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 Vehicle Defect Reporting Procedure - Engineering
Purpose:
Vehicle safety is a core requirement of our operator licensing system. On undertaking our O Licence, we made a commitment to the Traffic Commissioner to have acceptable arrangements in place for maintaining our vehicles in a fit and serviceable condition. The DVSA’s Guide to Maintaining Roadworthiness makes clear that:
It is not enough to rely on a maintenance system alone, because this cannot ensure that vehicles are roadworthy. To ensure best practice, you will need to combine good quality maintenance practices and skills with supervision and effective management of the system.
Ensuring we have a robust system in place to deal with any vehicle defects forms a crucial part of our vehicle maintenance system. This is achieved through effective reporting, categorisation and appropriate action.
Scope: 
Any fleet vehicle that develops a defect or a cause for concern from a driver regarding its mechanical function throughout the course of the day.

Procedure:
Any vehicle defects found by a member of staff including driver colleagues and engineers should be reported to control or depot supervisors depending on when the fault occurs. Following the defect report the defect should be entered in to FACT. When defects have been entered in to FACT a blue defect sheet will print out at the vehicles allocated workshop printer. Once the defect has been identified, an Engineering colleague will be allocated the work and will make the necessary arrangements to repair the vehicles fully, safely and within a reasonable timeframe. 
Defects are reported throughout the day and on various shifts, depending on the shift the procedure may differ, such as: 
Morning Run Out Defect
· Driver Identifies defect on their allocated vehicle and reports defect to supervisor.
· Supervisor inputs defect to FACT and allocates work to the shift engineer.
· Shift Engineer attends defect and if possible, carries out repair. Once repaired the Engineer should inform the night supervisor and driver if available the vehicle is fit for service.
· Should the work be required to be completed on a pit, arrangements should be made to transfer the vehicle to the pit.
· If the vehicle is unable to be repaired before its allocated departure block time, the Engineer should inform the night supervisor who will allocate a second vehicle for the block. The engineer should also inform the engineering controller who will allocate the repair work to another engineer, allowing the shift engineer to return to morning run out duties.
· Once the defect is completed the engineer should inform the supervisor that the repair has been completed and returned as a good vehicle. The night supervisor will allocate the vehicle to another block if required.
· Following the morning run out, all defect paperwork if required should be completed by the Engineer that carried out the repairs providing a detailed description of the repair that was carried out on vehicles and return paperwork to the workshop supervisor.
· The workshop supervisor should check the description of repair and accompanying paperwork then sign the defect sheet confirming an acceptable description of the repair has been provided (if the description of repair is not acceptable then the defect sheet should be discussed with the engineer and the vehicle should be arranged to be rechecked for further diagnosis and repair if required).
Dayshift/Backshift In-Service Defect
· Driver identifies defect and reports to control providing details of the defect.
· If the vehicle is required to stand. Then the Engineer if requested to attend should follow the Engineering Breakdown Procedure.
· Upon control receiving the relevant information for the defect, they should record the defect in FACT with the relevant defect code and any additional information.
· The defect paperwork will print at the engineering pod, once printed the Engineering Supervisor should allocate the work to a trained engineer.
· Upon allocation of work the engineer should carry out the repair in a safe environment
· Following completion of the repair the paperwork should be completed by the engineer with a detailed description of repair that was carried out on the vehicle and returned to the engineering supervisor.
· Workshop supervisor should check the description of repair and accompanying paperwork and then sign the defect sheet confirming an acceptable description of repair has been carried out (if the description of repair is not acceptable then the defect sheet and vehicle should be returned to the engineer to carry out a further diagnosis and repair if required)
Unsupervised Shift (Weekend/Nightshift) In-Service Defect
· Driver identifies defect and reports to control providing details of the defect
· If the vehicle is required to stand. Then the Engineer if requested to attend should follow the Engineering Breakdown Procedure.
· Upon control receiving the relevant information for the defect, they should record the defect in FACT with the relevant defect code and any additional information.
· The defect paperwork will print at the engineering pod, once printed the on-shift engineer should allocate the work to themselves. 
· Upon allocation of work the engineer should carry out the repair in a safe environment.
· Following completion of the repair the paperwork should be completed by the engineer with a detailed description of repair that was carried out on the vehicle. 
· Paperwork should then be attached to the shift sheet and put in a place agreed with the management team.
· Vehicle should be returned to traffic as a good bus.
· Workshop Supervisor/Manager should check the description of repair and accompanying paperwork and sign the defect sheet confirming an acceptable description of repair has been carried out (if the description of repair is not acceptable then the defect sheet should be discussed with the engineer and the vehicle arranged to be rechecked for a further diagnosis and repair if required).
Should a vehicle not be repaired and therefore required to be kept VOR (Vehicle of Road) then the VOR procedure should be adopted with the vehicle being marked as VOR and the relevant control sheets identifying the vehicle as VOR until the repair has been fully carried out and the vehicle is fit to return to service.
Paperwork:
Following any repair:
· A detailed description of repair is required including all accompanying checks and paperwork should be provided with the defect sheet i.e., diagnostic tests, major unit paperwork and brake tests.
· Any paperwork that requires a 24-hour recheck should be checked and added to the relevant daily wall file for the recheck to be carried out.
Should the defect result in a wheel removal or major unit/critical component repair then the relevant procedures should be adopted.  
Upon completion of the defect:
· All paperwork should be checked by the supervisor and signed before a further paperwork check is carried out by the depot management team.
· The defect sheets should then be forwarded to the engineering administration assistant for close down and filing.
Should the description of repair not be adequate then issues identified or concerns raised with the initial engineer who completed the repair. If required the vehicle should be arranged to be rechecked.
Follow up Checks:
If a defect requires a follow up check, then the relevant procedure should be followed i.e., Wheel Torque Procedure, Major Unit /Safety Critical Items – 24-hour check. Following a vehicle breakdown, the Breakdown Investigation Procedure should be carried out at the earliest opportunity.
Any vehicles identified as a repeat report should be booked in by the depot management team for a recheck.
Any defects reported at the drivers first use check (following morning run-out) or last use check (following vehicles returning to the depot) that should have been reported at the end of the previous shift should be raised with the General Manager by the Engineering Management team.
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