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Transportation File Checklist 
*PLEASE CHECK ALL BOXES TO ENSURE THE CORRECT DOCUMENTS ARE BEING SENT* 

Employee Full Name: ___________________________________ ________________________                                                              

Position: _________________________________     Start Date: _________________________ 

Savanna Well Servicing Documents Mark Boxes 
Below 

Application or Resume (Showing 3 Year verifiable past experience) ☐ 

Company Vehicle Policy Sign off ☐ 

Personal Vehicle Use and Allowance Policy Sign Off  ☐ 

Driver's License (Copy of front and back) ☐ 

Driver Abstract Consent Form – Alberta or Saskatchewan Drivers Only ☐ 

5 Year Commercial Driver Abstract (Before going out to work, within 30 days of hire) 
* Note: If new hire has 7 or more demerits, HR must issue a Demerits letter to employee 

☐ 

CAOEC Convoy Training Cert  ☐ 

CAOEC Convoy Training Exam (unless transferring from CAOEC APPROVED company) ☐ 

CAOEC Fatigue Management Certificate   ☐ 

CAOEC Fatigue Management Exam      ☐ 

CAOEC Heavy Duty Training Cert (If applicable) ☐ 

TDG Certificate    ☐ 

TDG Exam   ☐ 

WHMIS Certificate (WHMIS 2015) ☐ 

WHMIS Exam  ☐ 

Rig Managers and Operators/Drillers also require the following documents:  

(i) Insurance Confirmation Letter ☐ 

(ii) Copy of Certificate for Vehicle Insurance      Expiry:       ☐ 

(iii) Copy of Valid Vehicle Registration                 Expiry:       ☐ 

 
By signing below, you confirm that all required documents have been collected and reviewed. 

 

Date Completed       

Name of Administrator       

Signature of Administrator       
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Please be aware of the following: 

 GDL Drivers are only eligible to drive the pickups 
 CAOEC Service Rig Driver Safety Video must be watched in conjunction with the Convoy Training to be 

considered complete. A checkbox is on the front of the exam. 
 Convoy Training Certificate (CTC) can be issued to anyone with a class 5 license at minimum therefore 

anyone with a learner’s license is not eligible to take CTC training 
 Hours of Service (HOS) is not transferrable 
 In Saskatchewan, an employee operating a vehicle equipped with airbrakes must have an “A” 

endorsement and a G99 Detail Authority Card (DAC) issued by SGI before they can begin HDTC Training.  

Please follow these instructions if the new hire has the following: 

 If New Hire has 7 Demerits or more on drivers abstract or has certain restrictions on their license 
 Contact Human Resources so a Demerits Letter or other applicable letter can be issued to the 

new hire during their orientation. 
 The signed letter will need to be included in the New Hires transportation file. 

 
 CLASS 1 License 

 New hire needs to do Convoy Training (CTC) 
 Heavy duty training and certificate not required 

 

 Airbrakes Endorsement on License (e.g. 5Q license) 
 Cannot be a GDL Driver 
 Check if they have Heavy Duty Training Certificate (HDTC) and Convoy Training Certificate (CTC) - 

if yes, follow the transfer instructions below on this document 
 If no HDTC or CTC tickets, new hire will be required to take Heavy Duty Training and Convoy 

Training.  
 HDTC course needs to be scheduled with operations  

 

 Transferring Convoy Training Certificate (CTC) & Heavy Duty Training Certificate (HDTC) Tickets  
 Double check anyone holding a HDTC from another company has Airbrakes and is not a GDL. 
 Take a copy of the new and the old tickets together on the same page and upload to CRM.  
 Please refer to CAOEC Approved Previous Employer List when transferring. 
 If new hire already has CTC or HDTC when they are hired, you will need to re-issue them a ticket 

from Savanna Well Servicing with the information below.  
  

Company:   Savanna Well Servicing 
Effective Date:   Today  
Approved Trainer:  Transferred 
Assessor Signature:  Sign your name 
 

Completed forms and documents must be e-mailed to Catherine Duguay 
E-mail: cduguay@savannawellservicing.com  
(The Day the employee goes out to work!) 
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Attachment “A” 

Allowance Eligibility – Rig Personnel 
 

 

         Maximum  
Division    Position   Allowance Value 
Savanna Well Servicing  Rig Personnel   Chargeable Travel:  
     - Rig Manager   $0.95/km 
     - Driller   Non-Chargeable Travel: 
     - Rig Hand   $0.40/km 
 
Eligibility of positions will be reviewed and may be subject to change by Total, in its sole discretion, at any time and 
from time to time. 
 
 





   
 
TO: Insurance Provider/Broker 
 
RE: Insurance Coverage Confirmation 
 
Savanna Well Servicing Inc. requires the following criteria be met for any employee who utilizes their 
personal vehicle for company/business use. As the insurance provider/broker, we kindly request that you 
confirm your client’s insurance policy meets the following criteria. 
 
Please fill-in the following information and send the completed form along with the insurance policy to: 
cduguay@savannawellservicing.com  
 
 
INSURANCE COMPANY NAME:  
 
POLICY NUMBER: 
 
POLICY EXPIRY DATE:  MM/DD/YY 
 
INSURED VEHICLE: 
 

• Make/Model: 
 

• Year: 
 

INSURED INDIVIDUALS: 
 

• Primary Driver Listed: 
 

 
 

For the Insurance Company to Complete: 

Mandatory Requirements Confirmation (Initial Below) 

Intended Business use: Documents provided MUST clearly state that the policy 
includes coverage for intended business use (including mileage for work purposes)  

Third Party Liability – Minimum of $2 Million coverage per occurrence, bodily injury, 
and property liability  

Collision and Comprehension Coverage  

Preferred Additional Requirements Confirmation (Initial Below) 

SEF 44 - Family Protection  

SEF 06 – Permission to carry passengers  

SEF 27 – Legal Liability for Damage to Non-Owned Automobile  
 
 
 
INSURANCE COMPANY CONTACT INFORMATION AND SIGNATURE: 
 
Representative’s Full Name:   ___________________________________________________ 
 
Representative’s Contact Number & E-mail:  ___________________________________________________ 
 
Representative’s Signature and Date Signed:  ___________________________________________________ 


