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Little Dixie Transit 
Maintenance Policy 

 

 

 

SECTION I 

 

1. Maintenance Goals 

 

      The goal of Little Dixie Transit is to maintain every vehicle in the transit fleet 

according to the manufacturer’s recommended service schedule.  The life and quality of 

vehicle performance will be enhanced and extended by consistently following this 

schedule in a timely manner.  We will achieve our goal of providing safe, reliable 

transportation to our clients through our continued commitment to these established 

practices. 

 

 

             A.   Maintenance Objectives for Vehicles 

 

I. Conduct daily pre-trip and post-trip inspections to ensure safe vehicle operation.    

            Drivers are trained and instructed to check fluids, tires, wipers, lift operations, etc         

            at the beginning and end of each shift. 

 

      1.  Problems are reported to the on-site supervisor. The on-site supervisor will contact           

          the transit mechanic and arrange for vehicle service for repairs that are required   

          beyond the regularly, scheduled services.  A sample of the pre-trip/post trip    

          inspection log is included as Attachment A. 

 

2. Maintenance logs will be forwarded to the main office on a monthly basis.  The 

mechanic will compare the hard copy data to the computer data concerning 

mileages for services performed, etc.  

 

3. The driver trainer will include review of pre-trip/post trip inspection sheet and 

maintenance logs in the monitoring sessions with each driver.  

 

 

 

II. Provide maintenance according the manufacturer’s recommendations which 

include schedule of services listed by vehicle type in Attachment B. 

 

 

III. Monthly inspections will be completed by each on-site supervisor.  These    

monthly inspections will be forwarded to the main office for review by the 

Operations Manager.  Annual inspections will be completed by the transit 

mechanic, driver trainer and Operations Manager. 
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IV. The transit mechanic will prepare work detail statements that will list the cost 

of goods and services performed.  These work detail statements will be used 

to enter the information into the computer system to track service and repair.  

The invoice will be attached to the maintenance log and filed in the vehicle 

folder on a monthly basis.  All invoices, fuel tickets and charge orders will 

contain the date, vehicle number and mileage at the time of purchase or repair. 

 

V.         Warranty work will be scheduled and serviced by the transit mechanic. If he  

              is authorized by the dealer, the mechanic will perform the warranty work.  If   

              the mechanic is not authorized to complete the work, he will coordinate the      

              warranty work with local dealerships. 

            

 

 

        B. Maintenance Objectives for Shop Equipment/Facility 

 

Each transit agency should have a plan for the safe and proper management of 

maintenance resources; including parts, equipment, facilities, fleet, and personnel. 

 

 

Parts 

Some standard parts such as oil filters, brake pads, and fuel filters are kept in stock in the 

shop.  Price comparisons are made on parts once every quarter to ensure we are 

purchasing parts at the most competitive price available. Special parts are ordered by the 

mechanic as needed from approved vendors.  Price comparisons are completed prior to 

every purchase. 

 

Equipment 

Preventive Maintenance 

Tools, equipment, and other property are to be maintained in accordance to the 

manufacturer’s recommended schedules.  Monthly inspections are to be completed to 

check for any needed repair or corrective maintenance.   

 

Machines, Tools and Equipment 

Preventive maintenance and proper care of machinery, equipment and tools is essential. 

Equipment and tools in disrepair pose unnecessary hazards. It is important to place them 

in their proper designated storage place after use. 

 

Jack Stands 

Jack stands will be used whenever the wheels are raised two inches or more off the 

ground. The vehicle must be lowered onto the jack stands and not suspended over them.  

Care should be taken in instructing all shop personnel on the proper use and positioning 

of floor jacks and other lifting devices. Lift points should be marked on vehicles. 

Addendum 1, Item K 
Page 4 of 26



 

Equipment Guards 

Guards will be installed and used on all equipment with belts, pulleys, or other moving 

parts. 

 

Tire Inflation  

Instructions for mounting/dismounting tires should be posted and strictly followed.  

 

Tools 

Tools should be kept clean of grease and oil. The tool should be properly selected for the 

job with the appropriate hand position and technique used for the employee’s protection. 

Tools should be inspected regularly for defective conditions.   

 

Cords/Hoses 

Air hoses, extension cords, and droplights should be inspected regularly for worn or 

frayed condition. They should be kept in a stored or hanging position when not in use. 

They should be wiped clean after each use. All cords and electrical equipment will have a 

grounded plug. 

 

Eyewash Stations 

An eyewash station should be provided and located near a water supply. 

 

Fire Extinguishers/First Aid Kit 

At a minimum, one fire extinguisher should be available on each shop wall. A first aid kit 

should be displayed in the shop with easy access for shop employees. Both items will be 

inspected on a regular basis (first aid kit supplies, fire extinguisher charge and condition). 

