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Car Attendant 

 
Description:  Car Attendants are volunteers whose primary responsibility is to assist the Conductor in the 

ñmanagementò of passengers aboard operating trains.  They will familiarize themselves with the safe operation 

of trains, the history and background of the equipment in use, and the museum grounds and facilities in order to 

be able to answer the publicôs questions. Car Attendants will assist with cleaning of cars, as needed, and be 

available for cursory equipment inspections. Car Attendants will be assigned to a car by the Conductor, and 

shall ride the car on each trip and remain near the car when the train is in the station.  They are expected to 

observe the operations of other members of the train crew in order to prepare for advancement.  They are 

directly responsible to and shall receive directions from the Conductor. 

 

Car Attendants duties include: 

1. Attending the daily pre-operation Safety Briefing. 

2. Following the instructions in the NSRM Car Attendantôs Handbook. 

3. Being responsible to and taking direction from the Conductor. 

4. Assisting in the boarding and detraining of passengers. 

5. Monitoring their assigned car to ensure that passengers are riding in a safe manner. 

6. Ensuring that passengers remain seated at all times that the train is moving. 

7. Communicating with the passengers during the run. 

 

Requirements: Sixteen hours as a Car Attendant Trainee and successful completion of the Car Attendant 

Qualification Test.  A Car Attendant must be at least 16 years old.   

 

All  positions require that the Crew Member have passed the NSRM Rule Book / Safety Test.  Attendance 

at the annual Safety Meeting is required to maintain status as a Crew Member. 
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1.0   INTRODUCTION  

 

This Car Attendantôs Handbook is intended to provide the basic information needed to perform the duties of 

a Car Attendant, and to provide background information for the attendantôs use in answering questions from 

the passengers.   

The Car Attendantôs duties must be learned and followed by all volunteers designated to be car attendants. The 

Frequently Asked Questions (FAQ) section and the descriptions of the equipment used on NSRM Steam Trains 

are provided as information that might be of general interest to passengers.  Car Attendants should scan the 

material provided so that they know what information is available.  Car Attendants are encouraged to develop 

other information to share with passengers.  Please be sure that all information provided is factual.  If you donôt 

know the answer to a question, try to obtain an answer from another member of the crew and be prepared to 

say, ñI donôt knowò or ñIôll try to find outò when necessary. 

Appearance is important.  Car Attendants must be neatly dressed and groomed.   

You should at all times wear your volunteerôs name badge. 

It is preferred, but not mandatory, that Car Attendants be dressed in the typical NSRM uniform:   

a museum logo shirt, jeans or overalls, a railroaderôs cap and jackets or coats when required by the weather.  

Footwear is an important factor in safety.  Wear work boots/shoes with soles and heels firmly attached and 

heels that are not excessively worn. Suitable footwear around shops, tracks, and moving equipment does 

NOT include high-heeled boots or shoes, sandals, low quarter slip-on shoes or tennis shoes. 

You should carry your NSRM Rulebook at all times while on duty. 
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2.0   SUMMARY OF CAR ATTENDANTôS DUTIES 

It is the Car Attendantôs duty to assist the Conductor and to help provide a safe and pleasant experience for 

the passengers.  This is accomplished by making sure that the environment is safe, that the passengers 

behave in a safe manner, and that the passengers are reasonably comfortable and informed.   

When loading and unloading, there should be a Car Attendant at the steps.  The attendant should be at the 

bottom of the steps and offer assistance to the passengers as they board or detrain. During the run, each 

attendant should elicit questions, and encourage conversation.   

2.1  PRIOR TO FIRST RUN  

It is the Car Attendantôs responsibility to check the following items before the first run of the day.  You must 

double check the items appropriate to your car.   If you find any problems with the car, tell the Conductor 

immediately.  After this inspection, Car Attendants must attend the Safety Briefing scheduled by the 

Conductor.  

A) The steps and handrails leading up to the car platform should not be loose or broken.  

B) The car platform should be clean with no obstructions on the deck.  

C) Look at the passage ways and doors leading into the cars to see that they work correctly.  

D) Make sure that the windows work properly, are not broken or jammed and are clean. If windows are 

opened, make sure the latches are properly in place so they donôt fall or close inadvertently.  

