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Introduction
Using the Matrix 
The Audit Matrix is designed to provide auditors with a clearer understanding of the systems expected of heavy vehicle operators to meet each of the Standards in the Maintenance Management module.  It outlines the scope of each criterion in the Standards and explains the intent behind each.  It also provides examples of the type of evidence that auditors may examine to indicate that the operator has the required system in place.  

	Explanation of Terms in Audit Matrix

	 Scope 
	A description of the intent behind the criterion, to provide further direction to assist with interpretation of the criterion

	 Possible Evidence
	Examples of possible sources of evidence that may indicate conformance with the criterion

	 Notes
	Further assistance to guide auditors in the interpretation of the criterion and the evidence to be sought



This list of evidence is not exhaustive. Operators do not need to have everything on the list in place and may have other means by which the Criterion can be addressed.
The Matrix also provides space for the Auditor to explain:
· How the operator does (or does not) meet each criterion, 
· The evidence sighted by the auditor to support that conclusion, and 
· The audit Result of the audit for that criterion, using the following compliance codes:
NAP: 	Not Applicable
NA: 	Not Assessed at this Audit
V: 	Conformance Verified
NC: 	Non-conformance
		SFI: 	Suggestion for Improvement
When conducting an audit on an organisation of substantial size the auditor should consider using an audit team.



Standard 1: Vehicle daily check
	Criteria
 1.1 & 1 .2
	Documented instruction/procedure to ensure that daily vehicle inspections are conducted.  


	Scope
	a) The documented instruction must indicate when the vehicle inspection will take place and should specify at what point the inspection takes place e.g. before the vehicle leaves the depot, or when the vehicle returns from shift, etc.
b) The documented instruction must indicate who (i.e. which position/s) undertakes the vehicle inspection (e.g. individual drivers, a specific person appointed by the business, etc).  The actual responsible position must be identified.
c) There must be a method for recording the findings of each vehicle inspection.  This may be in the form of an inspection checklist or other document.
d) The instruction or checklist needs to include, as a minimum, inspection of the following items:
1. Wheels and tyres:
· tyres for pressure (visual check) and tread integrity
· wheels security.
2. Lights and reflectors:
· all lights, including clearance lights (where applicable) are fitted and operating 
· all reflectors and lenses.
3. Windows, mirrors and wipers:
· windows and mirrors for security, damage and grime
· windscreen wipers and washers operate effectively ensuring clear forward vision.
4. Structure and bodywork:
· all panels and readily visible structural members are secure and free from cracks
· fluid or air leaks
	(For example, oil, fuel, water, refrigerant/coolant, hydraulic fluid, brake fluid or other).
5. Brakes: 
· brake failure indicators
· pressure/vacuum gauges
· drain air tanks.
6. Tow couplings and drawbars:
· tow couplings and drawbars to be visually inspected for security and integrity.
7. NHVAS label and Intercept report book:
· fitted 
· not obscured 
· free of damage
· Intercept report book is kept with the vehicle.
8. On-Road Vehicle Fault Report: 
· Any faults found during the Daily Check are to be recorded within the On-Road Vehicle Fault Report.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Inspection Checklists
· Driver Manuals
	Evidence Sighted By Auditor:


	Notes
	Records for completion of the Daily Check may be retained in any format.
	Audit Result (Code): 





	Criterion 1.3
	Vehicle is certified as safe to use to the limits of the daily inspection


	Scope
	Evidence should be available to demonstrate that the staff have been trained in completing the vehicle inspection and the associated documentation.  Persons completing the inspection must understand that they are certifying the vehicle is safe to the limits of the inspection.
The Auditor should view the evidence of training and the date staff received this training should be noted.  The Auditor should also interview a sample of staff to ensure that they have been trained in (and understand) the inspection procedure. 
The person certifying the vehicle is safe to the limits of the inspection is identifiable on the daily check record.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Daily check records
· Training records
· Training Register
· Training Needs Analysis
· Personnel records
	Evidence Sighted By Auditor:


	Notes
	Records for completion of the Daily Check may be retained in any format.
	Audit Result (Code): 



Standard 2: System to record and report vehicle faults 
	Criterion 2.1
	A method to record faults is retained in the vehicle 

	Scope
	The auditor should identify the operator’s system that identifies faults to individual vehicles.  
This system must include both hauling and trailing equipment.
The Auditor should choose a random selection from the Accredited Vehicle List.  The Auditor should check that this documentation is kept in the vehicle for the drivers’ immediate use.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.  
 


