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INTRODUCTION

This manual sets forth regulations and procedures for the guidance of Cabin Attendants
in the direct performance of their work. Cabin Attendants must carry the manual with
them on all flights as a reference and guide.

This Manual is the property of TWA and is subject to recall at any time and to periodic
checks by Supervisors. It is restricted to the use of TWA personnel and is not to be
made accessible to persons or agencies not affiliated with TWA unless authorized in
accordance with regulations in Management Policy and Procedure Manual, Section 01.40.

MANUAL ASSIGNMENT

Copies of this manual will be assigned, or replacement made, only upon the written
request of Section Head or higher supervisory level.

REVISIONS

Revisions and additions will be made only upon approval of concerned Department,
Division or Section Heads; however, all personnel are encouraged to submit any
suggestions to improve regulations and procedures.

Each revision is accompanied by a transmittal sheet. If transmittals are not received
in consecutive order, missing ones should be ordered immediately.

Revised pages are to be inserted according to the transmittal instructions as soon as
possible after receipt. Each manual holder is responsible for maintaining the manual
in an up-to-date condition (periodically, page listings are issued for check purposes ) .
Requests for extra or missing pages and transmittals should be directed to Manager -
Publications and Reports, Kansas City, Missouri.

PAGE NUMBERING

Each page number is composed of three segments - - the chapter number, section number,
and individual page number of the particular section. FEach page is dated as of the
revision date.

Certain section numbers within a chapter have been reserved in order to allow flex-
ibility for the accommodation of future changes and/or additions.

Chapter Number

Section Number

|
Oh.ds.03<n—————————— Page Number

Apr-30-58 Revision Date

MANUAL SYMBOLS

Indicates a new meaning, clarification, addition or deletion of
of previously published information.

L Indicates a change in layout, arrangement, page or paragraph
numbering, etc., without a change in meaning.

* * * Indicates the end of a section.
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PERSONAL APPEARANCE

it shall be the responsibility of each cabin attendant to
maintain the best possible appearance at all times while on
Cabin attendants who fall below basic appearance
standards may be removed from schedule without pay until
they meet the baslc standards for Hostesses and Pursers.
Basic standards refer to such factors as condition of skin,

duty.

nair, welght, welght distribution, teeth, etc.

Repeated

violation of the following personal appearance regulationa
will subject the individual to discharge.

A. HOSTESSES

1. Complexion and Cosmetics

w

a.

o

The complexlon shall be kept at its best by proper
care, use of sultable cosmetice and by proper diet.

. Cosmetics shall be applied to obtain a natural,

wholesome look. Lipstick must be worn and shall be
a red shade that harmonizes with the uniform, as
well as skin coloring of Hostesas. Rouge shall be
worn, if needed, for additlonal skin color. It
must be a red shade and applied carefully for a
natural appearance.

. When a Hostess is in uniform, all eye make-up will

be applled sparingly, not obviously noticeable, to
provide attractive, subtle color. Brown or black
mascara may be used and eye shadow may be worn
provided it 1s sparingly applied. Brown or black
eye liner may be worn provided it is a very thin
outline not extending beyond the eyelids or corners
of the eyes.

. Cosmetics shall not be applied in public (including

main cabin of aircraft) while in hostees uniform.

. When Judgment is required in the application of

cosmetics, the Supervisor will be the judge.

Hands and Fingernails

A

Hands and fingernalls shall be clean and well
groomed at all timea.

Nalls shall be kept at a conservative length and
cuticle well cared for.

Nail polish, if used, shall be clear or one of the
approved red shades, and shall not be chipped or
peeling. TFrosted or iridescent polished are not
permitted.

Personal Cleanliness

Cleanliness is a basic requisite of good grooming.
Hostesses shall use deodorants as a precaulion agalnst

body odors. Partlcular care shall be taken to keep
teeth clean.

. Halr Styles
a. The hair shall be attractively styled for the indi-

vidual in uniform. It shall be a style that can be
kept neat and orderly as well as within the
approved length in damp or humld weather.

b.

01.10.01
Feb-1-63

Extreme hair styles such as French twists or rolls,
beehives, pony tails, braids, chignons, boyish
bobs and extreme bouffant adaptations are non-
regulation.

The hair shall be worn close to the head, and when
pulled straight from the hairline at the nape of
the neck, must not extend below the top of the
collar when standing erect.

. The hair must be clean, well-brushed, set, and

neat at all times. A permanent will be required,
if necessary, to retain a neat hairdo and to avoid
any wispy or straggly ends.

Combs, hairpins, bobbypins and hair nets shall not
be worn. One small, plain barrette may be worn
providing it does not show while the hat is worn.

. The use of tinte or rinses is permitted provided

they achieve naturalness in color, compliment the
natural skin coloring and enhance the appearance
in uniform. Dyes, bleaches, stripping, streaking,
frosting, tipping or extreme colors such as plati-
num, eilver, brassy yellow blondes, pink or orange
reds, Intense blacks and browns, etc., are not
acceptable. Frequent changes in color tones are
not permitted.

A Hostess whose hair color appears unnatural will
be subject to appropriate disciplinary action by
the Supervisor.

Any hair coloring changes will be made at the ex-
pense of the Hostess.

. After obtalning previous supervisory approval, a

wig may be worn by a Hostess if 1} enhancesr her
uniform appearance. A wig may not be worn to dis-
guige any non-conformity with standard hair regu-
lations. A wig will be subject to inspection and
mugt comply with standard hair regulations. The
wig must be of good quality natural hair, regula~-
tion halr style, length and color and maintained
in a good, clean condition. The decision as to
whether the wig enhances the Hostess' uniform ap-
pearance, and complies with regulations, shall be
made solely by the Supervigor.

. When Jjudgment ls required in the application of

manual regulations, the Supervisor will be the
final Judge.

5. Chewing Gum

HOSTESSES SHALL NOT CHEW GUM WHILE IN UNIFORM.

B: PURSERS

- Complexion

The complexion shall be kept at its best by proper
care and diet.
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PERSONAL APPEARANCE
B. PURSERS (Cont'd)

2. Hands and Fingernails

Hands and fingernails shall be well groomed at all
times.

3. Personal Cleanliness
Cleanliness is a basic requisite of good grooming.
Pursers shall use deodorants as a precaution against

body odors. Particular care shall be taken to keep
teeth clean.

L, Hair Style

a. Hair style shall be kept neatly trimmed and groomed
at all times.

b. Extreme hair styles such as "ducktails" are non-
regulation.

5. Mustache

A mustache may be worn provided it is not extreme and
kept neatly trimmed.

6. Chewing Gum
PURSERS SHALL NOT CHEW GUM WHILE IN UNIFORM.

7. When judgment is required in the application of manual
regulations, the Supervisor will be the final judge.
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PERSONAL CONDUCT

There are certain activities toward which the Company takes
a serious view, and violation of the followlng will subject
the employee to disciplinary action, including discharge.

A. CAPTAIN'S AUTHORITY

1. The Captain of the flight is in command of and respon-
sible for the supervision of his cockpit and cabln
crew from the time the flight originates until termi-
nation. He 1is responsible for all phases of the
flight's operation. The cabin attendants are respon-
sible to him for the safe and efficient discharge of
their duties from point of origin to point of termina-
tion.

2. During such time the flight is on the ground at origin,
intermediate and terminating TWA stations; the cabin
attendanis are subject to the direction of the District
Transportation Manager - Station Operations or his al-
ternate in relation to such duties as on-ground dining
service, holding with passengers, boarding and de-
planing passengers, and other duties affecting the
comfort and welfare of the passengers.

* B. ACTIONS

It behooves all crew members to not only be familiar with,
but to maintain strict compliance with all Civil Air
Regulations and Company policies and rules pertaining to
in-flight operation.

Listed below for your review are some of the rules of
conduct that will be expected of you:

1. Cabin attendant time in the cockpit is to be kept to a
minimum and should not exceed five minutes at any one
time.

2. Laxity in the cabin, inattention to duty in any manner,
or unprofessional conduct cannot be tolerated.

3. Observe proper cockpit vigilance and discipline at all
times.

4. Use check lists and follow TWA operating policies in
accordance with instructions and prescribed procedures.

5. Unauthorized persons are not to be admitted to the
cockpit.

6. A crew member aware of any breach of regulations is to
report it directly to the Captain.

7. Crew members are not authorized to carry firearms on
TWA aircraft.

@

Photographs of the flight deck area or taken from the
flight deck area are not permitted without permission
of the Captain.

9. To avoid passenger misunderstanding and concern,
beverages of any type are not to be taken to the
cockpit in glassware. Crew members have been so
bulletined and there is to be no deviation from this
rule.

10. On short segment flights in particular, please do not
attempt to feed the crew before the passengers, since
this is a source of annoyance to revenue passengers.
Serve meals to at least one third of the passengers
before serving the crew. On occasions, crew member
meals will be scheduled on a different segment. Il a
meal shortage exists, serve revenue passengers first,
request crew if they are willing to relinquish a meal,
offer non-revenue meals in order of classification,
offer snack substitute if available.

It is unlikely that every circumstance pertaining to in-
flight procedures or flight deck behavior can be covered
by policy or regulation. Nothing can take the place of
professional competence and common sense. All crew
members are urged to keep these two elements foremost in
mind .

DUTIES OF PURSER IN CHARGE

1. Conduct pre-flight brlef!nglsessions with all cabin
attendants to review all gervices and timing of ser-
vices to be offered on the f{light.

2. Determine the working positions of all cabin at-
tendants during the pre-flight briefing. Positions
are to be assigned on a basis of preference based on
seniority. In the event inexperlenced cabin at-
tendants are assigned flights, position assignments
may be altered by the Purser on a flight-by-flight
basis until sufficient experience 1s gained to meet
the demands of the service.

3. Supply the Captain an outline of services to be of-
fered and approximate serving times, names and payroll
numbers of cabin attendants and positions they will be
working. The Purser is responsible to the Captain for
the safe and efficient discharge of cabin duties from
point of origin to point of termination.

y. Monitor services offered to passengers in both sections
of the ailreraft, directing the other cabin attendants
in the timing of services, restoration of food and
serving techniques. The Purser will have final res-
ponsibility for assuring that overall cabin service
to passengers meets the standards specified in Company
policies and procedures.

5. Assist in serving as specified in this Manual and as
the situation warrants.

6. Responsible for preparation and completion of all
forms required by the Company or law.
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PERSONAL CONDUCT

C. DUTIES OF PURSER IN CHARGE (Cont'd)

7. Responsible for all monies received as a result of
in-flight sales and reports related thereto.

8. Responsible for the preparation of detailed reports
to his Supervisor whenever personnel or services do
not meet Company standards or are in violation of
Company regulations.

D. PERFORMANCE OF WORK AS DIRECTED

1. Refusal to perform work as directed, or willful neg-
lect of duty, is considered cause for dismissal.

2. Operating cabin attendants shall not sleep,
(exception - International flights where crew rest is
scheduled) read, or do handicrafts on flight.

3. Cabin attendants are not to deplane at intermediate
stops unless Captain is notified and his premission
is granted.

E. LIQUOR

Cabin attendants must not use alcoholic beverages
(including beer) so as to violate any of the following:

1. No use of alcoholic beverages during the twelve hours
preceding reporting for duty or during time on duty.

2. No use of alcoholic beverages in a public place at
any time while in uniform.

3. No appearance in uniform in a place which is general-
ly recognized as being operated primarily for the
sale of liguor. (It is permissible for cabin at-
tendants in uniform to eat in a reputable dining room
where alcoholic beverages are served if they do not
use such beverages while there.)

. Any cabin attendant reporting for duty when the use
of alcoholic beverages is evident will be subject to
immediate dismissal.

F. COMPANY PROPERTY

All employees must respect TWA property. Such property
is not to be removed from aircraft or TWA installations
without proper approval.

G. MISUSE OF FREE OR REDUCED-RATE TRANSPORTATION

Knowlingly permitting a passenger to travel without a
ticket, permitting another person to use or yourself

using another person's pass or reduced rate order is

prohibited.

H. GARNISHMENTS AND WAGE ASSIGNMENTS

1. Employees should not allow their personal finances to
become involved to such an extent that their wages or
salaries may be subject to garnishment or attachment.

2. Garnishments and attachments are viewed by the Com-
pany as Jjust and sufficient cause for dismissal.

EMPLOYEE'S DISHONORED PERSONAL CHECKS

An employee's check cashed from Company funds and
returned to the Company because of insufficient funds or
other reasons shall be considered as just and sufficient
cause for the Company to take disciplinary action toward
employee.

SMOKING

1. A Hostess may smoke in uniform when seated in a public
dining room or restaurant or when riding in a car or
limousine. Smoking in public places at any other time
while in uniform is prohibited. This includes any
place where the Hostess can be seen by the public,
such as a lobby, ramp office which is in view of the
public, etc. Except on ferry flights, cabin at-
tendants are never permitted to smoke in uniform in a
passenger section of TWA aircraft.

2. On all aircraft, one cabin attendant at a time may
smoke in the cockpit with the Captain's permission.

3. On Boeing aircraft, only one cabin attendant at a time
may smoke in the galley under the following conditions:

a. Provided no food, beverage or liquor service 1s in
progress.

b. Provided the galley curtains are kept closed.
CREW REST (International Flights Only)

Unless they are scheduled for crew rest by the Captain,
cabin attendants are to be awake and on duty.