E) The floor should be clean and free of obstructions.  

F) The fire extinguisher should be in its proper place. Note its location in the car you are attending. 

G) In the Caboose closet, there is a first aid kit. Make sure everything is available and secure.  

H) Make sure that the wheel chair lift  is available.  

I) Make sure that the car crossover is in its proper place on the open air car and check that the side gates 

are closed and locked.  

2.2  LOADING PASSENGERS  

A) When instructed by the Conductor to begin the boarding, assist passengers onto the step and instruct 

them to hold the hand rail as they climb the steps.  

B) If a passenger might have difficulty negotiating the stairs, offer to assist them, and offer use of the 

wheelchair lift for loading.  

C) If needed, assist other crew members in loading passengers requiring the wheelchair lift.  
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D) Observe what people are carrying, and if consumables other than water are noted, inform the 

passengers that only water is allowed to be consumed aboard the train.  

E) Keep approximate count of how many seats remain in your car and do a walk through head count as 

the car reaches capacity.  

F) Just before the train leaves, make sure that all passengers are seated and in the case of the open car 

that the car crossover is raised and secured.  

2.3  DURING THE RUN  

A) Make sure that the passengers keep their arms and heads inside the car.  

B) Make sure that passengers are seated whenever the train is moving.  

C) Punch tickets for each rider.  It is OK to offer to let the passenger punch the ticket. Inform the riders 

that the back of the ticket provides discounts both for Museum entry and for the Museum Store valid 

on the day it is sold.   

D) Talk to the passengers!  Encourage everyone to visit the Interpretive Center.  Provide the 

information outlined in Section 4 below.  If there are any questions you canôt answer, see if you can 

find someone who can answer them.   

E) Make sure that all passengers follow the safety instructions as given in this handbook.  

2.4  END OF THE RUN  

A)  Provide information on any special activities or displays occurring at the museum.    Encourage people 

to join the Friends of the Nevada State Railroad Museum and give them details of the current 

operating schedule.  And be sure to invite everyone to visit the museum and gift shop.  

B) Once the train has stopped and the engineer has blown the whistle to indicate that the brakes have been 

set, do anything needed to help the passengers to safely detrain. 

C) Be at the foot of the stairs to assist passengers down the steps.  Remind them to use the hand rails.  

Offer your hand to anyone who might need it. 

D) When all passengers have disembarked, inspect the car for forgotten items and for cleanliness. 

E) Invite those waiting for the next train to board any car they choose.  Let them know that tickets will be 

punched on board the train. 

2.5  END OF THE DAY  

A) Assist the Conductor and Brakemen in the performance of their duties, consistent with safety. 

 

B) Record your volunteer hours for the museumôs records.  
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2.6 ELECTRONIC DEVICES  

The Federal Railroad Administration has issued Emergency Order #26 regarding the use of electronic 

devices by train operating crews while on duty. Though our operation is not governed under rules of the 

FRA, adoption of this rule enhances safety of crews and passengers and as such is made part of our 

operating rules.   

A) These rules are effective when on a moving train, when duty requires any crewmember to be on the 

ground, when a crewmember is riding rolling equipment during a switching operation and when any 

other employee of the railroad is assisting with the preparation of the train. 

B) Hearing aids and digital watches are permitted. 

C) Personal electronic/electrical devices must be turned off with any earpiece removed from the ear.  This 

includes, but is not limited to, cell phones, audio players and video players.   Any of these devices 

located in the locomotive cab must not only be turned off but also stored in the engineerôs or firemanôs 

seat box. 

D) Exceptions:   

1. In the event of an emergency or other problem the Conductor or his designee may use a cell phone 

to contact Emergency Services or museum staff.  This cell phone should remain on but is for duty 

use only. 

2. These devices may be used while on a designated lunch break. 

3. As long as it does not interfere with the performance of their other duties crewmembers may take 

pictures using a digital camera. 

4. These devices may be used if all crewmembers have been notified that operations have been 

suspended. 

 

E) The Nevada State Railroad Museum does not supply any electronic/electrical devices for use during 

train operations. 

 

F) The FRA has provided the attached flow-chart for your information. 
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