EXPRESS TERMS
Title 13, Division 1, Chapter 1
Article 4.7 — Schools for Traffic Violators

8§ 345.02. Traffic Violator School Owner.

(a) A traffic violator school owner shall be licensed by the department before engaging
and/or continuing to engage in any traffic violator school elassroem instructional
activities. To obtain an owner license an applicant shall:

(1) Meet all of the requirements of Vehicle Code Ssection 11202.

(2) Meet all of the application requirements pursuant to this section.

(b) A traffic violator school owner shal-be-ticensed-as-a-traffic-vielatorschool-operator
before-performing may perform any of the operator duties described in Section 345.04(d),
exceptunder-the-emergency-provisions-described-in-Seetion-345-05: without a separate

operator license, prowded that the owner has met the requwements of Vehlcle Code

the school.

(c) A traffic violator school owner shal-be-licensed-as-a-traffic-violatorschoolinstructor
befere may performing any of the elassreem instructional services described in Section
345.06(d)- without a separate instructor license, provided that the owner has met the
requirements of Vehicle Code section 11206 and Section 345.06 of this article.

(d) Any individual, partnership, corporation, public school, or other public agency may
apply to the department to be licensed as a traffic violator school by submitting a
completed application to the department. A completed apphication Application for Traffic
Violator School (TVS) Owner License, form OL 713 (Rev. 3/2011), which is hereby
incorporated by reference, shall be submitted ir-twe-parts—Part--shal-be-submitted to the
headquarters office of the department with payment of a-renrefundable-applicationfee-of
$150-and-shall-contain-the-following: the application fee. Additional documentation

required to complete the application process shall include the following:
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2)}(1) An Application For Occupational License (Part B) Personal History
Questionnaire, fForm OL 29 (Rev 3/94), Apphication-For-Oceupational-License
(Part B)-Personal-History-Questionaire; completed pursuant to Section 345.68 of
this Article by each individual applying for ownership or as an administrator on
the application. For partnerships, this requirement extends to all general partners.
For corporations, this requirement extends to all principal officers, board
members and stockholders active in the management, direction or control of the
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corporation. Also for corporations, form OL 754 (Rev 8/91), Certificate For All
Individuals Listed On Corporate Structure, shall accompany the Personal History
Questionnaire and shall contain: the corporation name; the business name (DBA)
of the traffic violator school; information that the individual is a corporate officer,
a board member, or principal stockholder; and the individual's signature and the
date of signature.

£3)(2) One fingerprint card, completed pursuant to Section 345.72, for each
individual who completed a Personal History Questionnaire.

4)(3) Payment of a fingerprint processing fee, as described in Vehicle Code
Ssection 1668(b), for each applicant.

{5)(4) A Evidence of an approved lesson plan, pursuant to Sections 345.30 and

through 345.34, fer-approval-by-the-department or evidence of authorization to
use a purchased approved lesson plan. PartteftThe application shall not be

considered complete unﬂJ—the—submﬁtedJessen—pJ&n—has—been—appre%d—by—the

Feasens—th&eea#s&eumemwnwa&net—&ppmved— W|th0ut submlssmn of

approval/authorization to use the lesson plan. The application will not be
approved until submission of the approval/authorization to use a lesson plan.

appllcatlon WI|| be conS|dered complete W|thout subm|35|on or approval of
a lesson plan for an applicant that is a court approved traffic violator
course provider, provided that the application is submitted prior to

March 1, 2012.
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2)(5) A surety bond or alternate security as specified in Sections 345.65 or
345.66 of this Article, except as provided in Vehicle Code Ssection 11202(c),
regarding public schools or other public agencies.

3)(6) If the OL 713 does not designate the owner as the school operator, the
applicant must complete one of the following:

(A) An Application for Traffic Violator School Operator and Instructor
License, Fform OL#53{(Rev-#93} OL 710 (Rev. 2/2011), which is hereby
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incorporated by reference, Apphication-ForTraffic\olaterSchool-{(F\LS)
Operator-License; completed pursuant to Section 345.04;-o+ of this Article.

(B) form OL 755 (Rev 9/06), Application for Change: TVS Operator
License; An Application for Modification to a Traffic Violator School

Operator and Instructor License, form OL 711 (Rev. 2/2011), which is
hereby incorporated by reference, completed pursuant to Section
345.22(b) of this Article. An owner's license shall not be issued until the
department determines that the applicant for operator meets the
requirements for licensure.

(7) A traffic violator school with more than one branch office location may
designate a separate operator for each location but shall designate one of the
operators as the primary contact for the department.

4)(8) A Traffic Violator School Branch Business Office/Classroom Application,
Fform OL 712 (Rev 46/94 2/2011), which is hereby incorporated by reference,
completed pursuant to Section 345.15 of this Article, for each proposed branch
business office and each proposed classroom and payment of a-$76-60
nonrefundable the application fee for each branch business office and for each

classroomwhleh%4eeateetakas|{eetkmhan4ha¥9#m&pmwsed—pnnapal

£5)(9) For any classroom which is located in a facility not owned by the applicant,
a copy of the lease or rental agreement specific to the applicant school, but DBA,
shall accompany the application.

£6)(10) If the OL 713 does not indicate that the owner will perform the duties of
instructor, the applicant must complete one of the following:

(A) A completed application for at least one instructor filed in accordance
with Section 345.06; or 345.13;-0+345:26{b) of this Article, whichever is
applicable;. or

(B) aAt least one completed Certification/Deletion-of Public-School
Instruetor-Traffic Violator School Public School Instructor
Certification/Deletion, form OL 609 (Rev 6/93 4/07), pursuant to Section
345.29, if the school is operated by a public school. An owner's license
shall not be issued until the department determines that at least one
applicant for instructor meets the requirements for licensure or until the
department determines that one instructor for a public school meets the
requirements of Section 345.29 of this Article.
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£8)(11) A Certificate of Appointment, Form OL 602 (Rev 4/91), completed
pursuant to Section 345.67 of this Article.

H(e) PartH-oftThe application shall not be considered complete until the primary
business site and, if the application indicates the school will provide classroom

instruction, at least one classroom site have been approved by the department as specified
in Section 345.74 of this Article.

{g)(f) Upon completion efRarts+and-H of the application, the department may issue a
temporary operating permit pursuant to Vehicle Code Ssection 11210, pending
completion of the department's evaluation of the background and qualifications of the
applicant, provided there is no apparent reason for refusal of the license.

{h)(g) When the department determines that the applicant meets all qualifications for
issuance of a license, it shall issue initial owner and operator licenses each valid for one
year from the date the temporary operating permit was issued, if issued, or one year from
the date of issuance, if no temporary operating permit was issued.

(h) If the department determines that the applicant is not qualified pursuant to any
applicable statute or code, the department shall notify the applicant in writing that the
license is refused. The notice of refusal shall include:

(1) The reason or basis for refusal.
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(2) Information regarding the applicant's right to a hearing pursuant to Vehicle
Code Ssection 11211(b).

(3) If atemporary permit has been issued, notification that the temporary permit is
canceled, upon receipt of the notice.

§() An onglnal trafflc violator school owner I|cense shall be valld for a penod of one

Seetlen%—]:é(a} unless canceled suspended or revoked by the department

Note: Authority cited: Sections 1651, 1665, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections
626, 626.2, 626.4, 626.6, 626.8, 1668(b), 1671, 11200, 11202, 11202.5, 11204, 11206, 11208, 11210 and
11211, Vehicle Code.

§ 345.04. Traffic Violator School Operator.

(a) A traffic violator school operator shall meet the requirements of Vehicle Code
Ssection 11202.5 and be licensed by the department before engaging in the
administration or other business activities of a traffic violator school, except as provided
in Vehicle Code Ssection 11202(d), relating to public schools, unless the operator is

Ilcensed as an owner/operator A&ueed—n#ehteleeede%eeuen—l—]rz@%ea){@—the—tepm

(b) A traffic violator school operator license authorizes the licensee to perform operator
services only for the specific school named on the license.

(c) A traffic violator school operator may perform operator services for more than one
school:-hewever, provided that all the following conditions are met:

(1) tThe operator shal possesses a valid license for each school. and
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(2) aAll of the affected schools shat-be-fulhy-aware-of the-multiple-school
arrangement-as-described-in-Section-345-11 have the same primary business

address.

(3) The schools have a common owner(s). For purposes of this Article, a
common owner is one of the following:

(A) The same sole owner,

(B) One partner in common, if a partnership, or

(C) The same corporation, if owned by a corporation.

(D) One managing member in common, in a limited liability corporation.

(E) One administrator in common, if an association.

(d) A traffic violator school operator shall play a major role in the operation of the
school. An operator's duties shall include, but not be limited to: hiring, training and
performance appraisal of instructors; scheduling classes; ensuring that all classes
conducted are consistent with the school's approved curriculum; maintenance of the
school's business records; and general operations of the traffic violator school.

(e) A traffic violator school operator shall be licensed as a traffic violator school
instructor before performing any of the classroom instructional services described in
345.06(d).

