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I. DEFINITIONS

Authorized drivers are staff, faculty, and students who have been directed by their
supervisor to operate a York University owned or leased vehicle as a part of
University business operations or research, and have been approved by Risk
Management Services to drive a fleet vehicle.

Fleet Vehicle is a motor vehicle owned or leased by York University.
II. INTRODUCTION

All staff, faculty, and students who operate University fleet vehicles on approved
University business or research must be properly registered with Risk Management
Services before they begin operating a University fleet vehicle.

Once you have been listed as an authorized driver, you will be insured any time that
you are driving a York University fleet vehicle that is being driven on University
business or research.

Authorized drivers are subject to the York University Driver Procedure. Any
authorized drivers who operate University fleet vehicle in a manner that violates
any University guidelines around the operation of fleet vehicles may be subject to
reassignment, discipline, or other actions as the University deems appropriate,
including the suspension of driving privileges.
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III. DRIVER ELIGIBILITY

Eligible drivers must:

1. Be 18 years or older;

2. Meet the eligibility requirements surrounding demerit points and driving
record convictions outlined in Appendix A of the York University Driver
Procedure;

3. Have avalid driver’s licence for the type of vehicle(s) they are driving;

4. Hold a minimum of a G license (G1, G2, probationary, or motorcycle/moped
only licence are not adequate).

IV.GUIDELINES

1. To be added to the authorized drivers list to operate a University fleet
vehicle, the following documents must be submitted to Risk Management
Services for review:

a)

b)

c)

d)

A completed Driver Profile Form: the form must be completed with
accurate information to the best of the driver’s knowledge at the time
of signing, and signed by a manager/department head.

A completed Annual Fleet Vehicle Acknowledgement Form: the
form must be completed and signed by both the driver and their
manager/department head.

A three-year driver’s abstract (or equivalent): For Ontario drivers, a
recent three-year driver’s abstract obtained from a ServiceOntario, or
if the driver has an out of province licence, an equivalent from the
province or state where the licence was issued. A recent abstract
would be one issued in the last 30 days.

Scanned copy of the licence: a scan/photocopy of the front and back
of their driver’s licence.

2. Risk will review the submitted documents and confirm whether or not the
potential driver is authorized to operate a University fleet vehicle.

Page 2 of 4


https://www.yorku.ca/riskmanagement/sops/#universitydrivers
https://www.yorku.ca/riskmanagement/sops/#universitydrivers
https://www.yorku.ca/riskmanagement/forms/#driverprofileform
https://www.yorku.ca/riskmanagement/forms/#driverprofileform

3. Authorized drivers are required to provide the following updated forms to
remain on the authorized driver list:

a)

b)

c)

Updated Driver Profile Form & copy of licence: Upon licence
renewal, drivers must submit an updated and signed Driver Profile
Form and scanned copy of their new licence.

Annual Acknowledgement: a completed and signed Annual Fleet
Vehicle Acknowledgement is due to Risk Management Services every
year for the driver to remain on the authorized driver list.

Annual Abstract-Equivalent (For non-Ontario drivers only): Risk
Management Services runs yearly driver abstracts for all registered
drivers with Ontario licences. If a department has a non-Ontario
driver, it is the responsibility of the department to procure a yearly
copy of the equivalent out of province driving record and submit it to
Risk Management Services.

V. RESPONSIBILITIES OF YORK DRIVERS

All authorized drivers must read the York University Driver Procedure and
familiarise themselves with the requirements and responsibilities outlined in the
document, which include, but are not limited to:

1. All authorized drivers must have a valid driver’s licence and the proper class
of licence to operate the motor vehicle(s) assigned to them. Failure to
maintain a valid driver’s licence may invalidate coverage under York’s
automobile insurance policy should a claim arise. Operating a vehicle when
unlicensed is a punishable offence under the Ontario Highway Traffic Act.

2. All authorized drivers should immediately inform their supervisors of a
change in their status as a driver — including but not limited to:

a)
b)
c)
d)
e)

suspension of driver’s licence
change in licence classification
increase/reduction in demerit points
need for medical review

corrective lenses

This information must be communicated to Risk Management Services as
soon as possible so that appropriate action can be taken with York’s
insurers.
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. Use of University fleet vehicles is limited to sanctioned University business
or research only. Personal use of any University vehicle is strictly prohibited
unless declared and agreed to in advance by Risk Management Services.

. Fines and tickets associated with the use of a York University vehicle are the
financial responsibility of the driver.

. Permission to use the 407 Toll Road must be obtained in advance from the

Department that will absorb the toll charge.

. University fleet vehicles are understood to regularly travel within Toronto
and the GTA. Regular travel further than these limits should be reported to
Risk Management Services.
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