. CABIN ATTENDANTS MEALS (When available)

When eating, cabin attendants shall use either jump seats
or sit in the Economy/Coach section in a row of seats
where no passengers are sitting. First Class passenger
seats are not to be used. :

. USE OF OXYGEN BY CREW MEMBERS WHILE IN CABIN

1. Uniformed crew members may not take oxygen while
occupying a cabin seat.

. Oxygen must be taken while on the Flight Deck or by
using the walk-around bottle in the galley behind
drawn curtains.

\o}

3. Exceptions:

a. Decompression
b. Sudden illness
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UNIFORM REGULATIONS

It shall be the responsibility of each cabin attendant to
adhere to the following regulations at all times when wear-
ing uniform. Violation of the following regulations will
subject individual to disciplinary action. Repeated viola-
tions will subject the individual to discharge

A1l uniforms or uniform articles, whether issued on salary
deduction or loan basis, will not normally be replaced by
the Company oftener than each 24 months (Article "V-B",
Association Agreement). Whenever, in the judgment of the
Supervisor, an article has proved to be defective, fabric
strength or color unsatisfactory, or garment torn or
irreparably soiled while on duty, it will be replaced by the
Company prior to the prescribed period. However, if, in the
judgment of the Supervisor, the service duration of any
uniform article is less than the prescribed 24 months
because of personal abuse by the Cabin Attendant, then the
Cabin Attendant will be expected to replace the article at
his own expense.

A. HOSTESSES
1. Wearing the Prescribed Uniform

a. The prescribed uniform shall be worn by Hostesses
on all flights and at all public appearances to
which they may be assigned. All items must be kept
neat, clean, and in good repair.

b. Uniform Jacket

(1) Cabin attendants must wear uniform jackets on
the ground at all times except when at crew
rest facilities.

(2) Jacket cuffs of the winter uniform must be worn

at all times and must be kept clean. The extra

set can be carried for the return flight.

The sleeves are not to be pushed up.

Jackets may be removed in flight.

Cabin attendants shall be consistent in wearing

the uniform jacket during flight.

A~~~
VW
e

c. The uniform skirt shall be at least one inch below
the middle of the knee.

d. Each Hostess shall assume responsibility for her
own uniform appearance. If an emergency prohibits
Hostess from wearing prescribed uniform items, the
Supervisor or crew scheduler shall be notified at
once -

e. Each Hostess is responsible for her own uniform
items. If an article is lost or ruined by a cleaner;
redress must be secured from cleaner; otherwise,
Hostess must replace the article.

f. It is not permissible to break uniform by the ad-
dition of a personal sweater or blouse.

1

g

h.

Jan-3-64

After receiving a new uniform, Hostess shall report
to Supervisor for inspection.

Hostess' name must be on all uniform items.

Hats

a. Hats must be worn on the ground at all times except

b.

when at crew rest facilities. Hats are to be re-
moved after passengers are boarded and cabin doors
closed for departure, and replaced before taking
the hostess seat for landing at the next station.

Original shape is not to be altered.

Hat pin must be covered with uniform material as
issued. No other visible hat pin, bobby pins,
etc., shall be used to hold hat in place.

To protect hat from rain or snow damage, the plas-
tic scarf should be worn to cover entire hat.

Blouse -~ Blouslip

A.

[

The regulation blouslip shall be worn with the
uniform. The blouslip is never to be worn with
clothing other than the uniform.

An extra blouslip must be carried on all flights.

Topcoat - In-Between Coat

3.

Wear regulation topcoat or in-between coat when a
coat is needed with the uniform. Do not wear as a
cape.

Sleeves are nct to be worn as push-ups.

On layovers, when either coat is worn, it must

be worn with heels and hose. At domicile, when
off duty, coats shall not be worn for personal

use.

Inspection and Alterations:

(1) ter cbtaining a new coat, Hostess shall try
it on in presence of Supervisor. If altera-
tions are required, Hostess shall stand the
cost of the alterations.

(2) On loaned coats, alteration charges are not to
exceed $5.50, which will be reimbursed, unless
special approval is granted by Supervisor.

(3) After alterations are made, Hostess shall re=-
port tc Supervisor for inspection.

. Boots

Black or clear plastic boots may be worn with uniform

during inclement weather, year round.

In snow, or

extremely cold weather, lined boots, not to exceed
mid calf length with no visible ornamentation, may be

worn.

Boots are to be removed immediately upon

boarding flight.

01.25.01
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UNIFORM REGULATIONS

A. HOSTESS (Cont'd)
6. Shoes

a. Plain black kid or calfskin for winter. Plain black
patent for summer.

b. Low cut "V" or low cut sides are not to be worn.
c. Toes and heels must be in.
d. Heels

Shoes must have heels at least 2" but not to exceed
3" in height. Due to the possibility of heel
breakage, Hostesses should carry an extra pair of
shoes on all flights.

e. A plain black kid or calfskin shoe having no orna-
mentation such as loose flaps, buckles, bows, etc.,
with no less than a 3/4" heel may be worn in flight
with both summer and winter uniforms. If worn, in-
flight shoes must be approved by Hostess Supervisor.

f. White stitching of in-flight shoes must be dyed
black.

g. Keep shoes well polished and in good repair.

h. Changing shoes must be done out of view of pas-
sengers.

T. Tote Bag

Shall be the regulation black handbag and matching
clutch purse. No modification may be made to either
item. They are not to be used for personal use when
off duty. Tote bag must be carried on every flight
and contain all items required.

8. Apron

The plastic apron may be worn by the Hostess working
the galley position, but is never to be worn in the
cabin while serving.

9. Scarf

Cloth scarf

a. Not necessary, but if one is needed during incle-
ment weather, it must be square and solid white.

b. May be worn under coat at throat.
c. Do not wear over hat indoors or in cabin.
10. Gloves
a. Wrist length gloves shall be plain fabric or leather
and worn at all times except in flight, at crew
facilities, or when not in view of the public.

b. White gloves will be worn with the summer uniform
and black with the winter uniform.

c. Mittens shall not be wornm.

- 11. Hose

Sheer hose of natural or brown tones shall be worn on
all flights. 3

12. Girdle

A girdle must always be worn with the uniform and
during uniform fittings.

13

Accessories

a. A taillored dependable watch shall be worn.
b. One conservative, valued ring may be worn.

NOTE: Married Hostesses may wear two rings on the
third finger, left hand. At no time, should one
ring be worn on each hand.

c. Costume Jewelry shall not be worn.

d. Service and Association pins may be worn. If only
one pin is worn, it will be pinned on the left side
of the uniform jacket, centered %" below the insig-
nia. If both pins are worn, the service pin will
be centered 3" below the right half of the TWA
uniform insignia and the Association pin centered
4" pelow the left half of the insignia.

e. It is permissible to wear a religious medal around
the neck on a fine long chain provided it is not
visible.

f. An identification bracelet may be worn provided
it is plain gold or silver, unornamented and en-
graving includes full name and address, rendering

it a bonifide identification bracelet rather than
a piece of decorative Jewelry.

€. Sun glasses with conservative frames (no decora-
tions) may be worn with the uniform except aboard
the aircraft.

h. Eye glasses for wear with the uniform must be ap-
proved by Supervisor.

14. Hostess Kit

a. A Hostess kit is provided and shall be used for
carrying belongings.

b. The kit shall be stowed in the cargo compartment.
c. Garment bags are not to be carried.

15. TWA Overnight Bag

No airline bag except TWA's 1is to be carried by a
Hostess when wearing the TWA topcoat. No airline bag
is to be carried by an operating Hostess.
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UNIFORM REGULATIONS

URSERS

1. Wearing the Prescribed Uniform

a. The prescribed uniform shall be worn by Pursers on
all flights and at all public appearances to which
Pursers may be assigned. All items must be kept
neat, clean and in good repair.

(1) on Ground

(a) Uniform must always be worn in its entirety
except, Jacket may be removed during hot
gand humid weather, subject to the Captain's
decision.

(b) When jacket is worn, it must always be
buttoned.

(c) Hat is to be worn at all times while on
the ground, except while seated in a
restaurant.

(2) In Flight

(a) Hat is to be removed while in flight.

(b) The white dinner jacket is to be worn in
the cabin of the aircraft during all meal
and beverage services.

(c) When jacket is worn, it must always be
buttoned.

(d) The jacket may be removed when working in
the galley.

b. Each Purser shall assume responsibility for his own
uniform appearance. If an emergency prohibits

Purser from wearing uniform items, the Supervisor
or schedule clerk shall be notified at once.

c. Each Purser is responsible for his own uniform
items. If an article is lost or ruined by a

cleaner, redress must be secured from cleaner;
otherwise, the Purser must replace the article.

Bat

a. When in uniform, the regulation hat shall always
be worn except while actually in flight.

b. The hat shall be worn firmly on the head and at a
slight angle to the right.

c. The grommet issued with the hat shall not be re-
moved nor shall the original shape of the hat be
altered.

Shirts

The regulation long-sleeved shirt shall be worn at all
times while in uniform.

Tie

The regulation black tie shall be worn at all times
while in uniform.

Belt
a. A plain black belt shall be worn with the uniform.

b. Suspenders shall not be worn.

6.

10.

12.

Gloves

Gloves are not required; but, if worn, they shall be
plain black or navy blue, cloth or leather.

. Socks

Plain black or navy blue socks shall be worn with the
uniform.

. Shoes

a. Plain black low-cut shoes with leather soles and
rubber or composition heels shall be worn.

b. Shoes shall be kept well polished and in good
repair.

. Topcoat

a. The regulation topcoat is to be worn when a coat
is needed with the uniform.

b. The regulation Yopcoat may be wuen during layover .
However, the topcoat shall not be worn for personal
use when off duty at domicile. ;

White Dinner Jacket

a. Each Purser is provided with two white dinner
jackets. The Jackets are to be worn in the cabin
of the aircraft during all food and beverage
services. The Purser wing must be worn on the
white dinner jacket.

b. Cleaning anu storage of the jackets will be in ac-
cordance with local policy.

11. Accessories

a. A tailored dependable watch shall be worn.
b. One conservative, valued ring may be worn.

c. Sun glasses with conservative frames may be worn
with the uniform except aboard the aircraft.

d. Service and Association pins ‘may be worn. If
only one pin is worn, it will be pinned on the
left side of the uniform Jacket centered 3"
below the purser wing. If the two pins are worn,
the service pin will be centered to the right 1"
below the purser wing and the Association pin
centered to the left 1" below the purser wing.

Airline Bags

a. No airline bag except TWA's is to be carried by a
Purser when wearing the TWA topcoat.

b. No airline bag is to be carried by an operating
Purser.
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When legal for such assignments, it shall be the responsi- (3) If a cabin attendant is to return to duty on
bility of each cabin attendant to be available for flight the day he/she is scheduled to fly, he/she
assignments, operational meetings which have been bulletined will be required to report to the office of
or of which the employee has received notice, confirmed ap- the Transportation Manager - Pursers/ |
pointments and/or special assignments, subject to conditions Hostesses.
and regulations listed below. A cabin attendant who fails
to report for any assignment will be subject to appropriate (a) Two hours prior to scheduled flight de-
disciplinary action. parture if a medical certificate and med-
ical release are required.
A. RELEASE FROM DUTY ASSIGNMENT AND RETURN TO DUTY - (b) One hour (or local report time) prior to
VOLUNTARY scheduled flight departure if medical
certificate and medical release are not
1. Release from Duty required.
a. Domicile Station (4) If a cabin attendant returns to duty after
illness and is expected to report to the
Requests for release from duty and return to duty field for scheduled flight departure after
shall be handled in accordance with the following: office hours, he/she shall observe the pro-
cedures as outlined in paragraph "A.2.(3)",
When a cabin attendant goes off duty due to illness, preceding, and report in person to submit
he/she shall call Crew Scheduling to request relief medical certificate and medical release
from duty. If illness occurs during regular office whenever required to Crew Scheduling or their
hours, he/she shall call the office of Transpor- designated representative.
tation Manager - Pursers/Hostesses immediately (5) In all instances, he/she is to report in
following his/her call to Crew Scheduling. Trans- person to Crew Scheduling or their designated
portation Manager - Pursers/Hostesses or designated representative to complete the "Off Duty Re-
representative will determine his/her cause of ill- port" and have it checked and initialed by the
ness and contact number at this time. If the ill- Crew Scheduler on duty prior to departure on
ness occurs after office hours, he/she shall call his/her first flight following the off duty.
the office of Transportation Manager - Pursers/ i (6) The Transportation Manager - Pursers/Hostessesl
Hostesses before 12 noon on the first regular day will obtain the medical release or certificate
following the off duty. from the Crew Scheduling Office.
A cabin attendant off duty due to illness shall re- b. Layover or Intermediate Stations
main at her contact number unless he/she has permis-
sion to leave from Transportation Manager - Pursers/ ] A cabin attendant who has been absent from duty
Hostesses or designated representative. is required to report to Crew Scheduling at
domicile stations or to the Station Supervisor
b. Layover or Intermediate Stations Office at layover other than domicile stations.
Any deadheading or re-scheduling will be arranged
Release from duty assignment at a layover station at this time. After arrival at base station, a
will be granted only in cases of emergency. Before cabin attendent must report to Crew Scheduling
a cabin attendant will be released from duty he/she and to the Purser/Hostess office. A physician's
shall advise Crew Scheduling immediately at a domi- release will be required in all instances.
cile station or a station supervisor office at lay-
over other than domicile station. B. RELEASE FROM DUTY ASSIGNMENT - INVOLUNTARY
2. Return to Duty A cabin attendant may be released from duty by a Trans-
portation Manager - Pursers/Hostesses or designated
a. Domicile Station representative, by the Captain in command or his/her
flight or by a District Transportation Manager/so or his
Before a cabin attendant will be shown on duty fol- designated representative for investigation of irregular
lowing illness, he/she shall call Crew Scheduling conduct on the part of the cabin attendant.

and the Transportation Manager - Pursers/Hostesses |
office to advise them that he/she is ready to return
to duty. Return to duty will then be handled as
follows:

(1) If a cabin attendant calls Crew Scheduling
prior to 1200 local time, he/she will be placed
on the payroll that day regardless of flight
assignment.

