


1. RESPONSIBILITIES:
	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



2. INSTRUCTIONS (DO - CHECK):

Everyone who is going to drive a company’s vehicle must added to the driver’s list of insurance, as long as they meet the following requirements.

ONLY approved drivers are permitted to operate a company vehicle they are licensed to operate.

HR Coordinator to obtain relevant information from Employees at the time of hiring and annually for existing employees and when there have been any changes.

To ensure that you are reviewing the documents correctly, check the following:

a) Driver’s License for the class of vehicle to be driven.

i) Class 5 for cars and pickup trucks
[image: ][image: ]

TFW (Other Country) It will depend on the country you come from

Mexico						Ecuador
[image: ][image: ]


ii) Class 3 for Water Trucks and dump trucks

[image: ]





iii) Class 1 for Highway Tractor Trailers trucks
[image: ][image: ]

iv) Employee with Class 7 license (learners) will not be added to driver list.

[image: ][image: ]

Probationary Class 5-Graduated Driver's Licence (GDL)



b) For an Employee of Kluane or third parties added with a Class 3 or Class 1 license that you want to have approved for larger vehicles email the appropriate driver abstract consent form as in (1) above AND have the employee complete the form Intact Driver Profile Survey.  For instructions to complete the form see Driver Profile Survey Instructions.  You will then email the appropriate driver abstract consent form from (1) above AND the complete Driver Profile Survey to the insurance company. 
[image: ]

c) A minimum of 3 years of driving experience.

All drivers must have at least 3 years of driving under the class of license to which they will be added.

You have 2 ways to verify the years of driving experience, the first with the date of issuance of the license you are checking, and the second by checking the driver's record for the date of the first issuance of the driver's license.
[image: ]
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In case the license within the province of Yukon was recently issued, but the driver had a previous driver’s license, check the driver's years of driving through the driver's record of the province where he/she had his/her previous driver's license.
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d) Must have a satisfactory driving record based on drivers abstract(s).  Look at the driver’s and if any of the following are found DO NOT submit to the insurance company.  This employee does NOT qualify to be on the insured driver’s list. On Monday.com put NO beside their name to indicate they CANNOT drive ANY Kluane fleet vehicles

For NON-permanent employees, a new driver abstract must be submitted annually to HR.

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.
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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.
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e) If the driver abstract is clear or meets the requirements above submit the following to the insurance company.
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3. DOCUMENTATION REQUIRED

Requirements for CANADIAN Employees to be on the Approved Driver List

1) Employee to provide his valid Driver’s License for the class of vehicle to be driven.
2) Employee to provide his driver's abstract for anywhere they have had a license in the past 3 years.
3) If the driver's abstract is clear for at least the last 3 years, the driver must sign the consent/authorization.
C:\Users\DELL\Kluane Drilling\KluaneDrillingCanada - Shared\HR\ISO\7.2 Competence\Insured Driver List\Documents to complete and submit for approval
i. For employees with a Yukon driver’s license the employee will need to complete and sign the form called Kluane Drilling Ltd – Driver Abstract Consent Form Yukon 
[image: ]



ii. For an employee with a Canadian license from any other province or territory except the Yukon the employee will need to complete and sign the form called MVR Form for Kluane Drilling Auth for Abstract
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4) Must complete a DRIVER PROFILE FORM if driving a vehicle larger than a pickup truck (if a class 3 or class 1 license is required for the vehicle they will be driving).
5) If you want to change the status of a previously approved driver from class 5 to class 3 or 1, he must comply with all the above mentioned.

Requirements for TEMPORARY FOREIGN WORKERS to be on the Approved Driver List

1) Employee to provide his valid driver's license.
2) Employee to provide his driver's abstract from home country if available.
3) If the drivers abstract is available, to translate the abstract (it doesn’t have to be a certified translation; you can do the translation yourself).
4) Employment reference letter to verify their driving experience for at least 3 years. (KD Driver Reference Letter by Subsidiary)
C:\Users\DELL\Kluane Drilling\KluaneDrillingCanada - Shared\HR\ISO\7.2 Competence\Insured Driver List\Documents to complete and submit for approval
[image: ]
5) To complete the Drive Profile survey only if the abstract is not available.

