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Contact Information 
 
General: 
 
Grand River CarShare   Hamilton CarShare 
203-290 King St. E.    19 Bold St. 
Kitchener, ON N2G 2L3   Hamilton, ON L8P 1T3 
 
tel: 519-578-1895    tel: 905-543-4411 
fax: 519-579-2195    f: 519-579-2195 
 
www.grandrivercarshare.ca   www.hamiltoncarshare.ca 
info@grandrivercarshare.ca   info@hamiltoncarshare.ca 

 
 

Staff: 
 
Dave Steffler, Executive Director   dave@grandrivercarshare.ca 
 
Janet MacLeod, Operations Coordinator  janet@grandrivercarshare.ca 
 
Matthew Piggott, Member Services Coordinator matthew@grandrivercarshare.ca 
 
 
 
 
 
 
Note:  The Membership Information Booklet is a compilation of four separate documents, of which the Member 
Manual and By-Laws each have rules governing how they may be amended. Please refer to the individual 
documents to review the procedures for amendment. 
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 Grand River CarShare  
 & Hamilton CarShare  

 
  

Member Manual 
 
 
Congratulations on your decision to join Grand River CarShare and Hamilton CarShare, incorporated as The 
People’s Car Co-operative Inc. (herein referred to as “the Co-op”).  
 
This Member Manual  (herein referred to as “the Manual”) and the terms and conditions in it are for the general 
well being of the Co-op as a whole. The terms and conditions are in addition to:  
 

1. The By-laws  of the Co-op, which lay down the legal organization of the Co-op; 
2. The Membership Application (i.e. Regular, Associate Non-driving, or Corporate Application), which 

expressly provide for the liability of Regular, Associate Non-driving, and Corporate Members, along with 
your registered Corporate Driver(s) (if applicable) for various charges and limits the liability of the Co-op; 
and, 

3. The Vehicle Owner/operating Manuals , which provide operating instructions for each vehicle. 
 

If there is any discrepancy between the Manual and the By-laws, the By-laws take precedence. Together, the 
Manual, the By-laws, and the Membership Application (i.e. Regular, Associate Non-driving, Corporate) 
constitute a contract between you, the Member, along with your registered Corporate Driver(s) (if applicable), 
and the Co-op. Members and registered Corporate Driver(s) (if applicable) are required to abide by all of these 
documents.  
 

As a Member of the Co-op, you have the right to be as involved as you wish to be in the operations of the Co-
op; you will have equal sharing of all assets gained; equal say in any decisions regarding the Co-op, and equal 
opportunity to volunteer your time, expertise and/or energy in order to benefit the Co-op.  
 

Using the CarShare vehicles will assist you in meeting your transportation needs (whether replacing the limited 
use of a primary or secondary household vehicle, bridging the gaps in public transportation, or meeting your 
organization’s fleet requirements) without the expenses and hassles of owning and maintaining your own 
vehicle(s)/fleet. As well, by joining the Co-op you are helping to improve your local air quality by reducing 
vehicular emissions.  
 

Thank you for joining the Co-op and working to make your community a healthier place to live! 
 

Sincerely, 
 

The Staff and Board of Directors of Grand River CarShare and Hamilton CarShare. 
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Introduction 
 

Definitions: 
 
1. Grand River CarShare and Hamilton CarShare:  will be referred to in this Manual as “the Co-op”. Any 

vehicles owned by the Co-op will be referred to as “CarShare vehicle(s)”.  
2. Member Manual:  will be referred to throughout as “the Manual”. 
3. Regular, Associate Non-driving , and Corporate  Members : will be referred to in this Manual collectively 

in the second person “you” or as “Member”, unless the context requires otherwise. 
4. Registered Corporate Driver(s) : will be referred to in this Manual collectively in as “Corporate Driver(s)”, 

unless the context requires otherwise.  
5. Board of Directors:  any member of the Co-op can run for open positions on the Board of Directors. The 

Board of Directors will be referred in this Manual as "the Board" and individual board members may be 
referred to as "board member" or "director." 

6. Carsharing:  a service where a group of people share the costs of owning and maintaining vehicles and 
share the privilege of driving them. 

 
Background 
 
Grand River CarShare and Hamilton CarShare, first known as the People’s Car Co-operative, began as a small 
group of people saving money and reducing car usage by sharing a donated car. In April 1998 this service was 
formalized and became the first legally incorporated carsharing co-operative in Ontario (incorporated without 
share capital as The People’s Car Co-operative Inc.).  
 
In its first year, the Co-op ran a small budget surplus and demonstrated that it could operate successfully. After 
having researched the success of other carsharing organizations (particularly in Europe and the province of 
Québec) the Co-op decided to grow so that it could serve more members and make a more significant 
environmental impact. To this end, in June 1999, the Co-op secured a loan from the Grand River Credit Union 
to buy a vehicle. Over time, more people, businesses and organizations have become aligned with the Co-op’s 
mission and have given up their cars, downsized fleets, decided not to replace existing vehicles, and joined the 
Co-op. Additionally, recognizing the community benefits of carsharing, the Cities of Kitchener, Waterloo, and the 
Region of Waterloo provided the Co-op with access to finances through lines of credit as well as in-kind 
promotional and staff support. The City of Cambridge has also provided access to finances for the development 
of the Co-op in that city. 
 
In 2009, the Co-op had the opportunity to work with a group of dedicated citizens in the City of Hamilton to help 
establish Hamilton CarShare and thus another service area for the co-op. Initial membership recruitment took 
place in the Spring and Summer of 2009, and three CarShare vehicles were launched in Hamilton on Sept. 16, 
2009.  
 
Grand River CarShare and Hamilton CarShare continually promote carsharing so people can save time and 
money and as an organization make a significant reduction in the amount of CO2 emissions into the atmosphere. 
The co-op continually works to expand its fleet so more people can enjoy the benefits of carsharing. 
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Membership 
 
Types of Membership 
 
You may join the CarShare as a Regular Member, an Associate Non-driving Member, or a Corporate Member. 
  
Regular Member 
 
One or more individuals residing in the same household may sign the Regular Membership Application and 
share one Regular Membership. Each Regular Membership is entitled to one vote. For membership fees 
please refer to Appendix A. 
 
Associate Non-driving Member 
 
Up to two people may sign the Associate Non-driving Membership Application and share one Associate Non-
driving Membership. Each Associate Non-driving Membership is entitled to one vote. For membership fees 
please refer to Appendix A.  
 
Note: this membership does not offer driving privileges but rather the opportunity for Associate Non-driving 
Members to support and to promote carsharing by volunteering their time and/or skills to the Co-op, becoming 
a director, and/or investing in the Co-op by purchasing debentures (ask staff for more details about this 
investment opportunity).  
 
Corporate Member 
 
Only person(s) that have authority to sign on behalf of a for-profit business, non-profit business, organization, 
or municipality can sign the Corporate Membership Application. Each Corporate Membership is entitled to one 
vote.  
 
Corporate Membership gives those employees and/or volunteers registered by the Corporate Member, i.e. 
Corporate Drivers, driving access to the Co-op’s vehicles once they are approved by the Co-op’s insurance 
provider. For Corporate Membership fees please refer to Appendix A. 
 
Becoming a Member 
 
To become a Member you must read and understand this Manual, the By-laws, and the Membership 
Application of your choice (i.e. Regular, Associate Non-driving, or Corporate Membership Application). Once 
completed you must sign and submit your Membership Application (available for download on the Co-op’s 
website), or fill out the online application form on the Co-op’s website. For Corporate Members your Corporate 
Driver(s) (if applicable) must also read and understand all of these documents. They must also sign your 
Membership Application (i.e. Part B). 
 

By signing your Membership Application, you as Member, along with your Corporate Driver(s) (if applicable) 
acknowledge that you have read and understand the various rules and obligations contained in this Manual 
and you are agreeing to abide by those rules and obligations.  
 

Your, along with your Corporate Driver(s) (if applicable), and the Co-op’s legal rights and obligations are 
determined solely by the terms in this Manual, the By-laws, your signed Membership Application, and the 
Vehicle Owner/Operating Manuals. 
 
Please note: For Corporate Members, subsequent to submitting your signed Membership Application 
additional Corporate Driver(s) may be registered (using Part B of a blank Membership Application) to your 
Corporate Membership. However, to be registered these Corporate Driver(s) must read and understand this 
Manual, the By-laws, and a copy of your signed Membership Application. You and your additional Corporate 
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Driver(s) must then sign and submit Part B of a blank Membership Application. This document will be attached 
to your signed Membership Application and the additional Corporate Driver(s) registered. 
 
General Membership Rights and Responsibilities 
 
Your rights as a Member include: 

·  attendance at meetings to vote for directors, stand for election as a director and vote on changes within the 
Co-op 

·  the ability to join special interest committees within the Co-op. Your active participation in the affairs of the 
Co-op is valued to ensure that the Co-op is run in a financially, socially, and environmentally sound 
manner, and in a spirit of good humour, kindness, and mutual respect 

·  access to clean, safe, affordable and well-maintained vehicles (excluding Associate Non-driving Members) 
 

Your duties include: 
 

·  honestly reporting your driving hours and mileage 
·  reporting any damage to the Co-op’s vehicles whether inside or outside that may have occurred prior to 

and/or during your use  
·  accepting responsibility for any accidents or damage you cause to any of the Co-op’s vehicles 
·  paying invoices on time 
·  accepting consequences of neglecting any duties 
�

Using the CarShare Vehicles  
 

(Note: this section is not applicable for Associate Non-driving Members) 
 
Reserving a CarShare Vehicle 
 
The CarShare vehicles can be reserved by Regular Members, Corporate Members and Corporate Drivers. 
 
If you as a Member or Corporate Driver want to use a CarShare vehicle you MUST reserve it before use. To 
reserve a CarShare  vehicle, use the online reservation system or call the reservation line at 519-505-
1895 (Waterloo Region) or 905-548-7630 (Hamilton).  You may reserve a CarShare vehicle for periods 
beginning and ending on the hour or half-hour. The smallest amount of time that you can reserve for is half an 
hour. 
 
When you call the reservation line to reserve a CarShare vehicle, please be ready to provide: 
·  your Member, or Corporate Driver number  
·  the day and date of your trip 
·  your CarShare  vehicle  choice  (by location) 
·  your beginning  and end times 
·  a second vehicle choice in case your first choice is not available 
 
To reserve a CarShare vehicle using the online reservation system: 
·  your Login is your Member or Corporate Driver number  
·  your Password is set by default to the first five digits of your driver’s licence  if you signed up in person 

or mailed your application form (once logged in you can change your password to ensure privacy). If you 
signed up using the online application form on the co-op’s website, your password is as you set it when 
you submitted your application. 
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Remember to:  
 
·  When using the reservation line listen carefully an d write down your reservation.  It's up to you to 

know which CarShare vehicle you have reserved and for how long. The Co-op’s records are considered to 
be correct and there are fines for taking the wrong CarShare vehicle, or for taking the right CarShare 
vehicle at the wrong time. 

