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SOE (Society of Operations Engineers) is a professional membership organisation representing some 17,000 
individuals and companies in engineering. It supports and encourages members throughout their careers and is 
committed to their ongoing growth and personal development.

Through a network of trustees, industry partners and members, SOE promotes best practice in operational and 
health and safety initiatives. SOE offers members continuous professional development and support throughout their 
careers, providing definitive recognition for both achievement and status. The organisation is a Licensed Member of 
ECUK and can nominate members for ECUK registration at EngTech, IEng and CEng levels. 

SOE represents the Professional Sectors IRTE, IPlantE and BES and developed the technician licensing scheme, 
irtec. 

IRTE (Institute of Road Transport Engineers), one of the most respected names in UK transport, has always been 
recognised as an impartial voice of the industry.

IRTE publishes an industry-leading technical journal, Transport Engineer, every month. Transport Engineer is 
renowned for its incisive coverage of key issues, authoritative reporting, news analysis and informed comment. 

IRTE also hosts regular technical seminars and forums and works alongside the DfT to promote efficiency and best 
practice. Recent events include trips and falls from vehicles, truck operation, fuel efficiency and the Road Safety Act. 
IRTE’s technical committee also produces regular industry guidance on key topics.

IRTE members come from a wide variety of transport-related roles. These include workshop managers, fleet 
engineers, transport managers, company directors, apprentices and technicians in the light and heavy goods vehicle 
and bus and coach sectors. 

This publication is a result of work conducted by the North West Goods Vehicle Maintenance Liaison 
Committee. For more information about IRTE technical activities please contact technical@soe.org.uk.

This guide was first published by the IRTE Professional Sector of the SOE in August 2008.
© 2008 Society of Operations Engineers

At Backhouse Jones transport meets the law. We are a specialist firm of transport lawyers. All our clients have one 
common characteristic which is the transportation of goods or passengers. We act for clients in the private and 
public sectors (both national and international) operating from one to several thousand vehicles. Our specialist 
advice is industry specific to provide commercial advantage.

Backhouse Jones Solicitors, The Printworks, Heys road, Clitheroe, Lancashire, BB7 9WD
Tel: 01254 828 300, Fax: 01254 828 301 , Website: www.backhousejones.co.uk



Modern commercial vehicles have complex and varying maintenance needs. For those who are 
contracting out their maintenance, it is important to ensure that the maintenance facilities of the 
workshop used are adequate for the type and number of vehicles undergoing maintenance. The 
following document has been created to assist in choosing maintenance facilities. It provides 
guidance for those undertaking a workshop assessment to see if it is suitable for their company’s 
requirements. 

The guide covers what to look for in:

Premises
Tools and Equipment
Technical Staff
Management and other staff
Documentation
Parts department
Overall facility appearance
Quality of work performed.

To use this guide effectively, you should familiarise yourself with the form and guidance notes 
before a site visit. When visiting the maintenance facility, fill in a copy of the assessment form 
whilst referring to the notes. When a comparison of alternative facilities is made, the forms will 
provide invaluable information to assist you in making a selection.

•
•
•
•
•
•
•
•

Introduction



Working Premises

1. Parking heavy goods vehicles or unaccompanied trailers in the roadway is    
 an unacceptable practice. Based on the workshop size and possible throughput, is the  
 parking facility adequate?

2. Are the pits or hoists of suitable dimensions and lifting capacity for the type of equipment  
 maintained?

3. Check the availability of suitable lighting for:

 • General workshop activities
 • Hand held inspection lamps to facilitate vehicle/trailer close work inspection at all  
  workstations, pits and hoists
 • Close workbench examination work.

4. Are the bay dimensions suitable to accommodate the type of equipment to be maintained?

5. Check for the presence of a vehicle washing unit and comment on the accessibility.

6. If there is a dedicated VOSA test lane available? Check the class to ensure it is appropriate  
 for the equipment that is to be maintained. State class of test in comments.

7. Briefly comment on the distance and suitability of the nearest VOSA test station.



Tools & Equipment

1. Are the registers?

 • Kept in a secure place
 • Complete with tool identification description and serial numbers 
 • Clear and concise with calibration due and done dates for each item. 

