13-001 
Subject:
Fleet Maintenance/Support Services
t    Eft'ective Date: November 15, 2004 
Record Maintenance
rescinds: ALL

PRIOR PROCEDURES
reference standards:G.O. 
.
CALEA 
;

NYSLEA' 
;
AFSCME and locust Club contracts
I.
BACKGROUND

Administrative Fleet Officer is a  uniformed police  officer  that is responsible for  the managern nt of the oche tr Police Department Fleet vehicles. This involves but
Is not  lirnlted to be1ng a ha1son between Mt. Read Garage  and the   Rochester Police
Department. This officer, on an as needed basis, assists with Headquarters desk and it's responsibilities.
11.
13·001   Records Maintenance:
A. Maintain an up to date list of all Fleet vehicles assigned to the Rochester police Department. 
8   Monitor and maintain ample supply of equipment for the Fleet. This includes all
·  emergency equipment, switches, plastic seats and prisoner partitions.
c. Maintain an up to date list of all Fleet vehicle PMs and notify the Section when
Vehicles do not comply with the required maintenance schedule.
D. conduct and complete the City of Rochester's Fixed Asset Report for the Rochester police Department. This is done on a yearly basis.
E. Maintain  an up to date record of all Flet  MVA/damage reports. This  entails checking With Mt Read Garage on a regular bas1s for any  Fleet vehicles that  were brought in over night.
F. compile a quarterly Fleet Damage Report which consist of date of MVA/damage, Fleet vehicle involved in incident and the estimate cost of repair.
G  compile  a yearly Fleet Damage Report which consist of total MVAs/damage and total
· cost of
 repairs.
Module

Subject:
Fleet Maintenance/Support Services
Effective J)a\e: November 15, 2004
t 
Buying and Purchasing of Fleet Items
rescinds: ALL  PRIOR PROCEDURES
reference standards:G.O.
'
AFSCME and Locust Club'contracts
I. 
BACKGROUND

Administrative Fleet  Officer is  a  uniformed police officer  that is responsible for  the management of the Rochester Police Department Fleet vehicles. This involves but
Is not   limited to being  a liaison between Mt  Read Garage and the    Rochester Police Department. This officer, on an as needed basis, assists with Headquarters desk and its responsibilities.
13-002  Buying and Purchasing of Fleet Items:
A. Bid  preparation, working with the Rochester Police Department Budget Office and City
Hall purchasing Office in regards to Fleet vehicles and equipment.
B.  Revie!ng contracts for the purchasing of Fleet vehicles and Fleet equipment.
C. Order new Fleet vehicles
.
D. order equipment for new Fleet vehicles.
E. Order replacement equipment tor Fleet vehicles.
F. Keep informed of new equipment that is currently or will soon be out on the market.
Subject:
Fleet Maintenance/Support  SeiJ"Vices
Etiective' 09-te: November 15, 2004


Fleet Maintenance Duties
rescinds: ALL   PRIOR PROCEDURES
reference standards:G.O. 
j
CALEA
; NYSLEA
;
AFSCME and Locust Club contracts
--·--


1.
BACKGAOUND
Administrative Fleet Officer is a uniformed police officer  that is  responsible for  the management of the Rochester Police Department Fleet vehicles. This  involves but is not limited 
to being  a  liaison  between Mt.  Read  Garage  and the    Rochester  Police Department. This officer, on an as needed basis, assists with Headquarters desk and it's responsibilities.
13-003    fleet Maintenance Duties:
A. Monitor the installation of the equipment into the new Fleet vehicles.
B. w6rk with the Commanding Officer of Technical Support Services to properly issue
The  new Fleet vehicles.
c. work with the staff at Mt. Read Garage to make sure Fleet vehicles are properly
Maintained and repaired.
0  Check on a regular basis with Mt. Read Garage for status on Fleet  vehicles that have
·  been dropped off over night.
E. work as a liaison with Radio Center to keep the Fleet equipped with working police communication equipment.
F  work as a liaison with Radio Center, Mt Read Garage and numerous venders in order
·  To address the needs of the Rochester Police Department as they  relate to the Fleet.
G. Meet with Mt Read and Fleet Officers, on an as needed basis, to keep everyone
Informed of Fleet concerns.
	Module 
- 
3
Effective Date: N
rescinds: ALL  PRI
	-004
ovember 15, 2004
	Subject:
Fleet Maintenance/Support  Services Liaison to Private Sector Venders and Contractors

	
	OR PROCEDURES
	reference standards: G.O.
'
CALEA 
; NYSLEA
;
AFSCME and Locust Club contracts

	
	


