Appendix A – Vehicle Checklist

Staff using privately owned vehicles should ensure vehicles are roadworthy and it is recommended that the following checks are undertaken although they need not be recorded.

Staff using GCC vehicles may use the following checklist as a prompt and it is recommended that these checks are recorded on a weekly basis. 

	Vehicle check record – complete weekly

	Daily Checks:

	Item
	Date & initial
	Comment

	Fuel level
	
	

	

	Windscreen wipers & blades
	
	

	Washer jets
	
	

	Washer fluid level
	
	

	

	Headlights – main & dip
	
	

	Sidelights
	
	

	Rear lights
	
	

	Indicator
	
	

	Brake lights
	
	

	Reversing lights
	
	

	Hazard warning lights
	
	

	

	Mirrors – rearview and wing
	
	

	

	Horn
	
	

	

	Bodywork – condition/damage
	
	

	

	Special items where fitted:-

	Torch
	
	

	First Aid Kit
	
	

	Reflective clothing
	
	

	

	Additional Weekly Checks:

	Tyre pressure (including spare)
	
	

	Tyre tread/condition (inc. spare)
	
	

	

	Battery condition/level
	
	

	Coolant level
	
	

	Lubricant (oil) level
	
	

	Brake fluid level
	
	

	Power steering fluid level
	
	

	

	Any other items specific to the vehicle
	
	