·  Reference  your Member or Corporate Driver number on the trip log (located in glove box of CarShare 
vehicles) for each trip, and on any payments to your account.  

·  Give yourself some extra time.  Being late can cost you the price of a cab, or even a rental car for the 
next Member, or other fees. Allow for unexpected delays. 

·  Call the reservation line or go online to extend yo ur reservation if you are going to be late returnin g 
the vehicle.  You may be able to extend your reservation if no one has the CarShare vehicle reserved after 
you. If the vehicle is reserved immediately after your reservation and you are going to be late, please call 
the reservation line so staff can attempt to contact the next member and make alternate arrangements for 
their reservation. Please note that informing either the reservation line staff or CarShare staff that you will 
be late returning a vehicle does not preclude you from being charged the appropriate late fees, outlined in 
Appendix A.  

·  Be aware of legislation restricting the use of mobi le devices while driving. 
 
*Please note: the reservation line is forwarded to our office when staff are present from Monday to Friday. At 
all other times, our answering service will take reservations. Because the use of the answering service is 
expensive, we ask that you try to reserve the CarShare vehicles using the convenient and user-friendly online 
reservation system or call to reserve during the times that the office is open, and save other times for 
emergencies or last-minute reservations.  
 
Unavailable CarShare Vehicles 
 
If the CarShare vehicle you want is unavailable, you will be given the option of other CarShare vehicles. If no 
other CarShare vehicle(s) are available, or suitable to you, we encourage you to notify the office at 519-578-
1895 (Waterloo Region) or 905-543-4411 (Hamilton) or email at info@grandrivercarshare.ca or 
info@hamiltoncarshare.ca so that we may record this as a “no car available” statistic (NCA). We strive to keep 
our NCA rate very low, and will use NCA stats to determine new CarShare vehicle locations.  
 
The CarShare Vehicle is Not There 
 
In a case where the CarShare vehicle you have reserved is not parked in its spot after your reserved time 
begins, you must call the reservation line immediately. (If you can wait to see if the previous member returns 
within 10-15 minutes, please consider doing this.) When you confirm that you have the correct reservation, you 
have three options: 
1) cancel the reservation without charge 
2) change the reservation to another CarShare vehicle 
3) arrange alternate transportation 
 
If you choose the third option, you will be partially reimbursed the cost of taking a taxi or renting a vehicle from 
a local car rental company or using inter-city transit, whichever costs less. The cost of taking a taxi, inter-city 
transit or renting a vehicle, less the cost you would have incurred if using the CarShare vehicle, is the amount 
that will be reimbursed. Receipts must be shown for reimbursement. The Co-op will collect alternate 
transportation reimbursement from the late Member and all reimbursements for a given month will be shown as 
a credit on your next monthly invoice.  
 
To assist with alternate transportation, the Co-op provides taxi account numbers in all of its operating areas to 
either take you to another CarShare vehicle if one is available, or to your destination and back if you are 
completing your trip with a taxi. These account numbers are available on your membership card, or from 
CarShare staff. 
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Taking a CarShare Vehicle Without A Reservation 
 
If you take a CarShare vehicle without reserving it, you will be charged the higher rates outlined in Appendix A. 
If your use of the CarShare vehicle causes another Member to forfeit her/his reservation, you will also pay the 
Co-op to reimburse the Member for alternate transportation if s/he chose that option, as well as for any lost 
revenue due to any forfeit of reservation. (See Appendix A for an explanation of how lost revenue is 
calculated.) 
 
Cancelling a Reservation 
 
You may cancel a reservation without penalty if cancelled with greater than 24 hours notice. If you cancel with 
less than 24 hours notice, you are billed for 50% of the hourly charge you would have paid, unless another 
Member reserves the CarShare vehicle during the time you originally had it reserved. In that case, you will not 
be charged for the portion of your originally reserved time that other Member(s) reserve, but you will be 
charged 50% for the unused portion. Should you not use the vehicle or forget to cancel your reservation, you 
are responsible for 100% of your hourly rate. 

 
The CarShare Vehicle Parking Locations 
 
Please refer to the online reservation system (http://reservations.grandrivercarshare.ca) for the most up-to-date 
information about vehicle parking locations. If you require a hard copy of the current parking locations, please 
contact CarShare staff. 
 
The Lock Box 
 
Members and Corporate Drivers have access to ALL vehicles in the fleet. Please note there is only one vehicle 
in the fleet available for Members and Corporate Drivers who are 21 and 22 years of age. 
 
At every parking location, there is a high-security lock box, which holds the key to the CarShare vehicle at that 
location. The Lock Box key that you are issued at your membership orientation will open all of these boxes. 
This key is vital for using the CarShare vehicles and is an important part of our security system. If you decide 
to cancel your CarShare membership, this key MUST be returned in order for you to be refunded your 
membership loan. As well this key MUST be returned if you cease to be a Corporate Driver. 
 
We ask that you please put NO identifying marks on this key.  
 
With car key in hand…  
 
·  Check for and make note of any damage to the CarShare vehicle that was not there the last time you used 

that particular vehicle (see ‘Vehicle Check before Departure’ below for more detail) 
·  Confirm the odometer reading that is written in the Start Kilometres box (See Appendix C for Sample Trip 

Log) 
·  If the vehicle doesn't start, check to make sure it is in Park. Remember that you need to have your foot on 

the brake to put the vehicle in gear. 
·  Some trunks must be opened using the lever on the floor at the bottom left of the driver's seat. 
 
The CarShare Vehicle Check Before Departure 
 
Before you leave the CarShare vehicle’s parking spot you must check the vehicle for visible defects. Any that 
are new to you must be noted on the trip log you are using for that trip. (This is also an opportunity to detect 
any leaking fluids or objects near the vehicle.) In assessing liability for damage to the CarShare vehicles, the 
Co-op will always hold the last user of the vehicle before the damage was reported responsible for the 
damage, save and except for normal wear and tear. 
�
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You must also check to ensure the following are included in the CarShare vehicle: 
·  vehicle insurance and registration 
·  owner’s manual 
·  this Manual in its complete form 
·  confirm odometer readings 
 
Treatment and Operation of the CarShare Vehicles 
 
You must operate the CarShare vehicles according to the operator's manual located in the vehicles. You will 
be liable for any damage to the vehicle that results from disregarding these rules. 
 
·  Smoking is prohibited in ALL the CarShare vehicles.  
·  Larger pets must be transported in the cargo area of either the Mitsubishi Lancer wagon (Waterloo Region 

service area), or the Mazda 5 wagon (Hamilton service area) and you must use a tarp as a barrier between 
the animal and the upholstery. Smaller pets must be transported in a carrier or cage. At the end of each trip 
you MUST vacuum up all pet hair, as well as make sure the windows are free of smudges (i.e. from a pet’s 
nose rubbing against the window). 

 
The CarShare vehicles must not be: 
 
·  driven in any race or competition 
·  used for any illegal purpose 
·  used while the driver is under the influence of any intoxicating or impairing substance or narcotic 
 
Clean up after you’ve used the vehicles - the Co-op will be happy to reimburse you for car washes and 
vacuums (staple the receipts to the trip log), but you will be held responsible for the cost of cleaning major 
messes. 
 
By treating CarShare vehicles with respect you can help keep the Co-op’s rates low, and ensure that a reliable 
vehicle is ready for you when you need it. Good driving habits mean lower maintenance bills, fewer break-
downs, and less harm to the environment. The following is general advice for treating the CarShare vehicles 
carefully: 
·  in winter conditions let a vehicle warm up  for 10 seconds before putting into gear, ensure that all windows 

have good visibility (i.e. clear of frost, snow, etc.), and drive a little slower than the posted speed limit for 
the first several kilometres. 

·  do not rev  the engine--you shouldn't need to touch the gas until you shift into gear 
·  accelerate gently , especially for the first few minutes 
·  brake gently, turn corners gently and slow down for bumps 
·  don't wash a vehicle if it is below freezing 
·  clean all the windows and mirrors often (best to use a squeegee at a gas station) 
·  don't idle for more than 10 seconds (turn off the engine) 
·  if you notice engine troubles or other mechanical or safety features that may endanger you and/or damage 

the vehicle, please let us know immediately by calling the reservation line at 519-505-1895 (Waterloo 
Region) or 905-548-7630 (Hamilton). 

·  glance at the tires, and either let us know if any of them seem low or fill them with air. There is a tire 
pressure gauge provided in each CarShare vehicle (located in the glove box) should you need to check 
the tire pressure. 

 
Cold Starting Technique 
 
Technique varies by vehicle model, so check the owner's manual for specific instructions. These, however, are 
a few general tips: 
·  turn off all accessories (lights, fans, radio, etc) 
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·  without touching the gas pedal, turn the ignition for up to 15 seconds 
·  wait 15 seconds before trying again 
·  if this doesn't work, try again with the gas pedal depressed halfway (release immediately when the engine 

starts) 
·  if this doesn't work, try again with the gas pedal depressed all the way 
·  if it still won't start, call the reservation line at 519-505-1895 (Waterloo Region) or 905-548-7630 (Hamilton), 

or roadside assistance. The roadside assistance number is located in all vehicles (on the windshield). 
 
Safe Driving Tips 
 
·  Share the road and drive carefully--watch for pedestrians, cyclists and others on the road 
·  Winter driving conditions can be daunting, especially if you haven't driven regularly in winter. The very best 

thing you can do is SLOW DOWN. Snow tires are installed on all vehicles during winter months, but please 
drive according to weather conditions. 

·  The CAA offers hands-on winter driving clinics which are brief and low-cost. 
·  Consider taking a ministry-approved driving course if you think it will improve your confidence as a driver. 
 
Returning the CarShare Vehicle 
 
You must return the CarShare vehicle in proper order by the end of your reservation period and ensure that: 
·  the gas tank is at least 1/4 full (gas purchases are reimbursed as a credit on your next monthly invoice) 
·  it is parked in the official parking spot (see below for when this is not possible) 
·  consider backing in to park for safety and convenience 
·  the interior is clean 
·  any defects are checked for and listed 
·  the trip log has been completed in a correct and readable manner, signed and deposited in the glove 

compartment (see Appendix C for Sample Trip Log) 
·  the vehicle is locked securely 
·  the vehicle key has been locked into the lock box (do this even if another Member is waiting for the car as 

this helps keep CarShare vehicles secure) 
·  Don't forget to TURN OFF all lights (headlights and cabin light)--dead batteries are a big inconvenience 

and cost everyone time, and the Member at fault is fined. 
·  LOCK the vehicle whenever you leave it somewhere, including in its usual parking spot. 
 