Both items should be labeled indicating their permanent location. 

 

Other Shop Equipment 

All shop equipment should be inspected regularly for their condition and cleanliness. 

Broken or worn equipment (ladders, hoses, stools) should be replaced to eliminate the 

possibility of injury to an employee. 

 

 

SECTION II 

 

2. Record Keeping 

 

I. Maintenance records will be kept on file for a minimum of five years. 

 

II. Mileages will be entered into the computer maintenance program two times 

per week.  The mechanic will track maintenance and generate work orders.  

The mechanic will call on site supervisors to make appointment times.  

      III.       Hard copy maintenance data will be stored in the main transit office for ready       

                  availability for the mechanic, operations manager and the transit director. 
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       IV.     Original invoices for the procurement of supplies and goods for service work    

                 will be attached to payment invoices and submitted to the agency accounting    

                 department for payment.  Copies will be retained in the main transit office.           

                 Mechanic will complete a work detail statement which will be filed in each   

                 vehicle file. 

 

 

SECTION III  

 

 

3. Training 

 

I. All transit employees will be trained in orientation concerning the pre-trip 

post-trip inspection procedures.  Evaluations of performance will be 

conducted by the driver trainer during monitoring sessions. 

 

II. The transit mechanic will conduct sessions within general training in-services   

to educate the drivers in the proper performance of vehicle operations.  Topics 

of discussion will include ABS brake systems, proper tire pressure, etc.   

 

 

III. All drivers will participate in periodic training sessions and reviews to   

determine their ability to conduct pre-trip post-trip inspections and vehicle 

operations in a safe, efficient manner.  This review will include simulation 

exercises in which the employee must “walk through” a pre-trip inspection 

and note the areas that are checked.  

 

 

IV. Training that addresses adverse weather conditions, etc will be conducted   

periodically to ensure that each driver has the understanding of the these 

conditions and possible hazards to avoid. 
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SECTION IV        (ADDENDUM A) 

 

 

4. Warranty Recovery Program 

 

 

Little Dixie Transit operates a warranty recovery program to ensure that cost of 

parts and repairs on warranty-covered items are recovered.   

 

I. Failed Components 

Parts and components that may have failed prematurely are returned to the 

Maintenance Department.  The transit mechanic researches the original 

installation date, miles of usage on the failed component, and the vendor it 

was originally purchased from.  If the part or component is covered by a 

warranty, it is returned to the vendor. 

 

II. Return to manufacturer/vendor 

Authorization for warranty return and labor claims, if applicable, are 

obtained from the manufacturer or vendor. Information is supplied to the 

vendor on the circumstances of the failure, if known. The item is then 

returned to the vendor warranty department for repair or replacement. 

Little Dixie Transit retains copy of the warranty claim form for tracking 

purposes. 

 

III. Receipt from manufacturer/vendor 

When a unit/part is received at Little Dixie Transit, it is entered into the 

computer maintenance system and is coded as a warranty replacement. A 

purchase order form is completed for labor credit if applicable, and 

forwarded to the Accounting Department to make the necessary accounting 

adjustments. Labor credit if received is applied to the appropriate cost 

center via a credit entry applied to the work order used when the defective 

part was removed. 
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ATTACHMENT A 

 

 

 

 

 

ATTACHMENT A 

 

 

 

 

 

 

 

 

ATTACHMENT A 
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ATTACHMENT B 

 
Run Gerneral Service 

Checklist 5,000 MI 6,000 MI 6,000 MI 5,000 MI 5,000 MI 6,000 MI 

Replace Spark Plugs 100,000 MI 100,000 MI 100,000 MI 100,000 MI 100,000 MI 100,000 MI 

Run Engine 

Performance & Fueling 

Checklist  30,000 MI  30,000 MI  30,000 MI  30,000 MI  30,000 MI  30,000 MI 

Service Transmission / 

Trans. Flush  50,000 MI  50,000 MI  50,000 MI  50,000 MI  50,000 MI  50,000 MI 

Check / Flush Engine 

cooling system  Once Yearly Once Yearly  Once Yearly  Once Yearly  Once Yearly  Once Yearly 

Run Engine Cooling & 

Heater Checklist  Once Yearly Once Yearly  Once Yearly  Once Yearly  Once Yearly  Once Yearly 

Run Air-Conditioner 

Checklist  Once Yearly Once Yearly  Once Yearly  Once Yearly  Once Yearly  Once Yearly 

Check WC Lift / Ramp 5,000 MI  6,000 MI  6,000 MI 5,000 MI 5,000 MI  6,000 MI 

Check Emergency  

Exits Once Monthly Once Monthly Once Monthly Once Monthly 

Once 

Monthly Once Monthly 

Check Emergency 

Hatch for DOT Insp.  Once Yearly Once Yearly  Once Yearly  Once Yearly  Once Yearly  Once Yearly 

       

 
Attachement B   

    

 

Revised 
4/14/2012   

    

 

Revised 
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Share Mother’s Day graphic.

