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Introduction

This unit describes the skills and knowledge required to carry out an inspection of a
commercial vehicle, including hauling units and any attached trailer, in accordance with
relevant workplace procedures.

It applies to individuals conducting routine checks, cleaning vehicles, ensuring all specified
safety requirements are met and ensuring vehicles are operational according to workplace
procedures.

No licensing, legislative, or certification requirements apply to this unit at publication.

What will T learn?

This learning guide will provide you the skills and knowledge required to:

1. Check and clean vehicle.

2. Complete documentation.
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What will I learn?

In this chapter, you will learn about the following:

1. Vehicle hazards are identified and required action is taken to minimise,
control or eliminate identified hazards.

2. Visual check of internal and external condition of vehicle is carried out and
relevant documentation is completed in accordance with workplace
procedures.

3. Pre-operational inspections and checks are conducted in accordance with
workplace procedures.

4. Associated equipment is tested to ensure it functions correctly to
manufacturer specifications and workplace procedures.

5. Operational checks are carried out after engine is started to identify
possible defects.

Shutdown checks are carried out to identify possible defects.

Warning systems (instruments and gauges) are checked to ensure they are
operational in accordance with manufacturer specifications and workplace
procedures.

8. Vehicle monitoring device, including In Vehicle Monitoring System (IVMS)
and telematics, are logged on/off as required in accordance with
manufacturer instructions and workplace procedures.

9. Vehicle is cleaned in accordance with work health and safety
(WHS)/occupational health and safety (OHS) and environmental
requirements and workplace procedures.
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1.1 Vehicle hazards are identified, and required action is
taken to minimise, control or eliminate identified
hazards.

Understanding systems operation allows inspectors to identify irregularities in critical
components, such as transmission or suspension systems, ensuring safety. This knowledge
supports proper diagnosis during routine inspections and ensures compliance with workplace
safety standards, contributing to the reliable and secure operation of commercial vehicles in
various settings.

Systems operation on commercial vehicles

A contemporary vehicle comprises numerous parts and components that collaborate
harmoniously to create the final product: The Car. These individual elements are organised
into groups known as systems, each serving specific functions and contributing to the overall
operation of the vehicle. Many systems constitute the modern vehicle, with some
collaborating to accomplish larger and more intricate tasks while others function
independently to fulfil specific roles.
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(Source: https://schoolworkhelper.net/vehicle-systems-overview/)

A fundamental aspect of commercial vehicle operation entails comprehending and effectively
managing the diverse systems that contribute to the overall process and functionality of the
vehicle.

Principles of systems operation

Inspectors must understand principles such as how braking systems function, steering
mechanisms operate, and electrical systems interact. Familiarity with these principles
enables them to detect faults, verify operational integrity, and maintain compliance with
workplace procedures. This knowledge supports identifying issues like air pressure loss in
brakes or electrical malfunctions in lighting.
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The following are some fundamental principles that govern the functioning of systems on
commercial vehicles:

e Fuel system - The primary function of the fuel system is to store and supply fuel to the
engine. In the past, fuel systems were primarily mechanical, relying on a mechanical
fuel pump and a carburettor to mix fuel with air. However, modern fuel systems are
often electronically controlled and monitored. Additionally, some fuel systems
incorporate an Evaporative Emission System, which captures and stores fuel vapours
that would otherwise be released into the atmosphere. These captured vapours are
subsequently drawn into the engine and burned during regular operation.

e Electrical system - A vehicle’'s electrical system is responsible for supplying the
necessary voltage to operate various electrical components, including the lighting
system. The primary power source for the electrical system is the battery. The electrical
system includes the starting system, which utilises a high-output electric motor to initiate
engine rotation, allowing the fuel and ignition systems to take over. On the other hand,
the charging system comprises an alternator, which functions as a large battery charger.
The engine powers the alternator through a drive belt.

o Ignition system - The ignition system plays a vital role in generating the spark required
to ignite the air/fuel mixture inside the engine, enabling it to combust. The spark must
be delivered accurately regarding timing and sequence to the cylinders. This ensures
optimal power output with minimal fuel consumption and reduced emissions. By
providing precise ignition timing, the system contributes to efficient engine performance
and helps minimise environmental impact.

o Exhaust system - The exhaust system has the important task of safely and silently
channelling the burned exhaust gases away from the vehicle’s interior. It comprises a
network of interconnected pipes that guide the exhaust fumes to the vehicle’s rear,
where they exit through the tailpipe. Additionally, the exhaust system incorporates a
catalytic converter, which plays a role in emission control. The catalytic converter helps
to burn any unburned gases, reducing harmful emissions before they are released into
the environment.

e Suspension/steering system - The suspension and steering system work together to
ensure safe and controlled vehicle operation. The suspension system absorbs road
shocks and maintains stability while driving straight or during turns. It provides a
comfortable and smooth ride by minimising the impact of road irregularities. On the
other hand, the steering system enables the driver to easily control the vehicle’s direction
with minimal effort. It allows for precise steering input, ensuring manoeuvrability and
responsiveness while navigating the road. Together, these systems contribute to a safer
and more enjoyable driving experience.

e Braking system - The braking system plays a crucial role in ensuring safe vehicle
operation by allowing the driver to slow down and bring the vehicle to a stop when
necessary. Understanding the specific type of braking system, whether air brakes or
hydraulic brakes, is important in safely operating the vehicle. Applying even pressure to
the brake pedal and avoiding sudden or harsh braking can help maintain control and
prevent skidding or loss of stability. By employing proper braking techniques, drivers
can achieve effective and controlled braking performance, enhancing overall safety on
the road.

Page | 7



TLIBO0OO2 - Carry out vehicle inspection | Learner guide

Vehicle inspections are crucial in ensuring motor vehicle safety, reliability, and compliance.
These inspections comprehensively evaluate various components and systems to identify
potential hazards, mechanical issues, or safety concerns. Whether mandated by law or
conducted voluntarily, vehicle inspections are essential for maintaining road safety,
preventing accidents, and promoting the longevity of vehicles. By adhering to inspection
requirements and promptly addressing any identified issues, vehicle owners can ensure their
vehicles are in optimal condition, minimise risks, and enjoy a smoother driving experience.
This guide will explore the significance of vehicle inspections, the components typically
assessed during examinations, and the benefits they offer drivers, passengers, and the wider
community.

Identifying and taking action to mitigate, control, or eliminate hazards in a vehicle is vital
for maintaining safety.

The following is a list of common hazards associated with vehicles, along with possible fixes:
e Brakes

Addressing faulty brakes involves being attentive to any unusual noises or vibrations while
braking. If issues are detected, it is advisable to have a qualified mechanic inspect and repair
the brakes. Regular braking system servicing and maintenance are essential to ensure
optimal performance. Additionally, practising good driving habits, like avoiding harsh
braking and maintaining a safe following distance, can help prolong the lifespan of the
brakes. Taking prompt action and consistently monitoring the braking system’s condition is
crucial for prioritising the vehicle’s and its occupants’ safety.

¢ Fluid leaks

Regular inspection for fluid leaks is essential to maintain the optimal performance of your
vehicle. Routinely check for leaks of fluids like oil, coolant, or brake fluid. If any leaks are
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detected, it is crucial to address them promptly by having them repaired by a professional.
Additionally, ensure the vehicle’s fluid levels are maintained properly per the manufacturer’s
recommendations. By actively monitoring for leaks and maintaining appropriate fluid levels,
you can prevent potential damage to your vehicle and ensure its smooth operation.

e Tires

It is important to regularly inspect your tires for wear, bulges, cuts, and other signs of
damage. If any of these issues are observed, promptly replacing the worn or damaged tires
is crucial. Additionally, maintaining proper tire pressure and ensuring an adequate tread
depth is essential for tire performance and safety. Regularly check and adjust tire pressure
according to the manufacturer’'s recommendations and monitor the tread depth to ensure it
meets legal requirements. By conducting tire inspections, promptly replacing worn or
damaged tires, and maintaining proper pressure and tread depth, you can enhance vehicle
safety, optimise fuel efficiency, and improve overall handling and performance.

e Lights

Regularly checking all lights on your vehicle is crucial for safety and visibility. Inspect
headlights, taillights, brake lights, turn signals, and other exterior or interior lights regularly.
If you notice any bulbs that are burnt out or not functioning properly, replace them promptly
to ensure proper illumination. It is also advisable to keep spare bulbs in your vehicle for
quick replacements when needed. If you encounter persistent issues with the lights despite
bulb replacements, a professional should check the electrical system to identify and resolve
any underlying problems. Maintaining functioning lights and addressing any issues enhances
your visibility on the road, promotes safety, and complies with legal requirements.

Importance of identifying vehicle hazards
e Driver/Passenger Safety

Identifying vehicle hazards is crucial for ensuring the safety of drivers, passengers, and
pedestrians. By recognising and addressing these hazards, appropriate measures can be
implemented to mitigate risks and prevent accidents. Hazards such as faulty brakes, worn-
out tires, malfunctioning lights, or other mechanical failures can significantly increase the
likelihood of accidents or injuries. Therefore, it is essential to identify and rectify these issues
promptly to maintain a safe driving environment and protect the well-being of everyone on
the road.

e Regulatory compliance

Complying with vehicle safety regulations is paramount to ensure legal compliance and
maintain a positive reputation for your organisation. Many countries have stringent safety
standards, and identifying and addressing hazards is crucial for meeting these requirements.
By actively identifying and rectifying hazards, you can ensure that your vehicles adhere to
the necessary safety standards mandated by the regulations. Failure to comply with these
regulations can result in penalties, fines, legal liabilities, and reputational damage.
Therefore, it is vital to prioritise identifying and resolving hazards to ensure compliance and
maintain a strong standing within the industry.

e Reducing costs

Proactively identifying and addressing vehicle hazards can lead to significant cost savings in
the long term. By preventing accidents, injuries, and vehicle damage, you can avoid the
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expenses associated with repairs, medical bills, insurance claims, and potential legal actions.
Early detection and resolution of hazards also help prevent minor issues from developing
into more significant and costly problems, reducing the need for extensive repairs or
replacements. By prioritising hazard identification and taking prompt action, you can
mitigate financial risks and ensure efficient use of resources within your fleet management
operations.

e Minimising downtime

When left unattended, hazards can escalate into significant issues that result in unexpected
breakdowns, leading to disruptions in operations and potentially costly delays. However, by
proactively identifying and addressing hazards, you can schedule timely repairs and
maintenance, reducing the risk of breakdowns and minimising downtime. This approach
helps to maintain operational efficiency, meet delivery schedules, and avoid the associated
costs and inconveniences of unexpected vehicle failures. By prioritising hazard identification
and taking swift action, you can optimise the productivity and reliability of your fleet.