(2) If a cabin attendant is scheduled to fly on
the day he/she returns to duty, he/she must
okay his/her scheduled flight at least three
(3) hours prior to ETD.
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C. LEAVING DOMICILE OR LAYOVER WHILE OFF DUTY
1. Leaving Domicile

a. Cabin Attendants may not leave his/her base station
while on reserve.

Cabin Attendants may leave his/her base station
between scheduled flights or while on reserve spread
provided:

(1) Out-of-Town book in Crew Scheduling is signed
out giving his/her out of town contact.

(2) He/she returns to his/her base 24 hours before
he/she is due to return to duty.

(3) In the event a Purser/Hostess wishes to be
away from his/her living quarters overnight
without leaving the city, he/she must advise
the local Crew Scheduling office and leave a
telephone number at which he/she can be
reached.

b. If operational conditions make it impossible to al-
low cabin attendants to leave town between trips,
or meetings are scheduled which a cabin attendant
is required to attend, the policy will be recinded
temporarily and cabin attendants will be advised
by bulletin board notice. Such notice will give
reason for the temporary measure and period of time
it will be effective.

c. With the exception of conditions noted in paragraph
"c-l-a-(2)", under all other conditions, upon re-
quest made to the Transportation Manager - Pursers/ |
Hostesses or designated representative, cabin
attendants may be granted permission to leave town
under circumstances not covered preceding. For
example: If normal rest period is short and it
would be impossible for cabin attendant to return
24 hours before his/her next scheduled flight

2. Leaving Layover Stations

a. If a cabin attendant desires to leave his/her lay-
over station during his/her normal layover period,
he/she will request permission from the Transpor-
tation Manager - Pursers/Hostesses before leaving
his/her domicile station. Permissions so granted
will be given the cabin attendant in writing, but
will be subject to operational requirements at the
layover station. The written permission will be
presented by the cabin attendant to the Scheduling
Clerk on duty at the layover station for final
approval.

b. When a cabin attendant is granted permission to
leave his/her layover station, his/her telephone
contact must be left with the Scheduling Clerk at
the layover station.

c. A cabin attendant who is granted permission to
leave his/her layover station is required to be
available for his/her regular crew call for as-
signed flight duty.

1 d. If an emergency occurs while at layover station re-
quiring the cabin attendant to leave town during
his/her layover, he/she shall request permission in
the same manner as he/she would request relief from
duty at layover station.
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Regulations covering vacations, transfers, leave of absence,
sick leave, exchange of trips, insurance, moving expenses,
etc., shall be in accordance with the current working agree-
ment and/or the Management Policy and Procedure Manual.

A. MAXIMUM AGE REGULATIONS (Hostesses)

A Hostess who reported for employment as a Student
Hostess after January 3, 1957, must resign or transfer to
another position with the Company effective the last day
of the month in which she reaches 35 years of age. If
she indicates in writing to her Supervisor at least six
months prior to her thirty-fifth birthday that she
desires another job with the Company, she will be consi-
dered for openings occurring thereafter for which she is
deemed qualified.

B. MARRIED HOSTESSES
Health

If a Hostess becomes pregnant, she will be required to im-
mediately resign or apply for maternity leave. In such
cases, it will not be necessary to give two weeks' notice.
Hostesses resigning due to pregnancy will be credited
with all accumulated vacation time for pay purposes.

C. ILLNESS OR INJURY TO CREW MEMBERS
1. General

In the interpretation of the following, "crew member"
shall be understood to include cabin attendants.

a. An illness sustained en route to the crew member's
domicile shall be reported to his/her Supervisor by
the crew member concerned. If the crew member is
physically unable to give such notification, the
Captain shall assume this responsibility.

b. An illness or injury sustained at or en route to a
station other than the crew member's domicile shall
be reported by the crew member (if able), otherwise,
by the Captain to the District Transportation
Manager/SO who will make arrangements for medical
care.

c. An illness or injury sustained at or en route to a
domicile layover station shall be reported by the
crew member (if able), otherwise by the Captain to
the District Transportation Manager - Flying, his
designee or the Superintendent's office who will
make arrangements for medical care and advise the
cabin attendant's domicile supervision.

d. If an illness or injury is such that the attending
physician recommends the crew member's return to
domicile in a nonworking status, a Company business
pass will be provided.

2. Industrial Tllness or Injury (An illness or injury

arising out of, or in the course of employment. )

In addition to the procedures outlined under paragraph
"C.1.", preceding, the following will apply with
respect to industrial illnesses or injuries:

a. If industrial illness or injury occurs at, or en
route to the crew member's domicile, it shall be
reported by the crew member concerned to his/her
Supervisor and the TWA Medical or First Aid Depart-
ment. If the crew member is physically unable to
give such notification, the Captain shall assume
this responsibility.

b. If industrial illness or injury occurs at, or en
route to a station other than the crew member's
domicile, it shall be reported by the crew member
or by the Captain to the District Transportation
Manager/SO.

c. An illness or injury sustained at or en route to a
domicile layover station shall be reported by the
crew member (if able), otherwise by the Captain to
the District Transportation Manager - Flying, his
designee or the Superintendent's office who will
make arrangements for medical care and advise the
cabin attendant's domicile supervision.

d. If an industrial illness or injury prevents a crew
member from reporting for flight duty, the crew
member will so advise his/her Supervisor, giving
the date and place such illness or injury was sus- ‘
tained. ‘

e. All activities of a crew member who is under treat-
ment for, or losing time as a result of an indus-
trial illness or injury shall be at the direction
of the attending physician for the Insurance Car-
rier, or the Director - Medical Services. If a
change of location is recommended for proper or
further treatment, prior approval must be secured
from the Director - Medical Services, MKC, before
such change is made.

f. Before crew members return to flight duty, they
shall present to their Supervisor a return-to-work
permit, signed by attending physiclan or TWA
Medical Department.

D. INOCULATIONS - INTERNATIONAL |

1. An immunization record is furnished each Flight

Purser and Hostess for purpose of keeping inocula-
tions up to date.

. It is the responsibility of the individual to arrange

for inoculations when they are necessary. Failure to
report for inoculations, when due, will result in
removal from pay status until inoculations are com-
pleted, and/or dismissal.

. World Health Organization Books

All cabin attendants scheduled on MATS flights from
McGuire AFB (including shuttle cabin crews), are re-
quired to present for insepction at the WRI Contract
Coordinator's office before departing McGuire their

WHO booklets, stamped with a current food handler's
certificate.

Possession of a WHO booklet with a current food
handler's stamp, and signed by the TWA Regional
Chief of Medical Services is a strict MATS contract
requirement, (current means that a TWA physical
examination has been completed within the preceding
12 months.) TWA will not be permitted to originate
a MATS flight out of WRI unless this condition is
fulfilled.
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E. BLOOD DONATIONS

1.

Due to temporary lowering of oxygen carrying capacity
of the blood following donation of blood, it is
recommended that cabin attendants not give blood
within 14 days prior to flight.

It is further recommended that cabin attendants not
give blood donations unless absolutely necessary.

In cases where it 1s necessary to give blood dona=-
tions, cabin attendants giving the donation should
report to Medical Department for hemoglobin determi-
nation and blood count prior to next flight assign-
ment.

F. NOTIFICATION OF RESIGNATION

b 5+

Cabin attendants will be entitled to current year's
vacation pay and any unused passes for the year,
under the following conditions:

a. U. S. Cabin Attendants

(1) Vacation pay for all unused vacation days
accrued .

(2) Passes only if a cabin attendant has completed
1 year of service with the Company.

(3) Written notification of resignation is in the

hands of the Cabin Attendant's immediate

supervisor at least two weeks prior to the

effective date of resignation.

b. European Region

Written notification of resignation is in the hands
of the cabin attendant's immediate Supervisor at -
least thirty days prior to the effective date of
resignation.

If no unused passes are available and proper notifica-
tion has been given, the Supervisor may issue one-way

pass for purpose of returning employee to his home.

STATUS CHANGES

Whenever a cabin attendant changes name, address, tele-
phone number, or emergency notification, he/she shall
report the change in writing to Superintendent - Pursers/
Hostesses and report change of telephone number to Sche-
duling Clerk immediately.

. PURSER/HOSTESS MEETINGS

1. Each cabin attendant will receive notice of Purser/

NOTE :
cused must be submitted in writing to Supervisor prior

to meeting.

Hostess meetings. Cabin attendants are to attend the
first meeting for which they are legal.

Acceptable excuses for absence include flight duty,
legal rest periods, leave of absence (personal, emer-
gency or sick leave), vacation and special emergencies.

For "special emergencies", request to be ex-

Full explanation must be given for reason
excuse is requested. Supervisor shall approve or dis-

approve request.

Absence from a scheduled meeting without acceptable
excuse will result in disciplinary action.

I. SLACKS AND SHORTS (Hostesses)

Whenever a trip is made to the airport to conduct or dis-
cuss Company business, appropriate attire shall be worn

by all Cabin Attendants.
slacks, shorts or extreme sun dresses at the airport or
at any TWA office unless specifically requested to do so

Hostesses shall not wear

by her Supervisor.

PUBLICITY RELEASES

A cabin attendant's participation in Public Relations
activities must have prior approval from his/her Super-
visor. This refers to speeches, articles for publica-
tion, radio and television appearances, etc.

USE OF DISPATCH

Personal correspondence shall not be sent via dispatch.
This is a violation of Post Office regulations and vio-
lators are subject to fine.

PERSONAL DELIVERY OF PARCELS EN ROUTE

1. Cabin attendants shall not accept parcels from ship-

2.

1.

pers for delivery en route.

All Company items shall be transported by Dispatch
Pouch and are not to be placed in the care of the
cabin attendant.

. DEADHEADING

A deadheading cabin attendant may be in or out of
uniform. If in uniform or deadheading to protect a
flight departing immediately on arrival at the
scheduled flight origination, all uniform and
personnel regulations will apply.

. Cabin attendants deadheading are not to occupy pas-

senger lounge seats if there are cabin seats
available.

PREVENTION OF LOST PERSONAL ARTICLES

Uniform items and kits shall not be left in public

places; nor shall they be left in halls, crew lounges or

airport rooms for indefinite periods.

TRANSFER OF DOMICILE

s

Transfers will be permitted in accordance with pro-
visions of the current working agreement.

All Hostesses desiring to transfer from Domestic to
International operations must successfully pass the
Company language examination.

. Hostesses transferring from one domicile to another

at their request are granted transportation for
themselves and a reasonable amount of luggage.

. If space is available, luggage is to go on same

flight as Hostess; if not, it will be forwarded on
the first possible flight. If sent on a later
flight, it must be claimed promptly. Hostess is
not to request that luggage be shipped prior to
departure.

. Shipments of excess items which cannot be handled as

"reasonable" luggage on the pass authority are not
to be directed to a TWA office. If living arrange-
ments have not been made at the new base, arrange-
ments can be made with shipper (Railway Express,
etc.) to hold until called for.
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P. EMERGENCY PROCEDURES ~ REFRESHER TRAINING

‘'l. Emergency classes and drills are scheduled for all
cabin attendants at least once every 12 months.
These drills are mandatory. Failure to attend will
result in removal from schedules.

2. If for any reason a cabin attendant cannot attend a
- scheduled meeting, contact shall be made with appli-
cable Supervisor in advance, so that rescheduling
can be arranged either at his/her own base or another
base station.

Q. TELEPHONE

All cabin attendants must have telephones in their
houses or apartments.
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+ EXTRA CABIN ATTENDANTS (XCA, XCAP)

POLICY

Cabin Attendant personnel with proper approval as
specified herein, shall be known as Extra Cabin
Attendant, positive (XCAP), and as Extra Cabin
Attendant, non-positive (XCA), and may ride as such on
Boeing 707 aircraft only.

DOMESTIC FLIGHTS
Boeing 131 and 331 equipment only.

1. Types

Cabin Attendant personnel, when properly authorized,
may travel as Extra Cabin Attendant Space Available
(XCA) or Positive (XCAP).

2. Space to be Occupied

Corner settee - JS-2

w

Authorization

JCA authorization will be issued only by Operational
Planning and in form of wire authority.

Wire authority shall include:

a. Flight number on which authorization is granted.
b. Whether positive or space available.

c. Purpose of travel

INTERNATIONAL FLIGHTS

1. Types

Purser and Hostess personnel, when properly authorized,
may travel on flights as Extra Cabin Attendants, Space’

Available (XCA), Extra Cabin Attendants - Positive
(xcap) .

2. Space to be Occupied

XCA who does mot hold confirmed space will board flight

after confirmed passengers are seated, show copy of
wire authority to Cabin Attendant, and occupy seat
assigned by Cabin Attendant.

