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TORBAY INSURANCE SERVICES FOR SCHOOLS

Purpose of this leaflet

[image: image3.wmf]The Insurance Team is responsible for arranging and administering the Council’s insurance policies.  This leaflet has been prepared to provide an outline of the insurances arranged on behalf of the Council and guidance regarding insurance issues.  If further details of the covers and the terms of the policies are needed these may be obtained from the dedicated insurance team who are available to provide verbal or written assistance and advice in dealing with all insurance/claims related matters and general risk management. 

Structure and Functions of the Insurance and Claims Handling Team

The Insurance team will:

· arrange placement of a comprehensive package of insurances (as  

detailed in this document)                                        .                                                                                                                                                                                                                                                       

· information and clarification on existing policy cover.
· advice and guidance regarding insurance implications for events and activities, property issues, school trips and hiring of school facilities. 

· advice on potential claims and management of claims along with associated correspondence.

· undertake mid term adjustments, additions and deletions in cover required to reflect risk exposure as well as arrangements and management of engineering inspection reports.

· Upon request, the team can assist in scrutinising legal documentation, such as contracts with third parties, to ensure that as far as possible any residual risk is transferred through appropriately worded indemnities.
· arrange statistical reporting and claims analysis
The Insurance Team is part of Commercial Service’s Compliance, Claims Handling and Insurance section which is comprised of specialists in dealing with all aspects of civil liability and the management of risk.

The council’s Health & Safety specialists will assist in minimising risk exposure by monitoring health and safety procedures and ensuring effective hazard assessments and physical controls are in place.  

Where a liability claim arises, a legally qualified member of the team deals with all correspondence with Solicitors and third parties and carries out a detailed investigation into the causes of the incident.  This may involve interviewing staff and inspecting the accident location by prior arrangements with the school.

The team also have the support of professional insurance brokers in order that Best Value is achieved when placing the Council’s risks in the insurance market.

The brokers are also available to advise and assist with any request for specialist or additional insurances whether these are required corporately or by individual schools.  

The team are based at the Town Hall in Torquay.  However, there may be occasions when attendance at schools is appropriate and these visits can be arranged by appointment. 


The members of the team are:-

Evelyn Murray, Insurance Manager 

Telephone 207174 (Direct Line)


Deborah House, Insurance Assistant


Telephone 207173 (Direct Line)
               Jayne Wills, Senior Solicitor (Claims Handling)

               Telephone 207177 (Direct Line)

               Samantha Goodwin, Senior Legal Officer (Claims Handling)


Telephone 207164 (Direct Line)


Carole Hardy, Legal Officer (Claims Handling)


Telephone 207090 (Direct Line)

N.B.  
Notification out of hours of a critical incident such as a death or serious injury or a major fire in a building should be reported to the 24-hour Control at TOR2 Aspen Way.  Tel: 550405. The officer on duty will initiate the notification cascade to appropriate officers.


*Headteachers of Church of England Voluntary Aided Schools should also note the following contact in the event of a fire in their school:


 C of E Diocesan Surveyor (Education) – Mr Richard Power   Tel:  Office: 01392 294952
                                                                                                                         Mobile:07866 690034
                                                                                                                         Home: 01392 252961

              RC Diocesan Claims Manager – Colemans Nigel Edwards Tel: 07773 379601
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GENERAL GUIDANCE

There are general requirements and financial regulations relating to the corporate insurance arrangements.  Briefly these are:-

· The Executive Head of Finance where necessary in consultation with the Director of Children, Schools and families, shall effect all approved corporate insurance covers and negotiate all claims.

· [image: image5.wmf]Head teachers of schools opting to purchase corporate insurance cover shall give prompt notification to the Insurance Section of all new items or increased values, [properties or vehicles] to be insured.  Details of any existing risks [or items] for which cover is either reduced or no longer required, and any changes which may affect existing insurances must also be notified promptly. 
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· Head teachers must notify the Council’s Insurance Section as soon as is practically possible and then confirm in writing details of any loss, liability or damage or any event likely to lead to a claim against the Council or school.  [Any serious loss, damage or injury must be notified immediately by telephone].

· [image: image7.wmf]Head teachers must assist the Insurance Section by supplying all information required promptly in order that the Insurance Section may comply with current legislation and enable claims to be settled as quickly as possible.

· Any indemnities requested by third parties or organisations should be discussed with the Insurance Section.

