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1.0​ PURPOSE AND SCOPE 
 
Saint Paul Public Schools strives to maintain safe, orderly and welcoming working environments. As 
part of this effort, the District expects employees who must drive for their District job, and/or who 
complete the District’s Type III Vehicle Training, to adhere to state driving laws and maintain a driving 
record in good standing (“Clear” or “Acceptable” as outlined below). Having drivers with Acceptable 
driving records is important for safety, reducing accidents, and lowering insurance costs, which 
ultimately benefits both employees and the District.  

This procedure outlines the driving expectations for employees in terms of what constitutes a driving 
record in good standing (Acceptable), along with the steps employees must take to report to their 
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supervisor any vehicle damage or driving violation (whether or not the offense occurs on a work day). 
Current employees’ Motor Vehicle Records (MVR) will also be reviewed, at minimum, on an annual 
basis. An employee’s failure to report a violation may result in the District taking action up to, and 
including, suspension or revocation of District driving privileges and/or termination of employment.  
 
Being a responsible driver rests with the individual employee. As outlined in this procedure, 
employees who drive a District vehicle must maintain the relevant driver’s license at either an 
“Acceptable” or “Borderline” level. If an employee transitions to an “Unacceptable” driving record, it 
may result in the District taking action up to, and including, suspension or revocation of District driving 
privileges and/or termination of employment.  
 
As a condition of being hired, a prospective employee who must drive for their District job, or may  
occasionally drive a Type III vehicle to transport students, must have a driving record in good standing 
(Acceptable) as defined in this procedure and job description; MVRs will be reviewed as a condition of 
employment.  
 
 
2.0​ DEFINITIONS 
 
Driver: An employee who must drive a District vehicle in order to perform their assigned job duties or 
who may occasionally transport students in a District-owned or leased Type III vehicle. This excludes 
employees who may need transportation to attend meetings, site visits or other scenarios as part of 
their job, but drive their personal vehicle to do so and do not transport students. 
 
Driver Authorization Form (Attachment A): Prior to hiring, the District will have a prospective 
employee complete this form to grant permission to access and review their motor vehicle record 
(MVR) to ensure they are not in violation of the driving record expectations outlined in this procedure. 
 
At-fault Accident: A collision caused by a driver’s acts or omissions that are negligent, reckless, or 
otherwise culpable in nature and result in injuries to others and/or property damage. 
 
Driver License Types (source: Minnesota Department of Transportation): 

●​ Class A: Required to drive any vehicle towing a unit of more than 10,000 pounds Gross 
Vehicle Weight Rating with a gross combination weight rating (truck plus trailer) over 26,000 
pounds. Class A is a commercial driver’s license. 

●​ Class B: Required to drive any single-unit vehicle that is over 26,000 pounds Gross Vehicle 
Weight Rating. Class B is a commercial driver’s license. 
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●​ Class C: Required to drive a vehicle designed to transport 16 or more passengers, including 
the driver. This is a commercial driver’s license. 

●​ Class D: Required to operate a vehicle weighing 26,000 pounds or less.This is a 
non-commercial driver’s license.  

Driver Training: To become eligible to drive a District vehicle, an employee will need to successfully 
complete one of the following driver training courses: 

●​ Defensive Driving Course: A course provided through the District’s insurance carrier for an 
employee who must drive for their job, but does not drive a school bus or Type III vehicle, e.g., 
drives a maintenance van or delivery truck. 

●​ Type III Vehicle Training: A District course required for all employees who drive a Type III 
vehicle.  

 
Minor Violations: Any violation a driver is cited for, other than a parking violation, and is listed on 
their Motor Vehicle Record (MVR) file, including but not limited to driving offenses such as speeding, 
failure to properly stop or yield, and driving without a license or insurance. Minor violations are 
referred to as administrative violations rather than more serious criminal offenses such as reckless 
driving or driving under the influence. [For more details, see 3.3.I.ii]. 

Major Violations: Serious criminal offenses such as reckless driving or driving while under the 
influence. [For more details, see 3.3.I.iii.] 

Moving Violation: A traffic law violation by a vehicle in motion that may include, but is not limited to 
speeding, texting and driving, improper lane change, failure to stop or yield, traffic control violations, 
etc.  
 
Vehicle Types: 

●​ Driver Education Vehicle: Is a District sedan used for driver’s education classes. A Class D 
(standard) Driver’s License is required to operate. 