[image: ]

Requirements for VISITORS / SHORT Term Insured Driver List to be on the Approved Driver List

1) Visitor/Short term driver to provide his valid Driver’s License for the class of vehicle to be driven.
2) Visitor/Short term driver to provide his driver's abstract for anywhere they have had a license in the past 3 years (Mandatory for Canadians drivers) / (Only if available to foreign visitors).
3) Reference letter to verify their driving experience for at least 3 years (KD Driver Reference Letter by Subsidiary- Only to foreign visitors).

4. APPROVAL AND REGISTRATION

Once you have verified that the driver meets the requirements and has filled out the necessary forms, add him/her to the list of insured drivers.

· Excel sheet, be sure to include all the requested information such as date of inclusion, driver's name, date of birth, license number, and province. 
(Be sure to add the new driver in the new additions Excel sheet, as well as in the current driver's list Excel sheet)

C:\Users\DELL\Kluane Drilling\KluaneDrillingCanada - Shared\HR\ISO\7.2 Competence\Insured Driver List
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· If you want to exclude a previously approved driver, you must move the drivers from current drivers list to data A&D sheet – deletions.

[image: ]





· Monday.com: date of inclusion, driver's name, date of birth, DL number, DL class, DL province, DL Country, Company, Role.
[image: ][image: ]Be sure to upload all supporting documents.



5. SEND A CONFIRMATION EMAIL TO OUR INSURANCE BROKER WITH THE UPDATED LIST OF INSURED DRIVERS.


CANADIAN Employees to be on the Approved Driver List


· Attach the Excel sheet with the updated list of insured drivers.
· Attach the Driver Abstract Consent Form Yukon or MVR Form signed as appropriate.
· In the email state that the employee has class 5, and if has a class 3 or a class 1 license state the type of vehicle the employee will be driving (eg. Dump truck, Water Truck, Highway tractor, and trailer).

TEMPORARY FOREIGN WORKERS to be on the Approved Driver List

· Attach the Excel sheet with the updated list of insured drivers.
· KD Driver Reference Letter by Subsidiary.
· Translated copy of the drivers abstract from country. 
· In the email explain which country they are from and that their class of license is equal to the Class 5 license in Canada.  Also say that the international employee will be driving pickup trucks only.

VISITORS / SHORT Term Insured Driver List to be on the Approved Driver List


· If you are adding a short-term driver or visitor, please explain how long he will drive in the body of the email that you are sending.
· Attach the Excel sheet with the updated list of insured drivers.
· A copy of the driver’s abstract is clear.

6. CLOSING AND RENEWAL

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. 

HR Coordinator to update and file the information appropriately: Save the updated copy of the Vehicle Driver Schedule to HR>ISO>7.2 Competence>Insured Driver List and rename it with the date the updated.

HR Coordinator to get driver abstracts annually and submit them to the insurance company as needed.

7. REFERENCE DOCUMENTS:
· Driver License
· Driver Abstract
· Driver Profile Form
· Employment Reference Letter
· KD Driver Reference Letter Template Subsidiaries
· Disciplinary Process 
· Approved Driver List board on Monday.com
· Approved Driver List Excel sheet
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OFFICE: WHITEHORSE
LICENCE NO: 184780 NAME: BEAUDRY. TOMMY PERIOD: 5 YEARS

PHYSICAL DESCRIPTION

SEX  DATEOFBIRTH HEIGHT (cm) WEIGHT (ky) EYECOLOUR  HAIR COLOUR
M 1979/12/23 176 84 BROWN BROWN

CURRENT YUKON LICENCE

FIRST ISSUED ISSUED EXPIRES CLASS RESTRICT/ENDORSE
2023/11/24 2023/11/30 2028/12/23 1 15

TOTAL DEMERIT POINTS 0
LICENCE STATUS: ACTIVE VALID FROM: 2023/11/30 VALID TO: 2028/12/23





image17.png
NOTE: SOME OUT OF JURISDICTION SANCTIONS MAY NOT APPEAR

Bt

-0

GOVERNMENT

OTHER JURISDICTION LICENCES

[JURISDICTION
Qc

LICENCE NUMBER
B360823127905

CLASS
1

—

UL 3-0-20—

—=

Oy SUIE GFFICER

<




image18.png
<

SRITISH COLUMBIA DRIVING RECORD SERRCH e

TEERIAULT, XEVEN
JACQUES LEVITE

5345 CENTENNIAL DR
TERRACE 5C Ve 083

NO RESTRICTIONS/ENDORSEMENTS

VIOLATION DISPOSITION AND DATE
DaTE

LIcENCE Yo : 07572008
TvEE : 5 YR RENEWAL
SIRTEDATE : omER1sEE

DRIVER STATUS : NORMAL
FILE REFERENCE: F000000

ACT DESCRIPTION ZND
szcrIoNn

DRIVER CLAS!

