contractors or 
suppliers. 

13.12.1. Additionally, members should get appropriate permission to 
use a third party's copyrights, copyrighted material, trademarks, 
service marks or other intellectual property. 
 

Appendix 13.13. Social media use shouldn't interfere with the member’s 
responsibilities at TSR. 
 

Appendix 13.14. Subject to applicable law, after‐hours online activity that 
violates the railway's rules, this policy or any other TSR policy may 
subject a member to disciplinary action or termination of 
membership. 
 

Appendix 13.15. If members publish content 'after hours' that involves 
work or subjects associated with TSR, a disclaimer should be used, 
such as this: “The postings on this site are my own and may not 
represent TSR positions, strategies or opinions.” 

 
Appendix 13.16. It is highly recommended that Members keep TSR 

related social media accounts separate from personal accounts, if 
practical. 
 

Appendix 13.17. Did you mess up? It happens. 
If you make a mistake, admit it immediately. Apologize if you need 
to. Be upfront, and correct the error as soon as possible. 

13.17.1. If you're posting to a blog, (or any other media site), you may 
choose to modify an earlier post. Just make it clear that you 
have done so making everyone aware 
 

 
 
 
 



Appendix 13.18. If you see something being shared on social media 
related to TSR or its members that shouldn’t be happening, please 
contact the directors 
 

Appendix 13.19. Your responsibility. 
Keep in mind that what you write is your responsibility and failure to 
abide by these guidelines, (including failure to disclose your 
relationship to TSR), could put your membership at risk. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 14          Specimen forms 
 
Appendix 14.  
 

Appendix 14.1. Request for assistance 
Section G 
 

Appendix 14.2. Pilot man’s ticket 
Section G 
 

Appendix 14.3. Section ticket 
Section H 
 

Appendix 14.4. Incident report 
Appendix 4 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Telford Steam Railway 

Request For Assistance (Section G & K) 
 
To the DOM 
 
I, ______________________ driver of train ___________ request 
assistance in accordance with section G of the rule book 
 
The train has failed at _____________________________ and has been 
protected and secured as laid down in the rule book 
 
Nature of the failure and details of assistance required 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

□ All □ Part □ None of the train may be moved 
 

The emergency services □ have □ have not been notified 
 
 
Signed ______________ 
 
Date ________________ Time _______________ 
 

 



 
Telford Steam Railway 

Pilot Man’s Ticket (Section G) 
 
 
Mr(s), __________________________________ the bearer of this 
ticket is authorised to ride on the engine as a pilot between  
___________ hrs and ___________ hrs on the 
________________________ (date) 
 
All pilot man operations shall be carried out in accordance with the 
rule book, Section G 
 
This authority has been granted by ___________________ being the 
DOM on the date noted 
 
 
 
Signed ______________ 
 
Date ________________ Time _______________ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Telford Steam Railway 

Section Ticket (Section H) 
 
This authority has been granted by ___________________ being the 
DOM on the date noted  
 
To the driver of train  ________ for a journey from 
______________ to ______________ 
 
Special instructions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This ticket must be endorsed as cancelled in accordance with the rules, 
section H and handed to the DOM at the earliest opertunity 
 
 
Signed ______________ 
 
Date ________________ Time _______________ 
 



 
Telford Steam Railway 

Incident Report (Appendix 4) 
 
To the DOM 
 

From the □ driver □ guard 

□ other (specify) ________________________________ 
Date ________________ Time _______________ 
Locomotive ________________  
Vehicle No. ________________ 
 
Nature of the incident and all relevant information, (including details of 
witnesses if appropriate) 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Signed ______________ 
 
Date ________________ Time _______________ 
 

 
 



Appendix 15             Standard working timetable 
 
Appendix 15.  
 

Appendix 15.1.  
 

 
 

    

Spring 
Village 1100 1200 1330 1430 1530 

Lawley 
Village 

1105 
1110 

1205 
1210 

1335 
1340 

1435 
1440 

1535 
1540 

Horsehay 
Dawley 

1115 
1130 

1215 
1230 

1345 
1400 

1445 
1500 

1545 
1600 

Lawley 
Village 

1135 
1140 

1235 
1240 

1405 
1410 

1505 
1510 

1605 
1610 

Spring 
Village 

1145 1245 1415 1515 1615 

      
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 16             Route to competency 
 
Appendix 16.  
 

 
 
 
 
 
 



Appendix 16.1. The route to competency, (as illustrated above), will 
follow the same basic steps for all new members to the railway 

16.1.1. Existing members who have already started training prior to 
June 2021 will be allowed to continue in their training for other 
roles, but will be required to also cover the ‘missing links’ to 
fall into line with all staff training 
 

Training process - route 
 

Appendix 16.2. All members wishing to volunteer at TSR will first 
undergo and induction 
 

Appendix 16.3. Following the induction all volunteers will undertake 
PTS training. This will be refreshed as detailed in Appendix 1 
 

Appendix 16.4. Following the PTS volunteers will undertake shunter 
training. This will be refreshed as detailed in Appendix 1 
 

Appendix 16.5. Following the shunter training, a volunteer may select 
which route they wish to progress through as follows 

16.5.1. Guard 
16.5.2. Main line shunter 
16.5.3. Industrial shunter 
16.5.4. Steam 
16.5.5. 1st generation DMU 
16.5.6. 2nd generation DMU 

 
Appendix 16.6.  

 
 
 
 
 
 
 
 
 
   


