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INTRODUCTION 
Holy Spirit Catholic Schools currently holds a Safety Fitness Certificate with Provincial 
Operating Status. As a motor carrier that owns and operates commercial vehicles within 
the province of Alberta only, the school division must comply with provincial 
transportation regulations/legislation. This document shall serve as a guide for school 
administrators and drivers who operate the division’s multifunctional activity buses. Much 
of the content is taken from the Ministry of Transportation’s Education Manual. Please 
note that it is prudent to reference the actual regulations/legislation. 
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CARRIER PROFILE 
 
The Government of Alberta, other Canadian jurisdictions, the Government of Canada, 
and the Transportation Industry developed the National Safety Code (NSC) to help 
reduce the number and severity of collisions. Each jurisdiction has used the NSC 
standards as guides in drafting their own transportation safety legislation.  
 
Provincial National Safety Code legislation applies to the school division’s multifunctional 
activity buses. 
 
Each jurisdiction in Canada is required under the NSC to develop and maintain a Carrier 
Profile System to record the following: 

• Convictions 

• Commercial Vehicle Safety Alliance (CVSA) Inspections 

• Reportable Collisions 

• Compliance Audits 

• Motor Carrier Safety Fitness Rating 

As a motor carrier, Holy Spirit Catholic Schools uses its Carrier Profile to help monitor the 
success of its safety operations. The Carrier Profile report summarizes most on-road law 
enforcement documentation. It also provides a detailed analysis of the activities and 
results of contact between all drivers and enforcement officers, including dates and 
times. The data from the Carrier Profile can be used to help monitor drivers’ daily logs for 
accuracy. The information can also help ensure that the school division’s procedures as 
well as transportation legislation are being followed. 
 
The Secretary Treasurer and Transportation Coordinator review the school division’s 
Carrier Profile regularly. 
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BUS DRIVERS 
 
Authorized Driver 
Bus drivers must be formally authorized by the school division prior to driving the school 
division’s multifunctional activity buses. This authorization must be in writing from the 
Secretary Treasurer. The authorization letter will specify a time period in which the driver 
is authorized. See Appendix A.  
 
Once a driver has received his/her authorized driver letter from the Secretary Treasurer, 
s/he is required to track his/her duty status for each calendar day within the specified 
time period noted on the letter. 

Un-authorized Driver 
When the driver authorization period has expired, the Secretary Treasurer will provide the 
driver with an un-authorized driver letter. See Appendix B. 

Bus Driver Application Form 
Potential activity bus drivers must complete either the Employee Bus Driver Application 
Form (employees), or the Volunteer Bus Driver Application Form (non-employees), 
whichever is applicable. See Appendices C & D.  
 
All completed driver application forms must be forwarded to the Transportation 
Coordinator at St. Basil CEC for processing. 

Bus Driver Files 
Section 41 of the Commercial Vehicle Certificate of Insurance Regulation, AR314/2002 
states that the following information be retained for each authorized bus driver: 

1) Completed Bus Driver Application Form  

2) Record of 3-year employment history (This information is required on the application form) 

3) Current 5-Year Commercial Drivers Abstract 

4) Copy of valid Driver’s License (Class 1, 2 or 4) 

5) Record of all convictions and administrative penalties for Provincial and Federal 
legislation relating to the operation of a commercial motor vehicle 

6) Record of all collisions involving any motor vehicle 

7) Record of all training completed 

8) Copies of any training certificates issued to the driver 
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*The school division requires: 

 
Current Results of a Criminal Record Check with Vulnerable Sector Search (non-
employees) 

Bus driver files are housed at St. Basil CEC in the Transportation Department. 

Drivers Abstracts 
Holy Spirit Catholic Schools has an AMVIR Agreement with Service Alberta which allows 
the Transportation Coordinator to pull 5-Year Commercial Drivers Abstracts for employees 
who drive the division’s multifunctional activity buses. Employee bus drivers must 
complete the Government of Alberta Drivers Abstract Consent Form and forward it to 
the Transportation Coordinator at St. Basil CEC for processing. See Appendix E. 
 