2. Has each item been calibrated on time and are current and valid certificates available for  
 examination?

3. Check for the presence of a rolling road brake tester – is the equipment accessible at all  
 times? Can loads be assimilated? Is there a print out of the result available? Is the result of  
 the test clearly defined “Pass or “Fail”?

4. Check for the presence of a road speed limiter test facility. Is the facility used on all routine  
 safety inspections? Is the result of the test clearly recorded on the safety inspection   
 document?

5. Can Tachograph recording equipment and speed limiters be calibrated and/or repaired at  
 the workshop? Are the technicians suitably qualified to complete the tasks undertaken?

6. Check for the presence of a headlamp aim measuring equipment – is the headlamp aim  
 checked and where necessary adjusted at all routine safety inspection events?

7. Is the steering track checked and is there a suitable surface available to allow this check  
 to be completed in an effective manner?

8. Can smoke emission be checked – are the emissions checked at all routine safety   
 inspections? Is there a print-out clearly stating the test result?

9. Ideally, the repairer will provide vehicles to support the activities carried out within the  
 scope of the workshop:  

 • Unaccompanied trailers will necessitate the use of a workshop shunt vehicle. Is the  
  vehicle road legal? Is it used to take trailers for annual test?
 • Vehicle testing and in particular brake testing could also necessitate the use of 
  a loaded semi-trailer, is there such a trailer available and is the trailer loaded to  
  maximum capacity. In addition, is it used routinely and, where appropriate, for  
  rolling road brake tests?
 • Off-site repair vans have become very useful workshop tools. If a van exists, is  
  it fully equipped and do the technicians and supervisors understand the limitations  
  of the van repair service? If possible, ask for examples. 



Technical Staff

1. Is there suitable evidence available to support the claim that all technicians have been  
 trained through an apprentice training scheme? Is there a suitable scheme currently   
 operating within the workshop?

2. Have all fully qualified technicians been licensed under the irtec scheme?

3. Are there manufacturer specific product training courses available and do fully qualified  
 technicians attend these courses?

4. Examine evidence to support all training, confirm the existence of a training matrix, and  
 plan.

5. Have all the vehicle examiners been trained in inspection techniques and are they familiar  
 with the VOSA Testers Manual? If possible, ask for examples.

6. Is there evidence to suggest that the technicians are aware of the existence of 
 the Operator Licence Scheme? In addition, do they understand their role and how non- 
 compliance could adversely affect their customers licence? If possible, ask for examples.

7. Is there evidence of document completion training available?

8. Determine the existence of a grievance procedure, and, is it used?



Management, Reception & Clerical

1. Is there evidence to suggest that the Service/General Managers understand the   
 obligations of the customers Operator Licence? If possible, ask for examples.

2. Is there written evidence to suggest that regular customer review meetings take place, are  
 the reviews two-way and is the content of the agenda appropriate? For example:

 • Annual test result analysis
 • Pro-active Maintenance Planning
 • Achievement of the plan
 • The benefits of preventative maintenance and how it could reduce downtime and  
  costs for the transport operation
 • Vehicle/trailer late arrivals and the effect on the workshop loading
 • Compliance to a written driver defect scheme
 • Documentation completion and timeliness of return to the transport operation
 • Existence of driver related faults found at routine safety inspections
 • Mechanical breakdowns between routine safety inspections
 • Changes to legislation effecting vehicle maintenance

3. Is workshop management keeping regular contact with VOSA and other enforcement  
 agencies? If possible, ask for examples.

4. Do all staff know customer individual operational requirements? Is there written evidence  
 to support this?

5. Is there one central point of contact for the workshop? Check with sample phone call.

6. Can work be pre-booked in advance and confirmed on arrival? Examine workshop-loading  
 schedule.

7. Is there a suitable post-repair notification procedure in place and is it fully complied with?  
 Is the communication by fax, verbal or both?

8. Is there a suitably-qualified person available at all times to endorse defect and safety  
 inspection documentation?

9. Is the Service/General Manager qualified to CPC level? 



Documentation

1. The vehicle and trailer safety inspection documents must be adequate and at the   
 very least comply with the examples set out in the Guide to Roadworthiness. Check the  
 documentation used and compare with the example in the guide.

2. Quite often, customers may elect to supply their own documentation. Provided the   
 documents are acceptable, can this be accommodated?

