Action Ambulance Service, Inc.

Fleet Services Department

Policy and Procedure Manual
Mission:
The Fleet Services Department will provide quality, timely, and cost effective preventative maintenance and repair services.
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Chief Executive Officer          
CAAS Coordinator
POLICY:

The Fleet Services Department will assess, diagnose, address and document every problem or issue reported.

PURPOSE: 

To ensure all vehicle issues are addressed 

PROCEDURE:

When vehicle issues are reported, whether via email, incident reports, verbally, or in any other manner, the Fleet Services personnel will assess, diagnose, address and document every problem reported as soon as practical.

Upon resolution of the issue, Fleet Services personnel will report back to the identifying person(s), via email, the resolution of the issue.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

The Fleet Services Department will test drive every vehicle before every Preventative Maintenance performed.

The Fleet Services Department will test drive every vehicle after every Preventative Maintenance performed.

The Fleet Services Department will, when practical, test drive every vehicle with an issue related to the drivetrain or associated systems.

The Fleet Services Department will test drive every vehicle with an issue related to the drivetrain or associated systems after resolution.

PURPOSE: 

To ensure all vehicle issues are discovered and addressed. 

PROCEDURE:

Prior to Preventative Maintenance being performed, the Fleet Services Technician will test drive the vehicle.

After the Preventative Maintenance is performed, the Fleet Services Technician will test drive the vehicle.

As part of an assessment of an issue related to the drivetrain or associated systems, when practical, the Fleet Services Technician will test drive the vehicle.
After the drivetrain issue is addressed, the Fleet Services Technician will test drive the vehicle.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

The Fleet Services Department will perform preventative maintenance and repair in accordance with the manufacturer’s recommendations.

When appropriate, preventative maintenance or repairs shall be performed more frequently, or in excess of, manufacturer’s recommendations. 

PURPOSE: 

To ensure all vehicle issues maintained according to manufacturers recommendations, or in excess thereof. 

PROCEDURE:

Fleet Services personnel will perform preventative maintenance according to the manufacturer’s recommendations.

When appropriate, Action will schedule maintenance to be performed more frequently than manufacturer’s recommendations.

When appropriate, Action will identify repairs to be performed in excess of manufacturer’s recommendations.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will be aware of sharps, fluids and other potentially infection material when working on a vehicle.

Fleet Services personnel will wear appropriate gloves and eye protection.

PURPOSE: 

To minimize the risk of exposure to blood or other potentially infectious material. 

PROCEDURE:

Fleet Services personnel will utilize gloves, eye protection and other PPE and safety equipment while working on a vehicle.

Fleet Services personnel will immediately notify an Operations Supervisor upon discovery of sharps, blood or other potentially infectious material for appropriate removal and disposal.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will immediately report to an Operations Supervisor any vehicle that is not clean.

PURPOSE: 

To ensure vehicle cleanliness at all times.

PROCEDURE:

Fleet Services personnel will immediately report to an Operations Supervisor any vehicle that is not clean.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will immediately report any change in vehicle status.
PURPOSE: 

To ensure an accurate vehicle status at all times.

PROCEDURE:

-Upon determining that a vehicle has changed it’s status, i.e. from “In Service” to “Out of Service”, Fleet Services Personnel will contact an Operations Supervisor by telephone to notify them of the change of status. If no person is reached, a voicemail will be left.

-After notifying the Operational Supervisor by phone, the Fleet Services personnel will, in person, notify the Communications Center personnel.

-After notifying the Communications Center personnel, the Fleet Services personnel will email the Leadership Team, OEMS Compliance, and the Communications Center with the status update.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will perform Preventative Maintenance according to the Preventative Maintenance Schedules in the Fleet Services software. 

A paper backup of the Preventative Maintenance Schedules shall be kept printed and available.

PURPOSE: 

To ensure compliance with any applicable Preventative Maintenance Schedule.

PROCEDURE:

-The CEO or designee shall determine the Preventative Maintenance Schedules.  

