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Frequently Asked Questions from Potential Employees

1.

10.

11.

12.

13.

What are the Wages made up of:-

a. Base Wage

b. Performance, Attendance, Cleanliness & Equipment Payment

c. Overtime

d. Weekly Added Income Incentive (Labour, Parts and Customer Service Based)

How much overtime

You will be expected to perform some fully paid week day overtime, to complete jobs that have
been started when the client needs the vehicle.

Week-end Work (How Much)

You will need to work at least 3 out of 5 Saturdays (Fully paid overtime rates).
Lube Mobile does not work Sundays

Work Hours

Lube Mobile will Endeavour to give you details of the next day’s first job so you can be on site
at the starting time of 8.00am and you will work until 4.06pm (Standard 38 Hour week)

Holidays

As per the Federal Award you are entitled to 4 weeks holiday every year. Lube Mobile does not
close down for breaks, so your holidays will need to be scheduled with your area manager.

Sick Days

As per the Federal Award you get 10 paid sick days annually, and 2 days compassionate leave.
Are there any up-front costs to me

No, nothing at all. You are an Employee of Lube Mobile Pty Limited.

Can | buy a franchise

No Lube Mobile is a privately owned company, and we have no Franchises, or contractors. All of
our mechanics are employees

Who pays Insurance, Fuel and Running Costs on the Van

Lube Mobile pays all of these costs, all of our vans are insured, we supply you with a Fuel card
and we pay all running costs involved in all our vans

Who supplies the tools

Lube Mobile have all of the basic workshop equipment in our vans but you will need to supply
and maintain a basic hand tool kit.

What do we do in the rain

Lube Mobile will never expect you to work in an unsafe work environment. A voluntary addition
to the Lube Mobile uniform is a set of wet weather gear for anytime when you may get wet
completing a job in unexpected showers.

Do we have to come to base every morning

No. We endeavour to give you the next morning’s first job each evening and normally you would
go straight to that job in the morning.

Who pays for the parts used to do the work

Lube Mobile has accounts at many parts suppliers and we have a vast array of different ways to
pay for parts at many: different suppliers. Lube Mobile would never expect or want our
employees to pay for parts or materials to complete our work.
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Mechanic Information Screen

Mobile Code Lube Mobile Phone Number Van Rego
First Name Surname

Home Address Suburb

Van/Code Home Phone Mobile Phone
E mail Address

Date of Birth / ’ Superannuation Choice

Emergency Name

Emergency Ph #

MVRIC Licence Number (NSW only)

Drivers Licence Number State Expiry Date

Bank Account BSB Account No

Name of Bank Branch

Tax File No / Mechanic Start Date / /
Work Area

Specialties

Previous Van Code

Date of Changeover

Van Changeovers

Previous Van Registration No

J . . Reason for Changeover
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CODE OF CONDUCT

Lube Mobile Copy

Lube Mobile Pty Limited has a mission to remain at the
forefront of automotive servicing innovation and to provide:

- Unparalleled professional and convenient
Service

- Open communication and advice, and

- A safe, rewarding and respectful workplace

The following Code of Conduct is designed to allow the Company to
maintain its tradition of integrity and credibility with its Customers and
Staff and plays an important role in pursuing our Mission goals.

This Code applies to all Employees, Contractors and Office holders within
Lube Mobile. This includes Board Members, Executives, Managers,
Supervisors, Tradespersons, Service Receptionists, Apprentices and
Administrative Staff.

e Act at all times in a safe and responsible manner.

e Deal with all “People” and in an open, honest and friendly
manner. Always act with fairness and integrity; respect the
opinions of others and treat all with equality and dignity. No
behaviour that is abusive or harassing in any way will be tolerated.
This includes verbal, physical, and emotional abuse or harassment.

o “People” include customers, suppliers, subordinates, work
colleagues and the general public.

e Pursue only ethical sales. We do only what is genuinely needed
and what we’ve been authorised to do.

o Charge a fair price for goods and services. Do not exceed Lube
Mobile retail prices or labour time guides.

o Give accurate and honest advice and explanations.

« Provide a positive and valued experience for those receiving
service within and outside of Lube Mobile.
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o If we make a promise - we stick to it. If in giving that promise we
have made a mistake or been let down by others we will call,
explain and remedy the situation.

o Promote the mission and objectives of Lube Mobile in all dealings
with the public on behalf of the Company and with colleagues
when dealing within the Company.

« Be respectful of the property of others — Customer, Company,
Supplier and the public.

« Be ever vigilant in maintaining our Reputation and Brand.
o Care for the environment.
» Take responsibility for your actions and decisions.

« Adhere to the policies and procedures of the Lube Mobile.

Code of Conduct Declaration

l, , have read,
understand and agree to abide by the Code of Conduct of Lube Mobile
Pty Limited and | understand that such adherence is a condition of my
employment. | understand that violation of the Code of Conduct may be
grounds for termination.

Signed this day of ;20

Let’s all enjoy being “On the Bus”

Lube Mobile Bus |
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LUBE MOBILE
THE MOBILE MECHANICS

1 Purpose

The purpose of this policy is to help manage workplace risks associated with fatigue and to provide
guidelines for rostering Saturdays. It is intended that this policy will provide guidance on how Lube
Mobile intends to reduce the risk of fatigue-related injuries and incidents in the workplace.

2 Scope
This policy covers all employees, managers and contractors of the organisation, especially those
whose work involves working on-site, driving, travelling between branches and overtime hours.

3 Policy Statement

Lube Mobile is committed to providing and maintaining safe systems of work for all its employees,
including those whose work involves working on-site, driving, travelling between branches and
overtime hours. We recognise that these working requirements may contribute to fatigue and
therefore its risks need to be managed appropriately.