3. It is good practice for all documents to be checked on completion for their accuracy and  
 completeness. Are all documents checked, are mistakes and omissions rectified, and is  
 this fed back into the document completion training?

4. Before a vehicle/trailer is released after a routine safety inspection, the “Declaration 
 of Roadworthiness” should be endorsed. Check the completed safety inspections   
 documents available to verify this requirement is complied with.

5. The vehicle/trailer history files must contain all relevant maintenance documentation,  
 including those documents issued at annual test. Therefore, the VTG14/2, test certificate,  
 plating certificate and rolling road brake test report should be despatched along with the  
 safety inspection document to the transport operation. Verify that this procedure is fully  
 complied with.

6. Following a routine safety inspection or defect rectification, it is important that the   
 operator is fully aware of the status of the repair and the availability of the vehicle/trailer.  
 It is common practice for the workshop to initially contact the operator by phone and 
 for the documentation to be completed and despatched to the operator in a timely   
 manner. In these circumstances, a suitable faxed copy of the completed documentation  
 should be despatched at the time of the telephone call. The faxed copy should then be  
 replaced with the original again in a timely manner. Check and comment on the current  
 system in use.

7. It is good practice for copies of all documents to be held on file at the repairing workshop.  
 Verify that copies are held on file.



Documentation (continued)

8. Operators are required to formulate and manage their own maintenance planners.   
 However, as a safety net it is good practice for workshops to operate similar planners  
 for all their customers. The planners will also provide the basis of a maintenance reminder  
 procedure, which could be used to smooth out peaks and troughs in workshop loading,  
 and in addition, could provide financial benefits to the workshop.

9. The technicians and possibly other members of staff, may be required to drive customer’s  
 vehicles. Therefore, it is essential that all driving licences be checked on a regular basis for  
 both class and validity. Driver licence checks should be conducted on a regular basis,  
 should be forward planned and a copy of the actual licence should be dated, endorsed,  
 suitably filed and be available for examination.

10. The workshop should also provide suitable motor vehicle and liability insurance.   
 Certificates should be made available for examination.

Parts Department

1. Is there a Parts Department on site?

2. It is good practice to replace worn parts with original manufacturer equipment. Verify  
 by visiting the parts storage bins that parts are in fact genuine and not spurious (see  
 General Observations Note 5).

3. Is there a parts person available to discuss parts issues?

4. The operator should be able to clearly identify parts fitted to the vehicle/trailer. Examine  
 the workshop documentation to determine if parts are listed individually.

5. Parts failing prematurely should be identified and claimed under a parts warranty scheme.  
 Does a warranty scheme exist?

6. Are premature failures fully investigated and is the result of the investigation documented?  
 Comment on findings.



Quality & Appearance

1. Workshops should be constantly checking the quality of the work output. An internal  
 quality control with associated documentation is essential to provide this facility. Check  
 the procedure, content and relevance of the quality check system.

2. In addition to internal quality checking, it is also good practice to have the quality   
 of work output checked by an independent body. Several independent bodies within the  
 transport industry are able to carry out such quality examinations. Independent checks  
 must be documented and available for examination.

3. It also good practice to agree with all customers acceptable service levels. All agreements  
 should be documented and available for examination.

4. In addition, the workshop may be accredited with ISO 9002. Comment as appropriate.

5. Cleanliness of the workshop and associated workrooms and offices is of 
 extreme importance. Therefore, an examination of all work areas should be conducted and  
 reported in the comments.

6. All external parking places should be clean and hazard free. In addition they should be  
 clearly marked and be equipped with suitable lighting. Comment on findings.

7. All signage should be clear and easy to follow. Check the clarity on entrance to facility.



General Observations

1. Observe a number of rolling road brake tests and comment on the meaningfulness of the  
 tests. Rolling road brake tests should:
 • Be conducted by a tester fully experienced in the use of the test equipment
 • Where feasible, be fully loaded or have load assimilation applied
 • Be fully comprehensive with all test modes applied – brake effort, bind, ovality and  
  imbalance
 • Provide a unambiguous test result print-out marked “Pass or Fail”

2. Examine the quality of maintenance on a number of vehicles or trailers post-repair, and  
 comment on the result of the examination.