	Possible Evidence
	· Vehicle Defect Books
· Other fault recording documentation 
	Evidence Sighted By Auditor:


	Notes
	The driver should be able to record and report any recognisable fault occurring during the course of a journey so that it may be assessed and rectified.
	Audit Result (Code): 




	Criterion 2.2
	Documented instruction for drivers to record faults occurring during a journey and how the faults are reported to the maintenance provider as soon as possible.


	Scope
	There must be a documented procedure outlining how drivers report faults detected “on the road”.  
Auditors need to sight the documented procedure and to ensure that it provides instructions to drivers on how faults occurring “on the road” are to be reported to the person/area responsible for repairing the fault.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.   


	Possible Evidence
	· Documented procedure
· Driver Manual
	Evidence Sighted By Auditor:


	Notes
	A single procedure covering the different circumstances in Criteria 2.2 to 2.4 is acceptable.
	Audit Result (Code): 




	Criterion 2.3
	Documented instruction allowing for major or serious faults to be fixed as soon as possible, even if the vehicle is away from home base. 


	Scope
	There must be a procedure to ensure that all major/serious faults are fixed asap even if detected “on the road” or away from the depot.  The procedure must specify:
· what is a major/serious fault (this should at least include brake, steering and suspension faults)
· communication process between driver and base
· whether and how the vehicle will be safely transported for repair
· the responsibilities of key parties including the driver and the party repairing the fault.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.  
 

	Possible Evidence
	· Documented procedure
· Driver Manual
· Emergency procedures including emergency contact numbers
	Evidence Sighted By Auditor:


	Notes
	A single procedure covering the different circumstances in criteria 2.2 to 2.4 is acceptable.
	Audit Result (Code): 




	Criterion 2.4
	Documented instructions on how faults detected at other times (i.e. when not detected “on the road”) are reported to the maintenance provider as soon as possible. 


	Scope
	There must be a documented procedure outlining how personnel (including drivers and other relevant personnel) will report faults detected at other times e.g. whilst the vehicle is at the depot or when starting or finishing a shift.  
Auditors need to sight the documented procedure and to ensure that it provides instructions to drivers on How faults occurring at times other than “on the road” are to be reported to the person/area responsible for repairing the fault.
This criterion is targeted at the system that the operator has in place to record both vehicle faults and repairs.  This documentation should:
· Be capable of tracking the fault/repair history of each vehicle in the fleet
· Include dates for both faults and repairs
· Include details of the nature of the fault
· Include details of how the fault was repaired and who undertook the repairs.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.   


	Possible Evidence
	· Documented procedure
· Driver Manual
	Evidence Sighted By Auditor:


	Notes
	A single procedure covering the different circumstances in criteria 2.2 to 2.4 is acceptable.
Records for completion of the fault repair may be in any format acceptable.
	Audit Result (Code): 



Standard 3: System for identifying faults, assessing severity and remedying them
	Criterion 3.1
	Method to identify and assess a fault and place a priority on its repair.

	Scope
	There is a system for identifying faults and prioritising their repair according to severity.  This system needs to include faults identified both during regular vehicle inspections (Standard 1), and whilst the vehicle is in operation (Standard 2).
The operator’s documentation must include a method (e.g. list of critical faults) for determining vehicle faults that require immediate repair.  This system should give reporting and repair priority to “safety critical elements” such as problems with brakes, steering and suspension.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.   



