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	The company owns a number of vehicles, items of plant, trailers, machinery, tools, etc and the maintenance, inspection and testing of the fleet and plant is managed by the use of a spreadsheet and electronic planner and controlled in groups as set out below. Note – all hired-in plant/equipment shall be supplied complete with servicing/testing certification and records and evidence of competence for those using the equipment. The records shall be held in relevant files.
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Trailers are used for moving plant and material (flat and tipping). Bowsers are used for containing/moving water and diesel.


CARS, VANS, PICKUPS, QUADS, TRACTORS





Spread-sheet 





Details of vehicle entered onto the Fleet Management Spreadsheet.


Resp: Transport Director 





Vehicle allocated to appropriate/designated person.


Resp: Operations Centre





Daily checks





MOT’s





Servicing





Servicing arranged every 8 weeks to schedule.


Resp: Transport Supervisor, Garage Services 





MOT requirements identified on the MOT due dates spreadsheet and filed in hard copy in the month they are due


Resp: Transport Director





Vehicles checked daily by drivers in line with manufacturers’ instructions – tyres, water, washers, lights, etc. 





Daily defect sheets are completed prior to work commencing


Resp: Driver/Team Leader








When the service is imminent relevant vehicle is not to be sent out if required for service


Resp: Garage Services/Operations





When it is due the MOT is arranged with the mechanic in GEWS on-site garage


Resp: Transport Director





Repair docs





Daily faults are reported to garage services for attention using the fault sheet


Resp: Driver





The service is either carried out in GEWS on-site garage or arranged through a local garage. (if based at another depot) 


No repairs or servicing is to be undertaken without authorisation from Garage Services 


Resp: Garage Services








MOT certificate issued for filing in the respective vehicle record file. Database updated.


Resp: Transport Director





MOT Cert





Vehicle is scheduled for repairs on the Transport Jobs Spreadsheet


Resp: Transport Supervisor





The service records are filed and database updated


Resp: Transport Director





Spread-sheet





HGV’s, RIGIDS, TRACTOR UNITS, TRAILERS





Details of vehicle entered onto the Fleet Management Spreadsheet.


Resp: Transport Director





Spread-sheet 





Pre MOT inspection Reports





Defect sheets are signed-off by Garage Supervisor and all records passed to Transport Administrator for filing under respective vehicle


Resp: Garage Supervisor/Transport Administrator





Reports





Defect report sheets are passed to Garage Supervisor for review and to arrange any repairs


Resp: Driver/Transport Supervisor





Repairs are arranged by Transport Admin according to severity of findings and co-ordinated with driver.


Resp: Driver/Transport Admin





Defect report sheets are completed daily by drivers


Resp: Driver





Transport Jobs Outstanding spreadsheet





The service records are filed and spreadsheet updated


Resp: Transport Admin





Any findings/repairs from checks and inspections are addressed by the Transport Supervisor and signed off


Resp: Transport Supervisor





The service is carried out by the fitter or garage to supplier recommendations


Resp: Garage Services





Spread-sheet





6 WEEK CHECK


All HGV’s are scheduled to be taken to the garage every 5 weeks to be checked 


Resp: Transport Admin





Servicing/Inspections





MOT certificate forwarded to the Transport Director for filing in the respective vehicle record file. Spreadsheet updated.


Resp: Transport Director





MOT arranged and carried out at GEWS on-site garage any failings addressed by mechanic


Resp: Transport Supervisor





Repair docs





MOT requirements identified on the MOT due dates Spredsheet and filed in hard copy in the month they are due


Resp: Transport Director





MOT Cert





Daily checks





MOT’s





Vehicle allocated to appropriate/designated person.


Resp: Operations Centre





SMALL PLANT AND MACHINERY





Spread-sheet 





Details of plant/machine entered onto the Fleet Management Spreadsheet.


Resp: Fleet Administrator





DAILY CHECKS


A visual daily check of all small plant and equipment is carried out by the operator and any faults reported to Transport Services. The item may be repaired on site or taken to the depot 


Resp: Operator/Transport Supervisor





Data-base





Asset register





Schedule





ROUTINE MAINTENANCE


Maintenance of all small plant and equipment is planned when a fault is detected by completion of a defect sheet. This is then prioritised on the schedule.


Resp: Garage Supervisor





Test records





PAT register





ANNUAL INSPECTION


All small plant and equipment is subject to an annual inspection using the asset list/register as a reference and record.





Resp: Transport Director





PAT TESTING


All electrical equipment is PAT tested annually by and external ‘competent’ person and a register maintained


Resp: Transport Director





LOLER TESTING


All lifting equipment and tackle (slings, shackles, eyes, etc) is tested annually by an external ‘competent’ person and records maintained


Resp: Transport Director





ELECTRICAL PLANT





MECHANICAL PLANT





ELECTRO-MECHANICAL PLANT





TRAILERS/BOWSERS





Trailers and bowsers are parked at the depot when not in use and are subject to the checks below





SIX WEEKLY CHECK


All trailers and bowsers are included in the 6 weekly check organised by Garage Services – including wheel bearings, brake cables, lights, etc. Records of checks are passed to Transport Admin for filing


Resp: Garage Services





BEFORE USE


Prior to use on the road, all trailers and bowsers are checked by the driver for general roadworthiness, e.g. tyres, handbrake, hitch, lights, number plate, leaks (bowser), etc. This includes trailers already attached to vehicles/plant


Resp: Driver/Team Leader
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