●​ Maintenance Van: Is a District utility vehicle used by District employees in trades positions to 
transport tools, equipment and supplies needed for their jobs. A Class D (standard) Driver’s 
License is required to operate. 

●​ Other Vehicles: Other vehicles may include but are not limited to dock trucks, delivery trucks, 
dump trucks, tool cats, plow trucks, and  others that a Class D (standard) Driver’s License is 
required to operate. 
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●​ School Bus:   

○​ Type A-I School Bus: A conversion or body constructed upon a van-type or cutaway 
front section vehicle with a left-side driver’s door, designed for carrying more than 10 
people. There are two classifications: type A-I, with a gross vehicle weight rating 
(GVWR) of 14,500 pounds or less, and type A-II, with a GVWR greater than 14,500 
pounds and less than or equal to 21,500 pounds. A Commercial Driver License (CDL) 
is required to operate. 

○​ Type III School Buses and Vehicles: Are restricted to passenger cars, station 
wagons, vans, and buses having a maximum seating capacity of 10 or fewer people, 
including the driver, and a gross vehicle weight rating of 10,000 pounds or less. 
Commercial Driver License (CDL) is required to operate. 

 
3.0​ DRIVER ELIGIBILITY AND REGISTRATION 
 
3.1​ Minimum Age and Experience Requirements 
 
The following minimum age and experience requirements apply to all employees authorized to drive 
any District vehicle: 

 
Minimum Age Requirements 

A.​ Drivers of high occupancy vehicles (HOVs)—Transportation school bus drivers and 
Community Education Early Childhood Multi-Function School Activity Bus (MFSAB) drivers— 
must be at least 21 years of age and have been licensed for a minimum of two (2) years prior 
to driving a District vehicle. 

B.​ Drivers who require a Commercial Driver’s License (CDL) (Class A, B, or C per statute) to 
perform their job duties for the District must be at least 21 years of age and have been 
licensed for a minimum of three (3) years prior to driving in a CDL capacity on District 
business. CDL drivers must comply with applicable requirements for medical certification and 
drug testing. 

 
Driver Licensing Requirements 

A.​ District employees licensed educators, non-licensed staff, appointed personnel) who drive on 
the job must have a valid Driver’s License of the classification appropriate to the type of 
vehicle being driven.  [See https://www.revisor.mn.gov/statutes/cite/171.02.] 

 
 Page 4 

https://www.revisor.mn.gov/statutes/?id=171.02#stat.171.02.2b


Fleet Vehicle Driver Procedure 
 

HR Procedure: Fleet Vehicle Driver Issue Date:  11.26.25 

Approved by: Executive Chief of Human 
Resources 

Revision 
Date(s): 

 

 

B.​ Foreign Driver’s Licenses and International Driver’s Licenses are not acceptable for driving a 
District vehicle. Individuals with a non-U.S. Driver’s License must obtain a valid U.S. Driver’s 
License prior to driving a District vehicle.​  

 
3.2​ Driver Registration 
 
All drivers must meet minimum qualifications as outlined below: 

A.​ Be authorized by the responsible department. 

B.​ Complete the registration process prior to driving a District vehicle. Individual departments are 
responsible to ensure that employees who are authorized to drive District vehicles complete 
the registration process before authorizing them to drive. 

C.​ Responsible departments are accountable for ensuring their drivers complete the necessary 
training provided through the Transportation Department to become authorized drivers and 
ensure any future employee procedure compliance. 

D.​ The Transportation Department will conduct all MVR reviews; see 3.3.E. below for more 
details. 

 
 
3.3​ Motor Vehicle Record (MVR) Review 
 
Responsible Departments are required to review the Motor Vehicle Record (MVR) of all authorized 
drivers to evaluate their licensing status and citation history. Based on the MVR review, each driver’s 
status is classified as Acceptable, Borderline, or Unacceptable. This section describes the MVR 
review process used for assigning driver status. 
 

A.​ Initial MVR review is conducted for new hires as part of the District’s background screening 
process; see Attachment A. New hires must complete defensive driving instruction prior to 
driving a District vehicle. The insurance carrier’s online courses are available to meet this 
requirement. 

B.​ Standard MVR review is scheduled at least annually for all currently registered and authorized 
drivers. (Current practice for Transportation Department school bus drivers is conducting MVR 
reviews twice per year.) 