	Possible Evidence
	· Procedures and policies
· Documented instructions
· Staff Manuals
	Evidence Sighted By Auditor:


	Notes
	An operator’s decision to defer a repair cannot apply to “safety critical faults” such as braking, steering and suspension.
	Audit Result (Code): 




	Criterion 3.2
	Where the repair is deferred, the person making the decision must be identified on the record.


	Scope
	The deferral of repairs should be based on a clear process (e.g. risk assessment) and should not be applied to “safety critical elements” (except where the vehicle is being temporarily removed from service).
This criterion requires the operator to have a defined process for classifying vehicle faults based on an assessed risk level/rating (e.g. high, medium or low), or a numerically based risk score (e.g. 1 to 5).  The defined response to the fault (e.g. deferral/immediate repair) must be based on the assessed risk (e.g. tolerable risk or high risk).   
There must also be a clearly identified person/position responsible for making this decision (e.g. workshop manager) whose name /signature must appear on the record.
That person should be competent to make the decision, and the decision and reasons to defer must be recorded.
· The reasons for repair deferral, 
· The person making the decision 
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 
  

	Possible Evidence
	· Repair risk assessment documentation
· Workshop manual/procedures 
· Position Descriptions
· Signed Defect/repair reports
	Evidence Sighted By Auditor:


	Notes
	An operator’s decision to defer a repair cannot apply to “safety critical faults” such as braking, steering and suspension.
	Audit Result (Code): 




	Criteria
3.3 & 3.4
	Where a decision is made to monitor the condition of a fault, the monitoring process must be recorded.

	Scope
	Where a decision is made to monitor the condition of a fault, the decision to monitor must be recorded. The system must also set the time frames at which monitoring will occur and the upper limit for when a fault is repaired (e.g. at no more than 1000km, when parts are received or when the part's designated service limit is reached). There must also be a clearly identified person/position responsible for making this decision (e.g. workshop manager) whose name /signature must appear on the record.
The Auditor will need to sight maintenance records including:
· The process for monitoring the fault and 
· The upper limits for the fault’s repair. 
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.   



	Possible Evidence
	· Repair risk assessment documentation
· Workshop manual/procedures
· Signed Defect/repair reports
	Evidence Sighted By Auditor:


	Notes
	An operator’s decision to monitor a fault cannot apply to “safety critical faults” such as braking, steering and suspension.
	Audit Result (Code): 




	Criterion 3.5
	Records show that the fault has been rectified and where appropriate, tested.


	Scope
	The operator must be able to demonstrate that all vehicle faults have been rectified.  This includes vehicle faults that are immediately repaired, and those deferred for later repair (criteria 3.2 and 3.3).  The Auditor should examine the paper trail for a selection of accredited vehicles from initial fault identification (e.g. internal defect report) to the repair of those faults.  Where the fault involves a “safety critical” element such as brakes, the repair should be tested prior to the vehicle returning to service. These test records where possible (e.g. brake roller test) should be sighted by the Auditor.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.  
 

	Possible Evidence
	· Workshop manual/procedures 
· Signed Defect/repair reports
· Test records
	Evidence Sighted By Auditor:


	Notes
	Records for completion of the fault repair may be in any format acceptable.
	Audit Result (Code): 



Standard 4: Periodic maintenance schedules identifying service periods and tasks
	Criterion 4.1
	Entry to NHVAS - Nominated vehicles certified Roadworthy within the last 12 months (Entry audit only)


	Scope
	Evidence that at the time of entry into the scheme, the nominated fleet has been certified roadworthy with a Heavy Vehicle Inspection Report issued by a road transport authority or where applicable by a qualified person experienced in the inspection of heavy vehicles in accordance with the National Heavy Vehicle Inspection Manual (NHVIM) and the Australian Design Rules (ADRs).
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.   


	Possible Evidence
	· transport authority inspection reports.
	Evidence Sighted By Auditor:


	Notes
	The evidence cannot be more than 12 months old.
	Audit Result (Code): 




	Criterion 4.2
	Maintenance schedules that provide for appropriate periodic maintenance of accredited vehicles 


	Scope
	The operator must maintain vehicles to a level that is not less than manufacturers specifications.  This requires the operator obtaining maintenance/service manuals or similar documentation from the manufacturer for each make of vehicle in their fleet and developing a maintenance schedule for their vehicles that is at least equal to or better than the required service intervals in that documentation.