3. Examine at least five recently completed safety inspection documents and comment on  
 the quality.

4. Observe the receptionist at work and comment on the attitude towards drivers/customers  
 and their ability to determine the actual faults reported. Comment on the findings.

5. It is good practice to replace worn parts with original manufacturer equipment. Verify by  
 visiting the parts records and contents of the storage bins that parts are in fact genuine  
 and not spurious. Comment on the findings.

6. Check the training records of at least 25% of the technical staff. Comment on the findings.

7. Check the content and agenda of a number of customer review meetings. Comment on  
 the findings.

8. Random check the vehicles parked and the whereabouts of the keys. In addition, check  
 that park brakes have been applied on unaccompanied trailers. Report the findings.

9. Check and comment on the in-cab and chassis cleanliness of at least five completed  
 vehicles/trailers awaiting collection. Report the findings.



Repairer Details Operator Details
Workshop: Company:
Service Manager: Manager:
General Manager: Contractual 

Arrangements:

Address: Is the workshop 
within an acceptable 
distance?Date:

Vehicle Types:
(Tick if suitable)

LGV:    rigid (    )     artic (    )    7500Kg (    )     18000Kg (    )    26000Kg (    )     32000Kg (    )    44000Kg (    )
PCV:    Minibus (    )     Single Deck (    )    Double Deck (    )

Maintenance Supplier Assessment

Compliant - tick 
as appropriate Comments

Workshop Premises Yes No
1) Is there adequate and secure off road parking at the 
workshop?
2) Are suitable pits and/or vehicle hoists available for underside 
inspection?
3) Is the lighting arrangement adequate for general and close 
work inspection?
4) Are the physical dimensions of the workshop bays 
satisfactory for all types of vehicles/combinations?
5) Is there cab and chassis washing facilities available and are 
they used on routine visits?
6) Is there a dedicated VOSA HGV test lane available at the 
site?
7) Is there a VOSA Test Centre within a reasonable distance of 
the workshop?

Tools and Equipment
1) Are calibration registers available for torque wrenches and 
other calibrated tools?
2) Are the tools tested on time and are calibration certificates 
available for examination?
3) Is there a rolling road brake tester with load assimilation and 
print-out facility on site?
4) Is there a facility to test the speed limiter at routine 
inspection?



Tools and Equipment (continued) Yes No Comments
5) Is there a facility to repair and/or calibrate Tachograph and 
speed limiter?
6) Can headlamp aim be checked and adjusted?

7) Can steering track be checked and adjusted?

8) Can smoke emission be checked by instrument?

9) Is there a suitable shunt vehicle, a loaded test trailer and fully 
equipped service van available?
Technical Staff
1) Have technicians been properly trained via a recognised 
apprentice scheme?
2) Are technicians licensed to irtec standard?

3) Do technicians receive suitable manufacturers product and 
VOSA inspection technique training?
4) Is there evidence to support all training?

5) Are technicians fully conversant with the VOSA Inspection 
Manuals and are the manuals available?
6) Are all technicians aware of and understand customers “O” 
Licence obligations?
7) Do technicians receive training in document completion 
techniques?
8) Is there an adequate disciplinary procedure available within 
the workshop?
Management, Reception and Clerical Staff
1) Is the General manager aware of and understand customers 
“O” Licence obligations?
2) Are regular review meetings held with the customer and do 
they report instances of unreported driver related faults found at 
routine inspection; is a test results analysis carried out?
3) Is regular contact maintained with VOSA and other 
enforcement authorities?
4) Are all staff made aware of the customer’s individual 
operational requirements?
5) Is there a single point of contact ie - reception facility?

6) Is there a pre-booking and booking-in facility?



Management, Reception and Clerical Staff (continued) Yes No Comments
7) Is there a post repair notification procedure?

8) Is there a suitably qualified supervisor available at all times 
to endorse defect and inspection documents?
9) Does the General/Service manager hold a CPC in Road 
Transport Operation?
Documentation
1) Are vehicle and trailer safety inspection documents adequate 
and accepted by VOSA?
2) If preferred, can the customer’s own documentation be 
used?
3) Are completed documents quality checked by the Service 
manager/supervisor?
4) Does the Service Manager/supervisor endorse the 
declaration of roadworthiness?
5) Following annual test, is the VTG14/2 attached to the Test 
Certificate(copy) prior to dispatching to the customer?
6) Are safety inspection and all other relevant documents 
despatched to the operator in a timely manner?
7) Are copy documents held at the workshop?