(f) Any individual who qualifies as an operator pursuant to Vehicle Code Ssection
11202.5 may apply to be licensed by the department as an operator by filing a completed

application with the department at any field-trvestigation-district inspector office.

(9) An original operator license shall be issued to expire in conjunction with the school
owner's license. It shall be termed so that the expiration date of the operator license shall
be the same date and month as the owner license and so that the expiration date shall not
be more than 24 12 months from the date of application.

(h) Acompleted-application-shall-contain: To apply for an operator license, the applicant
shaII submit the following to any inspector office of the departmen A list of inspector

(1) A-nenrefundable The application fee. which-is-based-en-the-rumber-of-menths
¢or which the li T _as follows:

A+ the ki 1L lid for 12 hst lication fee i
$100-66-
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(2) An completed Application for Traffic Violator School (F\/S) Operator and
Instructor License, form OL#51{(Rev#93) OL 710 (Rev 2/2011). Fhis

apphication-shall-contain-the-following-nformation:

(3) A Personal History Questionnaire completed by the applicant pursuant to
Section 345.68 of this Article.

(4) One set of fingerprints pursuant to Section 345.72 of this Article and payment
of a fingerprint processing fee, as described in Vehicle Code Ssection 1668(b).

(5) Evidence of completion of an approved operator educational program.
However, for any application for an additional operator license, the educational
program requirement shall be waived if the applicant has completed a program
within 12 months of submission of the application.
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(6) Evidence from an investigation inspection field office that the written
examination was passed pursuant to Vehicle Code Ssection 11202.5(a)(2) within
three attempts. However, for any application for an additional operator license the
examination requirements shall be waived if the applicant has passed the
examination within twenty-feur(24) months of submission of the application.

(A) The operator examination shall be administered by the department at
any field investigation district office of the department. The operator
examination shall consist of 35 questions. A score of 30 or more correct
answers shall be passing.

(B) Any applicant who fails to pass the written examination shall be
required to wait at least one week before another examination is
administered.

(C) An applicant shall be provided the opportunity to review the written
examination taken after it has been corrected, but the review shall be in the
presence of a department employee, and the applicant shall not copy or
otherwise reproduce the examination form or any of the questions on the
examination form in any manner.

(i) When the application is complete, the department shall issue a temporary permit valid
for a maximum of 120 days, pending department evaluation of the applicant provided
that:

(1) There is no apparent reason for the application to be refused or disapproved.
(2) The employing school is currently licensed. If the employing school has not
yet been licensed, the operator's application shall not be considered complete until
the owner's permit or license is issued and the operator's temporary permit or
license shall not be issued until the owner's permit or license is issued.
(j) If the department determines that the applicant is not qualified pursuant to any
applicable code or statute, the department shall notify the applicant in writing that the
license shall be refused. The notice of refusal shall include:
(1) The reason or basis for the refusal to issue.

(2) Information regarding the applicant's right to a hearing upon demand, pursuant
to Vehicle Code Ssection 11211(b).

(3) If atemporary permit has been issued, notification that the temporary permit is
canceled, upon receipt of the notice.

10
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(k) Following the final review of the application, a permanent license and identification
card shall be issued to all applicants who meet the requirements for licensure. The
operator license shall be maintained at the school business office; the identification card
shall be used for identification purposes by the operator. A traffic violator school operator
license, when issued, is valid for up to twe-years one year, as described in Section
345.04(g) of this Article, unless suspended or revoked by the department.

Note: Authority cited: Sections 1651, 1665 and 11202(a)(2), Vehicle Code. Reference: Sections 626.6,
11200, 11202.5, 11204, 11206, 11208, 11210 and 11211, Vehicle Code.

8§ 345.05. Replacement of a School Operator.

A traffic violator school shall have only one operator licensed at any one time, unless the
school has more than one branch office location. If a traffic violator school's operator
ceases to be licensed, or employment as the school operator is otherwise terminated, the
school shall have thirty(30} days to comply with Vehicle Code Ssection 11202.5 by
licensing a new operator. The department may authorize the owner to act as the school's
operator for a period not to exceed 30 days. A traffic violator school shall change
operators by:

(a) Notifying the headquarters office of the department in writing, within one business
day following the occurrence of the vacancy, specifying the effective date of the vacancy.

(b) Surrendering the operator license of the former operator.

(c) Having a proposed new operator file an application, pursuant to Section 345.04,
345.11 or 345.22 of this Article, and receive a temporary permit.

Note: Authority cited: Sections 1651 and 11202(a)(2), Vehicle Code. Reference: Sections 626.6, 11202.5
and 11208, Vehicle Code.

8§ 345.06. Traffic Violator School Instructor.

(a) A traffic violator school instructor shall meet the requirements of Vehicle Code
Ssection 11206 and be licensed by the department before engaging in traffic violator
school instruction, except as provided in Vehicle Code Ssection 11206(c)-ef-the-\ehicle
Code.

(b) A traffic violator school instructor license authorizes the licensee to perform
instructional services only for the specific school named on the license.

(c) A traffic violator school instructor may perform instructional services for more than
one school; however, all of the affected schools, including public schools or agencies,
shall be fully aware of each school employing the instructor and the instructor shall
possess a valid license for each school, except as provided in Vehicle Code Ssection
11206(c) efthe-\ehicle-Code.

11
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(d) In addition to instructional services, a traffic violator school instructor, including
public school instructors, shall perform the following:

(1) Ensure that the classroom standards described in Sections 345.38 345.34, and
345.36, if applicable, are maintained at all times during the entire course.

(2) Post all signs required by the department (Section 345.39(g)}-ane-(H
345.36(b)(7) and (9) of this Article, and Vehicle Code Ssection 11202(e) ef-the
Mehicle-Cede) in each classroom prior to commencing instruction.

(3) Maintain evidence of licensure at all times while performing instructional
services. Possession of the instructor identification card, described in Section
345.06{g)(h), shall be sufficient to meet this requirement.

(4) Follow the school's departmental approved lesson plan at all times while
conducting the class.

(e) Any individual who qualifies as an instructor pursuant to Vehicle Code Ssection
11206 may apply to be licensed by the department as an instructor by filing a completed
application with the department at any designated field office of the department. A list of

desighated offices can be obtained from-the-headguarters-office-of the-department on the
department’s website at www.dmv.ca.gov. A completed application shall contain:

(1) A-nenrefundable The application fee-of$30-and-a-$1-Family-Suppert-Program
F I liforni | I i F | of 631

(2) An Application for tastructors-LicenseTraffic-Violater-Sehool-(F\LS) Traffic
Violator School Operator and Instructor License, form OL 710 (Rev. 9/66

2/2011), WhICh is herebv mcorporated by reference. Fhis-apphication-shat-contain

12
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(3) A Personal History Questionnaire completed by the applicant pursuant to

Section 345.68; of Fitle-13-of the California-Code-of Regulations this Article.

(4) One fingerprint card completed by the applicant pursuant to Section 345.72
and payment of a fingerprint-processing fee, as described in Vehicle Code Section
1668(b), for each applicant.

(5) Evidence of successful completion of the written examination required in
Section 345.07 of this Article.

(F) An Aapplications must be completed in its entirety and properly signed pursuant-to

subdivision{e)-of theseregulations. Incomplete applications will not be processed and
will be returned to the applicant within-10-business-days-with indicating the reason why

the application is incomplete.

(9) When the application is complete, the department shal may issue a temporary permit
pursuant to Vehicle Code Ssection 11210, pending final review of the application,
provided that:

(1) There is no apparent reason for the application to be refused or disapproved.

(2) The employing school is currently licensed. If the employing school has not
yet been licensed, the instructor's temporary permit or license shall be issued
when the owner's permit or license is issued.

(h) Following the final review of the application, a license and an identification card shall
be issued to all applicants who meet the requirements for licensure. An instructor license
shall be maintained at the school business office and the identification card shall be in the
possession of the instructor at all times while conducting classes. A traffic violator school
instructor license, when issued, is valid for a period of three years from the date of
issuance of the temporary permit or, if no permit is issued, from the date of issuance of
the license, unless suspended or revoked by the department.

13
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(i) If the department determines that the applicant is not qualified, pursuant to any
applicable statute or code, the department shall notify the applicant in writing that the
license is refused. The notice of refusal shall include:

(1) The reason or basis for the refusal.

(2) Information regarding the applicant's right to a hearing, pursuant to Vehicle
Code Ssection 11211(b).

(3) If atemporary permit has been issued, notification that the temporary permit is
canceled upon receipt of the notice.

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code; and Section 17520, Family
Code. Reference: Sections 626.4, 1652, 11200, 11206, 11206.5, 11207, 11208, 11210 and 11211, Vehicle
Code; Section 17520, Family Code; and Section 2015.5, Code of Civil Procedure.

8 345.07. Traffic Violator School Instructor Examination Requirements.
(a) The instructor examination shall be administered by the employing Ftraffic Mviolator

Sschool owner; or operator er-designated-representative pursuant to Section 345.54 of
theseregulations this Article, except as provided for in subsection (g) of this section.

