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1. OBJECT AND KEY POINTS IN THIS REPORT 
 

1.1 To seek the agreement of the Cabinet Member for the adoption of a 
formal vehicle maintenance procedure to be included within an overall 
fleet management policy. 

 
 

 
2. BACKGROUND INFORMATION 
 

2.1 North Lincolnshire Council’s Fleet Provision division is responsible for 
the procurement, maintenance and legal compliance of the council’s 
mixed fleet of vehicles. 

 
2.2 There is currently no formal policy or process in place for identifying the 

responsibilities of individuals with regard to vehicle maintenance. 
 

2.3 Vehicle maintenance can be split into 3 specific areas: 
 

 Inspection. 
Daily pre-use checks; 
Periodic safety inspections; 
Independent specific inspections; 
Annual testing. 
 

 Service. 
Mileage based ; 
Time based . 
 

 Defect repair 
Defects found on inspection; 
Vehicle breakdown. 
 
 
 

 

 



2.4 Inspection and service can be classified as planned and proactive 
whilst repairs are a reactive and unplanned process. 

 
2.5 A system of maintenance is required under the following areas of 

legislation. 
 

 The Health & Safety at Work Act 1974 

 The Corporate Manslaughter and Corporate Homicide  

Act 2007 

 Management of Health & Safety at Work Regulations 

1999 

 Provision and Use of Work Equipment Regulations 1998 

 Workplace (Health, Safety and Welfare) Regulations 1992 

 The Road Traffic Act 1991  

 The Carriage of Dangerous Goods and Use of 

Transportable Pressure Equipment Regulations 2004 

 The Goods Vehicle (Licensing of Operators) Act 1995 

 The Goods Vehicle (Licensing of Operators) Regulations 

1995 

 The Goods Vehicle (Licensing of Operator) (Fees) 

Regulations  1995 

 The Public Passenger Vehicles Act 1981 

.  
 

2.6 Periodic safety inspections are scheduled by the Fleet Provision 
division  to ensure compliance with legislation and vehicle operators 
are informed on a monthly basis which vehicles need to be brought to 
the vehicle workshops for inspection. 

 
2.7 Item specific inspections (tail lifts, gas systems, etc) are also scheduled 

by the Fleet Provision division and these are timed to coincide where 
possible with the periodic safety inspections to reduce vehicle 
downtime. 

 
2.8 Daily pre-use checks are the responsibility of the vehicle user and their 

line management. This is covered within Section 5 of the drivers 
handbook. 

 
2.9 Recently  Zurich Risk Engineering UK carried out a review of risk 

management practices within various service functions of North 
Lincolnshire Council’s motor fleet. One of the recommendations in the 

 



 
 
 
 
3. OPTIONS FOR CONSIDERATION 
 

3.1 The introduction of the attached vehicle inspection service & repair 
procedure as part of the overall fleet management policy. 

 
3.2 Not to introduce the attached procedure.  

 
 
4. ANALYSIS OF OPTIONS 
  

4.1 The adoption of the attached procedure on vehicle inspection, service 
and repair as part of the overall fleet management policy will ensure 
that all staff who have a part to play are instructed on the process, 
thereby ensuring that the council will be fulfilling its obligations under 
the above legislation. 
 
Furthermore adopting the policy will ensure that the relevant  
recommendations of Zurich Motor Review have been met. 

  
 

4.2 Not to introduce a formal procedure for vehicle inspection, service and 
repair increases the risk of prosecution for the council. 

 
 
5. RESOURCE IMPLICATIONS (FINANCIAL, STAFFING, PROPERTY, IT) 
  

5.1 Financial  
None.  

 
 5.2 Staffing. 
  None. 
 
 5.3 Property. & IT 
  None. 
 
6. OTHER IMPLICATIONS (STATUTORY, ENVIRONMENTAL, DIVERSITY, 

SECTION 17 - CRIME AND DISORDER, RISK AND OTHER) 
 

6.1 None 
 
 
 
 
 

 



 

7. OUTCOMES OF CONSULTATION 
 

7.1 As this process is one of vehicle and equipment management, 
consultation has taken place with the Service Director Finance, the 
Head of Travel Choice, the Head of Streetscene & Landscapes and the 
Better Routes DLO Manager. There has been no adverse or negative 
response. 

