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1. Introduction  

 

This Operator-Specific (OS) Procedure is intended to provide details of the procedures 
required to ensure the safety of passengers travelling on trains operated by Transport Heritage 
NSW, and/or, on or near THNSW trains within the Valley Heights Loco Depot & Heritage 
Museum (Valley Heights). 
 
Fundamental to this is the requirement for ensuring that passengers on THNSW trains can 
board and alight safely, and that carriage doors are appropriately monitored so that they are 
used safely for boarding and alighting, and are closed and remain closed whenever the train 
is in motion and guidelines are provided in the event of having to deal with injured passengers. 

 

2. Responsibilities 

 

The Rail Safety and Operations Manager is responsible for ensuring that all relevant 
THNSW personnel receive instruction in this procedure and understand its application in the 
workplace.  
 
All Operations personnel qualified as Rail Safety Workers (RSW) to perform the duties of 
Drivers, Fireman/Second persons and Guards, as well as Train Managers, Passenger 
Service Supervisors and Passenger Attendants are responsible for ensuring that this 
procedure is followed.  

  

3. Related Documents 

 

SMS-12-OS-0204  Responding to on-train Alarms 

SMS-12-OS-0205  Passenger Evacuation Thirlmere Heritage Railway 

SMS-12-OS-0213  Right Away procedure for Guards 

SMS-12-OS-0300  Right Away procedure for Station Staff 

  

4. Scope 

 

This Procedure is approved by the THNSW Rail Safety & Operations Manager and applies to 
all safeworking crews, Train Managers and Passenger Attendants while working all trains 
operated by Transport Heritage NSW whether on the Thirlmere Heritage Railway, the Valley 
Heights Loco Depot & Heritage Museum or on main lines managed by other network 
providers. 
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5. Safety Factors 

 
Train Movement: When operating a passenger train, Rail Safety Workers and drivers in 
particular, must consider the risks to passengers due to untoward/unexpected train 
movements. Drivers must pay particular attention to avoid excessive acceleration or 
deceleration especially when pulling away from or pulling into stations, because it is at these 
times that passengers are least likely to all be seated. 
 
Windows: For Passenger Attendants, part of the experience of travel on heritage trains is 

for passengers to look out of carriage windows with a small part of their head outside the 
window. It is difficult, and unreasonable, to prohibit altogether passengers leaning out of 
windows to a small extent – the overriding requirement is to ensure that there is no risk of 
striking anything outside the carriage. 
 
Doors: As doors are the means via which passengers enter and exit the train, they require 

constant management to ensure that doors are not opened while the train is in motion. 
 
Platforms: Platforms are a safe place for passengers to board and alight trains inside the 

rail corridor. The loading and unloading of passengers without platforms inside the rail 
corridor is prohibited except in extreme circumstances or where steps are provided in a 
managed environment such as within the Valley Heights Loco Depot & Heritage Museum. 

 

6. Procedure; Loading and Unloading Passengers: 

 

6.1. Passenger Attendants: 

1. Politely direct and assist passengers to board the train, suggesting appropriate carriages 
where necessary to avoid overcrowding of any particular carriage. 

2. Pay particular attention to and assist elderly passengers, passengers with small children, 
and passengers with wheelchairs, strollers or prams. Note that only small strollers which 
can be folded and placed on luggage racks may be taken on board the train. Particularly 
for trains on the Thirlmere Heritage Railway, large prams and strollers must generally be 
left at the station, to avoid blocking aisles and inconveniencing other passengers. 

3. Note that portable steps are available and should be used, particularly at Thirlmere 
Station or other stations where the platform height is low, to assist less mobile 
passengers to board or alight. 

4. Maintain communications (by sight and voice or radio) with the Guard to ensure that a 
right of way signal for movement of the train is not given while passengers are boarding 
or alighting. 

5. Once boarding has been completed and before the train departs, ensure that all doors 
are closed (where appropriate) and/or all gates on end-platforms (where appropriate) 
are closed. 
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6.2. Guards: 

1. Maintain communications (by sight and voice or radio) with Passenger Attendants to 
ensure that a right of way signal for movement of the train is not given while passengers 
are boarding or alighting. 