If the CarShare parking location has been occupied by another vehicle, wait a few minutes to see if the person 
is returning to their vehicle shortly (for example, at the Waterloo Public Library, someone may have parked 
there to quickly run in and return some books). If they do not return, park the CarShare vehicle as closely to 
the parking location as possible and call the reservation line to let us know that you were not able to park the 
vehicle in its usual spot. Please leave a message and you will not be fined for not returning the vehicle to its 
proper place. 
 
Late CarShare Vehicle Returns 
 
If you are late returning a CarShare vehicle, whether you inconvenience another member or not, you will be 
required to pay an additional fee as outlined in Appendix A. 
 
However, if you call the reservation line prior to the end of your current reservation in order to extend it and if 
an extension is possible because no one has reserved the vehicle immediately after your current reservation, 
you can extend your current reservation and you will be charged at the applicable rates.  
 
If your late return forces another Member to arrange alternate transportation, the Co-op will also charge you for 
the cost of the alternate transportation. Thus, to avoid late fees you are strongly encouraged to allow for extra 
time when making your reservations. 
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CarShare Vehicle Usage for CarShare Purposes 
 
Any costs for usage of the CarShare vehicles for purposes benefiting the Co-op as a whole will be absorbed by 
the Co-op. These trips must be pre-approved by staff and recorded in the trip log. Acceptable usage includes: 
 
·  driving the CarShare vehicles to/from repairs 
·  driving the CarShare vehicles to pick up car accessories (e.g. windshield fluid) 
·  allowing Directors and committee members to attend official meetings outside their local service area 
·  other purposes not listed here must be approved by staff 
 

CarShare Vehicle Maintenance 
 
The Co-op performs regular maintenance checks on its vehicles. However, during your use of the vehicle, you 
must report any reasonably noticeable indications that engine oil, coolant, and windshield washer levels do not 
meet minimum specifications as outlined in the operator's manual. If any of these indicator lights come on 
during your reservation, please fill the appropriate reservoir in accordance with procedures outlined in the 
operator’s manual. Record any purchases you make for the car (gas, windshield washer fluid, etc.) in the trip 
log and attach receipts to the yellow copy of the log. You will be reimbursed up to a $50.00 limit automatically 
as a credit on your next monthly invoice. Staff must approve higher reimbursements. 
 
Any suspicion of a need for servicing and/or repair should be reported to the staff. Any Member or Corporate 
Driver may deliver the vehicle for repairs to either of the following mechanics, depending on the Member’s local 
service area. All repairs must be pre-authorized by staff. 
 
Approved Mechanics: 
  
In Waterloo Region:  
Downtown Auto Centre, 24 Gaukel Street, Kitchener (kitty-corner to Bus Terminal), 519-744-6329 
 
In Hamilton:  
The Downtown Auto Specialist, 178 John St. S., Hamilton, 905-529-2833 
 
CarShare Vehicle Problems �
 
In the event that there are problems with the CarShare vehicle (e.g. will not start, loud muffler, etc.) please 
follow this protocol: 
 
1. Call the reservation line and let us know what is happening with the vehicle and what you are going to do 

or would like done, e.g. vehicle won’t start so wish to cancel my reservation (at no cost), I am calling for a 
boost to start vehicle, need to extend my reservation, or loud muffler but driving it anyway. 

2. If the vehicle is not currently usable, ask the reservation line for the nearest available CarShare vehicle or 
order a taxi or rental car as necessary. The CarShare will cover the extra costs, as detailed on page 8 of 
this Manual. 

3. If necessary, call Roadside Assistance.  The roadside assistance number is located in the car (attached 
to windshield). Roadside Assistance services include: towing service (up to 250km), battery boost, flat tire 
change, fuel delivery service, lockout service, extrication/winch service.  

4. If the vehicle must be towed, please direct the driver to tow the vehicle to the appropriate mechanic as 
detailed in the section immediately above. 

 
Accidents and Damage 
 
Any accident or damage in connection with the CarShare vehicle that you, as Member or Corporate Driver are 
using, must be immediately reported to staff and if applicable, to the police. You are obligated to use your best 
efforts to secure evidence from any available witnesses and to the extent possible provide the Co-op with a 
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completed Accident Report form (Appendix B) outlining the information of all those involved, the details of what 
happened in the accident, and the damage incurred. 
 
The Co-op will pay the deductible if you are DEEMED NOT AT FAULT even though you or your Corporate 
Driver were operating the vehicle (e.g. someone backed into you, or the windshield happened to shatter while 
you were driving). No Member will be held liable for any increase in the CarShare's insurance premiums as a 
result of an accident: the Co-op will absorb the increase. 
 
However, if you were DEEMED AT FAULT, the following  will occur:  
 
·  your liability will normally include the insurance deductible (unless you have signed a Collision Damage 

waiver), providing the damages resulting from the accident are covered by the  Co-op’s insurance policy 
·  you will be liable for any claims by third parties against you or the Co-op that are not covered by the Co-

op’s insurance policy and arise out of your use of a CarShare vehicle 
·  if, during the time that you reserved a vehicle (unless you have cancelled the reservation or returned the 

vehicle early and updated your reservation to reflect this early return), if damage occurs to the reserved 
vehicle or claims are made against the Co-op or you for damages resulting from use of the vehicle, you will 
be deemed to be using the vehicle and be responsible for any costs incurred by the Co-op 

·  if an at-fault insurance claim is made to our insurance provider, our current insurance provider will remove 
you, the driver, immediately from our group insurance policy. Therefore your status as a Driver with the Co-
op will be immediately terminated.  

 
Traffic/Parking Violations and Tolls 
 
You are individually responsible for any traffic or parking fines or toll bills (e.g. from ETR Highway 407) 
accumulated during the period for which you had a CarShare vehicle reserved. These bills typically come to 
the Co-op office, so we will pay the bill and charge you the amount on your monthly bill. When using the 407 or 
other toll road, if you notify the office that a ticket or bill is expected there will not be an administration fee. An 
administration fee of $5.00 will be charged for investigating toll bills that were not reported to Staff by the 
Member and come to the attention of the Co-op. An administration fee of $10.00 will be charged for 
investigating traffic or parking fines that are not paid by the Member and come to the attention of the Co-op. 
 
Liens and Impoundment 
 
If the vehicle is towed and impounded for illegal parking while you have reserved it, you are responsible for 
recovering the vehicle and agree to pay any costs arising from the vehicle being towed. 
 
If, without the approval of the Co-op, you allow a lien to be placed on a CarShare vehicle or allow the vehicle to 
be impounded (for instance, by parking illegally), you are responsible for all reasonable costs, court and legal 
fees incurred by the Co-op in pursuing the quick return of the vehicle. 
 

Additional Information 
 

(Note: this section is not applicable for Associate Non-driving Members) 
 
Fees and Payments 
 
All fees are as listed in Appendix A, Membership Rate Plans and Usage Rates. 
 
Monthly Invoices 
 
Every month each Member will receive a monthly invoice showing a tally of fees owing based on hourly and 
per-kilometre rates, per-trip administration fee(s) and monthly insurance fee, as well as a tally of credits for all 
reimbursements for the previous month. As a Member you agree to be bound by the current usage rates and 
pay for your usage (or your Corporate Driver(s)’ usage, if applicable) as you are billed.  



                                                                        

Membership Information Booklet                       Updated July 1, 2010    14 
 

 
The monthly invoice must be paid by the due date st ated on it. A late payment charge of 1.25% 
compounded monthly (18% annually), will be charged on the total overdue amount, and driving 
privileges will be suspended until full payment has  been made. 1 
 
If you know that you will not be driving for a period of time (minimum one month), then we can waive the 
monthly insurance fee during that time. For example, some Members who prefer to avoid driving during the 
winter months are not charged the insurance fee for those months (providing a CarShare vehicle is not 
reserved during that time). 
 
Pay-As-You-Drive Billing 
 
A Pay-As-You Drive (PAYD) payment option was launched Jan. 1, 2010, and is a requirement for all new 
members for their first year of membership. Members who joined prior to Jan. 1, 2010 may choose to be billed 
using this payment option as well. 
 
This payment option requires that the credit balance on your member account be sufficient to cover the cost of 
any future reservations made. If your credit balance is not enough to cover the estimated trip cost of a 
reservation you wish to make, you will need to top up your credit balance before making the reservation.  
 
Credit balance top-ups can be done either by credit card (automatic billing to credit card one day after your 
reservation for estimated trip cost, adjusted to actual trip costs at month-end billing), or via online banking, 
cheque or cash. 
 
Pay-As-You-Drive Billing does not apply to Corporate Members.  
 
Making Payment 
�
Payment can be made by personal cheque or cash at the office, deposited directly to the Co-op’s account at 
Libro Financial Group, set up as pre-authorized debit, or automatically via credit card payments. Please inform 
CarShare staff if you deposit directly to the Co-op’s account so your account is properly credited.  
 
Online banking and telephone payment  options to the CarShare are available with the following financial 
institutions: 
·  Royal Bank of Canada 
·  TD Canada Trust 
·  BMO Bank of Montreal 
·  CIBC 
·  Credit Unions 
 
The co-op is registered in the payee list as either “The People’s Car Co-operative Inc.” or “People’s Car Co-
op.” Search under the letter “T” or the letter “P” if you are having difficulty finding the listing. For payment 
purposes, your CarShare Member number is your payment account number. 
 
Please note that the Co-op no longer (as of Feb. 28, 2010) collects online banking and telephone payments 
through Scotiabank due to that fincancial institution’s decision to charge a fee for the service. The Co-op also 
does not collect payment through HSBC Bank or Manulife Bank. 
 
Insurance 
 
Insurance is currently purchased by the Co-op through the Co-operators Insurance Group. The Co-op 
purchases the insurance under a fleet plan, so the organization, not the Member, holds the insurance. In the 
event of an at-fault accident, the Member at fault is responsible for the deductible just as if she or he were 
driving a personally-owned vehicle. All of the Co-op’s deductibles are $500.00 and the Co-op has a lien on 
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your membership loan to capture this amount for paying the deductible. If the Member is deemed not to be at 
fault, then the deductible does not have to be paid. 
 