Head teachers are also requested to comply with the following procedures:-

· Head teachers shall obtain insurance documentation and verify valid insurance covers for any contractors or hirers of premises in connection with any contract, agreement or works carried out on behalf of their school.

· Head teachers shall immediately complete and return to the Insurance Section an Incident Report Form whenever loss or damage occurs.

· Head teachers responsible for drivers of school operated vehicles insured by the Corporate (Motor Fleet) Insurance policy shall enable the Fleet Manager at TOR2 to comply with the terms of this policy by providing annually a list of drivers with the vehicles which they drive together with copies of their driving licences.
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The above requirements relate to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
Reminder of the duty of disclosure to insurers and duty of utmost good faith

The law in the United Kingdom deems insurance to be a special class of contract which imposes onerous duties upon prospective insureds and their agents, who are obliged to act with utmost good faith towards insurers at all times.  In addition they are obliged to disclose to insurers, before the contract is concluded, all ‘material’ information which is known to them.  The obligation of disclosure is not limited to material information of which they are aware; it extends to those matters of which they ought to be aware in the ordinary course of their business.
At present, English Law states that all information or every circumstance is material if it ‘would influence the judgement of a prudent insurer in fixing the premium or determining whether he will take the risk’.   Information may be deemed to influence the judgement of a prudent insurer and be material even if it would not necessarily have led him to decline the risk or to have set an increased premium.  What matters is that he would have reasonably taken the information into account.  If there is any doubt whether information is material it ought to be disclosed to insurers.

If there is any breach of the duty to act with utmost good faith or failure to disclose any material information to insurers, the insurers will be entitled to void the policy of insurance from inception if the breach induced the making of the contract on the relevant terms.  In effect this means they would be entitled to act as if the policy had never existed and to seek recovery of all claims already paid under that policy, although they would be obliged to repay the premium in most circumstances.

Changes in risk after inception
The duties of utmost good faith and disclosure also apply to the claims process and to any situations during the period of the policy in which the insured is required, under the terms of the policy or otherwise, to provide information to insurers including the extension or amendment or renewal of any policy.

Torbay Council Insurance Support Services for Academy Schools.

Academy Trusts are responsible for making arrangements for the academy and ensuring that adequate insurance is in place from midnight of the date of conversion so that there is continuity of cover.

Torbay Council’s Local Authority Scheme for Insurance Support Services will provide assistance and guidance so that the transition to Academy status is as smooth as it can be and to lessen the burden now and in the future whilst ensuring a professional and reliable insurance service to the school.

An annual Insurance support services package is available for Academy schools under the Local Authority Scheme which will provide the following: -

· Insurance support services including guidance regarding insurance implications for events and activities, property issues, school trips, hiring of school facilities and assistance and advice on potential claims and associated correspondence.

· Guidance and support on day to day management of risks facing the school.
The above services can also be provided to Schools who buy their own insurances through a Broker/Consortium.

The Broker/Consortium will provide a level of support and assistance but the Council can offer additional support along with the expertise and knowledge of Local Authority matters.

In addition to the above, the Council’s Insurance services can include arrangement of insurance quotations.

If this insurance is taken up by the school, the following additional services will be available: -

· Facilitate the purchase of a comprehensive insurance package including acceptance of cover and management of policy documentation.
· On-going support and guidance relating to the insurance policy.

· Information and clarification on existing policy cover.

· Point of contact with Insurer for mid term adjustments, additions and deletions in cover required to reflect risk exposure as well as arrangements and management of engineering inspection reports.

· Implications for policy changes.

An annual service level agreement will be in place between the Academy School and the Council.

The fee for the annual Insurance support services package is 5% of the annual insurance premium and is fully recoverable from the YPLA.

For further information please contact Evelyn Murray, Insurance Manager, Torbay Council on 

01803 207174 or evelyn.murray@torbay.gov.uk 
                                         PROPERTY POLICY

Insurer: Chartis
Period: 1 December to 30 November
[image: image9.wmf]
This policy is divided into the following sections:-

1.
Material Damage – Own Property

1.
This section covers losses or damage to buildings and contents* belonging to the Council or school or for which they are responsible against the perils of fire, lightning, aircraft and explosion, riot civil commotion, earthquake, (windstorm, flood and escape of water, for losses above £25K, for losses below this amount see section 2 below).  These are known as catastrophe risks as they could produce a total loss.  Voluntary Aided school buildings are insured by the policies arranged by the Church Diocese.


