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DRIVER APPROVAL PROCEDURE




1. PURPOSE OF THE PROCEDURE (PLAN):
Create, verify, and maintain Approved Driver List

2. RESPONSIBILITIES (PLAN):
	JOB POSITION
	RESPONSIBILITIES IN THIS PROCEDURE

	HR Coordinator
	Obtain, file, update and submit documentation to insurance company, disciplinary process as required

	Operations Manager
	Ensure compliance with set procedures

	Fleet & Maintenance Manager
	Support Operations Manager with ensuring compliance

	Drilling Supervisor / Site foreman
	Ensure compliance with set procedures on site


ONLY approved drivers are permitted to operate a company vehicle they are licensed to operate.
3. PROCEDURE (DO - CHECK):
1) HR Coordinator to obtain relevant information from Employee at time of hiring and annually for existing employees and when there have been any changes.
a) Employee to provide their drivers license and drivers abstract for anywhere they have had a license in past 3 years.
b) Employee to complete the drivers profile form if insurance is to cover vehicles lager than a pickup truck.
c) HR Coordinator will determine the class of vehicle they are licensed to operate.

2) Requirements for Canadian Employee to be on the Approved Driver List.
a) License for the class of vehicle to be driven.
b) Employee with Class 7 license (learners) will not be added to driver list.
c) A minimum of 3 years of driving experience.
d) Must complete a driver profile if driving a vehicle larger than a pickup truck.
e) Must have a satisfactory driving record based on drivers abstract(s):
i) One or more at fault claims in last 3 years means can’t be authorized to drive without a special review process and requesting authorization from insurance company if there are special circumstances.
ii) 3 or more minor convictions in last 3 years means can’t be authorized to drive without a special review process and requesting authorization from insurance company if there are special circumstances.
iii) 1 or more major convictions in last 3 years means can’t be authorized to drive without a special review process and requesting authorization from insurance company if there are special circumstances.

3) Requirements for International Employee to be on the Approved Driver List.
a) License for the class of vehicle to be driven.
b) Driver abstracts from home country if available.
c) Employment reference letter to verify their driving experience for at least 3 years.

4) If an employee does not meet the requirements to be on the Approved Driver List, but nonetheless is required to drive company vehicles due to the duties of their job position, a manual approval will be requested from the insurance company and additional information may be required such as employment reference letters. 

5) Operations Manager and Site Foreman will ensure only approved drivers are driving company vehicles.

6) Approved drivers may be restricted from driving.
a) Operations Manager, Fleet & Maintenance Manager or Drilling Supervisor / Site Foreman may determine at any time if an approved driver will be permitted to operate a company vehicle.

7) HR Coordinator will submit required information to insurance company as needed to ensure compliance for drivers to be on the Approved Driver List.

8) HR Coordinator to file information on the Driver List Board in Monday.com and keep the list current.

9) HR Coordinator to get drivers abstract annually and submit to insurance company as needed.

4. REFERENCE DOCUMENTS:
· Driver License
· Driver Abstract
· Driver Profile Form
· Employment Reference Letter
· Disciplinary Process 
· Approved Driver List board on Monday.com
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