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Facilities & fleet maintenance plan

“Providing affordable transportation”

Introduction

This Transit Agency, in its continuous development and concern for the safety of its staff and community members has developed this maintenance plan. This is a living document that will be updated on an “as needed” basis and reviewed annually for compliance to new rules, regulations, and laws.

This plan is designed to keep all vehicles, shop equipment, public areas, and tools, in safe, reliable, and operational condition. It requires management, drivers, and related staff to be well trained and accountable for specific roles. Preventive maintenance is our goal and will come about as a result of working together as a team.

Specific roles
Management

Management will make sure that all staff is properly trained and certified as deemed appropriate in preventive maintenance. The Program Manager must know all parts of the preventive maintenance program, supervise its implementation and evaluate its effectiveness.

Drivers 

The drivers must be certified according to State laws.  Drivers will take the PASS class within 6 months of hire. Driver must know the proper starting, shifting, and braking procedures to extend the life of the equipment and must be vigilant in reporting his/her observations. Drivers will serve as vehicle fuelers and must make sure that all fluid levels are checked each time that the vehicle is fueled. No vehicle should be sent into service low on oil, antifreeze, automatic transmission, or power steering fluid. Unsealed batteries and windshield washer fluid must also be checked and filled. Drivers must also be trained to spot cracked or broken belts, loose or broken brackets, or other worn parts. They should be alert for unusual noises, bad tires, noisy or poor brakes, and clutch adjustments.

Only qualified drivers should maneuver vehicles, especially within maintenance facility and garage. Backing should be prohibited unless absolutely necessary. When backing is necessary, it should be only done with a guide.
All drivers should be completely familiarized with the vehicles including engine compartment, driver controls, and passenger safety devices. Drivers should be trained to recognize unusual noises and describe basic mechanical problems to the supervisor and/or mechanic.
FLEET Maintenance Goals and Objectives   
This Transit Agency, seeks to obtain an overall goal of keeping the vehicles well maintained and servicing the community. Our objectives include:

· Maintaining flexibility for changes in route(s), schedule(s), environment, new technology, and other impacts;

· Maintaining chassis, body, and component manufacturers’ recommended maintenance practices;

· Systematic inspections, services, and repairs;

· Defect reporting;

· Maintaining the proper level of fiscal control; and,

· The proper management of parts, equipment, facilities, fleet, and personnel.

· If inventory is maintained conduct a 6 month inventory check.

Maintenance should cover all vehicles and equipment operated by This Transit Agency. Manuals should be maintained for each type of vehicle and equipment being used by This Transit Agency.

Preventive maintenance inspections & services  
Introduction

Vehicle and component (e.g., handicapped access equipment) manufacturers manuals that recommend maintenance practices as well as specific guidance and instructions for troubleshooting, removal, overhaul, repair, and replacement of components. These manuals are an important part of the vehicle maintenance plan as they define specific maintenance intervals and provide critical information when the maintenance work is actually to be performed.

Preventive maintenance (PM) inspections and services should follow the recommended intervals (within 500 miles or 7 days) by the manufacturer, supplier, or builder. If preventive maintenance services are not being done according to the guidelines of the manufacturer, supplier or builder, the agency may jeopardize any claim to a warranty.

Services eligible for warranty payment must be made by the appropriate personnel and filed with the manufacturer.  Documentation of such services should remain in the vehicle file and a copy should be forwarded to the NDDOT Transit office with the next quarterly report.

Documentation

Preventive maintenance (PM) inspections and services should be performed, and documented according to a schedule. All documentation should be kept through the life of the vehicle plus 3 years.  Whenever a mechanic or tow truck is dispatched to a vehicle in service, documentation should be submitted to the office and placed in the vehicle file. 

PM Inspections

Preventive maintenance (PM) inspections are scheduled to provide an opportunity to detect and repair damage or wear conditions before major repairs are necessary. 

Each inspection will:

· Specify each item to be checked;

· Record repairs and the routine application of fluids;  

· Indicate inspection interval (i.e., daily or weekly); and 
· Contain a pass/fail standard for each item.

Portions of check lists and procedures may come from the manufacturer, the vendor, or This Transit Agency. Refer to Appendix B for an example of a daily PM Inspection Checklist. 

Identified defects

Identified defects should be reported to the project manager. Defects must be reviewed and repair considered. Categories of repair include:

· Safety defect 
The vehicle cannot be released until the repairs are completed, except in case of an emergency. Safety cannot be compromised.

· Mechanical defect

A defect that will worsen and increase cost. The vehicle cannot be released until the repairs are completed, except in case of an emergency. 