Steps to ensure they are minimised, controlled, or eliminated according to
workplace procedures:

When hazards are identified during a vehicle inspection, assess their severity and nature.
Apply appropriate controls such as hazard removal, signage, or reporting unsafe conditions.
Use PPE as required, isolate hazardous areas, and follow workplace procedures. Record
actions taken and notify relevant personnel to ensure hazards are managed or eliminated
promptly to maintain safety standards.
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1.2 Visual check of the internal and external condition of
the vehicle is carried out, and relevant documentation
is completed in accordance with workplace procedures.

The most basic aspect of any vehicle inspection is visually examining the vehicle’s interior
and exterior. The safety and reliability of the vehicle depend on the outcome of this
comprehensive check, which includes an in-depth inspection of the interior and exterior.

Visual check

External Internal

Visual checks often include:
o External check

o Vehicle body/paint conditions - Inspect the vehicle’s body for dents, scratches,
rust, and signs of previous repairs. Pay close attention to all panels, including the hood,
doors, fenders, and trunk, to ensure they are free from imperfections and indicate
proper maintenance. Evaluate the paintwork for colour consistency, checking for signs
of fading, peeling, or chipping, as these issues can affect the vehicle’s appearance and
potentially lead to rusting or corrosion. By conducting thorough body and paint
assessments, you can maintain the vehicle’s aesthetics, identify potential problems
early on, and address them promptly to preserve its value and overall condition.

o Lights - Ensure that all exterior lights on your vehicle, including headlights, taillights,
brake lights, turn signals, and hazard lights, are functioning correctly. Verify that each
light is properly working, providing the necessary illumination for safe driving.
Regularly checking and maintaining the functionality of your vehicle’s lights enhances
visibility on the road, promotes safety, and helps you comply with legal requirements.
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o Mirrors - Inspect your vehicle’s windows, windshield, and mirrors for any cracks,
marks, or other damages that may compromise visibility. Carefully examine each glass
surface to ensure no impairments could hinder your ability to see clearly. These
damages should be promptly addressed and repaired to maintain optimal visibility and
ensure safe driving. Regular checks of the glass and mirrors contribute to overall road
safety and help prevent potential accidents caused by compromised visibility.

o Wheels/Tires - Thoroughly examine the tires for signs of wear, including tread depth,
bulges, cuts, or any objects embedded in the tread. Carefully examine each wheel to
ensure it is in good condition. Additionally, check for proper wheel alignment to ensure
even tire wear and optimal handling. It is important to verify that all wheel nuts or
bolts are securely tightened to maintain wheel stability and safety. By conducting
routine inspections of the wheels, you can identify any issues early on and take
appropriate measures to address them, promoting safe and efficient driving.

e Internal check

o Seats - Inspect the seats and upholstery for tears, stains, or excessive wear. Check
the seatbelts for proper functioning and any signs of damage or fraying. Regularly
examining the condition of seats, upholstery, and seatbelts helps ensure the driver’s
and passengers’ comfort and safety.

o Dashboard - Inspect the dashboard for warning lights or indicators of underlying
issues. Ensure all controls work correctly, including switches, knobs, and buttons.
Regular checks of the dashboard and controls help maintain awareness of the vehicle’s
status and ensure smooth operation while driving.

o Pedals - Inspect the accelerator, brake, and clutch pedals (if applicable) to ensure
they are in good condition, securely attached, and operate smoothly. Regular checks
of the pedals contribute to safe and comfortable vehicle control.

o Miscellaneous - Check the condition of essential safety equipment, such as the spare
tire, jack, warning triangle, and first aid kit. Regularly check that these items are
accessible and in good working condition. This ensures preparedness for unforeseen
situations and enhances overall safety while driving.

Process for conducting a visual check of the internal and external condition of a
commercial vehicle

Conduct a thorough visual inspection, checking for wear, damage, or irregularities on tires,
lights, mirrors, and fluid levels externally, and seats, instruments, and controls internally.
Document findings using inspection checklists or workplace forms, noting any defects or
maintenance needs. Ensure all entries are accurate, detailed, and comply with workplace
procedures for record-keeping and reporting issues.

While a visual check is beneficial for identifying visible issues that may require attention or
repairs, it's crucial to recognise its limitations. A visual inspection may not uncover all
potential problems that could be present. It is highly recommended to have a qualified
mechanic perform a thorough inspection to ensure a comprehensive evaluation of the
vehicle’s condition. Their expertise and specialised tools enable them to identify hidden or
underlying issues that may not be apparent during a visual check alone. By combining visual
inspections with professional assessments, you can better understand the vehicle’s condition
and effectively address any necessary repairs or maintenance.
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1.3 Pre-operational inspections and checks are

conducted in accordance with workplace procedures.

Before operating a vehicle or equipment, operators often conduct a pre-start inspection
using a standardised checklist. This checklist includes the vehicle or equipment’s exterior
and interior condition, mechanical and electrical systems, fluid levels, and safety devices
like alarms, fire extinguishers, and first-aid kits. The pre-start checklist inspection aims to
identify any defects or safety hazards before the operation, ensuring the vehicle’s or
equipment’s safety and functionality.

Benefits of vehicle inspections

Vehicle inspections are of significant importance for several reasons:

Safety - Safety is paramount in vehicle maintenance; regular inspections ensure a safe
operating condition. By conducting inspections, potential safety hazards like worn tires,
faulty brakes, or malfunctioning lights can be identified and addressed promptly. This
proactive approach minimises the risk of accidents and enhances the safety of drivers,
passengers, and other road users. By prioritising safety inspections, you prioritise the
well-being of all individuals on the road and contribute to a safer driving environment.

Vehicle lifespan — Regular inspections can identify and address minor issues before
they develop into major problems that can significantly impact the vehicle’s condition
and performance. This proactive approach helps maintain the vehicle’s overall health,
ensuring it remains in optimal operating condition for extended periods. Additionally, a
well-maintained vehicle tends to retain higher resale value, providing a greater return
on investment. By prioritising inspections and timely maintenance, you can maximise
the lifespan of your vehicle and enhance its long-term value.

Compliance - Laws and regulations frequently mandate vehicle inspections. By
conducting regular inspections and meeting the required standards, vehicle owners can
ensure compliance and avoid penalties or fines imposed by regulatory authorities. This
proactive approach helps maintain a legal and responsible operation and contributes to
the overall safety and environmental objectives set by governing bodies. Prioritising
regular inspections helps vehicle owners fulfil their obligations and maintain a positive
standing within the regulatory framework.

Environment considerations - The environmental impact of vehicles is a significant
concern, and proper maintenance plays a crucial role in reducing emissions and
minimising their environmental footprint. Inspections are instrumental in identifying and
addressing issues related to emissions control systems, ensuring compliance with
environmental regulations, and reducing pollution. Vehicle owners can contribute to
lower emissions and a cleaner environment by conducting inspections and promptly
addressing any issues. Prioritising proper maintenance and inspections helps to mitigate
the environmental impact of vehicles, promoting sustainability and environmental
responsibility.

Assurance - By conducting these inspections, owners can have confidence in the
reliability and safety of their vehicles. It provides reassurance that the vehicle has been
thoroughly checked, potential issues have been identified and addressed, and it meets
the necessary standards for optimal performance. This peace of mind allows owners to
drive with confidence, knowing that their vehicle has been diligently maintained and is
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in a dependable state. Prioritising regular inspections provides an added layer of
assurance and allows vehicle owners to enjoy a worry-free driving experience.

Areas/components to visually inspect during a pre-operational check:

Exterior: Body and chassis for damage, loose parts, or leaks.

Lights: Headlights, taillights, brake lights, turn signals, and hazard lights.
Tires: Tread wear, inflation, and damage.

Coupling: Secure attachment of trailers and proper functioning of couplers.
Brakes: Brake linings, hoses, and air/hydraulic brake systems.

Suspension: Springs, shock absorbers, and leaf springs.

Emergency Equipment: Fire extinguisher, warning triangles, and first aid kit.

Documentation: Ensure required permits, registration, and insurance documents are
up-to-date

Problems that may occur during routine vehicle inspections:

Wear and tear on vehicle components
Fluid leaks or low levels

Tire damage or underinflation

Faulty lights or electrical issues

Brake system malfunctions
Suspicious odours or unusual noises

Damaged or missing safety equipment

Appropriate actions during routine vehicle inspections:

Thoroughly inspect all vehicle components
Document any issues or discrepancies
Clean and maintain vehicle as needed
Ensure all safety requirements are met
Follow workplace procedures and checklist

Report any major issues promptly

Solutions for problems during routine vehicle inspections:

Schedule regular maintenance and servicing
Replace worn or damaged parts promptly

Conduct thorough pre-trip inspections
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e Educate and train personnel on proper inspection procedures

e Implement a preventive maintenance program

e Keep detailed records of inspections and repairs

e Ensure vehicles are properly stored and protected when not in use.
General steps to conduct pre-operational inspections

Undertaking a pre-operational vehicle inspection involves completing general procedures to
ensure the vehicle’s readiness and safety. Here are the most common steps:

Study

manual/documentation
Fluid checks

External inspection
Internal inspection
Mechanical checks
Saftey tools checks
Address any issues

1. Study vehicle manual/documentation

When managing a vehicle, it is important to start by reviewing its documentation. This
includes checking the validity and accuracy of essential documents such as registration,
insurance, and maintenance records. Ensure all required documents are current, including
vehicle registration and insurance policies. Keep these documents readily accessible in case
they are needed for verification or in the event of an incident. Regularly reviewing and
updating vehicle documentation helps maintain compliance with legal and administrative
requirements, facilitating smooth operations and providing peace of mind.

2. Start by inspecting the externals of the vehicle

An external visual inspection is a crucial step in assessing the condition of a vehicle. During
this inspection, carefully examine the vehicle’s exterior for any visible signs of damage,
wear, or abnormalities.

Here are vital aspects to consider:

o Condition of the vehicle body
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o Side mirrors/windshield

o Lights (head lights, side indicators, etc.)
o Tires condition

o Other miscellaneous accessories

By executing a comprehensive external examination, it is possible to identify any apparent
problems requiring additional attention or repairs. This inspection provides a preliminary
evaluation of the general condition of the vehicle. It contributes to determining the next
steps that need to be carried out for necessary fixes or maintenance.

3. Next is the internal inspection

An internal visual inspection is essential to assess the condition and functionality of the
vehicle’s interior components.

