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1 Scheduled Planned Preventative Maintenance (PPM) 

 
1.1 All Bicycles must be serviced to the level of The Bicycle Check Sheet (Appendix 

A) below (defined for repair or for PPM) as a minimum standard, at least once 
per year; 
 

1.2 The Bicycle Check Sheet must be displayed prominently in the workshops and 
mechanics made aware of requirements by the team leader; 

 
1.3 Mechanics must receive regular briefings and refresher training and monitoring 

by the team leader; 
 

1.4 At least one-hundredpercent (100%) of Bicycles that have been serviced will be 
quality checked by a team leader daily; 

 

1.5 Quality checks should be recorded in the Job Scheduling System;  

 

1.6 The results of the quality checks will be published and made available to TTL 
and any issues will be escalated; and 
 

1.7 As part of the annual service, all Scheme Assets shall be audited against the 
information held on the Asset Register. 

 
 

2 Ad-hoc On-Street Maintenance  
 

2.1 The Service Provider shall ensure that when visiting a LCHS Site, each Docking 
Station is regularly inspected with activities including but not limited to: 

 
2.1.1 Checking all Components providing Customer information, including the 

Customer Information Panels at the Terminal and Docking Point are 
clearly visible and not obscured; 
 

2.1.2 Ensure the Site is generally clean and tidy and dispose of any refuse; 
 

2.1.3 Check all Payment Card Readers and Smartcard Readers for tampering; 
    

2.1.4 Report all damage, Outages and Incidents including the location, 
engineer ID, Assets affected and nature of the damage; 
 

2.1.5 Visually inspect all Bicycles at the Docking Station. Repairs to Bicycles 

that can be carried out On-Street should be conducted where possible, 

ensuring an electronic reportable record is captured of the damaged 

Bicycle including details of the Bicycle number, date, time, location and 

the nature of the damage; 

 

2.1.6 Visually inspect all Docking Points and Terminals for damage, in 

particular the Cassettes,  reporting any damage appropriately to the RCC 

Contractor; 

 

2.1.7 Any Bicycle that cannot be repaired should be Docked and locked in 

immediately, ensuring an electronic reportable record is captured 

containing the Bicycle number, date, time, location and nature of the 

damage. A job should then be scheduled electronically for the relevant 

Bicycle to be removed to the depot for repair; and 
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2.1.8 Isolate any area or Component of the Docking Station that is unsafe. 
 
 

2.2 The Service Provider shall also ensure that Bicycle Triage is carried out On-
Street as follows: 

 
2.2.1 Basic triage to determine if a repair is necessary; 

 
2.2.2 Handle bar end tightening or replacement if found to be loose or missing; 

 
2.2.3 Adjust or replace the Bicycle bell if the ringer fails or if the bell is facing 

upwards or missing; 

 

2.2.4 Check spokes for tension. If loose, provide an alert for repair work to be 
completed; 

 

2.2.5 Check and adjust brakes for responsiveness and lubricate chain if dry or 
dirty; 

 

2.2.6 Adjust the Triangle to align with the Cassette in the Docking Point using 
tools provided; 

 

2.2.7 Tighten and/or replace basked anchors if they are loose or missing; 

 

2.2.8 Tighten and/or replace saddles if loose or seat covering is cracked using 
tools provided; and 

 

2.2.9 Test the mud guard stays for fixings or any missing parts. 

 
 

3 Ad-hoc Depot Maintenance  

 
3.1 For the repair of complex or lengthy Bicycle  works following incidental damage, 

misuse or when parts are defective, Bicycles should be maintained in fully 
equipped mechanical workshops; 
 

3.2 A Bicycle can, if required, be completely stripped down and all Parts replaced 
within the mechanical work shop arena; 

 

3.3 The mechanics workshops should be equipped with the following facilities: 
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3.3.1 Bicycle works stations consisting of a bike stand, work bench, jogs and 
toolbox tools; 
 

3.3.2 Parts wash bay; 
 

3.3.3 Triage area where Bicycles are assessed for faults and spares assigned 
for the required tasks; 

 
3.3.4 Stores for three days of regularly used parts; 

 
3.3.5 Nitrogen refill station; 

 
3.3.6 Wheel re-build station; and 

 
3.3.7 Notice boards detailing daily performance achieved. 
 

4 Installation and Maintenance of Assets 
 

4.1 The Service Provider shall ensure that all Assets are installed and maintained 
throughout the Term in compliance with CDM and all relevant mandatory and 
advisory standards. 

 
 

 

 
 



 

  

Appendix A   Bicycle Check Sheet 

No Maintenance tasks 

1 
Make sure that the bicycle is clean and free from graffiti. Remove dirt, debris and 
graffiti. 

2 
Examine and inflate tyres to minimum of 50psi 

(max pressure must not exceed 65psi) 

3 Ensure valve caps fitted 

4 Make sure that wheels are properly aligned and adjusted, with no play in bearings. 

5 
Spin front and rear wheels. Make sure that they are rotating freely. Check wheel rims 
for damage. 

6 Check front and rear wheels: repair or replace any loose or broken spokes. 

7 Check fenders for damage. 

8 Examine brakes and check operation. 

9 Lubricate roller brakes. 

10 Examine and tighten brake tension-adjusting screws if necessary. 

11 Check brake outer casing for damage. 

12 Examine gearbox and check operation. 

13 Examine three-speed shifter, check operation and that the fitting is tight enough. 

14 Lubricate the chain and bearings 

15 
Examine all parts of the three-speed rear hub, including the sprocket, chain, chain 
tensioner and chain tensioner pulley. 

16 
Check that handlebars are straight and in good conditions, and that the handlebar 
bolt is tight enough (no wobbling movement). 

17 Check that handlebar grips are in good condition. 

18 
Make sure that the headset and steering bearings are properly adjusted (tight 
enough) and well lubricated. 

19 
Make sure that the dynamo functions properly and is clean. Check the Dynamo for 
excessive wear. 

20 Examine the seat assembly for damage. Check for damage or excessive wear. 

21 Examine the quick release seat lock. Repair or replace if broken. 

22 Examine the frame and forks for damage. 

23 Make sure that the serial number is visible. 

24 
Make sure that the docking station triangle for excessive wear or other damage. 
Make sure that the bicycle docks properly into the docking point. 



 

  

No Maintenance tasks 

25 
Make sure that the pedals and pedal cranks are tight enough and that they do not 
wobble sideways. 

26 Examine pedal threading for excessive wear. 

27 Repair or replace loose or broken reflectors. Replace missing reflectors. 

28 Examine the front lights. Check for cracks, damage or excessive wear. 

29 Examine the rear lights. Check for cracks, damage or excessive wear. 

30 Examine front and rear light attachments.  Tighten if necessary. 

31 Examine the luggage carrier. 

32 Examine the sandow (elastic rope). 

33 
Examine the stand. Make sure that the stand can hold the weight of the bicycle. 
Replace if damaged or worn. 

34 Check operation of RFID tag 

35 Attach Green tag to handle bar and return bicycle to holding area 

 