· Elective mechanical defect

A defect that does not compromise safety, will not cause further damage if operated but needs to be corrected prior to the next PM cycle.  Repair should be scheduled.  Due to transportation costs and disruption to operations, this decision should not be made lightly.

· elective or cosmetic defect

The defect will not compromise safety and will not cause further damage or cost as it is an aesthetic defect. This vehicle should be scheduled for an off-peak time in the future, as determined by management, or at the next scheduled PM service.

If the fleet experiences recurring defects, the Program Director should check vehicle maintenance files, check manufacturers’ recall notices, service bulletins, and campaigns. 
PM Services

The manufacturer’s recommended service schedule should be adhered to, within +- 500 miles or 7 days.  Many transit agencies will group PM services into different levels, the most commonly used are A, B, C, and D. Level A comprises the most basic and frequent level of PM services while level D consists of more complicated services performed less frequently.

Level A – Conducted at 3,000 miles interval. Change oil and filter, inspect tires, electrical system, service all fluid levels, lubricate chassis and doors, check A/C, hoses, fire extinguishers, belts, brakes, lights, test drive, body damage, etc.  Inspect and test vehicle lift. 

Level B – Conducted at 12,000 mile intervals. Includes all items in level A, plus transmission fluid and filter change. Check coolant, specific gravity, and pH.

Level C – Conducted at 24,000 mile intervals. All items in levels A and B, plus change fuel filter, perform complete engine tune-up, replace air filter, drain and refill differential lubricant and inspection of braking system.

Level D – Conducted at 48,000 mile intervals. All items in levels A, B, and C, plus inspection and repack of wheel bearings.

A recommended PM maintenance schedule based on cumulative mileage would follow a chart as such:

Preventive Maintenance Level – Schedule by Mileage

	PM Level
	Cum. Mileage
	PM Description

	A
	3,000
	

	A
	6,000
	

	A
	9,000
	

	B
	12,000
	A + B

	A
	15,000
	

	A
	18,000
	

	A
	21,000
	

	C
	24,000
	A + B + C

	A
	27,000
	

	A
	30,000
	

	A
	33,000
	

	B
	36,000
	A + B

	A
	39,000
	

	A
	42,000
	

	A
	45,000
	

	D
	48,000
	A + B + C + D


Repeat the schedule.
PM Management by exception

There are many good reasons to vary a scheduled PM service. It will not necessarily hurt the vehicle to have the PM service performed off schedule and still allow This Transit Agency to manage its PM program to achieve its overall goal.

Management by exception allows flexibility in the PM program by authorizing the mechanic to make decisions on deleting or adjusting certain items listed on the PM schedule.

For example, if vehicle A comes in for level D service and according to the vehicle’s records, the front wheel bearings were inspected and repacked at the time of the last front brake job (only 1300 miles ago), s/he could then delete the requirement to repeat this service.

Pre-Trip inspections

An important aspect of preventive maintenance is the establishment of strong communication between drivers and management. An easy way to ensure and document this communication link is through the use of the driver’s daily vehicle inspection checklist.

Each vehicle should have blank copies of the checklist on-board for the drivers to conduct the inspection. The driver should identify any defects and report them to the program manager before driving the vehicle. If a problem arises during the shift, the driver should add comments to the checklist. All checklists are to be maintained in the vehicle’s permanent file.

NOTE: When malfunctions and/or defects are detected which threaten safe operating performance, the vehicle will not be used to transport persons until defects are corrected.

The pre- and post-trip inspection forms shall be legibly completed and signed by the vehicle driver. Pre-trip inspections should include as a minimum:

· Cleanliness – Properly maintained and free of loose articles.

· Lights and reflectors – High/low beams, tail lights, turn signals,

· 4-way hazard flashers, marker lights, license plate light and reflectors should be cleaned as needed

· Brakes – Both foot and emergency brakes should be capable of effectively stopping or restraining the vehicle. Brake pedal should be firm after 1-2 inch free-play on a single down stroke. No noises, vibration or steering changes should result from applying the brakes while moving.

· Horn – Gives an adequate and reliable warning signal.

· Windshield, washer, wipers and defroster – Surfaces must be clean and unobstructed, inside and outside. Washer reservoirs are to be filled as needed.

· Mirrors – All rear vision mirrors must be clean, properly adjusted and unobstructed. Outside mirrors must be mounted on both sides.

· Tires – Must be of adequate load capacity when vehicle is fully loaded. Tires shall be inflated to recommended pressures and compatible with each set (i.e., all radials or all bias ply; no mixed sets.) Tire wear surfaces and sidewalls shall be inspected daily for debris, damage, and wear. Tires shall be replaced prior to revealing the “wear bars” between the treads at the contact surface.

· Speedometer – Shall be operational and accurately record speed.