Fatigue is a work health and safety issue. It can affect a person’s performance at work and create a
risk for public safety.

Fatigue can be caused by both work and non-work related factors. Non-work factors include family
responsibilities, social or sporting activities, health issues such as sleep disorders, poor nutrition or
study commitments. Work factors include working extended hours, fast paced or boring work.

While everyone doesn’t respond to fatigue in the same way, fatigue can cause reduced
concentration, impaired coordination, compromised judgement and slower reaction times, which
can ultimately increase the risk of injuries and workplace incidents.

4 Definitions and Background
Fatigue is a state of mental and/or physical exhaustion which prevents people working within
normal boundaries and can reduce a person'’s ability to perform work safely and effectively.

Signs/symptoms of fatigue may include: blurred vision, difficulty keeping eyes open, micro-sleeps,
head nodding, headaches and/or dizziness, constant yawning, muscle weakness or low energy.

Immediate effects of fatigue may include: slower reaction times, poor concentration, poor co-
ordination, increased error rates, reduced short-term memory, reduced vigilance, impaired decision-
making and judgment.

Longer-term effects of fatigue may include: high blood pressure and/or heart disease, depression
and/or anxiety, diabetes, and gastro-intestinal disorders.
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Impairment / impaired describes a deterioration of an individual’s judgment and decrease in their
physical and mental ability and/or capability.

A reasonable belief is one which a reasonable person may have taking into account all the facts and
circumstances of a particular matter. It is also an objective test in that there must also be reasonable
grounds for the belief which has formed.

5 Procedures

5.1 Responsibilities
Fatigue management is a shared responsibility between managers and employees.

All employees are required to:

e take reasonable care for their own health and safety in the workplace including reducing
risks associated with fatigue;

e comply with any reasonable instruction and cooperate with any reasonable policy or
procedure issued by their manager relating to preventing and managing fatigue;

e participate in education and training to gain an understanding of fatigue;

e ensure they are fit for duty and that they have obtained sufficient rest in order to fulfil their
work requirements;

e monitor their own levels of fatigue and take steps to manage them; and

e Use the Lube Mobile incident reporting system to report any fatigue management hazards
or incidents in their workplace.

Managers will:

e ensure, so far as is reasonably practicable, the health and safety of their team members;

e manage work schedules, Saturday rostering arrangements, workloads, travel and other work
demands in such a way that all employees have adequate opportunities for rest;

e consult with your employees when making decisions especially with regard to rostering and
allocating tasks;

e gain and maintain their knowledge and skills in relation to managing and monitoring health
and safety issues under their management or control that affect their workplace, including
fatigue;

e understand the hazards and risks associated with fatigue in their workplace;

e ensure that there are processes in place in their workplace to eliminate or minimise risks to
health and safety connected with fatigue;

e ensure that support and advice on fatigue and rostering is available to all employees

5.2 Risk Management

Managers will adopt an ongoing risk management approach, in consultation with their employees,
to identify hazards, assess risks and eliminate or minimise risks associated with fatigue. As part of
this approach the following fatigue hazards will be considered:

e Work schedule (Type of jobs)

e Saturday rostering arrangements

e Travel (e.g. driving distance between jobs or distance to home at day’s end)
e Mentally demanding work

e Emotionally demanding work

e Physically demanding work

e How the work is organised

e Cultural norms relating to work hours

e Environmental factors (E.g. Heat)
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Personal factors, family demands or health factors

The Lube Mobile Safety Management System is set up for review of incidents, near misses, illnesses
and other unplanned absences and staff turnover rates to check if they could be attributed to
fatigue, included as per your organisations ongoing risk management approach.

Once a fatigue hazard is identified a risk management approach will be taken, the risk of potential
harm will be assessed in terms of its likelihood, and its impact on employees, their teams, the whole
organisation and the public, identify ways to control the risks and put in place measurement and
review processes. There are potentially significant consequences of fatigue in terms of individual
health and increased potential for accidents and injuries to occur. Fatigue can make other risks to
health and safety worse.

Managers will put in place appropriate risk controls to reduce or eliminate fatigue-related risks, in
consultation with employees. These include the following:

Ensure workplaces are ergonomically safe, appropriate lighting for workplace environment
and ventilated

Ensure all employees take adequate and regular meal and rest breaks

Task rotation where possible for particularly demanding jobs (mentally, emotionally or
physically)

Review rostering arrangements i.e. after a change in work processes, if an incident has
occurred

Avoid work arrangements that include excessive work hours

Introduce scheduled short breaks during longer tasks to change posture and refresh
concentration

Schedule high risk work during mid-morning or early evening times

Avoid long travel times including travelling in the early morning or late at night

Avoid driving for extended periods without taking a break

Consider alternate options to travelling or face-to-face meetings e.g. tele/video-
conferencing

Ensure clear work processes and effective planning is in place to deal with workload changes
due to absenteeism, staff on leave or seasonal work pressures

Employees will enact appropriate risk controls to reduce or eliminate fatigue-related risks.
These include the following:

take reasonable care for their own health and safety in the workplace including reducing
risks associated with fatigue;

comply with any reasonable instruction and cooperate with any reasonable policy or
procedure issued by their manager relating to preventing and managing fatigue;

take adequate and regular meal and rest breaks

ensure the potential for fatigue is part of the Hazard Identification utilised on every job site
be aware of environmental conditions and their effect on fatigue (e.g. heat) and adhere to
relevant Lube Mobile Policies and Procedures to eliminate the risk of fatigue

participate in education and training to gain an understanding of fatigue;

ensure they arrive fit for duty and that they have obtained sufficient rest in order to fulfil
their work requirements;

monitor their own levels of fatigue and take steps to manage them; and

Use the Lube Mobile incident reporting system to report any fatigue management hazards
or incidents in their workplace.
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If a manager or co-worker reasonably believes that an employee is displaying signs of fatigue and
their performance poses risks, they must direct the employee to cease performing work, take a
break to have an adequate rest or contact their manager to temporarily reallocate their work to
reduce risk.

