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This document has been compiled by a subcommittee of North Western Goods Vehicle
Maintenance Liaison Committee in response to a visit by North West Traffic Commissioner
Beverley Bell as a starting point to providing a reference document that will assist vehicle
operators to optimise their vehicle maintenance standards. Roadworthiness — Industry Best
Practice has been compiled to supplement The Guide to Maintaining Roadworthiness and to
build on the opportunities contained within it.

The Guide to Maintaining Roadworthiness (the Guide) is the reference document for all
vehicle operators and provides a comprehensive guide to the requirements and minimum
standards that all operators must achieve. The original best practice guide was produced to
supplement the Guide to Maintaining Roadworthiness. This has now been revised and
updated to reflect current experiences of the Committee. It was felt that the title should be
changed to distinguish it from the earlier version. The Traffic Commissioner indicated that
operator licensing should be a reflection of best practice rather than minimum standards and
this guide has been prepared to reflect that.

Using the experience of the industry in the production of this guide representatives, from
major fleet operators, Vehicle and Operator Services Agency (VOSA), Society of Operations
Engineers IRTE Professional Sector, Freight Transport Association and the Road Haulage
Association were consulted. The guidance and advice provided in this document will allow all
vehicle operators, regardless of fleet size or utilisation, to improve their vehicle maintenance
controls and so improve vehicle maintenance standards. Effective maintenance improves
vehicle reliability and availability and provides a safer environment for all.

* Guide to Maintaining Roadworthiness — published by The Stationery Office (ISBN 0 11 551 792 8)
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Responsibilities for roadworthiness

Operational needs must never override
vehicle safety considerations.

Vehicles can be owned, leased, hired or
loaned; however all vehicle operators must
understand that the “user” of the vehicle
bears the legal responsibility for its
roadworthiness. The user is generally
defined as either the driver (in the case of an
owner-driver) or the operator who employs
the driver (including agency drivers).

W e Ensure the quality of any
hired or leased equipment

by using only accredited or audited suppliers
such as members of British Vehicle Rental
and Leasing Association.

Under operator licensing regulations the
user of the vehicle is responsible for it being
maintained in a safe and roadworthy
condition at all times. Regardless of any
maintenance contract that may be held, it is
the user who is responsible for maintaining
roadworthiness.

W e Remember that you
cannot subcontract your

responsibility. Always use reputable
repairers.

The user of a towing vehicle is responsible
for any trailer attached even if it does not
belong to the user.

An operator must ensure that a competent
person is available to advise and/or remove
a defective vehicle from service. Similarly, a
competent person must also be available to
decide whether a vehicle can be allowed
back into service following repair. This
responsibility may be delegated providing it
is clear as to where the responsibilities lie.

W e \When authorisation to
return a vehicle to service is

given by telephone, ensure that it is followed
up in writing.

Everyone involved in vehicle maintenance
should have their duties and responsibilities
clearly defined in writing. Emphasis should
be placed on the importance of maintaining
roadworthiness and the role they play in
ensuring compliance.
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Roadworthiness inspections

Driver Checks

A driver check must be carried out before
and after a vehicle/trailer is used. See
appendix 1 (page 11) for driver check sheet.
The driver has a legal responsibility to check
the vehicle or combination to ensure it is free
from visible defects. Drivers should be
instructed in the importance of a vehicle
check and training must be given to ensure
a thorough visual examination. All training
must be recorded.

W e QOperating defective
vehicles will compromise

your Operators Licence. Driver checks are
needed as follows:

e On any vehicle/trailer at the start and end
of the shift.

e On any vehicle/trailer changed during
the shift.

e Driver check sheets should highlight
whether it identifies a defect or is a nil
defect report.

e Driver check reports should be retained for
15 months.

e |t is best practice to physically check the
quality of driver walk round inspections
(appendix 7, p24).

Defect Reporting

All vehicle defects should be recorded in a
written report which states the detail of
defects found and any repair work carried
out. Written confirmation of the remedial
action should be made and retained. The

rectification section of the defect report must
be completed by a competent person. An
audit trail of all defects must be kept in the
vehicle’s history file to confirm that the
correct remedial action has been taken. It is
mandatory that defect reports are kept for at

least 15 months.
W e Mechanical defects found

in driver checks can be an
indication of poor workshop maintenance
standards.

e Always analyse defects found. In order to
determine the seriousness of a defect,
VOSA's Categorisation of Defects is a useful
reference document.

e Always analyse defects found on
maintenance inspection sheets.

e Driver-related defects found on routine
maintenance inspection sheets are an
indication of poor driver checks.

e |t is good practice to continually monitor all
driver reports.

e |t is best practice to combine the defect
and rectification report on one document
(appendix 2, p.13).