Here are key points to consider:
o Seats
o Seatbelts
o Dashboard

By performing an internal examination, you can detect any defects or deterioration. This
check maintains vehicle interior comfort, safety, and condition. Taking care of problems
promptly can make driving more pleasurable and reduce possible safety risks.

4. Fluid checks

Checking the fluid levels in a vehicle is a critical aspect of maintenance. Here’s what to
consider:

o Coolant - Ensure the coolant level in the reservoir or radiator is appropriate to prevent
overheating and maintain the engine’s temperature. Regularly checking the coolant
level is essential for adequately functioning the engine’s cooling system and helps
prevent overheating.

o Engine oil - Verify the engine oil level using the dipstick, ensuring it falls within the
recommended range. Top up or change the oil according to the manufacturer’s
guidelines. Regularly checking the engine oil is crucial for maintaining optimal
performance and longevity. You can ensure the engine operates smoothly and
efficiently by adhering to the recommended oil level and following proper oil change
procedures.

o Brake fluid - By checking the brake fluid level, you can verify that it is adequate for
optimal brake function. Sufficient brake fluid is essential for transmitting hydraulic
pressure to the brakes, enabling efficient braking and ensuring the vehicle’'s safety.
Regularly monitoring and maintaining the brake fluid level helps ensure the reliability
and effectiveness of the braking system.

o Windshield fluid - Check and refill the washer fluid for clear visibility. This helps
remove dirt, debris, and other obstructions, providing clear visibility while driving. By
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keeping the windshield washer fluid at an appropriate level, you can enhance safety
on the road and maintain optimal visibility in various weather conditions.

5. Mechanical checks
Perform mechanical checks to ensure the proper functioning of various vehicle components:
o Steering the vehicle
o Testing the brake effectiveness
o Testing the horn, demister, windshield wipers
o Other components (heating system, audio system, etc.)
6. Safety tools checks

Inspect the safety equipment in the vehicle, such as safety airbags, first aid kits, and any
other required safety devices. Verify that these items are present, easily accessible, and
properly working. Regularly checking the safety equipment ensures preparedness for any
emergencies or unexpected situations. By confirming the presence and functionality of these
safety devices, you enhance the overall safety of the vehicle and those inside it.

7. Resolve any issues

If any issues or concerns are discovered during the inspection, it is important to take
appropriate action. This may involve reporting the identified issues to the relevant
maintenance personnel or supervisors. Follow the established procedures within the
organisation to ensure the problems are addressed promptly and efficiently. This may
include scheduling repairs, seeking necessary approvals, or taking other appropriate steps
to rectify the problems. Promptly addressing issues help maintain the vehicle or equipment’s
safety, functionality, and overall reliability.

8. Additional inspections (based on the type of vehicle)

e Trailer inspection — When conducting a vehicle inspection with an attached trailer, it
is crucial to inspect the trailer components visually. Carefully examine the trailer’s
chassis, frame, and coupling to identify any signs of damage or wear. Pay close attention
to the condition of the trailer’s tires, lights, brakes, and coupling mechanism, ensuring
they are all in proper working order. By thoroughly inspecting the trailer, you can detect
any potential issues that may pose safety risks or impact its overall performance.

Duty of care inspection requirements

Duty of care requires inspectors to conduct thorough checks on vehicle components, such
as brakes, tires, and lights, ensuring compliance with safety standards. It includes
identifying potential hazards, using personal protective equipment (PPE), and following
workplace procedures. Inspectors must also report defects promptly to minimise risks to self
and others and maintain operational safety.

The following are some essential criteria (not limited to) for regular vehicle inspections under
the duty of care:

e Regular inspections - Regular vehicle inspections are essential for detecting and
resolving any possible defects, faults, or issues that could jeopardise their safe operation.
The frequency of these inspections depends on factors like vehicle type, usage, and
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regulatory obligations. By conducting these inspections at suitable intervals, vehicle
owners can guarantee that their vehicles are in optimal working condition and adhere to
safety standards.

e Inspection checklist — Creating a comprehensive inspection checklist is essential to
cover all critical components and systems of the vehicle. This checklist should include
crucial items such as brakes, tires, lights, steering, suspension, fluid levels, and the
vehicle’s overall condition. By diligently following this checklist, you can conduct a
thorough inspection, identifying and addressing any potential issues to guarantee the
vehicle’s safety and optimal performance.

e Experienced technicians - Competent and well-trained inspectors are essential for
adequate vehicle inspections. These individuals should possess the necessary knowledge
and skills to identify potential defects and safety concerns. Providing adequate training
and updating them on inspection techniques, industry standards, and regulatory
requirements is crucial. Competent inspectors play a vital role in ensuring the accuracy
and reliability of inspections, leading to improved vehicle safety and compliance.

e Compliance - Stay updated with the latest regulations regarding vehicle inspections
and ensure compliance with local, regional, and national requirements. This involves
following guidelines related to vehicle safety standards, maintenance schedules, and
inspection procedures. By staying informed and adhering to these regulations, you can
conduct vehicle inspections in accordance with the prescribed standards, promoting
safety and regulatory compliance.

o Documentation/Report tracking - Keep meticulous and well-organised records of
regular vehicle inspections, encompassing comprehensive inspection reports,
maintenance logs, and relevant supporting documentation. These records are crucial
evidence to showcase adherence to duty of care obligations and prove compliance during
audits or investigations. Maintaining detailed records allows for accountability, facilitates
tracking of maintenance tasks, and establishes a transparent audit trail for all vehicle
inspection activities.

Meeting these duties of care obligations for regular vehicle inspections showcases an
organisation’s dedication to upholding the safety and reliability of their vehicles. These
inspections play a crucial role in identifying possible risks, minimising the likelihood of
accidents, and safeguarding the welfare of drivers, passengers, and the wider community.

Why is it important to meet duty of care obligations?

Duty of care obligations mandate adherence to workplace inspection procedures, including
checking operational systems, documenting issues, and addressing safety hazards. This
ensures vehicles are safe to operate and prevents accidents. Inspectors must prioritise
safety for themselves, others, and the environment while complying with workplace
standards and relevant operational guidelines.
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1.4 Associated equipment is tested to ensure it functions
correctly to manufacturer specifications and workplace
procedures.

During a vehicle inspection, it is crucial to thoroughly test any associated equipment to
ensure it functions correctly and meets both the manufacturer’s specifications and workplace
procedures. By conducting these tests, you can verify that the equipment is in proper
working order and can be relied upon during vehicle operation. This step is essential for
maintaining the safety and functionality of the equipment, as well as ensuring compliance
with relevant standards and procedures. Testing the equipment helps ensure safe and
efficient vehicle operation by revealing potential problems.

Here’s a general outline of how to test associated equipment:

Refer to Follow Conduct
manufacturer workplace

specifications procedures

Document

Identify functional

tests

equipment

process

1. Determine relevant equipment

When conducting tests and inspections, it is important to consider and evaluate the
associated equipment specific to the vehicle. Here are some examples of equipment that
may need to be tested:

e Audio/video systems - Verify that the speakers, microphones, screens, and other
entertainment devices are in working order and can provide a positive experience.

e GPS system - Verify the functionality and accuracy of the GPS navigation system,
ensuring it provides accurate directions and location information.

e Other vehicle-specific equipment - If the vehicle has any specific features, it should
also be checked and tested. This may include equipment tailored to specific industries or
uses.

2. Refer to the manufacturer manual/specifications

When conducting tests on associated equipment, referring to the manufacturer’s
documentation or user manuals for each specific piece of equipment is essential. By doing
so, you can familiarise yourself with the recommended testing procedures, any specific

Page | 19



TLIBO002 - Carry out vehicle inspection | Learner guide

requirements, and any limitations the manufacturer outlines. This information provides
valuable guidance on how to test the equipment properly and ensures that you adhere to
the manufacturer’s guidelines. Following the manufacturer’s specifications helps maintain
the integrity and performance of the equipment while ensuring compliance with any
warranty or maintenance requirements. By consulting the manufacturer’'s documentation,
you can conduct accurate and effective tests on the associated equipment, promoting
reliable and safe operation.

3. Follow workplace procedures

In addition to referring to the manufacturer’s specifications, it is crucial to understand and
follow the testing procedures specified by your workplace or organisation. These procedures
may include specific steps, safety protocols, or additional checks that are deemed necessary
for the equipment. Familiarise yourself with the guidelines and protocols established by your
organisation to ensure consistent and standardised testing practices. By following workplace
procedures, you can maintain a safe working environment, adhere to organisational
requirements, and ensure the proper functioning of the associated equipment. It is important
to integrate the manufacturer’s specifications with the specific testing procedures of your
workplace to conduct thorough and comprehensive tests.

4. Conduct functional tests

It is important to perform functional tests to ensure the proper functionality of associated
equipment. These tests involve activating the equipment or simulating real-world scenarios
to assess its performance.

For example:
o Testing the safety airbags.
o Testing the GPS system by entering the destination and verifying the route.
o Verifying the audio system by playing audio or music.
o Check communication devices by making test calls or sending messages.
5. Record/document the conducted tests

Documenting the test results and any observations made during the testing process is
crucial. Document any issues or concerns encountered and the necessary actions to address
them. This documentation records the equipment’s condition and can be useful for future
reference or maintenance purposes.

Here’s how to effectively document the information:

o Record - maintain a record of the results (date, time, equipment tested, specific
details, etc.)

o Observations and problems — Document any issues encountered during the process.
This may include malfunctions, abnormal behaviour, unusual sounds, or other
concerns.

o Actions taken - Document the actions taken to address any problems identified
during testing. This may involve reporting the issues to the appropriate personnel,
scheduling repairs, or implementing necessary adjustments.
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o Follow-up actions - If any issues require follow-up actions, record the steps taken
to resolve them. This may include tracking repairs, replacement of components, or any
additional maintenance performed.

Examples of associated equipment and checks:

Associated Checks

Equipment

Lights and | Ensuring all lights, including headlights, taillights, brake lights, and turn

indicators: signals, are functioning properly.

Brakes: Testing the brake system, including air brakes or hydraulic brakes, for
proper operation.

Steering: Checking the steering system for any abnormalities or excessive play.

Tires: Inspecting tire condition, tread depth, and inflation pressure.

Coupling Verifying the proper attachment of trailers and any connecting

mechanisms:

hardware.

Suspension: Assessing the condition of the vehicle's suspension components.
Emergency Ensuring the availability and functionality of safety equipment, such as
equipment: fire extinguishers and emergency triangles.
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1.5 Operational checks are carried out after the engine
is started to identify possible defects.

