
 

 All persons are required to wear face coverings while indoors per 
the Buncombe County Mandates. 
 Be sure to sign in on the sign-in sheet and pick up your supply 
bag from the Volunteer Room.  

 You will need a radio at your station. Radios are located in the 
Volunteer Room. Check out a radio by signing your name next 
to the corresponding number of your radio on the Radio Sign-
out Form. Turn on the radio by turning the knob on the far left 
clockwise. Make sure you are on Channel 1 by lining up the 
white line on the knob with the number 1. You may do a radio 
check with Volunteer Host before placing radio in canvas tote. 

 Please wear your volunteer nametag, vest and blinky necklace 
while on duty. Report to the depot by 5:45 p.m. (refer to 
Volunteer Map) so that you can assist with set up. See the 
Operations Guide for more detailed instructions. 

 Have fun and be merry. 

 Communicate with staff to take breaks as needed or a volunteer 
should be around after 8:00 to give you a break. Please limit 
breaks to 15 minutes. You may stop by the Education Center 
Break Room for hot cocoa, coffee, tea or snacks. 

 At the end of your shift (10 p.m.), remove trains from the track 

and check out in the Volunteer Room. See the Operations 

Guide for more detailed instructions. 

 Be sure to turn off blinky necklace and flashlights and return all 

items to the supply bag. You should return the volunteer name 

 



badge, blinky necklace, vest and flashlight to the canvas tote and 

hang it back on the rack. Turn off your radio, place it in correct 

cradle and sign the Radio Sign-out Log. Don’t forget to sign out 

of VolunteerHub or log your hours. 

 Thanks for being here! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ARBORETUM ROCKY COVE OPERATIONS GUIDE 

If you are not trained to operate the train, your responsibility 

will be to assist the trained staff and volunteers as needed 

and interact with guests that are viewing from the RCRR 

Platform. 

Important Note: Winter Lights is a rain or shine event but due to 
the sensitivity of the equipment, we may need to close the exhibit 
during inclement weather. We do not operate the trains in the rain 
or snow. The judgment for running the trains rests on the 
operator. If you are unsure about weather, call 828-412-8588 to 
verify. The volunteer coordinator will call or email by 3 p.m. if the 
weather is predicted to be too wet for operations. 

Upon Arrival 

1. To enter the shed, you need to go to the side door and use the 
combination lock to enter. A staff person or trained volunteer will 
have this code and unlock the door by 5:30 p.m. 

2. The first and most important thing to do is “walk the track”. Use 
the flashlight provided if you don’t have your own. Be careful and 
watch your step, especially crossing the ditches. Please do not step 
on the railroad tracks! There are rocks and light cords in the gullies.  
It is quite dark in some spots. Look for twigs, leaves, acorns, or 



anything else. Use a broom (provided in the shed) to sweep the 
tracks as needed. This helps ensure smooth running.  PLEASE be 
mindful of the light strings, especially in the ‘river’.  

3. Load cars onto tracks using the car loading ramp. The easiest place 
to load and unload everything is on the trestle.   

4. NOTE: We will not be operating Thomas, Emily, or Thomas the 
Tank Engine Friends during Winter Lights. If children ask, Thomas 
and friends have gone back home to the Island of Sodor for the 
winter.) 

5. POLAR EXPRESS will be operated on the outside track, running 
in a counterclockwise direction. It is in a carrier and has its own 
remote controller. The passenger coaches are equipped with 
interior lighting. There is a battery compartment and switch on the 
underside of each passenger car. Place the Polar Express, in its 
carrier, on the track (Note: the carrier is marked to guide its 
placement on the trestle) and turn switch to run. Run the engine 
onto the track. Return the carrier to the shed.  

6. Note: The Polar Express is very heavy, you will need to use both 
hands to balance the carrier as you go from shed to the track.  

7. On the inside track please run the Holiday Train (preferred) or 
Rocky Cove vintage engine with lighted coach passenger cars or  the 
log cars. These vintage engine trains are to be placed on the inner 
loop and run in a clockwise direction. The coach cars have small 
switches under each car to turn on the lights. If you operate a 
freight train, don’t forget to turn the caboose lights on before 
placing it on the track. The switch is on the underside of the 
caboose. 

8. For vintage engines not in carriers, use the black tender (the one 
that is not connected to an engine in a carrier). Unplug the tenders 
from their chargers. The lights on the charges should be green 
indicating they are fully charged. All vintage engines in carriers have a 
dedicated tender and remote controller (do not exchange 



tenders). Run the engine onto the track.  Return the carrier to the 
shed. 

9. If running the Annie or the Shay, place the carrier on the track and 
turn the switch to run. Run the engine onto the track. Return the 
carrier to the shed.   

10. If running an engine that is not in a carrier, place the engine and 
the vintage tender on the track, plug in cable connecting tender to 
engine and turn switch to run. Load cars using loading ramp. If you 
choose to make this a freight train, remember to turn the light on in 
the caboose. There is a switch on the bottom. 

11. Start one train at a time and allow it to make at least one revolution 
to verify that everything is functioning. Select a slow speed that’s 
just fast enough to allow the train to make the grades easily but not 
so fast to make it run too fast down grade. “Slow is better”. Do the 
same with the other train. 

12. Please keep an eye on the trains at all times. Try to operate the 
trains at a near prototypical speed. “Stuff” happens.   

13. You should not allow any visitor to use the remote control to 
operate a train. Accidents may happen that will damage the train. 

14. During operation there are two things to be aware of. First, if it is 
windy during operations, you should walk the track often to ensure 
there is no new debris on the track. Second, if a train starts slowing 
down it may indicate the battery was not properly charged. Stop the 
train. If it is the Annie or Shay, load it back into its carrier, return to 
shed and plug into charger. Use another engine and tender 
combination.  

15. If rain or snow occurs during a Winter Lights session, stop the 
trains. If the weather is intermittent, it is recommended the trains be 
stopped on the large truss bridge and the tarp in the shed be placed 
over the bridge to protect the trains. Otherwise, quickly start the 
end of run procedures. 



End of Run 

1. When operation time is completed stop all trains on trestle. 
2. Return the Polar Express and the Annie or Shay to their respective 

carrier. Return them to the shed. Plug in chargers. You should see a 
red light on the charger, indicating that the battery is charging. 

3. Before placing passenger cars and the caboose on the shelf, be 
sure to turn the lights off. 

4. All tenders and the caboose should be connected to a charger. 
Make sure the plugs are fully engaged and the red lights on 
the chargers come on. 

5. Check space heater and make sure that it is turned off. 
6. Bolt the front (glass) door. 
7. Turn off the interior light.   
8. Close the shed door and be careful that you do close the icicle lights 

in the frame. Double check to ensure the combination lock is 
engaged by attempting to open the door. Return items to the 
Volunteer Room and check out. 

 