The Co-op’s insurance package covers Collision and Comprehensive, Third Party Liability ($2,000,000), 
Accident Benefits, Uninsured Automobile Coverage, and Family Protection Endorsement. The Co-op’s policy 
currently requires all drivers of the CarShare vehicles to be a minimum of 21 years of age, have a full 'G' 
license, no at-fault accidents, no criminal code convictions (such as Driving While Impaired or Reckless 
Endangerment), and no major driving convictions in the past three (3) years. Please note this is not an exact or 
inclusive list of requirements; it is simply an outline for informational purposes. These requirements are 
determined by the Co-op’s insurance provider. 
 
For future consideration, Members and Corporate Drivers shall be considered to have been continually 
covered by the Co-op’s policy for the purposes of determining an insurance rate for a personal vehicle. This is 
an important consideration because when a personal vehicle is given up for a period of time, and later there is 
a need to acquire and insure another, insurance coverage is often charged at a higher rate - as if she or he 
had never had vehicle insurance. 
 
Driver's License 
 
As a Member or Corporate Driver you must carry a valid driver's license with you whenever driving a CarShare 
vehicle. Driving privileges are conditional on having possession of a valid driver's license. If your license is 
suspended, withdrawn or expires, for whatever reason, your right to drive expires immediately. You are 
obligated to inform CarShare staff immediately of any suspension, expiry or withdrawal of your driver's license. 
 
Transportation Network and Other Incentives (Note: applicable to all Members) 
 

Transportation Corporate Rates  
Enterprise Rent-A-Car � Discount available for CarShare members (account # required) 
Via Rail   Discount available for CarShare members (account # required) 
Waterloo Taxi (Kitchener-Waterloo) � Only for approved uses (account # required) 
Golden Triangle Taxi (Cambridge) Only for approved uses (account # required) 
Hamilton Cab Only for approved uses (account # required) 
 
Please refer to your membership card or contact CarShare staff for the appropriate account numbers to access 
the Co-op’s corporate rates for Enterprise Rent-A-Car and Via Rail, as well as for the taxi account numbers. 
 
Referral Credits 
 
In order to build membership, the Co-op relies substantially on its Members. If you are willing to tend to the 
upkeep of a pamphlet supply at a location near you, put your Member or Corporate Driver number on the back 
of those pamphlets. In the future if someone joins the Co-op, and it is because of a pamphlet that you 
distributed, the Co-op will give you a $25 credit, and for the new member the Co-op will waive their application 
fee (a $25 value). Personal referrals are also eligible for these credits. 
 
Child Restraints/Seats 
 
In order to reduce wear and tear on the CarShare’s child restraints/seats, and thus ensure their ongoing safety, 
the Board approved the following Child Restraint/Seat Policy: “If you as a member use a child restraint/seat, 
you must read its manual prior to installing and using it. The child restraint/seat must be returned to the trunk at 
the completion of your reservation.”  
 
Gas Surcharge Policy 
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The Co-op has a ‘Gas Surcharge Policy’ that a surcharge be applied to each kilometre driven when gas prices 
rise above a certain amount. A change to this surcharge does not count as an amendment to the Usage Rates 
and it will be handled as follows: 

 
-At or near the end of a month staff shall consult an approved source to determine average local gasoline 
prices for that month. 
 
-For members on the Classic Plan: For every $.10/L higher than $1.00/L that the average gasoline price was in 
that month, there will be a $.01 surcharge applied to each km driven by members in the subsequent month. 
 
-For members on the Simple Plan: For every $.10/L higher than $1.00/L that the average gasoline price was in 
that month, there will be a $.01 surcharge applied to each km driven by members (over the daily free allotment 
of 150 kilometres) in the subsequent month, and there will be a $0.10 increase in the hourly rate. 
 
-This surcharge will be effective at the start of the subsequent month and posted on the Co-op’s website and 
emailed to members no later than the end of the first week of the subsequent month, and will appear in the 
subsequent month’s newsletter. The amount of the surcharge will be posted at the bottom of the invoice to 
which it has been applied. 
 
Board Meeting Procedural Policy 
 
As per section 8.16 of the Co-op’s By-laws, “The directors may meet together for the dispatch of business, 
adjourn and otherwise regulate their meetings as they think fit.” In light of this the following procedures will help 
the Board run its meetings smoothly and efficiently.  
 
1. Board meetings are generally open to attendance by the Membership. The Board may, by simple 
majority, close a Board meeting or a section of a Board meeting, at which point members or staff may be 
asked to leave the meeting. A ‘closed’ meeting (or meeting section) shall be held privately among directors ‘in 
camera’ with persons removed from or invited to attendance at the directors’ discretion. There are times when 
a ‘closed’ Board meeting may be necessary and appropriate (e.g. to discuss a complaint that a member has 
violated a Co-op By-law or policy, or to protect the privacy of members and staff, or to address human 
resource concerns, legal issues, etc.). Any documents discussed during a closed meeting (or closed section of 
a meeting) shall only be distributed to directors and to staff with work related to the discussion. The Co-op 
acknowledges that all such procedures shall not be contrary to the Co-operative Corporations Act of Ontario.  

2. Committees and Sub-Committees shall be chaired by a director. Members are encouraged to 
participate in Committees and Sub-Committees of the Board and those wishing to do so shall seek 
appointment by the Board in the form of a written request, and this appointment will be discussed at the next 
Board meeting. In the event of a serious breach of the Professional Conduct Policy (PCP) or in the period 
between a complaint under the PCP and its resolution, the appointment shall be considered rescinded, and the 
member shall be barred from attendance at meetings of Committees and Sub-Committees. 

3. If a member of the Co-op wishes to address the Board at a Board meeting, or address committee 
members at a committee meeting where they are not appointed by the Board to serve as committee members, 
the member must submit in writing to the staff or director responsible for the agenda (at least ten (10) days 
prior to the meeting) a request to either have an item for discussion added to the meeting agenda so that s/he 
may speak to it, or to speak to an existing agenda item.  

4. It is recommended that the member be prepared with any figures, research, or other information, and 
that these be submitted if possible as a handout for the meeting participants at least ten (10) days prior to the 
meeting, to make the best use of the meeting time allotted for informed discussion. 

5. A member will be allotted a time limit, normally five (5) minutes, to speak to her/his issue at the 
meeting. 
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6. A member of the Co-op may request to speak to an existing agenda item, or have her/his issue added 
to the Board meeting agenda by signing the ‘delegation registry’ that will be made available at least one (1) day  
prior to the Board meeting. However, there is no guarantee that there will be an opportunity for the Board 
and/or the member to speak to the issue at that meeting. However, reasonable efforts will be made to ensure 
that the Board and/or member will be given such an opportunity. 

Professional Conduct Policy 
 
1. The following Professional Conduct Policy (‘PCP’) will help foster an atmosphere of mutual respect. The 
PCP provides a framework in which all viewpoints may be heard so that the manner and content of the 
discussion is the most constructive possible. The PCP shall apply to all formal and informal meetings of the 
Board, Board Committees and Sub-Committees, and any other occasion where members, staff, and/or other 
stakeholders (‘meeting participants’) meet to discuss the Co-op (‘meeting’). 

2. At all times directors, members, and staff shall recognize that they project an image of the Co-op and shall 
conduct themselves in a professional manner which fosters confidence and reflects positively on the Co-op, its 
members, and its staff.  

3. Additionally, all directors, staff, and members shall: 

a. Respect the rights of others to communicate their ideas free from interruption and without intimidation 
or manipulation;  

b. Respect time limits;  

c. Seek balanced input so that no one person dominates;  

d. Listen respectfully to the opinions of others and honour differences of opinion;  

e. Follow the approved meeting agenda; 

f. Only speak on the topic of the agenda item under discussion; 

g. Use a speaker’s list or use speaker rounds, if the chair of a meeting initiates it; 

h. Express one’s own opinions; 

i. Refrain from talking while another person is speaking;  

j. Refrain from engaging in personal attacks or airing personal grievances; 

k. Support the enforcement of the PCP at all meetings; 

l. Disclose any and all conflicts of interest, whether identified by oneself or another meeting participant. 
When a conflict of interest is identified, the affected participant(s) shall speak for less than three (3) 
minutes to clarify their interests (not the point of discussion upon which the conflict has been identified), 
and then, if the conflict is confirmed or still in question, refrain from participation in that point of 
discussion, excuse themselves from attendance, or may be expelled at the discretion of the majority of 
directors present; 

m. Interact with staff in full respect of their time management. If any member needs to engage staff for 
more than five (5) minutes of discussion, preparation, or other work, the member shall make an 
appointment with staff to address their needs; 

n. Participate in Board meetings according to the Board Meeting Procedural Policy. 

4. The chair of the meeting shall have the responsibility for implementing the PCP and may, in rare 
circumstances and with majority support of directors present, allow specific deviations. However, if any 
meeting participant so requests, the chair must enforce the PCP. In cases where an informal meeting has no 
appointed chair, any meeting participant may lead the effort to implement the PCP with the majority support of 
meeting participants. 
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5. The chair of the meeting shall have the right to interrupt at any time to implement the PCP and to facilitate 
productive discussion.  

6. The chair of the meeting shall have the right and the responsibility to reprimand or expel anyone present 
who is disrupting the progress of the meeting. 

7. Any person expelled by the chair of the meeting may appeal immediately to the directors among the 
meeting participants. A vote will be taken immediately of all directors present on whether or not to reverse the 
expulsion. If less than two directors are present or those present cannot agree, the expulsion shall be in effect, 
and the expelled person may submit a complaint to the board as outlined below. 

8. In any case where a member, director, or staff feels that the PCP was not or could not be properly applied, 
or that any breach of what would generally be considered professional and respectful conduct has occurred, 
s/he may submit a complaint in writing to either the Co-op’s most senior active staff person or any director with 
whom the complainant feels most comfortable. This complaint will be the subject of a closed section of the next 
board meeting or a special board meeting called to address the complaint. This meeting shall be held within 
thirty (30) days of receipt of the complaint, and with a standard quorum of the directors, including both the 
complainant and the director or staff person who received the written complaint. Any person(s) identified in the 
complaint, including the complainant, shall be notified of the meeting, and in the case of a special meeting 
called to address the complaint at least ten (10) days notice will be given before the scheduled meeting date.  
Any persons asked to participate in this meeting may also invite no more than two (2) members to speak on 
her/his behalf. Any person(s) identified in the complaint and their invitees may be excused or expelled from 
part of the meeting in order to facilitate open discussion from each viewpoint. A quorum of directors shall 
remain present for every part of the meeting to allow a complete understanding of the proceedings. Should the 
proceedings fail to resolve the complaint, the matter shall be transferred to a process under section 10.01 of 
the by-laws (concerning ‘Disputes’). 

9. The Professional Conduct Policy constitutes a part of the Members’ Manual, and adherence to it 
constitutes a part of the Membership Agreement. Breach of the Professional Conduct Policy may result in 
membership termination under the Co-op’s by-laws. Breach of the Professional Conduct Policy by staff will be 
considered as an essential component of performance review by the Board in discussions of potential 
employment termination.  