After starting the engine, operational checks include inspecting for unusual noises,
monitoring fluid levels, ensuring proper oil pressure, checking temperature gauges, and
observing for any warning lights. Verify that the steering, brakes, and other critical systems
respond as expected. Additionally, ensure no leaks are visible beneath the vehicle and that
lights and indicators function properly, confirming the vehicle is safe and operational.

The following is a rundown of the general procedures involved in conducting operational
checks:

Check
Conduct idle Check electrical
Start engine inspections transmission components

Engine idle Rev engine Check steering Document
wheel process

1. Start the engine
2. Letitidle
3. Commence idle inspections

During an idle examination, you should watch the engine and the dashboard for any signs
of problems. Important things to note:

o Engine behaviour (such as rough idling or abnormal noises)
o Dashboard warning signs
4. Rev your engine

During an engine revving assessment, gradually increase the engine’s RPM (revolutions per
minute) while watching and listening for abnormalities.

Here is the breakdown of the engine revving test:
o Gradually increase engine RPM via the accelerator pedal
o Listen or monitor for any unusual noise or vibrations
o Check for any delays in power delivery

o Check the RPM gauge throughout the process
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When these anomalies are identified in the beginning, they can be managed or fixed in a
timely manner, which helps to ensure that the engine is operating as efficiently as possible
and makes for a more pleasant, risk-free driving experience.

5. Transmission check

When performing transmission checks, it is important to engage the transmission (whether
automatic or manual) and shift through each gear, including reverse, if applicable.

o Engage transmission - Turn the ignition key and put the gearbox into gear, either
“Drive” for automatics or “first” for manuals and start the engine.

o Check every gear - Cycle through each gear gradually, effortlessly transitioning from
one gear to the next. For manual transmissions, sequentially shift through every gear,
including reverse. If your car has an automatic gearbox, try driving in Park, Reverse,
Neutral, and all of the drive combinations.

o Watch for any abnormalities - Observe the process of transition carefully. Check
the transmission for grinding, sliding, or trouble engaging gears. There shouldn’t be
too much noise, shaking, or resistance when moving.

6. Steering response

Steering response refers to how a vehicle’s steering system reacts to driver inputs and
controls the vehicle’s direction. It encompasses the steering system’s overall feel,
sensitivity, and effectiveness in translating the driver's movements into vehicle direction
changes.

To assess the steering response of the vehicle, follow these steps:
o Stationery steering test
o Moving steering test
o Observe the steering wheel’s response

7. Electrical checks

Lighting and electrical checks are conducted to ensure that the vehicle’s lighting system
functions correctly and that the electrical components are operating without any issues. This
is important for maintaining visibility on the road, signalling intentions to other drivers, and
ensuring the vehicle’s overall safety.

To conduct lighting and electrical checks, follow these steps:

o Turn on all lights (headlights, side indicators, etc.)

o Visually check every light that is required to illuminate

o Assess functions of the lights (high and low beams, hazard lights, etc.)
8. Document the process

During operational checks, it is crucial to document any observed defects, issues, or
abnormalities. This documentation records the findings and can be used to track and address
necessary repairs or maintenance.
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1.6 Shutdown checks are carried out to identify possible
defects.

| —

\

Shutdown checks involve turning off the engine and inspecting the vehicle for signs of
defects, such as fluid leaks, abnormal odours, or unusual noises. Check all gauges for
accurate readings before the engine stops. Inspect the vehicle’s exterior for damage, ensure
brakes are secure, and confirm all lights are functioning. Record any abnormalities, ensuring
all issues are noted for further action before the vehicle is stored or left unattended.

The following is a rundown of the main procedures that must be followed when performing
shutdown checks:

e°® ,
O. . . . [ J I I
Park vehicle nspect Inspect Check fluids Secure
® ° exterior Interior vehicle
020

1. Parking the vehicle

For a safe parking procedure, select a secure location away from hazards. Engage the
parking brake and shift the vehicle into the park (for automatic transmission) or neutral (for
manual transmission). Finally, turn off the engine and engage the hand brake to ensure the
vehicle remains stationary and minimise potential risks.

2. Examine the exterior of the vehicle

Check the vehicle’s exterior for defects, damage, and abnormalities. All lights—headlights,
taillights, indicators, and brake lights—should be off.

3. Examine the interior of the vehicle
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Take a moment to check that all switches, knobs, and controls within the vehicle are in their
proper positions or turned off when not in use. This includes adjusting climate controls, radio
volume, lights, wipers, and any other controls that may have been used previously. Ensuring
these controls are in the correct state prevents unnecessary battery drain or unintentional
activation while operating the vehicle.

4. Check the fluids

Check the levels of essential fluids such as engine oil, coolant, and windscreen washer fluids.
Ensure that all fluid levels are within the recommended range and there are no signs of
leaks. During the inspection, also watch for any signs of fluid leaks beneath the vehicle or in
the engine compartment. If you notice any leaks or fluid levels consistently dropping, it may
indicate a problem that requires further inspection or professional assistance.

5. Secure the vehicle

Securing the vehicle is important to ensure its safety and prevent unauthorised access. Here
are some things to inspect:

o Ensure that locked doors are inaccessible

o Ensure that the windows are fully closed
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1.7 Warning systems (instruments and gauges) are
checked to ensure they are operational in accordance
with manufacturer specifications and workplace
procedures.

It is essential to check warning systems during a commercial vehicle inspection because
they provide critical information about the vehicle's condition. These systems, such as
warning lights on the dashboard, alert the driver to potential issues, allowing for timely
maintenance or repairs. Ignoring warning lights can lead to unsafe conditions, breakdowns,
or accidents on the road.

To check warning systems on a commercial vehicle:

Visual Inspection: Examine instrument panels and gauges for physical damage or
wear.

Power-Up Test: Turn on the vehicle's ignition to ensure that all warning lights
illuminate and then turn off as per the manufacturer's sequence.

Functional Testing: Activate the vehicle's key functions (e.g., brake system, oil
pressure) and observe if the corresponding gauges or warning lights respond
correctly.

Calibration Verification: Use appropriate equipment to verify that the instruments
and gauges are within specified tolerance levels.

Documentation: Record findings and compare them with manufacturer specifications
and workplace procedures for compliance.
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Gauges

Gauges, warning lights, and devices contribute to the safe operation of a commercial vehicle
by providing real-time information about various aspects of the vehicle's performance,
including engine temperature, oil pressure, brake status, and more. Monitoring these
indicators allows drivers to make informed decisions and take prompt action in response to
potential issues, enhancing safety and preventing breakdowns.

Here are some common gauges found in vehicles:

e Speedometer - Displays the vehicle’s current speed in miles per hour (mph) or
kilometres per hour (km/h).

e Fuel gauge - Indicates the fuel remaining in the vehicle’s fuel tank, typically
represented by a needle or digital display. It helps the driver monitor fuel levels and plan
for refuelling.

e Odometer/Distance meter - This shows the total distance travelled by the vehicle
since its manufacture or since the last reset. It helps track the overall mileage of the
vehicle.

e Trip meter - This allows the driver to measure and track the distance travelled for a
specific trip or period. It can be reset to zero after each trip or used for monitoring fuel
efficiency.

e Temperature gauge - Monitors the temperature of the engine coolant. It indicates
whether the engine is operating within the normal temperature range or overheating.

What are the warning systems of a vehicle?

Automobile warning systems notify drivers of potential problems, malfunctions, or unsafe
conditions. These systems employ sensors and monitoring equipment to detect anomalies
or variations from typical behaviour. When a warning light or indicator is illuminated, it
flashes on the dashboard and is followed by auditory alerts or messages.

The following is a list of typical warning systems that may be found in vehicles:
e Engine light

The “Check Engine” light is a warning indicator on a vehicle’s dashboard. It is designed to
alert drivers to potential issues with the engine’s performance, emissions, or components.
When this light illuminates, the vehicle’s onboard diagnostic system detects a problem or
abnormality.

When the "Check Engine” lights up, it is recommended to take the following steps:

1. Inspect for noticeable issues - Inspect the engine compartment for loose tubes, an
unfastened fuel cap, or breakage. If these concerns are addressed, the problem may be
solved, and the light turned off.

2. Visit a mechanic - Seek assistance from an expert if you can’t figure out what’s wrong
or if the problem persists after you've addressed it. An experienced technician can utilise
diagnostic tools to recover issue codes recorded in the vehicle’s onboard computer.
These codes provide helpful information on the particular problem or malfunction
currently reported.
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Diagnosis and repair — The technician can diagnose and propose repairs based on
the reports. It is necessary to take care of the underlying problem as soon as possible
to stop the engine from further damage.

Brakes light

“Brake System” or “ABS” indicators warn drivers about possible braking system issues.
When this warning light comes on, it suggests that you should check your brakes to make
sure everything is in order. This indicator may illuminate for a variety of reasons, including
insufficient brake fluid levels, brake pad degradation, or braking system malfunctions.

When these warning lights turn on, it is recommended to take the following steps:

1.

Inspect brake fluid - Check the brake fluid reservoir. It generally has “*Minimum” and
“Maximum” lines or indicators. When the amount is below the minimum line, it means
that there is not enough brake fluid. A leak or damaged brake pads might cause the fluid
level to drop. Brake fluid should be checked often, and if it is low, brake fluid should be
added, but other problems may need to be addressed first.

Examine the brake pads - Find the brake pads. The brake pads are positioned inside
the brake calliper on either side of the rotor. Inspect the brake pads for thinning or other
signs of wear. Brake pads should be within the manufacturer’s recommended thickness.
Check for signs of excessive brake pad deterioration. Excessive wear suggests the brake
pads have reached the end of their useful life and should be replaced.

Seek an expert - Visual inspections may reveal certain issues, but a professional
examination is recommended. A professional can test brake pad thickness, evaluate the
braking system, and provide expert suggestions. A professional brake inspection offers
a comprehensive evaluation of the brake system’s condition and helps ensure the safety
and reliability of your vehicle’s braking performance.

Tire pressure light

The Tire Pressure Monitoring System (TPMS) is a safety feature that monitors the air
pressure in the vehicle’s tires. It alerts the driver when the tire pressure drops below the
recommended level. The TPMS uses sensors located in each tire to measure the air pressure
and sends real-time data to the vehicle’s onboard computer.

When these warning lights turn on, it is recommended to take the following steps:

1.

Check the tire pressure - Insert the tire pressure gauge onto the valve stem and press
firmly to ensure a good seal. You will hear a slight hiss of air escaping, which is normal.

Read the data - After attaching the tire pressure gauge to the valve stem, check the
gauge’s display for the tire pressure reading. It will be shown in either psi or kPa,
indicating the pressure within the tire.