· Seat Belts – If the vehicle has seat belts, they must be in good operating condition and used by all passengers and drivers. Wheelchair passenger restraints and securement systems shall be fully operational. 

· Doors – Capable of being opened, shut, and locked as required.

· Fluids – All fluid levels must be checked each time the vehicle is fueled and maintained at the manufacturers recommended operating levels. This includes engine coolant, oil, brake fluid, power steering fluid, transmission fluid and washer solvent.

· Wheelchair lifts – Check operating and structural condition by operating through two (2) complete cycles..
· Emergency Equipment – Should be present and operational: Must meet each agency’s policies
	· Flares
	· Fire Extinguishers

	· First Aid Kits
	· Flashlight W/Batteries

	· Blood Borne Pathogens Clean-Up Kit
	· Reflective Triangle

	· Reflective Vest for Driver
	· Clean-Up Kit for Cleaning & Sanitizing the Vehicle


Example of an Inspection Form is in Appendix E.

Post-Trip Reports

Post-trip report is required. Must be modified to each agency’s policies
(a) Report required. Drivers should prepare a report in writing at the completion of each day's work on each vehicle operated and the report shall cover at least the following parts and accessories:

· Service brakes including trailer brake connections

· Parking (hand) brake

· Steering mechanism

· Lighting devices and reflectors

· Tires

· Horn

· Windshield wipers

· Rear vision mirrors

· Emergency equipment
· Wheelchair lifts

(b) Report content. The report shall identify the vehicle and list any defect or deficiency discovered by or reported to the driver which would affect the safety of operation of the vehicle or result in its mechanical breakdown. If no defect or deficiency is discovered by or reported to the driver, the report shall so indicate. In all instances, the driver shall sign the report. Driver needs to sign the driver vehicle inspection report. If a driver operates more than one vehicle during the day, a report shall be prepared for each vehicle operated.
 (c) Corrective action. Prior to requiring or permitting a driver to operate a vehicle, every transit agency shall repair any defect or deficiency listed on the driver vehicle inspection report which would be likely to affect the safety of operation of the vehicle.
(1) Every transit agency or its agent shall certify on the original driver vehicle inspection report which lists any defect or deficiency that the defect or deficiency has been repaired or that repair is unnecessary before the vehicle is operated again.
(2) Every transit agency shall maintain the original driver vehicle inspection report, the certification of repairs, and the certification of the driver’s review for the life of the vehicle plus 3 years.

Post-Trip Report sample is provided in Appendix B.

ADA Accessibility Equipment
introduction

The American Disability Act (ADA), Title 49, CFR, Section 37.161, Subpart G requires that transportation services maintain the ADA features of their facilities and vehicles in operative condition. These ADA features, include, but are not limited to: 

· Lifts and other means of access to vehicles;
· Securement devices;
· Signage or systems to aid communications with persons who have impaired vision or hearing.
Accessibility features must be repaired promptly if they are damaged or out-of-order. When an accessibility feature is out-of-order, This Transit Agency shall take reasonable steps to accommodate persons with disabilities who would otherwise use the feature.

ADA, Title 49, CFR, Section 37, 163 requires the establishment of regular and frequent maintenance checks of the lifts. The vehicle drivers must report, by the most immediate means available, any failure of a lift. If there is no available spare vehicle to take the place of a vehicle with an inoperable lift.  This Transit Agency will contact a repair facility within five days from the date of discovery and schedule repairs as soon as possible..

ADA, Title 49, CFR, Section 37, 173 requires all personnel to be trained to proficiency in the use of ADA equipment, as appropriate to their duties.

Preventive maintenance plan

A preventive maintenance plan for ADA accessibility features should be in place; including a system of maintenance checks based on manufacturers recommended guidelines within 50 cycles or yearly, whichever comes first. The ADA elements have been incorporated in the transportation program’s regular maintenance plan.

(For example, NL-2 series lifts should be serviced at 750 cycles, 1500 cycles, 4500 cycles, and consecutive 750 cycles after 4500 cycles.  All intervals should be within 50 cycles of the stated cycle interval)

Management of Fleet

Physical inventory

This Transit Agency will conduct a physical inventory of capital items of value >$1000 and of all vehicles and reconcile the results with its equipment records annually. 

