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FACTSHEET: INSURANCE POLICIES

Do we need insurance?

All voluntary organisations need to consider thesurance requirements. Whatever activities you
do there is a risk and you should ensure that goganization is covered against the possibility of
people and/or organisations taking your organipatiiocourt.

Many individuals can get free advice from solicit@nd Citizens Advice Bureau. Many solicitors
now advertise on television offering representatiara “no win no fee” basis which may
encourage some individuals to seek damages in.court

It is relatively easy for claims to be made agaymstr organisations and if it is not insured the
trustees may be personally liable and have to lpagamages out of their own pockets. Therefore,
it is essential to ensure that insurance coveuiistased protect Trustees and the organization.

What do | need?
Think about the following subjects before discussig with your Insurance
Broker.

Employer’s liability

If you employ staff or work with volunteers you niusy law, take out employer’s liability

insurance. This should cover liability for injury disease sustained by your employees arising from
their employment. The cover must be for at leasinfiRon and the insurance certificate must be
displayed on the employer’s premises.

Motor insurance

If a voluntary organisation owns or hires a vehtblen a motor insurance policy must be held by
the organisation. You must ensure that the mosarremce policy covers all personnel who may
drive the vehicle and also, if carrying passengeet, adequate insurance is taken out.

If the organisation’s employees use their own Vekion the organisation’s business or activities
then the employee must check with their insurer thiginess usédor their employer is covered.

Public liability insurance

Nearly all charities need this. It covers personjairy, death and damage to property caused by the
activities or negligence of its employees and vidars. So if a member of the public or a client is
injured as a result of your activities in most cageu will be covered. Public liability insurance

also covers death, injury and damage to propeisingrfrom ownership, occupation or
management of premises.
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Personal accident

This insurance covers accidents that could notdimed for under public liability insurance,
accidents that are not a result of the charitygligence. This is often included in a bundle ofasth
insurances.

Professional indemnity insurance

If your organisation provides advice, publishesieglin a newsletter, on a website, or runs training
courses, then this policy should cover claims dsslarising from bad advice. More broadly it
covers the risk that a supplier of services maycoatply with its legal duties. So if a charity
negligently performs its duties under a contract scurs a liability to an injured party, then,
professional indemnity insurance could cover thk.ri

Medical negligence

If your staff or volunteers hold or administer agges of drugs for clients or people in their care
then you should check to see if you need this tfpesurance. If you lift people out of bed or into
and out of baths this cover may be needed. Theypshiould pay if somebody is injured or
becomes ill as a result of the actions of your mt#ers or staff.

Product liability insurance

Consider this insurance only if your charity seitsnanufactures goods. The policy should cover
liabilities arising from death, personal injurydamage to property caused by the products sold by
the insured.

Legal expenses insurance

There are a range of insurances covering variqestpf legal costs. They include protection if you
are sued and the costs of suing other organisafigns have a genuine claim or grievance against
them. Normally you cannot make a claim in the fiigtmonths of this type of insurance.

Employment disputes insurance — check if this cedy@mder Legal expenses insurance

This is a specialist type of legal expenses inst@alt covers costs relating to industrial tribunal
and compensation awards made by tribunals. Compensar some claims such as racial
discrimination is unlimited. Claims can be madeimalisly by disgruntled employees and if you
do not have the resources to defend your chardy tan be successful. Defending a claim without
proper professional support can involve an enornamosunt of work and totally distract the
management of a charity from achieving its goalss Type of insurance means you should have
support from experienced professionals. It couthice the risk of malicious claims because
claimants may back off when they realise you afert#ed by an insurance company. The
insurance company will require that you inform thienmediately a problem arises and follow the
advice of their staff exactly. You may feel thatreoof the management decision making of the
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charity has been shifted to the insurance comgaurythey should be picking up the bill if
compensation eventually has to be paid. Typicadly gannot make claims in the first six months
because the insurance companies do not want totheeebst of existing disputes. They are
covering new disputes and grievances.

Fidelity bond insurance

Insures against employees stealing from the chafiyypu have a significant bank balance or
handle large amounts of cash then this policy iglwoonsidering. There will be conditions relating
to taking up references on staff and volunteeranghs may also need to be made to your financial
procedures to make fraud more difficult. There Wwélan emphasis on two people being involved in
financial transactions so that activities like bd@eping and banking can be kept separate.

Buildings insurance

If a charity owns its buildings, it will need torange insurance to cover damage to its buildings
from fire, storm or subsidence. If the charity Emthe building then it is normal for the landltod
insure it, but organizations should check theiséeearefully on this point. If insuring the buildin

be sure that the sum insured is enough to coveildég and fees like architects and surveyors.