EXPIRY DATE

500

oeaPR202¢

ORIGINAL DRTE: 1¢FES2003

2250N2018 233012018

220mN2019 23302018

220mN2019 23302018

17N0V2019 18DEC2018

17N0V2019 18DEC2018

10MAY2022 100UN2022

TWar ¥otor venicle ST

33.1 FAIL TO FRODUCE DRIVER'S LICENCE OR INSURANCE

MVA: Motor Venicle Aot
22.3.5 DRIVING WITHOUT INSURANCE
MVA: Motor Venicle Aot
146.3 SPEED AGRINST HIGHWAY SIGY
MVA: Motor Venicle Aot
146.3 SPEED AGRINST HIGHWAY SIGY
MVA: Motor Venicle Aot
33.1 FAIL TO PRODUCE DRIVER'S LI
MVA: Motor Venicle Aot
126 DISOSEY STOP SIGN

CENCE OR INSURENCE

BTS LOGATION

00 A530TSFORD

00 A530TSFORD

03 A530TSFORD

03 KITDMGT

00 KITDMET

03 VERNON




image19.png
Bormny T Merance.
o

Werioes, o e

MAHONEY TOMMY N
O o

SUMMARY OF DAIVING RECORD

Mmtoba%

HASHO-NT -N035LC |03 JuN 97
Bt T R

HALE

07 NOV 23 |02 0CT 24 | NO
F Im.m S| G
ACTIVE DATE FIRST LIC

8 05/APR/2024

DRUS AND ALCOHOL RESTRICTED WHILE DRIVING CLASS 1-5 VEHS

T 13707720 SUSP

START 29/0CT/2020

2 13/0cT/21  susp

START 29/0C1/2021

3 13/0C1/23  SUSP

START 31/0CT/2023

#s%s END OF DRIVER'S RECORD an»ss

92DVA INDEBTEDNESS MA

920VA INDEBTEDNESS MAN

92DVA INDEBTEDNESS MANITOBA PUBLIC INSURANCE/GOVERNMENT

END 16/JAN/2021

JOBA PUBLIC INSURANCE/GOVERNMENT
END 23/N0V/2021

ANRUBLIC INSURANCE/GOVERNMENT
END 07/NOV/2023




image20.png
Licence Class: 5
Endorsement(s): A

Restriction(s): ~ N/A.
Licence Type:  N/A

wssiesLicence History:

Effective Date: 06 Sep 2022
Expiry Date: 31 Aug 2027

Class 5 Date First Licenced: 29 Aug 2002
Highest Allowable Class: ~ N/A

Saskatchewan Class | Date First Licenced: 21 Sep 2007

GDL MOTORCYCLE GDL
STAGE ~ STARTDATE  START DATE
Last Commercial Medical Submitted: 31 Aug 2012 Experienced: N/A N/A
Next Commercial Medical Required By: N/A Novice2:  N/A NA
Next School Bus Exam Required By:  N/A Novice I:  N/A N/A
Leamers:  N/A NA
“Term Effective Date] Term Expiry Date | Licence Class | Endorsement(s) Restriction(s)

06 Sep 2022

31 Aug 2027 5

08 Apr 2022

31 Aug 2022 5

Conviction:

#*xxx:Driving Convictions:

This section includes Summary Offence Tickets and Criminal Code Convictions, including automatic disqualification
and administrative suspensions.