The Transportation Coordinator will pull 5-Year Commercial Drivers Abstracts for 
employees on the first Friday of each calendar month. Please ensure all other required 
paperwork has been sent to the Transportation Coordinator prior to that date (use the 
documents checklist). 
 
The AMVIR Agreement does not allow the Transportation Coordinator to pull drivers 
abstracts for non-employees. Non-employee volunteer activity bus drivers must provide 
their 5-Year Commercial Drivers Abstract to the Secretary Treasurer for filing.  

Driver’s License 
Drivers must hold a valid Class 1, 2, or 4 driver’s license to be eligible to drive the school 
division’s multifunctional activity buses. A copy of the driver’s license will be retained in 
the driver’s file at St. Basil CEC. 
 
School administrators should create a recall system to ensure that the driver’s license on 
file for each bus driver remains current.  

Criminal Record Check with Vulnerable Sector Search 
Potential non-employee volunteer bus drivers are required to submit a current criminal 
record check and vulnerable sector search on an annual basis (school year) to the 
Secretary Treasurer. This document will be retained in the driver’s file at St. Basil CEC. 
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ACTIVITY BUS DRIVER TRAINING 
Each bus driver applicant must successfully complete three on-line tests based on the 
following documents which are posted to the transportation webpage of the school 
division’s website (www.holyspirit.ab.ca): 

1) Holy Spirit Roman Catholic Separate School Division Bus Driver’s Guide 
2) Modules 2, 6 & 8 of the Commercial Vehicle Safety Compliance in Alberta 

Education Manual 
3) Activity Bus Accident Protocol 

80% is considered a passing grade on tests #1 and #2 above. 100% is the passing grade 
for test #3 above. The Transportation Coordinator will grade the tests and provide the 
results to the applicant and the school principal via email. 

Activity Bus Drivers new to the Division must complete an orientation with a qualified 
activity bus driver. This orientation will include a review of required documentation and 
logs as well as a ride-along driver assessment.  

  

http://www.holyspirit.ab.ca/
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VEHICLES 
Pre-Trip Inspection Report  
Section 10 of the Commercial Vehicle Safety Regulations, AR 121/2009 requires that the 
driver, or other persons authorized by the school division, must complete a pre-trip 
inspection on each multifunctional activity bus prior to its use. Section 12 specifies that a 
written pre-trip inspection report must be completed for a commercial vehicle that 
operates under the authority of a Safety Fitness Certificate. A completed pre-trip 
inspection is valid for 24 hours. 
 
Pre-trip inspections must be conducted based on items identified in Schedule 2 of the 
National Safety Code Standard 13. See Appendix F – Schedule 2 and Appendix G – Pre-
Trip Inspection Report. This schedule must be kept in each activity bus. The bus driver shall, 
on demand of a peace officer, produce a copy of the Schedule 2 used for the most 
recent pre-trip inspection. If a defect or major defect is discovered during the pre-trip 
inspection, the person doing the inspection must notify a school administrator(s) 
immediately. Bus drivers are not permitted to transport students in the activity bus until 
the major defect is repaired. 
 
Completed Pre-Trip Inspection Reports must be forwarded to the Transportation 
Coordinator at St. Basil CEC within 30 days of completion, in chronological order by 
month, for each activity bus.  

Commercial Vehicle Inspection Certificates 
The Vehicle Inspection Regulation, AR/ 211/2006 requires the school division to have the 
multifunctional activity buses inspected every 6 months. CVIP Inspections may only be 
conducted by a technician and at a facility that have been certified by the Government 
of Alberta. 
 
School administrators are required to arrange for their multifunctional activity buses to be 
inspected every 6 months. The pink copy of the Commercial Vehicle Inspection 
Certificate along with the inspection details must be forwarded to the Transportation 
Coordinator at St. Basil CEC immediately following the inspection. 
 
School administrators should create an inspection schedule for each of the activity buses 
at their school to ensure that all inspections and regular maintenance work are 
completed. 

Commercial Vehicle Safety Alliance Inspections (CVSA) 
CVSA inspections are conducted on vehicles and drivers on the roadside or at carrier 
premises by CVSA certified inspectors, e.g. RCMP, city, municipal and county 
enforcement, who are certified as CVSA inspectors, and by designated staff from the 
Commercial Vehicle Enforcement Branch, Alberta Transportation. 
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Copies of all CVSA inspections of the school division’s multifunctional activity buses must 
be forwarded to the Transportation Coordinator at St. Basil CEC to be kept on file. 

 

Multifunctional Activity Bus Maintenance Records 
Schools that operate multifunctional activity buses are required to maintain vehicle 
maintenance records for each bus. These records would include documents such as 
commercial vehicle inspection records, fuel invoices/receipts, repair records, parts 
replacement records, windshield repair records, and routine maintenance and 
lubrication records. 
 
The school is required to maintain a separate binder for each multifunctional activity bus. 
All maintenance documentation must be in chronological order by fiscal year (Sept.1 – 
Aug.31). Upon request by the Transportation Coordinator, school administrators are 
required to forward the maintenance binders to St. Basil CEC forthwith. 
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HOURS OF SERVICE 
According to Part 4 of the Traffic Safety Act and Section 249 of Canada’s Criminal Code, 
a driver cannot operate a motor vehicle in a manner that is dangerous to the public. 
Fatigued driving poses a serious risk to the driver and to the motoring public. In order to 
ensure a bus driver does not operate a vehicle in a state of fatigue, the school division 
must follow the requirements set out in the Alberta provincial Drivers’ Hours of Service 
Regulation (AR 317/2002). This regulation applies to all motor carriers operating solely 
within Alberta under a “Provincial” Operating Status as noted on the Safety Fitness 
Certificate. 
 
Provincial hours of service regulations define the maximum driving limits and minimum off-
duty requirements for commercial drivers operating within Alberta. These limits were 
created to prevent dangerous fatigue-related accidents. 
 
The school division must ensure that activity bus drivers maintain accurate records of their 
duty status times for each calendar day in which they are an authorized driver. These 
times must be recorded on a log sheet or on a radius record (if exemption applies). 
 
These records must be kept on file in the Transportation Department at St. Basil CEC so 
that the school division may ensure a bus driver does not exceed the specified hour 
limitations. 

Driver Duty Status  
The duties performed by a bus driver can be classified into 4 categories, one of which is 
not applicable to Holy Spirit Catholic Schools’ multifunctional activity bus drivers: 

1. Off-duty time 

2. Sleeper Berth time (not applicable to our activity bus drivers) 

3. Driving time 

4. On-duty time, other than driving time 

Work shift Limits  
 
13-Hour Driving Time Rule 
According to Section 6(1) of the provincial Drivers’ Hours of Service Regulation (AR 
317/2002), a driver shall not drive a commercial vehicle after the driver has already driven 
13 hours in a work shift. The driver must take at least 8 consecutive hours off-duty in order 
to be eligible to drive the activity bus again. 
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 15-Hour On-duty Rule 
According to Section 6(2) of the provincial regulations, a driver may not drive a 
commercial vehicle after the driver has been on duty for 15 or more hours. (This would 
include both driving time and on duty time, other than driving time.) The driver may drive 
again after they have taken at least 8 consecutive hours off-duty. 

8 Consecutive Hours of Rest Rule 
According to Section 5 of the provincial regulations, a driver must have at least 8 
consecutive hours of off-duty time immediately before they start their next work shift. 

Time Breaks 
According to Section 7 of the provincial regulations, a driver may continuously drive an 
activity bus: 

• For a period of up to 4 consecutive hours if, at the conclusion of driving for that 
period of time, the driver takes at least 10 consecutive minutes off-duty or of non-
driving time; OR 

• For a period of up to 6 consecutive hours if, at the conclusion of driving for that 
period of time, the driver takes at least 30 consecutive minutes off-duty or of non-
driving time. 

Emergency Conditions Exemption 
Section 6(4) of the provincial hours of service regulation specifies that the requirements 
in respect to driving time, on-duty time and off-duty time do not apply to a driver who, in 
an emergency, requires more driving time to reach a destination that provides safety for 
the occupants of the commercial vehicle and for other users of the road or the security 
of the commercial vehicle. The driver must stop at the first place of safety.  

Driver Logs 
Once a driver has received his/her authorized driver letter from the Secretary Treasurer, 
s/he is required to track his/her duty status for each calendar day within the specified 
time period noted on the letter.  

160 KM Radius Driver’s Time Record – 160 Kilometre Radius Exemption 
An activity bus driver would complete a 160 km Radius Driver’s Time Record if all of the 
following conditions are met: 

• The driver operates within a 160 km radius of the home terminal (school address), 

• The driver’s work shift does not exceed 15 hours (combined driving and on-duty 
but not driving), and 

• The driver starts and ends the work shift at the home terminal (school address). 

See Appendix H – 160 km Radius Driver’s Time Record 
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160 km Radius Driver’s Time Records must be forwarded to the Transportation Coordinator 
at St. Basil CEC within 20 days of completion. These records must be in chronological 
order by month, by each driver. 

Driver’s Log Sheet (> 160 km or Overnight trip) 
If the conditions are not met for a 160 km radius exemption, i.e. bus trip is >160 km or if 
the bus trip necessitates an overnight stay, or if the driver’s shift exceeds 15 hours, the 
driver is required to complete a Driver’s Log Sheet which contains the graph grid. See 
Appendix I. 
 
The graph grid has to be completed in the prescribed manner: 

 

• A continuous line is drawn between the appropriate markers for each 24-hour 
period in the grid to record the period of time when the driver is: 

o Off duty 

o Off duty in the sleeper berth (not applicable to our multifunctional activity 
bus drivers) 

o Driving 

o On-duty, not driving 

• Record the name of the city, town or village or location on a highway, and the 
name of the province where each change of duty occurs; 

• Record the name of the city, town or village or location on a highway, and the 
name of the province where fuel was obtained and the quantity of fuel obtained; 

• Updated at the end of each change in duty status; 

• At the end of each day the total number of hours in each duty status shall be 
entered in the space to the right of each graph grid below the phrase “total hours” 
and shall add up to 24 hours.  

 
A driver must indicate the city, village or town and province reference at each duty status 
change. While the province reference may be abbreviated, names of cities, villages and 
towns must be written out in full. 
 
A driver must sign the Driver’s Log Sheet, certifying that the information provided is true 
and accurate. 
 
Driver’s Log Sheets must be forwarded to the Transportation Coordinator at St. Basil CEC 
within 20 days of completion. These records must be sent in chronological order by driver. 
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CARGO SECUREMENT 
According the Vehicle Equipment Regulation (AR 122/2009) regarding the transportation 
of goods, a bus shall not be operated unless the luggage, cargo, good, equipment and 
tools that are carried on the bus are carried in an adequate place provided for the 
carrying of those items.  

A driver cannot use any vehicle including a bus to transport goods unless; 

1. The vehicle is constructed to carry the goods, and 

2. There is equipment on the vehicle or attached to the vehicle that is capable of 
securing the goods to ensure the vehicle can be operated safely when loaded 
without danger of turning over the vehicle or the load shifting, swaying, blowing 
off, falling off, leaking or otherwise escaping. 
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COMPLIANCE AUDITS 
Alberta Transportation developed an audit protocol called “Assessment of Regulatory 
Compliance” (ARC) that meets the National Safety Code (NSC) Standard #15. The 
objective of the ARC is to collect and evaluate information on a motor carrier’s 
compliance to their transportation regulatory requirements. 

Alberta’s NSC Audit consists of four compliance areas: 

1. Carrier Safety 
2. Driver Profile 
3. Driver Hours of Service 
4. Vehicle Maintenance 

 
Following the completion of the audit, the motor carrier (school division) is provided a 
copy of the full report. All regulatory deficiencies identified in the audit must be corrected 
forthwith. After a reasonable time period in which to correct the deficiencies, Alberta 
Transportation will follow up with the carrier to ensure 100% compliance with legislation. 
  



Holy Spirit Roman Catholic Separate School 
Division  
Bus Driver’s Guide 

Last updated: September 2022 Page 15 
 

WHAT DOCUMENTATION SHOULD BE IN THE ACTIVITY BUS? 

DRIVER’S CHECKLIST √   
 
☐ Pre-Trip Inspection Report is completed & signed by the person who did the inspection  

☐ Driver’s Log Sheet or 160 km Radius Driver’s Time Record and the driver’s two 
previous days’ driver’s Daily Log Sheets /160 km Radius Driver’s Time Records 

☐ Authorized Driver Letter signed by the Secretary Treasurer  

☐   Pink insurance card  

☐ Valid Commercial Vehicle Inspection Certificate  

☐ Copy of Schedule 2 of the NSC Standard 13  

☐ Safety Fitness Certificate (Provincial Operating status)  

☐ All Field Trip permission documentation, which includes the passenger list (to be kept 
in the activity bus binder) 

☐ Activity Bus Accident Protocol  

☐ All Fuel and accommodation receipts for that trip  

☐ Valid Driver’s License (Class 1, 2 or 4 - carried by the driver) 

☐ *Unlock the back door of the bus just prior to the students boarding  

*When there are students on the bus, the back door must be unlocked in case of emergency. 
Emergency personnel must be able to access the bus from the outside. 

AFTER THE TRIP CHECKLIST 

☐ Driver has completed in full, the 160 km Radius Driver’s Time Record or Driver’s Log Sheet 
for the trip and has submitted the documentation to the school office staff 

☐ Driver has submitted fuel receipts, and any other field trip documentation to the school 
office staff 

☐ Driver has noted any defects regarding the activity bus on the Pre-trip Inspection Report, 
and has signed and submitted the inspection report to the school office staff 
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PERTINENT TRANSPORTATION LEGISLATION & USEFUL WEBSITES 
 
Vehicle Equipment Regulation, AR 122/2009 
Operator Licensing and Vehicle Control Regulation, AR 320/2002 
Vehicle Inspection Regulation, AR 211/2006 
Commercial Vehicle Certificate and Insurance Regulation, AR 314/2002 
Commercial Vehicle Safety Regulation, AR 317/2009 
Drivers’ Hours of Service Regulation, AR 317/2002 
 
 
Ministry of Transportation Website: 
http://www.transportation.alberta.ca/index.htm 
 
 
Commercial Vehicle Safety Compliance in Alberta – Education Manual: 
http://www.transportation.alberta.ca/Content/docType276/Production/Edmanual.pdf 
 
 

http://www.transportation.alberta.ca/index.htm
http://www.transportation.alberta.ca/Content/docType276/Production/Edmanual.pdf
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Authorized Activity Bus Driver Letter                        APPENDIX  A

April 1, 2020 

Ms. Betty Jones 

123 Street South 

Wrong Town, Canada J4T 4R9 

Dear Betty, 

RE: Activity Bus Driver Authorization 

Thank you for volunteering! This letter authorizes you to be a multi­

functional school activity bus driver for the Holy Spirit Roman Catholic 

Separate School Division for the following time period: 

01/04/2020 - 30/06/2020 

Please note that as an activity bus driver for the school division you are 

required to inform me of any motor vehicle infractions and by-law 

infractions which would preclude you form continuing to be a driver. On 

occasion throughout the school year, I may retrieve your Commercial 

Driver's Abstract from Alberta registries. 

Sincerely, 

Lisa Palmarin, Secretary Treasurer Date 

NOTE: Betty, you are required to keep a record of your duty status for 

each calendar day within the above time period, using either a 160 km 

radius Driver's Time Record or a Driver's Daily Log Sheet, whichever is 

applicable; and submit the documentation to the Transportation 

Coordinator within 20 days of completion. 

Christ-centered learning 
communities where students are cherished and achieve their potential. 

St. Basil Education Centre 
620 12 Street "B" North · Lethbridge, Alberta T1 H 2L7 • Phone: (403) 327-9555 • Fax: (403) 327-9595 
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