XCA who holds confirmed space on flight having seat

selection or assignment shall request seat from Control

Agent. Control Agent will call seat assignment
location, block seat for XCAP, and record seat number

on extra copy of wire authority.

XCA's who do not hold confirmed space will be accepted

subject to space and weight.
3. Authorization
XCA authorization will be issued by Operational Plan-

ning or by International Flight Dispatch Offices at
IDL or PAR.

. Wire Authority Shall Include:

a. Flight number on which authorization is granted.

b. Whether positive or space avallable (if positive,
it shall certify that seat has been blocked through
reservations) .

c. Purpose of trip.

D. BOARDING STATION PROCEDURES
1. Agent in Ramp Control Office at boarding station shall
affix his signature and station location to wire

authority which will affirm:

a. ACM or XCA shall be indicated on Load Manifest,
Form 0-120, and Flight Crew List, Form 0-121.

b. ACM or XCA and his baggage weight have been included
in total load computation for flight.

c. Load is within permissable limits.
d. ACM or XCA has been included in totals shown on FMR.

2. Operational Planning will determine boarding priority
on individual flights and such decision is final.

3. Wire authority shall be given to ACI! or XCA for
showing to Cabin Attendant upon boarding flight.

E. REMOVAL EN ROUTE

When ACM or XCA has been deplaned short of destination,
Agent shall notify Operational Planning of the fact and
request authorization on flight which deplaned crew
member or Cabin Attendant desires and secure approval
before boarding him.

F. BAGGAGE

1. Baggage of ACM or XCA must have a TWA Crew Tag, Form
0-6k4, attached.

2. ACM or XCA shall be responsible for placing his
baggage with that of regular crew members.
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CABIN ATTENDANT COMPLEMENTS BY TYPE OF EQUIPMENT

Minimum Minimum
Emergency Service
Aircraft alified Qualified
Constellation T49-TLOA 2 2
Constellation 1049G - 1649A 2 2
Segments - as per current
Flight Service Schedule 2 3
Charter Flight Aircraft - 1649A 2 3
Boeing 131 - 331 and 720 3 4
Conveir 880 3 L

Minimum complements are shown as they relate to emer-
gency qualifications and service qualificaticns.

To be emergency qualified, a cabin attendant must have
received the FAA approved emergency training course
prescribed according to aircraft. Deviation from the
minimum requirements for emergency qualified cabin
attendants on a flight shall only be in accordance
with stipulations in paragraph "B-1-f".

S

f. Single exception: 749 - TUOA Aircraft.

In view of the maximum passenger capacity of
62 passengers, it is permissible to operate
these aircraft with one emergency qualified
cabin attendant only under the following
conditions:

(1) Exhaust all procedures as stipulated in
paragraph "B-1".

(2) If the passenger load is less than 75% of
the maximum 62 passengers, or 46 passengers,
one cabin attendant may operate the flight.

(3) situations necessitating this deviation on
this aircraft must be of the following
nature:

(a) Due to irregular flight operations when
this equipment is positioned or sched-
uled to extend a flight to a point where
a full crew is available. The cabin
attendants arriving on this aircraft
under these conditions would not be
required for further assignment.

(b) Due to injury, illness or absence
(either unavoidable or unexplainsble) of
one cabin attendant.

2. Substitution for Service Qualified Cabin Attendant

Service qualified employees include individuals who
have cabin attendant training and supervisory personnel
of staff or line whose responsibilities are such that
they have good background knowledge of in-flight
duties. Deviations from the minimum staffing for
service qualified cabin attendants may be made in
accordance with paraeraph "B-2".

PROCEDURES TO BE FOLLOWED IN MAKING CABIN
ATTENDANT SUBSTITUTION

1. Substitution for Emergency Qualified Cabin Attend-
ant

Minimum emergency qualified cabin attendant
staffing must be maintained, even at the expense of
a flight delay.

a. Procure reserve cabin attendant.

b. Move up one of the cabin attendants available at
the airport, if possible.

c. Use Hostess/Purser supervisor, if available.
(Non-uniform, if necessary.)

d. Use deadheading crew members, if available and
legal; to be briefed prior to flight departure.

e. Take flight delay until emergency qualified
substitute can be obtained.

To provide the level of passenger service desired
by the Company, the following will apply:

a. If there is less than a 65% load factor on any

flight or on a night flight without a scheduled
meal service regardless of load, the flight may
depart with the minimum emergency qualified
cabin attendant staffing.

. If a flight is scheduled for liquor and meal

services and there is more than a 65% loed
factor:

1) Procure reserve cabin attendant.

2) Move up one of the cabin attendants
available at the airport, if possible.

3) Move up at domicile.

4) Use Hostess/Purser supervisor, if available.
(Non-uniform, if necessary.)

) Use deadheading cabin attendant, if

available and legal.

) Assign station supervisor with in-flight
service knowledge, if available for the
assignment.

Assign Transportation or Ticket Agent.
Take flight delay of not more than one
hour to obtain service qualified substi-
tute.
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POLICY

A. DOMESTIC

1. Purpose

To establish a policy as to the methods which will be
used to schedule Hostesses dut of their respective
domiciles.

2. Foreword

8. Whenever a change of flight times, stops, layover
points occurs on the domicile flight assignments,
or if flights are added or deleted after the clos-
ing of bid preference sheets for any bid period,
the decision regarding posting of new preference
sheets shall be made by the District Transportation
Manager - Flying. Such decision is to be made on
the basis of the extent of such changes and the
time of the month. At the time of bid preference
sheet posting, a domicile flight assignment sum-
mary, showing all flights to be flown by that
domicile shall also be posted and copies made avail-
able to all Hostesses. The following information
shall be included:

Flight Number

Equipment

Departure Time

Crew Change Station

Scheduled Stops

Arrival Time

Layover Station and Time

Total Trip Hours

‘Total Scheduled Block-to-Block
Deadhead Pre-scheduled into a Flight Pattern
Total Round Trip Credit

[l s e S e e e e T T
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b. The scheduling of Hostesses out of the domicile will
be done in accordance with seniority, the provisions
of this policy and the Hostesses' Working Agreement.
Since all situations cannot be covered, any question
of interpretation should be brought to the attention
of the District Transportation Manager - Flying. If
such interpretation is not satisfactory to the Host-
ess involved, she shall nevertheless follow instruc-
tions received from the District Transportation
Manager - Flying without prejudice to her rights
under Article XVI of the agreement.

3. Preparation of Run Selections

Upon receipt, the District Transportation Manager -
Flying, shall analyze the flight assignments and de-
velop them into run selections for posting on a stan-
dard form. Such run selections shall include all
known flight time assigned to the domicile and shall
be developed in the following manner:

a. Every effort shall be made to design run selections
in such a manner that they are composed of a single
flight assignment, however those flight assignments
which will not provide a desirable run selection
may be combined with other flight assignments in
which event recognition of comparable equipment
will be considered when such run selections are
constructed.

b.

Run selections shall be posted in such a manner as
to reflect the flight number(s), dates of opera-
tions, and a projection of credited flight time.

. All run selections should be projected to achieve,

insofar as possible, maximum monthly utilization.

. Relief run selections will be established and posted

as required to protect open flight time, except
that relief run selections will not be posted for
those Hostesses who are scheduled to be unavailable
for an entire bid period.

. Reserve run selections shall be posted in such a

manner as to reflect the projected reserve spread
for each reserve.

. Hostess Assignment and Bidding

a.

Bid preference sheets for all run selections shall
be posted and distributed, whenever possible, ten
(lO) days prior to the end of each month, or the
effective date of each schedule change. Hostesses
will be allowed a minimum of five (5) days, informa-
tion permitting, to express their run selections or
reserve run selection preferences. All such pre-
ferences must be indicated in ink in order to be
valid. Those preferences which are not valid shall
be handled as outlined in paragraph "A-4-b-(3)"
following. The date and time of closing of bid
preferences shall be posted and such date and time
shall be final and binding in all instances.

(1) Each Hostess shall indicate a minimum of six (6)
choices on the preference sheet, regardless of
seniority. These choices must include at least
two (2) separate flight assignments.

(2) Each run selection is numbered. The choice is
to be indicated by using these numbers followed
by "A", "B", or "C", etc., to indicate the
rotation on that run selection. HOSTESSES SHALL
NOT BID BY FLIGHT NUMBER. All run selection
numbers must be followed by "A", "B", or "C",
ete., to be valid.

Example: 1. 15A
2. 158
3t 15C
k. 16A
5. 17C
6. 17B

NOTE: The "A", "B" and "C" in no way relates
to the position or duties the Hostess will as-
sume on the airplane.

(3) Each Hostess shall complete the column provided
on the bid preference sheet to indicate her
preference of flights for balance and relief
bid purposes.
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A. DOMESTIC (Cont'd)

L. Hostess Assignment and Bidding (Cont'd)

a. (Cont'd)

b.

()

(5)

(6)

It will be the responsibility of each Hostess to
insure that her bid sheet is in the binder pro-
vided for that purpose by the time and date in-
dicated. Non-receipt of a bid sheet will be
handled in the same manner as an insufficient or
invalid bid as outlined in paragraph "A-L4-b-(3)"
following. Bids for individual Hostesses must
be recorded at the designated location.

To avoid excessive balancing at the beginning of
a month or bid period, Hostesses should endeavor
to bid a run selection which they will be legal
to cover.

If two Hostesses desire to fly together, they

- shall bid individually and attempt to choose a

(7)

run selection which both can be successfully
awarded.

Any Hostess who is absent from the domicile for
any reason during the bidding period shall bear
the responsibility for having her bid preference
indicated and submitted to Crew Scheduling dur-
ing such bidding period.

Avarding of Run Selections

(1)

(2)

(3)

(%)

(5)

Run selections shall be awarded in accordance
with seniority and posted. Every effort will
be made to post the bid results within 48 hours

-after the bids have closed. -

Hostesses who will not be available for an en-
tire bid period will be by-passed in the award-
ing of run selections, however, it is recommended
that such Hostesses submit a bid for such bid
period. !

If a Hostess fails to bid or insufficient bids
are posted, such Hostess shall be assigned to
reserve, an open run selection or to a pattern
of open flights. However, in any month where

it is necessary to rebid due to schedule changes,
a Hostess who is absent from the domicile dur-
ing the period the bid preference sheet is
posted shall be awarded & bid in accordance with
her original bid for the month.

NOTE: If such Hostess' bid flight no longer
operates, she would revert to her next choice,
etc.

A Hostess who is set up to transfer to another
domicile or is resigning shall be entitled to
bid in her present domicile for a run selection
provided the effective date of the transfer or
resignation falls on or after the fifteenth
(l5th) of the month for which the runs are bid.
If the transfer or resignation is effective
prior to the fifteenth (lBth) of the subsequent
month, she will be assigned to a pattern of
open flights or reserve in her present domicile.

(6)

If a Hostess' request for transfer to a domes-
tic base station is awarded prior to, or dur-
ing the bidding period and the effective date
of the transfer is prior to the fifteenth (15th)
of the subsequent month, she may file a bid in
writing addressed to the Crew Schedule Section
at the base to which she is being transferred.
Such bid must be received by the Crew Schedule
Section prior to.closing of bids at that station.
If a bid is not filed in accordance with para-
graph "A-L4-b-(6)" preceding, the Hostess will
be assigned to a pattern of open flights or
reserve.

Run selections shall not be traded.

Run selections not covered by bid shall be
assigned in inverse order of seniority, con-
tingent upon qualifications.

Hostesses who are awarded relief run selections
will be expected to cover open flights or re-
serve when a relief run selection is projected
for less than the average number of hours for
other run selections.

(

5. Scheduling Of Hostesses

a. Bach Hostess holding a 'run selection is subject to
reassignment for balancing purposes, during the

first part of a bid period.

She is to be available

to Crew Schedule until the balancing is completed

and

she has okayed her first flight. Open flights

created due to illegality during the balancing

period shall not be covered by reserves.

The order

in which such flights are to be covered is as follows:

(1)
(2)
(3)
()

The

Hostesses who are illegal for their figst flight
in their run selection.

Hostesses whose projected time for the bid per-
iod is low.

Automatic trade with bid Hostesses on the same
flight, affecting the least number of Hostesses.
Automatic trade with bid Hostesses on any flight,
affecting the least number of Hostesses.

following shall be the order for covering open

flights at domicile stations:

(1)

Hostesses whose scheduled flight has been can-
celled or who are illegal for their next
scheduled flight will be scheduled in order of
seniority.

Hostesses who have been granted.relief due to

" prolonged delay of scheduled flights.

(7)

Hostesses returning from off duty status.
Hostesses on reserve status.

Move up Hostesses scheduled on the same flight
the following day.

Assign the most junior qualified Hostess or
Hostesses on the flight selected with compar-
able flight time scheduled out within the next
12 to 24 hours.

Assign the most junior qualified Hostess.
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A. DOMESTIC (Cont'd)

5.

6.

Scheduling of Hostesses (Cont'd)

c. After exhausting the order for covering open flights
at domicile stations as outlined in paragraph "A-5-b"
preceding, id order to insure the availability of
legal and qualified Hostesses only when no reserves
are available or legal, the most junior qualified
Hostesses required for such protection may be placed
on stand by status.

Charter Flights

Upon receipt of pre-scheduled charter operations of which
the Company has at least three (3) days notice, a special
charter preference sheet shall be posted: for bid. Such
charter preference sheet shall be posted for bid for at
least a forty-eight (48) hour period but in no event
shall a bid close later than twenty-four (Eh) hours prior
to the departure of the charter flight. If no Hostess
requests such assignment, the Company may select any
Hostess willing to take such trip. If no Hostess is
willing to take the trip, the Company may select a re-
serve Hostess or may assign the most junior Hostess
available. If the requirements of a particular charter
trip justify, the Company may assign a Hostess to such
charter trip without bidding and irrespective of her
position on the seniority list.

Balancing of Time

a. The Company shall have the prerogative of obtaining
maximum utilization of each Hostess' monthly avail-
able flight hours.

b. Every reasonable effort will be made to balance all
Hostesses on their first trip or grouping of trips
of the bid period.

c. All other balancing due to irregularities will be
done progressively during the month when necessary.

d. Every effort will be made not to re-balance a Host-
ess after the initial balancing unless such Hostess
is subject to paragraph "A-T-c" preceding.

e. If, at any time during the month, the proJjected
flights of a Hostess holding a run selection will
cause her to exceed her allowable monthly maximum,
she may be removed from such remaining flights as is
necessary to restore her projection under her
monthly maximum.

. Reserve

a. Reserve shall be open for bid at all base stations
and may be bid in the month in which the Hostess'
vacation is scheduled.

b. Reserve openings not covered by bid shall be assigned
in inverse order of seniority, contingent upon
qualifications.

c. All flight time which cannot normally be covered by
Hostesses holding a run selection will be assigned
to reserve Hostesses.

d. Reserve status shall be considered twenty-four (2h)
hour on-call. Regardless of position on reserve, a
Hostess shall request permission to leave home from
Crew Schedule or give an alternate number where she
can be reached.

e. Reserve Hostesses shall be responsible for ascertain-
ing their relative position on the domiclle reserve
list.

f. Hostesses on reserve status shall be assigned to
open flights on a "First In - First Out basis pro-
viding less than four (4) flight pay hours differ-
ential exists between such Hostesses. If more than
four (4) flight pay hours differential exists, the
reserve with the least amount of flight pay hours
shall be scheduled out first, operational require-
ments permitting.

g- A reserve Hostess who has been assigned to an open
flight may be removed from such flight to protect
an earlier flight. Additionally, she may be dis-
placed from such assigned flight by a Hostess hold-
ing a run selection who is low on time, up to four
(4) hours prior to schedule departure of such
flight if such reserve ‘can be contacted.

h. Reserve Spread
(1) The number of days of reserve spread are to be
determined on a pro rata basis. This pro rata

is as follows:

Reserve Spread
Days

’ Duty Days
Actual or Anticipated

I'te 5
6 to 9
10 €015
16 to 21
22 to 27
Over 27

U EFW O

(2) If a reserve spread is affected by late arrival
at the domicile, this period will be extended
immediately following the time off to compen-
sate for the missed time.

(3) Hostesses will not be scheduled for flight duty
during their spread.

(h) Hostesses will not be permitted to trade spreads.

9. Availability For Flight

a. At Base Station

If a Hostess has not "okayed" her flight three (3)
hours prior to flight time, is not available at the
time she is given her requested crew call, or has
not checked in with Crew Schedule at the required
check-in time, a reserve will be called to protect
her flight. As soon as the reserve arrives at the
field, the regular Hostess forfeits her right to
the trip.
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9. Availability For Flight (Cont'd)

b. At A Domicile Layover Station

If a Hostess cannot. be contacted at her designated
crew call time prior to the departure of her flight,
the provisions of Section IV of the System Schedul-
ing Policy shall be adhered to, then if it is nec-
essary to call out a reserve to protect the flight,
the reserve will protect the flight unless the Host-
ess to whom the flight was originally assigned ar-
rives at the airport in sufficient time to board the
plane without incurring a flight delay.

10. Trading of Flights

a. The mutual trading of flights between Hostesses shall
be governed by the conditions outlined in Article
XVIII of the Hostesses' and Flight Pursers Working
Agreement signed January 25, 1963.

o

A standard form for trade requests shall be used at
all domicile stations. On mutual trades, both Host-
esses must sign the form.

c. The signed request for trade form shall be submitted
to Crew Schedule where it will be time-stamped and
checked for legality. Crew Schedule will submit the
request to the Superintendent - Hostesses or her
designated representative for approval. It shall be
the responsibility of the Hostess or Hostesses re-
questing a trade to check with Crew Schedule to de-
termine whether or not the request has been approved.
If approved, the Hostesses will okay the flight as
they would any other flight.

d. The number of trades creating open flight on any one
day will be limited according to requirements at the
domicile.

e. After a trade has been honored, if a request is sub-
mitted for a trade back to the original flight, it
may be honored provided the Hostess' or Hostesses'
quota of trades for the month is not exhausted. If
a trade is made back to the original flight, two
trades shall be charged to the Hostess or Hostesses.

f. Mutual trades between two Hostesses will be processed
within twenty-four (24) hours of receipt in all lo-
cations except Newark, where they must be submitted
no later than 1600 local time Friday for flights on
weekends or holidays.

g. Two or more consecutive flights on successive days
may be traded for another flight or sequence of
consecutive flights on consecutive days, provided
the departure time of the first flight in the se-
quence is within the provisions of Article XVIII (A)
(1) (a) of the Working Agreement .

10. Legal Rest At Laybver Station After One-Way Trip

When a Hostess is required to deadhead to her domicile‘
station after flight assignment, she shall return to
her domicile station on the first available flight,
provided her elapsed time since her last legal rest
period does not exceed 16 hours. If 16 hours would

be exceeded, she will not be required to deadhead to
her domicile station until she has received legal

rest after which she shall be subject to re-assignment
or must deadhead to domicile on the first available
flight.

The only exception shall be when a Hostess (other than
a reserve Hostess) obtains permission from the Super-
intendent - Hostesses, or her designated representa-
tive at the Hostess domicile station to remain at the
layover station for an additional period of time.

11. Miscellaneous

a. Upon return to domicile from a flight assignment
or other authorized absence, all Hostesses shall:

(1) Okay their next scheduled flight prior to de-
parting from the airport, or

(2) Determine their relative position on the re-
serve list.

b. A Hostess may request telephone notification for
her flight between the hours of 2000 local time
and 1000 local time. Such notification shall be
at Company expense, except that long distance
notification shall be made at the Hostess' expense,
subject to the policy in effect at that station.

c. Hostesses shall be considered to be on "Standby"
duty if they are informed that they are assigned
to "Standby" duty and they must stand by the
telephone in their home in order to be available
for immediate flight duty on other than their
scheduled flight. Normally, Hostesses shall not
be required to remain on standby duty in excess of
48 hours.

d. If a flight cancels and is re-originated or an ex-
tra section is operated in lieu of such flight,
those Hostesses who were originally scheduled on
the flight retain all rights to the flight which
operates in lieu of their original flight.

e. If equipment is substituted on a flight and the
number of Hostesses available is greater than re-
quired, the senior Hostess or Hostesses will have
the option of taking out the flight.

f. A Hostess not on reserve shall be scheduled to re-
ceive a minimum of four (4) Forty-eight (48) hour
periods per month, at her domicile, free from all
duty with the Company.
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12. Trip Hours Formula Proration Chart (Domestic and International)

HOURS HOURS HOURS
TRIP OF TRIP OF TRIP OF
HOURS CREDIT HOURS CREDIT HOURS CREDIT
EQUALS EQUALS EQUALS
01 THRU 19:12 4:00
20:00 4:10 46:00 9:35 71:00 14:47
21:00 4:23 47:00 9:47 72:00 15:00
22:00 4:35 48:00 10:00 73:00 i5:12
23:00 4:48 49:00 10:12 74:00 15:25
24:00 5:00 50:00 10:25 75:00 15:37
25:00 5:13 51:00 10:37 76:00 15:50
26:00 5:25 52:00 10:50 77:00 16.02
27:00 5:37 53:00 11:02 78:00 16:15
28:00 5:50 54:00 11:15 79:00 16:27
29:00 6:02 g s 80:00 16:40
30:00 6:15 55:00 11:27 81:00 16:52
31:00 6:27 56:00 11:40 82:00 17:05
32:00 6:40 57:00 11:52 83:00 17:17
33:00 6:52 58:00 12:05 84:00 17:30
34:00 7:05 59:00 12:17 85:00 17.42 -
35:00 217 60:00 12:30 86:00 17:55
36:00 7:30 61:00 12:42 87:00 18:07
37:00 7:42 62:00 12:55 88:00 18:20
38:00 7:58 63:00 13:07 89:00 18:32
39:00 8:07 164:00 13:20 90:00 18:45
40:00 8:20 65:00 13:32 91:00 18:57
41:00 8:32 66:00 13:45 92:00 19:10
42:00 8:45 67:00 13:57 93:00 19:22
43:00 8:57 68:00 14:10 94:00 19:35
44:00 9:10 69:00 14:22 95:00 19:47
45:00 9:22 70:00 14:35 96:00 20:00
CREDIT FOR MINUTES OVER 19:12 HOURS
TRIP TRIP TRIP
HOURS CREDIT HOURS CREDIT HOURS CREDIT
EQUALS EQUALS EQUALS

:00-:02 :00 122-:26 :05 :
:03-:07 :01 s27>:31 :06 :46-:50 :10
:08-:11 :02 :32-:35 :07 151~¢55 23y
:12-:16 :03 :36-:40 :08 :56-:59 12
:17-:21 :04 :41-:45 :09 1:00- 1:02 33

01.67.05
Oct-18-63



01.67.06

Oct-18-63

TRANS WORLD AIRLINES, INcC.

FLIGHT SERVICE MANUAL

A + + CABIN ATTENDANT SCHEDULING POLICY

B. INTERNATIONAL - AT DOMICILE

1. Purpose

To

establish a policy as to the methods which will be

used to schedule cabin attendants out of the New York
International domicile.

2. Foreword

Whenever a change of flight times, stops, layover
points occurs on the domicile flight assignments,
or if flights are added or deleted after the clos-
ing of bid preference sheets for any bid period,
the decision regarding posting of new preference
sheets shall be made by the District Transportation
Manager - Flying. Such decision is to be made on
the basis of the extent of such changes and the

time of the month. At the time of bid preference

b.

sheet posting, a domicile flight assignment summary,
showing all flights to be flown by that domicile
shall also be posted and copies made available to
all Cabin Attendants. The following information
shall be included:

1) Flight Number

2) Equipment

Departure Time

Crew Change Station

Scheduled Stops

Arrival Time

Layover Station and Time

Total Trip Hours

Total Scheduled Block-to-Block

( Deadhead Pre-Scheduled into a
Flight Pattern

(11) Total Round Trip Credit

3
b
5
6
7t
8
9
0

oSS S S S o~

The scheduling of Cabin Attendants out of the dom-
icile will be done in accordance with seniority,

the provisions of this policy and the Cabin Attend-
ants Working Agreement. Since all situations cannot
be covered, any question of interpretation should be
brought to the attention of the District Transpor-
tation Manager - Flying. If such interpretation

is not satisfactory to the Cabin Attendant involved,
he shall nevertheless follow instructions received
from the District Transportation Manager - Flying
without prejudice to his rights under Article XVI
of the Agreement.

3. Preparation of Run Selections

Upon receipt, the District Transportation Manager -
Flying, shall analyze the flight assignments and
develop them into run selections for posting on a
standard form. Run selections shall be developed in
the following manner:

a.

Run selections shall be posted in such a manner as
to reflect the flight number(s), dates of operations
and a projection of credited flight time, for all
flights operating after the balancing period.

All run selections will be projected to achieve,
insofar as possible maximum utilization.

Relief run selections will be established and
posted as required to protect open flight time,
except that relief run selections will not be posted
for those Cabin Attendants who are scheduled to be
unavailable for an entire bid period.

L. Cabin Attendant Assignment and Bidding

a. Bid preference sheets for all run selections shall

be posted and distributed, whenever possible twenty
(20) days prior to the end of each month, or the
effective date of each schedule change. Cabin Attend-
ants will be allowed a minimum of fifteen (15) days,
information permitting, to express their run sel-
ections, or reserve bid. All such preferences must
be indicated in ink in order to be valid. Those
preferences which are not valid shall be handled as
outlined in paragraph "B-4-b-(3)" following. The
date and time of closing of bid preferences shall
be posted and such date and time shall be final and
binding in all instances.

(1) Each Cabin Attendant shall indicate & minimum
of six (6) choices on the preference sheet, re-
gardless of seniority. These choices must in-
clude at least two (2) separate flight assign-
ments. Cabin Attendants who exercise the option
to be scheduled for the duration of the bid
period with a minimum of sixty (60) hours rest
between trips in accordance with Article VI (W)
(1) of the Agreement shall do so at the time he
or she posts his or her bid on the bid sheet
for the following bid period. Any Cabin Attend-
ant indicating a sixty (60) hour option may
list on the bid preference sheet in the column
so indicated the flight or flights by number,
which shall be used as a guide. After all such
preference indications have been awarded, open
flights will be assigned to 60-hour rest option
Cabin Attendants in seniority order, flight
time limitations permitting.

(2) Each run selection is numbered. Cabin Attend-
ante shall bid by run selection, not by flight
number.

(3) Each Cabin Attendant shall complete the column
provided on the bid preference sheet to indi-
cate their preference of flights for balance
and relief bid purposes.