Conviction Date

Offence Date

Offence Description

NIL

——————





image21.png
<

BRITISH COLUMSIA DRIVING RECORD SERRCH

GREENLAND, CHARLIE
ROBERT

RESTRICTIONS/ENDORSEMENTS

(————b8: VEHICLES WITH AIR SRAXES

LICENCE §o o4sEmazy DRIVER CLASS: 100
TrRE 5 YR RENEWAL
SIRTEDATE 270011981 EXPIRY DATE : 270UL2028

DRIVER STATUS
FILE REFERENC:

NORMGL ORIGINAL DATE: 23JUL2021
CLASS 1 MELT COMPLETION: NOT REQUIRED

CLASS 1 DATE FIRST LICENSED: 23JUL2021

WO CONTRAVENTIONS o

NO CORRESPONDENCE

THIS OFFICE HAS NO RECORD OF ANY PROHIBITIONS FROM DRIVING OR LICENCE SUSPENSIONS AS OF 14 AUGUST, 2024

THIS SEARCH REPORTS ONLY CONTRAVENTIONS, PROIBITIONS FROM DRIVING AND LICENCE SUSPENSIONS
FOR THE PREVIOUS FIVE YEARS THAT HAVE BEEN RECEIVED AT THIS OFFICE AS OF 14 AUGUST, 2024

A COPY OF INSURANCE RECORDS MAY BE OBTAINED FRO
PUBLIC INFORMATION, INSURANCE CORPORATION OF BRITISH COLUMBIA,
151 WEST ESPLANADE, NORTH VANCOUVER B.C., VIM 389.
BHONE: 1-200-663-3051 OR 1-604-661-2800





image22.png
202411021

Page 1

GOVERNMENT OF YUKON - DRIVER RECORDS

LICENCE NO: 111978

NAME: WHITE, MICHAEL ROBERT

DRIVER ABSTRACT - GENERAL

OFFIGE: WHITEHORSE
PERIOD: 5 YEARS

PHYSICAL DESCRIPTION

SEX  DATEOFBIRTH HEIGHT m) WEIGHT (kg) EYECOLOUR  HAIR COLOUR
M 196570221 175 73 BROWN BROWN
‘CURRENT YUKON LIGENGE
FIRST ISSUED ISSUED EXPIRES CLASS  RESTRICT/ENDORSE
1988109720 2023002114 202802121 5

TOTAL DEMERIT PONTS 0
LICENGE STATUS: ACTIVE

VALID FROM: 2023102114 VALID TO: 202802121

MAILING ADDRESS
117 PARK LANE.
WHITEHORSE YT Y1A 3E9

ADDRESS DATA

PHYSICAL ADDRESS
117 PARKLANE
WHITEHORSE YT Y1A 3E9

CONVICTION DATE  JURISDICTION
COURT FILE NUMBER LEGISLATION
CASEID DESCRIPTION

"CONVIGTION HISTORY

OFFENCE DATE
AND LOGATION

DEMERIT
POINTS

PROHIBITED
UNTIL

NO CONVICTION HISTORY





image23.png
- [mhqct

Driver Abstract Consent Form |«—————

A Drvr Absirac” i the productnams under whch the Yukon Govermmen e speci nformation fom 3 perso'sdrivng
e v contans:

Name. Adéress. Date of B, Height, Weigh, Sex, Cias, Issue Date, MVID Number License Number, Curent Demert Pons.
‘Suspended Situs, Expiraion Date, Reinsiatement Condiions (1 any), L of Vcatons (Descrpions, DemertMert Pors and
Suspension Tem).

Intctions: This Drer Abstact Consent Form must be completed and signed by every ndidual drver who ' authorzed
peses any mtor Vel S unde 3 ommrs sl Suamasls nSUrSoE PO Saued 1o 1 NAmad Inures v e by
e Poley Number ncsts beow (ne Auirzad Orvar).

Named Insured. H. Coyne & Sons LTD & Lowchea
Poicy Number.  TV1R0814T

h .
sty Drvers Loense Namber n Yokan my e oticns ey gve

consentformy 3-year Standand Dver Abstact (SDA) 1 b reeased 0 e flowing prsons and o e puposes, or e perod
speciied elow, in accordance with 551N AIS(E)of e Abera Motor Vehi Inormation Reguiaton (AMVIR):





image24.png
MVR AUTHORIZATION FORM

3 | HeResy Give my consenT To INTACT

INSURANCE COMPANY TO OBTAING A COPY OF MY DRIVING ABSTRACT.

Province of lzue:
Drivers ficensa Number.