Regular Safety Inspections

Regular safety inspections must be carried
out on all equipment in accordance with
your Operators Licence undertaking.
Inspection frequencies must be planned and
regularly reviewed in line with the vehicle’s
operation.
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Roadworthiness inspections

W e Review all vehicle
breakdowns. Mechanical

failures in between regular safety inspections
can be an indication of poor vehicle
maintenance standards.

The safety inspection must include all items
covered by the statutory annual test and, for
health and safety purposes, include any
ancillary equipment fitted to the vehicle. The
safety inspection intervals and minimum
requirements of a safety inspection report
are clearly defined in The Guide to
Maintaining Roadworthiness. Any remedial
work carried out as a result of a safety
inspection must be recorded in writing,
ideally as an integral part of the inspection
report. Best practice would be to display a
plaque on the vehicle or trailer indicating
the week number that the next inspection

is due.

W e Ensure inspection sheets
are thoroughly examined to

assess all defects found and ensure that
rectification action is clearly stated.

e You should aim to carry out a full brake
test at every inspection and record results to
show whether the result meets the statutory
requirement. (It should state ‘pass’ or ‘fail’).

e All inspection sheets must be dated and
signed off.

Safety inspection reports must be
completed separately for both vehicles and
trailers (appendix 3.1 - Vehicles and 3.2 -
Trailers, p14).

Ensure that only industry approved
inspection documentation is used and that it
is both fully completed and endorsed before
filing. It is mandatory that inspection reports
be kept for at least 15 months. In order to
comply with health and safety legislation,
safety inspections must be completed for all
ancillary equipment in line with the
manufacturer’s recommendations and
separate records must be retained.

W e |t is best practice to retain
all vehicle maintenance
records for the life of the vehicle.

e Inspection reports must contain a
declaration of roadworthiness.

Hired Equipment

Hired, leased or loaned equipment is subject
to the same Operator Licence regulations.
Equipment you hire, lease or loan is subject
to the same Operator Licence controls as
your own equipment. Reputable hire
companies will abide by the undertakings of
the British Vehicle Rental and Leasing
Association (BVRLA). See appendix 4 for the
rental company’s obligations.

W e Ensure you obtain
acceptance and return
signatures to confirm vehicle condition.

e Ensure that vehicle/trailer has current test
certificates, last inspection report and
specialist equipment certification where
appropriate.
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Safety inspection and repair facilities

Regardless of any contractual agreements,
the user is responsible for the roadworthiness
of the vehicle, the authorisation of any repair
work undertaken and the retention of vehicle
maintenance records.

W e Subcontracting your
maintenance does not
remove your legal obligations.

As the responsibility rests with the user, it is
up to the user to establish with the supplier
the most appropriate maintenance system.

Any maintenance provider (including tyres)
must have appropriate facilities and be
competent and fully conversant with current
vehicle technology and legislation. If
assistance is needed the relevant trade
associations and professional bodies (defined
in The Guide to Maintaining Roadworthiness)
are available to provide technical support.

W e Maintenance suppliers
need to be audited on a

regular basis. Help is available from the
relevant trade associations.

e |[f maintenance is provided as part of any
agreement, you must regularly review
service quality.

A formal maintenance agreement (appendix
5) is needed for all contracted-out vehicle
maintenance arrangements. This document

will be needed to support any application for
an Operators Licence and will need to specify
the maximum inspection period.

Any changes relating to a maintenance
agreement or the actual provision of

maintenance must be communicated to your
nearest traffic area office.

W e Implement a service level
agreement with your
maintenance agent — internal or external.
Review the agreement on a regular basis
and assess key performance indicators such
as:

- MOT pass rate, or first time failures.

- Prohibitions received.

- Number of vehicle breakdowns.

- Vehicle availability.

- Adherence to service schedules.

- Maintenance costs.