C.​ Ad hoc MVR review is performed under the following circumstances: after any vehicle accident 
involving an authorized District driver; on an increased frequency for Borderline drivers; and/or 
upon request from a supervisor if there is a reasonable basis for the request. 
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D.​ MVR review includes the most recent 60-month period from the date of the request. If the full 
60-month record is not reasonably available for review, the available record will be evaluated 
by the District’s insurance carrier on a case-by-case basis. Minor violations will be held 
accountable for 36 months (3 years) and Major Violations for 60 months (5 years).   

E.​ All in-state and out-of-state MVR reviews will be conducted by the Transportation Department 
and provided to the responsible department for evaluation.To access their MVR, Wisconsin 
drivers will need to go through a facial recognition process with the Transportation 
Department. 

F.​ The responsible department reviews the MVR and evaluates the applicant’s status as Clear, 
Acceptable, Borderline or Unacceptable. [See Section 3.3.I.] 

G.​ In the event of an adverse finding only—Borderline or Unacceptable—the responsible 
department forwards information to Human Resources with any specific driving limitations and 
instructions that arise from the driver’s MVR review. Human Resources and the responsible 
department determine the driving status and take appropriate action. [See Section D.] 

H.​ MVR review information is considered a personnel record and is, therefore, not subject to 
public records inspection or release unless required by subpoena, court order, or law.  

I.​ Each driver’s MVR is evaluated as outlined below: 

i.​ For purposes of this Fleet Vehicle Driver Procedure, a Moving Violation is a traffic law 
violation by a vehicle in motion and includes, but are not limited to speeding, texting 
and driving, improper lane change, failure to stop or yield, traffic control violations, etc. 
Moving Violations may also include Major and Minor Violations as outlined below. 

ii.​ Minor Violations are referred to as “administrative violations” rather than more serious 
criminal offenses such as reckless driving or driving under the influence. Administrative 
violations typically involve less severe penalties, such as fines rather than jail time. 
Examples of minor violations, include, but are not limited to driving offenses such as 
speeding, failure to properly stop or yield, driving without a license or insurance, etc. 
See below for more information. (Parking violations are excluded from this definition.) 

iii.​ Major Violations include, but are not limited to reckless driving, racing on highways, 
leaving the scene of an accident, open bottle, DWI, DUI, etc.; see list below. 
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MOTOR VEHICLE RECORD (MVR) GUIDELINES 

 Number of At-Fault Accidents 

 
 
 

Number of 
Minor 

Violations  
 
 

 0 1 2 3 

0 Clear Acceptable Borderline  Unacceptable  

1 Acceptable Borderline  Unacceptable  Unacceptable  

2 Borderline  Unacceptable  Unacceptable  Unacceptable  

3 or more Unacceptable  Unacceptable  Unacceptable  Unacceptable  

Any major 
violation 

Unacceptable  Unacceptable  Unacceptable  Unacceptable  

 
MAJOR VIOLATIONS (within last 60 months/5 years of violation date) include: 

1.​ A violation in connection with a fatal accident. 

2.​ Any felony involving the use of an automobile. 

3.​ Driving under a suspended, revoked, or expired license. 

4.​ Driving under the influence of drugs or alcohol and/or the refusal to take a blood/breath 
test. 

5.​ Fleeing or attempting to elude the police; failure to stop and report an accident in which 
the driver was involved. 

6.​ Negligent vehicular homicide. 

7.​ Operating a motor vehicle without the owner’s permission. 

8.​ Permitting an unlicensed person to drive. 

9.​ Reckless, negligent, careless driving or racing. 

10.​Speeding in excess of 20 MPH over the speed limit. 
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MINOR VIOLATIONS (within last 36 months/3 years of violation date) include: 
 
A driver may be cited for a minor violation, other than a parking violation, and is listed on their 
Motor Vehicle Record (MVR) file, include, but are not limited to driving offenses such as: 

1.​ Speeding. 

2.​ Failure to properly stop or yield. 

3.​ Driving without a license or insurance (cited for not having a license or proof of 
insurance present in the vehicle).  

 
The following are NOT CONSIDERED a VIOLATION: 

1.​ Defective equipment (lights, brakes, etc.) 

