[image: C:\Users\CMCuthbertson\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\AI19US12\Lothian logo-01 (002).jpg]
INTERIOR VEHICLE CLEANING PROCEDURE
Purpose:
Interior vehicle cleaning is a major part of our operation at Lothian, we believe that every customer deserves to enjoy their journey in an environment that’s clean, safe and comfortable. 

Carrying out regular interior vehicle cleaning makes it easier to highlight any issues with standards and allows our colleagues to identify defects at scheduled safety inspections and daily walkaround checks.
 
Our aim is to provide a clean fleet of vehicles, that meets our passenger expectations and upholds the standards Lothian is renowned for. We ensure our cleaning teams whether internal or external are well-trained and well-equipped to carry out the required tasks.

Scope: 
Depending on the type of vehicle and its usage, our vehicle cleaning programme follows a rigorous scheduled process and may also involve tasks such as vacuuming, wiping down surfaces with an antibacterial solution, and steam-cleaning upholstery. Proper transport cleaning protocols are carried out regularly in order to maintain a safe environment for all passengers.

We never compromise on standards and our vehicles are regularly audited to ensure these standards are always maintained.

Procedure:
Lothian PSV vehicles follow a strict 4-week cleaning cycle, this involves daily sweeping, mopping and full interior clean including glass. The process and specification are as follows:
Sweep – All Fleet Every Day:
Monday to Friday – Sweep each deck / stair thoroughly to a presentation standard across full depot allocation and remove any fresh chewing gum.
Monday, Wednesday & Friday – Mop full interior vehicle / Wipe down partial ledges across full depot allocation and remove all chewing gum and graffiti.
Saturday & Sunday – Sweep vehicles allocated for passenger service across depot (PVR + C/O vehicles)
Airlink & Tour fleet are mopped and swept 7 days a week.
· All items of rubbish such as bottles, cans, cartons, newspaper etc. shall be removed from seats, luggage area, back ledge and between seats. The hard surface areas should be free from dust and loose debris.
· Each deck to be thoroughly swept, paying particular attention to underneath of wheel arch seating, behind seat heaters, entrance /exit platforms and behind doors. These areas should be free from build-up of dust and loose debris.
· Stairs to be thoroughly swept, taking care to remove dust from corners and edges. Stairs should be left free of dust and debris.
· Drivers cab to be thoroughly swept paying particular attention to items which could interfere with the pedal operation. Floor area to be free from dust and debris. All items of rubbish such as bottles, cans, cartons, newspaper etc. to be removed from driver’s cab, leaving floor free from dust and debris.
· Used ticket boxes to be emptied where applicable.
· Steering wheel to be damp wiped using appropriate cleaning fluid leaving it dry and free from any marks.
· Remove any fresh chewing gum from seats and if unable to remove this will be reported to Depot Management team.
Mop – three times per week (Monday/Wednesday/Friday) (Airlink & Tours – Daily):
· Each deck to be thoroughly mopped, paying particular attention to underneath of wheel arch seating, behind seat heaters, entrance /exit platforms and behind doors. Floors should be free from smears and stubborn marks ensuring hazard strips are clean and visible. 
· Chewing gum and stubborn marks to be removed using abrasive pad or doodle bug if required. 
· Front Dash including drivers cab to be damp wiped leaving clean and free from dust or smears. 
· Back shelves to be damp wiped, leaving clean and free from dust or smears. 
· Luggage area and hard surface between seats to be damp wiped leaving clean with no visible build-up of dust and marks. 
· Stairs to be thoroughly mopped leaving clean and free from obvious dirt and marks, paying particular attention to ensure hazard strips are clean and visible. 
· Vertical hard surface on stairs to be spot cleaned removing any obvious marks or dirt. 
· Graffiti (both internal & external) should be removed using appropriate chemicals. Personal protective equipment namely gloves, respirator mask and goggles to be worn if applicable. 
14 Day Window Clean (Tour Vehicles Weekly): 
· All windows to be closed before internal wash performed. 
· Interior of windscreen to be cleaned using suitable micro fibre cloth/Vikan kit, leaving free from obvious and unsightly greasy marks or handprints. 