(b) The instructor examination shall consist of 50 questions provided by the department.
To pass the examination, the applicant must have 40 or more correct answers.

(c) An applicant who fails the examination shall be provided the opportunity to review
the written examination, with the examiner, after it has been corrected. Another
examination may be administered the same day or on another day.

(d) The Ftraffic Mviolator Sschool owner; or operator er-desighated-representative shall

retain the examination taken by the student for 3 three years.

(e) The Ftraffic Mviolator Sschool owner; or operator er-designated-representative shall

take steps to secure the examination questions and shall not allow the questions to be
copied or otherwise reproduced in any manner except as required to administer the
examination.

(F) The examination questions are for use solely by the Ftraffic Mviolator Sschool for the
administration of the instructor examination and shall not be distributed or shared with
any other person.

(9) The instructor examination shall be administered by the department at any inspector
office of the department for any owner or operator requesting authorization to instruct for
the school.

Note: Authority cited: Section 1651, Vehicle Code. Reference: Section 11206, Vehicle Code.

14
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§ 345.11. Additional Operator License.

An operator shall be licensed separately for each school by which he/she is employed in
the capacity of operator. To be licensed for an additional school, the operator shall meet
all requirements for an original license pursuant to Section 345.04 of this Article, except
for submission of a fingerprint card. In addition to meeting the requirements for an
original license pursuant to Section 345.04, the applicant shall submit:

(a) The name and license number of the school for which the applicant is currently

licensed.

(b) If the request is for a license to work for an additional school, information necessary
for the department to determine if the employing schools meet the requirements of
Vehicle Code section 11202(a)(7)(B).

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219 Vehicle Code. Reference: Sections
11202(a)(7)(B), 11202.5 and 11208, Vehicle Code.

§ 345.13. Additional Instructor License.

An instructor shall be licensed separately for each school by which he is employed in the
capacity of instructor, except as provided for in Vehicle Code Ssection 11206(c) efthe
Vehiele-Code. To be licensed for an additional school, the instructor shall meet all the
requirements for an original license pursuant to Section 345.06 ef-this-Article, except for
submission of a fingerprint card. In addition to meeting the requirements of Section
345.06, the applicant shall:

(a) Submit a letter of acknowledgment from each of the affected schools with the
application. A letter of acknowledgment shall be signed by the owner, operator,
administrator for a public school or agency-er-ether-designated-representative and shall

contain:

(1) The school name and license number.

15
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(2) The instructor's name.
(3) The names of the other school(s) which will employ the instructor.

(4) A statement acknowledging that the instructor will be employed as an
instructor for the school(s) listed.

(b) Pass a written examination pursuant to Section 345:06(e}5) 345.07 of this Article.
This requirement may be waived, provided that the applicant has passed the examination
in the previous three years, or has submitted evidence of department approved continuing
education pursuant to Section 345.24 in the previous three years.

Note: Authority cited: Sections 1651, 1665, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections
11206, 11207 and 11208, Vehicle Code.

§ 345.15. Additional Branch Offices and Classroom Locations.

(a) A traffic violator school owner may apply to the department at any field-investigation
district inspector office to add branch business offices or classroom locations by
submitting the following for each location:

(1) Traffic Violator School Branch Business Office/Classroom Application, form

OL 712 (Rev 16/94 2/2011) ., which-shal-contain-the following-information:

16
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(2) A copy of a lease or rental agreement or a Traffic Violator School Classroom
Lease or Rental Agreement, form OL 144 (Rev 12/10), which is hereby
incorporated by reference.

(3) A-nenrefundable The application fee-ef-$70.

(b) The department shall notify the owner of the approval or disapproval of the
application subsequent to the inspection of the location pursuant to Section 345.74 of this
Article.

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections 626.2,
11208 and 11213, Vehicle Code.

8§ 345.16. Renewal of Owner License.
(@) An original traffic violator school owner license shall expire one year from the date of
issuance.

(b) Branch business office and classroom licenses for each school expire at the same time
as the owner license, regardless of the application dates for the branch and classrooms.
These licenses shall be renewed in conjunction with renewal of the owner's license.

(c) An owner shall apply to the department at its headquarters office before the expiration
date of the current license to renew the owner license by submitting-the-following:
completing and returning the school renewal notice provided by the department along
with the renewal forms for any branch business office or classroom license with the
applicable fees.

17
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(d) Renewal applications submitted en-er after the expiration date of the owner's license
shall not be accepted or processed. An owner whose license has expired shall comply
with all original licensing requirements prior to being relicensed by the department.

Note: Authority cited: Sections 1651, 1665, 11202(a)(2) and 11219, Vehicle Code. Reference: 42 U.S.C.
405; Section 11350.6, Welfare and Institutions Code; and Sections 626.8, 11204 and 11209, Vehicle Code.

18
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§ 345.18. Changes to Owner License.
(a) A traffic violator school may apply to change its business name (DBA) or add a DBA
as follows:

(1) Submit, to the headquarters office of the department, a written request for
name approval. A business name is subject to department approval pursuant to
Section 345.02(d)(1)(B) of this Article.

(2) H-thepropesed-name-is-approved-by-the-department—+The department shall
notify the school withinten{10)-days-foHlewing of approval or disapproval of the

proposed name. The department shall reserve the proposed name as approved for
the school for a period of one year from the date of request for approval.

(3) After receipt of department approval of the proposed name, the traffic violator
school shall submit, to the headquarters office of the department, the following:

(A) An ApplicationForTratfic- \Violator-Schosl Change-of BBA-
Additional- DBA-or-Change-of Business-Address; Application for
Modification to a Traffic Violator School License, form OL 736 (Rev 2/94

2/2011) wMeh%h&LLeentmn%h&ewne%n&me{-s)—th&pmpesed—busmess

sehoolorageney-certifying-that the-information-contained-on-the
appheation-is-true-and-correet which is herby incorporated by reference.

(B) A rider to the traffic violator school's bond filed pursuant to Vehicle
Code Ssection 11202(a)(3), reflecting the new or additional business
name.

19
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(C) A—nemce#unelable The appllcatlon fee elf—$¥9—exeept—that—there—sha+l—be

(4) The school shall continue to do business under its current name until notified
in writing by the department that the application has been approved and until the
license reflecting the new name is received from the department.

£6)(5) Within 30 days of receipt of the new owner license, the school operator and
all licensed instructors employed by the school shall apply to the department to
change the school name on their licenses to reflect the new school name, pursuant
to Sections 345.22(a)-and-345-26(a) of this Article.

£A(6) Any operator or instructor who fails to make application in the new school
name within the prescribed thirty{30) day period will be considered to be
unlicensed and unable to perform operator or instructor duties until a new license
is obtained.

(b) A traffic violator school may apply to change its primary business location as follows:

(1) Submit, to any field-investigation-district inspector office of the department, a
noenrefundable the ppllcatlo fee ef—$¥9 and an Appheaﬂen—lieﬂmmaheme#

sectlons completed.

(A) The owner's name(s).

20
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aqreement ora Traffic Violator School Classroom Lease or Rental Agre Agreement,
form OL 144 (Rev 12/10).

(3) The department shall notify the applicant in writing when the location is
approved for use or disapproved pursuant to Section 345.74.

(c) A traffic violator school shall notify the department within 10 days of any change in
corporate officer structure by submitting; to the headquarters office of the department, a
$70-nonrefundable the application fee, a personal history questionnaire for each officer
and/or director being added to the corporate structure pursuant to Section 345.68 of this
Article, one set of fingerprints for each officer and/or director being added to the
corporate structure pursuant to Section 345.72, and payment of a fingerprint processing
fee as described in Vehicle Code Ssection 1668(b), for each applicant, and either:

(1) A certified copy of the corporate minutes reflecting the change or

(2) A Certitication-of Corporate Officers and/or Directors Change efLieu-of
Corporate-Minutes, form OL 15 (Rev 5/94 2/2011), which is herby incorporated

by reference. shaH-containthefoHowingformation:

21



Express Terms
Traffic Violator Schools

G ification that the informati ined on . I

(d) A traffic violator school shall notify the department in writing at its headquarters of
any other changes to the information contained on the Application for Traffic Violator
School (TVS) Owner License or of any change of telephone numbers within 10 ten days
of the change.

Note: Authority cited: Sections 1651, 1665, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections
11204, 11208 and 11213, Vehicle Code.

8§ 345.20. Renewal of Operator License.
(a) The term of a renewal license shall be Me—@—yeaps one yea and—the—Fenewal—fee

%@‘HWW%W% i i i i 0
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(b) An operator shall renew the operator license by submitting; to any field-irvestigations
inspector office of the department, appropriate fees and an Application for Renewal of
Traffic Violator School Operator License, form OL 756 (Rev 2/94), which is hereby
incorporated by reference, and evidence of completion of an approved four hour operator

educational program. Fhis-apphication-shall-contain-the-folowinginformation:
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(c) Renewal applications submitted en-or after the expiration date of the operator license
shall not be accepted or processed. An operator whose license has expired shall comply
with all original licensing requirements as described in Section 345.04 of this Article
prior to being relicensed by the department.