2. Check that people and equipment on the station platform are clear of the train. 

3. Check that no-one is on or near any level crossing in the path of the train. 

4. Once boarding has been completed and after having ascertained that there are no risks 
to passengers (e.g. late passengers attempting to board hurriedly), give the Right of Way 
in accordance with SMS-12-OS-0213 – Right of Way Procedure for Guards. 

 

7. Windows: 

 

7.1. Passenger Attendants: 

1. Throughout the journey, monitor passenger behaviour to ensure that no-one places any 
part of his/her body (or head) out of a carriage window to the extent where they may be 
at risk of striking any lineside object or another train.  

2. Politely but firmly request any passenger who indulges in risky behaviour to stop, and if 
necessary explain that such behaviour is an offence under the Rail Safety National Law 
& Regulations. If the passenger doesn’t comply, notify the Guard. 

3. As a last resort, threaten to have the train stopped. 

 

8. Doors: 

 

The doors on THNSW trains (except for the 620/720 railcar set) are manually operated from 
inside or outside, and are not normally locked while the train is in motion.  The doors on the 
620/720 set are power-operated by the Guard and are electrically interlocked so that they 
cannot be opened when the train is moving. 
 
Carriage doors must remain closed whilst trains are between stations stops. The Guard on 
passenger trains must monitor doors regularly whilst the train is between station stops.  
Regular train patrols must be conducted with the assistance of Passenger Attendants, and 
visual inspections along the train must be regularly carried out using Guard’s lookout mirrors 
when provided. 
 
Throughout the journey, passenger behaviour must be monitored to ensure that no-one 
interferes with or attempts to open any external door or end-platform gate. 
 
Carriage doors must not be opened when: 

- the train is moving 
- the train has stopped at any location other than a platform, or designated alighting 

location 
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WARNING 

No person is permitted to stand in the open doorway of a moving train, or board/alight a 

moving train – under any circumstances.  

The Guard / PSS is however, permitted to monitor the arrival / departure to / from 

platforms from an open doorway of the moving train. 

 
 

8.1. Drivers: 

Drivers must make sure that trains stop at the correct location at platforms to allow 
passengers to board and alight safely.  

 

8.2. Passenger Attendants: 

Passenger Attendants will assist the Guard to close locomotive hauled passenger train 
carriage doors before departure from stations.   

 

8.3. Guards: 

The Guard must check that carriage doors are closed before passenger trains leave 
stations. 

Equipment required:  

 Guards on passenger trains must be equipped with a two-way radio, whistle and 
suitable carriage door keys for all passenger carriages in use in THNSW train 
consists.  

 Suitable PPE (hi-vis vest, gloves, etc.) for use when, and if required. 

When travelling in Train Order territory: 

 In Train Order territory, the Guard and Passenger Attendants must maintain radio 
silence while the Driver receives or fulfils a Train Order.  The Driver will tell the 
Guard/PSS when to start door closing procedures. 
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9. Procedure to Manage Passengers; Long Platforms: 

 

If stopping at a platform which can fit the whole train: 

 

9.1. Drivers: 

1. Stop the train at the correct platform marker, at the departure end of the platform, or at 
a location agreed with the Guard. 

 

9.2. Guards: 

1. As far as practicable, watch the train arrive into the platform. 

2. When the train stops, make sure carriages are beside the platform. 

3. Open doors for passengers to alight, or approve Passenger Attendants to open their       
respective carriage doors.    

NOTE: On the 620/720 set, the guard must push the ‘release’ push button in order 
to unlock the doors before they can be opened 

4. Step out onto the platform and help passengers leave or board the train, if required. 

5. One minute before the train departs, tell passengers the train is about to leave, close the 
carriage doors or ask the Passenger Attendants to close them. 

6. When it is safe to proceed, carry out Right Away procedures.  

 

9.3. Passenger Attendants: 

2. One minute before the train departs, tell passengers the train is about to leave, and close 
the carriage doors once the passengers have boarded. 

3. Ensure carriage doors are closed at all times whilst the train is moving, including 
departure and arrival at Platforms.  

4. Tell the Guard when you are back on the train. 
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10. Procedure to Manage Passengers; Short Platforms: 

 
If stopping at a platform which is too short to take the full length of the train: 

 

10.1. Guards: 

1. Before the train arrives at the station, decide which carriages will stop at the platform 
and tell the Passenger Attendants. 