- Any quality accreditation or systems of
work.
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Planning a safety inspection programme

Safety inspections must be planned in
advance.

Year planners, flow charts or computer-
based programmes are all acceptable to
use for planning inspection programmes.
The programme planner should be kept in
the simplest form and displayed prominently
(appendix 6.1, p22).

|deally the planner should show scheduled
safety inspection dates for at least six
months in advance, together with annual
MOT test due dates.

The planner must be updated regularly to
indicate the progress of the maintenance
programme. Any vehicle movements or
changes must be recorded on the planner
together with any periods of vehicle
non-use.

The planner may be used to record other
vehicle maintenance activities, e.g. ancillary
equipment. A clear system of coding should
be used to identify each activity.

The planner should then be used to compile
a notification pro-forma (appendix 6.2, p23).
The natification will be a record of the
agreed maintenance required for the week
ahead. The notification pro-forma should be
the subject of regular discussion with your
maintenance provider.

W e Ensure that the
information on the planner

is reflected in the vehicle history files.
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An audit procedure is required to ensure
compliance with your Operators Licence.
This could be carried out internally where
sufficiently competent staff are available or
subcontracted to one of the trade
associations specialising in this area.
Remember that operators of goods vehicles
are monitored by VOSA.

W e All transport operations
staff should be familiar with

documentation issued by enforcement
authorities and with the necessary follow-up
action.

e Thoroughly investigate any areas of non-
compliance, e.g. MOT failures or prohibition
notices. Ensure corrective action is taken to
prevent any recurrence. In order to ensure
that you are aware of test failures, where
maintenance is subcontracted, test result

sheets (VTG 14/2) should be produced by
the maintenance provider. Contact VOSA
data warehouse staff to arrange to receive
regular reports of your annual test
performance and encounter reports.

e Contact VOSA and/or the relevant trade
associations for any guidance or assistance
you may require.

e Refer to VOSA The Safe Operator’s Guide
for contact numbers.
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Appendix 1 - Driver check procedure 1
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Appendix 1 - Driver check procedure 2

WEEKLY CHECKLIST REFORT
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Appendix 2 - Defect report

The driver completes the top white copy of the set and passes it to the traffic office. This is
then forwarded to the repairer, usually by fax, and kept on file pending return of completed
copy from the repairer when rectification work has been carried out. Details of the repair
should be entered on the copy by the repairer. The yellow copy is retained by the driver for
his records and the blue copy remains in the book. The white copy should then be placed
on the vehicle maintenance history file.
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Appendix 3.1 - Service inspection sheet 1
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Appendix 3.1 - Service inspection sheet 2
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Appendix 3.1 - Service inspection sheet 3
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Appendix 3.2 - Trailer service inspection sheet 1
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Appendix 3.2 - Trailer service inspection sheet 2
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Appendix 4 - Rental company obligations

Extract from the CV Best Practice Guide issued by the British Vehicle Rental and Leasing
Association (BVRLA) dated January 1999.

It is the responsibility of the Rental Company to ensure
that:

e The vehicle has undergone a satisfactory pre-rental
check and has been valeted.

e Servicing is kept up to date.
e All necessary mechanical repairs have been carried out.

e No major body damage exists which might constitute a
PG9 offence.

e Accessories including first aid kit, spare wheel etc, are
present.

e All legislation is complied with in respect of Vehicle
Excise Duty, MOT certificate, periodic safety inspections
and, in the case of HGVs, that the goods vehicle test
certificate, the tachograph certificate, the speed limiter
certificate and the last safety inspection report are
available.

e The customer is presented with a pre-rental check list
detailing any minor blemishes to bodywork, paintwork
and vehicle interior for his verification and signature of
acceptance.

e The customer’s requests for servicing and repair during
the hire period are promptly responded to.

e Details of procedure to be followed in the event of
breakdown or accident both during and outside working
hours are provided.

&cCastrol
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Appendix 5 - Sample maintenance agreement 1

MAINTENANCE AGREEMENT
FOR CONTRACTED OUT VEHICLE MAINTENANCE

Inspection Intervals
All vehicles and trailers must be maintained within the stipulations of the Operators Licence.

Vehicles — XX Weeks or XXXXX kms
Trailers — XX Weeks

The intervals specified are the maximum inspection periods.

