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Maintenance Forward Planning Procedure
Purpose:
Robust and effective forward planning is essential to ensure all vehicles are presented for annual testing and preventative maintenance inspections within specified timescales.
Scope:
Any fleet vehicle allocated to a Lothian depot must be included in the depot’s scheduled safety inspection plan to ensure they are inspected within a 28-day period.   The planner is stored both manually and electronically and must display a minimum 6-month clear period.
Procedure:
Manual Safety Inspection Planner
· The safety inspection planner should display all vehicles allocated to the depot and their scheduled service plan for a 10-month period.
· The planner must be updated at 3-month intervals (calendar reminders should be set) to ensure a clear 6-month forward planning is always displayed.
· Updates to the planner are also required after any fleet move or service change.
· The information on the planner must correlate with that in the fleet maintenance system.
· The Safety Inspection Planner should also show MOT expiry dates for all vehicles and tachograph expiries where relevant.  These should be updated after each testing/calibration date if practicable or at a minimum in line with the 4 weekly board checks (see below).
· When the Safety Inspection Planner is updated, the previous copies should be retained - both electronically and hard copy.

Electronic Schedule Wallchart
· Scheduled inspections can be viewed in Freeway in the Schedule Wallchart.  These will display for the period covered by the accounts calendar which should always be a minimum of twelve months in advance
· The information in the Electronic Schedule Wallchart should be identical to that on the Safety Inspection Planner

Checking Safety Inspection Planner
· To ensure the information on the Safety Inspection Planner is valid and correct a four weekly board check should be carried out each Period End (calendar reminders should be set to ensure this is not missed).  T-cards on board should be set for period end and turned once complete.
· The steps for the four weekly board check are as follows:
· Compare Freeway Asset List to Bay Sheet – with correct filters applied Freeway Asset List will show all vehicles allocated to the specified depot in the fleet maintenance system and the Bay Sheet will list all vehicles the depot records as allocated.  Any discrepancies should be identified on the board check and the corrective action recorded.
· [bookmark: _Hlk141774093]Compare Safety Inspection Planner to Control list (4-week board) – the Control list must be updated weekly with information from the Safety Inspection Planner.  The check process ensures that all vehicles on the planner match those on the Control list and that the line numbers for the current week are correct.  Any discrepancies should be identified and the corrective action recorded.
· Compare Control list to Bay Sheet – this ensures all vehicles on the Bay Sheet are on the Control list.  Any discrepancies should be identified and the corrective action recorded.
· Compare Safety Inspection Planner to Freeway Schedule Wallchart as detailed in Freeway Schedule Wallplanner to Inspection Board Check (Appendix 1).  This check ensures that all planned services in the fleet maintenance system correspond with those displayed on the Safety Inspection Planner.  Any discrepancies should be identified and the corrective action recorded.
· Compare Safety Inspection Planner to T-cards – ensures that all vehicles allocated are located correctly in the T-card system.  Any discrepancies should be identified and the corrective action recorded.
· Following the completion of the board check the MOT and tacho dates on the Safety Inspection Planner should be checked against those in Freeway to ensure that all dates on the planner correlate with those in the fleet maintenance system. 
· Each section above should be signed by both Depot Administrator and Depot Engineer/Assistant to confirm the check has been completed and notes on any actions are agreed and complete.
· While these procedures are scheduled 4 weekly, they must also be carried out after any service change.
· Any issues identified should be reported to the Chief Engineer and Fleet Admin Manager.

Quarterly Depot Administration Audits
To ensure the processes above are being carried out correctly and consistently they are audited on a quarterly basis as part of the Depot Administration Audits.
· These audits are carried out by a Senior Depot Administrator
· See Appendix 2 for audit report.
· The audit reports should be sent to the Chief Engineer and Fleet Admin Manager
· Findings/required actions will be discussed with the relevant Depot Engineer and Administrator.
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