Auditors should examine the operator’s service sheets for a random sample of the operator’s vehicles and ensure that the scheduling of periodic vehicle service:
· Covers vehicle-defined intervals of time, distance or hours of use. 
· Describes the tasks to be undertaken at each interval.

Auditors should ask the operator to demonstrate (via the manufacturer’s service manuals, etc) that the tasks at each service interval are at least equal to or better than the manufacturer’s specifications.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 
  

	Possible Evidence
	· Manufacturer’s Service Manuals
· Scheduling service sheets 
· Table of Schedules by vehicle
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	Criterion 4.3
	Table of tolerances and wear limits for major components 

	Scope
	The operator’s maintenance system should ensure that all major components remain within the recommended tolerances and wear limits.   To meet this Criterion, the operator must be able to produce a table of tolerances/wear limits for components (as outlined in the NHVR’s National Heavy Vehicle Inspection Manual, or comparable guidance e.g. manufacturer’s specifications):
The table of tolerances can be used in conjunction with the risk assessment that would be carried out as part of standard 3.

	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.  
 


	Possible Evidence
	· Table/s of Tolerances and Wear Limits
· Inspection/service manuals incorporating tolerances and wear limits
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	Criterion 4.4
	Annual mechanical inspection that is recorded using the NHVR Heavy Vehicle Inspection Checklist. 


	Scope
	Documented procedures must include instruction for all nominated vehicles to undergo an annual mechanical inspection that is recorded using the NHVR Heavy Vehicle Inspection Checklist or another document or documents, provided that the alternative
documents record the results of each of the required checks (as identified on the NHVR Heavy Vehicle Inspection Checklist) and the record of results is capable of being clearly identified upon review.

The inspection must be conducted by a suitably qualified person or by a person supervised by a suitably qualified person.

	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete.  
 

	Possible Evidence
	Documented procedures
NHVR Heavy Vehicle Inspection Checklist template and completed inspection checklists
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 



Standard 5: Records & Documentation
	Criterion 5.1
	Documented procedure for how the details of nominated vehicles are to be recorded that complies with 5.2


	Scope
	What is the method and procedure for recording the details of all nominated vehicles?
The procedure must able to record the vehicle make, type of unit, date of construction, GVM, registration number and unique identifier.
The auditor should determine is the method reliable suitable and auditable. 
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	There is no restriction on the method used to record the vehicle details as long as the method can be relied upon, retained, retrieved, maintained and is auditable.
	Audit Result (Code): 




	Criterion 5.2
	A register of nominated vehicles is kept and regularly updated.

	Scope
	The register of nominated vehicles must at a minimum include:
a) the name of the owner of the vehicle (identified as subcontracted if applicable)
b) registration number
c) state of registration
d) manufacturer
e) VIN unique identifier
f) type of unit (For example, prime mover, trailer, dolly, rigid truck)
g) date of construction/manufacture (year is enough)
h) vehicle tare weight
i) manufacturer's (technical) specifications of GVM and GCM or ATM 
[bookmark: _Hlk49407005]Note : Prime movers  Have both a GVM &  GCM to be recorded
j) NHVAS label number
k) date of joining and exiting NHVAS Maintenance Management Scheme.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 



	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	Criterion 5.3(a)
	Documentary evidence that demonstrates daily checks are completed.


	Scope
	The minimum, documentary evidence will include:
Daily checks being completed in accordance with the documented procedure.
Auditors should review the checklists/inspection records of a random selection of vehicles from the nominated vehicle List.  The Auditor should also interview drivers (or other relevant personnel) and ask to see the daily inspection checklists completed by them.  
 
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	Completed inspection checklists across a range of vehicles/sites

	Evidence Sighted By Auditor:


	Notes
	Records for completion of the Daily Check may be retained in any format.
	Audit Result (Code): 




	Criterion 5.3 (b), (C)
	Documentary evidence that demonstrates faults occurring on the road are being recorded, reported and repaired.