Vehicle history file

Each vehicle will have a written record documenting preventive maintenance, regular maintenance, inspections, lubrications, and repairs performed. A minimum of the following information will be maintained in the records: 

· Identification of the vehicle

· Year

· Manufacturer

· Make

· Model

· License number

· Registration of ownership

· Date

· Mileage

· Description of each inspection, maintenance, repair, lubrication performed

· The name & address of any business performing an inspection, maintenance, lubrication, or repair

fleet life plan

A fleet plan is an internal, working document that is updated annually. It covers a period of five (5) years. The fleet plan addresses replacement and expansion without regard to funding availability. The fleet plan is based on service needs and economic replacement life. It is used to project new equipment deliveries and disposal, and helps to plan grant activities. It will serve to assist the Program Director to consider vehicle rehabilitation or replacement in lieu of extensive repair and constant unscheduled maintenance.
Other Policies

· No smoking - smoking is prohibited in all facilities. Signs will be posted accordingly.
· emergency numbers - emergency phone numbers must be posted.
· Jump start procedures - employees should be properly instructed on jump starting procedures, including cable connection and disconnection.
· vehicle movement - when vehicles are being moved for any reason, including fueling, speed restrictions should be followed. Personnel should ask for assistance when backing a vehicle, wear seat belts, and drive with the service door closed. If anyone is on-board, they should be properly seated and not standing in the step well area. Personnel will not jump into or out of a vehicle.
· TITLE VI SIGNS – Title VI statements must be displayed in all buildings and vehicles.  
Management of Personnel

Personnel safety

The health and well-being of every employee is of vital importance. The active participation of each employee is mandatory in establishing a safe work environment. This Transit Agency will keep employees aware of required safety and health procedures and employees will be expected to comply with all prescribed guidelines and procedures.

personnel protective equipment

Employees are required to wear all protective equipment at the proper times and in the proper environments. Failure to wear the required protective equipment should be cause for disciplinary action.

lifting technique

Use proper lifting techniques at all times when lifting objects. Bend the knees to utilize leg power and get into a proper position before lifting. Ask for assistance from fellow workers for heavy loads. Avoid twisting and awkward or jerky movements during a lift or while carrying an object.

Management of maintenance Building

NOTE:  Much of this section is for agencies with internal shops/mechanics.  Please add or delete as needed.
Introduction

This Transit Agency recognizes the importance of keeping replacement parts and essential equipment and tools on-hand to minimize downtime for vehicles. This has to be as cost-effective as possible to minimize the investment in the inventory and storage. 
When Mechanics are working in shop they need to wear protective glasses at all times in order to comply with OSHA regulations.

Parts

All replacement parts should be identified by the frequency of part failures, especially when part failures can lead to road calls. If we can develop accurate parts statistics, we have the opportunity to benefit from cost controls by knowing which parts need to be in stock and readily accessible.

Equipment

Machines, Tools, and Equipment

Preventive maintenance and proper care of machinery, equipment, and tools is essential. Equipment and tools in disrepair pose unnecessary hazards. It is important to place them in their proper designated storage place after use.

Jack Stands

Jack stands should be used whenever the wheels are raised two inches or more off the ground. The vehicle must be lowered onto the jack stands and not suspended over them.
Floor Jacks/lifting devices

Care should be taken in instructing all shop personnel on the proper use and positioning of floor jacks and other lifting devices. Lift points should be marked on vehicles.

Equipment Guards

Guards should be installed and used on all equipment with belts or pulleys.

Tire cages/inflation devices

Instructions for mounting/dismounting tires should be posted and strictly followed. Cages or safety inflation devices should be used any time tires are being inflated.

tools

Tools should be kept clean of grease and oil. The tool should be properly selected for the job with the appropriate hand position and technique used for the employee’s protection. Tools should be inspected regularly for defective conditions.  Tool inventory should be conducted semi-annually.

Cords/hoses

Air hoses, extension cords, and droplights should be inspected regularly for worn or frayed condition. They should be kept in a stored or hanging position when not in use. They should be wiped clean after each use. All cords and electrical equipment should have a grounded plug.

EyeWash stations

An eyewash station should be provided and located near a water supply.

Fire extinguishers/first aid kit

At a minimum, one fire extinguisher should be available on each shop wall. A first aid kit should be displayed in the shop with easy access for shop employees. Both items should be inspected on a regular basis (first aid kit supplies, fire extinguisher charge and condition). Both items should be labeled indicating their permanent location.

PITS

(Please include pit maintenance plan here)
Other shop equipment

All shop equipment should be inspected regularly for their condition and cleanliness. Broken or worn equipment (e.g., ladders, hoses, stools) should be replaced to eliminate the possibility of injury to an employee.

Maintenance 

Facility safety training should include:

· Fire safety training and the proper use of all fire/life safety equipment;

· Location of power emergency disconnect;

· First aid;

· Building layout and egress routes;

· Hazard communication.

· Material Safety Data Sheet (MSDS) for all hazardous materials.

Management of Facilities

Management of a maintenance facility requires safety to be a primary concern. Safety must be practiced at all times. It is the responsibility of management to ensure that safe practices are in place at all times and to conduct regular safety meetings. Safety posters and other reminders need to be posted throughout the facility. OSHA rules and regulations provide excellent guidance on facility maintenance practices. Appendix G contains a sample facility inspection sheet.