 
7.2 Between them the Head of Streetscene & Landscapes (167), The 

Head of Travel Choice (75) and the Better Routes DLO Manager  (33) 
control 274 vehicles and items of equipment which account for 76 
percent of the total fleet strength of 362 items of equipment. 

 
8. RECOMMENDATIONS 
 

8.1 That the content of this report is noted and the adoption of a formal 
procedure for vehicle inspection service and repair is supported and 
approved as part of the overall fleet policy. 

 
SERVICE DIRECTOR NEIGHBOURHOOD AND ENVIRONMENT 

 
Grange Lane North 
SCUNTHORPE 
North Lincolnshire 
DN16 1BT 
 
Author: John Luty 
Date: 24 August 2010 
 
Background Papers used in the preparation of this report  
 
Zurich Draft Motor Review – 28 May 2010 
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1.0 Introduction. 
 
 
 
1.1 The purpose of this procedure is to ensure that all supervisors and line managers 

are aware of the requirements and provisions for the inspection, service & repair of 

council owned or leased vehicles operated under this policy. 

 

 

1.2 Vehicle maintenance can be split into three specific areas: 

 

• Inspection. 

• Service. 

• Repair. 

 

1.3 Two of these areas (inspection and service) are planned and proactive whilst repair 

is a reactive process. An organisation is expected to have in place a programme for 

ensuring that the vehicles it operates are safe, roadworthy and meet the legal 

standards required to operate.  

 

 

2.0 Inspections. 
 

2.1 All vehicles covered by this policy are subject to routine inspection. Inspections are 

carried out to ensure that the equipment is in a safe and / or roadworthy condition. 

The scope of these inspections may vary and the persons who carry them out may  

also be trained and qualified to different levels. 

 

2.2 All vehicles coming onto the Council fleet will be subject to a first use inspection. In 

the event of a new vehicle being acquired it is adequate to rely on the pre-delivery 

inspection carried out by the vehicle supplier. If a second hand or hired vehicle is 

being supplied the Fleet Provision division will arrange to inspect this vehicle and 

the cost of this inspection will be charged back to the user.  
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2.3 This first use check is to ensure that the vehicle is in a safe and / or roadworthy 

condition when it is first put out to use. 

 

2.4 All vehicles and equipment will be subject to a drivers / operators daily pre-use 

inspection. This is listed within the driver’s handbook and an appropriate inspection 

sheet should be used. This ensures that any defects that have arisen on a vehicle 

during its use are picked up before the vehicle is used again. Drivers / operators are 

required to carry out this daily pre-use inspection. 

 

2.5 Managers must ensure that drivers are given adequate time to complete these 

inspections. Managers must also monitor by the use of spot checks (sometimes 

referred to as gatehouse checks) that these inspections are carried out and that 

drivers who fail to carry out such inspections are interviewed and advised of their 

duty. Notes should be made of any interviews and forwarded to HR for inclusion on 

the driver’s personal file. Employees who fail to carry out these checks should be 

dealt with under the capability policy. Continued failure to carry out the checks may 

result in disciplinary action. 

 

2.6 Managers should ensure that records of these inspections are maintained and 

available for inspection.  

 

2.7 The Fleet Provision division will call vehicles in for safety inspections. These 

inspections are to comply with operators’ licensing requirements. They are more 

involved than the driver’s daily checks and are carried out by qualified mechanics 

and will cover areas that the driver is unable to inspect. At these inspections the 

mechanic will also perform a brake performance test and the results of this will be 

recorded and, along with the mechanics inspection report, filed for inspection by the 

enforcement authorities. 

 

2.8 The frequency of these inspections may also vary. This is dependent on the type of 

vehicle, the conditions under which it operates and the amount of use that it is 
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subject to. The Fleet Probision division will programme all council fleet vehicles for 

safety inspection to ensure legal compliance. 