Note: Authority cited: Sections 1651, 1665, 11202(a)(2) and 11219, Vehicle Code. Reference: 42 U.S.C.
405; Section 11350.6, Welfare and Institutions Code; and Sections 626.6, 11202.5, 11204 and 11208,
Vehicle Code.
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§ 345.22. Changes to Operator or Instructor License and Duplicate TVS License.
A request for change to an operator or instructor license shall be submitted to an

nvestigation-field inspector office of the department, as follows:

(a) When a traffic violator school changes its business name; or adds a DBA;-erchanges
the-schoeoladdress, the school operator's and instructor’s license(s) shall also be changed
to reflect the new school name-or-address. When a traffic violator school changes the
school address, the school operator’s license shall also be changed to reflect the new
address. To change the school name or address on an operator or instructor license, the
operator licensee shall submit the current eperater license and an AppheationFor
Change:-P/S-Operator-Licenseform-OL755-(Rev-9/06) Application for Modification to
a Traffic Violator School Operator and Instructor License, form OL 711 (Rev. 2/2011),

along Wltharnenmfundablethe ppllcatlo n fee. %%—%epﬁh%mwsh&tkbﬂmie&#

(b) An operator or instructor may transfer an-eperator license to another school by
submitting to the department:

(1) The current identification card.

24



Express Terms
Traffic Violator Schools

rlate

Whreh—ehaLLeemam—the—feHewmg##eFmaHen— Form OL 711 Wlth the approp

sections completed.

The appllcatlon fee

(4) The expiration date of a transferred operator license shall be changed to
c0|nC|de W|th the new school’ 's owner license explratlon l—H—t-he—eVGH-t—t-h&t—t-h-l-S
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(c) If an operator or instructor changes his or her name, the department shall issue an

operator license in the new name. The eperator licensee shall submit an-ApphecationFor

Change:P/S-Operator-Licenseform-OL755-(Rev-9/06) form OL 711, and a
nonrefundable-$15 the application fee to the department, with the applicable sections

completed. The OL 755 shall contain the following information:

(d) When requesting a duplicate license to replace a lost, stolen or mutilated instructor,
operator or owner license or identification card, the licensee shall submit a form OL 711,
with the applicable sections completed, and the application fee to the department.

Note: Authority cited: Sections 1651, 1665, 11202(a)(2), and 11219, Vehicle Code. Reference: Sections
1652, 1665, 11202.5, 11208 and 11213, Vehicle Code; and Section 2015.5, Code of Civil Procedure.

§ 345.23. Renewal of Instructor License.

(@) An instructor shall renew the instructor license by submitting a completed application
to any specifically designated department field office before the expiration date of the
current license. A list of designated offices is available at the department’s headquarters
office. A completed application shall consist of:

(1) Anonrefundable-$30-00 The application fee.

(2) An Application for Renewal of Traffic Violator School Instructor License,
form OL 740 (Rev 2/94 12/10), which is hereby incorporated by reference. Fhis
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(3) Evidence from a field office that a written examination was passed within
three attempts pursuant to Vehicle Code Ssection 11206(a)(2), or evidence of
continuing education pursuant to Section 345.24 of this Article or a statement that
the applicant has passed a written examination within the past three years. Such
statement shall be verified by the field office by calling the headquarters office of
the department.

(b) Renewal applications submitted en-er after the expiration date of the instructor license
shall not be accepted or processed. An instructor whose license has expired shall comply
with all original licensing requirements, as described in Section 345.06, prior to being
licensed by the department.

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: 42 U.S.C. 405;
Section 11350.6, Welfare and Institutions Code; and Sections 11206, 11207 and 11208, Vehicle Code.

§ 345.24. Continuing Professional Education.

(@) In lieu of a renewal examination every three years pursuant to Vehicle Code section
11207(c)(2), the department may accept either of the following as evidence of continuing
professional education for instructor licensing:

(1) Proof of completion of a college level course in traffic safety, equivalent to
two semester units or,

(2) Proof of participation in traffic safety seminars or courses, consisting of a
mlnlmum of twelve 18 hours within the precedlnq three years. Fhe-twelve-hour

(b) In order fer to qualify a college course te-substitute as a substitution for the
continding-education written examination, the applicant shall submit the following
directly to the department headquarters office no later than 60 days prior to the license
expiration date:
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(1) A copy of the college transcript or training certificate showing completion of
the course to be qualified.

(2) A synopsis of the content of the course.

(3) The department wil shall advise the applicant in writing of either acceptance
or rejection of the course-within-15-days-of receiptof-the-required-decumentation.
If approved, the applicant shall submit the department's approval letter with the
renewal application to any designated field office in accordance with Section
345.23(a)(3) of this Article.

(c) In order for a course provider to qualify a traffic safety course or seminar for
continuing education credits, the provider shall submit a request for approval in writing to
the department headquarters office a minimum of 60 days prior to conducting the course.
The request shall include the following:

(1) A description of the subject matter of the traffic safety course or seminar, by
segment or class.

(2) The actual dates and times of each traffic safety course or seminar including

classroom. For home study g internet instruction, |nclude the date the course will
be available.

(3) For a home study or internet course, provide specific information describing
the method used to ensure the instructor completes the course.

(4) Traffic safety courses or seminars shall be approved for credit towards the
required 2 18 hours at the rate of one hour of credit per hour of actual traffic
safety related instruction. For home study or internet, 600 words equate to one
hour of classroom instruction. No credit shall be allowed for instruction time
spent on unrelated subject matter.

3)(5) The department will advise the provider in writing of the acceptance,

partial acceptance or rejection of the course or seminar-within-15-days-of receipt
of the required documentation.

{4)(6) Upon completion of a qualifying course or seminar, a roster identifying the
attendees shall be submitted to the department at its headquarters office by the
course provider no later than the 10th tenth day following the course completion
date. The roster shall include a statement to be signed by the provider certifying
under penalty of perjury that all attendees satisfactorily completed the designated
number of hours of training.
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(7) For a home study or internet course, a list of students who completed the

course shall be submitted by the tenth of the month following completion of the
course. The list shall include a statement to be signed by the provider certifying
under penalty of perjury that all students listed satisfactorily completed the

designated hours of training.

{5)(8) The provider of the training course shall also provide a document to each
attendee-which student that certifies that the-trdividual he or she completed an
approved traffic safety related course which specifies the actual hours completed,
the date(s) of the course, and names the specific segment(s) or class(es)
completed.

The applicant shall submit the completion certificate issued by the provider with

the completed instructor renewal application to the-address-en-the-application
form-or-a-desighated any field office in accordance with Section 345.23(a)(3) of
this Article.

Note: Authority cited: Sections 1651, 11202 and 11219, Vehicle Code. Reference: Section 11207, Vehicle
Code.
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§ 345.27. Seasonal Closure of Public Schools.

A public school that offers traffic violator school classes shall not be required to comply
with Section 345.40(b) regarding monthly submission of schedules, Section 346(e}
345.40(e) regarding scheduling and offering a minimum of one class per location in a
judicial district, or Section 345.50(a)(1) or (2) regarding minimum office hours, during
the time that the entire public school is closed to the public provided that:

(a) tThe school offers classes only at the public school facility.
(b) £tThe school notifies the department of the closure 60 days in advance.

(c) tThe school closure does not exceed two months in any twelve month period.

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections 11213,
11215.5 and 11219, Vehicle Code.
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§ 345.28. Change of Administrator -Public Schools/Agencies.

When the administrator of a public school, other public educational institution or other
public agency traffic violator school program changes, the school/agency shall report the
change to the headquarters office of the department within five {5} business days of the
change. The school/agency shall be allowed thirty(30) days to select a new administrator
and have that administrator e provide the department with the following:

(a) aAn Application For Traffic Violator (TVS) Administrator Change, form OL 757
(Rev 22/91 12/10), which is hereby incorporated by reference;

(b) pay-a-neonrefundable The application fee—of$70:00;

(c) supphy-60ne set of the new administrator's fingerprints, pursuant to Section 345.72 of
this Article, and payment of a fingerprint processing fee, as described in Vehicle Code
Ssection 1668(b);

(d) and-submita A Personal History Questionnaire, form OL 29 (Rev 3/94), which is

hereby incorporated by reference. pursuantto-Section-345.68—The-apphication-shal
1 the followina ing on:

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections 11204,
11208 and 11213, Vehicle Code.

§ 345.29. Certification and Deletion of Instructors.
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(a) An instructor conducting classes for a public school or other public educational
institution shall not be required to be licensed pursuant to Vehicle Code Ssection
11206(c) of the Vehicle Code, provided that the department determines that the instructor
has a valid teaching credential and sufficient background or training in traffic safety. At
least 15 days prior to the instructor conducting a traffic violator school course, Fthe
public school shall provide the department with the information necessary for this
determination by submitting a Traffic Violator School Public School Instructor
Certification/Deletion efRPublic-ScheoHnstrueter, form OL 609 (Rev 6/93 4/07), which
is hereby incorporated by reference, and evidence that the instructor has a valid teaching

credentlal EVIdence shall be ac Qy of the credentlal fepeaeh—msfemetepai—least—l%days

£A(1) Whether If the instructor is employed at any other traffic violator school(s)
andH-so,tdentification-of the-othersehool{s)—A, a letter of acknowledgment

from each of the affected schools shall be attached to the Certification/Deletion of
Public School Instructor. A letter of acknowledgment shall be signed by the
owner, operator, or administrator if a public school or agency, er-etherdesignated

representative and shall contain:

(A) The school name and license number.
(B) The instructor's name.
(C) The names of the other school(s) which will employ the instructor.

