PROCEDURES FOR MVR REQUESTS/ 

PROBATION OR EXCLUSION LETTERS

1. Each year when contract is renewed, Barengo will automatically run a MVR on all previous drivers (less any staff no longer with MC and students who have graduated or are no longer here).  They do this at no charge.  (MVR request done throughout the year are $5 each). Barengo (Jennifer) will email this list to Marilyn who will keep it updated throughout the year.

2. Throughout the school year when a driver request is made – the list will be checked to see if they are clear to drive.  If the driver is not on the list, then he/she must fill out a MVR form with Marilyn who will then fax it to Jennifer at Barengo.  Jennifer will run the MVR and fax the information back to Marilyn.  The form will state whether they are “clear” to drive or “excluded” or on “probation”.  If EXCLUDED or on PROBATION, a letter from Barengo will follow.  Angela will fax this exclusion/probation letter to Marilyn.  Marilyn will forward the letter to the Supervisor of the requested driver (or Advisor who may have requested if student) for required signatures.  They will then fax the letter back to Marilyn.  She will keep a copy on file and fax letter with signatures back to Angela at Barengo.  

3. “Excluded” drivers will be clearly marked on list that is kept at Marilyn’s desk.  

