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POLICY STATEMENT 
 
Northlands College is committed to providing vehicles for members of the College community in 
order to support official duties away from Northlands College’s main communities.  
 

PURPOSE 
 
The purpose of this policy is to facilitate and manage the use and upkeep of College vehicles by 
College employees. 
 

GUIDING PRINCIPLES 
 

1. Respect: College vehicles should be treated with respect, kept clean, and returned in good 

working condition. 

 

2. Accountability: Both employees and the College are accountable for their respective 

responsibilities in the use, maintenance, and operation of College vehicles. 

 

3. Transparency: The guidelines and procedures for the use of College vehicles are 

communicated clearly to all concerned parties.  

SCOPE 
 
This Policy applies to all Northlands College's vehicles and College employees who require the use 
of a College vehicle for their work related duties. 
 

POLICY 
 

1. In addition to the expectations around the Northlands College fleet in this Policy, the Office 
of the Vice-President of Finance and Administration shall maintain a comprehensive 
operational guide on the Northlands College vehicle fleet that includes but is not limited to: 

a. Fleet Storage;  
b. Vehicle booking procedure; 
c. Additional individual vehicle limitations; 
d. Pick up hours and requirements; 
e. Contacts for vehicle issues;  
f. Terms of insurance; and, 
g. Other information for use and maintenance of the Northlands College fleet. 

 
2. Employees must receive prior authorization from both their supervisor and the Office of the 

Vice-President of Finance and Administration to drive a personal vehicle or a college fleet 
vehicle for work purposes. 
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3. Fleet cards provided by the College are solely for the purpose of automotive expenses such 
as fuel and car washes. 

a. Misuse of fleet cards is prohibited and subject to disciplinary action. 
 

4. College vehicles are not to be used for personal activities, illegal activities, or actions deemed 
inappropriate by reasonable standards.  

a. Misuse of fleet vehicles may result in disciplinary action. 
 

5. Clear outlines of employee responsibilities and College responsibilities under this policy will 
be maintained to ensure the efficient use and maintenance of the vehicles. 
 

6. Employees are prohibited from smoking or vaping in any College vehicle at any time.  
 

7. Family members may be transported in College vehicles provided they do not drive the 
vehicle or that the vehicle is not used beyond what is required for work.  

 
8.  Employees are responsible for traffic or parking violations that occur while driving a 

College vehicle. 
 

9. The College SUVs are not intended for pulling trailers. Trucks and trailer hitches are 
available for this purpose.  
 

 

PROCEDURE 
 

1. Members of the College community are prohibited from use of College vehicles until the 
Office of the Vice President of Finance and Administration provides documented general 
approval. 

a. To receive documented general approval, members of the College community must 
submit to the Office of the Vice-President of Finance and Administration their 
name, a copy of their driver’s license, and a driver’s abstract if their license is from 
out of province. 

b. The College community member will only receive approval if the Office of the Vice-
President of Finance and Administration can verify that they are insurable. 

 
2. Employees seeking approval to use College vehicles must submit their details, supervisor 

approval, and required use details to the Office of the Vice-President of Finance and 
Administration and wait for written approval. 
 

3. The vehicle, along with its keys, fleet card, and purchase receipts, must be returned to the 
College in good condition, free of garbage, and full of fuel within the specified time frame. 
 

4. Northlands College will ensure the maintenance, insurance coverage, and provision of 
necessary items such as an emergency kit, a spare tire, a jack, and a binder for each vehicle. 
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5. Issues with vehicle operation, cleanliness, or unexplained damages must be reported to the 
Inventory Controller. 

 
FLEET MAITENANCE 
 

1. When not in use, fleet maintenance is the responsibility of the College. 
 

2. Consistent with federal and provincial legislation or regulations, the College must ensure 
vehicles are appropriately registered and insured. 

 

3. Vehicles will be maintained in good working order and with reasonable cleanliness. 
 
4. Vehicles that are either more than 7 years old or have more than 250,000 kilometers will be 

cycled out of the fleet and disposed according to the Disposal of Assets policy #202. 
 

5. To minimize expenses for employees, a fleet card will be provided for the purpose of 
automobile related purchases. 

 

6. A basic emergency kit, a spare tire, and a jack for each vehicle will be provided. 
 

7. Each vehicle will include a binder that contains the following items: 
a. Vehicle Registration; 
b. Fleet card to purchase gas and automotive needs only; 
c. Northlands College Guide for Fleet use; 
d. Emergency contact information; 
e. Check list to be completed by the driver before and after each use; &, 
f. Vehicle Mileage Log that must be completed by the driver before and after each use. 

 

AUTHORITY 
 

1. Authority for the implementation, interpretation, and enforcement of this Fleet Vehicle 
Usage Policy is vested in the Office of the Vice-President, Finance and Administration. 
 

 

Policy Originated: February 2017 Approved by: Board of Governors 

Last Approved: June 17, 2023 Board Motion Number: 06-17-23-2815 

 
 