2.​ Oversize or overweight 

3.​ Seatbelt violations 
 

BORDERLINE DRIVERS 
 
Borderline drivers include “Borderline” situations as noted in the chart above and the following: 

1.​ Past suspensions with reinstatements shown on the MVR. 

2.​ Drivers ages 18-21 with one or more violations/accidents within the last 3 years. 
 
3.4​ Additional Requirements for Borderline and Unacceptable MVRs  
 

A.​ Additional Requirements for Borderline MVR: The following management actions are required 
for current District drivers who have a Borderline MVR: 

i.​ Upon determining that a District driver has a Borderline MVR, the responsible 
department will provide a copy of record to Human Resources with instructions from 
the driver’s MVR review (see 3.3.G.) and the expected duration of Borderline status, 
assuming no additional moving violations are received. 

ii.​ The responsible department and Human Resources will determine if the driver is to 
continue driving a District vehicle while their MVR is in Borderline status.  

a.​ If determination is made to retain driving privileges, the status remains 
Borderline and the driver must be informed in writing by the responsible 
department of driving reinstatement conditions.  
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iii.​ Borderline MVR drivers must complete defensive driving instruction within 30 days 
of being notified by the District as having crossed into Borderline status. The 
insurance carrier’s online courses are available to meet this requirement. 

iv.​ While in Borderline status, the MVR will be reviewed every 90 days by the Director of 
Transportation to monitor the occurrence of any additional moving violations.  

v.​ Failure to maintain an Acceptable or Borderline driving record may result in the 
District’s taking action up to, and including, suspension or revocation of District driving 
privileges and/or termination of employment. 

 
B.​ Additional Requirements for Unacceptable MVR: The following management actions are 

required for current District drivers who have an Unacceptable MVR: 

i.​ No employee may drive a District vehicle with an Unacceptable driving record. 

ii.​ Upon determining that a District driver has an Unacceptable MVR, the responsible 
department will provide a copy of record to Human Resources with instructions and the 
expected duration of Unacceptable MVR status, assuming no additional moving 
violations are received. 

iii.​ The driver must be immediately removed from driving privileges and informed in writing 
by the responsible department that the driver is prohibited from driving any District 
vehicle until their driving status has returned to either Borderline or Acceptable status 
and has obtained written authorization from Human Resources to return to driving a 
District vehicle. 

iv.​ The responsible department and Human Resources will assess the essential functions 
of the driver’s position to determine if any suitable and gainful work is available within 
the restriction of prohibited driving.   

a.​ If determination is made that work is available within the restriction, the driver 
must be informed of conditions and details of temporary assignment in writing 
by the responsible department. 

b.​ If determination is made that no work is available within the restriction, this may 
result in termination of employment and the driver will be informed in writing by 
Human Resources, pending further action. 

v.​ A current MVR review must be determined to be in a Borderline or Acceptable status prior 
to consideration of reinstatement of driving privileges.   
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vi.​ Failure to maintain an Acceptable or Borderline driving record may result in the District 
taking action up to, and including, suspension or revocation of District driving privileges 
and/or termination of employment. 

 
 
4.0​ DRIVER RESPONSIBILITIES AND EXPECTATIONS 
 
The following outlines employee expectations for reporting a driving violation based on the type of 
vehicle an employee is authorized to operate. Please note, that any accident resulting in a fatality or 
ambulance transport may result in the driver being tested for drugs or alcohol.   
 
4.1 Employee Expectations to Report a Driving Violation or Incident 
 

A.​ A school bus driver, with the exception of a driver operating a Type A-I school bus or Type III 
vehicle (see section D below), who has a commercial driver’s license and who is convicted of 
violating, in any type of motor vehicle, a Minnesota state or local law relating to motor 
vehicle traffic control, other than a parking violation, shall notify the person’s supervisor of 
the conviction within 30 days of conviction. The notification shall be in writing and shall 
contain all the information set forth in Attachment B accompanying this procedure.​
 

B.​ A school bus driver, with the exception of a driver operating a Type A-I school bus or Type III 
vehicle (see section D below), who has a Minnesota commercial driver’s license 
suspended, revoked, or canceled by the state of Minnesota or any other state or jurisdiction 
and who loses the right to operate a commercial vehicle for any period or who is disqualified 
from operating a commercial motor vehicle for any period shall notify the person’s supervisor 
of the suspension, revocation, cancellation, lost privilege, or disqualification. Such notification 
shall be made before the end of the business day following the day the employee 
received notice of the suspension, revocation, cancellation, lost privilege, or disqualification. 
The notification shall be in writing and shall contain all the information set forth in Attachment 
C accompanying this procedure. 
 

