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HGV Service Team
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Vehicle booked in with 
HGV Service 

Department by 
Transport

Driver to report to HGV 
Service Office & advise 

HGV Service 
Management vehicle is 
available at the Depot

HGV Service Manager 
Requests Driver to pull 

vehicle round to the 
workshop  

Yes

Qualified HGV 
Technician pulls vehicle 

round to workshop

HGV Technician banks 
vehicle over the vehicle 

pit or into the bay

Once stationary and 
parked the keys are 

removed and Lead HGV 
Technician keeps these 

on their person at all 
times

Internal Use

Driver 
available?

No

HGV Technician 
assigned

Lead HGV Technician to 
apply safety steering 

wheel cover

Where a 2-man HGV 
Technician Team is 

working – Lead HGV 
Technician for the 

works is responsible for 
the keys

Where a Driver has 
parked in the HGV 

workshop – they must 
now leave the 
workshop area

Works carried out on 
vehicle by HGV 

Technicians

Lead HGV Technician to 
ensure all persons are 
out of the immediate 

area including the 
vehicle pit as required

Lead HGV Technician to 
remove steering wheel 
cover once they have 

confirmed that the area 
is clear

Communication must 
be maintained in the 
HGV Workshop at all 
times and throughout 

the entire work activity

Qualified HGV 
Technician to move 
vehicle outside the 

HGV Workshop 
shutters

Where Driver is still at 
the Depot – contact is 

made with them to 
collect their vehicle

Where Driver is not 
available – Qualified 

HGV Technician to park 
vehicle.

Lead HGV Technician is 
appointed for the work 

by the HGV Service 
Management Team

Should the engine be 
required to be started 
for the work activity – 
Lead HGV Technician 

must ensure that they 
are in control of the 
keys. The steering 

wheel cover must not 
be removed until the 
vehicle is ready to be 

moved.

AT NO POINT ARE NON 
HGV PERSONNEL 

PERMITTED IN THE 
WORKSHOP UNLESS 

DELIVERING THE 
VEHICLE UNDER 

INSTRUCTION
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