· Internal windows and window ledges to be thoroughly cleaned leaving from greasy marks and handprints. 
· Driver cab window and Assault screen to be thoroughly cleaned and free from obvious and unsightly marks and handprints. 
28 Day Soap Wash: 
Each bus shall be deep-cleaned every 28 days it is expected that the deep clean will include all aspects of the daily clean, plus the following. 
· Scrub clean lower, upper floors and stairs including drivers cab removing all stubborn marks and chewing gum. Paying particular attention to stubborn marks especially round bottom of seat legs. 
· Entry and exit doors to be thoroughly cleaned leaving clean and fresh from unsightly marks. 
· Thoroughly clean all ceiling panels, removing all dirt and marks. 
· Driver’s cab and fascia panels including instrument console, side panels and cab door, exterior (side visible to passengers) to be cleaned to high standard. 
· Thoroughly clean all window ledges, panels, and side panels from seat rail to ceiling level 
· Deep clean luggage compartments, ledges behind and under longitudinal seats (where accessible) up to the top of the window level and rear seat armrest. 
· Thorough clean of panels over entrance and exit doors to ceiling level. 
· Clean all interior windows including door side panels, behind driver’s cab including front, centre and emergency door glass, assault screen and interior mirrors. 
· Wheelchair ramp to be extended and top cover cleaned. 
· Clean external of all light diffusers and signage, including fire extinguisher glass. 
· Thoroughly clean entrance and exit steps, platforms ensuring hazard strips are clean and visible. 
· Vacuum or wipe all seat cushions and back of seats until free from dust and marks. 
· Thoroughly clean all hand and grab rails leaving free from stick marks and grime.
All rubbish & any broken glass should be removed from all areas of the vehicle every night.
Dirty/Soiled vehicles which are defected reported by a driver should be passed to the cleaners to be rectified that evening. These vehicles should be noted on the daily reporting sheet by the Engineering Supervisor and provided to the contractor/cleaner to action.
Auditing: 
To ensure our vehicles are cleaned to the standards we expect and maintained to these standards, an audit system is in place across all sites to inspect and evaluate the state and cleanliness of our vehicles.
Vehicles are audited on a variety of occasions over the 4-week cleaning cycle:
Depot/Assistant Engineer and backshift Foreman - Audit 20% of vehicle allocation per Week
· Daily walk round checks, Mid-Safety Inspection and Scheduled Inspections are used to identify any issues with vehicle cleanliness. 
· Any issues found should be reported through the relevant defect reporting procedure. 
· Any issues reported on these checks should be followed up by the engineering supervisor team with the appropriate cleaning personnel i.e., Internal or External management.
· Internal Audits should be carried out by allocated members of the Engineering anagement team using the Bidvest Noonan portal. A tablet is provided on each site to carry out the checks and the following volume should be carried out:
All areas of the cleaning process should be audited including - sweeping, mopping, glass and soap washing. 
Audit Process through Bidvest-Noonan App:
1. The supervisor on the shift will collect the tablet from the office.
2. Log in to Bidvest Noonan app.
3. Select your site from the menu on the left-hand side
4. Select the “Add New Audit” box.
5. Select “Bus Cleans” for the type of audit.
6. Select either “Daily Cleans” or “Soap Wash” depending on what is being audited.
7. Once you have made your selection, hit the start button, this will open up the audit.
8. Select “Lothian Self” from the drop down for performed by.
9. Enter date of Audit.
10. Select Fleet Number that you are auditing.
11. Select the first comment box, and enter which type of clean is being audited, such as “sweep” or “sweep and mop.”
12. Answer the relative questions relating to the audit being carried out (Photos/Comments should be attached for any issues identified). Audit questions will be answered using:
· Red should the section not be carried out
· Amber if it falls below acceptable standard
· Green if the audit meets an acceptable standard
13. Once all sections are completed, the audit should then be signed and then saved onto the system.
Audits, when possible should be carried out as joint audits with the contractor on site. 
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