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PURPOSE   

To clarify and document the procedure for booking, using and returning a CVA in Yorkton and 

Melville Campuses only.   

   

SCOPE   

The College leases vehicles from the Ministry of Central Services to be used by employees as 

outlined by the rules and procedures below.   

   

RULES   
1. To book and use a College vehicle there MUST be a legitimate College business reason for 

it.    

2. The user / driver MUST be registered as an accepted insurable person with SGI and it is the 

responsibility of the user / driver to ensure they are on the list of accepted drivers. A list of 

insured drivers is posted in the facilities section of “Up Close and Personnel”   

3. Under no circumstances, may a College vehicle be used for personal reasons. 

4. Every effort must be made to use a College vehicle for College business. If there is no CVA 

available, the College has access to additional pool vehicles via the Central Vehicle Agency 

Pool (CVA Pool).    

a. If a user needs to access the CVA Pool, please email a booking request with your 

travel details to the Associate Director of Administration. Please note that CVA 

pool bookings require at least a 48 hour notice. Please provide a GL code for 

your CVA pool booking.    

b. Any use of an employee’s personal vehicle for College business including In-

service trips must be pre-approved by either Associate Director of 

Administration or Director of Finance.   

5. CVA users must leave from and return the vehicles to their designated spots in the College 

parking lot for all College related business trips including In-service trips.   

a. If you need the vehicle before the College opens and if the vehicle is available 

you can get the keys the night before. However, employees must leave the 

vehicle in the College parking lot until needed.    
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i. If a user needs to take a vehicle off the lot overnight for early 

departure the next morning, it must be booked accordingly and an 

email sent to the associate director of admin stating it will be taken 

home for the night. 

b. If you are booking a vehicle for another employee or if you are an employee 

booking a vehicle, the use of the vehicle must be supported by the employee’s 

employment conditions.    

i. If an employee accepts employment away from their home location, 

unless provided by the employment conditions, the employee is 

responsible for arranging their own travel to and from the training site or 

other Campus.   

c. If you are booking a vehicle for an employee to provide contract training to a 

business or industry, please ensure that the training contract covers travel costs.  

An internal invoice must be completed to allocate vehicle costs to the contract 

training program if the extended use and dedication of the vehicle to the 

program initiates a need to get a vehicle form the CVA pool because there is a 

vehicle on long term dedicated service for 3 weeks or longer.   

 

6. College employees travelling to First Nation Reserves and other locations that involves 

secondary and tertiary road travel have priority to book College Sport Utility Vehicles (SUV).   

7. Employees who have dedicated CVA vehicles are responsible for reconciling their monthly 

fuel purchases to the kilometers driven and must follow the procedures outlined below for 

recording KMs on the fuel receipts.    

a. Reconciled fuel receipts along with monthly kilometer logs must be forwarded 

to the Associate Director Administration within five business days after month 

end.   

8. Coordinators are responsible for reconciling fuel purchases to kilometers based on the 

procedures below for dedicated program vehicles such as the ambulances, fire trucks etc.   

a. Reconciled fuel receipts along with kilometer logs must be forwarded to the 

Accounts Payable within five business days after month end    
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PROCEDURES   
1. Book the use of a College vehicle by using the Midas booking program. Midas can be 

accessed at http://book.parklandcollege.sk.ca/ 

         

2. Select the date and follow the instructions to view the date you want to book. You can 

see what is available. Select which campus you will take the vehicle from. When you 

have selected a vehicle click on “book” (green button). The “add booking” page appears, 

and you fill in the required info such as hour start, minutes start, hour end, minutes end 

and select the number of attendees. Press “next” and this will take you to “booking 

notes where you put in the destination you are travelling to, along with any other info 

you may want to add. Then Type of booking can be simply “CVA”. The details box then is 

to be completed. Fill in your name (or if you are booking for someone else, put their 

name here.) Add Organization “Parkland College”. Add the email of the driver in the 

email box. They will be able to get the confirmation of the booking. 

3. Users MUST add information on the nature of their trip in the comments box on Midas.   

   

   

4. The booking will be confirmed by reception where you pick up the keys for the vehicle 

as well as the clipboard that has the log sheet on it. You are required to fill out the log 

during the use of the vehicle daily. Take the clipboard with you. Please enter the date, 

current kilometers, your destination and your name. If the current distance on the 

odometer is not the same as the end distance in the previous line, leave a line blank to 

help us identify that there is a missing log entry. Please inform the Associate Director 

of Administration or reception as soon as possible.    

5. Upon returning the vehicle, it is imperative that the end distance in kilometers be 

entered.   Acct’s payable uses this information for CVA invoicing.  

6. Please respect your fellow employees who may use the vehicle next and remove all 

garbage and debris that you or your passengers brought into the vehicle. This includes 

water bottles, papers, personal belongings and anything else.    

7. If you are bringing the vehicle back early, or you have decided you do not need the 

car, please ask reception to change it to show the vehicle is here so others can use it if 

needed. It can only be changed by reception, it cannot be changed in the booking 

program.   
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8. Fuel: There is a fuel card in every vehicle along with the registration in the glove box.  It 

is requested that the car is returned with a full tank so the next person does not have to 

refuel before travelling to their destination. The fuel card can be used up to $50.00 if 

the vehicle needs to be cleaned / washed, to purchase a “top up” of oil, not an oil 

change, and for windshield wash if needed.  The current PIN numbers are the last 4 

digits of the VIN, which can be found on the registration of the vehicle in the same 

wallet as the credit card. The card will only work in a certified Fuel Dealer. It may not 

work at a convenience store that sells gas. 

9. It is imperative that every fuel purchase is substantiated with a receipt. Therefore, 

please be sure to get a receipt for the fuel. Please write the kilometers when you filled 

up on the back of the receipt and sign it.    

10. At the end of your trip, please bring the keys, the clipboard and the fuel receipt back in 

to the reception with the trip log filled out.   

11. There is a “quick reference card” in the glove box of each CVA. It lists what to do if you 

experience a breakdown. If a warning light comes on during the time you are driving a 

vehicle, or there is any mechanical problem with the vehicle, but you are able to drive it 

back to it’s home base, please be sure to let the Associate Director of Administration 

know about it immediately. The vehicle will be taken out of service if need be.   

12. Vehicles will be found and placed back in the designated area along the North side of 

the regular parking lot at the Yorkton Main Campus and the South side of the regular 

parking lot at the Melville Campus for easy locating. Signs are up to indicate this area. 

This will eliminate the long search for the vehicle in cold weather. Be sure to unplug the 

block heater before you drive away, and plug it back in when you return the vehicle!     

13. If there are any questions about this procedure, please call the Associate Director of 

Administration.       

Cell: 306.641.4494             office: 306.786.2586   

   


