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Purpose
The purpose of the procedure is to ensure Department Name vehicles and trailers are safe to operate, and should they become unsafe to operate during operation they are taken out of service in a safe and timely manner.
The procedure to be implemented involves: 

· Identifying major defects that would render a vehicle or trailer unsafe to operate and placing it out of service.
· Arranging the repair and the subsequent release of a vehicle or trailer back into service.
· Ensuring all staff involved with the use of Department Name vehicles clearly understand their responsibilities.  
Scope

This procedure applies to vehicles and trailers owned or operated by Department Name for the purpose of completing work duties for the University.
References

University of Guelph Safety Policy Manual: Policy 851.07.07, Motor Vehicles and Farm Equipment

URL: https://www.uoguelph.ca/hr/policies/motor-vehicle-and-farm-equipment-policy
Procedure
1. Authorized operators of CVOR/CMV vehicles shall complete a Vehicle Inspection Report recording any defects found while inspecting the vehicle as per MTO Daily Inspection Schedule 1 stored in the vehicle. Operators of other vehicles, trailers and farm equipment shall perform a pre-operational circle check prior to operating equipment. If applicable, completed circle-check forms shall be returned to and kept on file by the applicable PR supervisor. The University of Guelph Fleet Vehicle Daily Circle Check form is available for download from the Physical Resources Website. 
URL: https://www.pr.uoguelph.ca/pr/policies/campus/1_2_25_vehicle_circle_check_april_2014.pdf
2. The operator shall notify their immediate supervisor when one or more of the following defects are discovered:
· failure of the braking system that results in the vehicle being difficult or impossible to stop
· failure of the windshield wipers
· failure of the headlights, brake lights, or taillights
· flat tire
· failure of the power steering system
· failure of the coolant system causing the engine to overheat
· battery, alternator, or electrical system failure that prevents the vehicle from being started or that results in a discharge of the electrical system
· any defect that, if not immediately corrected, would cause further damage to the vehicle or trailer or would endanger the lives of either the general public or the staff assigned to it, to be verified by the applicable staff supervisor
· fuel leak

· defective trailer coupling device
3. Whenever any of the above defects are noticed on a vehicle or trailer that would require the vehicle or trailer to be placed out of service, the operator shall place in or secure on a sign stating “Vehicle Locked Out” on the vehicle or trailer in a highly visible location. 

A sign shall be kept in each vehicle and extra signs shall be stocked and accessible in the individual areas where staff report to work and through Transportation Services. Once the sign has been placed in a visible location, the operator is required to notify their immediate Supervisor that the vehicle or trailer has a defect and requires service.

The operator shall hand in the keys to the vehicle to their immediate supervisor, or if after hours, the operator shall secure the keys in the designated key box. The applicable staff supervisor is required to contact the University of Guelph’s Transportation Services Department to request that the vehicle be serviced.

Note: The applicable staff supervisor, in conjunction with Transportation Services, is responsible for ensuring that the required repairs are made that will enable the vehicle or trailer to return to service.

The applicable staff supervisor shall inform all vehicle and trailer operators when a vehicle or trailer is locked out.
Responsibilities 
Operators

· Ensuring that the vehicle or trailer to which they have been assigned is safe to operate as outlined above.
· Regardless of a defect not hampering the operation of a vehicle, the operator shall report the defect to their immediate supervisor in order for repairs to be made as soon as possible.
· Ensuring no other staff gain access to the keys to the vehicle before they are handed in to the applicable staff supervisor or securely locked in the designated key box.
Department Supervisors

· Ensuring that vehicles or trailers assigned to operators are in proper working order and are properly maintained.
· Reviewing and filing pre-operational circle-checks, Vehicle Inspection Reports, load security inspections and Duty Status Logs as applicable. 

· Ensuring repair requests are submitted in a timely manner.
· Implementing key control applicable for multiple user vehicles.

This includes ensuring the keys to a locked out vehicle are stored in a securely locked location and the replacement of all keys required to operate vehicles.
Transportation Services 

· Ensuring all regularly scheduled maintenance is performed on all Department Name vehicles and trailers and all off-site maintenance and repair work is facilitated on a timely basis.
· Removing the “Vehicle Locked Out” sign thereby reinstating the vehicle or trailer into use.
· Contacting the applicable staff supervisor or in their absence, their designate, by email or phone if necessary regarding the vehicle’s return to use status.
· Filing all Transportation Services repair work documents.