C.​ A person who operates any other District-owned or District-leased vehicle as part of their 
job duties, who has their driver’s license suspended, revoked, or canceled by the state of 
Minnesota or any other state or jurisdiction and who loses the right to operate a motor vehicle 
for any period or who is disqualified from operating a motor vehicle for any period shall notify 
the person’s supervisor of the suspension, revocation, cancellation, lost privilege, or 
disqualification. Notification must be made before the end of the business day following 
the day the employee received notice of the suspension, revocation, cancellation, lost 
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privilege, or disqualification. The notification shall be in writing and shall contain all the 
information set forth in Attachment D accompanying this procedure. 
 

D.​ A person who operates a Type III vehicle and who sustains a conviction as defined below 
(D.i, D.ii., D.iii.) while employed by the entity that owns, leases, or contracts for the Type III 
vehicle, shall report the conviction to the person’s supervisor within 10 days of the date 
of the conviction. The notification shall be in writing and shall contain all the information set 
forth in Attachment E  accompanying this procedure. 
 

i.​ A person who sustains a conviction, as defined under Minnesota Statutes, 609.02, of 
violating Minnesota Statutes, section 169A.25, 169A.26, 169A.27 (driving while 
impaired offenses), or 169A.31 (alcohol-related school bus driver offenses), or whose 
driver’s license is revoked under Minnesota Statutes, sections 169A.50 to 169A.53 of 
the implied consent law, or who is convicted of violating or whose driver’s license 
is criminal revoked under a similar statute or ordinance of another state, is precluded 
from operating a Type III vehicle for 5 years from the date of conviction.  

ii.​ A person who has ever been convicted of a disqualifying offense as defined in 
Minnesota Statutes, section 171.3215, subdivision1(c), (i.e., felony, controlled 
substance, criminal sexual conduct offenses, or offenses for surreptitious observation, 
indecent exposure, use of minor in a sexual performance, or possession of child 
pornography or display of pornography to a minor) may not operate a Type III vehicle. 

iii.​ A person who sustains a conviction, as defined under Minnesota Statutes, section 
609.02, of a moving offense in violation of Minnesota Statutes, chapter 169 within 3 
years of the first of 3 other moving offenses is precluded from operating a Type III 
vehicle for 1 year from the date of the last conviction. 

 
E.​ A person who operates a District maintenance vehicle, or any other district-owned or 

leased vehicle besides a Type A-I school bus or Type III vehicle, and who sustains a 
conviction in any type of motor vehicle of a Minnesota or any other state or local law relating 
to motor vehicle traffic control, other than a parking violation, shall notify the person’s 
supervisor of the conviction within 30 days of conviction. The notification shall be in 
writing and shall contain all the information set forth in Attachment F accompanying this 
procedure. 
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F.​ A person who operates any type of District-owned or leased vehicle who sustains any vehicle 
damage (even a small scratch) shall notify the supervisor within 7 days of the incident. 
The notification shall be in writing and shall contain all the information set forth in Attachment 
G accompanying this procedure. 
 

G.​ NOTE: Any motor vehicle violation (moving, minor, major) or incident resulting in an 
insurance claim incurred by employees operating their personal vehicle during work 
hours is the sole responsibility or liability of the employee. The District will not compensate 
employees under these circumstances for insurance deductibles and out-of-pocket insurance 
costs.  
 
If the employee sustains an injury in a vehicle accident while performing their regular work 
duties, they should file an SPPS First Report of Injury (FROI) form through PeopleSoft in the 
Employee Self Service section under Employee Forms. The report will then be reviewed by the 
District’s Workers’ Compensation case management team to determine liability and whether 
compensation is due. Please note that “regular work duties” does not include injuries sustained 
during non-work duty functions such as a lunch break or running personal errands. 