Housekeeping

Good housekeeping is critical to a safe work environment. In addition to providing a pleasant environment, it improves morale and productivity. Good housekeeping also helps prevent accidents caused by spills of materials and tools that are carelessly left around. Shops and service areas that are kept neat and clear often require fewer repairs and replacement of expensive items.

Employees are responsible for cleaning up their spills. All spills should be mopped or cleaned up quickly. Floors and aisles should be swept on a daily basis. Workbenches and other designated work areas should be kept free of clutter and cleaned daily. Adequate trash containers should be provided in the shop area and on the fuel stations. The containers should be emptied daily. The facility lot and fuel station area should be kept clean of trash and debris.

Materials and equipment should be stored in designated storage areas that are well maintained and free of clutter. Makeshift sites tend to become cluttered quickly, hampering employee mobility and adding to the chance of accidents and injury.

Inspect storage racks, shelves, and storage equipment regularly for safety and strength. Platforms, stairwells, and walkways should be well maintained to eliminate clutter and spills. Stairwells often become temporary storage areas making them hazardous for all personnel.

A well-kept facility is an essential part of an effective disaster and fire safety program. Dirty, cluttered floor space prevents a quick exit in the event of an emergency and increases the chance of fire and death.

facility access

Access to the facility should be restricted to facility personnel and management only except in the areas designated for public use. Signs should be displayed to indicate the areas that are public and those that are restricted.

Fuel stations

The fuel station area will be inspected on a regular basis for defective or worn hoses and nozzles. A fire extinguisher will be kept on the fuel station at all times. At a minimum, the extinguisher should meet class “B” standards (appropriate for use on flammable liquids and gases.) It is recommended that a class “ABC” extinguisher be used as it can handle a wider variety of fires that might occur (e.g., wood, rubber, plastics, and electrical equipment.)                                                                                                              

exhaust hoses

Hoses should be used when vehicles are running and garage doors are closed. Hoses should be inspected for wear or damage regularly.

Glass

Care should be taken when handling or disposing of glass in the facility. Gloves should be worn when glass is being handled.

Siphoning

Siphoning by mouth is prohibited. Proper pumps should be used to extract gas or other fluids from tanks, barrels, or containers.

flammables

Proper procedures for handling, storing, and disposing of flammables should be explained to facility employees.  All flammables should be stored in cabinets and marked as required by OSHA.
Batteries/acid

Protective clothing including aprons, gloves, and safety glasses must be worn when filling batteries. The proper storage, handling and disposal of all batteries are mandatory. Check local, tribal, and state requirements for disposal.

overhead clearance

Exhibit caution to avoid striking your head on vehicle mirrors or other projections in and around the facility.

overhead doors

Overhead doors should be kept either all the way up or all the way down. Doors should not be left in a partially open or closed position.

chemical and waste management

The Federal Hazard Communication Standard 29 CFR section 1910.1200 a.k.a. the Right to Know Law, gives employees a right to know about the hazardous chemicals used in their workplace. It is designed to reduce the incidence of chemically related injuries and illness. This law requires employers to develop a written hazard communication program for the workplace, maintain lists of present hazardous chemicals, label all containers of chemicals in the workplace, distribute material safety data sheets to employees, store hazardous chemicals in approved locations, and implement employee training programs regarding hazards of chemicals and protective measures.   i.e. Material Safety Data Sheet (MSDS)

Most fleet maintenance facilities generate some hazardous wastes and/or other wastes that are regulated by tribal, state, or federal environmental programs. Hazardous wastes include those chemicals that are specifically listed in the EPA regulations (40 CFR 261.31-33) and /or wastes that exhibit any of the four hazardous characteristics:

1. Corrosivity – a pH less than or equal to 2 or greater than or equal to 12.5. Strongly acidic/alkaline.

2. Reactivity – chemically unstable, may react violently with air, water, other chemicals, or wastes that release any cyanide or sulfide. (Not commonly encountered at vehicle maintenance facilities.)

3. Ignitability – liquid with a flash point of less than 140 degrees F. Spent solvents and paint wastes are sometimes hazardous due to ignitability.