10. The PCP is part of the Co-op’s commitment to staff and Members in creating a culture of respect and 
safety, as well as embracing diversity and equality. 
 
The PCP is part of the Co-op’s responsibilities under the Ontario Human Rights Code and Bill 168, Ontario, 
2009:  An Act to amend the Occupational Health and Safety Act (OHSA) with respect to violence and 
harassment in the workplace and other matters.  

i) Definition of Workplace Violence 
  
Workplace violence is defined as:   

·  The exercise of physical force by a person against a worker in a workplace that causes or could cause 
physical injury to the worker; 

·  An attempt to exercise physical force against a worker, in a workplace, that could cause physical injury 
to the worker; or 

·  A statement or behaviour that it is reasonable for a worker to interpret as a threat to exercise physical 
force against the worker, in a workplace, that could cause physical injury to the worker 

 
ii) Extended Definition of Workplace Harassment  
 
Workplace harassment is engaging in a course of vexatious comment or conduct against a worker in a 
workplace that is known or ought reasonably to be known to be unwelcome and not already protected under 
the Ontario Human Rights Code.  The Human Rights Code prohibits harassment in the workplace based on 
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race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, age, record of offences, marital status, 
family status, or disability. 
 
iii) Measures and Procedures to Identify and Mitigate Risks 
 
To create a safe and respectful workplace the Co-op is committed to providing the means both on a proactive 
and situational basis to prevent harassment and workplace violence.   The Co-op will provide staff with Human 
Resource policies and procedures to meet these needs.  These include: 

·  Specific assessments to measure the risk of workplace violence. 
·  Measures to control the risks identified in these assessments. 
·  Written and posted policies and procedures addressing these risks. 
·  Employee training in these policies and procedures. 
·  Incidents or threats of workplace violence must be reported to the employer or supervisor. 
·  Establishment of how the employer investigates and manages incidents, complaints, or threats of 

workplace violence. 
·  Employee refusal to work where he/she has reason to believe that he/she is in danger of being a victim 

of workplace violence. 
 
All staff can follow procedures outlined in Section 8 of the PCP to formally file a complaint.  In addition, staff 
may disclose their concerns directly to the Personnel Liaison and/or relevant Board member to address any 
concerns on a timely basis. 
 
Amendments to the Manual (Note: applicable to all Members) 
 
The Board of Directors, acting reasonably, can amend this Manual at any time upon notice to all Members as 
outlined herein. Members have a role in deciding the terms of the Manual through their right to elect the Board 
of Directors of the Co-op. Also, if two weeks prior to a scheduled board meeting, you as a Member provide a 
draft amendment to this Manual in writing to a board member or staff, the board will consider that amendment 
at its next meeting. 
 
Within one week of being approved by the Board of Directors, amendments will be mailed and/or emailed to all 
Members. Corporate Members accept full responsibility for communicating amendments to their respective 
Corporate Driver(s). Amendments will not be effective any sooner than twenty-eight (28) days after they are 
approved by the board.  
  
The Board can amend the Usage Rates at any time in accordance with the provisions of Appendix A of this 
Manual. These amendments to Usage Rates will also be mailed and/or emailed to Members within one week 
of being approved by the board. As with amendments to the Manual, Corporate Members accept full 
responsibility for communicating amendments to Usage Rates to their respective Corporate Driver(s). Rate 
amendment changes will not be effective any sooner than thirty (30) days after they are approved by the 
board. Any agreement made that differs from the terms of this Manual must be made in writing and signed by 
an authorized representative of the Co-op. 
 
Force Majeure 
 
Notwithstanding any other provisions herein contained, you shall not be liable for any failure to perform your 
obligations where such failure is as a result of acts of nature (including fire, flood, earthquake, storm, hurricane 
or other natural disaster), war, invasion, act of foreign enemies, hostilities (whether war is declared or not), civil 
war, rebellion, revolution, insurrection, military or usurped power or confiscation, terrorist activities, 
nationalisation, government sanction, blockage, embargo, labour dispute, strike, lockout, or interruption or 
failure of electricity (or telephone service). 
 
Endnotes: 
1. The Regional Municipality of Waterloo is exempt from the aforementioned late payment charge. 



                                                                        

Membership Information Booklet                       Updated July 1, 2010    20 
 

Appendix A - Membership Rate Plans and Usage Rates 
 

Membership options – choose A, B, C, or D 1  

A. Regular Member – Classic Plan  

    application fee (per driver) $25 (non-refundable) 

    membership loan 2 $400 (fully refundable) 

    each additional driver (household membership) $100 (fully refundable) 
B. Regular Member – Simple Plan (credit card required, Pay-As-You-
Drive billing)  

    application fee (per driver) $99 (non-refundable) 

    annual fee (after the first year, payable at the beginning of each year)  $39 (non-refundable) 

    membership loan 2 $10 (fully refundable) 

C. Associate Non-driving Member  

    membership loan $10 (fully refundable) 

    one additional person (shared membership) $10 (fully refundable) 

D. Corporate Member  

    application fee (per corporate driver) $25 (non-refundable) 

    membership loan (permits 4 Corporate Drivers) $700 (fully refundable) 

    non-profit membership loan (permits 4 Corporate Drivers)  $600 (fully refundable) 

    each additional Corporate Driver $100 (fully refundable) 

Key deposit  

per key (for self-serve vehicle lock-boxes)  $10 (fully refundable) 

Regular driving rates – Classic Plan  

per hour - weekdays (7am - 11pm) $3.90 + 28¢ / km 3 

per hour - weekends (5pm Friday - 11pm Sunday) $4.40 + 28¢ / km 3 

per hour - 11pm - 7am no hourly charge 

10 hours - weekday (up to 10 hours before 6pm) $34 + 18¢ / km 3 

24 hours – weekday $44 + 18¢ / km 3 

24 hours – weekend $49 + 18¢ / km 3 

Regular driving rates – Simple Plan  

per hour $9 

per hour – 11pm – 7am $5 

per kilometre 150 free kilometres per day, each additional  
kilometre 25¢ / km 3 

daily maximum charge $79 
Premium driving rates (additional $1.30/hr or $12/d ay) – Classic 
Plan  

per hour - weekdays (7am - 11pm) $5.25 + 28¢ / km 3 

per hour - weekends (5pm Friday - 11pm Sunday) $5.80 + 28¢ / km 3 

per hour - 11pm – 7am no hourly charge 

10 hours – weekday (up to 10 hours before 6pm) $46 + 18¢ / km 3 

24 hours – weekday $56 + 18¢ / km 3 

24 hours – weekend $62 + 18¢ / km 3 

Insurance  

Automobile insurance per membership – monthly (Classic Plan) $19 

Fees for changing membership plans  

admin fee to change plans $25 

transfer to Simple Plan $300 driving credit applied to account 

transfer to Classic Plan $300 membership loan (fully refundable) 
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Surcharges  

administration fee (per phone reservation and amendment call) $1 

cancellation of reservation: >24 hours notice no charge 

cancellation of reservation: <24 hours notice 4 50% of hourly rate 

late return (as set out on page 11 of Member Manual); OR 
took wrong car (as set out on page 8 of Member Manual); OR 
lights left on/battery dead 

$20 compensation to affected member (if applicable) + 
$15 admin fee + compensation to the Co-op for lost 
revenue 5 (if applicable) + costs incurred by affected 
member for alternate transportation (if applicable) 

no show for reservation 100% of hourly rate 

NSF (no sufficient funds) $15 

investigation of parking or speeding tickets $10 + cost of violation(s) 

administration fee for use of 407 toll road  $5.00 (no charge if office is notified of use) 

fee for return of impounded or towed vehicle 

all accumulated charges + $20 compensation to 
affected member (if applicable) + $15 admin fee + 
compensation to the Co-op for lost revenue 5 (if 
applicable) + costs incurred by affected member for 
alternate transportation (if applicable) 

use of vehicle without reservation (as set out on page 9 of Member 
Manual) 

$10/hour + $1/km + $20 compensation to affected 
member (if applicable) + compensation to the Co-op 
for lost revenue 5 (if applicable) + costs incurred by 
affected member for alternate transportation (if 
applicable) 

return of vehicle with less than ¼ tank of gas $10 compensation to member who fills tank 

Smoking $25 

doors left unlocked $10 

windows left open $10 

logbook incomplete $10 

messy car/cleaning fee $10 admin fee + cost of cleaning (if applicable) 

lost key $25 + lockbox and key system replacement costs (if 
applicable) 

failure to record vehicle damage (e.g. paint scratches, dents, etc.) 
during before and after trip vehicle inspection 

$25 admin fee and/or partial or full payment for vehicle 
repairs and/or the cost of lost revenue due to 
scheduled vehicle repairs 

late payment fee for overdue account 6 
1.25% compounded monthly (18% annually) and 
driving privileges suspended until full payment has 
been received 

Notes 
 

 1. Membership loans are transferable (refer to Part 5 of the By-Laws) 
 2. Membership loan is similar to a security deposit – fully refundable on cancellation of membership 
 3. Co-op pays for gas.  

4. Cancellation charges only apply if vehicle is not rebooked by another member. 
5. Lost revenue is calculated based on the hourly rate and the number of booking hours affected by: the late return of a vehicle; 
taking the wrong vehicle; taking a vehicle without a reservation; impounded or towed vehicle; or leaving the lights on and draining 
the battery. The member is charged for the number of booking hours lost to the Co-op as a result of the affected Member’s 
booking cancellation. If another member books the vehicle after it has been returned to regular service, the time booked is 
subtracted from the hourly rate owing if any amount is owed.  
6. The Regional Municipality of Waterloo is exempt from the late payment charge. 
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APPENDIX B: ACCIDENT REPORT 
It can be difficult to remember all the details of an accident after it happens, so write down all the pertinent information as 
soon as possible, preferably at the accident scene. This form outlines all of the information you need to gather. Copies of 
this form are available in the yellow Vehicle Information Folder located in all CarShare vehicles. 
 