I. 
BACKGROUND

Administrative Fleet Officer is  a  uniformed police officer   that is responsible for  the management of the Rochester Police Department Fleet vehicles.  This involves but
Is not  urnited to being a liaison between Mt  Read Garage and the Rochester Police
Department. This officer, on an on needed basis, assists with Headquarters desk and it's
responsibilities.
II. 
13-oo4  Liaison to Private Sector and Contractors:
, )
A  work is a liaison with Radio Center, Mt Read Garage and numerous venders in order
COMPETITIVE BRACKET16
1241
FLEET MAINTENANCE TECHNICIAN
DISTINGUISHI NG FEATURES OF THE CLASS:  Employees in this class provide technical expertise and administrative support in the management of a field operations fleet of heavy and light vehicles and equipment. Employees recommend changes for improved equipment performance, operating economy, and effective use, determine comparative costs for replacing or repairing equipment, and assist in developing and implementing maintenance policies.  Incumbents perform hands-on inspections, repairs, and maintenance for a wide variety of equipment. These employees work independently, reporting to a division manager.  While there are generally no supervisory duties, these employees are responsible for reporting operators who do not follow mandated policies and procedures for vehicle maintenance. Some work is performed outdoors and in all weather conditions, as
well as in minimally heated buildings.  Employees in this class may be required to work during unscheduled hours, depending on seasonal priorities.  Related work is performed as required.
TYPICAL WORK ACTIVITIES:
Analyzes division equipment needs and advises managers on equipment suitability and possible use of alternative types of equipment, considering cost use factors and other available information;
Projects future equipment replacement requirements;
Recommends modification of equipment for more effective and economical use, and prepares shop drawings for modifications or fabrications;
Performs daily or weekly inspection of a division's fleet to track vehicle assignment and assess the operating
condition;
Documents information and maintains files pertaining to vehicle condition, repair expenditures, and downtime;
Develops preventive maintenance schedules for each type of vehicle based on equipment manuals and specifications;
Trains and demonstrates preventive maintenance procedures to operators and assists them with completing reports;
Enforces operators adherence to maintenance procedures and schedules, documenting problems and reporting them to the division manager;
Diagnoses equipment malfunctions caused by worn, damaged, poorly fitted, or defective parts by using visual observation, tactile contact, road tests and various testing equipment;
Performs minor repairs and parts installations to mechanical and motor equipment;
Acts as division liaison with the equipment repair facility, ensuring that equipment repairs are completed in a timely fashion and according to division's priorities;
Distributes, collects, and maintains division's inventories of vehicles, mechanical and power equipment, tools, parts, and supplies, and recommends purchases and orders supplies as needed;
Completes special reports on such topics as the condition of seasonal and other special equipment by
calculating quantities and making notations on conditions;
Prepares draft specifications for upcoming purchases of equipment and supplies;
Maintains tools and equipment in good working order and keeps these and all other supplies readily available for operators' use;
Develops forms, generates numeric reports, tracks information, and keeps files using a personal computer and associated software;
May operate a variety of equipment such as hand jack, forklift, and hand cart when pulling or storing inventory.
FLEET MAINTENANCE TECHNICIAN
Pagel
ENTRY LEVEL KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of automotive maintenance and repair principles;
Knowledge of component systems of heavy duty diesel trucks and hydraulic equipment including the interrelationship of parts to each system and how they relate to vehicle operation;
Skill in the use of power and hand tools and other related equipment;
Ability to diagnose mechanical and electrical problems in diesel and hydraulic equipment; Ability to test drive diesel trucks and other heavy equipment;
Ability to read equipment manuals, work rules, and safety policies;
Ability to prepare equipment maintenance schedules based on such factors as manufacturers' recommendations, use of equipment in the field, and seasonal needs and priorities;
Ability to develop and write policies and procedures regarding use and maintenance of equipment; Ability to keep a variety of records including inventories of equipment parts and supplies;
Ability to explain and demonstrate work procedures and train employees in the safe operation and maintenance of a variety of tools and mechanical equipment;
Ability to follow safety procedures and to use and enforce accident prevention methods; Ability to use tact and diplomacy when dealing with co-workers and company representatives; Ability to work with others as part of a team;
Ability to follow oral and written instructions and present those instructions to others; Ability and willingness to work in all weather conditions and temperatures;
Ability and willingness to perform repairs and maintenance in cold, wet, dirty conditions; Willingness to wear safety shoes, coveralls, and other required safety equipment;
Physical ability to climb into and out of trucks and other heavy equipment and to lift and carry heavy or bulky supplies;
Physical strength in hands sufficient to perform all required repairs and maintenance.
FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES:
All the Entry Level KSA's   PLUS:
Knowledge of the principles and practices of efficient and economical fleet operation;
Knowledge of resources available to employees such as specialized shop manuals, tools and equipment; Knowledge of procedures, practices and priorities concerning the repair of equipment in division; Knowledge of City and Division safety rules;
Knowledge of various seasonal priorities regarding equipment repairs of the City's fleet;
Ability to make independent investigations and exercise analytical judgement in recommending changes affecting fleet operation.
MINIMUM QUALIFICATIONS:
High school diploma or G.E.D. AND three (3) years experience repairing and maintaining heavy-duty diesel equipment and hydraulic systems, such as refuse packers, snow plows, backhoes, etc.;
NOTE: An A.A.S. in Automotive Technology or related field may be substituted for one (1) year of experience.
SPECIAL REQUIREMENT:
Possession of a valid Class B Commercial Driver's license without airbrake restrictions at time of appointment.
ADOPTED: OCTOBER 12, 1989
REVISED:  MARCH 9, 1994
R· To address the needs of the Rochester Police Department  as they relate to the Fleet.
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�Civilized to Fleet Maintenance Technician in 2006


�Duties absorbed by MtRead in SLA 2009


�Civilized to Fleet Maintenance Technician 2006


�Duties absorbed by MtRead in SLA


�Civilized to Fleet Maintenance Technician 2006


�Civilized to Fleet Mainterance Tcchnician 2006