2. Tell the Driver which carriages are to be positioned adjacent to the platform. 

3. Before the train arrives at the station, tell the passengers (with the assistance of 
Passenger Attendants): 

 that the next station has a short platform 

 which carriages to move to if they are about to leave the train 

 not to alight unless the carriage door is aligned with a platform. 

4. Ensure that you allow the passengers enough time to move to the right carriage 

 
 

10.2. Drivers: 

1. Stop the train at the location agreed with the Guard / PSS 

 
 

10.3. Guard / Passenger Attendants: 

1. Stand next to the carriage doors which will be beside the platform 

2. When the train stops, make sure that the correct carriages are beside the platform. 

3. Open doors for the passengers to alight. 

NOTE: On the 620/720 set, the guard must push the ‘release’ push button in order 
to unlock the doors before they can be opened. 

4. Step out onto the platform and help the passengers leave or board the train, if required. 

5. Board the train, and close the carriage doors. 

6. Tell the Guard, if necessary, that the doors are closed. 

 

10.4. Guards: 

1. When passengers have left or boarded the train and it is safe to proceed, carry out Right 
Away procedures. 
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11. Procedure to Manage Passengers; No Platform/Valley Hts 

NOTE:  

The loading and unloading of passengers without platforms inside the rail corridor is 
prohibited except in extreme circumstances or where steps are provided in a managed 
environment such as within the Valley Heights Loco Depot & Heritage Museum. 

For evacuation of a train on the Thirlmere Heritage Railway where no platform is 
available see; SMS-12-OS-0205 ‘Passenger Evacuation Thirlmere Heritage Railway’ 

 

If stopping at a location with no platform: 

11.1. Control of passengers in the rail corridor 

Passenger Attendants: 

1. During any period when passengers are in the rail corridor, to board or having alighted 
from a train, ensure that they are marshalled clear of the train as far as practicable, 
and that they remain in the rail corridor only long enough to board or alight. 

2. Escort and direct passengers to and/or from a safe place outside the rail corridor, within 
the Depot area (generally behind fencing, or in any case at least 5 metres from any 
operational line), so as to minimise their exposure to the risk of being struck by a 
moving train. 

3. Maintain communications (by sight and voice, and by radio if necessary) with the 
Passenger Service Supervisor/Guard to ensure that he/she knows if and when there 
are passengers in the rail corridor, so that a train movement will not be authorised while 
passengers are in the rail corridor. 

 

Guard: 

1. Maintain communications (by sight and voice, and by radio if necessary) with 
Passenger Attendants to ensure that a right of way signal for movement of the train is 
not given while passengers are in the rail corridor. 

2. Before authorising or signalling any movement, check that there are no passengers or 
unauthorised people in the rail corridor, and that any equipment is clear of the train. 

 

11.2. Loading & unloading passengers where there is no platform 

Passenger Attendants: 

1. Note that portable steps will be required at Valley Heights (in the absence of a 

platform).  As there will usually be insufficient sets of steps to allow use of every 
carriage door, it will be necessary to direct passengers to particular carriage doors, 
and to move through the train to or from their allocated seats. 

2. Politely direct and assist passengers to board the train, suggesting appropriate 
carriages where necessary to avoid overcrowding of any particular carriage. 

3. Pay particular attention to and assist elderly passengers, passengers with small 
children, and passengers with wheelchairs, strollers or prams.   

NOTE: only small strollers which can be folded and placed on luggage racks may 
be taken on board the train. 
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4. Maintain communications (by sight and voice) with the Passenger Service Supervisor 
or Guard to ensure that a right of way signal for movement of the train is not given 
while passengers are boarding or alighting, or remain in the rail corridor. 

5. Once boarding has been completed and before the train departs, ensure that all doors 
are closed (where appropriate) and/or all gates on end-platforms (where appropriate) 
are closed. 

 
Guard: 

1. Maintain communications (by sight and voice) with Passenger Attendants to ensure 
that a right of way signal for movement of the train is not given while passengers are 
boarding or alighting, or any passengers remain in the rail corridor. 