CarShare Member 

Member name: _____________________________________________ Member Number: _____ 

Date of accident: _____________________ 

Driver's license number: ____________________________ 

Phone: (h) ___________________ (w) ___________________    (c) ___________________ 

Location of accident: _____________________________________________________________________ 

______________________________________________________________________________________ 

What happened: ________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

Other Driver  

Car Owner: _______________________________  Driver’s name: ________________________________ 

Address: _____________________________________________________________ 

Driver's license number: ____________________________ 

Phone: (h) ___________________ (w) ___________________    (c) ___________________ 

Insurance Company: _____________________________________________________________ 

Year, Make, Model, and license plate number of car: ___________________________________________ 

 

Investigating Officer  

Name: ______________________________  Badge number: ___________ 

Division number: ___________ Report number: ________________ 

Phone number: ________________________ 

 

Witness (someone not involved in the accident) 

Name: ________________________________ 

Address:______________________________________________________________ 

Phone: (h) ___________________ (w) ___________________    (c) ___________________ 

Witness Statement: ______________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 
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APPENDIX C: SAMPLE TRIP LOG 
 

 
 
 
 
 
 
 
 
This sample trip log looks exactly the 
same as the trip log found in the glove 
compartment of each CarShare vehicle.  
Please make sure all the date and time 
information is filled out carefully and 
correctly.  Also remember to fill in the 
start and end kilometres at the 
beginning and end of your trip. 
 
If you have any expenses such as gas 
or washer fluid, make note of those, 
and remember to attach the receipts to 
the trip log. 
 
Upon inspection of the vehicle, make 
note of any scratches or dents you did 
not see the last time you used the car. 
If you are unsure of whether or not 
you’ve seen them before, make note 
anyway to ensure you won’t be charged 
for any damage that needs to be 
repaired. 
 
Be sure to turn all lights off on the 
vehicle, lock the doors and shut the 
windows. Make sure the gas tank is at 
least half full, and return the car keys to 
the lock box. 
 
Sign the bottom of the trip log at the 
end of your trip, and don’t forget to 
include your member number. Take the 
white copy for your own records and 
leave the yellow copy for the Co-op. 

�
�
�
�
�
�
�
�
�

�
�
�
�



                                                                        

Membership Information Booklet                       Updated July 1, 2010    24 
 

� �
Grand River CarShare and Hamilton CarShare 

 
Incorporated as The People's Car Co-operative Inc. (PCC) 

 
By-Laws 

 
Part 1 – Preliminary 
 
1.01 In these By-Laws, unless the context otherwise requires, words importing the singular include the plural, 

and vice versa, and words importing the feminine gender include the male, and vice versa, and words 
importing persons include corporations; “Act” means the Co-operative Corporation Act; and “call”, 
“director”, “special resolution”, “memorandum”, “officer”, and “By-Laws” have the meanings assigned to 
them by the Act. 

 
Part 2 - Membership and Driving Privileges 
 
2.01 Any person over the age of 16 may apply to the directors for membership. 

 
Only persons acceptable to the PCC's insurers may drive PCC vehicles. 
 
Each membership is entitled to one vote regarding PCC business. 
 
Up to two people may share one membership. 
 
Payment of a membership loan is a condition of membership. 
 

Member(s) must maintain their Membership loans for their memberships to remain in good standing. 
 
2.02 The application shall be made in a manner determined by the directors who may refuse, accept, or 

postpone action on the application. 
 
2.03. A member in good standing is entitled to all the rights, benefits and privileges of membership and to 

stand for any elected office in the Co-operative. To remain in good standing, a member is expected to: 
 
·  maintain a minimum membership loan with no overdue bills due the Co-op; and 
·  abide by these By-Laws and any other policies the Co-operative may establish from time to time   

pursuant to these By-Laws. 
 
2.04 The Directors may refuse access to the property or services of the Co-op to any member who, in the 

opinion of the Directors, is not in good standing. 
 
2.05 A member may withdraw from the Co-operative at any time, and the Board may terminate a membership 

under special circumstances (see Sections 2.06-2.10). Any member leaving the Co-operative shall be 
entitled to a refund of the amount paid up on the membership loan as well as a full refund of all key 
deposits. The Co-op will refund the membership loan within sixty (60) days after the withdrawal or 
termination, or when the departing member finds a new member to replace him, whichever comes first. 

 
2.06 Subject to the conditions in Section 2.05, if a member dies or becomes insane or bankrupt, or makes an 

assignment for the benefit of creditors, the directors may redeem the membership loan by paying to the 
party entitled the amount paid up on the loan. 
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2.07 If a member ceases to be in good standing as a result of default in payment of monies owing to the Co-
operative, the member's driving privileges may be suspended, without a hearing, until the outstanding 
debts have been paid. 

 
2.08 If a member is charged with any driving related offence under the laws of Ontario, Canada or the 

equivalent laws of another jurisdiction, her driving privileges may, at the sole discretion of the Board, be 
summarily suspended until the Board decides either to reinstate her driving privileges or to terminate her 
membership. 

 
2.09 If a member is convicted of any offences under the laws of Ontario, Canada or the equivalent laws of 

another jurisdiction of driving related offences punishable by incarcerations, her right to drive a PCC 
vehicle will be permanently suspended and her membership terminated. 

 
 For greater clarity, but not so as to damage the generality of this provision, the following offences are 

among those for which a member’s right to drive a PCC vehicle will be permanently suspended and 
membership terminated: 

 
·  operating a motor vehicle while impaired, 
·  operating a motor vehicle with alcohol blood level over the legal limit, 
·  failing to provide a breath sample, 
·  dangerous operation of a motor vehicle, or 
·  failure to stop at the scene of an accident. 

 
2.10 If the Board has reasonable grounds to believe that a member has, on one or more occasions, violated 

the terms or conditions of the Co-operative’s By-Laws, Manual or Membership Agreement or that on one 
or more occasions complaints have been made against the said member such that she is in breach of 
the co-operative’s By-Laws, Manual and Membership Agreements, the Directors will invite the said 
member to a meeting to discuss the suspected violation(s) or the complaint(s). The Board may 
temporarily suspend her right to drive a PCC vehicle, pending the outcome of such a meeting. 

 
 If the Board decides temporarily to suspend the member’s right to drive a PCC vehicle, it must within two 

(2) days of the decision send a written notice to the member by courier, registered mail or personal hand 
delivery notifying her of the time and place of the planned meeting. This notice shall specify the nature of 
the complaints, or the occasions on which she is suspected of violating the By-Laws and agreements, 
and which By-Laws or agreements she is suspected of violating. In the case of the member’s right to 
drive being suspended, the meeting must take place no later than two (2) weeks from the date of 
suspension. At such a meeting, the member will be given every opportunity to speak on her own behalf, 
and she may also invite no more than two (2) other members to speak on her behalf. If there are reasons 
why the said member cannot attend such a meeting, she must inform the Board within seven (7) days of 
receiving the letter. Another meeting must be arranged within the month, when all parties can attend. 

 
 After such a meeting, the Board may decide 
 

·  to end the member’s suspension, with or without conditions 
·  to extend the suspension for a specified period, or 
·  to terminate the member’s membership. 

 
 If the member is unwilling to attend a meeting, the Board may make its decision in her absence. 
 
2.12 If, after such a meeting, 

 
·  the Directors find that a member has been in breach of the By-Laws, Manual or agreements of the 

Co-operative, 
·  that all other efforts, if any, to resolve the problem have failed, and 
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·  that it would not be in the interest of the Co-operative for the said member to continue as a member, 
they may formally terminate her membership, with immediate effect. The member must then 
immediately return any keys, cards, equipment, handbooks or other property belonging to the Co-
operative. 

 
 Subject to the conditions in Section 2.05, the terminated member's membership loan and key deposit to 

the Co-operative will be refunded, less any outstanding moneys owed by the member or liens against the 
membership loan. 

 
Part 3 - Member Loans 
 
3.01 Neither Membership loan nor member loans or debentures shall be employed as security on other loans.  
 
3.02 Every person whose name is entered in the register of members shall without payment be entitled to a 

certificate under the seal of the Co-operative, specifying the loan amount held by that person and the 
amount paid up. 

 
3.03 Where redemption of membership loans would, in the reasonable opinion of the directors, impair the 

financial position of the Co-operative, the directors shall suspend their redemption. 
 
3.04 The Directors shall not suspend a redemption, refund or repayment for longer than ninety (90) days 

unless the suspension is approved by special resolution. 
 
Part 4 - Lien 
 
4.01 The Co-operative shall have an unsecured lien on a member’s membership loan for a debt due to it by 

the member. PCC staff members are charged to vigorously pursue members for payment of debts due 
the Co-operative to ensure its solvency and safeguard membership loans. 

 
4.02 If a member fails to pay an annual or monthly bill on the day appointed for payment, the Directors or staff 

may serve a notice on that member requiring payment within fourteen (14) days from the date of the 
notice of so much of the bill as is unpaid. 

 
4.03 If the requirements of a notice are not complied with, any bill in respect of which the notice has been 

given, may at any time after be deducted from the value of the membership loan. 
 
Part 5 - Transfer of Loans 
 
5.01 Membership loans to, and debentures issued by, the Co-operative are not transferable without the 

express written consent of the Board, in the form of a resolution passed by the Board. 
 
Part 6 - General Meetings 
 
6.01 The first general meeting shall be held within three months of the date of incorporation at such time and 

place as the Directors may determine. 
 
6.02 A general meeting shall be held within fifteen (15) months after the holding of the last preceding annual 

meeting, and within six months of the end of the financial year. Other general meetings may be held as 
the Directors or members decide. 

 
6.03 The Directors may call a special general meeting whenever they think fit. In addition, they must call a 

special general meeting upon receipt of a written requisition signed by not less than five percent (5%) of 
the members in good standing. A requisition shall set forth the purpose of the meeting and be deposited 
at the registered office. If the directors do not call the meeting within seven (7) days after the deposit of 
the requisition, the requistionists may themselves convene a meeting. 
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6.04 Every member shall be given at least ten (10) days’ notice of every general meeting specifying the place, 

the day and the hour of the meeting, and, in the case of special business, the general nature of that 
business. 

 
6.05 No business shall be transacted at the general meeting unless 5% of the members are present in person 

at the time when the meeting proceeds to business, and unless at all times not less than three (3) 
members are present. 

 
6.06 The directors shall provide one of their number to serve as a chair at the general meetings. 
 
6.07 If there is no official chair present, or willing to act, within fifteen (15) minutes after the time appointed for 

holding the meeting the members present shall choose one of their number to chair. 
 
6.08 If within one hour from the time appointed for a general meeting a quorum as defined in Section 6.05 is 

not present, the meeting, if convened on a requisition, shall be dissolved; in any other case it shall stand 
adjourned to the same day in the next week at the same time and place, and if at the adjourned meeting 
a quorum is not present within one hour from the time appointed, the members present shall form a 
quorum. 

 
6.09 The chair may, with the consent of a meeting at which a quorum is present, and shall if so directed by the 

meeting, adjourn the meeting, but no business shall be transacted when the adjourned meeting is 
continued, other than the business left unfinished at the meeting from which the adjournment took place. 

 
6.10 The chair shall run the meetings in order to further the best interests of the Co-operative and its 

members, and to facilitate the participation of all members present in the discussions. The agenda shall 
be approved at the beginning of each meeting. 