 

2.9 Certain vehicles require other inspections to comply with specific requirements of 

legislation e.g. LOLER, passenger & tail lift inspections (every 6 months by an independent 

approved contractor) bin lift inspections (every 6 weeks by a competent mechanic & 
periodically by our Insurance Companies engineering division). Inspections of propane 

heating systems to comply with the Pressure Systems Safety Regulations 2000 (every 12 
months by an independent competent contractor). 

 

2.10 These inspections are organised to coincide with the planned safety inspections 

carried out by the Fleet Provision division to ensure that downtime is kept to a 

minimum. The records of these inspections are held within the Fleet Provision 

division. 

 

2.11 Vehicles that are presented for routine safety inspection must be presented in a 

clean and unloaded condition. This includes any ancillary equipment e.g. Cranes, 

hoists, tail lifts or bin-lift equipment. 
 

3.0  Routine Inspection Scheduling. 
 
3.1 The Fleet Provision division will prepare a schedule of vehicle inspections and 

services to comply with both the manufacturers recommendations on servicing and 

the legislative requirements of operators licensing for vehicle inspection. It will also 

be designed to comply with any other legislative inspections (LOLER, Pressure 

Systems Safety Regulations 2000) . 

 

3.2 This schedule will take into account the make and type of vehicle, the environment 

in which it is working and the expected annual mileage / hours usage. The schedule 

will also take into account workshop loadings, hours of operation, term times (if 

applicable) and any annual shutdowns. 

 

3.3 The schedule is a requirement of operators licensing regulations and will be 

available for inspection by an officer of the enforcement authority. 
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4.0 Routine Service. 
 
4.1 The routine servicing of council fleet vehicles and equipment is scheduled by the 

Fleet Provision division and this will be organised to coincide with the planned 

safety inspections to ensure that vehicle and equipment downtime is kept to a 

minimum.  

  

4.2 This servicing will be based on the recommendations of the vehicle manufacturer 

and the lubricating oil supplier. 

 

4.3 Synthetic and semi-synthetic oils are used as appropriate to extend the interval 

between oil and filter changes. 

 

5.0 Running repairs and defect reporting. 
 

5.1 If a vehicle is found to have a defect during the driver’s pre-use check the driver 

should notify their line manager who will contact the Workshop Manager to agree 

when the vehicle is to be presented to the workshop for the defect (s) to be rectified. 

 

5.2 If a defect occurs during the course of the day the driver must inform their line 

manager who will advise them what course of action to take. The line manager will 

contact the Workshop Manager to agree when the vehicle is to be presented to the 

workshop for the defect (s) to be rectified. 

 

5.3 Accurately completed defect reports are to be handed to the Workshop Manager 

when the vehicle keys are handed in. Vehicles that arrive for defect rectification 

without a defect report will be turned away. 

 

5.4 On receipt of the vehicle keys the Workshop Manager will arrange for a red “do not 

use” tag to be affixed to the vehicle (usually the steering wheel). Following the 

completion of the repair the workshop manager will arrange for a green tag to be 

affixed to the vehicle. 
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5.5 Refuse collection vehicles will only be accepted in a loaded condition if they are 

unable to be offloaded due to a failure in the offloading system. It is the 

responsibility of Cleansing to ensure that appropriate measures are taken to ensure 

that on the return to work of a partially loaded vehicle, cross contamination of waste 

streams does not take place. 

 

6.0 Chargeable repairs and modifications. 
 
6.1 Whilst the costs of the majority of vehicle repairs are covered within the hire 

agreement, certain repairs (damage or non fair wear and tear) are directly 

chargeable to the vehicle / equipment user.  

 

6.2 To prevent unnecessary downtime the Workshop Manager will arrange chargeable 

repairs up to a value of £100.00 without seeking further authorisation from the user 

department. The Workshop Manager will send an e mail for budgetary information 

purposes only. 

 

6.3 Where a repair is above £100.00 the Workshop Manager will send an e mail to the 

user department and repairs will not proceed until written authorisation has been 

given. 

 

6.4 Modifications and alterations to a vehicle will only be carried out following a written 

authorisation from the budget holder. 

 

6.5 Modifications or alterations that significantly change the design, purpose or 

operation of a vehicle will only be considered after approval has been obtained from 

the leasing company that own the vehicle. 