2. Check that there are no passengers or unauthorised people in the rail corridor, and 
that any equipment or other nearby rolling stock is clear of the train. 

3. Check that no-one is in or near the path of the train. 

4. Once boarding has been completed and after having ascertained that there are no 
risks to passengers (e.g. late passengers attempting to board hurriedly), give the Right 
of Way in accordance with SMS-12-OS-0213 ‘Right Away procedure for Guards’. 

 

12. End Platform Carriages: 

 
12.1. Passenger Attendants: 

Allow passengers to travel on end-platforms subject to the following: 

1. Ensure that the number of passengers travelling on any end-platform is not such as to 
cause overcrowding that might result in crushing or people being at risk of falling.  

NOTE: Also ensure that ready access is available for the Guard or other safeworking 
personnel to operate handbrakes quickly if necessary. 

2. Ensure that any small children (under 10 years, approx.) travelling on end-platforms 
are accompanied by a parent or similar responsible adult. 

3. Do not allow anyone to travel on end-platforms in the shared rail corridor on the 
Thirlmere Heritage Railway between Picton Landmark and Picton Station (due to the 
risk of fright due to a sudden train movement on the ARTC Network). 

4. Do not allow anyone to travel on gangways between carriages. Passengers may 
transfer between carriages, but not stand or travel on gangways. 

5. Pay particular attention to passengers travelling on end-platforms between carriages 
to ensure that they do not stand/travel on gangways. 

6. Throughout the journey, monitor passenger behaviour to ensure that no-one places 
any part of his/her body (or head) beyond the carriage outline to the extent where they 
may be at risk of striking any lineside object or another train. 

7. Throughout the journey, monitor passenger behaviour to ensure that no-one engages 
in other risky behaviour such as sitting on railings or attempting to climb them. 
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13. Dealing with Injured Passengers: 

 

NOTE 

Do not try to treat any person if you are unsure of what to do.  If treatment of a passenger's 
condition is beyond your level of training, ask for help from other train crew or qualified 
passengers. Keep passengers (and yourself) safe. 

 

13.1. Safety Considerations when attending to Injured Passengers: 

When approaching and tending to an injured or incapacitated passenger, assess 
the situation for your safety and the safety of others. 

Be especially alert for: 

• violent or aggressive passengers 

• the possibility of a needlestick injury 

• contact with body fluids 

• the possible effects on other passengers 

 
13.2. Guard, Passenger Service Supervisor (PSS) or Passenger Attendants: 

When you become aware of an injured or incapacitated passenger: 

1. Assess the situation for your safety and the safety of others. 
2. Make sure no further injury can occur to the passenger. 
3. If trained, give first aid. If not trained, reassure the injured person. 
4. If it will not lead to further injury, make the passenger as comfortable as 

possible. 
5. If unsure of the passenger's condition: 

 ask other passengers nearby about the passenger 

 check if the passenger has an obvious identity bracelet or necklace 
with details of a pre-existing condition. 

6. If necessary, tell the Driver to arrange for medical assistance at the next 
suitable location. 

 

13.3. Driver 

Tell the Network Control Officer and if necessary, request medical assistance. 

 
13.4. First Aid Action Plan: 

If you, other train crew or passengers are currently qualified to apply First Aid when 
you become aware of an injured or incapacitated passenger, be reminded of the  
DRSABCD (or ‘DoctoRS ABCD’) action plan. 
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Summary of Changes 

Version Date OSP Code Comment 

1.0 01/12/02 RTM-OSP38 Initial Release 

2.0 21/04/10 RTM-OSP38 Reviewed 

3.0 03/07/13 RTM-OSP38 Revised, minor formatting changes 

3.1 01/09/14 THNSW-SMS16-OSP38 Document Rebadged for THNSW SMS 

3.2 03/01/17 THNSW-SMS16-OSP208 Updated for THNSW Operations Mgt. changes 

4.0 02/06/17 SMS-12-OS-0208 Renumbered to reflect updated SMS, updated to 

include OSP ‘Monitor car doors’ (201) 

4.1 31/07/17 SMS-12-OS-0208 Updated to include ‘Pax Safety Valley Hts.’ (209) & 

‘Dealing w Injured Pax’ (206). 

    

 