(D) A statement acknowledging that the instructor will be employed as an
instructor for the school(s) listed.

{8)(2) A description of the traffic safety background of the instructor which
indicates how and when the instructor obtained traffic safety experience.
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{9)(3) A statement, signed under penalty of perjury by the instructor, that the
information provided on or attached to the form is true and correct.

£16)(4) A statement, signed under penalty of perjury by the traffic violator school
administrator, that the information provided on or attached to the form is true and
correct.

(b) If the department determines, based upon the information submitted on or attached to
the OL 609, that the instructor is not qualified to instruct traffic violator school courses
pursuant to Vehicle Code Ssection 11206(c), the department shall notify the public
provider of the disapprovabwithin-10-days-of receiptofthe-OL609, specifying the

reason(s) for the disapproval.

(c) Whenever an instructor for a traffic violator school operated by a public school or
other public educational institution ceases to be a traffic school instructor, the public
provider shall notify the headquarters office of the department within ten {10} days
following cessation by submitting a Certification/Deletion of Public School Instructor,
form OL 609 (Rev 6/93 4/07) with the applicable sections completed. completed-to

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Section 11206(c),
Vehicle Code.
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§345.30. Curriculum Content.

(@) A traffic violator school shall provide aminimum-of-400-minutes-of traffic safety
related elassreom education instruction, exclusive of elass course registration, funeh,+rest
breaks; issuance of completion certificates receipts or and subjects not related to traffic
safety. The course shall adequately cover each of the subject areas included in the Outline
Of Required Topics and Standards for State of California, Department of Motor Vehicles
Approved Traffic Violator School Course, form OL 613 (Rev. 2/2011), which is hereby
incorporated by reference. Each topic area included in the OL 613 shall be closely
adhered to in the course as referenced in the time frames or word count and percentage of

instruction guidelines. Fhe-foHowing-trafficsafety-subjects-shal-be included-in-each-400
mihute-course-offered-by-a-traffic-violatorschook:

15) Traffic signs.signals.and Kinas.
16) Licensi : |

(b) The following shall be the determinant for completion of the required minimum
length of a course:
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(1) A classroom program shall provide a minimum of 400 minutes of traffic
safety related instruction, exclusive of lunch and rest breaks.

(2) A home study or internet program word count shall meet or exceed 50,000
words, not including text in images or image captions or text in chapter quizzes.

{b) (c) For purposes of this section, subjects not related to traffic safety include, but are
not limited to:

(1) Courtroom procedures.
(2) Beating traffic tickets.
(3) Police jurisdictions.

{€) (d) The 400-minute curriculum of a traffic violator school for all modalities shall
include the following:

3)}(1) A post-knowledge test to be administered at the end of the elass
instruction. The test shall be designed to include questions related to at least ten
eight of the main subject areas in subdivisien-{a) topic areas 1-XI of the form OL

613 and shall include at least one question on each of the following subjects:
defensive driving, alcehel-and-drugs, road rage, driver distractions, and driver
operator responsibility. The test shall be graded and each student's score will be
recorded entheclassrosterorstudent-enrollmentcard with all other student
information, unless the school retains the tests for three years from the date of the
class. If the tests are retained, each test shall indicate the date of the elass
instruction, and the student's name and driver license number.

(A) Sixty minutes shall be allowed to complete the final examination in
classroom courses. The final examination for internet and home study
courses shall not exceed 15 percent of the total instruction content.
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(B) Test questions shall be based on presented course information.

(C) A student shall be allowed to review course material during the final
exam.

(D) A passing score shall be 70 percent correct or higher.

(E) A student scoring less than 70 percent may be offered a second test
within one week. The second test shall not be the same test administered
on the first occasion. A traffic violator school shall make a reasonable
attempt within the one week period to offer an opportunity for retesting.
A student scoring less than 70 percent on the second test may take another
traffic violator school course, if court continuance time allows.

(F) Test answers shall not contain an off topic option.

(G) Test guestions shall not lead the user to the correct answer.

(H) Tests shall include a minimum of 25 guestions.

(I) A student shall not correct his own test.

(J) Reasoning and the correct answer shall be provided to the student in
response to a question they answered incorrectly.

(2) The program shall comply with the established requirements of the
Americans with Disabilities Act of 1990 (ADA)(42 U.S.C. § 1210), as applicable.
Such consideration may include, but is not limited to, an interpreter for the
hearing impaired in classrooms, larger print for written material, and captioning
for video presentations.

(3) A Traffic Violator Course Evaluation, form OL 767 (New 9/2011), which is
hereby incorporated by reference, shall be provided to each participant as a course
completion requirement.

(A) Students not wishing to complete the evaluation shall satisfy the
requirement by printing their name on the form and turning it in.

(B) A traffic violator school instructor, operator, or owner shall not alter,
discourage a student from answering, or withhold from the department a
student evaluation.

(C) All completed student evaluation forms shall be sent to the
department on a quarterly basis by the 30" calendar day of the month
following the quarter in which the classes were conducted.
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(4) The traffic violator school shall provide statistical information quarterly to the
department by the 30" calendar day of the month following the guarter in which
the classes were conducted using the Traffic Violator School Quarterly Report,
form OL 850 (Rev. 2/2011), which is hereby incorporated by reference.

(5) All students shall receive a completion receipt after successfully meeting all
course requirements. The completion receipt shall conform to Vehicle Code
section 11200(e).

(6) A completion receipt shall not be issued or completion information provided
to a court for any person who:

(A) Does not meet the length of course requirement,

(B) Has not passed the final examination and has either not taken a

(C) Has not provided the court name or jurisdiction, the violation date,
and the section violated.

(7) Additional curriculum requirements specific to the modality as stated in
subsection (e) and (f) of this section, as applicable.

(e) The curriculum of a traffic violator school for a classroom course shall also include
the following:

(1) Visual aids including, but not limited to, slide presentations, video cassettes
or movies, graphs, magnetic boards, charts, or pictorial representations shall at a
minimum be used to visually demonstrate concepts presented for the subject areas
described in form OL 613. Audio visual aids such as movies and media clips
shall comprise not more than 80 minutes of the 400 minute curriculum. All visual
aids shall be applicable to the course purpose and subject area.

(2) Student participation is required and includes, but is not limited to, questions

and answers, pre and post knowledge tests, and qrou_p discussions. Student
participation shall comprise not less than 40 minutes of the 400 minute

curriculum. All student participation shall be applicable to the course purpose and
subject area.

(f) The curriculum of a traffic violator school for a home study or internet course shall
also include:
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(1) Visual aids including, but not limited to, animations, charts, and pictorial

representations shall be included in the course at a rate of one image for every 500

words.

course:

(A) A department legal waiver and disclaimer as stated below:

“California Department of Motor Vehicles Legal Notice and
Disclaimer:

The California Department of Motor Vehicles (DMV) recognizes private
enterprises right to advertise and distribute information related to their
business functions. DMV promotes the free exchange of information,
ideas, and opinions, except when the content may invade personal privacy,

federal, state, or local laws.

While this lesson plan content may have been approved by DMV, the
distribution, advertising, and other information provided by this vendor is
not guaranteed by DMV, nor does it represent the views of the department.

You are advised that DMV, unless statutorily required, has no continuing
obligation to provide information to an approved course web site or
printed publication.

DMV assumes no responsibility for erroneous, incomplete, or out-of-date
information. The user should contact the provider and/or DMV to ensure
that the information herein is current and accurate. All warranties of any
Kind, including, but not limited to, the IMPLIED WARRANTIES OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE,
freedom from contamination by computer viruses, and infringement of
proprietary rights ARE DISCLAIMED.

You are advised that DMV is not responsible for the content of any off-
site web pages referenced from or to an approved course web site or home
study publication. In addition, DMV and the State of California are not
responsible for the content of files that are uploaded for inclusion.

The user should not rely on the presentation of statutes or regulations
referenced in an approved web site or printed publication, but should

consult the actual text of the law. Legal requirements frequently change
and the user may wish to seek the advice of counsel.
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If you find any errors, omissions, or have a complaint regarding the
educational content, we encourage you to report them to the education

may submit the following form to the department:
http://www.dmv.ca.gov/forms/ol/01620.pdf.”

(B) “This course is not intended as training from a licensed driving
school. It does not meet the standards, training, or requirements in
preparation for being issued a driver license. This course has been
reviewed and approved to meet the requirements for the traffic violator

not meeting the traffic violator school program criteria.”