If you are leasing the building and the landlordeisponsible for the insurance check that the polic
covers a reasonable period for loss of rent (fangXe 2 years) so you do not have to pay rent
while the building cannot be occupied. Also chdwkt the insurance is divided between the
landlord and the tenant in accordance with thearasts. So if the tenant carried out improvements
and these are destroyed then tenant is reimbuosdld cost of the improvements out of the
insurance. If the landlord’s policy does not cotres consider insuring the improvements
separately.

Contents insurance

This covers loss or damage to contents includifigeoEquipment, computers, stock and
employees’ belongings. The risks covered wouldudelfire, explosion, flood and theft. Make sure
that you meet any security conditions requiredhgyihsurer such as doors of a certain thickness,
bars on ground floor windows or locks to a speafandard. If you fail to meet the insurer’s
requirements, then the insurer may refuse to pggufmake a claim.

You should consider whether to have contents imag®&n a historic cost basis in which case the
insurance company would pay what the items lost@owhether to insure the replacement value in
which case the insurance company will pay an amahitth takes account of inflation.

Always keep receipts for insured items, and make that your accounts reflect what they actually
cost before a possible adjustment for depreciaon.computers and other fixed assets it is
worthwhile keeping a fixed asset register whictslall details of equipment such as serial numbers
purchase dates and model numbers.
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All risks

If some items like portable computers are removenhfthe office then you may want to insure
them on an all risks basis. This will mean theyiaseired anywhere in the UK provided basic
precautions are taken like not leaving them undtdrin unlocked rooms or cars.

If employees or volunteers take equipment homesymuld check whether it is covered on their
home insurance policy, (if they have one,) or ifiyeed to inform the insurance company and get
the policy extended to All Risks, or extended tdude the charities equipment at the employees
home address.

Money
Does you charity hold significant amounts of calshthe charity’'s money sometimes kept in a
trustee’s house?

Increased cost of working or business interruption

If there is a fire or other disaster your charitgymmeed to rent temporary premises while the
damaged premises are being repaired. The rent beuddot higher than what the charity is paying
today. There would be other costs like installieigphones, printing temporary letterheads, moving
costs and possibly loss of income due to your stgpactivities for a time. This policy will cover
these types of cost and is sometime included aptonal extension to buildings or contents
insurance. It tends to be relatively cheap, sodghwvconsidering.

Travel insurance

For staff and volunteers travelling on the chasitiusiness. Typically covers personnel accident,
medical expenses, cancellation/curtailment, baggadgemoney, legal expenses, personal liability
and personnel replacement.

Trustee liability insurance

Where trustees act negligently, or in breach af tthaties as trustees, it is possible for themrmtur
personal liability for wrongful action. Spendingifis on objectives outside those specified in the
constitution or specified by a funder could be deéro be a wrongful action or breech of trust. If
the trustees have acted with due diligence in soreably well managed charity then the risk of
being held liable by a court is low. However inst always possible to attend every trustee meeting
and illness could keep a trustee away from theitdsmbusiness for many months. This type of
insurance can give peace of mind, particularlyustees who own their own houses and are
bringing up children, who would be affected by gn#icant payment of damages from the family’s
funds. The cover would include liabilities arisitigm negligence caused through well intentioned
actions that might arise from poor judgement, irggnce, honest mistake or inefficient
administration. It will not cover actions that trelss knew to be wrong or were reckless.
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The charity must have the power included in itsstibition to take out this type of insurance so
you may need to put a resolution before an AGMhange the constitution.

Under insured

If a charity under insures the value of a buildimgontents the insurance company will only pay
out a proportion of the loss and the charity wél/a to pay the balance. In some circumstances the
insurance company may refuse to pay. So if yourengaur office contents for £7,500 but it costs
£10,000 to replace them after a fire they mighyqay 75% of £7,500 which is £5,625 arguing

that the risk was larger than you declared.

Bundles

Several brokers offer bundles of insurances foritba. Risks like libel may be included at no
extra costs with public liability, employer’s lidity and office contents insurance if they are all
brought together.

