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Vehicle of Road (VOR) Procedure 
Purpose:
The Vehicle Off Road (VOR) procedure ensures the safety of drivers and road users by preventing the use of unroadworthy Lothian vehicles. It requires prompt removal from service and completion of necessary checks and repairs before a vehicle is cleared to return. 

Scope: 

A robust system is in place to ensure vehicles are clearly identified as VOR and therefore not used in service.

Minor/Running defects that occur during service and can continue in-service until the end of the allocated shift should be reported to control team at the time the defect is identified and actioned when the vehicle returns to the allocated depot. 

Minor/Running defects are classed as deficiencies that have no significant effect on the safety of the vehicle or impact on the environment and other minor non-compliances. 

Major/Dangerous defects that may occur during service must be reported to the control team immediately for the relevant actions to be instructed i.e. changeover, stand, fitter to attend, run in. 

Major defects are classed as deficiencies that may prejudice the safety of the vehicle, have an impact on the environment, put other road users at risk or other more significant non-compliances.

Dangerous defects are deficiencies that constitute a direct and immediate risk to road safety or having an impact on the environment. 

Vehicles identified as Major/Dangerous are declared as VOR until adequate repairs are completed.

Procedure:
Any Lothian vehicle that is declared VOR must be recorded on the engineering vehicle serviceability report, stating the fleet number, number of days VOR and the reason for the removal from service. 

All vehicle defect reports must be allocated to a responsible person with sufficient authority to ensure that any appropriate action is taken. This may include taking the vehicle out of service. Any defect report is part of the vehicle’s maintenance record and must include a detailed description of the rectification work, the repairer details and be kept for at least 15 months.

Vehicles being removed from service:

Vehicle develops a defect that requires it to be removed from service:

· Place a Vehicle Off Road (VOR) sign on the driver’s cab window. This should be kept visible on the vehicle until authorisation to remove from an engineer supervisor has been received.
· Inform operations the vehicle is VOR through the morning bay sheet or afternoon bay sheet (keep direct communications with operations to ensure information is up to date regarding any changes to vehicle status)
· Ensure the engineering vehicle serviceability report sheet is marked to identify the vehicle as VOR.
· Arrange for the vehicle to be parked in a dedicated area away from active service vehicles.
· Once the maintenance work is allocated to an engineer a steering wheel cover should be fitted when any maintenance work is being carried out.
Vehicle removed from service for scheduled inspection or MOT preparation:
· Place a Vehicle Off Road (VOR) sign on the driver’s cab window (MOT board if the vehicle is VOR for MOT preparation). This should be kept visible on the vehicle until authorisation to remove from an engineer supervisor has been received.
· Inform operations the vehicle is VOR through the morning bay sheet and afternoon bay sheet.
· Ensure the engineering vehicle serviceability report sheet is marked to identify the vehicle as VOR.
· Arrange for the vehicle to be parked in a dedicated area away from active service vehicles.
· Once the inspection/maintenance work is allocated to an engineer a steering wheel cover should be fitted when any maintenance work is being carried out.
Vehicle to remain VOR from service for the following day:

· The engineering vehicle serviceability report and bay sheet should be updated to reflect the VOR status.
· Place a Vehicle Off Road (VOR) sign on the driver’s cab window if it’s not already fitted. 
· Arrange for the vehicle to be parked in a dedicated area away from active service vehicles.
· Inform operations the vehicle is VOR through the relevant bay sheet.

Vehicle VOR for a period longer than the planned maintenance inspections:

· An Engineering Vehicle Allocation Sheet with the section filled out relating to the event (VOR MISSED INSPECTION) must be placed on the vehicle maintenance and electric file to show the vehicle has been VOR with all details added and reason for VOR included.
· The Engineering Vehicle Allocation Sheet must be uploaded to Freeway against the Asset and an email sent to Engineering admin asking for the Asset to be made VOR.
· The inspection frequency wall planner should be updated to identify the vehicle as VOR missed inspection.
· Place a Vehicle Off Road (VOR) sign on the driver’s cab window if it’s not already fitted.
· The engineering vehicle serviceability report sheet should be updated to identify the vehicle as VOR missed inspection.
· Each day the vehicle is VOR it should be categorised on the engineering vehicle serviceability report sheet as having an outstanding missed inspection.
· VOR vehicles should be marked on the relevant engineering bay sheet as VOR. 
Vehicles being returned to service:
Vehicle returning to service following a defect:
· The defect sheet should be completed by the allocated engineer with a clear description of work carried out.
· The defect sheet should be checked and signed by a supervisor (unsupervised shift – defect sheet will be checked on supervisory return)
· The vehicle should then be marked as complete on the engineering vehicle serviceability report sheet.
· Engineer worksheet whether individual or shift sheet should be updated to confirm the vehicle as complete.
· Inform operations the vehicle is fit to return to service through an updated bible or direct communication.
· If a vehicle is returning to service following a breakdown, then a breakdown investigation report should be carried out.
· Remove steering wheel cover.
Vehicle returning to service following VOR for a period longer than the planned maintenance inspections:
· It will require a full safety inspection (on the line number it missed) prior to it being returned to service. Engineering administration must be notified to lift the VOR status and reinstate the PMI cycle. *Please note the Asset will still be unfit until such a time as the PMI has been completed.
· The Engineering Vehicle Allocation Sheet should be updated to confirm the date the vehicle was inspected and returned to service. When the notice is fully complete it should be uploaded to the vehicle electronic file and Freeway against the Asset.
· All prohibition work should be cleared before the vehicle is returned to service with the aim of completing all outstanding work.
VOR vehicle transfer to reserve/withdrawn from service:
Vehicle transferring to reserve or to be withdrawn from service:
· A final inspection should take place, this may be in the form of the final scheduled safety inspection or an additional orange inspection. 
· All outstanding work should be finished and Job cards closed prior to the vehicle transfer taking place.
· Before the vehicle is transferred the cash vault should be removed and vehicle should receive a full interior, exterior and chassis clean. 
· VOR sign should always be fitted.
· An Engineering Vehicle Allocation Sheet with the section filled out relating to the event (Transfer to or VOR Withdrawn from Service) should be completed and added to the vehicle file and electric file.
· The Engineering Vehicle Allocation Sheet must be uploaded to Freeway against the Asset and an email sent to Engineering admin asking for the Asset to be made VOR
Should the vehicle return to service then the return to service process should be followed and return to service paperwork completed.
A VOR sign on a vehicle should only be removed after instruction from an engineering supervisor.
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