	Scope
	Faults occurring on the road are being recorded and reported in accordance with the documented procedures.
Auditors should review the fault reporting and repair records of a random selection of vehicles from the list of nominated vehicles.  The auditor should ensure that the fault reports and repair records have been completed as per documented procedures. The Auditor should also interview drivers (or other relevant personnel) and ask to see the fault report documentation completed by them.  
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Completed fault reports and repair records across a range of vehicles/sites
· Repair orders
· Invoices
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code):
 



	Criterion 5.3(d)
	A register is kept for any notices issued against a vehicle for contravening a vehicle standards regulation.


	Scope
	A register must be kept for any notices issued against a NHVAS nominated vehicle for contravening a vehicle standards regulation, that details:
I. the registration and VIN number of the vehicle to which the notice was issued
II. the date, time and place the notice was issued
III. the nature of the contravention (description of the notice or the defect)
IV. the date the defect must be repaired by
V. who conducted the repairs
VI. the date the repair was completed
VII. the authorised entity that cleared the notice.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Completed fault reports across a range of vehicles/sites
· Repair orders
· Invoices
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	Criterion 5.3(e)
	Documented evidence that demonstrates compliance with the set maintenance schedules.


	Scope
	Documented evidence must be sighted indicating all nominated vehicles are maintained in accordance with set periodic schedules. 
Auditors should review service records of a random selection of vehicles from the list of nominated vehicles.  The auditor should ensure that service records have been completed as per documented procedures. 
The auditor should also interview repair staff (or other relevant personnel) to assess the level of knowledge involved parties have of the correct recording procedures.  
The operator must be able to demonstrate that maintenance & inspections have occurred in accordance with the procedure/policies outlined in 4.2- 4.4.  
The Auditor should review the operator’s documentation and verify that it contains:
· The date of maintenance 
· Odometer/ Hour Meter reading at time of maintenance, 
· Invoices (where work undertaken by externally)
· Purchase records / receipts of parts replaced or serviced (where work has been undertaken by the operator), 
· An indication as to whether maintenance is in accordance with manufacturer’s specifications 
· Signature / stamp of the person responsible for the maintenance.
Where the operator has more than one site, the Auditor must ensure vehicles at each site are being maintained.
Sample rates for the number of vehicle records to be checked are found in the NHVAS audit framework document.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Completed fault reports across a range of vehicles/sites
· Repair orders
· Invoices
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	Criterion 5.3(f)
	Persons maintaining vehicles under the Maintenance Management System are suitably qualified or experienced to do so.


	Scope
	Vehicle maintenance may be done internally or outsourced.  In either case, operators must provide evidence of the qualifications of the maintenance provider. In the case of internal staff completing repairs evidence of mechanical qualifications or letter of assessed suitable experience need to be retained by the operator.
Where professional workshops are used a letter of authority from the business stating suitably qualified persons are used to conduct the repairs should be obtained from the repairer.
While other “routine” servicing of the vehicle (e.g. oil changes, etc) may be undertaken by a person other than a mechanic, the Auditor should be satisfied that the person has sufficient competence achieved through experience, training or other qualifications.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Trade Certificates
· Mechanic/Contractor’s Record
· Maintenance Agreement /Contract (e.g. between operator and garage)
· Training Records
· Letters of reference or assessment
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	[bookmark: _Hlk41988613]Criterion 5.3(g)
	Documented evidence that demonstrates records, procedures and methods are regularly reviewed 


	Scope
	Records procedures and methods must be kept up to date and preserved for the minimum prescribed time.
A documented instruction for who, when and how procedures are to be reviewed needs to be sighted.
How are records kept up to date and preserved?
Have adequate record preservation methods been used against flood & fire?
What archiving processes are used and are records retrievable when required?
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	For larger organisations specific procedures for record archiving and retrieval may be required.
	Audit Result (Code): 




	Criterion 5.4
	A register of all persons with a designated responsibility under the accreditation is kept and regularly updated.