Managers will encourage employees to report any concerns they may have about work-related
fatigue directly to them and also to log the concern through the Lube Mobile Incident reporting
system.

Managers will follow up and review the effectiveness of the implemented risk controls. Recurring
problems relating to work performance may lead to disciplinary action if fatigue guidelines are not
followed, which may include termination.

53

Rostering arrangements

The following principles will apply in our work schedule arrangements:

5.4

All working hours and rosters will be designed so that they allow for good sleep opportunity
and enough recovery time between work days or shifts for travelling and sleeping (>10 hours
but considering allowance for 7-8 hours’ sleep plus travel and time to unwind)

No employee will be required to work more than 3 weekends in a row

All vacant positions will be filled as soon as reasonably practicable

Recommended work hours and breaks

The following principles will apply for work hours and breaks arrangements:

5.5

Each employee is expected to take adequate meal breaks and rest breaks.

As a general rule, an employee’s daily work hours will not exceed 10 hours/day and 50
hours/week

All employees are expected to take their allocated annual leave during each year, without
accumulating more than 6 weeks’ leave

Long distance travel

Lube Mobile recognise the risks of driving whilst tired and travelling long distances. The following
principles will apply for long distance travel arrangements wherever that travel cannot be avoided:

Employees are expected to have a good night’s sleep before driving

A 10-minute break or rest stop will be planned every two hours

Require management approval/risk assessment for driving over 5 hours in a single day
Driving should not exceed 10-12 hour shifts inclusive of appropriate breaks, and considering
travel home.

Whenever driving long distances employees are expected to watch for signs of fatigue.
When tired, they are expected to pull over safely and have a nap for at least 30 minutes

6 Related Policy Documents and References

Alcohol and Drug Policy
Workplace Behaviour Policy
Fitness for Work

Discipline Policy

Code of Conduct

Employee Assistance Program
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e  OHS Policy

e Heat Stress policy

e Facility Management Policy
e Risk management Procedure
e Hazard Identification

A breach of this policy & procedure may have unintended and harmful consequences. Breaches of
this policy & procedure may lead to disciplinary action being taken, including dismissal in serious
cases.

Date: 29" March 2019

Date last reviewed: 29/3/2019
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LUBE MOBILE

SOCIAL CLUB DEDUCTION FORM

Mobile Code

Hereby give permission for Lube Mobile Pty Limited to deduct S from my
wages per week, for the collection to our State Social Club.

All monies which | contribute to the Lube Mobile Social Club remain with the Social
Club, and is not refundable if | wish to leave the Social Club, or upon termination of my
Employment with Lube Mobile Pty Ltd.

Signed Date Vs r

Witness Date / /

Name of Witness Title
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LUBE
MOBILE

MOTORPASS CARD
Acknowledgment of Receipt

The Motorpass fuel card allows you to buy your petrol in a much more
efficient and professional manner. It reduces the need for cash in the field and
your stress level because you are always running on empty and looking for
cash. This makes your life easier.

More, importantly, there is a price advantage in buying fuel with the card.
The rules and restrictions that have been placed on the cards are as follows;

» Only LPG or 91 or E10 Unleaded fuel directly from the pump will be
accepted. All other oils or items from the shop will not be authorised.

» Fuel can be purchased between 6.00am & 7.00pm

> You must provide a speedometer reading to the station attendant at
the time of purchase.

The Rego number on the card must match the van being filled.

\74

» Can be used at any service station that accepts Motorpass cards.
To use the card simply fill with LPG or Unleaded fuel and take
your card and your speedometer reading into the cashier.

» They will swipe the card ask you to enter your speedometer
reading. They will then give you a receipt.

Remember Lube Mobile only authorises you to use LPG in our vans.

Y

Y

We do allow you to purchase 91 or E10 Unleaded only when you
need it (Approx. every 6 LPG tanks)

» Please place the holder and card on your key ring A.S.A.P.

» Please sign the bottom of this sheet and return to your supervisor as
recognition of you receiving your card.

Name - Mobile Code
Reg No-
Signature Date /

Witness name Signature
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LUBE MOBILE
THE MOBILE MECHANICS

Lube Mobile Eftpos Terminal Installation Certificate

Mobile No Name

Smart Card Number

(Starts with an M) Registration No

| acknowledge receipt of 1 Eftpos Terminal and 1 Printer. | further acknowledge and agree
that the equipment is in good condition and | will be held responsible for any damage
or loss of this equipment

Signature of Employee Date
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LUBE
MOBILE

THE MOBILE MECHANICS )

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.

Mobile Van Number Registration Number
Mechanic Name Start Date
Warning

Please ensure that you double check all equipment issued, as you will be held responsible
and have to pay for any missing or damaged equipment returned.

Trainer | Employee | Equipment
SIGNABLE CONTRACTS/FORMS Qty Brand | Condition| Initials Initials Returned
Employment Contract

Job Description

Motor Pass Card Acknowledgment
Mechanics Information Sheet

Van damage checklist

Code of Conduct

Tax declaration

Superannuation Form

Social Club

Eftpos Terminal Certificate

Managers Checklist

Copy of Doctors Pre Employment certificate
Photo of Drivers Licence entered in system
Copy of Qualifications entered in the system
Mechanics Minimum Tool Requirements
Trainers Report

Wage Deduction(s) for Uniforms etc

Safety policy/Procedure acknowledgement

UNIFORM
Uniform issued
Ensure tech has safety boots.