(C) “Pursuant to Vehicle Code section 1808.7, the following situations
are not eligible for masking a traffic safety violation on a California driver
record:

(1) The driver has already attended a traffic violator course within
18 months of the conviction.

(2) The driver holds a commercial license as defined in Vehicle
Code section 15210.

(3) The driver holds a commercial driver license from out of state.

(4) The violation occurred in a commercial motor vehicle as
defined in Vehicle Code section 15210.

(5) The violator has not paid a deposit of fees or bail, and has not
pleaded guilty, no contest, or been convicted by the court of
jurisdiction.

(6) The conviction would result in a violation point count of more
than one point pursuant to VVehicle Code section 12810. A list of
Vehicle Code two point violations may be found on the
Department of Motor Vehicles web site, www.dmv.ca.gov.

(D) “This site will require your California driver license or California
identification number, the name of the court with jurisdiction, docket number,
section(s) violated, and your violation date. These are requirements for
receiving a completion receipt and to have the information sent to the court of
jurisdiction should you successfully pass this course. If you are unable to
provide the required information, your participation shall not be credited
toward satisfying the requirement.”
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(E) “The office business hours shall be listed. An instructor shall be available
during business hours to answer guestions. An instructor shall respond to a
call received after business hours on the next business day.”

(3) Home study and internet courses shall identify the traffic violator school and

provide the traffic violator school and occupational license numbers on each
course instruction screen.

(4) The internet course shall not allow a student to take the final exam until
the course instruction has been completed or allow any test questions to be
printed from the final exam.

(5) The course web site shall be secure and protected from electronic infection,
unauthorized content alteration, or user tracking outside of the course web site.

(A) Course pages shall be free from distractions including flashing,
moving, brightly colored, or sexually suggestive text and images.

(B) Course pages shall be free from interruptions including pop-up
windows.

(C) The web site shall require a unigue password for each student.

(6) Each student password shall be made invalid upon issuance of the completion
receipt.

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections 1808.7,
11200, 11202, 11219, 12810, and 15210, Vehicle Code; 42 U.S.C. Section 1210)

8§ 345.31. Submission of Traffic Violator School Course for Approval.

(a) A traffic violator school course shall be approved by the department or an authorized
agent of the department prior to use. Requirements for submitting a course for approval
in all modalities shall include:

(1) A completed Request for Approval of TVS Educational Program, form OL
764 (New 1/2011), which is hereby incorporated by reference.

(2) A separate request for approval shall be required for each modality of the
traffic violator school program.

(3) A list detailing the course materials being submitted for department review.

(4) A complete set of course materials which shall cover all required topics
identified in the Outline Of Required Topics and Standards for State of California,
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Department of Motor Vehicles Approved Traffic Violator School Course, form
OL 613 (Rev. 2/2011).

(5) A sample of the completion receipt to be issued to each student after passing
the course.

(6) No DMV logo or logo similar to an official DMV logo shall be used or
displayed with the exception of public accessible publications such as the driver
handbook, pamphlets, and the Traffic Violator Course Evaluation, form OL 767

(New 9/2011).

(7) The course shall be presented in a professional manner.

(8) Additional course requirements specific to each modality shall be included as
appropriate by reference to subdivisions (b) through (d) of this section.

(b) Additional requirements for submitting a course for classroom instruction shall
include:

(1) Each page of the lesson plan shall be consecutively numbered. Each line of
each page shall be consecutively numbered on a standard 8 %” x 11” page.

(2) The lesson plan shall include a Table of Contents.

(3) The lesson plan shall cover all requirements listed in Section 345.30 of this
Avrticle in sufficient detail to enable the department or an authorized agent of the
department to evaluate the specific information, determine the accuracy of the

information, and for an instructor to use it to present the material to the

department standards.

(4) The lesson plan shall reflect where visual aids and student participation will
be used to supplement lecture material. The purpose of each visual aid and
student participation activity shall be explained, and shall include a description of
how the instructor will generate the intended student participation. The lesson
plan shall include a brief synopsis of the information presented in any movie or
video presentation that is sufficient to allow the department or authorized agent of
the department to determine what specific information is presented by the movie
or video.

(A) A copy of each audio-visual media (chart, illustration, movie, and the
like) shall be submitted to the department for approval.

(5) The lesson plan shall include a time schedule. The time schedule shall
include:
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(A) The time allotted for lunch and rest break periods. A meal break of at
least 30 minutes shall be provided if the course is conducted in one
session. A rest break of at least ten minutes shall be provided during any
session conducted for a period of 200 minutes or more.

(B) The approximate time allotted for each audio-visual aid to be used.

(C) The time allotted for each major subject area.

(D) The approximate time allotted for each student participation activity.

(E) The approximate time allotted for completion, correction and
discussion of any tests used, and the method of correction to be used.

(6) Any other materials used beyond the lesson plan for instruction, such as
workbooks or brochures, shall be included for department approval.

(c) Additional Requirements for submitting a course for home study instruction shall
include:

(1) A sample of the workbook and any other material which will be provided to
the student.

(A) No material shall be offered to the student beyond what has been
approved by the department including advertisements, incentives, or
solicitations.

(2) A breakdown of the percentage of instruction for each topic area including the
calculated word counts per topic, the types of visual aids used, where they will be

inserted, and any movie or media clip titles and running times.

(3) A detailed description of:

(A) The steps taken to ensure the violator is the actual person taking the
course

(B) The procedures used as an equivalent to the classroom requirement
for student participation,

(C) The steps taken to ensure that the student cannot bypass the course
instruction and go directly to the final examination,

(D) The steps taken to ensure the course is not compromised by copying

(E) The steps taken to protect all student’s confidential information.
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(4) A minimum of three copyright protected final examinations if the test
administered is paper based.

(d) Additional requirements for submitting a course for internet instruction shall include:

(1) The standards specified in subsections (c)(2) and (c)(3)(A) through (E) shall
also apply to internet courses.

password to allow the department to review the actual course.

(3) Sequentially numbered screen prints of the lesson presentation.

(4) Information regarding support for program and course related problems and
guestions.

(A) A course guestion shall be answered by a licensed traffic violator
school instructor within 24 hours of a question being submitted and shall
include the traffic violator school represented, the school’s occupational
license number, the instructor’s name, and the instructor’s occupational
license number.

(6) A list of all post lesson examination guestions.

(A) All examination guestions shall be randomized on the web site.

(B) The post lesson examination shall continue until the allotted time has
elapsed or all questions have been answered.

(e) The department shall give written approval or disapproval of course submissions.

Note: Authority cited: Sections 1651 and 11219, Vehicle Code. Reference: Section 11202, Vehicle Code.

§ 345.32 Authorization for Purchase.

(a) In lieu of filing its own unigue lesson plan, a traffic violator school owner or operator
applicant may meet the course submission requirement by submitting a letter of
authorization from the owner of an approved traffic violator school course. The letter of
authorization shall be signed and dated by the owner of the previously approved course
and shall specify that it authorizes use of the material by the applicant and identifies the
applicant by name and the doing business as (DBA) business name as they appear on the
application. The department or an authorized agent of the department shall approve the
use of previously approved course material only if the material has been evaluated and
approved for use within the preceding 12 months.

(1) The program owner shall provide the purchaser a copy of the Approval of
TVS Educational Program, form OL 764 (New 1/2011), showing the previously
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submitted traffic violator school training program has been approved for use and
the approval date.

Ia_st department review, a program owner shall complete aform OL 764,
re-submit the course, pay the appropriate fee, and receive an updated
department approval on the completed form OL 764.

(C) The program owner is responsible for updating the course.

(2) A request for verification of authorized use of an approved traffic violator
school program shall include:

(A) For an original or reinstating traffic violator school owner applicant, a
Request for Verification of Approval for Use of an Approved TVS
Program, form OL 766 (New 1/2011), which is hereby incorporated by
reference, shall be submitted with the program owner’s letter of
authorization, traffic violator school owner application, and appropriate
application fees.

(B) When a currently licensed traffic violator school owner is requesting
verification of authorization to use an existing approved program, the
application shall include a form OL 766, the program owner’s letter
authorizing use of the program, and the appropriate fees.

(C) A letter of authorization shall identify the program owner by name
and Doing Business As (DBA) name as it appears on form OL 764, shall
list the program certificate approval number, shall state that the purchaser
has permission to use their approved traffic violator school program, shall
identify the buyer by name and any DBA name used by the buyer, and
shall bear the program owner’s signature and the date of the agreement.

Note: Authority cited: Sections 1651, 11219, Vehicle Code. Reference: Section 11202, Vehicle Code.

§ 345.36 345.33 Lesson Plan Revisions
(a) With the exception of purchased course programs, a traffic violator school owner is

responS|bIe for rewsmg the approved Iesson plan as necessary to ensure that approved

current and relevant to trafflc safetv Anv proposed chanqes or alteratlons to an approved
lesson plan beyond incorporating new law, deleting obsolete law, or switching content for
similar content, shall be submitted to the department for approval prior to the changes
being made to the course.
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(1) The traffic violator school owner shall be responsible for ensuring that a
course addition, deletion, or change, which does not require department review,
maintains the department’s standards for the course once the course has been

approved.

