Kirkby Lonsdale Coach Hire Ltd.

Fleet Maintenance Policy

1.
Fleet Maintenance Policy

1.1
This procedure explains the systems and processes utilised by Kirkby Lonsdale Coach Hire Ltd in carrying out the maintenance and repair of the vehicle fleet and items of specialist related equipment in the workshop.
2. 
Health and Safety Considerations

2.1
The workshop will repair and maintain all vehicles to or at least the minimum standard as recommended by the vehicle manufacturers and VOSA as per the operators licence recommendations.

2.2
The Fleet Manager will ensure compliance at all times with Vehicle Inspectorate, Construction and Use and MOT legislation regulations etc.

2.3
The Fleet Manager will ensure that the necessary Personal Protective

Equipment (PPE) is available for use by the Workshop.
2.4
The Fleet manager will ensure that all Health and Safety facilities are used and maintained in operational condition.
2.5
Drivers and staff will be responsible for safe use of vehicles, which includes carrying out vehicle checks, completing check sheets and defect sheets not exceeding the vehicle loading capacity and driving within the limitations of vehicle ,road conditions and drivers capability etc.

3.
Procedure

3.1. 
Regular maintenance and servicing of vehicles contributes to the safety of vehicle occupants and the public.
3.2
Repairs and servicing operations, carried out as part of this procedure at the workshop, will comply with Health and Safety requirements and the workshop Health and Safety Manual.

3.3
At the commencement of each shift/duty, the driver detailed to a vehicle, is responsible for ensuring that it is fit for use. The driver will carry out and record on the check sheets the vehicle checks in accordance with procedure written down in the Driver’s Manual.
3.4
A ‘Visual Check’ must be carried out by all drivers prior to changeovers such as bus stations etc. and relevant check sheets must be filled in.
3.5
Any faults, or suspected faults/concerns, to be reported to the Office and fitter’s office using the Defect books available in each vehicle. If a vehicle is on the road then a phone call to the office or duty manager will allow a replacement vehicle to be sourced.
3.6
In the event of a safety related fault being reported, by whatever method, to the Workshop, no driver (with the exception of workshop staff authorised by the Workshop Supervisor) will be allowed drive that vehicle on the public highway, for whatever reason, without the reported fault first being rectified.

3.7
All vehicles will be repaired and maintained to no less than the minimal level as recommended by the vehicle manufactures. Additional scheduled maintenance and safety checks will be incorporated, where necessary, to ensure meeting driver and public safety standards.
3.8
The Fleet Manager will ensure, through the Workshop staff, that they will sign the Inspection Sheet on completion of a vehicle service to confirm that all aspects of the service had been carried out in accordance with the laid down ‘service specification’. Where two or more technicians have been involved in carrying out the vehicle service, all technicians will be required to sign.

3.8
The Fleet Manager will ensure, that the fitting staff will sign the Inspection sheet after successfully testing the vehicle on the road.
3.9
Driving staff must ensure they make an accurate entry in the fuel log book and check sheets when recording vehicle mileage, damage and completion of checks as detailed in the driver’s manual. 
4.
Repairs and Service Scheduling

4.1
The fleet manager will be responsible for planning of scheduled maintenance. This is written on a forward planner wall chart available in the fitter’s office. Copies of the maintenance schedule will be given to the scheduling manager who can plan future work load and PVR. 
Vehicles are serviced 3-6 weeks depending on the mileage or the routes that the vehicles operate on. 
Also entered onto the planner are Test expiry dates, any tachograph 2/6 year calibration dates and speed limiter checks.
4.2
It will be the Fleet Manager and his staff’s responsibility to ensure that the vehicle fleet is serviced and maintained to the highest standards, i.e. at least in line with vehicle manufactures minimum guidelines, compliant with Health and Safety best practice and in accordance with VOSA Guidelines.
4.3
The Fleet Manager and Workshop supervisor will ensure that all vehicle repair and maintenance records will be held in the Fitters office as required by law for the duration of the life of the vehicle with Kirkby Lonsdale Coach Hire Ltd.

5.
Workshop Health & Safety

5.1
It will be the responsibility of the Fleet Manager and Workshop Supervisor to ensure that all workshop staff wear the appropriate PPE and any authorised clothing during working hours and comply with all Health and Safety requirements.

5.2
It will be responsibility of the Fleet Manager to encourage the provision of at least the minimum required number of First Aiders at the workshop with the corresponding first aid equipment.
5.3
It will be responsibility of the Fleet Manager and the Workshop supervisor to carry out periodic workshop inspections to suggest improvements and observe the upkeep of the workshop. 
6.
Review

6.1
This procedure will be reviewed at least every two years or on renewal of the operators licence.
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