*The value of contents insured by the Council for all schools against the above perils is a ‘blanket’ sum of 15% of the insurance value of the premises because it is not based on inventory details.  

2.
NB Damage to curriculum equipment, internal decorations, fixtures, fittings, glazing and other items which are the responsibility of the school, from other causes such as storms, burst pipes, vandalism, impact or theft are not covered by this insurance and schools are recommended to consider whether they need to purchase additional separate insurance to cover these risks.  The Insurance Section has arranged a Balance of Risks policy for schools which provides this cover. The premium is based on pupil numbers and any school wishing to be included in cover under this policy can obtain further details from Evelyn Murray on 207174 or Deborah House on 207173
3.
(Head teachers of schools which are the subject of PFI arrangements will be aware that the PFI Contractor is responsible for insuring the school facility they provide and the benefits of the Council’s property policy detailed on pages 8-12 do not automatically apply.  PFI schools are therefore responsible for making arrangements, either with the in-house Insurance Section or an alternative supplier if insurance cover is required for money losses and curriculum items for the catastrophe risks referred to above.  Any additional perils cover for curriculum items will need to be arranged by the school as referred to in paragraph 2 above.

4.
There is an excess on the policy of £25,000 per claim subject to a maximum loss of £75,000 in each year.  (Claims of £1,000 or below are not included in this total loss figure).  Payment of the excess (i.e. the element which is not externally insured) for claims for fire, lightning, explosion, aircraft or riot and civil commotion are usually funded from the Council’s in-house Corporate Insurance Fund as are windstorm, flood and escape of water above £25k .  However if there has been a failure to take reasonable precautions to prevent or minimise damage or loss the excess may be recharged to the school concerned.

[image: image10.wmf]5.
Debris removal costs following an incident and Professional Fees payable in the course of drawing up plans for reinstatement are also covered by the policy up to a maximum of £7.5M
2.
Business Interruption

1
This section of the property policy provides cover up to a maximum of £10M for reasonable expenses incurred in order to minimise interruption to the operations of the School following damage to its premises from one of the insured perils fire, lightning, aircraft and explosion, riot civil commotion, earthquake, windstorm, flood and escape of water £25K, for losses. For example, this will cover the expense of hiring portable classrooms or alternative office space following a fire.  The additional expenses must arise as a direct result of the insured damage and be incurred during the indemnity period of 36 months.

2.
The Council has arranged three extensions to the Business Interruption cover, to provide for situations where there is no physical damage to the school.  These provide cover for additional expenditure incurred following interruption of the school’s service due to the 


a)
inability to use or access an insured school due to damage to nearby property as a consequence of fire, lightning, aircraft or explosion

b) closure of a school as a result of notifiable infectious or contagious diseases at the 


premises or nearby

[image: image11.wmf]
c)
inability to use or access the insured school due to damage to a public utility, e.g. electricity sub-station.

3.
Contract works

1.
This part of the policy provides cover for damage to an insured school including new buildings as well as alterations and additions to existing buildings during building contracts if the school is responsible for such insurance in the contract terms.  Details of the contract must be notified to the Insurance Section before the onset of work if this insurance cover is required.  Tools, equipment and materials left on site which are the property of the Council or for which they are responsible are also covered by this insurance.  N.B. Property or items belonging to a contractor or for which they are responsible is excluded.

2.
The perils covered are All Risks including accidental damage. An excess of £500 increasing to £1000 in respect of fire theft or malicious damage for each and every loss which will be paid out of the in-house Corporate Insurance Fund thereby providing total cover against loss.

3.
The cover is provided on a “blanket” basis i.e. no individual contract details are required by the insurer unless the contract is of a value in excess of  £1m,  (An additional premium may be payable if this limit is exceeded).  The total annual value of contracts covered on this basis is £10.0m
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4. Money    

1.
Loss of school money i.e. cash, postal/money orders, stamps etc. and non-negotiable money, i.e. crossed cheques, are covered by this part of the property insurance policy subject to the maximum limits listed below:-

	
	1.
	Non negotiable money

	£150,000



	
	2.
	Other money in transit in the custody of employees, or in transit by registered post, or in Bank Night Safe.
	£30,000