Compare the data - Compare the tire pressure reading to the recommended tire
pressure specified by the vehicle’s manual or the manufacturer’s specifications. Ensure
that the measured tire pressure falls within the recommended range for optimal
performance and safety. Adjust the tire pressure if required and repeat for all the tires.

Airbag system light
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The warning light for the airbag system is a crucial safety feature. When lighted, it indicates
an airbag system fault or malfunction that requires immediate attention. The airbags are an
important safety feature that is meant to protect the individuals within the car in case of an
accident. A faulty airbag system could make the airbags less effective, making it more likely
that someone will get hurt in a crash. Thus, obtaining expert help or sending the car to a
qualified mechanic for diagnostic and repair is crucial.

When these warning lights turn on, it is recommended to take the following steps:

1. Inspect for visible damage - Examine the steering wheel, dashboard, and side panels’
airbag cases for signs of damage, such as fractures, dents, or activated airbags. Any
obvious damage might be a sign that there is a problem with the airbag system.

2. Previously activated airbag - Look for indications that the airbag has been activated
in the past, such as components that have been changed, covers that do not match, or
areas that have been repaired. These indicators may suggest airbag deflation and the
need for expert replacement.

e Seatbelt warning

The seat belt warning light is an important reminder for occupants to prioritise their safety
by fastening their seat belts. It serves as a visual prompt to ensure that all individuals in
the vehicle are securely belted for protection in the event of a collision or sudden stop. When
the seat belt warning light is illuminated, it signifies that one or more occupants have not
properly fastened their seat belts. It is crucial for the safety of everyone in the vehicle that
seat belts are consistently worn, as they significantly reduce the risk of injury.

e Open door warning

The door-ajar warning light is a notification that indicates when a door in the vehicle is not
correctly closed or securely latched. It serves as a reminder to ensure that all doors are
properly shut to maintain the safety and integrity of the vehicle. When the door ajar warning
light illuminates, it alerts the driver and passengers to the specific door that needs attention.
It is important to address the issue promptly by closing the door securely to prevent any
potential hazards, such as accidental door opening while the vehicle is in motion or increased
susceptibility to theft. By responding to the door-ajar warning light, occupants can ensure
the safety and security of themselves and the vehicle.

e Battery light

The battery alert light, often represented by a battery symbol on the dashboard, is an
indicator that alerts the driver to potential issues with the vehicle’s electrical charging system
or battery. When the battery alert light illuminates, it signifies a problem that requires
attention. Possible causes can include a faulty alternator, a weak or failing battery, loose or
corroded battery connections, or issues with the charging system. It is essential to promptly
address the battery alert light, as a malfunctioning charging system can lead to a drained
battery, leaving the vehicle stranded. Seeking professional assistance or having the vehicle
inspected by a qualified technician is recommended to diagnose and resolve the underlying
issue and ensure the proper functioning of the vehicle’s electrical system.
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1.8 Vehicle monitoring devices, including In-Vehicle
Monitoring System (IVMS) and telematics, are logged
on/off as required in accordance with manufacturer
instructions and workplace procedures.

What is In-Vehicle Monitoring System (IVMS)?

An in-vehicle monitoring system (IVMS) is an electronic device or several devices installed
in an automobile to monitor driver behaviour and detect issues, including speeding,
aggressive braking, rapid acceleration, and tiredness.

Vehicle Monitoring Systems (IVMS) and telematics play a crucial role in modern commercial
vehicle inspections and maintenance by:

e Providing real-time data on vehicle location, performance, and driver behaviour.

e Monitoring vehicle health and alerting fleet managers to potential maintenance
needs.

e Supporting predictive maintenance by analysing data trends.
e Enhancing overall fleet safety and efficiency.

Many businesses employ in-vehicle monitoring systems (IVMS) and vehicle tracking system
software to monitor the whereabouts of essential vehicles in transit or operating in remote
regions. Implementation and necessary requirements may vary per industry.

Key features and components of an IVMS typically include:

e Driver behaviour monitoring - IVMS systems typically include sensors and algorithms
to monitor driver behaviour, such as unexpected acceleration, aggressive braking,
unnecessary speed, and seatbelt usage. This data assists transport management in
identifying unsafe driving patterns and implementing driver training programmes to
improve safety.

e GPS - IVMS utilises GPS technology to detect and track the whereabouts and motion of
automobiles in real-time. This gives transport management visibility and control over
the location of their vehicles.

e Vehicle data - IVMS captures a variety of vehicle-related data, such as velocity,
acceleration, deceleration, engine diagnostics, fuel consumption, the distance travelled
and other performance metrics. This information assists management in assessing
vehicle health, maintenance requirements, and areas for enhancement.

e Event logs - IVMS records and archives crucial events, such as accidents, incidents of
neglectful driving, and other instances defined by the vehicle operator. This information
can be used to look at the events after the incident, process insurance claims, and show
compliance.

The key objectives of the IVMS are to optimise vehicle performance, reduce costs, and
enhance overall safety. Operators can make educated choices, adopt proactive maintenance
plans, eliminate risks, and increase the efficiency and profitability of their vehicles when
they gather and analyse real-time data.
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What is telematics?

Telematics refers to the technology and systems that combine telecommunications and
information technologies to transmit and receive data from vehicles remotely. It incorporates
the implementation of GPS technology, onboard diagnostics, wireless connection, and data
analytics to gather, store, and send vehicle information. Telematics systems provide
valuable information regarding vehicle performance, location monitoring, driver behaviour,
and other pertinent metrics.

Vehicle monitoring devices, such as the In-Vehicle Monitoring System (IVMS) and telematics
systems, are logged on/off as required to track and monitor the vehicle’s activities.

Log on/off a vehicle monitoring device

To log on/off a vehicle monitoring device, including an In-Vehicle Monitoring System (IVMS)
and telematics, in accordance with manufacturer instructions and workplace procedures:

e Start by ensuring the vehicle is in a safe and stationary condition.
e Follow the manufacturer's guidelines for accessing the device's interface.
e Enter the required login credentials or access codes.
e Navigate to the "log-on" option.
e Follow the on-screen prompts or instructions for logging on.
e To log off, repeat the process and select the "log-off" option.
e Always adhere to workplace procedures and safety protocols during this process.
e Ensure compliance with any additional manufacturer-specific steps.
Here’s how the logging process typically works:

e Logging on

:rurp .on Authenticate Establls'h Record data
ignition connection

e Logging off
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Logging on/off vehicle monitoring devices is important to accurately track and record vehicle
data, driver behaviour, and operational information. It helps monitor vehicle performance,
ensure regulation compliance, and enhance safety and efficiency in vehicle management.
Properly logging on and off the monitoring systems allows for seamless data collection and
helps maintain the integrity of the recorded information.

1.9 Vehicle is cleaned in accordance with work health
and safety (WHS)/occupational health and safety
(OHS) and environmental requirements and workplace
procedures.

There are a number of health and safety factors to keep in mind when you wash your vehicle.
It is possible for both your personnel and your clients to be put in harm’s way by car washes.
A wide variety of dangers might occur, including being burned by chemicals, slipping, falling,
and being hit by a driving car. You must avoid significant injuries to staff members and
customers as a business.

WHS/OHS practices

Key WHS/OHS practices include using appropriate personal protective equipment (PPE) like
gloves, safety boots, and high-visibility vests. Inspect vehicles on stable, well-lit surfaces to
prevent slips and trips. Adhere to lock-out/tag-out procedures for hazardous components.
Conduct inspections in a systematic manner, ensuring compliance with workplace
procedures, duty of care, and risk assessments to mitigate hazards for self and others.

Environmentally sustainable practices

Environmentally sustainable practices include using biodegradable cleaning agents and
capturing runoff to prevent pollution. Dispose of waste like oil and filters in accordance with
environmental regulations. Conduct regular maintenance to optimise fuel efficiency and
minimise emissions. Avoid idling engines unnecessarily during inspections, and recycle
materials like packaging or parts where possible, aligning with workplace procedures and
environmental guidelines.
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Cleaning the vehicle

A vehicle is cleaned by wearing required personal protective equipment (PPE) such as gloves
and masks to ensure safety, using workplace-approved cleaning agents that adhere to
environmental standards, and disposing of waste responsibly to avoid environmental harm.
All actions should follow workplace procedures, such as inspecting for hazards, ensuring
cleaning efficiency, and maintaining compliance with WHS/OHS policies to protect self,
others, and the environment.

Here is how to sanitise the vehicle in accordance with these guidelines:
1. Gather necessary cleaning supplies

This includes selecting eco-friendly or non-toxic cleaning agents, microfiber cloths, brushes,
and waste disposal bags. Prioritise the use of environmentally friendly products labelled as
such and opt for reusable microfiber cloths for dusting. Equip yourself with a range of
brushes suited for different cleaning tasks, and choose appropriate waste disposal bags. By
adhering to WHS/OHS guidelines and environmental standards, you can maintain a safe and
environmentally conscious approach to cleaning.

2. Personal Protective Equipment (PPE)

Put on the personal protective equipment (PPE) necessary for cleaning to ensure your safety.
This includes wearing gloves, safety goggles, masks, or any other required protective gear.
PPE acts as a barrier against potential hazards, protecting you from injuries or exposure to
harmful substances. By wearing the appropriate PPE, you can create a safe working
environment and minimise any risks associated with the cleaning tasks at hand.

3. Cleaning the exterior

Cleaning the exterior of a vehicle involves several steps to remove dirt, grime, and
contaminants from the surfaces, restoring its appearance and protecting the paintwork.

Here is a general cleaning procedure for the exterior vehicle:
1) Pre-rinse

2) Wash

3) Rinse

4) Dry

5) Apply finishing touches (waxing, polishing, etc.)

4. Interior cleaning

Cleaning the interior involves several steps to remove dirt, dust, and stains, creating a clean
and pleasant environment for the occupants. Here’s a breakdown of the process:

1) Declutter
2) Vacuum
3) Surface cleaning

4) Upholstery/carpet cleaning
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5) Glass/mirror cleaning
5. Disposing of waste

Segregate waste types such as hazardous chemicals, oils, and general waste. Use labelled
containers for proper disposal according to local regulations. Wear PPE to prevent exposure
during handling. Follow workplace guidelines for transporting waste to disposal facilities.
These steps ensure safety and compliance with WHS/OHS requirements.