 
4.2​ General Driving Rules and Requirements for Authorized District Drivers 

a.​ All vehicle occupants must wear a seat belt. 

b.​ Drivers must practice defensive driving techniques and obey local traffic and driving 
laws. 

c.​ Drivers must be courteous to other drivers, as driving behavior is a direct reflection of 
the District. 

d.​ Smoking, eating, or engaging in other potentially distracting behavior while driving is 
prohibited. 

e.​ Employees must comply with applicable state and local laws concerning the use of cell 
phones and all other electronic devices while driving. Further, creating or reading text 
messages and emails, accessing the internet, video chatting, attending video meetings 
or using any handheld electronic device for any purpose while driving is prohibited. 

f.​ Use of illegal substances, alcohol, marijuana, or prescription drugs that impairs the 
ability to drive is prohibited when operating a vehicle. Employees are expected to 
maintain good judgment when using over-the-counter or prescription medication. 
Employees should consult their physician about possible adverse effects while using 
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medications when operating a motor vehicle. The District reserves the right to 
conduct drug and alcohol tests after any driving violation or accident, subject to 
applicable laws. 

g.​ Unauthorized passengers are not permitted when a vehicle is used for District 
business. 

h.​ Employees should properly maintain personal vehicles utilized for business purposes 
to ensure they are functioning in a safe working order. 

i.​ Employees are personally responsible for all fines including, but not limited to, moving 
or parking violations, subject to applicable law. 

j.​ Personal use of District vehicles is not permitted. Use of District vehicles for 
ridesharing, vehicle for hire, or similar service is prohibited. 

k.​ Employees are restricted from directing other employees to drive for 
nonbusiness-related tasks. 

 
4.3​ Passenger Restrictions 

 
A.​ Students 

 
At no time may SPPS students operate as drivers of any SPPS fleet vehicle. 
 
Only SPPS fleet vehicles acquired for the transportation of SPPS students may be used as 
such (e.g., school buses and Type III vehicles within the Transportation Department, 
multi-function school activity buses within the Early Childhood Family Education department, 
and specialized driver education vehicles within the Community Education Department).   
 
All other SPPS fleet vehicles (i.e., within departments of Distribution Services, Nutrition 
Services, Trades Services, and Information Technology) have specific purposes for which the 
vehicles were acquired and are NOT to be used for transporting students. 

 
B.​ Parents/Guardians 

 
Only if authorized to accompany their SPPS student for Early Childhood Family Education 
classes may parents/guardians ride as passengers in SPPS fleet multi-function school activity 
buses within the Early Childhood Family Education Department. At no time may 
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parents/guardians ride unauthorized or as passengers without their SPPS student present with 
them.   
 
Only if authorized to accompany their SPPS student on a school field trip may 
parents/guardians ride as passengers in SPPS fleet school buses within the Transportation 
Department. At no time may parents/guardians ride unauthorized or as passengers without 
their SPPS student present with them.   
 
At no time may parents/guardians operate as drivers of any SPPS fleet vehicle. 

 
C.​ All Others 

 
All non-SPPS employees who are authorized to accompany a student group as chaperones 
must arrange their own transportation to and from the designated site.  SPPS fleet vehicles are 
not available for their use.  Exception: Authorized parents/guardians accompanying their SPPS 
student as specifically stated previously. 
 
At no time may the general public, parents/guardians without SPPS student present, 
unauthorized parents/guardians, friends, neighbors, relatives, acquaintances, volunteers, 
unpaid interns, employees of another entity, or independent contractors ride as passengers in 
any SPPS fleet vehicle or operate as drivers any SPPS fleet vehicle.   

 
4.4​ Personal Property of Others 
 

SPPS does not own, operate, or control personal property while on or in District leased or 
owned premises, buildings, and vehicles. Usage, retention, or desertion of personal property 
while on or in SPPS leased or owned premises, buildings, and vehicles is at owner’s risk.  
Loss and/or damage will not be replaced by SPPS nor its value be reimbursed by SPPS. 

 
 
5.0​ TRAINING AND COMPLIANCE 
 
5.1​ Driver Training Requirements 

Failure to comply with training expectations may result in the District’s taking action up to, and 
including, suspension or revocation of District driving privileges and/or termination of 
employment. 
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A.​ All persons with driving as an assigned duty, including High Occupancy Vehicle (HOV) 
drivers, must attend a district-approved course in defensive driving prior to being authorized to 
drive a District vehicle. The insurance carrier’s online courses are available to meet this 
requirement. To maintain their authorized District driver status, staff must complete defensive 
driving training annually. 

i.​ Defensive driving instruction may be obtained through attendance at a 
classroom-based program or completion of an online program. 

ii.​ Documented completion of defensive driving instruction from other employers or 
agencies outside of the District may be accepted for this requirement if approved by 
management of the corresponding department. 

iii.​ Completion of an approved training program for dismissal of a traffic citation may meet 
the defensive driving training requirement, if approved by management of the 
corresponding department. 