Testing
All testing - MOT, Tachograph Calibration and Tail-lift Testing must be completed prior to renewal dates.

Road Speed Limiters must be checked at each inspection and on MOT preparation.

Defects
Defects found on service/inspection must be rectified at service/inspection.

Under no circumstances should a vehicle be returned to operational use with a PG9 or safety related defect.

Any minor defects that are deferred at service/inspection must be subject to an efficient recall system with
notification to the vehicle operator.

Safety inspection/service reports
Safety inspection reports must comply with the standards recommended within the Guide to Maintaining
Roadworthiness including references to VOSA Testers Manual Inspection Numbers.

All Inspection reports must state:

* A declaration of roadworthiness.

« Notation of brake performance results.

* Odometer readings.

« Tachograph calibration dates.

« Checks on road speed limiters must be signed off.

Defects noted on service/inspection reports must refer to the Testers Manual Inspection Number and should be
unambiguous as to any remedial action taken to rectify the defect.

The use of terminology such as “Report” or “Parts on Order” is unacceptable.

All service/inspection reports must be fully completed, signed and returned to the vehicle operator within a
maximum period of 24 hours.

Brake Function

The performance of braking systems should be checked every service by means of a rolling road brake test. If a
rolling road brake tester is not available then a suitable means of ensuring brake performance should be
adopted on each service.

Running Defects
All defects must be reported by means of a written defect report.

On completion of any defect repair the defect report must be completed and signed to record the remedial action
taken. Completed defect reports must be returned to the vehicle operator within a maximum period of 24 hours.

&cCastrol
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Appendix 5 - Sample maintenance agreement 2

MAINTENANCE AGREEMENT
FOR CONTRACTED OUT VEHICLE MAINTENANCE

Wheel Security

Following the removal of any road wheel the following procedure will apply:

Wheels are to be fitted and torqued up to the manufacturers setting using a calibrated torque wrench.

A suitable recall system will be adopted to re-torque the road wheel nuts, either:

a) After 30 minutes whether the vehicle has moved or not.

b) After the vehicle has travelled between 40 to 80kms (25 to 50 miles).

A label or sticker should be attached to the vehicle or trailer as a reminder that a final re-torque is required within
48 hours.

Prohibition (PG9)

In the event of any vehicle being issued with a maintenance-related PG9 prohibition, a full investigation must
take place to determine the cause and any appropriate remedial action. The investigation must be subject to a
written record that is to be submitted to the vehicle operator within 72 hours of notification.

Any vehicle that is to be presented to a testing station for the removal of a PG9 prohibition must be subject to a
thorough, full vehicle examination. The vehicle may be subject to a full MOT inspection when presented for the
removal of the prohibition.

MOT Failure

In the event of any vehicle incurring a MOT failure, a full investigation must take place to determine the cause
and any appropriate remedial action. The investigation must be subject to a written record that is to be submitted
to the vehicle operator within 72 hours.

Audit
Regular audit will take place on all areas of this maintenance agreement. Full records must be kept to enable a
thorough audit of vehicle standards and the administration of this agreement.

MAINTENANCE AGREEMENT DECLARATION

Ly e Of e
confirm that | have read and understood the requirements above and will ensure compliance to this
maintenance agreement.

SIGNEA ..o Date ..o

Dealer Stamp or full address to be noted below:

&cCastrol
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ANNUAL MAINTENANCE PLANNER

LOCATION CONTRACT YEAR
Bep' | Make BT Tucha Aczillary Week Com mensing
Ma® Ml [RHIH] s Lt

EA I B ES RN P R S RS Y R S R ) S ) R N S ) R S RN Y S N R ) S

Appendix 6.1 - Maintenance planner

KEY
& Imapetior Do & Imapesior Dons
% Rerviee Due % Rerviee Dane
& MIOT D & MOT Do
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Appendix 6.2 - Maintenance notification

MAINTENANCE NOTIFICATION SHEET
Wesk Commencing. ...

The wehiclestrailers listed below are duc tor maintenance:

Erpcralur Wocksiry
Regplrulion| Service M T|W T 5| 5| Serviced Ir Max:
wr 11K [} [T E TR | ¥ | & | o | Ve T
MNumber n|e|d w|i|t|m
el

* Do oprmatim commmplcles. B sfualol; sl aemds U alical 1o U weonkslog managp
milicatimg which day the semviceinspectioms ure plomed.