	Scope
	The name of persons that have a delegated responsibility under the maintenance management system appears in a register that is kept up to date.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	The register of people with a designated responsibility may be kept in any format.
	Audit Result (Code): 




	[bookmark: _Hlk41988548]Criterion 5.5
	Documentation is current and available to all relevant personnel at all relevant locations.


	Scope
	Current documentation must be available for all relevant staff and at all locations where the vehicle would need to be inspected or repaired.
Documents must be identifiable as current by version numbering. The policy & procedure manual should identify the latest form or procedure and if changes have been made the details have been recorded in the amendment schedule.
Where the operator has more than one site, the Auditor must ensure that repair staff at all sites have access to all current procedures and documentation.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	Versions of procedures and documents through all depots must be the same. Version control critical for this criterion.
	Audit Result (Code): 



Standard 6: Responsibilities
	Criterion 6.1
	The appropriateness of each person’s position, qualifications or training for the responsibilities allocated to him or her.


	Scope
	Responsibility for the operation of the Maintenance Management System rests with appropriate people within the road transport operation, as nominated by the operator.
The authorities, responsibilities and duties of all positions involved in the management, operation, administration, participation and verification of the Maintenance Management System are current, clearly defined and documented and carried out accordingly.

A documented procedure for providing notification of a notifiable occurrence is included in the management system. The procedure is to identify who is responsible and instruction that the NHVR Portal is used to submit the report along with the required timeframes for submitting a report.

	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Position descriptions
· Duty statements
· Role descriptions
· Organisational chart showing company structure
The aim is to establish how management ensures that the maintenance management system procedures as documented are being complied with in practice.  For a small operation, management will have a hands-on role, which enables them to be satisfied that procedures are being followed.  In larger organisations, particularly those which span multiple locations, management will require specific mechanisms to ensure that the authorised procedures are being followed correctly and consistently at all locations.  
	Evidence Sighted By Auditor:


	Notes
	This section may not be highly detailed for a small operator where all roles are performed by the accreditation holder and a formal management structure specifically for Maintenance Management is not appropriate.  However, for a larger organisation, particularly one spanning locations, a formal structure may be appropriate to define roles and responsibilities in respect of maintenance management of persons at both head office and at individual locations.
The auditor should consider the level of detail to which documented procedures should be prepared in order to clearly convey how tasks should be performed in order to avoid misinterpretation or misunderstanding.
The level of detail provided for each task should be appropriate for the complexity of the task being described. As well as reflecting the complexity of the task, the detail necessary should also consider the training and experience of the person performing the task. 
	Audit Result (Code): 


	[bookmark: _Hlk105048833]Business Rule
	There is a documented procedure for Notifiable Occurrences to be reported.


	Scope
	A documented procedure for providing notification of a notifiable occurrence is included in the management system. The procedure is to identify who is responsible and instruction that the NHVR Portal is used to submit the report along with the required timeframes for submitting a report.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 



Standard 7: Annual internal review of maintenance system
	[bookmark: _Hlk42000006]Criterion 
7.1 ,7.2 & 7.3
	Procedures exist that define how the annual internal review is to be undertaken.


	Scope
	The operator must have a documented procedure for how an annual internal review is to be undertaken.
The procedure must clearly define:
· the scope of activities to be undertaken as part of the internal review 
· the responsibilities of staff as part of those reviews
· the documentation to be generated as part of that review (e.g. a report, list of non-conformances, recommendations for improvements, etc).
· a schedule for when the review is to take place
Wherever practicable, the review should be undertaken by persons independent of the activity being reviewed. For example, someone other than a driver should review the process for daily vehicle checks; someone other than the workshop should review the process for repair of vehicles.  
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	While the responsibilities of parties conducting reviews MUST be documented, it may be difficult for very small operators to ensure “independent” internal reviews.  For all other operators, independent reviews should be mandatory.
	Audit Result (Code): 