B.​ Drivers of High Occupancy Vehicles (HOVs) must complete defensive driving instruction as 
described above and complete an additional training module that addresses safe operation of 
HOVs. 

i.​ HOV drivers are also required to demonstrate behind-the-wheel proficiency prior to 
being authorized to drive a District vehicle. The behind-the-wheel proficiency 
demonstration requires the driver to successfully demonstrate HOV operation in a safe 
and competent manner, under the observation of an authorized HOV evaluator. 

ii.​ Staff evaluators from the Transportation Department can be authorized to conduct the 
behind-the-wheel review using a standard list of skills. 

iii.​ Refresher training in defensive driving and HOV operation training must be completed 
annually if the driver’s accident history and/or MVR status warrant more frequent 
training attendance.  

iv.​ Drivers with a Class A, B, or C [Commercial Driver’s License (CDL)] may require 
additional training specific to their CDL activity. For example, CDL drivers who require a 
hazardous materials endorsement require additional hazmat training. 
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6.0​ DISCIPLINARY PROCEDURE 

 
6.1​ Disciplinary Actions for Violations 

Employees who fail to report a driving violation to their supervisor and/or attain an 
"Unacceptable" driving record as outlined in this procedure are subject to disciplinary action 
including, but not limited to, non-renewal, suspension, termination or discharge. 
 
Employees who sustain damage to a District-owned or leased vehicle while operating the 
vehicle may lose District driving privileges as determined by their supervisor and department 
director.  
 
 

7.0​ RELATED POLICIES, PROCEDURES AND REFERENCES 
 

All authorized district drivers must also adhere to the following district policies and or 
procedures. 
 

A.​ Drug-Free Workplace 
Use and/or possession of controlled substances, toxic substances, or alcohol at or in any 
school or work location is prohibited as general policy. Paraphernalia associated with 
controlled substances is also prohibited. “School or work location” includes any school district 
building (whether leased or owned) or on any school district premises; in any district-owned 
vehicle or in any other district-approved vehicle used to transport students to and from school 
or school activities. (SPPS Policy 413.00 Drug-Free Workplace; see also Policy 413.01) 

B.​ Tobacco-Free Environment 
No person shall use tobacco or tobacco-related devices in any indoor area or on any grounds 
or property that is owned, leased or contracted for by the school district. This prohibition 
extends to all facilities, whether owned, rented or leased, and to all vehicles that the school 
district owns, leases, rents, contracts for or controls. This prohibition extends to all events and 
activities sponsored by the Saint Paul Public Schools. (SPPS Policy 414.00 Tobacco-Free 
Environment) 

C.​ Drug and Alcohol Testing for All Employees 
The use, possession, sale, purchase, transfer, or dispensing of any drugs not medically 
prescribed, including medical cannabis, regardless of whether it has been prescribed for the 
employee, is prohibited on school district property (which includes school district vehicles), 
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while operating school district vehicles or equipment, and at any school-sponsored program or 
event. (SPPS Policy 416.00 Drug and Alcohol Testing for All Employees) 

D.​ Drug and Alcohol Testing for Drivers 
The use, possession, sale, purchase, transfer, or dispensing of alcohol is prohibited on school 
district property (which includes school district vehicles), while operating school district 
vehicles or equipment, and at any school-sponsored program or event. (SPPS Policy 417.00      
Drug and Alcohol Testing for Drivers) 
 

E.​ Cross-referenced and Related District Policies: 

a.​ 707.00    Transportation Eligibility 

b.​ 707.02    Transportation: Student Conduct 

c.​ 707.04    Transportation: Student School Bus Safety Training 

d.​ 707.05    Transportation: Type III School Buses 

e.​ 710.00    Transportation: Field, Athletic, Community Education Trips 

 
8.0​ ATTACHMENTS - FORMS 

To enter information into the forms listed below, click on the link then download a copy of the 
form. 

