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                                                               Foreword
                            Connect Transit Departmental Policies directing the performance of Preventive Maintenance is incorporated in this manual. They are instituted to assist all levels of Supervision in achieving the most cost-effective Maintenance Operation of the Connect Transit Fleet.

                                                                            GOALS
THE Goals of the preventive maintenance program is to insure efficient use of equipment, manpower, and tools, in order to achieve maximum serviceability of the vehicle/ equipment fleet at the lowest overall cost to The Gulf Coast Center / Connect Transit. 













                                                      


                                                                       DEFINITIONS


Preventive Maintenance Policy:  the collective effort of all Managers, Supervisors, Mechanics, Vendors, and operators to achieve preventive maintenance goals of Connect Transit.
Routine Inspection: daily inspection, or pre-trip operator inspection. Its purpose is to insure that the unit is ready for operation, and has a high probability of completing the day without failure.
Periodic inspection: quarterly or 5000 mile oil change inspection. It is schedule to coincide with servicing as manufacturer recommends
Major Inspection: annual or 18,000 mile Mechanical and Safety inspection. As with the other inspections, manufacture recommendations are followed, and any needed repairs performed.
Road Supervisor: are appointed in accordance with Connect Transit Policies, to administer the PM program by helping, teaching, observing, and reporting.
Operators: Individuals, who are trained, licensed when required, and authorized to operate the equipment. 








                                                                

                                                                              POLICY
Connect Transit Policies pertaining to Preventive Maintenance (PM) are established as following:
· Vehicles /  Equipment, preventive maintenance shall be supported and published by Transit Manager
· Vehicles / Equipment, personnel and time shall be made available for the performance of preventive maintenance.
· Vehicles / Equipment preventive maintenance shall be performed at prescribed intervals.
· The manner in which these policies are carried out will be established.
· The Transit Manager will publish whatever directives are required to insure implementation.
 
The Gulf Coast Center / Connect Transit will not tolerate the waste caused by disregard of preventive maintenance requirements. PM requirements are to be followed. Any willful violation of these directives shall be grounds for disciplinary action.

Road Supervisors are responsible for the maintenance of all vehicles and equipment. This entails joint responsibilities: 
· To maintain the vehicle / equipment 
· To get optimum use of vehicles / equipment
 In a model PM program, in order to insure that the work proceeds without unnecessary interruption the Road supervisor;
· Sees that work schedules are coordinated with the vehicle and daily schedules
· Sees to necessary training so that operators are available for training in the skills required for PM
· Makes vehicles available to accomplish the PM inspections and repairs
· Promotes the PM program at every level
· Determines the steps that are required to accomplish routine, periodic, and major inspections for each type of equipment. Insuring that the inspection and servicing includes all items recommended by manufacturer, and that each inspection is conducted on a schedule that does not exceed manufacturer recommended time service. He / She insure that the inspections cover items added by Connect Transit after delivery.
· Informs Transit Manager of the finding of Mechanics for repairs of vehicles and equipment that might reflect upon the effectiveness of the PM program, suggesting improvements or acknowledging of accomplishments.
· Impresses upon personnel doing PM inspections the need for a high level of confidence that the vehicle and equipment will operate without interruption until the next inspection.
· Insures that maintenance and PM of vehicles and equipment is the first priority tasks of Connect Transit.
  
Operators: It is the Operators responsibility to;
· Perform the daily routine Pre-Trip and Post –Trip PM inspections.
· Insure that the time of mileage scheduled between inspections is not exceeded.
· Keep the “service due” stickers currant.
· Fill out the daily vehicle and equipment report and systems of malfunctions that cannot be diagnosed, and those repairs needed and report to the Road Supervisor.


Record Keeping: 
General              Vehicle and Equipment service records are kept in the vehicle numbered physical file folders located in the Transit Managers office and fleet program.
                             Copies of all Vendors Service reports and payment requisitions are maintained in the Transit Managers office and accounting office.
                              Records maintained in the computerized program system are available to managers and transit staff for reviewing past history and for projecting into the future to make decisions concerning:
· Vehicle and equipment fleet
· Replacement
· Transfers
· Scheduling
· Use, etc.
Handling PM Charges:  All service invoices will be processed, stamped, parts charges and program charges verified and copied, recorded in the computerized program and then forwarded to Technical Assistants office. 