	[bookmark: _Hlk42000055]Criterion 
7.4 & 7.5
	 There is a documented method to identify and correct all non-conformances


	Scope
	A documented procedure must be sighted for how non-conformances are to be detected and corrected.
The procedure must include the controls for ensuring the incidents are not repeated.
The position responsible for the management of non-conformances is to be identified.
The procedure must be current and have the responsibilities clearly defined.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	[bookmark: _Hlk42000137]Criterion 7.6
	All non-conformances and action taken to correct them are recorded 


	Scope
	Evidence that all non-conformances identified have been recorded and the corrective action nominated was implemented and reviewed for its success or otherwise. 
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 

	Possible Evidence
	
	Evidence Sighted By Auditor:

	Notes
	
	Audit Result (Code): 




	[bookmark: _Hlk42000169]Criterion 7.7
	A quarterly compliance statement is produced and accepted by the responsible party.


	Scope
	A documented procedure for the completion of Quarterly compliance statements must be sighted. Quarterly compliance statements must be signed as being accepted by the responsible person in the organisation.
Up to date statements must be sighted and retained for a minimum of three years. 
The statement must record;
· the number of vehicles in the nominated fleet, and
· the total number of daily checks conducted over the period, and 
· the total number of incidences where the check was not completed, and
· the total number of services and the total number of incidences where services were not carried out at the recorded intervals, and
· the total number of fault repairs and total incidences when faults were not closed out. 
· the total number of defect notices issued for vehicles not complying with vehicle standards regulations
· the total number of infringements notices received relating to vehicle standards regulations.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	Daily checks are counted on a per vehicle basis, not per vehicle combination basis. For example, a B-Double combination comprises three (3) daily checks.

	Audit Result (Code): 




	[bookmark: _Hlk42000377]Criterion 7.8
	Changes to documents and procedures are recorded and the original documents and procedures are kept for a minimum of three (3) years


	Scope
	Sight the documented procedure for amending policy and procedures as well as changes to any forms used. The auditor should check the amendment register to identify any changes that have been made to the system and that documents relevant to before changes were made have been kept for a minimum of three years. 

	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 

	Possible Evidence
	· Amendment Register 
· Document version control procedures
· Version control detail included with documents.
	Evidence Sighted By Auditor:

	Notes
	Documentation and records must be kept for a minimum of three years, including superseded procedures.
	Audit Result (Code): 





Standard 8: Training and education
	[bookmark: _Hlk42000533]Criterion 8.1
	Persons who hold a position of responsibility under the Maintenance Management System are trained and familiar with policy procedures


	Scope
	Sight a documented instruction that details how persons assigned a role of responsibility within the Maintenance Management System are trained in the specific policies, procedures and responsibilities they are to carry out.
	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 




	[bookmark: _Hlk42000572]Criterion 8.2
	Relevant training records for those in a role of responsibility within the Maintenance Management System are maintained.


	Scope
	Sight documented evidence for the training of all involved parties. The training should be relevant to the responsibility of the role performed.
Training records need to identify the trainer, trainee, date the training was completed, and the subject material covered during the training.
The operator must have evidence that all persons involved in identifying and rectifying faults have been trained in the relevant procedures.  This training must include the process for reporting/remedying:
· Major (critical) faults 
· Faults detected away from the vehicle’s home base, including “on the road”
Staff involved in vehicle fault/repair process need to be trained to undertake the tasks they have been assigned.  
The Auditor should review evidence that this training has occurred.  The Auditor could verify training by examining the training package/s (to verify the content of the training) and the Training Register (to verify who has been trained).  Where there is no Training Register, the Auditor may need to review the personnel files of a selection of staff from the relevant groups (e.g. drivers/workshop staff, etc). 
The training should match the responsibilities of the particular role within the system.

	How Does Operator’s System Meet /Not Meet the Criterion – Auditor to complete. 


	Possible Evidence
	· Training register
· Induction records
· Personal training records
· Training needs analysis
	Evidence Sighted By Auditor:


	Notes
	
	Audit Result (Code): 
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