	
	3.
	Other money in transit in the custody or control of a security company or similar organisation.

	£100,000



	
	4.
	In unspecified locked safes or locked strong-rooms, out of business hours



	£1000 

	
	5.
	In specified locked safes out of business hours 


	(Value declared for individual safes)

	
	6.
	In dwelling of authorised personnel
	£400



	
	7.
	In locked receptacles other than safes within the premises 



	£500

	
	8.
	Open cheques bearing the facsimile signature of an authorised officer of the insured being issued or put into circulation without the authority of the  insured

a)
any one cheque


b) all losses in any one period of insurance


	£750

£15,000

	
	9.
	Crossed cheques bearing the facsimile signature of an authorised officer of the insured being issued or put into circulation without the authority of the insured

a)
any one cheque 






b)
all losses in any one period of insurance


	£150,000

£1,000,000



	
	10.
	Crossed cheques in ordinary post

a) any one cheque

b) all losses in any one period of insurance
	£1,000

£250,000



	NB:  Loss from an unattended vehicle is limited to £100


2. As well as any money losses, damage to safes or other receptacles and personal effects caused by or consequent upon theft of money or an attempted theft up to a maximum of £500 for personal effects and reinstatement value for safes, etc., is covered by the policy.
3. Losses due to accounting errors or omissions are not covered.  Similarly losses which occur where there has been a failure to take reasonable security precautions, and this may include failure to comply with the recommendation of the Insurer for Cash Carrying detailed below or leaving a safe key on site whilst closed for business, would also be excluded from cover.  Fraud or dishonesty of an employee which is not discovered within 72 hours is not covered but may be picked up by the Fidelity Guarantee Policy (refer to page 20).

4.
The Insurer’s recommendation for cash carrying is:

Cash Carryings:
£1 - £2,500 

1 attendant plus mobile phone



£2,501 - £6,000

2 attendants plus dye discharge bag or 3 





             attendants plus mobile phone



£6,001 - £12,500
3 attendants plus dye discharge bag and 






mobile phone



£12,501+

Security company or specialist vehicle 






to be used. 

5.
Terrorism

1. [image: image14.wmf]The Terrorism section of the Policy provides cover for damage to property or business interruption caused by fire or explosion as a result of the actions of any person acting on behalf of any organisation with the aim of overthrowing or influencing the Government by violence.

`

2. The excess applicable to claims under Section 1 (material damage) will apply.

3. Debris removal costs to a limit of £100,000 is also covered by the Material Damage section of the Property policy in respect of the Council’s legal liability to remove debris as a result of damage to property owned by a third party.

The above cover relates to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
               ENGINEERING INSPECTION POLICY
Insurer: Zurich Municipal

Period: 1 December to 30 November
1.
This policy provides for a professional Engineering Surveyor to undertake the inspections required by law for items of plant and machinery as listed below:- 

All hot water boilers including pipework and radiators, pressure vessels, 



[image: image15.wmf]Air receivers, drain tanks, Calorifiers, Filter vessels and Café boilers

All passenger, goods and scissors lifts, service lifts






All lifting tackle, winches, cranes, vehicle lifts and lifting tables 





Runway tracks/trolleys, roller coaster, gantrys and stairlifts,


Working platforms, chain blocks, forklift trucks


Motors, Pumps, Fans, Burners, Control panels, Engines/alternators, 




welders, Motorised valves, Compressors and blowers


Local Exhaust Ventilation Equipment

2.
If the school acquires new or replacement items of plant and machinery is it important to advise the Insurance Section as soon as possible so that the items can be inspected and added onto the policy.  The Engineer Surveyor who visits premises may well pick up changes during his inspection but if plant is at a site where inspections are not currently carried out or if the item is not readily visible it may be overlooked.  If you are concerned that plant or equipment is not being inspected please contact the Insurance Section.

