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Boys and Girls Club of Kamloops 

Introduction 

Drivers of Club vehicles assume a major responsibility in transporting our Club 

members.  The vehicles are a valuable asset and a visible reflection of the Club in the 

community, please treat them well. 

BGC recognizes that our employees are a valuable asset and important contributors to our 

continued growth and success.  BGC is invested in preventing workplace accidents and is 

committed to providing a safe working environment for all employees. 

 

The purpose of this policy manual is to provide the means to reduce such factors to 

prevent unnecessary injuries and fatal circumstances. This policy applies to all 

employees, whether they are driving a company vehicle, a rental vehicle for company 

business or a personal vehicle for BGC business. This manual provides all the guidelines 

with respect to vehicle use and driving for BGC business and attempts to mitigate risk 

and provide procedure as needed.   

Driver Eligibility 
 

Drivers must possess a valid driver's licence for the type of vehicle to be operated, and 

keep the licence(s) with them at all times while driving. 

 BGC fleet vehicles require an unrestricted Class 4 driver’s license 

Basic Vehicle Operation Guidelines 
 

Employees are required to adhere to the following basic vehicle operation principles: 

 Always use seat belts where seatbelt are present. 

 Drive defensively. Always anticipate what other drivers on the road might do 

wrong and plan your mode of escape. Never move through traffic aggressively. 

 Respect speed limits and traffic signs. Follow all traffic signals. 

 Always lock the vehicle and apply the parking brake when getting out, even if it 

remains in sight. 

 During long trips, take breaks every four hours. Never drive more than 10 hours 

during a 24-hour period. 

 When possible, avoid driving after midnight. 

 Avoid driving in dangerous conditions, including drowsiness and inclement 

weather. 
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Driver Responsibilities and Procedures for Fleet Vehicles  

 Entries must be completed for each trip in logbooks.  Drivers must ensure they sign 

the pre-trip form for each unique trip each day.  

 Each driver is responsible for ensuring the vehicle cleaning schedule posted on the 

vehicle pre-trip forms is followed after each use.  

 Under no circumstances are non-Club members to be passengers in Club vehicles. All 

passengers must have a signed permission to transport waiver signed by a legal parent 

or guardian.  

 Passenger lists and emergency cards for each passenger are to be in the vehicle for 

each trip.  

 Absolutely no eating or drinking in Club vehicles; other than water. 

 All Class 4 drivers must only use a vehicle when they are confident that the vehicle 

and equipment are in proper working order.  Having the designated driver complete 

the daily pre-trip inspection does not limit the responsibility of any vehicle driver. 

 Follow established procedures should an accident occur. 

 Record in the vehicle pre and post trip log any problems relating to the vehicle which 

are noted during the use of the vehicle and report as soon as possible to the Manager, 

Program Operations.  

 Before driving, all doors must be unlocked for easy access to emergency equipment. 

 All drivers are responsible for filling coolant levels and air in tires when needed.  

Drivers are responsible for filling gas tank and must be re-fueled when the gas level 

indicator reaches ¼ full. 

 Keys are located in program offices and the originals are kept in the administration 

office at John Tod.  Gas card is kept with Manager, Program Operations and 

Executive Director. 

 Vehicles must be locked and windows secured upon leaving the vehicle.  Post-trip 

procedures must be completed after each use and driver must complete the post trip 

form. 

 A person that is preparing for their class 4 drivers’ license cannot carry any 

passengers when the vehicle is in motion unless the passenger has a valid class 4 

license. 

 Where a driver is transporting children in a licensed child care program staff to child 

ratios must be maintained at all times.  
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Use of personal Vehicle for conducting BGC business: 
 

Wherever possible BGC owned vehicles will be used to conduct BGC business, however 

when it is not feasible employees may be required to use their personal vehicles. The 

usual circumstances where personal vehicles may be used for BGC business is: 

 Grocery shopping 

 Community meeting and events 

 Maintenance uses – trips to landfill 

 

Although it is unusual that members are transported by employee’s private 

vehicles, it may be necessary from time to time and can only occur under the 

following circumstances/guidelines: 

 Consenting adults can be transported by an employee’s personal vehicle. 

 Minors may be transported by an employee in a personal vehicle when: 

 permission is granted by the Executive Director 

 the driver has the appropriate insurance for business use and 

liability of 2 million and  

 the parent/guardian has given written permission by way of 

permission to transport waiver.  

 

Insurance Requirements  
 

Employees who use their personal vehicles for company business are required to carry 

adequate insurance, with a suggested minimum of $2,000,000 for property damage and 

bodily injury. A copy of the declaration page of your personal automobile insurance 

policy must be provided to the agency upon hire and then resubmitted every 3 years and 

an attestation completed every year.  