MOBILE PHONE
Mobile Phone Serial #

TABLET
Brand:
Serial #

PRINTER
Brand:
Serial #

EFTPOS MACHINE & CHARGER
Serial #

LUBE MOBILE SUPPLIED VAN EQUIPMENT
Ultra Scan Serial No................coooiiiinn.

file:///home/lbennie/Downloads/Equipment and Tools list.xIsEquipment and Tools list.xlsSheet1 12/10/201613:10:08 1
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LUBE
MOBILE

THE MOBILE MECHANICS ' |

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.
EFI Fuel Pressure tester

Vehicle Stands x 8

Grease Gun

Suction Gun

Cooling Pressure Tester kit

Floor Jack

Vice/Vice Slide

Van Spare Wheel/Jack/Tools

Air Compressor

Rubbish Bin

Water Container

Parts Wash Container

LED Safety Light

Vernier Calipers

Harmonic Balancer Puller & Bolts
Wheel Chocks x2

Low Pressure Fuel/Vacuum Gauge
Oil Pressure Gauge

Compression Tester

Brake Bleeder Kit

High Rate Discharge Battery Tester
Plastic Radiator Cover

Pro stream petrol machine/hanger/throttle tool
Pro stream diesel machine

Fuel Injection Service fittings Kit
Jumper pack

Memory Minder & battery

Qil filter bucket

Guard Cover x2

Red Steering Wheel Cover

Knee guard

Mechanics seat/step
Tablet/Charger/USB Cable

Invertor fitted & cable insulated at firewall
4 Way Power Board

Air Hose with Connectors

Tyre Gauge

IGPS fitted & working?

SAFETY & ENVIRONMENTAL EQUIPMENT
Spill Kit

Spill Mat

Fire Extinguisher

Fire Blanket

First Aid Kit

Asbestos Kit

Safety Gloves

Safety Glasses

Plastic seat covers

Disposable Floor Mats

Safety Vest

Dash cam fitted & working?

Reverse cam fitted & working?

Emergency button fitted & working?

Blind spot mirrors fitted to both side mirrors?

file:///home/Ibennie/Downloads/Equipment and Tools list.xIsEquipment and Tools list.xIsSheet1 12/10/201613:10:08 2
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LUBE
MOBILE

[THE MOBILE MECHANICS

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.
Funnels-Engine-Transmission
Oil Drain Tray

10 Lt Oil Safe Container
Pouring Lid for Oil Safe

Blank Lid for Oil Safe
Transmission/gear oil pump

ADDITIVES, SUNDRY

Pro Stream decarb cans- TB400
Pro Stream injection cans- 1C200
Pro Stream Diesel bottles- CD500
Fuel system cleaner bottles- D9000
Rags - (BOR)

Sump Plug Washer Kit
STATIONARY

Printed Invoice Paper

Blank Paper

Lube Stickers

Ezi-Pay Account active?

Business Cards

Bank Deposit book

Pro Stream flyers petrol & diesel
MANUALS

Safety Policies & Procedures
Register of Hazardous Substances
Operations Folder

Company Stamp

=ININININ

Repco - Oil/Air/Fuel Filters
Ryco - Qil/Air/Fuel Filters

CREDIT CARD SLIPS/MACHINES
Amex

Bankcard/Visa/Master Card

Fleet Systems/Fleetcard

Motor Charge

Motor Pass

Eftpos Machine and charger

Spare rolls

Manual credit card machine (click clack)

PHOTOS

Has the Tablet, Phone, Printer, Scan Tool & Eftpos
Machine been numbered and registered in the
equipment log?

Has the equipment been photographed and placed on
mechanics file?

Has a photo of the mechanic been taken and placed on
his file?

Mobile Workshop License Displayed On Back Window E

file:///home/Ibennie/Downloads/Equipment and Tools list.xIsEquipment and Tools list.xIsSheet1 12/10/201613:10:08 3
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LUBE
MOBILE

|THE MOBILE MECHANICS

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.

Current Copy of License Displayed In Van :

| Hereby Acknowledge, and Agree, that all equipment is in Good Serviceable Condition, and that | am
Responsible and acknowledge that on the termination of my employment all equipment must be returned in good
condition, and any missing or damaged equipment paid for.

Employee

Name, Signature, Date
Trainer

Name Signature Date

State/Zone Manager

Name, Signature Date

file:///home/Ibennie/Downloads/Equipment and Tools list.xIsEquipment and Tools list.xlsSheet1 12/10/201613:10:08 4
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Van Damage Report