3.   Cover is in place for damage to Plant which at the time of such damage is less than 2 years 
      old, as is damage to the Council’s surrounding property (excluding stock in trade or goods in
      process of manufacture) caused by Explosion or Collapse of Plant
The above cover relates to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
COMBINED LIABILITY POLICY
Insurer: Zurich Municipal
Period: 1 December to 30 November
[image: image16.wmf]
1. General  

1.
For the purpose of this policy the extended definition of “indemnified parties” and “employees” may include the following whilst they are working directly for the Council in connection with local authority business. Please note that schools are required to make their own arrangements for cover for any NON LEA ACTIVITIES OR FUNCTIONS i.e. fundraising etc. Voluntary Aided schools should contact their respective Dioceses for information on the cover they have in place for these functions.
· Voluntary workers including persons undertaking work experience or similar schemes

· Members of committees, schemes or associations formed to assist in the activities of the Council

· Persons seconded from any other Authority

· Any persons paid by the Council but not strictly under Contract of Service with the Council, e.g. Teachers employed by the Governors of Voluntary Aided Controlled and Special Arrangement Schools and persons employed through Employment Training Schemes to the extent that the Council is deemed liable as their Employer

· Any Governors, Managers and Trustees of Voluntary and other schools, colleges and educational establishments 

· [image: image17.wmf]Teachers in the employment of the Council in respect of claims arising from voluntary organisation of and/or participation in authorised out of school activities not forming part of the duties of the said teacher under his/her contract of employment with the Council

· Persons borrowed or hired including volunteers and voluntary organisations approved by the Council 

· [image: image18.wmf] Participants and leaders of Youth Exchange Groups (UK and overseas), Community Education Groups, Award Schemes and the like

2. The excess payable on this policy is £25,000 each and every claim unless otherwise stated and this is usually funded from the in-house Corporate Insurance Fund thereby providing total cover in respect of all claims.  However, if there has been a failure to take reasonable precautions to prevent or minimise accidental injury, loss or damage or a disregard to Health and Safety requirements, an excess (uninsured loss) may be charged to the school concerned.   The total liability for claims against the Council is capped at £825k in any year, across all the following sections.

3. The limit of cover provided by the policy is generally £50m for any one occurrence unless otherwise stated.

4. The Insurer has agreed that claims which fall within the policy excess may be handled by the Council’s legally qualified in-house claims handlers.

It is important that details of claims (or even knowledge of a potential claim) against the school are referred immediately to the claims handlers for investigation.  This is especially important if Letters of Claim are received from Solicitors acting on behalf of claimants as the process under the Civil Procedure Rules for dealing with claims includes time limits for responses with which we must adhere.

Failure to do this could prejudice the Council’s ability to defend a claim to the extent that the Insurer may refuse cover.
Claimants who contact schools by telephone about a potential claim should be requested to provide details in writing or by email so the facts may be investigated by the Council’s Claims Handling Team.

5. Schools have a duty under the terms of the policy to disclose to the Insurer all facts and matters which may influence a prudent Underwriter in deciding to underwrite a risk and, if so, on what terms. (See page 7 of this document).
Schools should note that current financial difficulties in the insurance market and the Insurer’s desire to encourage good risk management has resulted in strict interpretation of the terms of policies for non-routine or high risk activities.  A failure to disclose material information or incorrect or misleading information may entitle the Insurer to void the entire policy.  In that event they would have no obligation to pay any claim.

2.
Employer’s Liability

1. This section of the policy provides cover to protect the Council and the list of the indemnified parties referred to in Section 1 in respect of all sums they are legally liable to pay including compensation and costs and expenses for bodily injury, illness or disease suffered by any employee which arises out of and in the course of their employment with the Council.  Damage to property owned by the indemnified parties will be covered by Section 3 of the Policy (Public Liability).  Negligence or breach of statutory duty by the Council as employer has to be established for a claim to succeed.  

Claims relating to acts of Terrorism are limited to £5m. 

N.B. The policy cover may be invalidated if an employee is allowed to return to work after sickness without obtaining the necessary Statement of Fitness for Work from a Medical Practitioner.

2.
There are no time restrictions relating to the working day and cover applies anywhere in Great Britain, Northern Ireland, the Channel Islands and the Isle of Man and whilst temporarily engaged elsewhere in the world with the exception of the jurisdiction of the USA and Canada.
3.   Cover is provided in connection with the defence of any criminal proceedings including any 

      appeal against conviction arising from any such proceedings brought in respect of a charge 
      and or investigations connected with a charge of Corporate Manslaughter or Corporate 
      Homicide under the Corporate Manslaughter and Corporate Homicide Act 2007 which has 

      been committed or alleged to have been committed in the course of the business of Torbay 

[image: image19.wmf]      Council.

3.   Public/Products Liability
1. This section provides cover to protect the Council and the extended list of indemnified parties and employees referred to in section 1 in respect of sums they may be legally liable to pay as compensation arising out of accidental injury or damage suffered by a Third Party as a consequence of the negligent acts or omissions of the Council, Governors or employees whilst working directly for the Council in connection with its business as a Local Authority.  

