Carmarthenshire County Council
Fleet & Transport
Defect Reporting Procedure
1. Purpose
To ensure that all vehicle and equipment defects are identified, reported, and rectified in a timely manner to maintain road safety, ensure legal compliance, and fulfil duty of care obligations.
2. Daily Defect Reporting Procedure
Drivers must complete a walkaround inspection before vehicle use. Any defects must be recorded in the defect book or the digital defect reporting system and reported immediately to your supervisor/team leader.
2.1 Pre-Use (Walkaround) Inspection
All drivers must complete a comprehensive walkaround check before operating any vehicle at the start of their shift, or when taking charge of a vehicle.
Drivers MUST set the tachograph to other work [image: ] before commencing walkaround checks.  This ensures that all duties related to vehicle checks are accurately recorded as working time.
The inspection must include, but is not limited to:
· Braking system
· Steering operation
· Horn
· Numberplate secure/clean/visible
· Tyres and wheels (condition, tread depth, damage, inflation)
· Wheel retorque tags
· Spray suppression/mudflaps secure
· Lights, indicators, reflectors, markers and beacons
· Mirrors and visibility aids (including cameras)
· Windscreen, wipers, and washers
· Heaters/ventilators
· Cab interior secure
· Seatbelts
· Bodywork and load security
· Fluid levels and leaks
· Warning lights and dashboard indicators
· Safety equipment (e.g. reverse alarms, PPE storage, fire extinguishers)

Checks must be conducted in sufficient time to allow defects to be reported and addressed before the vehicle is used.
2.2 Defect Identification and Recording
If a defect is identified at any stage (pre-use, during use, or post-use), the driver must:
· Record the defect using the paper defect book or the digital defect reporting system.
· Provide clear and accurate details, including: 
· Vehicle registration or fleet number
· Date and time of report
· Detailed description of the defect
· Location (if relevant)

Descriptions must be sufficiently detailed to allow maintenance staff to assess and diagnose the issue without delay.
2.3 Immediate Reporting Requirements
All defects must be reported as soon as they are identified to your supervisor/team leader and in accordance with the Driver Handbook and any non-compliance managed through the Driver Handbook Compliance Framework.
In particular:
· Safety-critical defects must be reported immediately to the supervisor or team leader.
2.4 Assessment of Defects
Upon reporting, defects must be assessed and categorised according to severity:
Category A – Dangerous Defects
· The vehicle must not be used under any circumstances
· Examples include: 
· Brake failure or defects affecting braking performance
· Steering faults
· Serious tyre defects (e.g. cord exposed, significant damage)
· Major lighting failures affecting visibility or legality
· Load security risks

Action:
· Vehicle to be taken out of service immediately
· Supervisor, workshop and fleet must be informed
· VOR (Vehicle off road) sign must be placed in the window of the vehicle
· The keys of the vehicle are to be kept securely in a locked box until the vehicle can be repaired or is to be taken to a workshop for repair or recovered.
· Vehicle to be added to the VOR spreadsheet.

Category B – Major Defects
· Defect does not present immediate danger but affects roadworthiness or compliance
· Must be repaired before the vehicle is used again
· Examples include: 
· Worn brake components (pads/discs) 
· Steering play or minor fault 
· Suspension wear (e.g. bushes/shocks) 
· Tyres close to legal limit 
· Minor tyre damage (no cords exposed) 
· Non-essential lights not working
· Worn wipers or poor washers 
· Cracked but usable mirror 
· Minor body or panel damage 
· Tail lift or auxiliary equipment fault (still operable) 
· Warning light showing non-critical issue

Action:
· Vehicle may complete the current task only if safe to do so
· Supervisor, workshop and fleet must be informed
· Vehicle to be taken out of service at end of task
· VOR sign must be place in the window of the vehicle
· The keys of the vehicle are to be kept securely in a locked box until the vehicle can be repaired or is to be taken to a workshop for repair
· Vehicle to be added to the VOR spreadsheet.

Category C – Minor Defects
· Does not affect safety or legal compliance
· Examples include: 
· Minor bodywork damage (scratches or dents) 
· Cab interior damage or wear 
· Non-essential lights not working (e.g. internal light) 
· Loose trim or fittings 
· Minor oil or fluid staining (no active leak) 
· Worn but functioning wipers 
· Cosmetic issues with paintwork

Action:
· Record on defect book/digital defect reporting system and monitor.
· Supervisor must be informed.
· Schedule repair with workshop and fleet.
· Fleet to raise VOR admin card on fleet maintenance system.

2.5 Communication and Escalation
All defects must be communicated through the appropriate reporting and escalation process to ensure timely repair and maintain vehicle compliance.