Mobile Number

Date / /

Drivers Name Rego Number

S & W ke
- USRSl o e

LUBE
MOBILE

DN
fot
@

LUBE MOBILE

ELEC

LN
000-0000

133032

4 .
0000-000

MOITATE 3DIVR3IE IHT
~ OV OF SEMOD TANT

111§OM

T O

Comments

Signed Date / /

Witness
Name Signed
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34

Safety Policy/Procedure Acknowledgment Index

Safety Policies/Procedure - Technicians Index Date |Tick
Apprentice Driving 16/11/2016 \
Asbestos Handling 28/09/2017
Bullying 28/09/2017
Buying Vehicles off Customers 28/09/2017
Cancellation of Jobs 28/09/2017
Carrying Petrol in Waste Oil Tank 28/09/2017
Cash Handling and Payin Policy 28/09/2017
Collecting vans from panel beaters or vehicles from 3/P repairers 28/09/2017
Contractors or Sub Contractors working on site 28/09/2017
Contractors or Sub Contractors working on Lube Mobile premises 28/09/2017
Controlling Vehicles externally 28/09/2017
Credit Cards/Electronic Funds Transfer (EFT) 03/10/2017
Customer fitted parts or Customers attempting repairs 28/09/2017
Customers or 3™ Party Assisting Lube Mobile Employee’s 28/09/2017
Customers Unregistered and Unroadworthy Vehicles 28/09/2017
Dash Cam Policy 13/09/2017
Deposits on Large Jobs 28/09/2017
Driving Lube Mobile Vehicle after hours 16/11/2017
Employee’s Tool Boxes 05/10/2017
Employee’s Working After Hours 05/10/2017
First Aid Kits 05/10/2017
Fuses And Fusible Links 05/10/2017
Heat Stress 03/10/2017
Internal Email, Tablet & Mobile Phone use Policy 03/10/2017
Jewellery 03/10/2017
Premises and other issues 05/10/2017
Pushing Motor Vehicles and Bogged Vehicles 05/10/2017
Razor blades 05/10/2017
Repairing or Servicing vehicles on Freeways or busy Streets 16/11/2017
Reversing/Parking Lube Mobile vans/Customers vehicles 16/11/2017
Safe Driving Policy 16/11/2017
Safety footwear 16/11/2017
Safety Glasses 16/11/2017
Safety gloves 16/11/2017
Safety vests 16/11/2017
Scan Tool Procedure 16/11/2017
Sealable Airtight Container 16/11/2017
Seat/ladder 16/11/2017
Smoke Free Workplace 16/11/2017
Spill Mat and emergency spill kit 16/11/2017
Start Assist pressure cans 16/11/2017
Steering Wheel Cover 16/11/2017
Trolley Jack 16/11/2017
Towing Contractors Policy

Trolley Jack 1/01/2004
Unregistered motor vehicles 1/05/2005
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Safety Policies/Procedures (cont.) Date |Tick
45 |[Towing Contractors 16/11/2017
46|U Turns 16/11/2017
47| Van cabin layout & safety barrier 16/11/2017
48 Van service 16/11/2017
49 Waste Oil tank cap. 16/11/2017
50 Welding 16/11/2017
Wheel Chocks Policy 16/11/2017
51 Asbestos Handling Procedure 16/11/2017
52 Testing electronic high pressure fuel pumps 16/11/2017
53| Cooling System Bleeding & Testing 16/11/2017
54| Cylinder head reconditioning and Coolant 16/11/2017
55| Dangerous Fuel/Spark Testing Procedure 16/11/2017
56| Degreasing Motor Vehicles 08/12/2017
57 Emergency procedure for Employee’s 08/12/2017
Emergency procedure for LPG Hi Ace Vans 08/12/2017
o Emergency procedure for Mobile Mechanics 08/12/2017
59(Removal of Harmonic Balancers 08/12/2017
60 [Removing Manual Gearboxes and Automatic Transmissions 08/11/2017
61|Removing engines with gearbox attached 08/12/2017
62|Handling Hazardous Substances 08/11/2017
63 IRemoving Wheel bearings 08/11/2017
64|Scan Tool Procedure 08/12/2017
65 [Waste fluid Handling procedure 08/12/2017
66| Van Service & Repairs on Hoists 30/11/2017
67| Pro-Stream Fuel Injection service 17/10/2017
6g | Pro-Stream Diesel injection service 08/12/2017
69 Safe use of engine hoists 08/12/2017
70
71
I, have read and understood the above policies & procedures.

I understand that if I have any questions or concerns about these policies or procedures, it is my

responsibility to discuss this with the trainer/manager.

Signature Date 4
Trainer/Witness
Name Signature

Date
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MINIMUM TOOLS (Mechanic) Name Mob #
Have Got
Description iption Supplier| Part No Y/N
HAMMER SMALL REPCO  [RT2830
MEDIUM REPCO  [RT2840
LARGE REPCO  [RT2845
NYLON REPCO  |HU7012N
HACK SAW RT2800 REPCO
FILES FLAT REPCO  |903666
SMALL ROUND REPCO (911748
LARGE ROUND REPCO 912020
FORD FAN SPANNER [ | 70741
PRY BARS |ASSORTMENT IREPCO  [70610
OIL FILTER TOOLS SMALL REPCO  [RT4175
LARGE REPCO  [RT4170
TOYOTA REPCO  [63600
RING SPANNERS IMPERIAL REPCO  [RTKS20
3/8UPTO 1" REPCO
METRIC REPCO  [RTKS30
10MM UP TO 26MM [REPCO
ALLEN KEYS IMPERIAL SET REPCO  [RTK440
METRIC SET REPCO  |RTK445
VERNIERS REPCO  [M2430
SHIFTING SPANNERS 6 INCH REPCO  |RT2606
12 INCH REPCO  [RT2612
TORQUE WRENCH GOOD QUALITY REPCO  |RT4120
DEGREE WHEEL (TORQUE) REPCO  [70615
CIRCLIP PLIERS INTERNAL REPCO  [RT2750
EXTERNAL REPCO
FLAT NOSED REPCO  |47760
PIN PUNCH SET | IREPCO  [RTK900
COLD CHISEL SET | [REPCO  [RTK920
GASKET SCRAPER REPCO  |70269
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Description Description  |Supplier| Part No
PLIERS POINTY NOSED REPCO RT2780
FLAT NOSED. REPCO RT2760
VICE GRIPS SMALL REPCO 6LN
VICE GRIPS LARGE REPCO 10WR
WIRE CRIMPERS REPCO 8272