(Schools which hire out facilities are advised to follow the guidelines in the document “The Letting of Educational Premises and Grounds” as these may be effective in making Hirers responsible for their own negligence).

2. The policy also includes cover for liability arising from goods sold, supplied, renovated or serviced by the Council or school.

3. The following limitations/exclusions apply to the cover:

Limitations
a. Cover in respect of damages for a financial loss is £250,000 during any one period of insurance.

(The excess applicable to claims for financial loss is £25,000 or 20% of claim whichever is the greater.)

Exclusions
Claims relating to exposure to asbestos.

Claims relating to acts of Terrorism.

Data related performance & Functionality.

4.   Officials’ Indemnity

1.
This section indemnifies the school, Governors and employees for all sums they may become legally liable to pay as compensation for third party financial loss (other than arising from bodily injury or illness or physical loss or damage to property) in respect of any negligent act, error or omission committed in good faith by any official of the Council, or breach of statutory duty, breach of trust, breach of warranty of authority of any employee in the course of their normal duties.

2.
The policy is extended to include cover for any Governor or Employee acting at the request, order or directions of the Council as a director, officer or trustee of or in any managerial or supervisory capacity of any outside entity such as a Trust, association or committee not under the authority and control of the Council. (including ultra vires actions).


This cover is not intended to replace the normal insurance and indemnification given by a responsible organisation.  Governors and employees are advised to check that liability insurance has been arranged by the outside entity which provides adequate protection to its officials or trustees.

3.
The limit of cover in each year is £5m.

5. 
Professional Indemnity

1.
This covers the Council’s legal liability to pay compensation for financial loss as a result of any negligent act, error or omission committed by an employee of the Council including dishonesty whilst acting on behalf of the Council in a professional capacity for an independent external organisation.  NB: An annual declaration of activities undertaken and any income received is required by the Insurer. Professionally qualified Governors who provide advice to schools in their professional capacity are not covered by this policy and are advised to check their private professional indemnity insurance policy to ensure they have appropriate cover.

2.
There is an extension to this section covering professional or legal costs and expenses incurred in instigating or defending any legal action for infringement of copyright and patents

3.
An excess of £25,000 applies to this section and the limit of cover is £5m.
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6.   Libel and Slander  

1. This part of the policy provides protection to the Council and other indemnified parties for all sums which the Council become legally liable to pay for damage in respect of libels appearing in publications relating to the Council’s business and for slanders made by Employees of the Council in connection with the Council’s business or when authorised to represent the Council.

2. Members are required to pay the first 10% of any claim made against them.

3. The limit of cover is £5m any one claim and an excess of £25,000 applies to each and every claim.

The above cover relates to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
FIDELITY GUARANTEE
Insurer: HSB
Period: 1 December to 30 November
1.
This policy covers loss of money or other property belonging to schools as a direct result of any act of fraud or dishonesty committed by a member of staff.  Auditor costs of investigating a fraud are also covered.

2.
Losses are not covered when systems of selection of employees and financial controls such as security precautions and procedures set out in the Council’s financial regulations have not been properly applied.  Both unofficial and official school funds are included within the cover.

3.
The limit of cover is £1m in respect of any one person, any one claim or the total losses in any one insurance year.  The excess payable is £1000 for each loss which in some circumstances may be paid from the in-house Corporate Insurance Fund.
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The above cover relates to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
MOTORFLEET INSURANCE
[image: image24.wmf]Insurer: Zurich Municipal
Period: 1 December to 30 November
1. Most motor vehicles, minibuses, or commercial vehicles which form part of the Council’s motor fleet and which are maintained by the Fleet Department at TOR2 are insured by the Council on a comprehensive basis whilst being operated for normal Local Authority business and activities.  

2.
Insurance for hired, loaned or leased vehicles is available if required, provided the vehicles are obtained via the Fleet Office at TOR2 and notified to the Insurance section before the hiring commences.

3.
There is a presumption by the Insurer that the Council, as a responsible organisation, will service its vehicles regularly and will maintain them in a reasonable condition.  Vehicle operators are expected to comply promptly with requests for vehicles to be taken in for servicing and repair and are responsible for ensuring that their vehicles are in a roadworthy condition before being used.