(4) It will be the responsibility of each Cabin
Attendant to insure that his bid sheet is in
the binders provided for that purpose by the
time and date indicated. Non-receipt of a bid
sheet will be handled in the same manner as an
insufficient or invalid bid as outlined in
paragraph "B-4-b-(3)" following. Bids for
individual Cabin Attendants must be recorded
at the designated location.

(5) If two Cabin Attendants desire to fly together,
they shall bid individually and attempt to
choose a run selection which both can be suc-
cessfully awarded.

(6) Any Cabin Attendant who is absent from the dom-
icile for any reason during the bidding period
shall bear the responsibility for having his
bid preference indicated and submitted to Crew
Schedule during such bidding period.
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4. Cabin Attendant Assignment and Bidding (Cont'd)

b. Awarding of Run Selections

(1)

(2)

(3)

(1)

(5)

(6)

(1)

Run selections shall be awarded in accordance
with seniority and posted. Every effort will
be made to post the bid results within forty-
eight (48) hours after the bids have closed.
Cabin Attendants who will not be available for
an entire bid period will be by-passed in the
awarding of run selections, however, it is
recommended that such Cabin Attendants submit
a bid for such bid/period.

If a Cabin Attendant fails to bid, or posts an
invalid bid or insufficient bids, such Cabin
Attendant, after all other bids have been
honored, shall be assigned in the following
order, in accordance with seniority:

(a) An unbid run selection
(b) A pattern of unprotected flights
(c) Reserve

During any bid period in which it is necessary
to re-bid because of schedule changes, a Cabin
Attendant who is absent from the domicile during
the re-bid period shall be awarded a bid in ac-
cordance with his/her original preference.

A Cabin Attendant who is set up to transfer to

a domestic domicile or is resigning shall be
entitled to bid for a run selection provided
the effective date of the transfer or resigna-
tion falls on or after the midpoint of the bid
period for which the run selections are bid.

If the transfer to a domestic domicile or
resignation is effective prior to the midpoint
of the subsequent bid period, he/she will be
assigned open time (if available), or reserve.
If a Hostess' request for transfer from a dom-
estic domicile to international is awarded
prior to, or during the bidding period and the
effective date of the transfer is prior to the
15th day of the subsequent bid period, she may
file a bid in writing addressed to the Idlewild
Crew Schedule office which must be received
prior to closing of bids. If a bid is not
filed, the Hostess will be assigned in accordance
with paragraph "B-4-b-(3)" preceding. The pro-
visions of this paragraph are also applicable to
international cabin attendants returning from
leave.

Run selections shall not be traded.

Run selections not covered by bid shall be as-
signed in inverse order of seniority, contingent
upon qualifications.

Cabin Attendants who are awarded relief run
selections will be expected to cover open flights
or reserve when a relief run selection is pro-
Jected for less than maximum utilization.

5. Scheduling of Cabin Attendants

When at the conclusion of a trip, it becomes necessary
to withhold rest for balancing purposes, as described
in the first paragraph of Article VI (W) of the Work-
ing Agreement, the minimum rest period shall be twelve

(12) hours.

However, for planning purposes, normally,

the minimum rest period between trips will be eighteen
(18) hours for Pursers and thirty-six (36) hours for
Hostesses.

a. Each Cabin Attendant holding a run selection is sub-
Ject to flight assignment for balancing purposes,
during the first part of a bid period in accordance
with Article VI (W), (W) (2) of the Working Agree-

b.

Ce

ment.

the

He is to be available to Crew Schedule until
balancing is completed and he has okayed his

first flight.

Each Cabin Attendant will be scheduled on the first
flight in his awarded run selection as indicated on

the

run selection information sheet.

After the balancing period, assignment unprotected

flights during & bid period will be made in senior-

ity order within the following 6 classifications.
Cabin attendants who are assigned under paragraphs
(1) through (6) immediately following, shall be
subject to balancing in accordance with Article VI
paragraph (W) of the Working Agreement in the fol-
lowing order:

(1) cabin Attendants awarded a run selection whose
flight has cancelled.

(2) Cabin Attendants who are illegal to take their
next scheduled flight.

(3) cabin Attendants who have requested and received

relief.

(4) Cabin Attendants who have been removed from
their scheduled flight for training.

(5) Ccabin Attendants whose projected time for the
bid period is less than the domicile average
for bid Cabin Attendants.

(6) Ccabin Attendants who have missed a trip for any

reason other than paragraphs (1) through (6)
immediately preceding,

his or her time within the bid period.

. CABIN ATTENDANTS SUBJECT TO ASSIGNMENT UNDER PARA-

GRAPHS "B-5-c-(1), (3), (&), (5) AND (6) PRECEDING
SHALL BE AVAILABLE FOR CONTACT (NOT ON STANDBY) BY

CREW SCEDULE FOR NOTIFICATION OF ASSIGNMENT BETWEEN

THE HOURS OF 1000 AND 1200 LT AND 2000 AND 2200 LT
NORMALLY FOR A MAXIMUM PERIOD OF FORTY-EIGHT (48)

HOURS OR UNTIL ASSIGNED A FLIGHT, WHICHEVER IS SOON-

ER. THE FORTY-EIGHT (48) HOUR PERIOD WILL BEGIN

WITH THE SCHEDULED DEPARTURE TIME OF THE CANCELLED

FLIGHT, THE FLIGHT FOR WHICH THE CABIN ATTENDANTS

ARE ILLEGAL, AT THE COMPLETION OF THE TEN (10) HOURS -

OF REST FOLLOWING RELIEF, OR AT THE TIME OF RETURN
TO DUTY, WHICHEVER APPLIES.

(except excused absence
without pay), may be reassigned to an unprotected
flight, or group of flights in order to restore
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5. Scheduling of Cabin Attendants (Cont'd)

e. Any flights which are not protected in accordance

h.

with paragraphs "B-5-a and c¢" preceding, shall be
classified as open flights and will be covered in
the following order:

(1) Cabin Attendants holding a run selection who
have exercised the 60-hour rest option.
52) Reserves, legal.

3) Reserves, per Article VI (W) of the Agreement.
(4) Inverse seniority, legal - bid Cabin Attendants.
(5) Inverse seniority per Article VI (W) of the

Agreement - bid Cabin Attendants.

. When an imbalance is created because of vacation

schedules, Cabin Attendants holding & run selection

. may, in a vacation period, be rescheduled in order

to restore his/her projection.

Cabin Attendants whose run selections are affected
by a change in turn patterns subsequent to the
award of run selections will fly their original
assignments out of New York. Should this create

a reduction or increase in flight time, they will
be rescheduled for maximum utilization.

After exhausting the order for covering open flights
at domicile stations as outlined in paragraph "B-5-
d" preceding, in order to insure the availability
of legal and qualified Cabin Attendants only when
no reserves are available or legal, the most junior
qualified Cabin Attendant required for such pro-
tection may be placed on stand-by status.

6. Charter Flights

Upon receipt of prescheduled charter operations not
operating in lieu of a scheduled flight of which the
domicile has at least three (3) days notice, a spe-
cial charter preference sheet shall be posted for
bid. Such charter preference sheet shall be posted
for bid for a maximum possible period, but in no
event shall a bid close later than forty-eight (48)
hours before the departure of the charter flight.
Notwithstanding the above, if the requirements of
a particular charter trip Justify, the company may
assign a Cabin Attendant to such charter trip with-
out bidding and irrespective of such Cabin Attend-
ant's position on the seniority list.

In the event a scheduled flight is cancelled to pro-
vide equipment for the charter, the holders of the
scheduled flight will protect the charter.

. If a charter flight is awarded by bid and the flight

fails to operate, the holders of the bid:

(1) Will revert to their original bid flight, if the
flight is available.

(2) Be scheduled in accordance with paragraph "B-5-
c-(1) preceding.

Any charter operation which is not prescheduled and
cannot be put up for bid, or any charter time not
bid, shall be treated as open time.

T

Balancing of Time

a. The company shall have the prerogative of obtaining
maximum utilization of each Cabin Attendant's
quarterly available flight hours.

b. If, at any time during the bid period, the projected
flights of a Cabin Attendant holding & run selection
will cause him to exceed his allowable quarterly
pro-rata maximum, he may be removed from such re-
maining flights as is necessary to restore his
projection under such pro-rata maximum.

Reserve

a. Reserve shall be open for bid and may be bid in the
month in which the Cabin Attendant's vacation is
scheduled.

b. Reserve openings not covered by bid shall be as-
signed in inverse order.of seniority, contingent
upon qualifications.

c. All flight time which cannot normally be covered
by Cabin Attendants holding a run selection will be
assigned to reserve Cabin Attendants.

d. Reserve status shall be considered twenty-four (24)
hour on-call. Regardless of position on reserve,
a Cabin Attendant shall request permission to leave
home from Crew Schedule or give an alternate num-
ber where he can be reached.

o

Reserve Cabin Attendants shall be responsible for
ascertaining their relative position on the domi-
cile reserve list.

f. Normally Cabin Attendants on reserve status shall
be assigned to open flights on a first-in - first-
out basis. However, the company reserves the right
to equalize flight pay hours among all reserve
Cabin Attendants.

g- A reserve Cabin Attendant who has been assigned to
an open flight may be removed from such flight to
protect an earlier or later flight. Additionally,
he may be displaced from such assigned flight by
a cabin attendant holding a run selection who is
low on time, up to four (4) hours prior to report
time for such flight, i1f such reserve can be con-
tacted.

h. Reserves will be assigned to known unprotected
flights between 1000 and 1200 for flights departing
up to 2400 LT on the same day, and reserves will be
assigned to-known unprotected flights between 2000
and 2200 for flights departing prior to 1200 the
following morning.

. Availability for Flight

Any Cabin Attendant who has not okayed his/her flight
within four (4) hours prior to the report time of his
flight and Cabin Attendants who have not checked in to
Crew Schedule at least two (2) hours prior to scheduled
departure of his/her flight will forfeit his/her right
to the trip at the time a relief Cabin Attendant noti-
fied to protect the flight has left his/her residence,
unless it will cause a delay to the flight. Any bid
Cabin Attendant not departing on his/her flight will be
reassigned under paragraph "B-5-c-(6) preceding.
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10. Trading of Flights

11.

a.

The mutual trading of flights between Cabin Attend-
ants shall be governed by the conditions outlined
in Article XVIII of the Hostesses' and Flight
Pursers' Working Agreement signed January 25, 1963.

. A standard form for trade requests shall be used

at the domicile station. On mutual trades, both
Cabin Attendants must sign the form.

. The signed request for trade form shall be sub-

mitted to Crew Schedule where it will be time-
stamped and checked for legality. Crew Schedule
will submit the request to the Superintendent
Pursers/Hostesses or his designated representative
for approval. It shall be the responsibility of
the Cabin Attendant or Cabin Attendants requesting
a trade to check with Crew Schedule to determine
whether or not the request has been approved. If
approved, the Cabin Attendants will okay the flight
as they would any other flight.

The number of trades creating open flights on an)
day will be limited according to requirements at
the domicile.

After a trade has been honored, if a request is
submitted for a trade back to the original flight,
it may be honored provided the Cabin Attendant's
quota of trades is not exhausted. If a trade is
made back to the original flight, two trades shall
be charged to the Cabin Attendant or Cabin Attend-
ants.

. Mutual trades between Cabin Attendants will be

processed within twenty-four (2&) hours of receipt.

Trades to open flights will not be approved earlier
than twenty-four (2&) hours prior to the scheduled
departure of the open flights.

h. Re-assignment at company request shall not be con-
sidered as a trade.
Miscellaneous
a. Upon return to domicile from a flight assignment
or other authorized absence, all Cabin Attendants
shall:
(1) Okay their next scheduled flight prior to de-
parting from the airport, or,
(2) Determine their relative position on the re-
serve list.
b. Cabin Attendants except those described in para-

graphs "B-5-a, ¢ and d" preceding shall be con-
sidered to be on "stand-by" duty if they are in-
formed that they are assigned to stand-by duty

and that they must stand-by the telephone in their
home in order to be available for immediate flight
duty on other than his/her scheduled flight. Cabin
Attendants who are placed on stand-by must be able
to report for flight duty immediately at the air-
port and under no circumstances later than one and
three quarters (1-3/4) hours of notification.

c. If a flight cancels and is re-originated or an ex-
tra section 1s operated in lieu of such flight,
those Cabin Attendants who were originally scheduled
on the flight will be rescheduled on the flight which
operates in lieu of their original flight.

d. Any Cabin Attendant holding a run selection who is
awarded an open flight by approved trade or assign-
ment cannot be involuntarily displaced by another
Cabin Attendant.

C. INTERNATIONAL - AWAY FROM DOMICILE

1. Purpose

The following policy outlines the methods and proce-
dures for the scheduling of all Cabin Attendants in
both bid and reserve categories while away from their
domicile.

The application of this policy will in no way cause a
delay to any flight, any undue expense to the Company,
or violation of any Civil Air Regulation or any appli-
cable working agreement.

o

General Policy

a. Designated Agency - Crew Planning at Idlewild
(IDIWP) and Operational Planning at Paris (PARWQ)
have the responsibility for scheduling all Cabin
Attendants during cancellation or other irregulari-
ties affecting the normal operation of flights en-
route to or from their domicile in accordance with
the regulations contained herein.

b. In recognition of circumstances which will arise
that are not covered by the regulations contained
herein, the decisions necessary to maintain the
normal operation of flights shall be the responsi-
bility of Crew Planning at Idlewild. Cabin Attend-
ants shall abide by these decisions and if desired,
register their complaints with their District Trans-
portation Manager/Flying.

c. It shall be the responsibility of each Cabin Attend-
ant to maintain a contact with the appropriste
operations office at a layover station. Cabin
Attendants may be permitted to leave the layover
station with the written approval of the District
Transportation Manager/Flyiug or his designated
representative.