Here are some common WHS/OHS and environmental requirements to consider for waste
disposal:

o Identifying hazardous waste - Determine whether or not the waste that is being
thrown away is considered hazardous by WHS/OHS and environmental regulations. The
term “hazardous waste” refers to waste containing combustible, toxic, corrosive, or
reactive compounds. Correct identification helps determine the suitable ways of disposal
and the legal requirements.

e Separating and storing - It's important to correctly sort out the garbage so that no
hazardous reactions or contamination occurs. Store non-hazardous trash in one place
and hazardous trash in another. Ensure that waste containers are properly labelled to
indicate the type of substance they contain.

o Waste minimisation and recycling - Separating recyclable materials, disposing of
hazardous chemicals at approved facilities, and avoiding wastewater discharge into
storm drains protect the environment. Using eco-friendly products and following
workplace protocols further reduce pollution. Proper disposal practices safeguard natural
ecosystems and promote sustainability.

e Disposal methods - Employ appropriate ways to dispose depending on the type of
waste and legal requirements. Waste management options may include landfilling,
incineration, recycling, or official facility treatment.

e Awareness - Provide appropriate training and awareness programs for waste
management and disposal employees.

Compliance with WHS/OHS and environmental requirements for waste disposal is crucial to
protect individual health, prevent environmental pollution, and meet legal obligations. It's
important to stay updated on relevant regulations and guidelines specific to your jurisdiction
to ensure proper waste management and disposal practices are followed.

6. Clean up

Ensure the cleaning equipment is cleaned and stored properly after use. Rinse and dry the
tools before organising them in a designated area. Dispose of any used cleaning materials
responsibly according to workplace procedures. Keep the cleaning area clean and free of
waste or debris. These practices help maintain an organised workspace, preserve the
equipment, and promote environmental responsibility.
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Precautions to ensure the safe use of vehicle cleaning supplies in compliance with
WHS/OHS requirements

Always wear appropriate PPE such as gloves, goggles, and masks. Ensure proper ventilation
when using cleaning chemicals to avoid inhaling fumes. Follow manufacturer instructions for
dilution and application and avoid mixing incompatible chemicals. Store supplies in labelled
containers and away from heat sources or ignition points to prevent hazards.

Safe use of cleaning supplies

It is essential to prioritise safety when using cleaning supplies to protect yourself and others
from possible dangers. Here are some guidelines for using vehicle cleaning products safely:

e Always read instruction

Understand the recommended application methods, dilution ratios, and safety guidelines
mentioned. Adhere to any warnings about potential hazards and use the recommended
personal protective equipment. By following these instructions, you can ensure proper use
of the cleaning products, minimise risks, and achieve optimal cleaning results.

e Personal Protective Equipment (PPE)

Wear the appropriate PPE as the product labels instruct and consider potential hazards. This
may include gloves, safety goggles, masks, or aprons. PPE acts as a barrier, protecting your
skin, eyes, and respiratory system from chemicals or debris that could cause harm. PPE
guidelines help maintain a safe and healthy environment while cleaning.

e Proper ventilation

Ensure adequate ventilation by opening doors or windows or using fans to increase airflow
in the working area. This helps dissipate fumes or chemical vapours, reducing the potential
for respiratory irritation or exposure. Promoting proper ventilation creates a safer and
healthier environment for yourself and others during cleaning.

e Test

Before using cleaning agents on visible areas of the vehicle, it is advisable to conduct a test
in inconspicuous areas. This involves applying the cleaning agent to a small, hidden part of
the vehicle, such as the interior fabric or an inconspicuous exterior spot. By doing so, you
can assess compatibility with the material and prevent any potential damage or adverse
reactions.

e Handling chemicals

Keep them out of reach of children and pets to prevent accidental ingestion or exposure.

Avoid mixing different cleaning agents, which can cause chemical reactions or release toxic
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fumes. Following these guidelines, you can maintain a safe environment while handling
cleaning supplies and minimise the risk of accidents or adverse effects.

Wear appropriate personal protective equipment (PPE) such as gloves and safety goggles.
In case of accidental contact, immediately rinse the affected area with water and seek
medical attention if necessary. Following these guidelines can minimise the risk of adverse
effects and protect your overall well-being during cleaning.

e Proper disposal

Properly dispose of used cleaning materials, empty containers, and hazardous waste in
compliance with local regulations and workplace procedures. Adhere to waste disposal
guidelines to minimise environmental impact and ensure safety. Following proper disposal
practices, you contribute to a sustainable environment and maintain compliance with waste
management regulations.

e Cleaning up

After using cleaning supplies, it is important to prioritise clean-up. Wash your hands
thoroughly with soap and water to remove any residue. Clean up spills or splashes promptly,
using suitable cleaning methods. Dispose of any contaminated materials correctly. Following
these steps, you maintain cleanliness, promote hygiene, and minimise potential hazards.

Effects of overuse or incorrect application of cleaning chemicals on vehicle
components:

Overuse of chemicals may damage paint, rubber seals, or other vehicle parts. Incorrect
application can lead to slippery surfaces, posing safety risks to users. Chemical splashes
may cause burns or irritation. Following recommended usage amounts and methods protects
both the vehicle and users from potential harm.

Safety data sheets (SDS)

SDS provide critical information on handling, storage, and emergency procedures. They help
identify hazards, protective measures, and first-aid steps. Manufacturer specifications guide
correct product use, preventing over-application or misuse. This ensures compliance with
safety and environmental standards while protecting workers and vehicles.

The proper application and handling of cleaning products depend significantly on the
accessibility of Safety Data Sheets (SDS) and other essential manufacturer requirements.
This is how they convey vital information:

Safety Data Sheets (SDS) offer comprehensive information regarding potential hazards, safe
handling practices, storage guidelines, and emergency procedures for specific cleaning
products. SDS contains detailed data on the product’s composition, physical and chemical
properties, potential health effects, exposure limits, and preventive measures for secure
handling, storage, and disposal. They also provide essential guidance on necessary personal
protective equipment (PPE), first aid procedures, and appropriate actions to take in case of
spills, leaks, or other emergencies. SDS are typically supplied by the manufacturer or
supplier of the cleaning product and should be easily accessible to employees who use or
come into contact with the product.

The instructions and guidelines provided by the manufacturer are essential for properly and
safely using cleaning products. These specifications offer detailed information on the
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product’s intended purpose, recommended application methods, and any limitations or
restrictions that should be followed. They may also include important details such as dilution
ratios, required contact time for effective results, temperature considerations, compatibility
with other surfaces or products, and specific instructions for storage or disposal. Adhering
to the manufacturer’s specifications is vital to achieve the desired cleaning outcomes and
prevent potential risks associated with incorrect product usage.

Safety Data Sheets (SDS) and manufacturer specifications are important references that
provide valuable information about the hazards associated with cleaning products and the
appropriate handling procedures. They are crucial in promoting workplace safety by offering
guidance on necessary precautions, personal protective equipment (PPE) requirements, and
steps to take in emergencies. Users need to review SDS and manufacturer specifications
before using a new cleaning product or when there are changes in its formulation or handling
recommendations. Additionally, training employees to access, interpret, and apply the
information from SDS and manufacturer specifications is vital to ensure the safe and
effective use of cleaning products in the workplace.

SDS details spill containment and cleanup procedures, proper disposal methods, and
emergency contact information. They specify required PPE and neutralising agents for
chemical spills. Promptly consulting the SDS ensures quick and effective action, minimising
risks to people and the environment during accidents.

By adhering to these guidelines, you can maintain a safe environment while working with
cleaning supplies and minimise the risks. Safety first—protect yourself, others, and the
environment.

Safe operation of equipment

It is essential to ensure that cleaning equipment is operated correctly to reduce the risk of
accidents, injuries, and property damage.

Inspect the equipment for damage or leaks before use. Wear PPE, such as gloves and eye
protection. Maintain a firm grip on the equipment, and avoid directing the spray at people
or fragile parts. Follow manufacturer guidelines for operating pressure and nozzle selection.
Shut off the equipment properly after use.

The following are some basic guidelines for proper utilisation of cleaning equipment,
including power tools, pressure washers, and manual cleaning equipment:
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e Read the manuals/instructions

Before using any cleaning equipment, it is crucial to read and familiarise yourself with the
instruction manual provided by the manufacturer. The instruction manual contains
information about the equipment’s proper use, safety precautions, and specific operational
instructions. By understanding and following the manufacturer’s recommendations, you can
ensure safe and effective use of the equipment while minimising the risk of accidents or
damage.

e Wear appropriate PPE

This includes safety goggles to protect your eyes from debris or splashes, gloves to shield
your hands from chemicals or sharp objects, hearing protection to prevent noise-induced
hearing damage, and non-slip footwear to maintain stability and prevent slips or falls.
Wearing the necessary PPE can minimise the risk of injury and protect yourself from potential
hazards associated with the cleaning equipment and process.

e Perform pre-use inspection

Before using cleaning equipment, conduct a pre-use inspection to ensure its proper
functioning and safety. Check for visible damage, ensure safety guards and controls are in
working order, and refrain from using damaged or faulty equipment. This inspection
promotes safe operation and helps prevent accidents or injuries.

e Use only when qualified

Ensure proper training before operating cleaning equipment. Seek guidance from
experienced operators or supervisors if you are unfamiliar with the equipment. Proper
training minimises the risk of accidents, injuries, and equipment damage, promoting safe
and effective operation.

e Follow operating procedures

Follow the manufacturer’s recommended operating procedures for cleaning equipment. This
includes adhering to start-up and shutdown procedures, understanding equipment
limitations, and following guidelines for usage conditions, load capacities, and operating
temperatures. Use cleaning equipment only for its intended purpose and within its designed
capabilities. Avoid modifying or altering the equipment without manufacturer authorisation.
Maintain proper ergonomics while operating cleaning equipment to prevent strain or injury.
This includes maintaining good posture, proper body mechanics, and mechanical aids for
heavy lifting. Doing so prioritises safety, reduces the risk of injuries, and promotes a safe
and comfortable working environment.

e Maintain a tidy workspace

Maintain a clear work area by removing obstacles, debris, and tripping hazards. Create
sufficient space to safely operate the cleaning equipment and keep a safe distance from
others. Handle power cords and hoses safely, keeping them away from water, sharp edges,
and moving parts. Avoid tripping over or entangling in cords or hoses.

e Store equipment accordingly

Properly store and maintain cleaning equipment by cleaning and storing it in a designated
area and following recommended maintenance procedures. This promotes equipment
longevity, optimal performance, and a safe work environment.
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Impact of improper handling of cleaning equipment:

Misuse of equipment, like applying excessive pressure, can damage vehicle surfaces or
components. Improper electrical connections or handling near water can cause electrocution
risks. Inadequate control of hoses may lead to tripping hazards or injury to bystanders.
Proper handling minimises risks and prevents costly damages.
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What will I learn?

