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Administrative Procedure 562



STAFF / VOLUNTEER DRIVER QUALIFICATIONS AND VEHICLES AUTHORIZED FOR TRANSPORTING STUDENTS TO OFF-SITE ACTIVITIES Background The District recognizes the value of off-site curricular, co-curricular and extra-curricular school activities for students, but also recognizes the many safety factors inherent in transporting students to activities held off school property. Consequently, the District has established expectations for employees, students, parents, and volunteers in order to enhance the safe transportation of students to off-site activities. Safety measures to promote the safe transportation of students are related to driver qualifications and training, type of vehicle driven, distance travelled, vehicle ownership, and the registration, insurance and maintenance of District-owned vehicles. Procedures 1. Vehicles Authorized for Student Transportation 1.1



1.2



Vehicles permitted for transporting District students to school-related activities involving ground travel include: 1.1.1



7-passenger vans or smaller vehicles, driven by District staff and/or parent volunteers, and either rented or owned by them;



1.1.2



District-owned school based mini-buses, driven only by trained and authorized District staff;



1.1.3



All other transportation services for students must be provided by District-authorized carriers, including charter bus services. The Manager, Transportation maintains a current list of authorized carriers.



The District does not permit the use of fifteen-passenger vans to transport students, due to publicly-known safety concerns with this type of van.



2. Procedures Specific to Category of Driver and Type of Vehicle Driven 2.1



Individuals with less than five years of driving experience are not eligible to act as volunteer drivers and are not to be allowed to transport other students to or from school-related activities. Students, in particular, are not permitted to drive other students to any school-related activities.



2.2



The District has specific qualification requirements for categories of drivers and the type of vehicle being driven for the purposes of transporting District students to school-related activities. The following vehicle categories and driver restrictions are defined in the following sections of this Administrative Procedure.
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2.2.1



●



District-Owned Mini-Bus



●



Privately-Owned Vehicles



●



Charter Buses



●



Rental Vehicles



●



Other Vehicles District-Owned Mini-Bus 2.2.1.1



Driver Qualifications Staff: Staff members permitted to drive District-owned mini-buses must:



2.2.1.1.1



2.2.1.2



●



Have five years driving experience and have their Alberta Class 4 Driver’s Licence with no more than 6 demerit points, including no dangerous driving or alcohol-related offences;



●



Complete and sign a District Volunteer Driver Authorization Form (Form 562-1) (available at the school), prior to acting as a volunteer driver to transport students;



●



Attend a District-arranged Driver Safety seminar on an annual basis.



2.2.1.1.2



Parents, Other Volunteers and Students are not permitted to drive District-owned vehicles such as school based mini-buses. Exceptions will be considered by the Superintendent, Support Services or designate for long-term volunteer team coaches.



2.2.1.1.3



Driver Training:  Staff members are encouraged to take defence driver training and a licensed bus driver course offered by charter bus carriers, which provides training in driving a bus, managing student passengers, and completing walk-around inspections of the vehicle.



Operating Guidelines In order to avoid situations of driver fatigue, the following procedures shall apply to the use of District-owned high school mini-buses: 2.2.1.2.1



Travel Within the Province of Alberta: Exception:  District-owned school based mini-buses shall not be used to transport students to any locations further west than Canmore and Kananaskis Village. 2.2.1.2.1.1
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km one way (starting from the City of Calgary boundary) requires at least one qualified designated District employee driver, and the round trip must be completed in the same day by 9:00 p.m.; 2.2.1.2.1.2



Travel in excess of a distance of 150 km, with or without same day return, requires two District employees; one being the exclusive, qualified and designated driver who has met all of the District driver qualifications, while the other employee is the Field Trip leader. Team coaches cannot be the designated driver. The other option is to use a District-approved charter service, in which case the carrier supplies a qualified driver.



2.2.1.2.2



Travel Outside of Alberta: Only the following modes of transportation shall be used to transport students on approved field trips outside of Alberta: 2.2.1.2.2.1



Charter bus service; or



2.2.1.2.2.2



Flight with ground transportation provided by charter bus service*. *Note: The Manager, Transportation may be able to assist with Charter arrangements, with advance notice. *Extenuating Circumstances: requires prior approval from the Area Superintendent, and the Superintendent, Support Services.