(2) Any final examination guestions, film or media clip, student participation
related changes, or total accumulated content changes of more than 25 percent
shall require department review.

(3) Paper based final examination guestions may be randomized without
department review to create additional final examinations provided that each test
complies with the requirements set forth in Section 345.30(d)(1) of this Article.

(b) The department shall reevaluate an approved lesson plans, as needed, to ensure that
an approved courses reflects current laws, and other information, and otherwise continues
to meet department standards.

(1) The department shall notify any traffic violator school of any deficiencyies in
any lesson plan and require a revisions to the plan.

(2) A traffic violator school which receives notification to revise its lesson plan
shall submit a revised lesson plan to the department by the date indicated on the
notice from the department.

(3) The failure of a traffic violator school to respond to any notification by the
department regarding a lesson plan deficiencyies by the date indicated on the
notice; or by failure to provideirg a revisions responsive to the a lesson plan
deficiencyies noted by the department, is cause for action pursuant to Vehicle
Code Ssection 11215(b).

(c) A traffic violator school shall continue to use its previously approved lesson plan
until receiving notification from the department that the revised lesson plan is approved.
The school shall implement use of the revised lesson plan within 60 days of notification
of approval.

NOTE: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections 11202
and 11215, Vehicle Code.

8 345.38. 345.34 Classroem Standards for TVS Courses.
(a) Approval for conducting traffic violator education classroom courses shall be

contingent upon the traffic violator school meeting and maintaining the following
elassreom standards requirements:
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{)(1) Classroom shall provide a minimum of 15 square feet of space per student
if the facility has lecture/assembly type seating or 20 square feet of space per
student if the facility has standard classroom seating with tables or desks.

)(2) Classroom shall provide seating and writing surfaces for all students.
Writing surfaces shall be tables, desks, the equivalent, or portable writing
surfaces. Portable writing surfaces shall be made of a rigid material at least a 1/8
inch thick and shall measure at least 8 1/2 by 11 inches.

{€)(3) Classrooms attendance shall be limited to a maximum of ferty(40}
students.

{e)(4) Classrooms shall provide an educational atmosphere which is conducive to
learning. To be conducive to learning, the classroom atmosphere shall be
influenced as follows: appropriately cooled and heated to overcome normal
summer and winter outside temperatures; appropriately lit for reading; and be free
from interruptions including but not limited to noise, sehoel business activities,
foot traffic, and machinery.

{&)(5) Classrooms shall not be located in or accessed through bars, restaurant
lounges, or any other rooms which serve alcohol, allow alcohol consumption, or
advertise or promote alcohol or its consumption..-rershat-student-access-to-the

classroom-factlity-be-through-bars:

H(6) Classrooms shall comply with all applicable local ordinances, including but
noettmited-to health and safety ordinances.

(b) Approval for conducting traffic violator home study and internet education courses
shall be contingent upon the traffic violator school maintaining the availability of the
course:

(1) A traffic violator school that offers a home study or internet course shall
notify the department of the initial date the course is available to the public.

(2) If the course becomes unavailable for five or more business days for any
reason after that date, the school shall notify the department of the change in
status within ten days.

(3) Before offering a course to the public that has been reported as “unavailable,”
the school must notify the department 15 business days prior to offering the
course.

(4) A home study or internet course shall provide a prospective student with a
specific time when the course shall be available or refer the person to the
Occupational Licensing Status Information System (OLSIS) when the course is
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not available. OLSIS can be accessed through the department’s website address
at www.dmv.ca.qov.

time in a quarter, with exception to a cause determined to be beyond the school’s
control, shall be notified and removed from the OLSIS for a period of six months.
If the program is unavailable more than 25 percent of the time for a second
quarter within two years, the course shall be removed from OLSIS until the
department approves a request from the school to have the course returned to the
OLSIS. The school’s name will remain on OLSIS; however, OLSIS will reflect

(6) A home study or internet school shall respond to a course inquiry within five
business days by providing the home study course materials or the information
necessary to commence an internet course. If the school is unable to respond
within five days, it shall provide the requester with the date the course will be

school.

(7) If internet course instruction has been interrupted, the traffic violator school

within five business days.

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Section 11202,
Vehicle Code.

§ 345:39: 345.36. Conducting Classes Courses.

(a) Approval for conducting traffic violator education courses shall be contingent upon
the traffic violator school conducting elasses courses as follows:

(1) A violator who is unable to provide the docket number, the court code, the

violation date, and the section violated shall be admitted only as electing to take
the course as provided by Vehicle Code section 11200. In this case, completion
of the course may not be used to mask a traffic violation on the student’s record.

(2) Pursuant to Vehicle Code section 11200(b)(1), a disclosure statement shall be
provided to any student who is not taking a traffic violator school course to have a

violation masked on the record pursuant to Vehicle Code section 41501 or 42005.

(A) A student who elects to attend shall be provided the disclosure and

attendance to the course.

(3) Confidential student information provided as a course requirement shall not
be used or provided to a third party for purposes of marketing and/or solicitation.
For purposes of this section, “Confidential student information” shall include, but
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shall not be limited to, the student’s name, address, telephone number, driver
license number, court related violation information, and financial information.

(A) Confidential student information shall be safeguarded and secure.

(B) Information collected shall not include the mother’s maiden name or
the student’s social security number.

(4) Only approved materials shall be provided for student instruction.

(5) The school shall not advertise, solicit, or market to a student until after the
course has been concluded. No advertisement, offer, or other commercial
literature shall be offered during the course.

(6) Course completion shall not be made contingent on the purchase of any
product.

(7) No instructor shall knowingly give false or misleading information to any
student.

(b) Approval for conducting a traffic violator classroom education course shall be
contingent upon the traffic violator school conducting classes as follows:

(1) Only one school shall conduct class in any specific classroom at one time.

)}(2) The school shall ensure that students understand the language in which the
course is presented by talking with students during registration.

£€)(3) The instructor shall have the school's approved lesson plan in hisf or her
possession in the classroom for the duration of the class and shall follow that
lesson plan.

{d)(4) The instructor shall have a current Vehicle Code in hisf or her possession
in the classroom for the duration of the class.

)(5) The instructor shall have evidence of licensure, which is specific to the
school offering the class, in hist or her possession, except as exempted by Vehicle
Code Ssection 11206. The identification card issued by the department in
accordance with Section 345.02(b) or 345.06(g) shall be used to meet this
requirement, unless a permanent license has not yet been issued.

)(6) The instructor shall ensure that the exterior of the classroom is clearly
marked with the school name, as a guide to students. In a hotel or convention
center type facility, a notice on the facility's bulletin board or room locator shall
be sufficient.
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)(7) The instructor shall identify himselff or herself by name to the class, state
the full name of the school, and post both names in the classroom.

)(8) The instructor shall not admit any student to the class if the student arrives
more than 15 minutes after commencement of instruction. This provision shall
apply to students returning late from lunch or rest breaks. An instructor may admit
a student to class who is late less than 15 minutes, provided that the instructor
provides the student with a make-up session, which covers the actual class
instruction missed by being late, during the lunch break or after normal class
hours.

(9) The instructor shall ensure that a sign is posted in each classroom for the
duration of the class which reads: “No Alcoholic Beverage To Be Consumed Or
Possessed By Students During School Hours”. Owners, operators, and instructors
shall strictly enforce this requirement and shall not permit any person to
participate in any class who is under the influence of alcohol, has any alcoholic
beverage on his or her person, or who consumes any alcoholic beverage in the
classroom.

$(10) A traffic violator course shall not be combined with any other driver
education or driver improvement course.

&)(11) Topics discussed by an instructor or during student participation or audio
visual aids shall not include topics which are not of a traffic safety nature,
including but not limited to:, offering advice on how to beat traffic tickets,
courtroom procedures, and police jurisdictions.

m)}(12) The instructor shall conduct himselff or herself in a professional and
courteous manner at all times when students are present.

)(13) At the start of any class, the instructor shall explain the aeffect of
attendance on the students' driving records pursuant to Vehicle Code Ssection
1808 7 mcludlng the—n#enmaﬂen—that—net—al#ee&rts—a#ew—p&rﬂequ—#aﬁne
. ton situations
where a traffic V|olat|on may not be masked Qy attendlnq a traffic V|olator school.
Such situations include:

(A) The driver has already attended a traffic violator course within 18
months of the conviction.

(B) The person convicted holds a commercial driver license, as defined
by Vehicle Code section 15210.
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(C) The person convicted holds a commercial driver license in another
state, in accordance with Part 383 of Title 49, Code of Federal Regulation.

(D) The violation occurred in a commercial motor vehicle as defined in
Vehicle Code section 15210.

(E) The conviction would result in a violation point count of more than
one point pursuant to Vehicle Code section 12810.

{6}(14) The instructor shall validate the student information provided on the
roster sheet or enrollment card, pursuant to Section 345.56(a), with the student's
actual driver license.

(15) A student roster shall not be passed from student to student or handled in a
way that would allow a student or any other person to view information related to
any other student.