In this chapter, you will learn about the following:

1. Vehicle defects are identified and diagnosed, and appropriate action is taken

to report to relevant person/s or remedy identified defects as required by
workplace procedures.

2. Records of inspection are updated and recommended repairs from relevant
person/s are documented in accordance with workplace procedures.
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2.1. Vehicle defects are identified and diagnosed, and
appropriate action is taken to report to relevant
person/s or remedy identified defects as required
by workplace procedures.

Vehicle defects are identified through routine checks, visual inspections, and diagnostic
tools. Once a defect is diagnosed, it is reported to the relevant person, such as a supervisor
or maintenance team, as per workplace procedures. If required, immediate action is taken
to remedy the defect, ensuring safety and compliance. Documentation must follow
workplace protocols to confirm actions taken and escalate unresolved issues.

The following steps should be taken as a general guide:
1. Find defects

Regular inspections and maintenance checks are essential to identify and address any
potential defects or issues with the vehicle. By conducting visual inspections, listening for
unusual sounds, checking warning lights, and performing diagnostic tests, you can detect
any problems early on. This proactive approach helps ensure the vehicle’s reliability, safety,
and optimal performance.

2. Record/note identified defects

It is essential to keep a record of any defects identified to facilitate accurate tracking and
prompt problem solutions. By documenting specifics such as the nature of the defect, the
impacted component or system, and any pertinent observations or symptoms, you create
an entry that may serve as a basis for communication with maintenance staff. This
documentation is helpful in efficiently addressing the issues and ensuring that any required
repairs or corrective measures are carried out.

3. Determine severity and impact

After identifying defects in a vehicle, it is important to assess their severity and potential
impact. This involves evaluating how the defects may affect the vehicle’s safety,
performance, and compliance with regulations. By prioritising critical defects that pose
immediate safety risks, you can ensure that urgent attention is given to resolving those
issues. This systematic approach helps in effectively managing and addressing the identified
defects, promoting the overall safety and reliability of the vehicle.

4. Report defects

When defects are discovered during a commercial vehicle inspection, the process typically
involves:

a. Documenting the defects in a written report or electronic form.

b. Notifying the appropriate personnel, such as fleet managers or maintenance teams.
c. Taking the vehicle out of service until the defects are repaired or addressed.

d. Ensuring that repairs are conducted by qualified personnel.

e. Re-inspecting the vehicle to confirm that the issues have been resolved before returning
it to service
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5. Include specific information

When sharing the documented defects with the appropriate personnel, it is important to
provide detailed information to ensure a clear understanding of the issue. This includes
sharing descriptions of the defects and supporting evidence such as photographs or
diagnostic reports. Including pertinent details such as the date and time of discovery, specific
symptoms observed, and any relevant context or circumstances can further enhance the
understanding of the issue. By providing comprehensive and accurate information, you
enable the responsible personnel to make informed decisions and take appropriate actions
to address the defects effectively.

6. Adhere to the reporting procedures

This may include filling out incident or defect report forms, utilising electronic reporting
systems, or following specific communication channels designated for such purposes.
Adhering to these procedures ensures that the defects are reported in a standardised and
systematic manner, facilitating proper documentation, tracking, and resolution of the issues.
By following the prescribed reporting procedures, you contribute to the overall efficiency and
effectiveness of the defect management process within your organisation or workplace.

Relevant reporting requirements for carrying out vehicle inspections are as below:
e Inspection findings must be documented promptly and accurately.

e Any identified safety hazards or defects should be reported immediately to the
appropriate personnel.

e Detailed records of inspections, including dates, findings, and actions taken, must be
maintained.

e Compliance with workplace procedures and regulatory requirements should be
reported.

e Regular reporting intervals, such as daily or weekly, may be specified for ongoing
vehicle inspections.

7. Choose the course of action

Collaborate with the relevant personnel to determine the appropriate action steps to address
the identified defects. This may involve working closely with maintenance technicians, fleet
managers, or other responsible individuals to develop a plan of action. The specific steps
will depend on the nature of the defects and the available resources. It may include
scheduling repairs, ordering necessary parts, arranging specialised diagnostics or
inspections, or coordinating with external service providers. By actively determining action
steps, you contribute to efficiently and effectively resolving the identified defects, ensuring
the vehicle’s continued safe and optimal operation.

8. Implement fixes

Take proactive measures to implement the necessary remedies for the identified defects.
Assign qualified technicians to perform repairs or maintenance tasks, ensuring they have
the required skills and resources. Order replacement parts or components as needed,
ensuring they are compatible with the vehicle and meet the necessary quality standards. If
the repairs require specialised knowledge or equipment, consider seeking the assistance of
qualified service providers or authorised dealerships. By promptly implementing the
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remedies, you ensure that the defects are addressed effectively and minimise any potential
negative impacts on the vehicle’s performance, safety, or compliance.

9. Record the process

Maintain thorough and accurate documentation of all actions taken to address the identified
defects. Record details such as the action’s date, time, nature, the individuals involved, and
any external service providers utilised. Include information about the repairs performed,
replacement parts used, or any other relevant details. This documentation is a valuable
record of the steps taken to rectify the defects and can be referenced for future audits,
inspections, or reference purposes. It also helps track the progress of defect resolution and
ensures transparency and accountability within the maintenance and repair process.

Relevant documentation requirements for carrying out vehicle inspections are as below:
e Vehicle inspection checklists and forms must be completed thoroughly.
¢ Maintenance records, including repairs and servicing, should be updated regularly.

e Documentation of cleaning activities, if part of the inspection process, must be
maintained.

e Any vehicle-specific manuals or manufacturer's guidelines should be consulted and
documented.

e Records of any previous issues, repairs, or modifications should be kept for reference
and compliance purposes.

10.Follow-up

This may involve retesting the specific components or systems affected by the defects or
conducting a comprehensive vehicle inspection to verify its overall safety and compliance.
By performing these follow-up checks, you can ensure that the necessary actions have been
successful in addressing the defects and that the vehicle is now in a reliable and safe
condition for operation.

Common vehicle defects
Here are some of the commonly identified vehicle defects:

e Airbags - Airbags may deploy unexpectedly while driving, obstructing the driver’s vision
and potentially causing accidents. Defective airbags can also deploy with excessive force,
resulting in injuries such as broken limbs, burns, hearing loss, and blindness.

e Seatbelts - Seatbelts are widely recognised as a vehicle’s most crucial safety feature,
providing life-saving protection. However, when seat belts malfunction, they can result
in severe and fatal injuries. Defects in seat belts range from broken latches to
malfunctioning tension detectors. When cars are sold with faulty seat belts,
manufacturers are putting drivers and passengers at risk.

e Fuel systems - Defective fuel systems are a significant factor in many vehicle fires.
One type of fuel system defect involves manufacturers neglecting to install a cut-off
device that would stop the flow of gasoline in the event of a crash. Fuel systems can
have various hidden defects that may contribute to fires.
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e Braking system - Without the ability to stop safely, the driver’s control over the
vehicle’s speed is compromised, putting them at risk. Signs of defective brakes may
include issues such as overheating, cracked callipers, failure of the ABS, malfunctioning
parking or emergency brake, and hydraulic line leaks. Ensuring the proper functioning
of the braking system is crucial for safe driving.

e Lights (front, back and side) - The functionality of headlights is crucial for safe
nighttime driving, as they provide visibility on the road. When headlights are defective
or not working properly, they pose a significant danger to drivers, passengers, and other
road users. Limited visibility increases the risk of accidents and serious incidents. If you
experience difficulties seeing at night despite not having a blown bulb, it may indicate a
headlight malfunction.

2.2. Records of inspection are updated, and
recommended repairs from relevant person/s are
documented in accordance with workplace
procedures.

Inspection records are updated by accurately noting the date, time, and findings of the
vehicle inspection, including identified defects and safety checks. Recommended repairs
from relevant persons, such as mechanics or supervisors, are documented clearly with
specific details of actions needed. All records must align with workplace procedures, ensuring
proper tracking of maintenance needs and compliance with organisational standards for
safety and operations.

It is crucial to fulfil the following reporting and documentation requirements for vehicle
inspections to demonstrate compliance and facilitate adequate recordkeeping:

e Inspection reports
o Comprehensive findings
o Security assessment
o Purposed measures
o Sign-off/Approval
e Pictures/Visual evidence
e Maintenance records

e Compliance documentation
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Importance of documentation

Documentation is highly recommended in any organisation or business scenario. The
primary goal of generating documents is to ensure everyone is on the same page regarding
the objectives. Although documentation can be tiresome, boring, dull, and even annoying
to create, it is vital to provide details of every technical procedure to explain the
requirements and functionality of the processes beforehand. Hence, much documentation
can or will be generated in a typical organisation throughout its business operation.

Documentation provides a significant number of elements that underwent the process of
development. It records the specifics of the development and maps the building process at
every step. It also ensures the technical and non-technical teams work towards the same
objective rather than going separate ways, eventually losing resources and time. It keeps
track of the requirements and connects them to meet the organisation’s needs.

Keeping a record of the process allows the team to recollect the positive and negative
aspects of the development and improve in the future. It is also considered proof that a
product or something was being built, said, or done. And no matter how good someone’s
memory is, they will not be able to remember all the activities or events that took place in
the development than a document that records the details.

Every procedure, action or process requires documentation in a formal business
environment. To put it simply, you cannot truly succeed without adequate documentation.

e Improving a process

Processes such as backing up data and employing security are not one-time events. It will
probably still take place throughout the business lifespan. Hence, when the initial process is
documented, it allows the organisation to note vital tasks and improve the next time. Most
methods are a repeatable process that needs to be undertaken routinely, so recording the
techniques will benefit the organisation. The records will prove that there will always be
room for improvement. Process documentation offers an eagle-eye perspective and allows
companies to develop innovative plans and techniques for future deployments.

e Using it as a reference or training material

Once you record and document the process, it will be with the organisation forever. Hence,
it will help new hires quickly pick up on the methods that took place and the vital points to
look out for. It speeds up the learning process for the new hires or the team undertaking
the project for the next round. Besides saving time, it also accelerates the learning curve
significantly since it already includes all the resources needed to understand the fundamental
procedure.

e Roles and responsibilities

Another key documentation factor is clearly stating the team member’'s roles and
responsibilities. It will reduce confusion when the project gets passed to the next team. They
will understand the specific roles and responsibilities of the particular team member and
create transparency within the group.

e Analysis

Like improving processes, documenting processes allows the organisation to take proactive
actions to analyse and compare techniques from different deployment times and calculate
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the costs, efficiency, and other crucial metrics. In addition, it provides the enterprise to
study the documents and consider taking a different approach the next time or sticking to
the existing one.