2.2.1.3



Administrative Responsibilities with Respect to Mini-Buses
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2.2.1.3.1



2.2.1.3.2



High School Principals shall assign one designated school administrator to oversee the travel arrangements for the school involving District-owned mini-buses. The duties shall include: ●



Responsibility for overall monitoring of the mini-bus(es);



●



Arranging appropriate on-site parking for the mini-bus(es);



●



Arranging for scheduled semi-annual inspections and regular maintenance as required by the District, the costs of which shall be covered by the individual school;



●



Ensuring that the appropriate documentation for insurance (i.e., pink slip) and that a copy of the Operating Authority Certificate is on file in the school office as well as in the vehicle;



●



Monitoring the list of District-authorized drivers from the school;



●



Ensuring that the authorized drivers at the particular school have attended District-provided Safety seminars;



●



Monitoring and recording travel arrangements and maintaining a travel log.



Authorized staff drivers on each approved travel outing for which the mini-bus is used shall:



● Book travel arrangements with the designated



school administrator (see previous list of the designated administrator’s responsibilities) who has the overall responsibility for monitoring the bus;



● Ensure that all student passengers use seat belts on each outing;



● Ensure that the bus is never filled over capacity; ● Do a walk-around check prior to taking the vehicle out on the road;



● Maintain a travel log and submit it to the designated school administrator following the trip (i.e., take mileage prior to departure, record trip details and the return mileage);



●



Notify in writing to the designated school administrator of any concerns with the vehicle;
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●



2.2.1.3.3



2.2.1.3.4



Report any accidents or injuries to (1)  the school administrator; and (2) the Manager, Business Services, Catholic School Centre.



The Manager, Transportation shall: ●



Arrange “Driver Safety seminars” to be attended by all authorized staff drivers of District mini-buses;



●



Apply for annual “Operating Authority Certificate” for all mini-buses and distribute them to schools; and



●



Maintain a list of all of the District’s authorized staff drivers for the mini-buses.



The Manager, Business Services shall: ●



Provide annual pink slips to schools with mini-buses;



●



Maintain a list of insured vehicles with the District’s insurance agent;



● Process accident claims. 2.2.2 Privately-Owned Vehicles 2.2.2.1 Insurance Requirements The District’s “Comprehensive General Liability” policy covers volunteer drivers for potential risk at a level required by the District, as reflected on the District Volunteer Driver Authorization form (Form 562-1). The initial insurance coverage would be met by the automobile owner’s own liability coverage, with the District’s coverage being secondary. 2.2.2.2



Driver Qualifications 2.2.2.2.1



Staff:  Staff members who have their Alberta Class 5 Driver’s Licence with no more than 6 demerit points, including no dangerous driving or alcohol-related offences, may drive their own vehicle, as a volunteer driver, to transport students to school-related activities only. Staff must complete and sign a District Volunteer Driver Authorization form (Form 562-1) (available at the school and filed with the designated school staff member), prior to acting as a volunteer driver to transport students.
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2.2.3



2.2.2.2.2



Parents and Other Adult Volunteer Drivers:  Adult volunteers driving their own vehicle must have five years driving experience and have a valid Alberta Class 5 Driver’s License with no more than 6 demerit points, including no dangerous driving or alcohol-related offences. They may drive their own vehicle, as a volunteer driver, to transport students to school-related activities. Volunteers must complete and sign a District Volunteer Driver Authorization form (Form 562-1)(available at the school and kept on file at the school) prior to acting as a volunteer driver to transport students.



2.2.2.2.3



Students:  (1) Students shall not be authorized by the Principal to transport other students en route to the school or to an off-site activity; (2) All students on District-approved field trips or attending off-site activities shall use the transportation that has been arranged for the trip. (3) For before and after-hour activities where students are required to arrange their own transportation, this becomes a parental responsibility.



2.2.2.3



Kindergarten Children:  Current provincial regulations require properly installed safety seats or restraints to be used for kindergarten children under the age of 6 years and weighing less than 18 kilograms when transporting them in private vehicles. Consequently, the District requires that Kindergarten children be transported by their parents only, or on a bus chartered with one of the District’s approved charter bus carriers.