 
Part 7 - Voting 
 
7.01 All meetings of the Co-operative shall attempt to reach decisions by consensus, but in default, they shall 

be decided by a simple majority of votes, except where the Act or these By-Laws require a greater 
number. Changes to By-Laws must be confirmed by at least two-thirds (2/3) of the votes cast at a 
general meeting of the members. 

 
7.02 On a show of hands or on a poll, every membership in good standing, with a member present, shall have 

one vote only. Proxy voting is not permitted. When voting at an election of directors, memberships in 
good standing may cast one vote for each director to be elected, but no candidate may receive more 
than one vote from each membership. 

 
7.03 The chair shall, in the case of tied vote, have a casting or second vote at any general meeting, both on a 

show of hands and on a ballot. 
 
7.04 In the case of a vote by show of hands, the declaration of the chair of the meeting shall be conclusive 

evidence of the result, unless three (3) or more members, before or on the declaration of the result, 
demand a poll, in which case a poll shall be taken immediately. 

 
Part 8 - Directors 
 
8.01 The number of directors shall be not less than three (3), nor more than ten (10). Directors will hold office 

for one or two years, as per paragraph 8.03. Should there be candidate(s) standing for the position of 
director who fulfill the qualifications spelled out in paragraph 8.20, then the first election at the AGM will 
be for the ‘Youth Director’ position. Only one candidate may hold this position which comes with a term of 
only one (1) year. After this election is held all other candidates may run for the remaining positions on 
the board. 
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8.02 The first directors shall be the persons so named in the Articles of Incorporation, and shall hold office 

until the first general meeting. 
 
8.03 At the first annual general meeting, one-half of the directors shall be elected for a two-year term and one-

half shall be elected for a one-year term. At subsequent elections, one-half of the Board positions shall 
be filled for a two-year term and any other vacancies on the Board of directors shall be filled for 1 year so 
that immediately after each election the remaining terms of the directors will be two years for half the 
Board positions and one year for the other half. In the case of an uneven number of directors, the 
additional director position will be for 1 year. At least two directors shall retire from office in each year. 

 
8.04 Where a vacancy occurs in the Board of directors the remaining directors may appoint a member to fill 

the vacancy, but any member who is so appointed shall only hold office to the close of the next annual 
general meeting. 

 
8.05 If at any meeting at which an election of directors ought to take place the places of the vacating directors 

are not filled up, the meeting shall stand adjourned until the same day in the next week at the same time 
and place. If at the adjourned meeting the places of the vacating directors are still not filled, the vacating 
directors shall be deemed to have been elected again at the adjourned meeting. 

 
8.06 The Co-operative may, by special resolution, remove any director before the expiration of that director’s 

term of office, and may appoint another person to fill the ensuing vacancy. 
 
8.07 The office of director shall be vacated if the director: 

 
·  ceases to be a member in good standing; 
·  holds any other office of profit under this Co-operative, except that of secretary or treasurer; 
·  is concerned or participates in the profits of a contract with the Co-operative; 
·  is absent from three (3) consecutive regular meetings of the directors without the consent of the 

directors. 
 
No director shall vacate the office by reason of being a member of a company which has entered into 
contracts with or done any work for this Co-operative. In such a case the director shall disclose the fact 
of membership to the other directors and shall not vote in respect of that contract or work, and if she 
does vote her vote shall not be counted. 

 
8.08 Directors, in exercising their power and performing their functions, shall act honestly and in good faith 

and in the best interest of the co-operative, and shall exercise the care, diligence and skill of reasonably 
prudent persons. 

 
8.09 The business of the Co-operative shall be managed by the directors, who may pay from its funds the 

expenses of the corporation and may exercise all its powers, subject to the Act and these By-Laws. 
 
8.10 The directors shall elect a President, Secretary, and Treasurer from their number, and may employ staff 

and may prescribe their duties and fix their remuneration and dismiss them. The Secretary shall exercise 
the powers of the chair if the chair is absent. 

 
8.11 The directors may delegate any of their powers to committees consisting of members of the Co-operative 

as they see fit; any committee shall, in the exercise of the powers delegated, conform to any regulations 
that may be imposed on them by the directors. 

 
8.12 The directors shall cause minutes to be made in books provided for the purpose: 

·  of all appointments of officers made by them; 
·  of the names of the directors present at each meeting of directors or committee; 
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·  of all resolutions and proceedings at all meetings of the Co-operative, the directors, or any 
committee. 

 
8.13 The directors shall cause proper registers of the members and directors to be kept at the registered 

office, and shall in all other respects comply with the Act. 
 
8.14 The Co-operative in general meeting shall determine the remuneration, if any, of the directors and the 

amount, if any, allowed to them for expenses. 
 
8.15 All meetings of the directors shall be held in the Province, and the quorum necessary for the transaction 

of business may be fixed by the directors and unless so fixed shall be three (3) or a minimum of two-fifths 
(2/5) of the total directors holding office, whichever is greater. Meetings of the Board of Directors may be 
held without notice on such regular day or date as may be from time to time determined and established 
by the Board of Directors, and at any other times upon not less than four (4) days notice to each Director. 
Notice may be given personally, by first class mail, through email message, telephone or facsimile. 

 
8.16 The directors may meet together for the dispatch of business, adjourn and otherwise regulate their 

meetings as they think fit. Questions arising at any meeting shall be decided by consensus whenever 
possible, but in default, they shall be decided by a simple majority of votes, except where the Act or 
these By-Laws require a greater number. In case of an equality of votes the chair shall have a second or 
casting vote. A director may, and the secretary, on requisition of a director, shall, at any time summons a 
meeting of the directors. 

 
8.17 A resolution signed by all directors shall have the same force and effect as if passed at a duly constituted 

meeting of the directors. 
 
8.18 The Co-operative may indemnify directors or former directors, their heirs and personal representatives 

against all costs, charges and expenses, including any amount paid to settle an action or satisfy a 
judgment incurred by them, and to which they were made party by reason of being or having been 
directors. 

 
8.19 The directors may cause the Co-operative to purchase and maintain insurance for the benefit of any 

person who is serving or has served as a director, officer, employee or agent of the Co-operative and the 
person’s heirs or personal representatives, against any liability incurred by the person as such director, 
officer, employee or agent. 

 
8.20 The ‘Youth Director’ shall have the following qualifications: 

·  s/he is less than 26 years of age at the time of her/his election, and 
·  has the understanding that while serving as an equal member of the board, is also encouraged to 

provide a youth perspective to the board, and perform outreach to youth audiences on behalf of the 
co-op. 

 
Part 9- Financial 
 
9.01 Every officer of the Co-operative having receipt or charge of money shall before entering on his 

duties give security considered necessary by the directors. 
 
9.02 The directors shall not invest any part of the funds of the Co-operative exceeding the sum of $20,000.00 

(twenty thousand dollars) on any one occasion without the sanction of a special resolution. 
 
9.03 The directors may, at their discretion, raise or borrow money or secure the payment of money for the 

purposes of the Co-operative, in accordance with all relevant legislation and the regulations thereto.  
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9.04 The Co-Operative may borrow money from members, not being loans made as a condition of 
membership, in such amounts payable on demand or at such times and either with interest or without 
interest as established by Board resolution.   
 

9.05 The directors shall cause true accounts to be kept of: 
 
·  money received and expended and the matter for which that receipt and expenditure takes place; 

and 
·  the assets and liabilities of the Co-operative. 

 
9.06 The books of accounts shall be kept at the registered office of the Co-operative, and may for temporary 

purposes be kept at another place the directors think fit, and shall at all reasonable times be open to the 
inspection of the directors and members. 

 
9.07 One or more auditors shall be appointed by the Co-operative at every annual general meeting, unless 

the Co-op qualifies for an audit exemption and the members fill out an audit exemption form in 
accordance with the Act. A casual vacancy in the office of auditor may be filled by the directors. No 
director or officer may be appointed or act as auditor. 

 
9.06 Every member shall, upon request, be supplied free of charge with a copy of the financial 

statements required by the Act. 
 

9.07 The financial statement shall be approved by the Board of directors and signed at the foot of the 
balance sheet by two of the directors duly authorized to sign. A copy of the financial statements, 
including the auditor’s report, shall be sent to every member ten (10) or more days before the meeting at 
which they are to be presented.  
 

Part 10 - Disputes 
 
10.01 Any dispute arising out of the affairs of the Co-operative, between a member, or any person aggrieved 

who has not ceased to be a member for more than six (6) months, or any member claiming on behalf of 
a member or person aggrieved, and the Co-operative or a director, shall be referred to a committee of 
three (3) members of the Co-operative. The President, in the case of a grievance against the Co-op, or 
the director involved, and the member or other person aggrieved shall each nominate one member, and 
the third shall be chosen by the two (2) nominated. The decision of the committee shall be final and 
binding on all parties and may be enforced on application to the Supreme Court of Ontario. 

 
Part 11 - Notices 
 
11.01 A notice under the Act or these By-Laws shall be in writing, and may be given by the Co-operative to any 

member either personally or by sending it by registered post to her registered address, or by personally 
acknowledged electronic mail. 

 
11.02 Where a notice is sent by post, service of the notice shall be effected by properly addressing, prepaying 

and posting a letter containing the notice, and unless the contrary is proved, it will be assumed to have 
been effected at the time at which the letter would be delivered in the ordinary course of the post. 

 
Part 12 - The Seal 
 
12.01 The seal of the Co-operative shall not be affixed to any instrument except by the authority of a resolution 

of the directors of the Co-operative, and in the presence of the chair and the secretary or other person 
the directors appoint for the purpose; and these two (2) shall sign every instrument to which the seal of 
the Co-operative is affixed in their presence. 
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12.01 The directors shall provide for the safe custody of the seal of the Co-operative, which shall be deposited 
at its registered office. 

 
Part 13 - Alteration of the By-Laws 
 
13.01 These By-Laws may only be altered or added to by special resolution. 
 
13.02   Each member is entitled to a copy of the Articles of Incorporation and these By-Laws upon request. 
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CarShare Privacy Policy 
 
This Grand River CarShare and Hamilton CarShare (herein referred to as “the Co-op”) Privacy Policy follows 
the ten principles of the Personal Information Protection and Electronic Documents Act. The Act balances a 
member’s right to privacy of personal information with the need of the organization to collect, use, or disclose 
personal information for legitimate business purposes. 
 
