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Transport Managers Engineering Audit Procedure

Purpose:
The Transport Manager's Engineering Audit Procedure is designed to assist Lothian Transport Managers in conducting audits of the engineering department to ensure comprehensive compliance with both Lothian and DVSA (Driver and Vehicle Standards Agency) standards.
Scope:
During the audit process, the auditing manager is required to utilise Freeway to retrieve all necessary information. This information should then be recorded on the Transport Managers Engineering Audit specific to that garage. A colour score will be assigned based on the evaluation of the repair description, sign-off procedures, and completion status.
Procedure: 
Section 1 – Preventative Maintenance Inspection
Selecting Vehicle:  
Freeway>Fleet>Schedule> list
· Select workshop: Audit location
· Select vehicle from ‘specific asset’ filter
· Load postponed, done, cancelled, time-dependant and distance transactions
· Tick ‘Safety Inspections’ box
· You can then view the Fleet No., Registration, Inspection date & Milage
[bookmark: MOTexpiry]MOT expiry date:
· Double click on relevant transaction
· Select Related Details > Asset Details > 
· Operations > Service Overview
· Reference the MOT expiry cycle and start date column
[bookmark: _Hlk192159753]*Once a vehicle has been through the first MOT You can then view the MOT Expiry date by double clicking on the relevant transaction and reference the ‘Annual test expiry’ top right of the screen. 
Last 3 inspections within correct frequency range (28 days):
Freeway>Fleet>Schedule> list
· View service transactions
· Check date planned matches date serviced
· Check that the Inspection is highlighted green to indicate it is ‘Done’
· Double click on transaction to open schedule event window to view done status, job card number & status of job card i.e. open/closed
Missed Inspection (VOR) sheet present within last 3 inspections:
When reviewing the service transactions for the last 3 months PMI’s all checks should be marked as complete. 
Should any PMI checks be ticked as Rescheduled/Cancelled/Postponed/Dragged then a check to ensure the Missed Inspection Paperwork is required
· Reference the postponed, cancelled, dragged columns
· Check the planned and serviced dates are different
· Check service notes column for reason
· Click documents tab
· Confirm Missed Inspection (VOR) sheet is attached and completed 
Review PMI Inspection Documents (defects all marked as complete? Repair description adequate? Completion signatures available?):
· Double click on the relevant event
· Click Related Details > Job card Details >
· Inspections
· Select PMI Document
· Click Print Report Extended
· Review Document ensuring all defects are marked as complete
· Ensure repair description is adequate for each defect
· Brake test sheet is attached
· Quality Control Declaration is signed by Depot Engineer or Assistant Depot Engineer
Last 3 inspections checked for wheel removal and torque procedure carried out, documented and signed?
· If the inspection document being checked states a wheel removal, then refer to the paper records to ensure the process has been carried out
Latest job card closed. If not provide reason.
· Double click the relevant transaction 
· Reference the job card information on the ‘Schedule Event’ page which will state the job card number and if it is closed/open
Vehicle declared fit for service, signed off & dated correctly:
· When carrying out the review of the PMI Inspection Document check all signatures and dates are present and correct
· You can check the fitness status of the vehicle by double clicking on the event and selecting Related Details > Asset Details




Inspection sheet reviewed by manager, marked as completed & job card closed:
· Double click on relevant event
· Select Related Details > Job card Details
· If the job card is closed this will be highlighted in red (a job card cannot be closed unless all defects have been complete and the inspection has been reviewed and signed by a manager)

Brake test completed and logged correctly with print out – 2nd brake test available if required:
· Double click on the relevant event
· Select Related Details > Job card Details 
· Select Documents
· Check 1st & 2nd brake tests are present and correct (if applicable)
· Please note if the Documents tab is empty you may have to search the service
· Select inspection tab
· Highlight the service
· Click print extended report
· You should now see brake tests within the document

Section 2 – Driver Defect Reporting
28-day report 
Freeway>Fleet>Defects>Defect Details List
· Select view for last and Set date range to ‘28 day(s)’
· Status filters, Set to ‘All’
· Choose ‘Asset’ and ‘Workshop’ being Audited
· Select ‘Defect Type’ column and click on the ‘Filter
· Select ‘Driver’ and click close
Defects for the Asset selected will now be visible for the last 28-days.
Are Defect reports completed correctly by operations & repair section by Engineer.
· Operation defect detail can be viewed under the defect tile
· Defect repairs can be viewed under the Labour description tile
Has all completed work been approved by an engineering supervisor/manager?
· Supervisors sign off can be viewed under Responsible
Section 3 – Period Checks
Wheel removal process & documentation clear to follow and being adhered to.
Using the same vehicles referenced in Section One that have been identified as having had wheels removed, match the date of wheel removal with the corresponding Wheel Fitting and Retorque Record Wheel Fitting and Retorque Record (ED013) Ensure that all relevant boxes are completed and dated correctly, with all accompanying documentation included.

Process to monitor compliance in place including suitable forward planning process.
Each depot maintains a wall chart displaying all vehicles assigned to that location. The chart includes the bus number, the scheduled week and day for each vehicle, the MOT (Ministry of Transport) test date, and ten months of inspection dates along with the service pattern. The chart must consistently reflect a six-month forward schedule and is updated every three months Click here for example
Annual Inspection planner & test results available
Engineering Maintenance Depots (Marine, Longstone and Central) are responsible for preparing and maintaining all necessary documentation for MOT purposes. In the main office, the MOT board will display a schedule for the upcoming month, indicating the dates on which buses are allocated for their MOT tests. The list of buses is provided by head office to each depot, which is then tasked with coordinating the schedule and aligning it, where possible, with their Preventative Maintenance Inspections (PMI). The MOT booking sheet can be found next to the whiteboard, which serves as a larger version of the attached document Click here. The test results are recorded on paper and are currently stored in the front of the vehicle's paper file. Additionally, you can access the provided link to search for the vehicle’s registration number and review the MOT history via the GOV.UK website What is the vehicle's registration number - Check MOT history – GOV.UK.
Section 4 – Summary
The summary section should contain any additional information or findings identified during the audit.
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