 

6.6 Modifications that have a detrimental effect to the safety, legality or operational 

efficiency of a vehicle will not be carried out. 

 

6.7 Modifications are chargeable to the user requesting those modifications. 
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7.0 Record Keeping. 
 
7.1 The Fleet Provision division will complete and hold records of all vehicle inspections 

carried out by either the in-house workshop or any third party maintenance 

providers in accordance with operators licensing legislation. The Fleet Provision 

division will also complete records of all defect rectification and routine servicing 

and repair. 

 

7.2 The Fleet Provision division will also hold records of all statutory inspections carried 

out by either the in-house workshops, sub-contractors and enforcement authorities 

as required by either legislation, council policy or leasing companies. 

 

7.3 The above records will be held at the vehicle workshop on Grange Lane North and 

they will be held for the length of time required by either legislation or council policy, 

whichever is the longer. 

 

7.4 Users are required to keep records of daily pre-use checks and any adjustments or 

lubrication of any parts they are qualified and authorised to do. 

 

7.5 Electronic records will be backed up in accordance with IT policy. 

 

8.0 The Vehicle Maintenance Facility. 
 
8.1 North Lincolnshire Council operates an in-house vehicle maintenance workshop to 

carry out all of the routine inspection, servicing and repairs of the council owned and 

leased vehicle fleet including: 

 

• Motorcycles & mopeds 

• Cars 

• Small, medium and large vans 

• Larges goods vehicles 

• Minibuses 

• PCVs & PSVs 
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• Tractors 

• Mowing machines & other horticultural equipment 

 

8.2 This facility is based at: 

Grange Lane North. 

Scunthorpe. 

DN16 1BT. 

 

8.3 There is a 5mph speed limit on the site. 

 

8.4 This facility operates between the hours of 06:00 – 22:00 Monday to Thursday and 

06:00 – 21:00 Friday. 

 

8.5 Vehicle inspections, repairs  and servicing may be carried out by a third party 

contractor if in the opinion of the Workshop Manager there is an operational need 

and that this will offer best value for the council as opposed to delaying a vehicles 

return to use. 

 

8.6 Drivers or operators arriving at the maintenance facility are expected to comply with 

the Grange Lane North, Site Management Plan, shown in appendix 1 of this 

document 

 

8.7 Drivers or operators who are delivering vehicles or plant for inspection, service or 

repair will park the vehicle in one of the designated bays. After removing the vehicle 

keys they will report to the Workshop Manager’s office and hand over the keys and 

any defect reports. If the Workshop Manager is away from the office the employee 

will remain in the waiting area  

 

8.8 Members of council staff will remain within the painted and fenced walkway and not 

wander around the workshop. 

 

8.9 Drivers or operators who are collecting vehicles will report to the Workshop 

Manager’s office and collect the vehicle keys from a member of fleet staff.  If there 



 

Fleet Management Policy (Draft 1)                         Page 9 of 10 

Fleet Management Policy.
Vehicle Inspection, Service & Repair procedure.

is no one in the office the employee will remain in the waiting area; if the Workshop 

Manager is away from the office the employee will remain in the waiting area. 

 

8.10 Unauthorised members of staff found wandering around the workshop will be asked 

to leave and will be reported to their line manager for failing to follow health and 

safety instructions. 

 

9.0 Key performance indicators. 
 

9.1 The Fleet Provision division will maintain a number of key performance indicators 

on both its own performance and that of the user departments 

 

9.2 Workshop KPIs will include the following: 

 

• Service turnaround time  

o This will include the number of service and inspections 

completed on the due date and available to the user by the end 

of the (workshop’s) working day. It will not include vehicles that 

are presented late or fail to turn up. 

 

• Repaired 1st time 

o This will include vehicles that are re-presented to the workshop 

within 24 hours with the same fault. 

 

• Downtime 

o This will include the amount of time a vehicle is in the workshop 

for non routine repairs. 

 

9.3 User KPIs will include the following: 

 

• Vehicles presented on time. 

• Vehicles that fail to be presented for planned inspection within 1 week 

of the booked date. 
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• Vehicles that are presented for inspection and found with defects that 

should have been reported by the driver and are not. 

 

 

 

 