1. Accountability 

The Co-op is responsible for protecting the personal information it collects for the purposes of providing 
car sharing services to its members.  
The Co-op’s Privacy Officer is: 
 
Executive Director 
203-290 King St E 
Kitchener, ON N2G 2L3 
519-578-1895 
info@grandrivercarshare.ca or info@hamiltoncarshare.ca  
 

2. Identifying purposes 
The Co-op will only collect information that is necessary to: 

·  invoice members for services delivered by the Co-op; 
·  ensure that members meet the requirements of the Co-op’s insurance policy; 
·  contact members to provide updates and information regarding services; 
·  determine usage patterns of the Co-op’s vehicles to inform decisions on how to improve services 

and of where to locate future Co-op vehicles; and,  
·  use in case of member or vehicle emergencies. 

  
3. Consent 

By signing the member application, and subsequently becoming a member, the person gives the Co-op 
explicit permission to use their personal information for the purposes identified in #2. 
 

4. Limited Collection 
The Co-op will only collect information that is necessary to deliver services and information to members. 
 

5. Limited use, disclosure and retention 
Members can expect that the Co-op will only use their personal information for the purposes outlined in #2, 
or as required by law.  
 
The Cooperative Corporations Act has provisions that allow members to have access to member contact 
info for the purpose of conducting Co-op business. Any other request for personal information by a third 
party will be referred back to the member for written permission. All personal information that is no longer 
needed for the purposes required will be shredded or electronically deleted. 
 

6. Accuracy  
Members must inform the Co-op of any changes in their personal information, including their contact 
information and driving record. The Co-op will try to keep members’ personal information as complete and 
accurate as is necessary and reasonably practical for delivering carsharing services. 
 

7. Safeguards 
All written personal information regarding members is kept in a locked office. Security is further ensured by 
careful storage and password protection of electronic data.  
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The Internet is not a secure medium of communication. Therefore, the Co-op will not use e-mail or voice 
mail to communicate personal information. Members must give the Co-op permission to send their 
monthly invoices over the Internet. 
 

8. Openness 
The Co-op will inform all members of this Privacy Policy and any changes that are made to it. Any 
questions about this policy should be directed to the Co-op’s Privacy Officer. 
 

9. Individual access 
Upon written request, the Co-op will inform members of the existence, use, and disclosure of their 
personal information, and give them access to it. Members may challenge the accuracy of the information 
and have it amended as appropriate. 
 

10. Providing recourse 
Issues regarding compliance with the Co-op Privacy Policy should be addressed in writing to the 
CarShare’s Privacy Officer. The Privacy Officer may delegate this responsibility to another Co-op staff or 
Director. A response will be given to the member within 30 days. 
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Frequently Asked Questions 
 
1. What are the benefits of Carsharing? 
 
For CarShare Members it means low-cost access to a car when you really need one, without being burdened 
with the debt load of car ownership and the hassle of car maintenance.  
 
For the environment it means you are using a car as a last resort, once other forms of transportation have 
been considered. This means you will drive less and do so in a well-maintained, fuel-efficient car. This helps to 
improve air quality and helps reduce greenhouse gas emissions from automobiles. Fewer cars on the road 
also means less stress on green space. 
 
For the community it means we will have fewer cars in our neighbourhoods, less noise from cars, and less 
congestion. Carsharing is also about fostering more pedestrian-friendly and child-friendly areas in which to live. 
As well, carsharing addresses social equity issues for those previously not able to have access to a vehicle. 
 

2. How does the insurance work?  
 
Insurance is purchased through the Co-operator's Insurance Group. The Co-op purchases the insurance under 
a fleet plan, so the organization, not the driver, holds the insurance. In the event of an at-fault accident, the 
member at fault is responsible for the deductible ($500) just as if she were driving a personally-owned vehicle.  
The Co-op’s policy currently requires all drivers of co-op vehicles to be over 21 years of age, have a full ‘G’ 
driver’s license and a relatively clean driving record over the past 3 years. For a more in-depth explanation of 
insurance, see page 14 in the Member Manual. 
 

3. What about my insurance record? 
 
If a member gives up a personal insurance policy when joining the car co-op, in the future, they will be 
considered to have been continually covered by the co-op's policy for the purposes of determining their new 
insurance rate. This is an important consideration when a car is given up for a period of time, and means you 
won’t be treated as a first-time driver, obligated to pay higher rates.  
 

4. What does it cost to join? 
 
The Co-op offers two different rate plans, the Classic Plan and the Simple Plan, both with different rate options 
for joining and for driving. On the Classic Plan, your upfront costs will total $435 (for one driver), and on the 
Simple Plan, your upfront costs will total $119. For a full breakdown of rates, consult Appendix A - Membership 
Rate Plans and Usage Rates found in the Membership Information Booklet. 
 

5. How do I reserve a car? 
 
Simply use our online reservation system on the co-op’s website or call our dedicated 24-hour reservation line. 
When using our reservation line indicate the date and time you need the car and an operator will be able to tell 
you immediately if your first choice vehicle is available and, if it is not, when and where other vehicles are 
available. The car will be reserved for you and you simply go to the car and use it during your reservation time. 
Both Grand River CarShare and Hamilton CarShare use a common fleet - if your travel arrangements make it 
convenient, you are welcome to make your reservations in either service area. 
 

6. Can I only reserve a car during regular business  hours? 
 
Members can reserve vehicles 24 hours a day, 365 days a year, either through the co-op’s online reservation 
system or by calling the reservation line. 
 

7. How long in advance must I reserve a car? 
 
Members can reserve vehicles up to one year in advance, or you can also book spur-of-the-moment. There is 



                                                                        

Membership Information Booklet                       Updated July 1, 2010    35 
 

no standard or required time frame to arrange for a car. However, the more notice you can provide, the more 
certain you will be of being able to reserve the car you want when you want it. 
 

8. Will the car be available every time I need it? 
 
There may be times that your preferred car is already reserved by another member for the time that you want 
it. However, if you are able to adapt your lifestyle such that you are able to be a bit more flexible about when 
you make car trips, this will not inconvenience you. You may need to pick up your groceries using another Co-
op vehicle or schedule your trip at 3:00pm instead of at 2:00pm, for example. 
 

The Co-op does a couple of things to help ensure that you have access to a vehicle when you need one. First, 
the Co-op allows you to book up to a year in advance, so if you know you have a commitment every Thursday 
from 4-6pm for example, there is no reason not to book yourself in for that time for the next few months. 
Second, the Co-op has a partnership with a local rental agency giving members access to reduced rates 
(weekends excluded). Third, the bigger the Co-op grows (i.e. the more vehicle locations we have), the less 
likely it will be that none of our cars will be available when you need one. 
 

9. How long am I allowed to have a car? And how oft en can I have it? 
 
There are no limitations on the length of time you can use the car, however, the shortest time you can reserve 
CarShare vehicles for is half an hour (booked on the hour and half-hour). You can use CarShare vehicles 
much as you need, but remember your cost is directly based on use.  
 

10. Can I take a CarShare vehicle for longer trips?  
 
Yes. The co-op can help you determine if it is more cost effective to use a CarShare vehicle or a standard car 
rental agency for your trip. For longer trips using a standard car rental agency may be more cost effective.  
 

11. Can I use a car for work-related tasks? 
 
Yes, some members will use CarShare vehicles strictly for work-related tasks, in which case the CarShare 
invoice represents a business expense. Self-employed consultants will find this service a good way to reduce 
overhead costs. Remember however, that car sharing is not cost effective for everyday commuting, as you pay 
for every hour that you have a vehicle reserved (11pm to 7am excluded on the Classic Plan).  
 

12. Do I have to go to the office to pick up and dr op off a key each time I use a car? 
 
No. You will be given a lock box key when you join. This key will allow you to access a lock box located at the 
vehicle parking spot, which holds the car key. 
 
13. Will I be responsible for any maintenance? 
 
That depends on what you've done with the car. If you've made a mess, you'll have to clean it. The Co-op does 
periodically clean the cars (to vacuum out accumulated dirt and debris, for example) but there may be times 
when you will want to have the car really clean for your outing. In this case, we suggest you take it through the 
car wash and expense the cost to the Co-op. As for mechanical maintenance, no you don't need to visit a 
mechanic ever again! Co-op staff schedule regular maintenance and inspections to ensure the cars are in 
good working order. 
 

14. What about gas? Do I have to fill it after ever y use? 
 
No. Members are responsible for ensuring the tank is at least a quarter full for the next user. If the gas level 
goes below a quarter tank, the member fills the tank and submits the receipt to the Co-op to have the cost 
credited on their next monthly invoice. 
 

15. How do we keep track of damage to CarShare vehi cles? 
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Members cross-check each other with a visual inspection before and after using the CarShare vehicles, and 
record any changes in the trip log book. Notifying us of any changes (e.g. scratches and dents) will alert us to 
apply a bit of touch up paint and/or schedule a repair. 
 

16. Can child seats be used in the cars? And what a bout bike racks? 
 
We currently have child seats and/or booster seats available in select CarShare vehicles. Please consult the 
online reservation system to find out which cars have child seats available, or contact CarShare staff. The Co-
op has one bike rack available, but is currently not in service (as of Jan. 2010). Please inquire with staff if you 
would like to have use of a bike rack.  
 

17. What if I get a ticket or towed? 
 
Carsharing is about sharing the costs and access to a vehicle. It is not about sharing responsibility for 
infraction costs. If you get a speeding, parking or other car-related ticket, you'll have to pay for it. If the 
CarShare vehicle is towed or impounded while it is reserved in your name, you will have to pay for the costs 
incurred. If you don't inform the Co-op of having received a ticket and the Co-op office receives the notice, you 
will receive a fine from us in addition to having to pay the cost of the ticket. 
 

18. What if carsharing doesn't work for me? How do I get my Member Loan back? 
 
Carsharing isn't for everyone. It takes a certain level of flexibility and a commitment to using alternative means 
to get around. It also provides a significant cost advantage over private car ownership. But if you find for 
whatever reason that you would like to leave the organization, you merely inform us in writing (mail and/or e-
mail) and we will return your member loan. We reserve the right to deduct any unpaid bills to the co-op from 
the balance of your member loan, and your balance will be returned no more than 90 days after you have 
returned your key. 
 

19. Are there other car sharing organizations? 
 
Yes, there are carsharing organizations throughout Europe and North America. In Toronto, there is AutoShare. 
In Ottawa there is VrtuCar. In Quebec, Montreal, Gatineau, and Sherbrooke there is Communauto. In B.C. 
there is the Co-operative Auto Network (CAN) in Vancouver and the Victoria CarShare Co-op. In Guelph there 
is the Guelph Community Car Co-op, and many others are in the planning stages in other cities. The Co-op is 
planning cross-use agreements so that members in any of the organizations can have access to cars in other 
cities. 
 
If there are any questions we haven't answered, or any of the information presented here is unclear, please let  
the Co-op know what additional details you need.  