-Fleet Services personnel will ensure that the Fleet Services Software accuratly reflects these Schedules.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will document all fuel, evaluations, assessments, modifications, preventative maintenance and repairs, to any vehicle or equipment.

PURPOSE: 

To ensure accurate data at all times.

PROCEDURE:

-Upon completion of work, Fleet Services Personnel will electronically document all fuel, evaluations, assessments, modifications, preventative maintenance and repairs to any vehicle or equipment in the Fleet Services Software.  
-Paper back up copies will be created and kept in the Fleet Services office files.
-Upon completion of each Preventative Maintenance Service on an ambulance, Fleet Services Personnel will document, using OEMS Ambulance Inspection forms and instructions, the following items:

Form V1:

V01-V51

Form V2:

V52-V62, E04

Form 5 (when applicable)

V1, V2, V6

The OEMS forms shall then be scanned and electronically attached to the appropriate work order and the original paper copies placed in the vehicle file.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will search monthly for any Technical Service Bulletins (TSB’s) applicable to any Action vehicle.

Any applicable TSB’s will be printed for reference and evaluated for urgency.

Documentation will be maintained of the monthly search and its results.

PURPOSE: 

To ensure accurate maintenance and repair information at all times.

PROCEDURE:

-On the first business day of each month, Fleet Services Personnel will conduct an online search for TSB’s for all Action vehicles.

-Any applicable TSB’s will be printed and the Fleet Services Team Leader or designee will evaluate each for urgency.

-Documentation will be maintained on an easily accessible bulletin board of the monthly search and its results.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will search monthly for any vehicle recall notices applicable to any Action vehicle.

Any recall notices will be printed for reference and evaluated for urgency.

Documentation will be maintained of the monthly search and its results.

PURPOSE: 

To ensure accurate maintenance and repair information at all times.

PROCEDURE:

-On the first business day of each month, Fleet Services Personnel will conduct an online search for recalls for all Action vehicles.

-Any applicable recalls will be printed and the Fleet Services Team Leader or designee will evaluate each for urgency.

-Documentation will be maintained on an easily accessible bulletin board of the monthly search and its results.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will ensure that all vehicles are assigned the correct Preventative Maintenance Schedule based upon vehicle type, manufacturer, age, and mileage.  

PURPOSE: 

To ensure compliance with applicable Preventative Maintenance Schedules.

PROCEDURE:

On the first business day of each month, Fleet Services personnel will check to ensure that all vehicles are assigned the correct Preventative Maintenance Schedule in the Fleet Services software.  

The assigned Preventative Maintenance Schedule may be changed at this time.  An email must then be sent to the Fleet Services team, notifying them of the change. 
Fleet Services Personnel will not change what is in the Preventative Maintenance Schedules except as per Fleet Services Policy #7.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will utilize all appropriate safety equipment and supplies at all times.  The use of additional safety equipment is encouraged.

Fleet Services personnel will utilize appropriate eye protection when using any power tools or equipment, regardless of power source.

Fleet Services personnel will wear hard hats while underneath any vehicle.

PURPOSE: 

To minimize injuries.

PROCEDURE:

Fleet Services personnel will be provided safety equipment and supplies, including, but not limited to: Hard hats, eye protection, hearing protection, gloves, PPE and equipment safety guards.  Fleet Services personnel must be aware of these items and how to properly use them. If they are unfamiliar with their use, they must contact a supervisor or the V.P. of Human Resources prior to using it. If there is a safety item that they believe is needed, it is the responsibility of the Fleet Services personnel to notify the V.P. of Human Resources immediately.
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Chief Executive Officer          
CAAS Coordinator

POLICY:

Fleet Services personnel will maintain all records for vehicles, and equipment, for 3 years past when the vehicle is sold, scrapped, or otherwise removed from service.

PURPOSE: 

To ensure maintenance of appropriate records.
PROCEDURE:

Fleet Services personnel will maintain all electronic and paper records of vehicles and equipment for a minimum of three years past when the vehicle, or equipment is sold, scrapped, or otherwise removed from service.