COMBINATION SPANNERS

IMPERIAL

REPCO RTK500

% UP TO 7/8 INCH

REPCO RT1061

15/16 & 1” SPANNER

REPCO RT1062

METRIC8 TO 19 MM

REPCO RTK510

21,22824 MM REPCO  |RT1021
SPANNERS REPCO  |[RT1022
RT1024
SCREWDRIVERS FULL SET REPCO
WIRE BRUSH | IREPCO  [M878
TORQUE BIT SET | IREPCO  [RTK400
FEELER GUAGES | [REPCO  [RT4190
ELECTRICAL TEST LIGHT LED REPCO  |70085
STANDARD REPCO  [M102
TORCH | | |
MULTI-METER [Min 10Meg Ohm  [REPCO  [70617
SOCKET SET % DRIVE REPCO  |RTK253
3/8 DRIVE REPCO  [RTK103
% DRIVE REPCO  |RTK203
Up to 36mm REPCO
NOID LIGHT SET [MULTIPOINT [REPCO  [71405
FUEL LINE DICONNECT SET |ABW IREPCO  [70736
SPARK TESTER [ABW [REPCO  [70536
FLEXIBLE MAGNET [ABW IREPCO [70168

I

| |
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Supplier

Part No

Have Got

TELESCOPIC MIRROR

ABW

REPCO

BRAKE CALIPER TOOLS -

[ABW UNIVERSAL |[REPCO |

SPRING COMPRESSOR |ABW IREPCO |
HARMONIC BALANCER PULLER( MUST ALSO DO

COMMODORE) GGT201 REPCO
TOOL BOX [8 Draw IREPCO |
FUEL PUMP RING REMOVALTOOL | IREPCO |
VERNIER CALIPERS | IREPCO |

TK TESTER

CORDLESS IMPACT GUN

WHEEL NUT IMPACT SOCKET SET

2 INCH BREAKER BAR
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TRAINERS REPORT.

Trainer Mobile Number

Mobile Trained Date /
Personal Presentation (Good) 5 4 3
Van Presentation 5 4 3
Personal Attitude 5 4 3
Safety Standards 5 4 3
Customer Service Standards 5 4 3

Technical Knowledge

A Basic Fault Diagnosis 5 4 3
B Basic Electrical Diagnosis 5 4 3
€ Scan tool use Knowledge 5 4 3
D Electronic Management Systems 5 4 3
E Engine and Related Systems 5 4 3
F EFI & Carburetor Fault Diagnosis 5 4 3
G Driveline Components 5 4 3
H Cooling System Diagnosis 5 4 3
| Braking System Diagnosis 5 4 3
J Steering Diagnosis 5 4 3
K Suspension Diagnosis S 4 3
L Shock Absorbers Diagnosis 5 4 3

M Exhaust System Components 5 4 3

1(Bad).
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Is the mechanic badly lacking in any particular area. Y/N

If yes in what area?

Does the mechanic know how to build a quote? Y/N

Are his/her Quotes filled out clearly? Y/N Does he/her have them signed? Y/N__
Does the mechanic fill in the invoice clearly? Y/N___Are they signed? Y/N

Does the Mechanic explain the Invoice to the Client Clearly? Y/N

Does the Technician follow LM policies & procedures? Y/N

Does the tech know to use Repco 157? Y/N

Can the tech source parts efficiently? Y/N

Ways in which the mechanic can improve

Trainers Comments
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LUBE MOBILE

THE MOBILE MECHANICS

LUBE MOBILE DRIVING TEST

Each section must be completed Yes | No

Has current Driver’s License been sighted

Has current drivers record been produced

Select a vehicle for the test (not the vehicle the Employee usually
drives.
Hand the driver the keys and sit in the passenger seat

Did the employee adjust the seat & mirrors

Is the driving position correct (Feet should be able to touch the fire wall
and when arms extended wrists should be past the top of the steering
wheel

Were indicators used when taking off

Was he forward planning (observing vehicles in front)

Were speed limits being observed

Did he stop at Stop signs and give way signs

Did he use lanes correctly (left lane when not overtaking/within the lane

Did he maintain 4 sec rule (Correct spacing and for the conditions)

Did he use his indicators when changing lanes

Did he follow the right procedure at roundabouts and indicate coming out

Did he brake gently when coming to a stop

Was he able to use compression braking to slow the van down

Did he use his rear vision mirrors

Did he look over his shoulder or at the side mirrors before changing lanes

Was he courteous to other road users

When he overtook was it carried out correctly

Was he able to reverse the van into a parking spot

Was he able to carry out a REVERSE 3 point turn

Did he comply with Lube Mobile’s reversing policy

Did he walk around the van prior to reversing

Did he comply with Lube Mobile’s Mobile Phone and 2 way policy

More than 3 wrong is a fail and the employee will be required to redo the Lube Mobile
Safe driving course and then take the test again.

Date / / Name of Testing Manager

Signature Title
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Skill Set
For a Lube Mobile Mechanic

New Employees need to reach the following levels before they graduate to the
next level: -

Level 1 — First Day at Base

Level 2 — Initial on the Road Training

Level 3 — On the road in their own van with a Full Time Trainer
Level 4 — On the road alone

Level 5 — Become a fully Qualified Lube Mobile Mechanic

Level One
Safety Training

Date Completed

e Accountability for Safety (Remember Charlie)

e Manual Handling

e Fire Extinguisher

e Hazard Identification

e Safe Driving

e Lube Mobile Job 6

Level Two
Safety Training

e Driving Evaluation

o Safe Site Evaluation & sending Status 8

Workshop Equipment — Has he been trained and signed the training register

*  Does he know how to use all workshop equipment

4 Hoist

Grinder

Welding Equipment

Brake Lathe

Oxy

Parts Washer/Cleaner

Waste Oil Suction pump

Transmission Jack

Engine Crane

Engine Support Brace

Wall Mounted Spring Compressor

L AEJEAEAEJE AR JE K JE SR 2

Wearing PPE and where to walk
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Safety Policies and Procedures

Date Completed

e Has he read and understands all Safety Policies and Procedures

Is he Competent in the following?

