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3.3.2 Trailer-Towing 
Only registered drivers who have completed a university-approved Safe Trailering course will be 
authorized to tow trailers on university business. 
 
 

3.4 VEHICLE REQUIREMENTS 
 

3.4.1 Vehicle Procurement and Insurance 
 

All vehicles purchased by the University of Calgary or through any trust account must be 

purchased under the Procurement Handbook- Procurement Procedures and Guidelines. 

 

Specific requirements for purchasing and registering vehicles in Alberta are described on the 

Risk Management and Insurance website. 

 

The University of Calgary does not provide insurance for privately owned vehicles. In advance of 

travel, vehicle owners are strongly advised to check with their insurer regarding the use of their 

vehicle for business purposes. This may require securing an appropriate endorsement of their 

policy to include business travel. 

 

Employees driving personal vehicles for UCalgary purposes must carry a minimum of $1 million 

liability insurance. 

 

3.4.2 Vehicle Safety 
All vehicles must be maintained in sound mechanical condition. 
 
University vehicles must be regularly maintained ŀƴŘ ǎŜǊǾƛŎŜŘ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ 

specifications and maintenance schedules. 

 
3.4.3 Pre-Trip Inspection 
A pre-trip inspection must be completed at the beginning of the journey, and includes as a 
minimum: 

 

¶ Checking: 

ω Oil and fuel levels 

ω Windshield wipers and wiper fluid 

ω Brake lights, signal lights, headlights, and taillights 

¶ Ensuring the windshield is clean and not damaged. 

¶ Visually inspect tires for pressure, damage, or wear. 

¶ Checking for leaks (e.g., puddles of fluids under or around the vehicle). 

¶ Verifying the vehicle has an emergency kit. 

¶ Confirming horn and heater are functioning. 

¶ Testing brakes and the parking brake when beginning to drive, before entering traffic. 
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3.7 JOURNEY MANAGEMENT PLAN 
 

The purpose of the journey management plan is to reduce the risks of driving, and enhance driving 

safety, by planning, monitoring, and managing driving journeys. 

A Journey Management Plan is required when: 

¶ Driving to remote locations. ŀ ƭƻŎŀǘƛƻƴ ǿƛƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ άǊŜƳƻǘŜέ ƛŦΥ 

o the nearest established community with a population of 1,000 or more is no closer 

than 80 kilometers by the most direct route, or 

o areas with limited or no cellphone coverage. 

¶ Driving involves crossing Provincial or international borders. 

 

There are other circumstances where a journey plan may be recommended to mitigate the hazards 

of the journey: 

¶ Driver experience  

¶ Multi-day travel 

¶ Adverse weather conditions 

¶ Type of road 

¶ When driving at night is unavoidable 

 

Faculties and departments are encouraged to review their activities and operations to determine if a 

Journey Management Plan is required. 

 

3.8 INCIDENT REPORTING 
 

All incidents occurring while operating a university-owned vehicle or a non-owned vehicle driven for 
university business must be reported as soon as possible using the following steps: 

 

¶ Notify your supervisor. 

¶ Contact Campus Security to initiate the appropriate emergency call-down protocol. 

¶ Follow the traffic accident repor>4mident
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