8) Are maintenance notification reminders sent to the 
customer?
9) Are technical staff driving licences checked on a regular 
basis?
10) Is there evidence of valid motor vehicle and liability 
insurances?
Parts Department
1) Is there a Parts Department on site?

2) Are the replacement parts from the original manufacturers 
equipment?

3) Is there a Parts person available to discuss parts issues?

4) Are parts listed as individual items on the follow-up 
documentation?
5) Is a parts warranty scheme applied?



Quality and Appearance Yes No Comments
1) Is there an internal quality control procedure in place, 
covering at least 25% of through-put?
2) Are post inspection quality checks completed by independent 
bodies on a regular basis?
3) Are Service Level Agreements established with all 
customers?
4) Is the workshop accredited to ISO 9002?

5) Is the general cleanliness of the workshop and associated 
offices acceptable?
6) Is the external parking facility clean, hazard free, properly 
organised and is the lighting suitable?
7) Is the signage clear and easily to follow?

General Observations Completed
1) Observe rolling road brake tests to determine the accuracy 
and meaningfulness of the test and result.
2) Examine vehicles (post repair) to determine the quality of 
workmanship.
3) Quality check five recently completed inspection documents 
to determine the accuracy and standard.
4) Observe the receptionist at work to determine their attitude 
towards drivers/customers.
5) From the parts department, select five replacement parts to 
determine their original source.
6) Check the training records of at least 25% of Technicians.

7) Ensure that agenda, notes and actions of customer review 
meetings are retained.
8) Spot check the security of vehicles and related keys: plus the 
park brake application on solo trailers.
9) Check the cleanliness of at least five completed vehicles 
awaiting collection.
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IRTE Technical Guides

A Best Practice Guide towards

Tachograph 
Systems

Compliance

Roadworthiness 
Guide

This guide is intended 
to assist vehicle 
operators and managers, 
regardless of fleet size 
to improve their vehicle 
maintenance controls 
and standards.

IRTE Guide to 
Tipper Stability

Essential guidance 
for those wishing to 
implement best practice 
when operating tipping 
vehicles or tipper 
trailers.

Coupling or 
Uncoupling and 
Parking of Large 
Goods Vehicle 
Trailers

The IRTE code of 
practice is aimed at 
managers, supervisors 
and trainers but 
has good advice for 
everyone who has 
responsibility for the 
safety of large goods 
vehicle and drivers.

Tail Lift - Specification 
Guide for Road Vehicles

Guidance for manufacturers, 
specifiers, installers, suppliers and 
users of tail lifts as to the safety issues 
associated with tail lift installations.

A simple guide for Tail Lift 
Operators

This guide provides some basic 
information and highlights the user’s 
legal responsibilities in the use, 
maintenance and examination of tail lifts. 

Tachograph 
Systems 
Compliance

In this indispensable 
guide, Senior Tachograph 
Consultant, Gordon J F 
Humphreys, explains what 
firms need to do to protect 
their Operator’s Licence.

‘Wheel Loss - No 
Longer a Mystery’ 
booklet

This guide explains the 
mechanisms of wheel 
loss and provides helpful 
best practice guidance to 
assist those specifying and 
maintaining commercial 
vehicles to reduce wheel 
loss incidents.

All of our guides are available on the SOE website just visit the www.soe.org.uk and click on ‘Technical Guides’.

IRTE currently represents around 12,000 engineers in the road transport industry. It supports and encourages 
good industry practice and health and safety initiatives, and is committed to the ongoing continuing professional 
development of its members.

Benefits of membership include:
Industry’s leading independent technical journal, Transport Engineer, delivered monthly
The opportunity to gain professional recognition within the transport industry
A gateway to registration with ECUK – SOE can nominate its members for registration at all three levels – EngTech, 
IEng and CEng
Up-to-date news, innovations and legislation in your specialist area of the industry via www.soe.org.uk
Access to online discussion forums
Assisted career development through a structured Continuing Professional Development (CPD) Scheme

•
•
•

•
•
•

Join IRTE

For more information and to join, visit www.soe.org.uk
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