· Driver Responsibilities
· Report any defect to their Supervisor or Team Leader immediately, either in person or by telephone. 
· Where a paper defect book is used, present the defect book to the Workshop when delivering the vehicle for repair. 
· Where a digital defect reporting system is used, ensure the defect has been correctly submitted and provide any additional information requested by Fleet or Workshop personnel.
· Supervisor Responsibilities
· Reports the defect to Fleet either by phone call or email.

For out-of-hours, standby, or emergency operations:
· Defects must be reported Fleet 07721 605917 / 07976 463579 
· Days Driverline (Mechanical Issues) 0845 2964423 
· Sinclair (Mechanical Issues) 0800 424151 
· Delta Wellbeing (Accident Reporting) 0300 3332222

2.6 Rectification Process
The workshop or fleet team is responsible for:
· Logging the defect within the fleet maintenance system
· Create a VOR admin card on the fleet maintenance system
· Assigning a priority level based on risk
· Carrying out or scheduling repairs
· Ensuring all work is completed to required safety and compliance standards

No vehicle shall return to service until defects have been:
· Repaired, or
· Formally assessed and deemed not to affect roadworthiness

2.7 Post-Repair Sign-Off
Once repairs are completed:
· The defect must be formally signed off by an authorised person
· The record must show: 
· Nature of the repair carried out.
· Date the repair was completed.
· Name of person completing the repair
· Job number from fleet management system.

· For vehicles operating with a paper defect book, the defect entry must be signed off in the defect book and the relevant tear-off slip completed and retained in accordance with depot procedures. 

· For vehicles operating with the digital defect reporting system, the defect must be closed and signed off electronically within the system.

· All repairs and sign-off details must be recorded within the Fleet Maintenance System.
Driver Responsibility
· Drivers must not operate a vehicle unless they are satisfied that any reported defects have been rectified or that the vehicle has been deemed safe and roadworthy by an authorised person. Where a defect remains outstanding, the vehicle must not be used unless the defect has been assessed and authorised in accordance with company procedures.
2.8 End-of-Shift Reporting
At the end of each shift, drivers must:
· Report any new or developing defects identified during operation
· Confirm the condition of the vehicle
· Ensure all reports are submitted before leaving duty

This ensures continuity between shifts and prevents unreported defects.
2.9 Failure to Comply
Failure to follow the defect reporting procedure is a serious matter and may:
· Compromise safety
· Breach Operator Licence undertakings
· Result in disciplinary action
· Any non-compliance managed through the Driver Handbook Compliance Framework.
3. Defect Categories
Category A (Dangerous): Vehicle must not be used.
Category B (Major): Repair required before next use.
Category C (Minor): Monitor and repair as scheduled.
4. Rectification Process
All defects must be logged, assessed for severity, repaired accordingly, and signed off before vehicle returns to service.
5. Record Keeping
All defect reports and repair records must be retained for a minimum of 15 months for compliance and auditing purposes.
6. Compliance and Monitoring
Regular audits will be conducted to ensure adherence to this policy. Non-compliance may result in retraining or disciplinary action.
7. Training
All drivers must receive training on vehicle walkaround checks, defect reporting procedures and refresher training periodically.
8. Emergency Operations
This procedure applies equally during emergency and standby operations. Unsafe vehicles must not be operated under any circumstances.
9. Workshop Flow Process for Defects at Trostre, Cillefwr and Glanaman Depots
1. Driver identifies and records a defect using either the vehicle defect book or the digital defect reporting system, or Fleet requests the vehicle to attend the workshop for servicing or repair.
2. Driver delivers the ignition keys and, where applicable, the completed defect book to the workshop reception.
3. Reception (Trostre) or Team Leader (Cillefwr & Glanaman) reviews the defect report, whether submitted through the defect book or digital defect system. Any anomalies, incomplete entries, or concerns with the reported defect are to be referred to the Fleet Manager.
4. A job is raised on the Fleet Maintenance System by Reception (Trostre) or the Team Leader (Cillefwr & Glanaman). Where a paper defect book is used, the job number is recorded in the defect book.
5. Where applicable, the defect book is provided to the Workshop Team Leader for work allocation.
6. The Team Leader allocates the work to a technician, providing the ignition keys and, where applicable, the defect book.
7. The Technician logs onto the job in the Fleet Maintenance System.
8. The Technician completes the repair and records a brief description of the work carried out. Where a paper defect book is used, the defect entry is signed off.
9. For paper defect books, the tear-off slip is removed upon completion of the repair.
10. For vehicles using paper defect books, the signed-off defect book is returned to the vehicle cab.
11. The Technician enters all relevant repair and maintenance details into the Fleet Maintenance System.
12. The vehicle is removed from the workshop and made available for operational use.
13. The ignition keys and, where applicable, the tear-off slip are returned to Reception/Team Leader.
14. The Technician logs off the job in the Fleet Maintenance System.
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