3. Bcheduling
a. Regular (at Crew Change Stations)

(1) cabin Attendants arriving at a crew change
station will be scheduled on flights in accord-
ance with the current domicile flight assign-
ments or transition pattern.

(2) Deadheading for the purpose of establishing
protection at crew change stations will be done
in accordance with the current transition pat-
tern.

(3) Mutual trades of flights may be made when ap-
proved by the District Transportation Manager/
Flying or his designated representative.
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3. Scheduling (Cont'd)

b.

Irregular (at Crew Change Stations)

The following rules govern unprotected flights,
cancellations, flight overflying crew change sta-
tions, excess Cabin Attendants and selection of
deadheading Cabin Attendants. Each instance of
irregularity shall be considered separately and the
policy applied accordingly.

NOTE: For the purpose of protection westbound
flights to SFO, LAX, ORD, YUL, etc., shall be con-
sidered as eastbound. All crews on a flight assign-
ment with built-in reversal(s) will be considered as
eastbound until such time as they are in the final
westbound direction of their flight assignment.

(1) Unprotected Flights

If flight time limitations or legal rest pre-
vents the use of a Cabin Attendant to complete
his flight assignment or a Cabin Attendant has
been previously reversed from his flight assign-
ment, the next Cabin Attendant in sequence as
listed below shall be used. A Cabin Attendant
who is on a flight assignment containing built-
in~reversal(s) will not be considered as having
been previously reversed; nor will a Cabin
Attendant being reversed to a flight assignment
with built-in reversal(s) be considered as hav-
ing an additional reversal(s).

(a) When eastbound flights cannot be protected
by the Cabin Attendants normally scheduled
thereon; or when there is an additional un-
assigned eastbound flight:

1. The flight shall be protected by the
westbound Cabin Attendants selected in
inverse order of scheduled departure.

ii. If westbound Cabin Attendants are not
available, then eastbound Cabin Attend-
ants shall be moved up in order of
scheduled departure.

ii1. Excess eastbound Cabin Attendants will
assume the assignment of the Cabin
Attendants who protected their flight.

(b) When a westbound flight cannot be protected
by the Cabin Attendants normally scheduled
thereon, or when there is an additional un-
assigned westbound flight:

1. The flight shall be protected by moving
up westbound Cabin Attendants in order
of scheduled departure.

ii. If westbound Cabin Attendants are not
available the crew selected for protec-
tion shall be from eastbound Cabin
Attendants in inverse order of scheduled
departure.

(2) Cancellations or Flights Overflying Crew
Change Stations

(a) In the event of the cancellation of an east-
bound flight or a flight overflies the crew
change station, the Cabin Attendants nor-
mally scheduled thereon will be rescheduled
westbound, first scheduled in first out if
not required to deadhead to protect the re-
maining portion of the flight assignment.

(b) In the event of cancellation of a westbound
flight, Cabin Attendants will be rescheduled
first scheduled out westbound, first out
westbound.

(3) Delayed Departures
(a) Eastbound

Eastbound Cabin Attendants will remain with
their scheduled. flight until they will not
be legal for the continuation of their
flight assignment at their next layover
station after which they will be rescheduled
first scheduled in first out eastbound.

(b) Westbound

i. Cabin Attendants scheduled on a flight
where there is a further crew change will
remain with their scheduled flight for a
period of twelve (12) hours after which
they will be rescheduled. First sched-
uled out westbound first out westbound
on flights scheduled for another Cabin
Attendant change prior to domicile.

ii. Cabin Attendants scheduled to their domi-
cile on a through flight without a change
will be rescheduled, first scheduled out
westbound first out westbound on flights
scheduled for no change prior to domicile.

1ii. When a westbound flight to domicile is
delayed so that the ETD is within fifteen
(15) minutes of another westbound flight
to domicile, the captain first scheduled
out shall select the flight that in his
opinion will afford him the earliest de-
parture and advise the appropriate opera-
tions agent of his selection at least
forty-five (45) minutes prior to depar-
ture of the earliest flight.

(4) Other Than Crew Change Stations

After any crew has been delayed for twenty-four
(24) hours determined from last "in" block time,
the flight crew on a through flight in the same
direction will be displaced by the crew on the
delayed flight. An aircraft must become air-
borne to establish a block-in time.
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3. Scheduling (Cont'd)

b. Irregular (at Crew Change Stations) (Cont'd)

(5) Ferry Flights, Charters and Extra Sections

(6)

(a) At a crew change station the selection of
an equipment ferry crew shall be from.the
westbound crew members in inverse order of
scheduled departure. If a westbound crew
is not available, eastbound crews shall be
used in inverse order of scheduled depar-
ture.

(v) When an equipment ferry flight lands at a
crew change station, the ferry shall then
be rescheduled first scheduled in first out
westbound. (Actual block in time to be
used as scheduled in time for the ferry
flight). The protection of a ferry flight
will be considered as a reversal for the

+ application of this policy.

(c) In the event a ferry flight operates from
a crew change station to Idlewild, the
selection of a crew shall be in the same
manner as for an unprotected westbound
flight. (Ref. paragraph "C-3-b-(1) and (2)"

(d) When a charter, combination charter ferry
flight, or an extra-section is operated in
lieu of a scheduled flight, the crew se-
lected for the subject flight shall be the
crew normally scheduled on the cancelled
flight. If unable, such flight will be
classified as an unprotected flight and
protected accordingly. (Ref. paragraph
"C-3-b-(1)" preceding. Upon arrival at the
crew change station of the cancelled flight,
this crew shall continue on the flight as-

signment of the crew on the cancelled flight.

(e) The flight crew that has ferried to a non-
crevw change station will not displace the
crew for which the ferry plane is intended.
At the end of twenty-four (24) hours, the
ferry crew shall displace the first west-
bound crew.

(f£) In the event identity of a ferry flight is
not clearly established, for purposes of
selecting a crew such ferry flight will be
considered as an equipment ferry.

Deadheading

Deadheading for the purpose of protection shall
be done so as to provide the deadheading crew
members ten (10) hours rest prior to being as-
signed to duty, at crew members option. A crew
member will not be deadheaded to arrive more
than thirty-six (36) hours prior to scheduled
flight duty unless there is no other transport.
In the determination of the crew member to
deadhead, the time used shall be two (2) hours
prior to the departure of the last transport
that will position the deadhead crew member for
the flight to be protected.

(a) When necessary to deadhead a crew to protect
a flight, designation of crew to be dead-
headed will be in the following order.

i. The crew normally scheduled on that por-
tion of the flight to be protected.

ii. If unable, crew members scheduled in
same direction as flight to be protected,
in inverse order of scheduled departure.

iii. If unable, crew members scheduled in op-
posite direction in inverse order of
scheduled departure.

(b) Designation of crew members to be deadheaded
to protect "No Specific Flight" shall be as
follows:

1. Westbound crew members in inverse order
of scheduled departures.
ii. If unable, eastbound crew members in in-
verse order of scheduled departure.

(c) When necessary to deadhead excess crew mem-
bers, they shall be deadheaded on a positive
transportation basis on the first unconfirmed
space available and the designation of crew
members to be deadheaded will be in the fol-
lowing order:

i. Crew members planned to deadhead on cur-

rent transition pattern.

ii. Crew members whose flight is cancelled.

iii. Crevw members arriving on termination or
extra section flights when such equip-
ment is not scheduled to return, or when
flight time is not available.

iv. Last crew member scheduled in westbound
on day of excess.

(d) Scheduling of deadhead crews:

i. The flight crew arriving at a crew change
station will be scheduled on the flight
for which they were deadheaded to protect.

i1. Flight crews deadheaded to protect "No
Specific Flight" on arrival at crew
change station will be rescheduled first
scheduled in first out westbound.

"Scheduled In" time will be the scheduled
arrival time of transport used, i.e.,
train, other air carrier, etc. When
operating crew and deadhead crew have
same block time, deadhead crew will be
scheduled out ahead of operating crew.

(7) Miscellaneous

In the event a crew member is removed from
schedule due to illness while overseas, he/she
will be rescheduled first out westbound ten (10)
hours after return to duty. Should his/her
illness have caused deadheading from Idlewild
or another crew change station, the returning
crev member will either deadhead to the crew
change station where a shortage exists or to
Idlewild if there is an excesg overseas.
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Unnumbered
ACM Authority
Extra Cabin Attendant Authority
Transit Without Visa Receipt
Overnight Bag Mail Order Envelopes
Royal Ambassador Seat Card
Flight Service Schedule
U. S. Customs Form T & E (Transportation & Exportation)
Liquor and Cigarette Cash Summary Form (Overseas Region)
Numbered
Explanation of Delay for Member of Armed Forces, Form PAS-32
Lost Article Report, Form PAS-36
Alcoholic Beverage & Cigarette Report, Form PAS-58-AC
Liquor & Cigarette Report, Form PAS-58-INT
Crew Tag, Form 0-6k4
Coat or Parcel Identification Tag, Form PAS-6L4
Unaccompanied Child, Form PAS-97
Arrival /Departure Record, Form I-9k
Flight Crew Time Log, Form 0-105 (Domestic)
Expense Report, Form G-118
Flight Crew List, Form 0-121
Captain/Cabin Attendant Load Memo, Form 0-128
Accident Report - Passenger and/or Passenger's Property, Form PAS-160
Passenger Information Slip, Form PAS-176
Ticket Envelope, Form T-197
Passenger Comment Folder - T-199
Tag, Not Serviceable - Removal Information, Form M-210D
Class of Service Adjustment, Form PAS-296
Flight Report, Form PAS-348
Dining Service Memo, Form PAS-402
Food Packing/Loading Diagram - Form PAS-403
In-Flight Alcoholic Beverage Record, Form PAS-411
Electric Shaver Control, Form PAS-41h
Passenger Information Record, Form T-553
Record Ticket and Baggage Check, Forms PAS 800 and 810
Passenger Manifest, Form 0-900-INT
General Declaration, Form 0-927-INT
Hostess Requisition for Passenger Service Supplies, Form PAS-1025
Purser/Hostess Holding Time Authorization, Form PAS-1217
Certificate of Exportation, Form PAS-1231-INT

FREE AND REDUCED RATE TRANSPORTATION - TWA FORMS AND PRIORITY = - - - - - - - - 02.20
PURSERS PACKET OF COMPANY AND GOVERNMENT FORMS - = - = = = = = = = = = = = = = = 02.30
GENERAL INSTRUCTIONS AND PROCEDURES - - = = = = = = = = = = = = = = = = = = = = 02.ko
CLEARANCE DOCUMENTS AND OTHER REQUIREMENTS (OTHER THAN THE UNITED STATES) - - - 02.50
CLEARANCE DOCUMENTS - UNITED STATES - = = = = = = = = = = = = = = = = = = = = = 02.55

02.00.01
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FORMS
A. UNNUMBERED FORMS

1. ACM Authority

a. ACM Authority is a wire authority given to certain
persons permitting them to ride TWA flights as ad-
ditional crew members.

b. The wire authority shall be shown to the C/A by the
ACM and will be retained by him during entire trip
for use in reboarding or in event removal becomes
necessary.

. Extra Cabin Attendant Authority

XCA, XCAP, is a wire authority permitting Cabin At-
tendants to ride TWA flights as Extra Cabin Attend-
ants and is handled in the same manner as the ACM
Authority.

. Transit Without Visa Receipt

a. Local transfer receipt form prepared for passenger
in transit without visa, shall be given to C/A by
agent where passenger boards.

b. The receipt form shall be given to outgoing C/A at
crew change points, and finally delivered to agent
meeting flight at passenger's designation.

. Overnight Bag Mail Order Envelopes

Located in magazine rack for passengers wishing to
purchase red TWA Overnight Bag by mail.

. Royal Ambassador Seat Card

Prepared by Transportation Agent for R/A flights and
delivered to "A" cabin attendant prior to boarding
passengers. The card will state the passengers name,
destination, and seat number. "A" will attach the
cards to the assigned seats and remove them when
passenger is seated.

. Flight Service Schedule

a. Issued each schedule change.
b. To be carried by C/A on all flights.
c. Lists the following:

(1) Flight number, class of service, equipment.

(2) Time schedule by segment.

(3) Food and Wine provisioning by station.

(4) serving schedule and approximate serving times.
(5) Explanation of symbols.

(6) Menu cycle.

(7) special notes and instructions.

. U.S. Customs Form T & E (Transportation and Expor-
tation) - INT

a. Form is given to C/A, (with the PAS-58-AR's) to
cover carriage of tax-free liquor and cigarettes
between stations within U.S.

b. Cigarette and liquor kits will be sealed by Customs
at IDL. These seals are not to be broken until
after eastbound departure from the final U.S. port
station.

c. At transit U.S. stations, the T & E will be re-
viewed by Customs and returned. This form will
be retained by Customs at port of departure from
U.s.

8. Liquor and Cigarette Cash Summary Form (Overseas

Region)

This form, stored at PAR Flight Dispatch Counter, will
be processed in duplicate by Purser-in-charge, in-
flight or at layover stations, and will constitute a
complete record of all liquor, cigarettes, wine and
beer sales from date of departure from Paris until
return.