 

Traffic Violations 
 

 The agency is not responsible for any traffic violations or parking tickets acquired 

by violation of local, provincial, or federal laws regarding your driving habits and 

operation of your motor vehicle. Any ticket issued is the employee’s 

responsibility, even if the ticket is issued while conducting business for the 

agency.  

 

Refueling Guidelines 
 

For your safety when operating a vehicle, follow these guidelines: 

 Turn off the vehicle’s engine while refueling. 

 Never smoke, light matches or use lighters while refueling. 

 Do not get into the vehicle during refueling, as this presents a flash fire hazard. 
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 Do not overfill or top off the vehicle’s fuel tank. The fuel dispenser shuts off 

automatically when the tank is full. 

 Never force the hold-open latch on the gasoline pump with any means other than 

the latch provided. 

 Passengers must be at least 20 feet away from the vehicle when filling with gas.  

Distracted Driving 
 

BGC is committed to employee and members safety, and for this reason firmly prohibits 

all behaviour that distracts employees while they are operating a company vehicle.  

 

General guidelines for behaviour while driving are as follows: 

 Use of handheld cellphones while driving is strictly prohibited—this includes all 

functions of the cellphone including, but not limited to, phone calls, text 

messaging/SMS, email, MMS, Internet use and camera use. 

 Use of electronic devices—including laptops, PDAs, cameras and pagers—while 

driving is strictly prohibited unless specifically outlined below. 

 Voicemail must handle all calls while driving, and calls may only be returned 

when stopped or pulled off the road. 

 Passengers making or taking calls for the driver is permissible provided the 

interaction does not affect the driver’s performance. 

 Regular callers must be informed that you will not be available while driving and 

should be notified of the best times to call based on your driving schedule. 

 Employees who receive calls from co-workers who are driving are obligated to 

ask that the co-worker call back at a more appropriate time. 

 

GPS Systems 

BGC understands that sometimes, especially when travelling in unfamiliar areas, drivers 

require assistance with directions. GPS systems are extremely helpful devices, but they 

can also be distracting if used improperly. Employees must adhere to the following: 

 Mounted GPS systems may not block or obstruct the driver’s view in any way. 

 GPS systems must be voice-narrated and must not require that the driver look 

away from the road to follow instructions. 

 Employees may not program the system while in motion. 

 Programming or otherwise engaging with the GPS screen may only occur while 

stopped or while pulled off the road. 
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Audio Devices 

In some cases, worrying about music selection or touching dials and buttons on the radio, 

MP3 player or other audio device may be just as dangerous as cellphone use. It takes eyes 

and concentration off the road, which is not permissible under agency policy.  The 

agency does allow employee use of personal, portable audio devices. However, while the 

company does not want to eliminate the employee’s ability to enjoy music while behind 

the wheel, they must follow these guidelines: 

 Employees may not take their eyes off the road to adjust music settings. 

 Programming music settings while stopped or pulled off the road or before 

departing is permissible behaviour. 

 Employees may not, under any circumstances, use any audio device or other 

handheld electronic audio devices with headphones—it impedes the driver’s 

ability to properly hear warning signs, signals or sirens. 
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Prohibited Behaviour 
 

Behaviours that may result in suspension or termination include: 

 Driving while under the influence of drugs or alcohol 

 Negligent homicide 

 Operating a vehicle with a suspended licence 

 Using a motor vehicle for commission of a felony 

 Aggravated assault with a motor vehicle 

 Reckless driving 

 Hit and run 

 (# of) convictions for moving violations 

 Three or more major traffic violations 

 More than two preventable accidents involving personal injury or property 

damage in any three-year period. 

 

Driver Acceptability Matrix 
 

Number of 
Moving 
Violations 
Within Past 5 
Years 

 

Number of Accidents Within Past 5 Years 

 Impaired 
driving 
offences in 
last 5 years 

 
0 1 2 3 

 
1 or More 

0 
 

Clear Acceptable Borderline Prohibited 
 

Prohibited 

1 
 

Acceptable Acceptable Borderline Prohibited 
 

Prohibited 

2 
 

Acceptable Borderline Prohibited Prohibited 
 

Prohibited 

3 
 

Borderline Prohibited Prohibited Prohibited 
 

Prohibited 

4 
 

Prohibited Prohibited Prohibited Prohibited 
 

Prohibited 

5 
 

Prohibited Prohibited Prohibited Prohibited 
 

Prohibited 

 

Borderline 
Motor Vehicle Report will be checked every six months; insurability subject to 
no deterioration in the record. 