(c) Approval for conducting a traffic violator home study education course shall be
contingent upon the traffic violator school conducting courses as follows:

(1) The instructor shall have an approved lesson plan and current California
Vehicle Code book on hand when responding to student guestions.

(2) A licensed instructor shall respond to a student question within 24 hours of
receiving it by telephone, facsimile, or electronic mail.

(3) All communication from the instructor shall include the school name, school
occupational licensing number, instructor name, and the instructor’s occupational
licensing number.

correction.

(d) Approval for conducting a traffic violator education internet course shall be
contingent upon the traffic violator school conducting the course as follows:

(1) The instructor shall have an approved lesson plan and California Vehicle
Code book on hand when responding to student guestions.

(2) A licensed instructor shall respond to a student question within 24 hours of
receiving it by telephone, facsimile or electronic mail.
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(3) All communication from the instructor shall include the school name, school
occupational licensing number, the instructor name, and the instructor’s
occupational licensing number.

(4) No off topic links shall be allowed on the course website.

(5) Course web pages shall be free of distractions including flashing, moving,
brightly colored, or sexually suggestive text and images.

(6) Course web pages shall be free of interruptions including pop-up
advertisements.

(7) An internet school whose license is expired, suspended, terminated, revoked,
or who discontinues doing business shall immediately remove or disable the
course website until such time as the department has provided written approval to
conduct business again.

(8) A notice shall be posted on the website when instruction is not available with
an expected time that instruction will again be offered or shall refer the
prospective student to the Occupational Licensing Status Information System to
allow the student to select another course or school.

(9) A student access code shall be made invalid upon issuance of a completion
receipt.

Note: Authority cited: Sections 1651, 11202(a)(2) and 11219, Vehicle Code. Reference: Sections 1808.7,
11200, 11202, 11206, 11219, 12810, 15210, 41501, and 42005, Vehicle Code. Title 49, Code of Federal

Regulations, Part 383.

8 345.40. Classroom Course Schedules.

Approval for conducting traffic violator education classroom courses shall be contingent
upon the school meeting and maintaining the-feHlewing specific scheduling requirements:

(a) A schedule of all classes shall be filed with the department a minimum of 15 days
prior to any class being conducted by any new school or at any new classroom location
being used by any school. A schedule shall be submitted through U.S. mail or posted on
the school web site.

(b) A schedule of all classes shall be filed with the department a minimum of 15 days
prior to the beginning of each calendar month after a school begins operation. A schedule
shall be submitted through U.S. mail or posted on the school web site.

(1) A school shall declare its reporting method for a class schedule when
beginning or changing the manner of reporting a class schedule on a Notification
of Class Schedules, form OL 854E (Rev. 9/2011), which is hereby incorporated
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by reference, fifteen (15) business days prior to beginning instruction or changing
the reporting method.

(c) Schools shall use the Official Seheel-And Classroom Location{s)} Schedule, form OL
854 (Rev #93 9/2011), which is hereby incorporated by reference, when submitting
schedules to the department. Fheform-shal-contain:

(d) A school that fails to submit schedules pursuant to this section shall result in the
school name being removed from all judicial districts on the-nrext /S-Classroem
Location-List published-by the department’s Occupational Licensing Status Information
System (OLSIS) for six months, pursuant to Vehicle Code section 11205(a). If the school
fails to submit schedules a second time within any 12 month period, the school's name
shall be removed from the pexttwo- T\ S-Classroom-Location-Lists OLSIS for 12 months
and until the department approves a new classroom application.

(e) A school shall schedule and offer to conduct classes in an approved classroom
location, in each city listed on the F/S-Classroem-Loeation-List Occupational Licensing
Status Information System (OLSIS), at least once every ether-menth quarter.

(1) For the purposes of this section “schedule and offer to conduct” means that a
school shall schedule a class pursuant to the scheduling requirements of this
section, shall offer to enroll prospective students in the class, and does not cancel
the class except in accordance with the provisions of subdivision (b) or (c) of
Section 345.41. If a school cancels a class pursuant to subdivision (a) of Section
345.41, the school did not *“offer to conduct” for the purposes of this section.

(2) If the department determines, upon investigation, that a school is not
scheduling and offering to conduct classes in a city pursuant to subdivision (e),
that city location shall be removed from the rext\/S-Classroem-Location-List

OLSIS for six months published-by-the-department pursuant to Vehicle Code
section 11205(a).
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(3) Ifaschool has 5 five city locations or a subsequent time for a single location
removed from the FS-Classroom-LocationList OLSIS within any 12 month

period, the school's name shall be removed from atHjudicial-districts-on-the-next
publication-ef-the P\/S-Classroom-Location-List the OLSIS for six months and

until the department approves a new owner application.

(F) A school shall not offer to register a student for a class, nor conduct a class, that has
not been included and submitted to the department on the Official-Schosl-And-Class

Location(s)-ScheduleForm Official Classroom Location Schedule, form OL 854 (Rev.
9/2011), or posted on the school’s website.

(g) The department may waive the requirements of subdivision (a), (b), or (e) of this
section for a traffic violator school if a school is unable to schedule or conduct classes
due to a rermal natural disaster such as; fire, flood, er earthquake, or a civil disturbance.

(1) Assoon as circumstances allow, the school shall notify the department that it
is unable to schedule or conduct classes, and shall specify whether the entire
school operation is disrupted or which specific classroom locations/judicial
districts are affected.

(2) The department shall determine whether to waive the requirements, and the
duration of the waiver, based on the specific circumstances, and shall notify the

school(s) of the decision immediately.

Note: Authority cited: Sections 1651, 11202 and 11219, Vehicle Code. Reference: Sections 11205, 11213
and 11219, Vehicle Code.

§ 345.41. Class Cancellations.

(@) Should a school cancel any scheduled class, the school shall notify the department in
writing or by telephone as referenced in subdivision (b). The department shall receive
such notification no later than 5:00 P.M. on the fifth business day preceeding the
scheduled class date. The school shall notify affected students a minimum of 4 four days

prlor to the scheduled class mwnﬂngepbwelepkmne%eheemwkawebamna%eleet

(b) If emergency circumstances prevent timely written notice to the department of class
cancellation, the school shall telephene call the department at-least no later than 72 hours

prior to the scheduled elass date and start time. A-scheelwith-a-website-may-electtopost
the alert message at least 72 hours prior to the scheduled class.

(1) If emergency circumstances prevent notice to the department of class
cancellation within 72 hours of the scheduled date and time, the school shall
telephoene call the department the first work day following the decision to cancel
the class and explain the circumstances causing the cancellation. The school shall
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provide confirmation of the circumstances in writing. Fhe-confirmationis-not

(c) Traffic violator schools shall conduct classes at scheduled locations unless enroliment
consists of five students or less in cases of low enrollment, unless enrollment consists of
less than six students.

(1) The class may be canceled, provided the school notifies all registered students
and the department by telephone at least 24 hours in advance.

(A) Notification of cancellation may also be by electronic mail. If the
school only has a postal address, the notification shall be by U.S. mail.

(2) Student notification by telephone shall be attempted at least three times. A
voicemail message shall be left at the first attempt; if a voicemail system answers.

(A) An electronic reply from the student constitutes notification. Returned
postal mail shall confirm notification by U.S. mail.

4) (3) The school shall maintain a class roster or student enroliment form for
each class canceled for low enrollment. The form shall indicate the notification
method, date(s) and time(s), and outcome of notification.

(d) Whenever a class is canceled on an emergency basis; pursuant to subsection (b), the

school shall refer affected students to the department'spublishedT\/S-Classroom
LocationList-or-other-court-approved-Hst OLSIS for selection of another school, unless

an alternate date, time, or location is provided at a charge not to exceed the cost of a
completion certificate and any other cost of certificate required by the court.

(1) Under no circumstances are the affected students to be referred to a specific
school.

If these conditions cannot be met by the traffic violator school, the scheduled
class shall be conducted as scheduled.

(e) If aschool cancels a class for any reason, the school shall post a notice of
cancellation at the classroom location for 1/2 hour prior to and one hour after the start of
the scheduled class, unless all registered students and the department were either notified
by telephone, mail, or electronic mail as referenced in subseetions subdivisions (b) and
(c) at least 4 four days in advance of the class being canceled.

Note: Authority cited: Sections 1651, 11202 and 11219, Vehicle Code. Reference: Sections 11213 and
11219, Vehicle Code.
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8 345.42. Quarterly Reporting of Classes-Conducted Traffic Violator School
Activity. [Repealed}

(a) A traffic violator school shall report on all traffic violator school activity by modality
using the Traffic Violator School Quarterly Report, form OL 850 (Rev 2/2011).

(b) Reports shall be for each preceding calendar quarter or portion of the calendar
quarter, if the school was not licensed for the full quarter.

(c) Completed forms are to be received in the department’s headquarters office on or

before the 30" calendar day of the month following the guarter in which the classes were
conducted.

Note: Authority cited: Sections 1651, 11202(a)(2), 11213(d) and 11219, Vehicle Code. Reference: Section
11213, Vehicle Code.
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