. Passenger Information List

The PIL is a teletype message prepared at origin
stations when total passenger load exceeds 80% of the
total capacity at PIL time (3 hours before scheduled
departure time), or at intermediate stations when the
passenger load in any class is on a restricted con-
dition at PIL time.

The PIL has a definite format indicating passengers'
names, alphabetized and numbered consecutively. The
PIL is not a printed form and, therefore, does not
appear in chapter 02 of the Flight Service Manual.

Special information pertaining to individual passen-
gers will be indicated opposite passenger's name.
Special information may consist of Ambassador, VIP,
With Infant, Kosher Meal, TWAIP, Unaccompanied Child,
ete.

B. NUMBERED FORMS

1. Explanation of Delay for Members of the Armed Forces,

PAS-32

This form shall be completed in duplicate by the C/A.
Give original to delayed person, duplicate to the TA
at the passenger's destination.

. Lost Article Report - Form PAS-38

If an article is reported lost in flight the Cabin
Attendant will complete form and give to TA at the
next station.

- Alcoholic Beverage and Cigarette Report, Form

PAS-50-AR (Atlantic Region)
Liquor and Cigarette Control Report, Form PAS-58-INT

§Overseas Region!

Used for reporting usage of liquors, champagne, wine
and cigarettes and return of currency for liquor and
cigarette sales.

a. Preparation

(1) A ball point pen shall be used for all entries.

(2) All entries must be completed and legible.

(3) No erasures shall be made. (Correct by cross-
ing out original figure and placing corrected
figure in block provided.
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B. NUMBERED FORMS (Cont'd)

3. Alcoholic Beverage and Cigarette Report, Form

PAS-58-AR (Atlantic Region)

Liquor and Cigarette Control Report, Form PAS-58-INT

(Overseas Region) (Cont'd)

b. Atlantic Region (Form PAS-58-AR)

(1)

(2)

(3)

()

Preparation and Destribution of Form
PAS-58-AR

Form will be prepared in 7 copies by IDL Com-
missary. Copies will be distributed as follows:

No. 1 - IDL Customs on flight departure

No. 2 - IDL Customs on flight arrival

Nos. 3 & 4 - IDL Commissary together with West-
bound sales and arrival kits by
westbound C/A

No. 5 - Retained by overseas turn station
for local use
No. 6 - Retained and completed by C/A at

overseas station and given to IDL
Commissary on return to New York

No. 7 - Retained by IDL Commissary de-
parture control

IDL Departure ("Outbound Issue" Column)

(a) One set of forms will be issued to cover
all items issued to a particular flight
and will be delivered on board the air-
craft 45 minutes prior to flight depar-
ture along with liquor.

(b) Before departure, insure quantities shown
as issued are correct. After checking,
sign form at lower left.

Overseas Arrival ("Turn Station Arrival"
Column)

(a) Upon arrival overseas, give liquors, ete.,
and all copies of PAS-58-AR to Commissary
Supervisor.

NOTE: Assist Commissary personnel with
arrival inventory but do not enter the
figures; this is a Commissary function.

(b) After Commissary Supervisor has entered
arrival inventory in "Turn Station Arri-
val" inventory column and signed the forms,
C/A shall recover Copy No. 6 and retain in
his possession for balancing his Eastbound
usage and sales upon his return to New York.

ILayover Station

C/A shall complete "Purser's Accounting" por-
tion on Copy No. 6.

(5)

(6)

(7

~

(8)

SERVICE MANUAL

FORMS

Overseas Station Departure ("Turn Station
Departure" Column)

(a) At least 45 minutes prior to flight de-
parture, Commissary will deliver to C/A on
board the aircraft, wines, liquors, etc.,
and Copies No. 2, 3, 4 and 5 of PAS-58-AR.
C/A shall check kit contents against issue
column on form and, after insuring that
count is correct, sign for kits in space
provided at bottom center of page and
store kit in correct area.

Return Copy No. 5 to local Commissary
Supervisor and retain Copies No. 2, 3 and
4 for use in clearing Customs and Com-
missary upon arrival in New York.

(b

~

(e

~

New York Arrival ("Arrival U.S." Column)

(a) Prior to arrival at New York, C/A shall
complete arrival inventory column on all
copies (using extreme care to insure a
correct count) and make necessary entries
in "Pursers Accounting" block. (See par-
agraph "B-3-b-(7)", this section.

(b) After passengers have deplaned, make liquor
kits available to Liquor Steward for trans-
porting to Customs area.

(c) Upon arrival at Customs Counter, present
the following to Liquor Cashier;

i. Completed Copy No. 6 from C/A's East-
bound flight and cash collected from
sales on Westbound flight.

ii. Completed Copies No. 2, 3 and 4 of
Westbound sheets and cash collected
from sales on Westbound flight.

NOTE: The Eastbound transaction is
completely independent of the West-
bound transaction. Do not try to com-
bine the Eastbound forms with the
Westbound forms, nor the cash collect-
ed from Eastbound sales with that
collected for Westbound sales.

(a

~—

After balancing out cash and kits, obtain
receipt portions of Eastbound and West-
bound forms from Liquor Cashier and re-
tain in personal file for a least 90 days.

Accounting on Jet Aircraft

There are two Forms PAS-58-AR provided.
PAS-58-AR for complimentary liquor is handled
by Cabin Attendant "A". PAS-58-AR for sale
liquor is handled by Cabin Attendant "C".

Cash Returned (Purser's Receipt)

Enter (by type) in left column foreign cur-
rency collected and transpose to dollar value
in right column. After returning cash to Com-
missary Cashier, obtain receipt and retain in
personal file for a least 90 days.
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B. NUMBERED FORMS (Cont'd)

3. (Cont'd)

c. Overseas Region (Form PAS-58-INT)

(1) Outbound Procedures

(2)

(a) Kits will be placed aboard aircraft prior
to flight departure by Commissary.
(b) C/A shall check kit contents to insure com-
pletness and condition of supplies.
(c) After determining that contents are com-
plete, C/A shall place his locks on kits
and sign all six copies of the PAS-58-INT.
He shall retain Copies 2, 3, U4, 5 and 6 for
presentation to Lead Commissary Clerk at
ROM, LIS, CAI, or PAR providing the station
is a crew change or termination station.
C/A will retain Copies No. 2 and 6 after
arrival inventory at crew change points.

(d)

NOTE: With a change of cabin teams on a through
flight at ROM and BOM, inbound C/A will turn
over his kits and the corresponding copies of
PAS-58-INT and inventory supplies with out-
bound C/A or Commissary Representative. New
PAS-58-INT will be issued to outgoing C/A. In-
bound C/A will retain his BOM Copies No. 2 and
6 and turn over Nos. 3, 4 and 5 to Commissary
Representative.

Flight Termination or Crew Change Point

(a) Just prior to arrival, C/A shall inventory
kit supplies (liquor, cigarettes, beer, etc.)
and complete "units returned" column of
PAS-58-INT. Commissary personnel will
verify C/A‘s inventory and return Nos. 2 and
6 copies to C/A after arrival. Commissary
will take over custody of kits.

At layover station, C/A shall (from the
accumulated Nos. 2 and 6 copies of PAS-58-
INT in his possession) consolidate the fol-
lowing on "Liquor and Cigarette Cash Sum-
mary form:

(v)

i. PAS-58-INT numbers
it

Place of issue (PAR, ROM, LIS, CAI)
1ii. Date if issue
iv. Date of return

v. Total cash collected (dollar equivalent
of corresponding PAS-58-INT).

(e) Liquor kits will be placed in bond at LOD
and CMB. At ROM, LIS, and CAI, kits will
be handled as outlined in paragraph
"B-3-c-(2)-(a)", preceding, except that
currency will be held for return to PAR.

(3) Arrival at Paris

(a) Upon arrival at PAR, C/A shall inventory
his kit supplies with Lead Commissary Clerk
meeting flight and complete "units returned"
column of the PAS-58-INT covering final
segment. ;

L.

02.10.03
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(b) Complete recapitulation of accumulated cash
from sales on the "Liquor and Cigarette Cash
Summary" form.

Turn over all cash from sales of Alcholic
Beverages and Cigarette supplies, PAS-58-INT
copies and "Cash Summary" form to Lead Com-
missary Clerk.

Obtain receipted copy of "Cash Summary" form
and No. 6 copy of PAS-58-INT for personal
records.

(c)
(a)

d. Polar Flights
(1) New York - Paris/London Segment

C/A will inventory bar supplies at Paris or
London per established procedures and retain
copy #6 of the PAS-58 Liquor and Cigarette
Control Form, for reconciliation of E/B Trans-
Atlantic sales, upon return to domicile.

(2)

Paris/London
Departure W/B

Sign for receipt of bar supplies per established
procedures.
(3) Los Angeles (W/B)
Inventory sale and complimentary bar supplies
before arrival LAX. Clear account with LAX
commissary Supervisor and turn over PAS-58's
Retain #3 copy. Do not turn in cash for sales
at LAX.
(4) Los Angeles - (E/B)
(a) Acknowledge receipt of bar supplies at LAX
by signing all copies of the PAS-58 forms.
(b) Inventory amount of unused sale bar supplies
before arrival YUL on notepaper.
(c) Confirm inventory with outbound C/A and turn
over to him all PAS-58 forms and cash for
sales between YUL, LAX and YUL. (This in-
cludes the #3 copy received on LAX inbound).
Obtain receipt from outbound C/A and keep
for six months.

Crew Tag, Form O-64 - INT.

Each piece of crew baggage shall be tagged with a
properly completed Crew Tag.

Coat and Parcel Identification, PAS-64

C/A shall complete and attach to all coats in the coat
compartment, and to all coats and hats that are stored
other than in general vicinity of passenger's seat.

. Unaccompanied Child, Form PAS-97

Prepared in duplicate for all unaccompanied children.
Original given to Cabin Attendant and duplicate is
attached to childs ticket envelope at time of check-in
for use by station personnel of destination station.
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B. NUMBERED FORMS (Cont'd) (a) Upon completion of flight(s) with each

7. Arrival/Departure Record, Form I-9U-INT

a. Eastbound

Form I-94 will be prepared by station personnel
prior to departure of each passenger from the United
States.

b. Westbound

(1) Station personnel will prepare Form I-94 for
those passengers requiring same and staple in
the passport.

(2) Passengers on westbound flights who are re-
turning to the United States will have a dup-
licate (carbon) copy of Form I-94 that was
prepared for them at the time they departed the
United States. Passengers holding the dupli-
cate copy are required only to include the
westbound flight number, date and airline name
in the appropriate box.

(3) The Purser will examine all passports in flight
and explain or assist as necessary in completing
the I-94 forms. He will alse carry a supply of
10-20 Forms I-94 on Polar flights for use in
the event the check-in agent fails to include
the form in the passport.

EXCEPTION: Form I-94 is not required for members of
the U.S. Armed Forces; neither aboard
MATS nor commercial flights. However,
this form must be completed by military
dependents, including children and infants,
as well as all civilian passengers aboard
MATS flights.

Pursers scheduled on westbound MATS
flights are to carry a supply of (50)
blank I-94's. Prior to arrival at WRI
Purser is to collect I-9L's, arrange in
alphabetical order for presentation to
the agent.

8. Flight Crev Time Log, Form 0-105 - DOMESTIC

a. Normal Operations (every flight flown with Captain
from own domicile). At end of round trip, Hostess
shall provide Captain with the following:

(1) Name and initials; payroll number.

(2) Total taxis accrued from scheduled departure
and actual arrivals from and at domicile
between 2000 - 0800.

(3) Flights worked and Flights deadheaded.

(4) Expense hours - departure time from domicile to
arrival time back at domicile. (Any fraction of
an hour is an added hour.)

b. Split Crew Operations

(1) When pre-scheduled split occurs or when pre-
scheduled to protect flight with Captain from
different domicile, Hostess shall maintain her
own Form 0-105 for entire flight assignment,
recording flights worked and those deadheaded.

Captain, obtain signature of Captain on
reverse side.

(b) Upon arrivel at domicile, Hostess shall
compute and record her total expenses and
taxis on Form 0-105.

(c) Upon arrival at her domicile, Hostess shall
submit Form 0-105 to Crew Records Section
or deposit card in appropriate box in Crew
Scheduling office.

(2) When split crew occurs at turnaround station
due to weather, equipment, or other irregular-
ities, Hostess shall fill out her own Form
0-105 starting with the first flight after
splitting away from her original Captain, re-
cording flights worked and those deadheaded.
Hostess shall complete remainder of card as
stipulated above.

c. Deadheading to Domicile After Off Duty

(1) If a Hostess requires relief from her flight
due to illness or injury at a station other
than her domicile, she should, when released
to deadhead back to her domicile, do the
following:

(a) Start a separate Form 0-105 which contains

' a complete record of all flights and flight
legs upon which she has deadheaded with the
notation, "Deadhead - return to domicile
account of illness."

(b) Have flight times verified by Captain's
signature for each flight with a different
crew.

(c) Upon return to domicile, Hostess shall sub-
mit Form 0-105 to Crew Records Section or
deposit card in appropriate box in Crew
Scheduling.

(d) Hourly expenses will be allowed from time
of departure from domicile to time of nor-
mal scheduled return to domicile. Expenses
incurred in addition to this limitation
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