Prohibited 
Employer must prohibit driver from driving company vehicles or using personal 
vehicle on company business. 
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Accident Procedures 

Should a driver of a vehicle be involved in an accident, the following procedures should 

be followed. 

 Your primary concern is for the safety of your passengers.  Check all your 

passengers to determine if any require medical attention and attend to them first. 

 Contact the police and have them attend at the scene (even if the damage is 

minimal and there are no identifiable injuries). 

 Contact your Program Leader and the Leader will contact the Manager of 

Program Operations (if Leader is unavailable, contact Manager, in the case the 

Manager and Program Leader are unavailable contact the Executive Director) to 

report the accident. 

 Record the name, address, driver’s license number, and the ownership details of 

the vehicle(s) involved in the accident. 

 Record the name(s), and address(es) of all witnesses. 

 Record the time, location, weather, everything, draw a sketch of the accident and 

surrounding area. 

 Upon returning to the Club, complete a Vehicle Accident Report Form (located in 

administration office at John Tod) and submit it to your Program Leader, or 

Manager, Program Operations.  

 Should a vehicle in your care sustain damage not involving another vehicle; 

complete applicable portions of accident report (i.e. backing up accidents). 

 All motor vehicle accidents must be reported to the Executive Director. 

 In the case of employee injury all legislated reports but be completed within 24 

hours  
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Vehicle Outings  

 Complete a pre-trip inspection and fill out pre-trip inspection form.  Be sure that 

you record information correctly (ie. license plate & vehicle inspection sticker 

date). 

 Fill out log book (record date, starting mileage, program, purpose and initial)  

 Put van in “park” before opening doors for kids 

 Ensure every child has their seat belt on before driving  

 Make sure the vehicle is in “park” and the emergency brake is on before the kids 

remove their seat belts 

 Fill out log book (record ending mileage)  

 Do post-trip inspection and lock up.  

 Originals of pre-post trip inspection forms are kept on file in office 

 Return keys to hooks in offices.  Hint:  never put the keys in your pocket because 

you may forget them there! 

 If there is a problem with any of the vehicles, give the original copy of the vehicle 

inspection form, stating the problem, to the administration office 

15 Passenger Van Policies: 
 

 All class 4 drivers will receive further defensive driving training specific to full-

sized 15 passenger vans.  

 Tire pressure must be checked at least once a week and meet tire manufacturer’s 

recommended pressure levels this must be documented in pre-trip inspection 

weekly. 

 Driver must fill the front half of the vehicle first before the back half when there 

are less than 13 passengers.  

 Passengers must use seatbelts at all times. 

 15 passenger vans will not be used on the highway when transporting passengers 

as of February 27, 2008. 

 Driver must not carry loads on the top of the vehicle under any circumstance. 
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Bus Training Procedure 
 

Driver- 23-24 passengers 

 

Pre-Trip (same as vans) 

For Bus include: Outside: Check both back tires (4) 

    Emergency back door, open all the way 

    Front mirror – discuss use ( for vision in front of bus) 

    Side mirrors blind spots 

       Inside: Under seat locks 

    Sign clear lights (always on) 

    Operation of passenger door 

    Check emergency windows 

    Emergency windows & door alarms 

 

Driving: Safe Driving Procedures 

 

1. These vehicles are substantially longer than a regular vehicle, drivers must be 

aware of the length when turning, backing and parking.  

2. Turning Right: See corner of curb through side window beside door, you are now 

able to turn without hitting curb. You don’t have to swing way out in the bus 

3. Backing up:  Practice in parking lot, stay in between lines, using side mirrors 

only.  Mirror in bus (rearview) is not used for backing up, it is used for view of 

passengers 

 

Drive: have person drive around neighbourhood, residential streets and the highway. 

 

Remind Children they must: 

 Sit facing forward with bottoms on the seats (not on knees) 

 No switching seats when vehicle is in motion 

 Inform passengers of emergency exits (windows and doors) 

 

Notes:   

 This vehicle is higher than some, therefore you should always check the height 

before entering building parking structures with height restrictions. 

 Bus trainer should drive with driver prior to staff driving bus on their own. 

 All other class 4 driving guidelines remain the same 

 

Loaning of Club Vehicles 

Club vehicles are considered an asset as such we only allow Club staff with the 

appropriate driver’s license to drive and we do not loan out Club vehicles to other user 

groups.  This is due to the liability risk if there were an accident and the resulting effect 

on our liability and insurance.   

 