2.2.2.4



Airbags:  If a vehicle is equipped with a front passenger-side airbag, students shall not be transported in that seat if they do not meet the minimum height requirements for safety, unless the airbag has been properly deactivated.



Charter Buses 2.2.3.1



District-approved charter bus service may be used to transport students to off-site activities within the city, as well as to locations within the province and outside of the province. Student trips require approval of the Principal and/or the District, as per Administrative Procedure 260 - Field Trips and Excursions (Within Western Canada) and Administrative Procedure 261 - High School Student Travel – International & National (Outside Western Canada).



2.2.3.2



Using a District-approved charter bus provides advantages such as a qualified driver and a large seating capacity to hold a greater number of students. The Manager, Transportation may be able to
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assist with charter arrangements for destinations within or outside of the city, with advance notice. The Manager, Transportation maintains and circulates to schools an updated list of District-approved carriers inserted into the yellow Transportation binder. 2.2.4



Rental Vehicles 2.2.4.1



2.2.4.2



Driver Qualifications and Vehicle Type 2.2.4.1.1



Only authorized staff members may rent and drive vehicles such as 7-passenger vans in the District's name to transport students to school-related activities. The only exceptions that may be considered for driving District-rented vehicles for student travel are long-term school volunteer coaches, who may be given authority to drive by the Superintendent, Support Services or designate. The maximum size rental vehicle permitted by the District is a 7-passenger van.



2.2.4.1.2



To rent 7-passenger vans or smaller vehicles, staff members must be 25 years old or older, have five years driving experience and have a current Alberta Class 5 Licence with no more than 6 demerit points, including no dangerous driving or alcohol-related offences. A District Volunteer Driver Registration form (Form 562-1) must be completed and filed with the designated school staff member prior to vehicle rental.



Rental Guidelines All vehicle rentals for student transportation are to be rented in the District name (Calgary Catholic School District), with a District-approved car rental agency, according to procedures provided to schools by District administration. The full rental company insurance coverage option shall be taken. The size and load capacity of the vehicle must be appropriate to the number of students and the amount of equipment being transported.



2.2.4.3



Operating Guidelines 2.2.4.3.1



Within the Province of Alberta: ●



Travel in a rental vehicle up to a distance of 150 km one way (starting from the City of Calgary boundary) requires at least one qualified designated District employee driver, and the trip must be completed in the same day by 9:00 p.m. Exception:  Rental Vehicles shall not be used to transport students to any locations further west than Canmore and Kananaskis Village.
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●



Travel using a rental vehicle in excess of a distance of 150 km, with or without same day return, requires two District employees; one being the exclusive, qualified and designated driver who has met all of the District driver qualifications, while the other employee is the field trip leader.



Team coaches cannot be the designated driver. The other option is to use a District-approved charter service, in which case a qualified driver is supplied by the carrier. 2.2.4.3.2



Outside of Alberta: No vehicle shall be rented and driven for the purposes of a student field trip, athletic event or other activity to destinations outside of Alberta. Only the following options are approved: ●



Charter bus service; or



●



Flight with ground transportation provided by charter bus service*.



*Note: The Manager, Transportation may be able to assist with Charter arrangements, with advance notice. 2.2.5



Other Vehicles 2.2.5.1



If vehicles owned by private parties are provided to the school for student transportation use, a current certificate of road-worthiness covering all engine, mechanical and electrical parts and tires must be provided to the Principal by the vehicle owner, and must be either from a licensed auto inspection agency (i.e., AMA), or from the vehicle owner and signed by him/her.



2.2.5.2



These vehicles must also meet the District’s minimum insurance requirements.



2.2.5.3



Mileage Claims District staff or parents and volunteers who provide travel service using their own vehicles for school-sponsored student travel may not claim mileage or submit travel claims in these cases.



Approval Date:



April 12, 2016



Reference:



Section 20, 24, 25, 45, 45.1, 51, 52, 53, 60, 61, 113, 116, 117 School Act Traffic Safety Act Commercial Vehicle Safety Regulation 121/2009 Student Transportation Regulation 250/98 (Amended A.R. 125/2005) Use of Highway and Rules of the Road Regulation 304/2002
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Vehicle Equipment Regulation 122/2009
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