Date of bith (/)

Broker: HUB internatonsl nsurance Broker
Insured: . Coyne & Sons LTD & Louchea

Policy Number: 7V1508141

Date ‘Signature




image25.png
patsl a

©  Human Resources oo

o whom it may concem, e ey

P

s repored roughhisleter (FAIRSTE) has ot had any vehicular incidens durng the st 3 years) 2

ring KIS Vel @ Human Resources .
Plaase et us know fyou require any urtherinforation rgarding (Full ) drving experincs wi s et
Kluane L (SubSB).

[r—

Sinarty.




image26.png
H. Coyne & Sons LTD ETAL

Drivers List

Term: November 1st, 2024 - November 1st, 2025

. Drvers Name Date of Binh jers Licence 8 __[Province] _ Signature

1 AlGieskr November 11, 1954 25741 v

2 Aonghus (Holy) Macdonald July Sth, 1984 125283 v

3 el Garcia December 121h, 2001 170264 Nl

& Brien Keth Leonard Mehleely (Keith) Jul 18, 1989 W1693-06758.90718 O

5 Brook Wil May 17, 1572 T B

46 Holger Bonila May 4, 1952 1400962153

47 LucTweddel January 5, 1675 136871 e

47 Juan Chavez May 12, 1983 7 omenrs

48 Juan Diego Salfo December 15, 1987 7 030215653

49 Carios Rodriguez June 18, 1982 7 irsTasziane

50 Gabrie Castilo October20, 1881 7 2434381110101

51 Jesus Joel Cazares Garcia December 27, 1987 1000887175

52 Juan Carlos Medina Andrade January 6, 1854 24330472

53 Hugo Romero March 14, 1993 24368447

4 Bayanjroal ishio Apri 16, 1878 B190354-100

55 Echevarra, Escobar ‘October 30th, 1877 Q0634035

56 Tara Chrstie January 25, 1874 sess0ss B Shorttermuse
Auto 24-25 | A&D 24-25 || Current Drivers List || A&D 24-25 @





image27.png
A B C D E

H. Coyne & Sons LTD ET AL

Drivers Additions and Deletions

Term: November 1st, 2024 - November 1st, 2025

2 DATE Drivers Name. Date of Birth Drivers Licence #

|additions:
30-0ct:24  Luc Tweddell January 5, 1975 134671

Auto24-25 | ABD24-25 | Current DriversLis{ | A&D24-25 ®





image28.png
H. Coyne & Sons LTD ET AL

Drivers Additions and Deletions

Term: November 1st, 2024 - November 1st, 2025

2 DATE Drivers Name. Date of Birth Drivers Licence #

[Adaitions:

Ipeletions:

A
-1

Current Drivers List | A&D 24-25 ®





image29.png
Insured Driver List v 2 integate @ Awomate O @) | mvite/5

ManTitle  +

Qseach @ Peson 7 Fiter v | St @ Hde @ Groupby

 LInsured Drivers List Nov 2024~ Nov 2025

\

s o | ot | Commtom | Owerrrote | bewmr s | | NotRoqured Notes
Freddy Vallejo W a a | o

SupponLotter

[s— ST ...

Kenyon Carda Profle and Suppo.

Younker Robert

Profle and Suppo.

[CARCARCARCARCaEC)

Chate Greenland

B Support Letter





image30.png
Q Home
Insured Driver List - 2 integate @ Avomate O @) | mvite/5 | e

My work
ManTitle  +

3 Favorites v

Qi @ Vi o [ @ @ ot o
(@ Ganada workspace > c
T ~ 1 Insured Drivers List Nov 2024~ Nov 2025

tem Lcensofxp_ | DOB | Documents | Drwerlist | Dlicens Classof Licen. oL Province

DL Country Company

TG HR Action Plan working with Corporate HR

(13 Hiing and No Longer ith Kiuana Kenyen Carda D | meviozoz | oxn.2000 Fas7es

1@ Project Overview and Production YoukerRobet (| @ | M3z | Mardmme 645

D Wogege Rooms. CrateGresnand | ® | uz2ms | sz pr—

~ Vehicies Van Long Lus ® | vecoszozs | peczs i fr—
D Kerworth & Traers Michasl White ® | renms | reze P
(O Heavy Equipment Wiliam Dumont ® | s | wn.200 186609 —
[ g Testing & Criminl Check Appein Luc Twedell © " e | oyt e - | -

IR Trucks & Side by Side

TR Insured Drver ist