A.​ Driver Authorization Form (Grant Access to Record) - Minnesota Department of Public Safety 
Driver and Vehicle Services 

B.​ Commercial Driver License - Notification to Employer of Moving Violation  

C.​ Commercial Driver License - Notification to Employer of Suspension, Revocation, Cancellation 
or Disqualification 

D.​ Any License Holder - Notification to Employer of Suspension, Revocation, Cancellation or 
Disqualification 

E.​ Type III School Bus Driver - Notification to Employer of Violation 

F.​ District Maintenance Vehicle or Other District Vehicle (non-CDL) - Notification to Employer of 
Major Violation  

G.​ Motor Vehicle Property Damage and Liability Report  

 

 
 Page 17 

https://www.spps.org/fs/resource-manager/view/9cc0cace-cb61-4b0b-a2c8-0a2b35aeb941
https://www.spps.org/fs/resource-manager/view/0b0811cf-0382-430c-802f-2034589b1896
https://www.spps.org/fs/resource-manager/view/0b0811cf-0382-430c-802f-2034589b1896
https://www.spps.org/fs/resource-manager/view/1b1d0005-47d4-493c-8dcb-7b778b25a6d3
https://www.spps.org/fs/resource-manager/view/e5bac9a2-6db6-4146-822b-da443d20be03
https://www.spps.org/fs/resource-manager/view/a372ab98-4a10-49ad-b255-978ec82d2a61
https://www.spps.org/fs/resource-manager/view/fb4d037c-9d8b-4bab-92b3-586b2e9468f9
https://www.spps.org/fs/resource-manager/view/bff4a088-7623-4cf8-b6f9-60d9e756550a
https://sppsorg.finalsite.com/fs/resource-manager/view/a08cb10c-0bd1-4438-93bb-46d2b7eda082
https://sppsorg.finalsite.com/fs/resource-manager/view/a08cb10c-0bd1-4438-93bb-46d2b7eda082
https://sppsorg.finalsite.com/fs/resource-manager/view/e4e91d19-96e9-4ab4-bbb1-bed6665c5c03
https://sppsorg.finalsite.com/fs/resource-manager/view/8ebaf24b-01aa-4dad-a72b-731bbd7b5d13
https://sppsorg.finalsite.com/fs/resource-manager/view/8ebaf24b-01aa-4dad-a72b-731bbd7b5d13
https://sppsorg.finalsite.com/fs/resource-manager/view/786bcccd-4973-40af-924e-ef00879af722
https://sppsorg.finalsite.com/fs/resource-manager/view/786bcccd-4973-40af-924e-ef00879af722
https://sppsorg.finalsite.com/fs/resource-manager/view/a314465c-31b2-494a-8905-50bf59d1625e
https://sppsorg.finalsite.com/fs/resource-manager/view/78fc7c4e-d0d5-4b75-a48f-7239d2ef6619
https://sppsorg.finalsite.com/fs/resource-manager/view/78fc7c4e-d0d5-4b75-a48f-7239d2ef6619
https://sppsorg.finalsite.com/fs/resource-manager/view/d87241f1-0817-454a-a6b1-dd983cd06447

	1.0​PURPOSE AND SCOPE 
	2.0​DEFINITIONS 
	3.0​DRIVER ELIGIBILITY AND REGISTRATION 
	3.1​Minimum Age and Experience Requirements 
	 
	3.2​Driver Registration 
	3.3​Motor Vehicle Record (MVR) Review 
	3.4​Additional Requirements for Borderline and Unacceptable MVRs  

	4.0​DRIVER RESPONSIBILITIES AND EXPECTATIONS 
	 
	4.1 Employee Expectations to Report a Driving Violation or Incident 
	4.2​General Driving Rules and Requirements for Authorized District Drivers 
	4.3​Passenger Restrictions 
	4.4​Personal Property of Others 

	5.0​TRAINING AND COMPLIANCE 
	5.1​Driver Training Requirements 

	6.0​DISCIPLINARY PROCEDURE 
	6.1​Disciplinary Actions for Violations 

	7.0​RELATED POLICIES, PROCEDURES AND REFERENCES 
	A.​Drug-Free Workplace 
	B.​Tobacco-Free Environment 
	C.​Drug and Alcohol Testing for All Employees 
	D.​Drug and Alcohol Testing for Drivers 
	E.​Cross-referenced and Related District Policies: 

	8.0​ATTACHMENTS - FORMS 