Share our graphic and/
or spotlight your own 

Early Head Start or Whole 
Family services.

Post a video  
reciting  
The Promise  
and/or share  
our sample  
graphic.

Baby
Day
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It’s finally here! 
Get ready to celebrate.

Share our graphic  
honoring Harvey Milk.

Shoutout faith-
based leaders and 
initiatives that are 
providing needed 

access to resources 
and opportunity in 
local communities.

Celebrate 
your customer 
success stories 
on social media. 
#SundaySuccess

Share our sample graphic 
honoring Dr. Martin Luther 
King, Jr. #MotivationMonday

Sample graphic  
provided.

Honor your Head Start and 
Early Head Start teachers. 
Sample graphic provided.

A day to reaffirm our 
commitment to end violence 

and discrimination against 
LGBTQ communities. Sample 

graphic and messaging 
provided.

Sample tweets provided. 
#TrainingTuesday

Use our sample graphics 
and tweets to promote your 
own data and success stories 
with customizable templates. 
#ImpactWednesday 

Share our sample graphics and 
tweets or promote your own 

data and success stories with 
our customizable templates. 

#ImpactWednesday

Color the Huggy Heart and  
post to social media.

Share our sample 
graphic honoring 

Sargent Shriver and/
or post your own 

#TBT photo.

Give thanks to those who 
make a difference and inspire 

us - board members, staff, 
customers, and the Community 

Action Network at large. Sample 
messaging provided.  
#ThankfulThursday

Share our graphic honoring 
Lyndon B. Johnson and/or post 

your own #TBT photo.

Sample tweets and  
graphics provided. 

#FactFriday

Give recognition and raise 
awareness about issues 

facing older adults. Sample 
graphics and tweets 

provided.

Throw a pizza 
party for your 
staff and post 

photos to 
social media. 

#FunFriday

Post “I love Community Action” 
selfies on social media 

#FunFriday

Use data to promote the impact 
of Community Action. Sample 

tweets provided.

Honor our members 
of the Armed Forces. 
Sample graphic provided.

Shoutout local partners  
on social media. 

#SaturdayShoutout

 first day of
 Community 
   Action 
      Month

shoutout 
saturday

transformation
tuesday

How is Community Action 
transforming lives in your 
community? Let us know! 
Sample tweets provided. 
#TransformationTuesday

3

N
at

io
n

al
  

P
iz

za
 P

ar
ty

 D
ay

impact
wednesday

Huggy 
Heart Day

Provider Appreciation
~ Day ~

National  
Nurses Day

Give recognition to
   childcare providers
       on social media.
           Sample
               graphics
                    provided.

Honor our  
dedicated nurses  
serving on the frontline  
of the pandemic. Sample 
graphic and tweets provided.

7Stat Saturday

  Thankful  
Thursday

International 
Day Against 
Homophobia, 
Biphobia and 
Transphobia

Motivation
Monday Promote the importance 

of Community Action 
weatherization services. Sample 

graphic and tweets provided. 
#WeatherizationWednesday

weatherization 
wednesday

throwback
thursday

Armed Forces Day

Sample graphics and 
tweets provided.

Older American’s
Month

Older American’s
MonthFACT

FRIDAY

Promote the importance 
of family well-being in our 
communities. Sample graphics 
and tweets provided.

International Day of

Families 16
Mission 
Monday

Use the Social Media Creator to 
promote your agency’s mission. 

#MissionMonday

Celebrate the legacy  
and impact of the Head  
Start and Early Head Start 
programs. Sample graphic  
and tweets provided.

Celebrate the richness 
and diversity of our world. 
Sample graphics provided.

World Day for 
Cultural Diversity

head start’s 
birthday

Harvey 
  Milk Day 2 3

motivation monday

Choose one or more 
inspirational quotes from 

our collection of Motivation 
Monday graphics and post  

to social media. 
#MotivationMonday

training & 
toolkit  
tuesday

africa day

impact  
wednesday

throwback
thursday

fun  
friday

Sunday  
Success Super Soul 

Saturday

Use our Social 
Media Creator 
to thank folks 

for participating 
in Community 
Action Month!

Sample  
graphics and 

tweets provided.

Last D
ay of 

Community Actio
n 

Month

Nurses
Week

Sample graphics provided.

Asian/Pacific  
American Heritage 

Month, Haitian  
Heritage Month,  

Jewish-American 
Heritage Month, 

South Asian 
American  

Heritage Month

Celebrate 
Heritage 

Months

1

8

15

22

29

2

9

30

10

17

24

31

4

11

18

25

5

12

19

26

6

13

20

27

14

21

28
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