4.
The policy will insure any person who is driving on school business with official approval provided he or she has suitable experience, is capable of driving the vehicle and has a current valid driving licence*, the original of which must be inspected annually by their authorising officer and a copy sent to the Fleet Office, TOR2 (see General Guidance – page 5).

[image: image25.wmf]5.
*Schools or community groups which operate minibuses which will be driven in the UK by drivers who do not hold PCV licences may require a permit which authorises these operations.  The permit is obtainable from the Fleet Office TOR2 (telephone: 207684) and is valid only for school or Council activities.  The operating establishment must ensure that a driver without a PCV licence attends training at Devon Driving Centre in Exeter.  This can be booked via the Fleet Office at TOR2.  

NB  Permit driving is not accepted outside the United Kingdom and all drivers going abroad must hold a full PCV licence.  It is also sensible to take a letter of authorisation when travelling abroad together with the certificate of insurance. Please contact the Insurance Section for a letter of authorisation.
6.
Cover is also in place for:-


(a)
Trailers whilst attached to vehicles insured by this policy for third party damage only. (Comprehensive cover can be provided upon request and on payment of an additional premium).


(b)
Damage to Council owned immobile property such as buildings or street furniture caused by one of the vehicles insured by this policy to a limit of £25,000 for each occurrence (provided no other insurance is in place which covers the damage).

7.
The policy excess is £1000 which is usually payable by the Council for each and every loss, however should the School fail to comply with the Risk Management practices the excess could be recharged to the School.  

8.
The Council’s insurance is valid within the geographical limits of Great Britain, the Channel Islands, the Isle of Man, Northern Ireland and any member country of the European Union.  It includes Austria, Liechtenstein, Croatia, Norway, Iceland, Andorra, Serbia and Switzerland.  Any other country to be visited will require a valid International Motor Insurance Card (Green Card).

9.
Employees’ own vehicles which are used for school business are not covered by the Council’s insurance policy and employees must notify their own Insurer that their vehicle is used for business purposes and obtain confirmation from their Insurer that this use is covered by their policy.  Failure to do so may invalidate a claim which occurs as a result of an accident whilst their vehicle is being used on school business.  This may have serious financial consequences for the officer if a Third Party suffers injury.
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N.B.  It should be noted that some insurers may only provide a business use extension to the policy holder and the employee must be the named policy holder in these circumstances.

10. Following the issue of the 4th EU Motor Directive the Council has a legal obligation to notify the Motor Insurance Database (MID) via our Insurer of details of all vehicles acquired or disposed of, including hired or loaned vehicles which are insured by the Council, within 14 days of such a change.

The Insurance Section will notify electronically the details of vehicles for which they are responsible.  Client departments who arrange for the hire of a vehicle directly with a supplier are responsible for ensuring the hirer provides insurance cover and hence notification to the MID.

There are penalties for failing to comply with the legislation and any fine or costs incurred in dealing with a prosecution against the Council will be payable by the relevant client department or school.

Motor Insurance is only available via the Fleet Policy for vehicles that have been sourced via the Fleet Management Office at TOR2.
The above cover relates to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
PERSONAL ACCIDENT AND BUSINESS TRAVEL

Insurer: Chubb
Period: 1 December to 30 November
1. The Council has obtained a limited cover in respect of death, permanent and temporary total disablement sustained by Governors and Council employees whilst undertaking Council business (including commuting) as a result of an accident or assault, including attack by animals or explosions.  The policy also covers up to £1000 damage to personal effects or clothing when such damage arises in the same incident which results in bodily injury. 

2. This cover is not a substitute for the cover under Section 2 of the Combined Liability Policy (page 16/17) and does not affect an employee’s right to pursue a claim against the Council for compensation in respect of an industrial injury.

3. The capital sum paid for death or permanent total disablement is 5 x gross salary for employees.  Details of other benefits payable may be obtained from the Insurance section.

a. There is an age limit of 80 which applies to the cover. 

4. Employees should be aware that the policy may be used for the benefit of the Council (to offset additional staffing costs), although any payments made to the Council may, in certain circumstances, be passed to the employee at the Council’s discretion.  Employees are, therefore, recommended to consider making their own arrangements in terms of accident cover.
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Business Travel

5. Travel undertaken by individual officers on behalf of a school outside the United Kingdom may be covered by the Business Travel Policy provided details of the visit are notified to the Insurance section in advance of the journey.

