Administrative Use of Division Owned Vehicles and
Procedure 620 Fleet Management

August 2025

USE OF DIVISION OWNED VEHICLES
Background

Division owned vehicles are only to be used for the purpose of carrying out Division
business or approved school activities.

Definitions

Carrier means person or company who owns, leases or is responsible for the operation
of a commercial vehicle.

Commercial Vehicle means any vehicle with a gross vehicle weight in excess of 11,794
kilograms or a commercial vehicle designed and used for the transportation of
passengers with a manufactured seating capacity of 11 or more passengers, including
the driver.

Driver means any person who operates a commercial vehicle.

Safety Fitness Certificate means the authorization issued by the province of Alberta.
Procedures

1. Only Division employees, or approved contractors, shall be permitted to operate
Division owned vehicles.

Division owned vehicles can only be operated within Alberta.

The Division shall have a Transportation Services Safety and Maintenance Program
in place to ensure that school-based and department—-based vehicles meet Alberta
Regulation requirements.

4. The Division’s Director of Transportation will:

4.1 Be familiar with all National Safety Code (NSC) Regulations as they pertain to
Carrier Operations.

4.2 Supervise the School-Based Safety Officer in meeting responsibilities as they
apply to school-based buses and activity vans.

4.3 Ensure compliance with all transport related legislative requirements.

4.4 Review all applicable legislation that may affect the safety of children and
students and monitor effects of any amendments to legislation.

4.5 Complete an annual audit of the program.
5. School-Based Safety Officer

5.1 The Principal of each school with a commercially rated vehicle shall assume
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the role as School-Based Safety Officer and has the responsibility to ensure
the maintenance of the commercial vehicle(s) and the required documentation

for these vehicles as per the National Safety Code (NSC), Vehicle Safety
Fitness requirements.

6. Authorized Drivers

6.1 All authorized drivers are required to meet all minimum standards as directed
by the Safety and Maintenance Program and must comply with the
requirements of:

6.1.1 Meeting and Maintaining the Requirement of being an Authorized
Driver.

6.1.2 Driver’s File Requirements.
6.1.3 Daily Trip Inspections.

6.1.4 Hours of Service Regulations.
6.1.5 Driver Evaluation;

6.1.6  Training Requirements.

7. Passengers are permitted to ride with Division employees only if they are
conducting Division business or participating in an approved school activity.

8. Anyone operating a Division vehicle must have a valid license for that type of
vehicle as specified by provincial regulations.

9. Traffic laws are to be obeyed at all times and each occupant must wear a seat belt
except where otherwise expressly permitted by law (i.e. school bus).

10. Goods being transported are to be properly secured.
11. Transportation of dangerous goods must follow provincial regulations.

12. Vehicles, other than school buses, are to be locked at all times whenever they are
not in use.

13. Keys are never to be left in the ignition when the vehicle is unattended.
14. Facility Services vehicles are to be housed in a designated compound.
FLEET MANAGEMENT

Background

This Procedure establishes Procedures for departments and schools for fleet
management and applies to all fleet management vehicles.

Procedures
1. Replacement of Vehicles

1.1. Each Principal/supervisor is responsible for planning the replacement of
vehicles within their school/department.
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1.2. The basic criterion for the useful life of a vehicle is a minimum of 180,000
kilometres unless there are extenuating circumstances.

1.3. Reserves (equity balances) for each school or department are to be reviewed
each year.

1.4 Each year, vehicle anticipated life spans shall be reviewed and an amount
budgeted for the replacement of each vehicle based on its life span and
replacement value. The net proceeds of vehicles disposed of will be credited
to each department/school and can be used to help offset replacement budget
requirements.

1.5. Prior to replacement of vehicles, approval by the Superintendent and
Secretary—Treasurer is required.

1.6. The Fleet Manager/Head Mechanic is responsible for the purchase of new
vehicles.

1.7. If school-based vehicles are not needed by another Prairie Land Public
School Division school, disposal of vehicles should be done via an auction or
highest bid process. The Secretary—Treasurer is available to provide support
on this process.

1.8 The Fleet Manager/Head Mechanic is responsible to facilitate the disposal of its
own vehicles via auction or highest bid process.

2. Registration and Maintenance of Vehicles

2.1. Each Principal/supervisor is responsible to properly register, maintain and
service vehicles assigned to their school/department in accordance with
Transportation Services Safety and Maintenance Manual.

2.2. Principal/supervisor is responsible to utilize Standing Offer Agreements for
vehicle maintenance.

3. Fuel
3.1 Costs of fuel are the responsibility of each school/department.
4. Insurance

4.1. Coordination is provided by the Director of Transportation and all costs related
to insurance are charged to each school/department.

4.2. Insurance claims are to be submitted by the Principal/supervisor on the day of
an accident if possible, or at the very least the next business day, to the
Secretary—Treasurer, who in turn will report the accident to the Division’s
insurer. Submission of claims is the responsibility of the Principal/supervisor.

4.3. Claim deductible is the responsibility of the Principal/supervisor making the
claim.

5. Division Owned Vehicles

5.1. The Director of Transportation is to ensure compliance with Provincial
Operating Authority requirements.
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5.2.

5.3.

5.4.

Principal/supervisor is to obtain and submit to the Director of Transportation,
drivers abstracts, licenses and logs for all vehicles designated by Alberta
Transportation as Division vehicles.

Principal/supervisor is to obtain and submit to the Director of Transportation,
the semi—annual inspection report for all vehicles designated by Alberta
Transportation as school buses or public vehicles.

Principal/supervisor is to forward a copy of the vehicle registration and
maintenance bills to the Director of Transportation.

6. Rental Vehicles by Schools or Departments

6.1.

6.2.

6.3.

6.4.

The Principal/supervisor is to waive insurance coverage at the vehicle rental
agency and advise the Secretary—Treasurer of rental prior to use by submitting
a copy of the rental contract.

The Principal/supervisor is to advise the Secretary—Treasurer of the number of
kilometres driven during the rental by submitting a copy of the return rental
agreement indicating kilometres driven.

The Secretary—Treasurer is to advise the Division insurance company of the
rental and subsequently the kilometres driven.

The Secretary—Treasurer shall debit each school/department the cost of
insurance for the vehicle rented.

Reference: Sections 51, 52, 53, 54, 68, 197 and 222 Education Act

Traffic Safety Act
Canadian Standards Association
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