Documentation best practices
Here are some best practices when it involves documentation:
e Priorities security

One of the first objectives for any organisation seeking to have its recordkeeping house in
order is to establish robust data and privacy protections. Your data could be susceptible to
a leak if security is weak. Furthermore, a data breach may have significant implications and
public relations issues. Therefore, businesses must protect their documents and handle client
data with the necessary care.

Without the proper security measures, cybercriminals can manipulate your documents and
install ransomware onto your networks, capturing sensitive data from your clients.
Responding to vulnerability notifications can be essential to best records management
practices. Your electronic record and records management system (eDRMS) should have
strong internal security features, such as data encryption in transit with a strong SSL
connection to keep information safe.

e Record and monitor the documents

Mismanagement of records and a lack of an appropriate eDRMS are significant contributors
to inadequate recordkeeping and can effectively hinder an organisation’s compliance with
regulatory requirements. For example, when records go missing or are unaccounted for, an
organisation cannot fulfil a Freedom of Information (FOI) request, or disciplinary actions
may be imposed under Australian recordkeeping acts and standards. In addition, it can also
disrupt their business operation and reputation overall. Hence, it is vital to monitor and
maintain the documents regularly.

o Establish a record management plan

A well-defined and enforceable data management plan should be essential to the
organisation’s records and database architecture, methods, and procedures. It should focus
on a detailed analysis of relevant practices and requirements and be audited frequently.

Organisations must establish and adequately maintain their databases and knowledge
technology systems and practices and guarantee that this database is available to all
employees. Organisations should define who is accountable for handling information and
understand how this approach blends with the organisation’s overall business plan. Regular
reviews are required to ensure the data management plan complies with existing legislation.

e Review periodically

Regulation is never a one-time occurrence, especially regarding documents and information
management. Therefore, your records management policy should include an annual analysis
and audit of internal and external conformity with applicable acts and standards. The criteria
to assess record management effectiveness should focus on global, federal, and foreign
standards. A comprehensive audit should evaluate the recordkeeping procedures and
processes critically.
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o Dispose of or destroy records at the end of their lifecycle

Physical archives, including digital databases, can become susceptible to data leaks.
Although regulatory laws mandate that any documents be retained permanently, most
records should be deleted after a defined period. Most enterprises need help navigating the
complexities of record disposal and preservation requirements. This is why organisations
must do their due diligence in assessing certain criteria or appoint a records and information
management consultant to do so on their behalf. It would assist in the consistency and
enforcement of the corporate policy.

e Ensure that the data is accurate

The easiest way to think of information architecture is as a model for your information
“warehouse,” which is an integral component of your governance strategy. A robust
infrastructure can ensure that the organisation’s material is safe, readily available, and
disposed of at the end of its lifecycle.

e Digitise physical records

Although digitising physical documents can seem time-consuming and expensive, the result
would greatly exceed the initial costs and commitment. Organisations can benefit from
greater operating productivity and ease of access to files (for example, finding a digital
database is much quicker and simpler than identifying a file in a room full of boxes),
substantial reductions in actual storage expenses, a reduced probability of destroying data
in the case of a crash, storm, or another catastrophe, and better alignment of existing
business information systems.

Importance of having policies and procedures

Standards provide a typical collection of reference points determining if an organisation’s
processes, procedures, and other controls meet an agreed-upon minimum standard. When
an organisation complies with a certain standard, it exhibits confidence in external parties,
such as clients, vendors, and stakeholders, in its ability to deliver on the standard’s
requirements. Additionally, it can give an organisation a competitive edge over other
organisations. For instance, as consumers evaluate a company’s goods or services, an
organisation that complies with a security standard can have an advantage over a rival that
does not.

Legislative and legal regulations can occasionally specify certain conditions that must be
met. In particular, if your business handles credit cards, you must adhere to the PCI DSS
Data Security Standard. The major credit card services, including VISA and Mastercard, have
established this standard. If you do not adhere to this standard, you risk being prosecuted,
facing increased fines, or even having credit card services unwilling to do business with you.

Additionally, standards can assist organisations in complying with legal requirements,
including the Data Protection Act, SOX, and HIPAA. By establishing a solid basis for
maintaining and protecting your systems through a standard, you will find it simpler to
comply with current and new regulatory standards than an organisation that does not.

When the organisation’s leaders design and implement policies, it is crucial to ensure that
your workforce knows why adopting them is important. Here are some reasons why it is
important to implement appropriate policies and procedures:
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e Compliance with the law

Policies and practices that are periodically assessed and revised can help an organisation
maintain its regulatory obligations. For example, a clear policy on data security at work
would allow the employer to communicate its responsibilities better to secure work and
enforce certain obligations placed on an organisation by law. By law, in most countries, it is
required for organisations to have policies and procedures in place. They should be
accessible to all the employees or individuals involved in the business.

e Set expectations

Policies and procedures facilitate the employer to adhere to the principles and vision of the
business. They also set expectations of behaviour, conduct and performance for the
workforce. Consequently, policy and procedures specifically identify and establish standards
for workers to provide a reference point for them to review and track when they achieve
such expectations.

e Guides employees on taking appropriate actions

Most importantly, policies and procedures let workers know where to turn for assistance. All
policies should have a contact person for problems related to that policy so that workers
know who they can notify. Furthermore, it will lay out the processes and alternatives for
addressing any concerns in the workplace.

All policies and procedures should be carefully constructed to ensure that they comply with
all legal obligations and do not place burdensome responsibilities on the employer that they
cannot fulfil. They should be straightforward, concise, and user-friendly.

e Protect employer against employee claims

Regularly updating policies and procedures can benefit the organisation in defending against
legal claims. For example, in the case of a harassment evaluation before the Fair Work
Commission, it can be relied on to demonstrate that the employer has a harassment policy,
which has been referred by the employer to investigate the allegation of harassment, to
demonstrate the reasonableness of the employer’s actions in responding to such claims.

e Keep management accountable

Furthermore, it also offers instructions to the management team on how to conduct
themselves on the standards to be adopted. It clarifies the majority of the workforce when
they see the standards demanded of their managers and what they should anticipate from
their managers.
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https://www.thechecker.net/stories/blog/six-reasons-vehicle-inspections-benefit-the-bottom-line
https://www.thechecker.net/stories/blog/six-reasons-vehicle-inspections-benefit-the-bottom-line
https://help.redbookinspect.com.au/hc/en-gb/articles/360000510303-What-do-we-check-in-a-vehicle-inspection-
https://help.redbookinspect.com.au/hc/en-gb/articles/360000510303-What-do-we-check-in-a-vehicle-inspection-
https://www.safeworkaustralia.gov.au/safety-topic/hazards/chemicals/safety-data-sheets
https://www.safeworkaustralia.gov.au/safety-topic/hazards/chemicals/safety-data-sheets
https://www.carlsonattorneys.com/news-and-update/common-vehicle-defects
https://vatire.com/car-maintenance-tips/what-all-the-symbols-on-your-dashboard-mean/
https://vatire.com/car-maintenance-tips/what-all-the-symbols-on-your-dashboard-mean/
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Learner Guide Mapping Tool

Element and performance criteria mapping

LGMT

ELEMENT

PERFORMANCE CRITERIA

Chapter in the
learner guide

Page
number

Elements describe the
essential outcomes.

Performance criteria describe the performance
needed to demonstrate the achievement of the
element.

1 Check and
clean vehicle

1. Potential causes of fatigue
are identified, and actions
are taken to minimise their
effects in accordance with
workplace procedures.

Chapter 1

6 to 10

2. Visual check of the internal
and external condition of
the vehicle is carried out,
and relevant
documentation is
completed in accordance
with workplace procedures.

Chapter 1

11to 12

3. Pre-operational inspections
and checks are conducted
in accordance with
workplace procedures.

Chapter 1

13 to 18

4. Associated equipment is
tested to ensure it
functions correctly to
manufacturer specifications
and workplace procedures.

Chapter 1

19to 21

5. Operational checks are
carried out after the engine
is started to identify
possible defects.

Chapter 1

22 to 23

6. Shutdown checks are
carried out to identify
possible defects.

Chapter 1

24 to 25

7. Warning systems
(instruments and gauges)
are checked to ensure they
are operational in
accordance with
manufacturer specifications
and workplace procedures.

Chapter 1

26 to 29
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8. Vehicle monitoring devices,

including In-Vehicle
Monitoring System (IVMS)
and telematics, are logged
on/off as required in
accordance with
manufacturer instructions
and workplace procedures.

Chapter 1

30 to 32

9.

The vehicle is cleaned in
accordance with work
health and safety
(WHS)/occupational health
and safety (OHS) and
environmental
requirements and
workplace procedures.

Chapter 1

33 to 39

2 Complete
documentations

Workplace procedures are
assessed to minimise
fatigue.

Chapter 2

43 to 46

Factors that increase the
risk of fatigue-related
accidents and incidents are
minimised.

Chapter 2

47 to 51
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Knowledge evidence mapping

Evidence of the ability to: Mapped to Chapter in the Page number
_ performance learner guide
The candidate must be able to criteria
demonstrate knowledge to
complete the tasks outlined in
the elements, performance
criteria and foundation skills of
this unit, including knowledge
of:
= duty of care 1.2 Chapter 1 17,18
requirements for routine
vehicle inspections
= principles of systems 1.1 Chapter 1 6
operation on commercial
vehicles
* Problems that may occur | 1.3 Chapter 1 14 to 15
during routine vehicle
inspections and
appropriate actions and
solutions
*= relevant reporting and 2.1 Chapter 2 44,45
documentation
requirements for
carrying out vehicle
inspections
* relevant WHS/OHS and 1.9 Chapter 1 33
environmentally
sustainable practices
= Workplace procedures
and manufacturer
specifications for:
» associated equipment 1.4 Chapter 1 21
operation
= checking warning 1.7 Chapter 1 26
systems
= defect reporting 2.1 Chapter 2 43
= the function of gauges, 1.7 Chapter 1 27
warning lights and
devices
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In-Vehicle Monitoring
System (IVMS) and
telematics

1.8

Chapter 1

30

pre-operational
inspection of a
commercial vehicle,
including hauling units
and any attached trailer

1.3

Chapter 1

13to 17

visual inspection

1.2

Chapter 1

14

safe use of vehicle
cleaning supplies

1.9

Chapter 1

35to 36

safe operation of
cleaning equipment

1.9

Chapter 1

38 to 39

safety data sheets (SDS)
and relevant
manufacturer
specifications for
cleaning products

1.9

Chapter 1

37

WHS/OHS and
environmental
requirements for waste
disposal.

1.9

Chapter 1

34 to 35
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