6. The covers provided are similar to those obtained in a private holiday insurance policy.  Cancellation, delayed departure, lost personal effects and medical expenses whilst abroad are all covered. However, trips to disturbed areas, currently Afghanistan and Iraq are not covered as well as any countries where the Foreign Office have advised restrictions on travel.  Essential travel advice and up-to-date information is available on the Foreign and Commonwealth Office website:  http://www.fco.gov.uk/knowbeforeyougo. An excess in the sum of £25 is in place for some of the covers provided.

7. Urgent medical advice or assistance while abroad is provided by:
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Chubb Assist


+44 (0) 207 895 3364
             E-Mail Address: medicalassistance@chubb.com 


website: www.chubbassistance.com 


This line is open 24 hours a day, every day of the year.


To avoid delay when contacting Chubb, please remember to provide the following information:


Name and location of patient


Name of Torbay Council


Policy Ref: 64813298

Type of assistance required


N.B: Contact Chubb Assistance before incurring substantial costs.

The above cover relates to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
SCHOOL JOURNEY INSURANCE

Insurer: Chubb
Period: 1 December to 30 November
1.
This insurance policy provides cover similar to the Business Travel policy referred to on the previous page but for organised group visits comprising pupils, teachers or volunteers from schools which have opted to buy into the Corporate Insurance arrangements.  


Pupils involved in full time or part time education at these schools and teachers or other adults under the age of 80 who are members of such a school journey party are covered by the policy.


A school journey is described as any trip or excursion not exceeding 6 months in duration including exchange visits and work experience placements approved by the school involving travel outside the school boundaries but excluding trips or excursions where insurance is provided as part of the package price.


An excess in the sum of £15 is in place for some of the covers provided.  

2.
In some circumstances cover may be extended to include pupils or students from other schools or colleges and this should be discussed with the Insurance section prior to the visit, as cover will not automatically include these additional pupils or students.  


A copy of the policy details is available from the Insurance section upon request.

3.
The Insurer will expect schools to take all reasonable steps to ensure that trips are organised and supervised by competent and qualified people and with due regard to safety.  The booklet “Outdoor Education, Visits and Off-site Activities” and advice is available from Devon County Council, contact Brian Smith and Janet Kowalec on 01392 385238.  The booklet is recommended to schools as it provides sound advice and guidance about the organisation and supervision of offsite activities.  Schools are expected to adhere to the guidance contained therein.

4
Urgent medical advice or assistance while abroad is provided by:



Chubb Assist
             Tel:    +44 (0) 207 895 3364
             E-Mail Address: medicalassistance@chubb.com
             www.chubbassistance.com 


To avoid delay when contacting Chubb Assist, it is recommended that you have the following details available: 
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Name and location of patient


Insurance policy details:  64813297
      Type of assistance required.

INSURANCE FUNDING

1
The Council’s in-house Corporate Insurance Fund has been referred to several times in this leaflet with regard to payments made for amounts which may fall due under the excesses applicable to the Property, Employer’s Liability and Public Liability policies.  Part of the insurance recharge to schools is a contribution to this fund which aims to take into account risk and claims experience.  Funding payments in this way, rather than charging excesses to schools when they arise, provides schools with certainty in their annual budgets about the cost of insurance.  It also allows the cost of claims to be spread over a period rather than falling in any one year.

Please note however, if there has been a failure to take reasonable precautions to prevent or minimise accidental injury, loss or damage or a disregard to Health and Safety requirements or good risk management practices, an uninsured loss (excess) may be charged to the school concerned.

2.
A small element of the fund is also available to assist the funding of specific risk management initiatives which are approved by the Executive Head Finance and the Insurance Manager.
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The above cover relates to Maintained Schools in Torbay only. Separate arrangements are in place for Academy Schools under the Local Authority Scheme for Academies, the details of which are included in a separate section of this handbook.
RISK MANAGEMENT

General risk management advice is available from the Insurance Team. However, health and safety enquiries such as guidance and assistance with risk assessments etc should be directed to the Health and Safety Team who are also based at the Town Hall in Torquay.  The Health and Safety Team are:

Colin de Jongh, Health & Safety Manager, Telephone 207161

Asa Moss, Senior Health & Safety Officer, Telephone 207170

Helpline 
01803 207170

Mobile 

07887 772489

TORBAY COUNCIL INSURANCE SERVICES FOR SCHOOLS
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February 2012. 
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