Vehicle Inspection Procedure

This procedure has been created to support students hiring vehicles on behalf of the Sports Union.

It is in place from 11th October 2024.

All drivers must commit to this process in order to be eligible to drive a vehicle leased on their behalf by the Sports Union.

Context
Last year the Sports Union saw an increase in the hiring partner claiming damages to vehicles. A number of these claims were submitted several days after returning the vehicle and we had no proof that the damage was not caused by our drivers.

Our insurers have requested that we increase training for members hiring vehicles. If we do not, then they have advised that they may not be in a position to insure us. If we are unable to obtain insurance we will be unable to allow members to hire vehicles.

Expectations
When renting a vehicle through the Sports Union for fixtures or attendance at official Sports Union business it is crucial to thoroughly inspect the vehicle to avoid liability for possible damage. 

The Sports Union now expects named individuals responsible for signing the vehicles out to take photographs and record the state of the vehicle at four stages; collection, when parked at destination, before setting off to return, and when dropping off.


All drivers are reminded that any damage must be reported to the Sports Union via email as soon as practicably possible, and that failure to do so may result in vehicles not being leased for the club.

Below is a step-by-step guide on the entire process, including when and what to photograph.

All drivers are reminded that failure to adhere to this procedure may result in vehicles not being leased for the club.

You are required to save photographs for up to 30 days after the date of any single rental.

Stage 1: Pre-Inspection Preparation
Before inspecting the vehicle, ensure you have everything you need to document the condition properly.

1. Checklist Preparation
· Obtain the rental agreement or hire contract.
· Ask the rental company for a vehicle condition report if they have one. It may indicate areas to focus on.
· Ensure you have a device to take photos with and it has sufficient battery and memory space.
· If possible, enable time and date stamping device for accuracy.

2. Lighting
· Make sure the inspection is done in good lighting, ideally in daylight. If inspecting at night, ensure you have a torch or use the phone's flash.

Stage 2: Initial Walkaround of the Vehicle
This stage involves visually inspecting the vehicle from a distance before getting into specific details.

1. Wide-Angle Shots
· Photo Tip: Stand a few feet away and take wide-angle photos of the entire vehicle from multiple angles (front, back, both sides, and diagonal shots).

· What to Capture:
· Front (ensure numberplate is included)
· Rear
· Left side
· Right side
· Diagonal (front left and right, back left and right)


Stage 3: Exterior Inspection 
Now, it’s time to carefully inspect the exterior of the vehicle. Use your phone to photograph key parts and look for damages.

1. Tyres and Wheels
· What to Look For: Take close-ups of each tyre (front, back, left, right) to show the tyre condition, tread, and any visible damage (scratches, dents, scuff marks). Don’t forget to photograph the rims.

2. Bumpers (Front and Rear)
· What to Look For: Inspect for any scratches, scuffs, or dents.
· Photo Tip: Get close-up shots of any damage found, and photograph even minor marks.

3. Doors and Mirrors
· What to Look For: Check for any scratches, dents, or missing pieces on the doors and mirrors.
· Photo Tip: Take photos of each door, door handle, and both side mirrors.

4. Windows and Windscreen
· What to Look For: Inspect for any cracks, chips, or scratches in the glass.
· Photo Tip: Take wide shots of the entire windscreen and windows, followed by close-ups if any damages are found.

5. Roof and Bonnet
· What to Look For: Check for dents, scratches, or paint damage. Use the light to detect subtle dents.
· Photo Tip: Capture both the roof and hood in wide and close-up angles.

Stage 4: Interior Inspection 
Once the exterior is complete, move on inspect the vehicle’s interior. 

If there are any marks or damage be sure to alert the vehicle rental staff member to have them recorded.

1. Dashboard and Centre Console
· What to Look For: Check for scratches, cracks, or damage to the dashboard, instrument cluster, and controls.
· Check that mileage on odometer matches rental agreement

2. Seats (Front and Rear)
· What to Look For: Examine the seats for stains, rips, or wear marks on the upholstery.

3. Door Panels and Handles
· What to Look For: Look for scratches, stains, or signs of wear around door handles and panels.

4. Carpets and Floor Mats
· What to Look For: Inspect the floor mats and carpet for stains, dirt, and wear.

5. Ceiling 
· What to Look For: Check for stains, sagging, or tears in the headliner.

6. Boot Area
· What to Look For: Check for cleanliness, stains, or damage to the boot liner.

Stage 5: Before Driving Off 
After thoroughly inspecting the vehicle and taking all necessary photos, ensure you document and communicate effectively.

1. Review Photos
· Double-check all your photos to ensure clarity and completeness.
· Ensure you have captured multiple angles and close-ups of any damage.
2. Record and Report Any Issues
· If you notice any damage or concerns during your inspection, report it to the rental agent immediately.

Stage 6: Exterior Inspection on Arrival 
On arrival and before leaving the vehicle you should perform another check taking photos of each area again. 

These photos may be useful should the vehicle be damaged whilst you are parked.

1. Tyres and Wheels
2. Bumpers (Front and Rear)
3. Doors and Mirrors
4. Windows and Windscreen
5. Roof and Bonnet

Stage 7: Exterior Inspection on Departure from Destination
On departing for your return journey you should perform another check taking photos of each area again. 

These photos may show if the vehicle was damaged whilst you were away without your knowledge. 

1. Tyres and Wheels
2. Bumpers (Front and Rear)
3. Doors and Mirrors
4. Windows and Windscreen
5. Roof and Bonnet

Stage 7: Vehicle Return
On returning the vehicle, repeat a similar process to document its condition at the time of drop-off.

If you are returning during office hours, request a staff member from the rental agency to walk round with you to agree the state of the vehicle. 

If you are leaving the vehicle and returning the keys at drop off without rental agency staff present, you MUST complete the following:

1. Final Inspection
· Perform a visual check and photograph the vehicle’s exterior and interior in the same detail as you did during pickup.

Take the following photographs:

2. Tyres and Wheels
· Photographs: Take close-ups of each tyre (front, back, left, right) to show the tyre condition, tread. Don’t forget to photograph the rims.

3. Bumpers (Front and Rear)
· Photographs: Get close-up shots to record the state you have returned the vehicle

4. Doors and Mirrors
· Photographs: Take photos of each door, door handle, and both side mirrors.

5. Windows and Windscreen
· Photographs: Take wide shots of the entire windscreen and windows.

6. Roof and Bonnet
· Photographs: Capture both the roof and hood in wide and close-up angles.


Declaration

I can confirm that I have read the Vehicle Inspection Procedure and I understand my responsibilities relating to vehicle hire through the Sports Union.

I understand that any damage must be reported to the Sports Union via email as soon as practicably possible, and that failure to do so may result in vehicles not being leased for the club.
I understand that I am required to save photographs for up to 30 days after the date of any single rental.

I understand that failure to adhere to this procedure may result in vehicles not being leased for the club.

Name:

Licence Number:

Club:

Signed:

Date:

Office Use
Sports Union Ref: SUV
Date received:
