
 

CORPORATION OF THE TOWN OF OAKVILLE 

Driver’s Licence Program for Vehicles and Equipment 

Managed by the Department of Roads & Works Operations Fleet Division 

EFFECTIVE DATE:  July 1, 2007 

Prepared by: D. MacLean  – Fleet Trainer 
   
Reviewed by:  D. Cozzi  – Director of Roads and Works Operations 
  C. Mark  – Director of Parks and Open Spaces 
  N. DeVaal  – Director of Recreation and Culture 
  D. Lambert  – Director of Engineering and Construction 
                        J. Kwast  – Director of Development Services 
 

(1)    Definitions:  

Licence:   Meaning driver’s licence under the Highway Traffic Act 

HTA:    Meaning the Ontario Highway Traffic Act 

Ontario Regulation:  Meaning section(s) from Highway Traffic Act 

CVOR: Meaning  Commercial Vehicle Operators Registration 

(2) Scope 

This program applies to all Town of Oakville employees including, students, 
seasonal and casual employees who are required to drive any Town vehicle or 
equipment (rented, leased or owned) that is managed by the Fleet Operations 
Division from the Department of Roads & Works Operations.  Employees who 
breach this program may be subject to disciplinary action up to and including 
discharge and/or legal action. 

(3) Exceptions 

This program excludes the Fire Department and Transit Department, which 
have specific programs for managing their fleet.  This program does not address 
the use of personal vehicles for Town business. 
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(4) Purpose 
 
The objective of the Driver’s Licence Program is to: 

• Improve fleet collision rates by establishing a Town Of Oakville standard for 
safe driving. 

• Ensure that all vehicles and equipment operated by the Town Of Oakville 
comply with federal, provincial and municipal legislation and policies. 

• Ensure fleet safety through assignment of driving duties to legally qualified 
drivers. 

• Ensure safety and driver performance with an effective training program. 
• Improve fleet safety through proper accountability throughout the 

organization. 
• Ensure best practices are utilized to ensure competent drivers and to 

satisfy corporate due-diligence. 
• Ensure compliance with the Highway Traffic Act and maintenance of the 

Town’s Commercial Vehicle Operator’s Registration (CVOR); 
• Ensure effective preventative and corrective measures are implemented 

and maintained; 
 

(5) Application 

It is the intent of this program to ensure statutory and regulatory compliance 
and to develop employee competencies, and promote safe working conditions.  
All other terms and conditions of employment, implicit in or omitted from this 
program, continue to be governed by the terms set out in applicable Collective 
Agreements, the Labour Relations Act, Employment Standards, Occupational 
Health and Safety Act, and the Human Rights Code and any other relevant 
employment related statutory or regulatory legislation. 

 (6) Driver’s Licence 

No employee will drive or operate any Town vehicle or equipment without a 
valid Ontario driver’s licence and/or endorsements on their person at all times, 
(meaning not expired, cancelled, unlicenced, or under suspension) which permits 
operation of the class of vehicle involved including any required certifications (i.e. 
air brakes).  G1 driver’s licence is not a valid licence under this program. 

All employees who are required to operate a Town vehicle or equipment are 
required to possess a valid driver’s licence and/or endorsements, as a condition 
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of employment, must produce a current copy of their driver’s licence, for inclusion 
in their employee file.   

As required under the Town CVOR, the Town will obtain driver 
abstracts/CVOR record, anytime, but at least every three months for any 
employee operating a Town vehicle. (See reference to Appendix A-CVOR 
Facility Audit Guidelines) 

(7) Driver’s Licence Suspension/Restrictions 

Employees who are required to operate a Town Vehicle while on Town 
business or who are required to possess a valid driver’s licence and/or 
endorsements, as a condition of employment must immediately report to their 
Supervisor and the Human Resources Department all suspensions and/or 
restrictions applied to their driver’s licence.  Failure to report any suspension 
and/or restriction will result in disciplinary action up to and including termination. 

An employee whose driver’s licence is: under suspension, prohibited from 
driving, no longer holds a valid, or fails to renew by the expiry date is therefore 
unable to perform the essential duties of their job, will not be permitted to operate 
a Town vehicle.  This may result in the employee being placed on an unpaid 
leave of absence and/or being subject to disciplinary action up to and including 
termination. 

Driving a vehicle without a valid driver’s licence or endorsements is an 
offense under the Highway Traffic Act and is subject to legal consequences and 
may be subject to disciplinary action. 

(8) Motor Vehicle Violations 

Employees must pay fines or costs resulting from any violations committed by 
them while driving a Town vehicle or for any fine or costs resulting from any 
violations received for the period in time in which they were deemed to be 
responsible for a Town vehicle involved in a violation.  Examples include, but are 
not limited to: speeding tickets, parking tickets, vehicle impoundment and brake 
adjustment fines.  Claims for reimbursement will not be accepted or paid.  
Violations that demonstrate a lack of concern for safety may be subject to 
discipline. 
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(9) Procedures 

Commercial Vehicle Operator Registration (CVOR) is a registration system 
under the Highway Traffic Act, which is issued to the Corporation. – As per HTA 
16(2) CVOR Certificate Required - “No person shall drive or operate a 
commercial motor vehicle on a highway unless the operator is the holder of 
CVOR certificate that is not under suspension”. 

As a requirement of the CVOR, a driver’s evaluation must be on a driver’s file 
conducted by the Fleet Driver Trainer or designate. In order to ensure due 
diligence on the part of the Corporation, concerns exist about a driver’s ability, 
driving privileges of fleet vehicles may be revoked at management’s discretion 
and employees may be required to complete a driver’s evaluation by the Fleet 
Trainer to have his/her privileges re-instated.   

To fulfill the legislative requirements, the following procedures will apply;  

1. If an abstract/CVOR is found to have violations, a review with the 
employee and Fleet Trainer may take place. This review is to ensure 
drivers are aware of the importance of keeping their driver’s licence free of 
violations in addition to ensuring that preventative and corrective 
measures have been taken to improve driver safety. An abstract illustrates 
both at work and off-work occurrences. Incidents at work may affect 
personal insurance premiums. 

2. All employees will have their driver’s licence information entered into a 
secured database that will be maintained by the Fleet Trainer. This 
database is used to monitor the licence class, endorsements, and licence / 
medical expiry date of every driver, which is mandatory as per HTA 32(1) 
(10). Driver’s information is considered confidential and has restricted 
access.   

3. A courtesy letter may be issued from the Fleet Trainer to each employee 
advising when his/her licence is due for renewal. It is the employee’s 
responsibility to renew licences or endorsements, at their expense and 
submit an updated copy of the renewed licence or endorsements, to the 
Supervisor to be forwarded to the Fleet Trainer. (See appendix B for 
template). 

4. Failure of the employee to renew their licence or endorsements, by the 
expiry date will result in the inability to drive any Town vehicle and 
equipment.   
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5. Failure to report to their Supervisors (or stand-in, or Manager) and Fleet 
Trainer of any violation or related offences and/or subpoenas, while 
driving any Town vehicle or equipment, will result in disciplinary action up 
to and including termination. 

6. All employees, permanent, part time, students, or outside agency 
employees must inform their Supervisor (or stand-in, or Manager) of ANY 
violations they incur while driving a commercial motor vehicle or any 
licence suspensions, actual or pending, that will prohibit/disqualify them 
from driving. This includes Summonses and Subpoenas in connection with 
the operation of vehicles and equipment. 

 
7. Employees with a valid driver’s licence and/or endorsements will be 

required to be evaluated by the Fleet Trainer or designate, as deemed 
necessary. As a result of a preliminary driver evaluation, employees who 
require remedial training will be required to participate and successfully 
complete a driver improvement course to continue to be permitted to drive 
Town vehicles or equipment.  

 
8. Should one or more of the following driver record conditions exist on an 

Abstract, employees will also be subject to an evaluation by the Fleet 
Trainer as noted in point 7 above:  

 
• Meets or exceeds a threshold of six (6) or more demerit points. 
• Criminal Code convictions for driving related offenses within the 

preceding twelve (12) months. 
• Two or more Criminal Code convictions for driving related offenses, 

which have occurred within the preceding five (5) years. 
 
Full-time employees will on a temporary basis, be re-assigned to other 
duties where driving is not a requirement pending the completion of a 
driver evaluation which may require a driver improvement course be 
successfully completed. 
 
Seasonal, temporary, and student employees may be subject to 
possible re-assignment where operationally possible or termination of 
employment.  
 
When a driver has completed a driver improvement course and then 
receives further demerit points, the driver will repeat the driver 
improvement course requirements. 
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Note: Convictions would include items such as, but not be limited to, 
Criminal Code offenses for driving related offenses, hours of service 
offenses, pre trip inspection violations, mechanical defect violations, 
oversize/overweight violations, or load security violations. (See 
Appendix C for a sample list of offences and fines) 

9. Out of province jurisdictional penalties includes demerit points and 
suspension(s) shall be applied as if the offense occurred within Ontario. 

10. Employees will participate in all required training as directed by their 
Manager, Supervisor, or Fleet Trainer. 

 
11. An employee convicted of a driving related offense must report it, in 

writing to their Supervisor or Stand-in, immediately.  
12. If an employee’s licence has been, or is being suspended he/she must 

report it to their Supervisor or Stand-in, immediately. 
 

13. All employees driving all Town vehicles and equipment are entrusted with 
corporate assets and are required to obey all traffic safety rules and 
regulations, and conduct themselves in a responsible manner, maintain 
control of their vehicle and be courteous to other drivers, pedestrians, or 
other members of the public. 

 
14. Employees driving and/or operating vehicles and equipment shall upon 

request of any enforcement authority provide their licences or any other 
documents, for examination by an officer or authority. 

 
15. All employees who are required to drive/operate vehicles and equipment 

are responsible for making sure they hold a valid driver’s licence and 
endorsements, which includes renewing any written tests required for 
whatever class licence the driver holds, renewing his/her medical when 
required and other changes that apply such as address changes, 
upgraded a licence or downgraded a licence. 

16. It is solely the employee’s (driver/operator’s) responsibility to maintain a 
valid and restriction free licence, keep it on their person as per( HTA 33(1)  
and provide the Ministry with any changes such as address or name 
changes as per ( HTA 33(1)(2). 

17. The Fleet Trainer shall be advised by the Manager or designate of the 
hiring Department of new or transferring, or departing employees, which 
department they worked for, and Licencing information. 



 Driver’s Licence Program for Vehicles and Equipment 

Page 7 of 10  

(10)  Implementation 

Corporate enforcement of this policy will be in affect as of July 1 2007. 

 

(11)  References 

• Highway Traffic Act of Ontario 
• Ontario Occupational Health and Safety Act and Regulations 

 

(12) Revisions 

Version Revision 
Date 

Item(s) Changed Edited by: 

A June ‘07 New Issue D.M. 

B August ‘08 Revised D.M. 
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APPENDIX A 

CVOR Facility Audit Guidelines 

 

Excerpt from MTO’s “Your guide to MTO facility audit” March 2002 REV 3A 

Page 13 Section “Qualified Driver” 

 

   “Ten points are awarded (towards passing a facility audit) if 
the driver(s) are in possession of, and retain, a valid driver’s 
licence. The licence must correct for the class of vehicle driven.  
……You must prove that at no point during the previous 6 
months, was a driver licence under suspension or downgraded 
to an improper class”. 
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APPENDIX B 

Sample of Licence Notification 

             NOTIFICATION LETTER 

 

Driver Name:   

Notification Date:   

This is a courtesy notification that action to your driver’s licence is required. 
This may be a supplementary notification from the Ministry of Transportation of 
Ontario.  These actions require attention to ensure a valid driver’s licence. Please 
submit to your Supervisor of completed changes. 

It is the sole responsibility that each driver maintains a valid driver’s licence 
and required endorsements. Failure to renew your licence by the expiry date will 
result in an inability to operate Town vehicles or equipment 

Licence Renewal    Medical Renewal  

Airbrake Renewal    Licence Suspension  

Cancelled Licence    Unlicenced  

Address Change    Licence Down-grade  

Other: _________________  

 

Any questions of this notification, please contact the Fleet Trainer @ 
extension 3425. 
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APPENDIX C 

Criminal Code of Canada 

SECTION CHARGE CVOR 
POINTS 

219 Criminal Negligence 15 

220 Criminal Negligence-causing death 30 

221 Criminal Negligence- causing bodily harm 30 

236 Motor Manslaughter 30 

249(1)a Dangerous Driving- motor vehicle 15 

249(3) Dangerous Driving- causing bodily harm 25 

249(4) Dangerous Driving- causing death 25 

252 Fail to remain at accident 10 

253(a) Impaired driving 15 

253(b) Driving with more than 80mg alcohol in blood 15 

254(5) Fail or refuse to provide breath or blood sample 15 

255(1) Impaired driving 15 

255(2) Impaired driving- causing bodily harm 25 

255(3) Impaired driving- causing death 30 

255(4) Impaired disqualified 15 

259(4)a,b Driving while disqualified or prohibited 10 
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