Incidents.

° How to report

e What to report

e When to report

o Is he aware that we have our Specialised Occupational doctors to go to if
injured? Not to go to their own doctor

Emergency Safety procedure

& Does he know what to do in case of an emergency

Driving accident

e What to do
e What information to get
Induction

e Has the induction check list been completed

Environmental — Has he been trained how to use

o Spill mats

* How dispose waste oil/coolant

* Degrease engine -how/where

e Rubbish

Courses to be completed and passed assessment or judged competent

Ezi Pay/Zip Money

Tablet

Job Management (Efficient job)

o Arrive at 8.00am

e Get parts in efficient timely manner

e Being efficient

e Getting around efficiently. Use of Navigation/Google maps well.

e Use Repco as preferred supplier first

Lube Mobile Services

e Detailed knowledge of fixed price Lube Mobile branded Services

* Able to read a log book to perform all items required in Log Book service

o Able to fill in customer’s log book and stamp it.





image32.jpg
Parts Purchasing Procedure - How/Where to buy parts

Date Completed

=

Repco Rules of Engagement

=)

Repco auto order procedure

=

Repco auto order and what to do when rejected

=

Repco manual orders

=

Repco Navigator — understand how to use it

=

Other suppliers we use for specific parts/services when not available at

Repco (Van folder)
4 Heads
Machining rotors/flywheel/drums
Radiators
Starters/Alternators
When do we use Genuine?
CV’s
motors

> > > > > >

Does he know to order and book out parts before leaving job site

Non Repco Parts Purchasing Procedure

How to do VISA orders

=

How do Cash orders

=

How do Cheque orders

=

How do manual orders (where we have an account)

=

How do a credit return
4 Repco
4 Visa
4 Other suppliers

Quotes

How to complete Quote on the tablet

Invoices

How to complete invoice on the tablet

Able to handle all Payment options

Cash

Cheque authorisations

EFTPOS

Account

Account Cards

EZIPAY contract. How fill out contract and post job

Zip Money contract.
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Familiar with surcharges

e Saturday

e Fixed price surcharges e.g. Platinum plugs, premium oil, 4WD,
some European

Fuel

Date Completed

* Does he know how to buy fuel and where to get LPG

*  Does he know not to run van on petrol (6 tanks LPG to 1 petrol min)

Phone Operations

e (Can Call Base

e Competent in list of statuses in Lube Mobile van app. and when to use

e Status out of Sequence messages — what they are — when will you get them

*  How to receive a job

* How to post job details

e How to call Customers

e How to Call Repco

e How to call other suppliers

Level Three

Does he understand and put into practice and comply with

Safety —

¢ “Ifnot safe —don’t do it” concept

e S.L.AM. What it means (stop, look, assess & manage)

e Wearing Safety Glove & Glasses

e 70% exertion, maximum

o Jack lifting, awkward positions, basic manual handling techniques as per
course.
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Customer Service

Date Completed

*  How to meet and greet the Customer

e Code of Conduct

e On site Quote

e Basic Sales techniques

e Understanding people (Empathy)

e Recalls (Taking ownership & retaining customer)

o That little bit extra

e Personal Presentation

* Van Presentation

¢  How to value add a Pro-Stream service. What circumstances it’s needed.
Don’t forget money back guarantee

e Advance Booking’s —Confident in doing them.

*  Completed Customer service course and passed assessment

Technical

e Basic Diagnosis

e Basic electronics

* Basic Work procedures

e Electronic Management Systems

e Engine and Related Systems

*  Driveline Components

e Fuel system diagnosis

e Cooling System diagnosis

* Braking system components and diagnosis

e Steering components and diagnosis

e Suspension components and diagnosis

e Exhaust System components and diagnosis

o Shock Absorber diagnosis

* Competent to do Pro-Stream and equipment in good working order.

o Performs Quality check on workmanship (What have I done?, completed

job properly, Quote checklist)

* Ensure technician has got adequate hand tools
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Demonstrates adequate knowledge of Contact Centre

How works, how they quote, answer emails, phones and web enquiries

Quoted jobs (why sometimes cheap, why sometimes incorrect part no.)

Employs Incorrect quote procedure (Contact Centre to deal with customer
and requote)

Stock Transfers

Date Completed

4 Knows how to get stock from Base

Labour Transfers

| Does he know about Labour Transfers and when to use

Van folder

[ e Familiar and confident with all contents of the van folder

Paperwork

Does he know when, where & how to bank?

Invoices being correctly made out on tablet

Quotes being correctly made out on tablet

Lube Mobile Job

e Actually putting into practice all aspects of the LM Job
(Need checklist)

Know how to finish job off and puts into practice;

=

Tyre shine,

=

Wipe dash

=

Windscreen clean

=

Adjust handbrake

Bonus/Leave

& Does he understand how bonuses are calculated

& Does he understand sick leave procedure and loss of attendance bonus

& Does he understand procedure for taking holidays (filling out leave form)
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Level Four

Courses to be completed and passed assessment or judged competent

e First On-Site Inspection

o 1% & 39 Month PR

¢ Customer Service

¢ Scan tool

¢ Pro Stream

* Log book

e No Start

e Responsibility For Safety

Employee

Name Signature Date
Trainer

Name Signature Date
State/Zone Manager

Name Signature Date
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LUBE MOBILE

THE MOBILE MECHANICS

Phone Issue / Exchange

Van Code Name
Sim No IMEI No
Brand Model

I hereby acknowledge receipt of 1 Mobile Phone. | further acknowledge and agree that the equipment is in
good condition and | will be held responsible for any damage or loss of this equipment. In addition, | agree to
abide by Lube Mobile’s Policy on using Mobile Phones.