#  Ihewarkshap sinneser remims the complensd foms i che aperarar ar the end of the
weck imdicating the servivaingpoclions donc and amy raases For These nol

coppleted
CpermenT, o Workshop Monngger.o
TR e TR e
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Appendix 7 - Sample fleet maintenance audit 1

Trage 1
FLEET MAINTENANCE AUDIT
Location............ Coniract.....ocovnes L —
Complinnes
Awdil Aren WM {immueni

1} Diriver Checks

1.1 Are deiver checks being completed?

1.2 Are here wrillen records ol compleled driver checks?
1.3 Are the records fully completed amd signesd by the
1rver!

1.4 Are the records checked smd endorsed by a supervisor?
I Defeet Reporting

20 A wcliele delioct neports comploted Tor all Delioos?
2.2 Are defoct reports tully completed?

2.3 Is il appropeiare renredial action staved on all Defoos?
2.4 A dbeloct repuorts bohd Gor 15 monthe?

) Salely Inspeclions

3.1 Arc inspections being completed 1o O-Licenee
res|uiremenls?

3.2 Do the inspoetion repodts satisfy industry standards?
S A the regrectin nopuits (ully comploied!

54 15 ke slalus ol amy delfecis clear amd urambizgsns?

3.5 Are records arvailnble for amy ancillarye equipment?
6 A imspocion reports beld Toe 15 imoanths?

4] Hired Vehicles

4.1 Are hired vehicles maintnined fo O-Licence
res|uiremenis?

4.2 Arc the same maintcnance procedures adopred tor hire
vehicles?

5) Inspeetion and Bepnir Facilitics

S0 Arc the niambesaisee [eilitics appoagreale?

5.7 15 theere @ mpintenanee aypreement for any
sul-comnbrasi bod imaanlr e

5,5 15 the noresmient curment amd vilid'?

&cCastrol
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Appendix 7 - Sample fleet maintenance audit 2

Page 2
FLEET MAINTENANCE AUDIT
Aumlil Area Compliimee | Cismment
e Ty

i) Rafery Inspection Progrimms

6.1 Ave safety insgections planned i advanee?

6.2 15 there @ swilable wall chart planner or P Ikesed
prograrmne?

6.5 15 the planner ngele-ghae?

.4 15 there a clenr systemn of coding for maintemanes
iclivilies?

0.5 Are the inspectien and service frequencies correet?
G Are MOT dates secorded on tlw plannes?

6.7 Are ixchograph calibration dales recorded on 1he
plannee?

.8 Tnes The planner include any ancillary gopoipment?
.9 Are mpimfennnoe notificotions issued for inspections
ciss?

71 Wichicle Bicords

0 Are vehicle maintenznes reconds lield Toe 15 awnths?
7.2 Are e reconds relzined ina salisGchry condilon?
7.3 Do the driver defects indicate pood vehicle

rmairil !

7.4 Do the mechanienl defeees indicate good driver chocks?
o Are reconds held for any ancillasy cquipapcimn?

8] Cienersl §hservalionsg

R.1 15 ihie whesel mui re-toriee procefure adhered 1o

8.2 Were all vehieles examined in 2 sound nwcelanical
condition?

S35 Wers all vehicles examined elean, Ldy ard le Tnon
dnonae?

S Wens the cormeet Beenos dises displayed on all
vrhicles?

9 Perdisrmince | ncicalies

G0 Is ihie MOYT st fime pass rade accepinhle?

9.2 15 the momber of PG prohibitions issned acccponble?
G35 L e owmleer of vehicle bocakdowns seceplalde?
9.4 Is ihe awvailahilily ol wehicles jicospiahle?

.5 Arc moinfennnee costs within budger?

Fleet Maintenance Audit carried out hy:
PEMC. e, Iare....onannn,

Chperalor Sienulure: ... ooeeveene..
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IRTE

engineering success

IRTE is a professional sector of the SOE (Society of Operations Engineers).

SOE is a professional membership organisation that represents three professional sectors of
the engineering industry — IRTE, IPlantE and BES.

Top five reasons to join SOE:

1. Professional and industry recognition through post nominal letters (eg MIRTE).
2. Opportunity to gain registration with EC* at CEng, IEng or EngTech level.

3. The latest technical and industry news through Transport Engineer.

4. Full access to website including the ‘members only’ area.

5. Career development opportunities and CPD scheme.

For more information and to join, visit www.soe.org.uk.

engineering success

&cCastrol
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‘Wheel Loss -
No Longer a
Mystery’ booklet

The SOE’s guide to
wheel loss is based
on BS AU50 Part 2
section 7a (1995).
The guide explains
the mechanisms of
wheel loss and
provides helpful best
practice guidance to
assist those
specifying and
maintaining
commercial vehicles
to reduce wheel loss
incidents.

E
Guipe To

TIPPER STABILITY

IRTE Guide to
Tipper Stability

Essential guidance
for those wishing to
implement best
practice when
operating

tipping vehicles or
tipper trailers.

4

[P ——

ode of Practice
or Uncoupling
arking of Large
ods Vehicle Trailers

Coupling and
Uncoupling of
Large Goods
Vehicle Trailers

The IRTE code of
practice is aimed at
managers,
supervisors and
trainers but has
good advice for
everyone who has
responsibility for
the safety of large
goods vehicles and
drivers.

1L S3aLTY OV LDVLTA FS LWL

en .. GUIDE TO WHEEL SECURITY
R o e

Tail Lift

Specification Quide
for Road Vehicles

Tail Lift —
Specification
Guide for Road
Vehicles

Guidance for
manufacturers,
specifiers, installers,
suppliers and users
of tail lifts as to the
safety issues
associated with tail
lift installations.

B
e s ab
P
ATS.

0 WHHAAT . vl b i 110 o g 18
gy G

L B L3 D e K A 0 T
S 1 il

A simple guide for
Tail Lift
Operators

Ve Ry Ben
"CAIGHT WITH YouRe
Towd YET?

IRTE so0=BES 5 _g

Guide to Wheel Security
The associated quick reference poster for Wheel Loss — No longer a mystery booklet

A simple guide
for Tail Lift
Operators

This guide provides
some basic
information and
highlights the user’s
legal responsibilities
in the use,
maintenance and
examination of tail
lifts. It is written in a
simple question and
answer format and
is intended to be
used as a basic
guide to clarify
current legislation
that applies to tail
lifts and tail lift
manufacturers’
recommendations.

To order any of these publications please contact the technical services department

&cCastrol

at technical@soe.org.uk or telephone 0207 630 1111
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The IRTE professional sector thanks the following companies
for their support in publishing this guide.

&Castrol|

Our expertise in lubricant technology has been developed through years of

experience supplying the transport industry. Our goal is to help you achieve
the best possible performance from your vehicles, and improved profitability
for your business.

Today, running a fleet is a tough business. To make your job easier, we draw
on our one hundred years of lubrication expertise to protect your vehicle
and help reduce your operating costs. Our teams of scientists and
engineers, strive to add value by designing the best lubricants in the world;
lubricants with uncompromising performance, for all types of trucks, buses
and coaches, for engines, transmissions, axles and hydraulics and for every
type of operation. Whether you are seeking greater fuel efficiency, extended
service intervals, prolonged component life or better overall cost
effectiveness, you can be sure we have the right product for you.

Castrol (UK) Ltd, Wakefield House, Pipers Way, Swindon, Wiltshire,
SN3 1RE. Website: www.castrol.com/uk.

S ongs

At Backhouse Jones transport meets the law. We are a specialist firm of
transport lawyers. All our clients have one common characteristic which is
the transportation of goods or passengers. We act for clients in the private
and public sectors (both national and international) operating from one to
several thousand vehicles. Our specialist advice is industry specific to
provide commercial advantage.

Backhouse Jones Solicitors, The Printworks, Heys Road, Clitheroe,
Lancashire, BB7 9WD. Tel: 01254 828 300, Fax: 01254 828 301,
Website: http://www.backhousejones.co.uk.

IRTE

SOE, IRTE Professional Sector,

22 Greencoat Place, London SW1P 1PR. Tel: 020 7630 1111 ISBN 978-0-9555685-0-3
Website: www.soe.org.uk Email: soe@soe.org.uk | ‘ | || |H | || | |
Registered Charity No.1081753

Registered in England Company No: 3667147 97780955"568503
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