4. Toxicity – a list of 40 chemicals (heavy metals, pesticides, and organics) specified by EPA. 

Spent solvents from parts cleaning operations are an example of a waste generated from vehicle maintenance facility that often require hazardous management due to ignitability, toxicity, or listing. Some other wastes may not meet the definition of hazardous waste but do require special handling. The following provides general guidance for management of some of the more common waste streams:

· Waste vehicle lubricants – While generally not a hazardous waste, petroleum-based fluids must still be carefully managed. 
· Spent batteries – These are commonly recycled. They should be stored in a manner that prevents releases to the environment. Batteries with damage cases should be contained to prevent releases. Old batteries should be recycled or disposed of within one year of generation.
· Scrap tires – Not classified as hazardous waste but generally not accepted by landfills unless split, quartered, or shredded. 
· Used oil filters – These should be punctured and thoroughly drained to remove liquids. The recovered oil and filter are recycled separately. Clearly label storage containers.
· Spent solvents – The use of non-ignitable (low-flash) solvents for washing parts may result in a non-hazardous waste stream.
· Used antifreeze – Draining into the sanitary sewer is generally prohibited. Recycling equipment is available for purchase, but some equipment may not remove all impurities.
· Refrigerant – Air conditioning refrigerants must be recycled. Technicians servicing these systems should be certified by an EPA approved training program.
· Paint waste and thinners – Must be sent to an authorized treatment, storage, disposal, or recycling facility.
· Discharge to sanitary sewers - Any discharges, such as vehicle wash water, should comply with tribal and city discharge ordinances. The discharge of wash bay wastewater to septic systems should be avoided unless the appropriate tribal, county, or state permits are obtained.
The Occupational Safety and Health Administration’s (OSHA) Hazard Communication Standard is designed to ensure that employers and employees are aware of all chemical hazards in the work place. The Material Safety Data Sheet (MSDS) is the primary source of information on all chemicals used in the workplace. Each time a new product is procured the MSDS should be obtained from the supplier and placed in the designated location by management so that it is readily accessible to employees. The MSDS contains the physical and chemical characteristics and the health hazards associated with the product as well as the handling precautions and emergency procedures. This information can be useful in determining if acceptance of the product poses additional safety concerns or if unused residuals will require disposal as hazardous waste.

This Transit Agency will provide employees with effective information and training on hazardous chemicals in their work area at the time of their initial assignment and whenever a new physical or health hazard is introduced into their work area (if they have not been previously trained). Chemical-specific information is always available through labels and material safety data sheets.

Employees shall be informed of any operations in their work area where hazardous chemicals are present, the location and availability of the written hazard communication program, including the required list(s) of hazardous chemicals, and the material safety data sheets. Employee training shall include at least:

· The methods and observations used to detect the presence or release of a hazardous chemical in the work area (such as monitoring conducted by the employer, continuous monitoring devices, visual appearance or odor of hazardous chemicals when being released, etc.)
· The physical and health hazards of the chemicals in the work area, including signs and symptoms of exposure to chemicals and any medical conditions known to be aggravated by exposure to the chemical.
· The measures employees can take to protect themselves from these hazards, including specific procedures that this Transit Agency has implemented to protect employees from exposure to hazardous chemicals such as appropriate work practices, emergency procedures, and personal protective equipment to be used.
· An explanation of the labeling system and material safety data sheet and how employees can obtain and use the appropriate hazard information.
Appendix A:

Information For Onsite Mechanic/Tow 
Information Sheet

1) Today’s Date _________________ 
2) Last 5 digits of VIN _________________

3) Time Called : ___________  _____
4) Driver __________________________

5) Route _______________________

6) Location of Vehicle: Be specific – street address, cross street, highway marker

 SHAPE  \* MERGEFORMAT 



7) Reported Trouble: Ask specific questions and be as precise as possible.

[image: image4.emf]   

 

 

  


10) Replacement vehicle ____________________
11) Call received by: ____________

Supervisor’S REPORT

1) Time arrived at Bus: ___________
2) In-Service Repair
Bus Exchange

Towed

                                                                                        (Circle one) 

3) Time Repair/Exchange Completed ____________________________________

4) Nature of Trouble _____________________________________________________

______________________________________________________________________

5) Remarks ____________________________________________________________

Operator’s Signature ________________________________



Program Manager’s Signature __________________________ 


Appendix B: DAILY Inspection Checklist
Last 5 digits of VIN _______________

Odometer _______________

Work Order No. ___________


Date  ___________________

	INTERIOR INSPECTION
	
	
	EXTERIOR INSPECTION  
	

	1
	All Seats and Seat Belts
	
	
	20
	Exterior Body And Components
	

	2
	Doors/ Hinges/Latches/locks
	
	
	21
	Tires / Wheels – Lug Nuts, Tire Pressure
	

	3
	Flooring/Headliner/Side Panels
	
	
	22
	Access Doors/Emergency Doors
	

	4
	Mirrors
	
	
	23
	Fuel Cap And Port
	

	5
	Interior Lights
	
	
	24
	Engine Oil /Trans. Fluid Check
	

	6
	Exterior Lights

· Directional

· Step/door 

· Emergency flashers

· Clearance

· Head lights

· Panel lights

· Tail lights

· Back up lights

· Brake lights
	
	
	25
	Power Steering Fluid Level
	

	
	
	
	
	26
	Battery
	

	
	
	
	
	27
	Radiator Fluid Level
	

	
	
	
	
	28
	Belts/Hoses/Wiring
	

	
	
	
	
	29
	Underhood/Exhaust System
	

	
	
	
	
	30
	Brakes/Brake Fluid/Brake Pedal
	

	
	
	
	
	31
	Parking Brake/Emergency Brake
	

	
	
	
	
	32
	Acceleration/Steering/Tracking
	

	
	
	
	
	33
	Suspension - Shocks/Springs
	

	
	
	
	
	34
	Water/Fluid Leaks
	

	7
	Warning System/Horn/radio
	
	
	35
	Lift/Ramp
	

	8
	Starter System/Automatic Choke/Backup Alarm
	
	
	36
	Wheelchair Lift/Ramp – 

Cycled Y/N - Smooth Operation?
	

	9
	Windshield Wiper/ Washers/ Windshield
	
	
	37
	Interlock System

Lift Fluid Levels
	

	10
	Windows/Emergency Windows
	
	
	38
	4 Tie Downs Per Position
	

	11
	AC/Heater/defroster – front /rear
	
	
	39
	4 Min. Safety Loop Strap Per Vehicle
	

	12
	GAUGES:  Fuel/Oil/Volt/Temp
	
	
	40
	Other
	

	13
	Roof Hatch
	
	
	41
	Fire Extinguisher/First Aid Kit/Safety Triangles
	

	14
	Fare Box
	
	
	42
	Bloodborne Kits /Seat Belt Cutter
	

	15
	Clean?  
	
	
	43
	License Plate/Operators Manual
	

	16
	Required Stickers/posters displayed
	
	
	44
	Registration/Insurance
	


ADDITIONAL COMMENTS:

Inspector: ______________________________

	Remarks
	SYMBOLS

	
	/
	OK

	
	X
	REPAIRS REQUIRED

	
	R
	REPAIRED

	
	O
	NOT APPLICABLE

	


 Appendix C: Reporting Defects

This Transit Agency Program

Defect Report

Last 5 digits of VIN_____________


Date ______________________

Driver ___________________



Please circle all that apply.
	Doors
	W/C Lift
	A/C  or Heat
	Exterior Lighting

	Stick
	No Power
	Defroster
	Headlights

	Too fast
	Deploy
	No Heat
	Tail Lights

	Too Slow
	Platform
	No A/C
	Turn Signals

	Won’t Close
	Restraint
	A/C Light
	Flashers

	Won’t Open
	Stow
	Blowers
	Clearance


	Electrical
	Suspension
	Brakes
	Body Damage

	Dome Lights
	Air Leak
	Pull L/R
	Bumpers

	Gauges
	Leans
	Lock Up
	Front End

	Telltale Lamps
	Won’t Raise
	Soft
	Rear End

	Horn
	Kneeler
	Noisy
	Left Side

	Chime
	Noisy
	Parking Brake
	Right Side


	Windows
	Mirrors
	Steering
	Radio

	Broken
	Broken
	Hard
	Dead

	Etched
	Too Loose
	Shimmies
	Static

	Won’t Open
	Too Tight
	Excessive Play
	Volume

	Won’t Close
	Won’t Adjust
	Pulls Left
	Won’t Transmit

	Need Cleaning
	Spot Mirror
	Pulls Right
	Won’t Receive


	Engine
	Transmission
	Tires

	Stop Light
	Low Power
	Transmission Light
	Flat

	Check Light
	Won’t Start
	Won’t Shift
	Damaged

	Overheats
	Oil Leak
	No Forward
	Low Air

	Smokes
	Fuel Leak
	No Reverse
	Low Tread

	Vibrates
	Water Leak
	Slips
	Uneven Wear

	Stalls
	Noisy
	Leaks
	Loose Lugs


	Other Items

	Wipers
	Accelerator
	Sensitive Edge
	Emergency Exits

	Interior Dirty
	Exterior Dirty
	Graffiti
	Interlock

	Seats
	Other (specify)


Repair Action: __________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Body Damage (Circle Damage Area(s)
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Supervisor’s Signature ___________________________  
Date ________________

Program Manager’s Signature ____________________
Date _______________
Appendix D: PM Service Schedule

Preventive Maintenance Level – Schedule by Mileage

Last 5 digits of VIN _____________



Date _________________

	PM Level
	Cum. Mileage
	PM Description
	Date of Service 
	Comments--Note if Added Comments on Back

	A
	3,000
	
	
	

	A
	6,000
	
	
	

	A
	9,000
	
	
	

	B
	12,000
	A + B
	
	

	A
	15,000
	
	
	

	A
	18,000
	
	
	

	A
	21,000
	
	
	

	C
	24,000
	A + B + C
	
	

	A
	27,000
	
	
	

	A
	30,000
	
	
	

	A
	33,000
	
	
	

	B
	36,000
	A + B
	
	

	A
	39,000
	
	
	

	A
	42,000
	
	
	

	A
	45,000
	
	
	

	D
	48,000
	A + B + C + D
	
	


Repeat the schedule.