Signature of Employee Date

Signature of Witness Date
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LUBE MOBILE

THE MOBILE MECHANICS

Tablet/Printer Issue / Exchange

Van Code Name

Identification

Tablet Brand
No

Printer Brand Serial No

I hereby acknowledge receipt of 1 Tablet and 1 printer. | further acknowledge and agree that the
equipment is in good condition and | will be held responsible for any damage or loss of this
equipment. In addition, | agree to abide by Lube Mobile’s Policy on using the tablet.

Signature of Employee Date

Signature of Witness Date
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LUBE
MOBILE

THE MOBILE MECHANICS Managers Checklist

Applicants Name Suburb

Are we still interested after the interview? Yes/No

Is the Doctor organized Y/N Date / / Time : am/pm
How did they go at the doctor? Good/Bad

Do you want to hire them Yes/No.? Have you discussed with your Manager?

What date are they starting? 7 /

Is there an Induction kit ready for them? Y/N
Is the Manager/Trainer organised to run courses that day? Y/N
Is there going to be a room free to run the courses that day? Y/N

Have we set up a van for the new Mechanic? Rego Mobile

Have we got a Motorpass card for this van? Y/N

Is there a Mobile Phone set up? Ph. No Y/N

Has the Field Trainer been organized? Y/N Trainer Name

Have you advised the Trainer where the mechanic needs the most training?
Has the Training report been received off the Trainer? Y/N

Is the Equipment ready for this van? Y/N

Have you sent the Tax File Declaration, Superannuation Form, Mechanic Information
Screen and Social club form to Accounts on (02) 88660099 Y/N

Have you sent signed copies of Skill Set Form and New Mechanic Tools, Equipment,
Stationary and Employment Documentation Checklist to Head Office on (02) 8866 0099 Y/N

Is there going to be a room free to run the courses? Y/N

Have you entered the completed training courses into computer? Y/N

Has the Trainer trained the mechanic in all the Workshop equipment and filled in the
Equipment training register? Y/N

Is the mechanics minimum tool list filled out? Y/N
Is the mechanic ready to go on the road (Has he progressed to Level 1 yet) Y/N
Is the van operations folder (With account and mobile number) ready for the mechanic?

The list on this page must be handed to the manager before the mechanic goes on the road

s U000 000 0 o000 0o0o0o00ooo

Date 7 /
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LUBE
MOBILE

THE MOBILE MECHANICS

Welcome to Lube Mobile Pty Ltd (The Mobile Mechanics), today you have joined a company
that has been operating for over 35 years and is the largest Mobile Vehicle Repairer in Australia.
We originally started operations in Melbourne in 1982 with 5 vans and have expanded to over
200 vans and 21 base workshops in 5 states around the country.

Over the coming weeks we will endeavour to pass on to you all that we have learnt in this time,
which will enable you to confidently deal with the public in general and our clients in particular.

This training will be fairly intense and you will need to keep an open mind as the training is
designed so you have a full understanding of all of the Lube Mobile Safety Systems and the
Basic procedures to follow while dealing with our clients. We will try and pass on over 35 years
of experience in a few weeks.

We will also appoint a mentor for you so you can ask him as many questions as you need to until
you are fully informed and able to perform this job to the best of your ability.

You will find that at Lube Mobile the Safety of our staff and clients is number 1 and we have an
enviable record in the motor industry which we have worked very hard to obtain.

By joining Lube Mobile you have now committed yourself to maintaining our high standards and
working together with us to deliver the world’s best practices in Safety, Customer service and
Value for Money for our clients.

The initial induction procedure that you will undergo is as follows:-

Dayl & 2 (1) You will be handed a Tax declaration, Superannuation and mechanic
information form to be filled out as soon as possible.
(i) You will be run through six training courses.
A. Accountability for Safety
B. Manual Handling

C. Fire Extinguisher

D. Hazard Identification
E: Safe Driving

E. Lube Mobile Job6

These courses are designed to show you what you can expect from The Company
and what the company expects from you in relation to health and safety.
(i)  You will also be given Lube Mobile safety policies & procedures manual

This folder is for your benefit and must be read over the coming week.
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Day3to6 You will be taken out in a van with one of our vastly experienced trainers and
shown how to do the job the Lube Mobile way. I can’t emphasize enough the
importance of asking as many questions as you can think of, as these trainers have
been doing this job for a number of years.

Day 7 & 8 (1) You will be back into base where you will be trained in

a. How to use the Tablet

o 3 Completing quotes

& Completing Invoices

d. Completing Ezipay/Zip money Documents

(ii) You will also be trained in how to use the workshop equipment
(i1i)  Your van will be issued, equipped and stocked up.

(iv)  You will need to bolt your Tool Box into your van so you are ready to go
on the road.

Week 2to3  You will have a trainer in your van with you (If available) and he will show you
how to complete the job using your tools out of your van.

We can’t emphasize enough for you to ask questions as we are trying to help you get up to speed.
Don'’t feel embarrassed to ask questions as there is not a mechanic on the road that fell into the
position, we have all been trained and are happy to pass this on.

Once again welcome to the Lube Mobile team, and we look forward to you having a long and
fulfilling career with us.

Manager