Routine PM Inspection: The checklist included herein is not a comprehensive checklist for all vehicles and equipment, nor is it intended to be. Its purpose is to give a generalized format to assist operators in the daily Pre-Trip and Post-Trip inspections.


Inspection Sequence: The suggested sequence of events described below is to comply with GCC/Connect Transit Pre-Trip and Post-Trip inspection checklist sheets.

1. The inspection begins as soon as the operator has the vehicle in sight. Operator is required to look over the general area for hazards and objects. Operator looks at the vehicle and equipment for:
1-A. External damage, report to supervisors ASAP. Clearly report on Pre-Trip checklist       drawing, date and sign. 
· Low tires or damage
· Puddle of fluid under vehicle. The color will suggest what it is: clear- fuel or water, brown or black- oil, green or orange- coolant, red- transmission or hydraulic fluid. 
2. Check the service stickers to insure the next Periodic or Major inspection will not be due during the time the vehicle is in use.
3. Inspect the items on the Pre-Trip and Post-Trip checklists and sign checklist.
4. Turn the power switch on, check the dash warning lights.
5.  Listen for abnormal sounds, which might indicate mechanical or exhaust   problems.
6. Watch for all panel warning light to see that they all go out with normal start up.
7. Adjust seat for comfort, adjust outside mirrors for view of vehicle.
8. Check head lights, high and low beam, turn indicators front and rear, emergency flashers front and rear, all clearance lights. Brake lights and reverse lights. (Ask for assistance) 

9. Check wheel chair lift for proper operation. All wheel chair restraints and seat 
belts should be check daily for proper operation and use. 
10. Fare box should be installed and working properly.

Periodic PM Inspection:  The purpose of the Periodic inspection is to insure compliance with the manufacturer’s warranty pertaining to:
· Changing of oil and fluids
· Changing of filters
· Greasing
· Accomplishing routine adjustments
· Accomplishing repairs as necessary to insure serviceability of vehicle until the next scheduled inspection.

Frequency: Periodic Inspection will be conducted at every 5000 miles intervals.

Who Performs Periodic Inspections: Road Supervisors assigned to Galveston and Brazoria Counties are assigned the tasks for tracking vehicle mileage (along with operators’ checklist)
And taking the vehicle to the assigned Vendor for the Periodic inspection. A service sticker with the mileage indicator shall be posted in the left windshield or driver’s door to indicate the next Periodic Inspection.


Major PM Inspection: The purpose of the Major PM Inspection is to comply with the manufacturer warranty instructions and to insure the mechanical integrity of the unit until the Major Pm Inspection.
Frequency: The frequency of the Major Pm Inspection is established by the GCC/Connect Transit, Transit Manager. The Major PM Inspections will be conducted at every 18,000 mile intervals.
 Who Performs Major PM Inspections:  Road Supervisors assigned to Galveston and Brazoria Counties are assigned the tasks for tracking vehicle mileage (along with operators’ checklist) and taking the vehicle to the assigned Vendor for the Major PM Inspection. Road Supervisors are to insure the Major PM Inspection is conducted to the compliance of GCC/Connect Transit Major PM Inspection checklist sheet.

The Road Supervisor must:
· Immediately following a PM inspection as required by Vendor, must review the discovered defects.
· Safety Defects- Safety cannot be compromised. The vehicle cannot be release until all repairs are completed.
· Mechanical Defects- A defect that will worsen and increase cost cannot be released until repairs are completed.
· Elective or Cosmetic Defect- Defects will not compromise Safety and will not cause a further damage or cost as it is an aesthetic defect. Vehicle should be scheduled for a future off-peak time, or repair parts will be on hand, or delayed until the next PM.

Note: When possible the State of Texas Vehicle Safety Inspection should be performed at the same time as the Major PM Inspection.
All PM Service invoices and Vendor PM check sheet are to be copied, files in the vehicle number file and entered in the computerized system, and forward to Technical Assistant office.




 