Level A – Conducted at 3,000 miles interval. Change oil and filter, inspect tires, electrical system, service all fluid levels, lubricate chassis and doors, check A/C, hoses, fire extinguishers, belts, brakes, lights, test drive, body damage, etc.  Inspect and test vehicle lift. 

Level B – Conducted at 12,000 mile intervals. Includes all items in level A, plus transmission fluid and filter change. Check coolant, specific gravity, and pH.

Level C – Conducted at 24,000 mile intervals. All items in levels A and B, plus change fuel filter, perform complete engine tune-up, replace air filter, drain and refill differential lubricant and inspection of braking system.

Level D – Conducted at 48,000 mile intervals. All items in levels A, B, and C, plus inspection and repack of wheel bearings.

Appendix E: Post-Trip Report

Driver: ______________________

Date: ___________________________

Last 5 digits of VIN ___________________
Time/End of Trip: __________________
Check all Items and Indicate by checking box: 
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Parking (hand) brake
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Horn
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Steering mechanism
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Tires
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Lighting devices and reflectors
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Coupling devices
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Windshield wipers
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Wheels and rims
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Emergency equipment
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Rear vision mirrors
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Service brakes including trailer brake connections

Identify or list any defect or deficiency discovered or reported that would affect the safety of operation of the vehicle or result in its mechanical breakdown (indicate if none discovered or reported as well). _____________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

(Use the back side if more room is needed) 

_________________________

Driver’s Signature
Describe correction action taken: _________________________________________

_____________________________________________________________________

_____________________________________________________________________

(Corrective action. (1) Every transit agency shall certify on the original driver vehicle inspection report which lists any defect or deficiency that the defect or deficiency has been repaired or that repair is unnecessary before the vehicle is operated again)

Print Name of Authorized Individual: ________________________________________

Signature: _______________________________ Date: ________________________

(2) Every transit agency shall maintain the original driver vehicle inspection report, the certification of repairs, and the certification of the driver's review for three months from the date the written report was prepared.
Appendix G: Facilities Inspection Sheet
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A = Monthly


B = Seasonally

C = Annually

ADMINISTRATIVE AREA

A
_____
Office HVAC System: CH air filters

A
_____

 I entire system

A
_____

O Operating system

A
_____

L all bearings.

C
_____
Office Hot water heater: O operation, D tank sediment, A pilot light

A
_____
Lighting, inside & outside: O all lights, CH all defective lamps

A
_____
Lighting, inside & outside, C light diffusers, reflectors

C
_____
Refrigerator: C condensing coils

A
_____
Restrooms & Kitchen Plumbing: O leaks, O operation

A
_____
Fire Extinguishers: I gauge, seal, tag mounting

FACILITY GROUNDS

A
_____
O&A All sprinkler heads, spray pattern, function

A
_____
O&A Timer function. Set for watering activity before & after normal hours.

A
_____
Perimeter & Security Fencing: O & I all fencing, gates, locks, etc.

A
_____
Perimeter & Security Fencing: L gate hinges

TOTAL FACILITY

B
_____
Take all seasonal precautions against subfreezing weather & damage

B
_____
Turn off drain or cover all water conduits, etc. subject to freeze damage

SHOP AREA

A
_____
Air compressor: D water from air tank, I & A drive belts

A
_____
Air compressor: S compressor oil level, L motor bearings

A
_____
Air compressor: D water from air tank, I & A pressure regulator cut-in/out 

C
_____
Air compressor: CH compressor lubricating oil

A
_____
Fire Extinguishers: I gauge, seal, tag, mountings

A
_____
Vehicle lift: I & S & L, OT general operation

A
_____
Shop Tools and Equipment: I & S

Comments: 
Completed by: _____________________

Date___________________

Approved by: ______________________

Date ___________________[image: image3.emf]   

 

 

  


___________________________________________________________________________
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___________________________________________________________________________
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___________________________________________________________________________





___________________________________________________________________________
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Symbols: A- Adjust; C-Clean; CH-Change; I-Inspect; L-Lubricate; O-Observe; OT-Operating Test; S-Service; T-Tighten; D-Drain
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