Exclusions

If there are exclusions in the policy — statemaiksut what is not covered — you should consider
them very carefully, in the context of how appragegithe insurance is for your situation. Be sure
that the insurance you are buying is right for yorganisation’s unique situation. A different
insurance company might not include specific exohs so may be able to offering better value to
your charity even if their price is slightly higher

Excesses

Some policies will expect the charity to pay foe first part of any claim. The amount might be in
the region of £100 to £500. Shop around. It is ivgetting quotes from more than one broker or
insurance company. Sometimes excesses can savaldavadred pounds. Organisations that
employ solicitors or barristers typically pay mdéoe professional indemnity insurance. So if you do
not employ solicitors or barristers then pick aigothat excludes them from cover.

Review

Insurances bought from different companies or li®kan overlap. The needs of your charity are
likely to change over time. It could save money eetlice risk if you review your insurances at
least once a year.

Trading companies
If your charity has a connected trading compangutasidiary then the trading company will be an
entity in its own right and will normally need itsvn insurances.
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Funders

Some funders insist that you have certain insusariagcal authorities often require charities to
take out public liability insurance. Check insuramequirements when you apply for funds and
when you read the funding agreement.

Disclosure

You must disclose to the insurer all material fadte/hich you are aware. Inform the broker or
insurance company of any events that are likebffeect the level of risk. This would include taking
on more employees or volunteers, or a break in éygu do not claim for loss resulting from the
break in.

Check list
Before taking out insurance consider the following:

Is the insurance compulsory or required to meen#exls of funding agreements?

Is the insurance necessary or prudent? Does tBerpeecommending it understand the charity’s
activities or are they seeking to earn commissipsdiling insurance that you do not need?
What risks are covered by the policy?

What risks are excluded?

Does the quotation cover everything?

Does the quotation cover more than is needed?

How much is the premium, do you have a second tjoatecom another broker?

Has the proposal form been completed in full? (@betrine of utmost good faith requires that the
insured tells the insurer of all material factstttie insured is aware of).

What are the conditions of the policy? For examgedoor locks need to be of a specific standard?

Remember to:

Renew the insurance on time. Put a reminder in ga@ry/planner

Promptly advise insurers of any significant chaimgehe risk

Notify insurers of all claims under any insuranciges

Review insurance once a year, typically in Janufgmglicies renew in April so you have enough
time to get alternative quotations.

Check for:

Double or overlapping insurances
Level of cover

Risks covered

Risks faced by the charity
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If you are still unsure and would like further h@lpconsidering what insurance you require
Please contact:

Tina Champion — Community Accountant
WVSDA
Tel 0208 875 2845 Email comm.accountant@wvsda.oug.

Where do | go for quotes?
Brokers

Endsleigh (Insurance) Brokers Limited, Hadley Ho®&eurdington Road, Cheltenham, Glocs
GL51 4UE. Tele 01242 866800. Fax 01242 86691 Wielessswww.endsleigh-charities.co.uk
Endsleigh have worked with the Not for Profit sedtw the past 30 years. They have one of the
largest accounts in this market with clients ragdnom large national organisations to hundreds of
smaller and medium sized charities all the UK idaig volunteers working from home.

NCVO Encompass Insurance Cover. Web addmess.ncvo-vol.org.uk Keegan & Pennykidd
address below.Keegan & Pennykidinsurance Brokers) Ltd. 50 Queen Street, Edinbig?2

3NS. Telephone0800 731 8030 Fax 0800 731 8448

Launched by NCVO in conjunction with Keegan & Pekidy Insurance Brokers and Royal & Sun
Alliance, the Encompass policy delivers the followilexible benefits at competitive rates:
Employers and Public Liability insurance and Prefesal indemnity cover. Volunteers insurance,
Trustee Liability Insurance, Legal Expenses co@dfice insurance for contents and buildings,
Charity shop insurance for stock, contents anddngk, project insurance. Advice on risk
assessment, claims and valuations.

AON Limited, Capital House, 1 Houndwell Place, Southamptompthire, SO14 1HU.

Tele 0845 7402003. Aon offer both individual brakiand the development of sector specific
insurance packages. They supply insurance foriatyaf situations, specializing in voluntary and
charitable organization. They offer adaptable iasue packages to suit client need.
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MCIS Ltd Church Court, Cox Street, St Paul’'s SquBiemingham, B3 1RD. Tele 0121 233 2722.
Specialises in the insurance needs of charitig®gy Dffer a wide range of services which include
liability, property and motor fleet insurance amsingthers. They offer advice on trustees’
indemnity insurance as well as household insuranbemes with regard to raising income for
charities. A significant percentage of profits domated to charity.

MIA General Insurance, Kings Court, London Roa@&v8hage, Herts. Tel: 01438 739787.

The Embrace Charities Insurance Policy covers i@tyanf needs in the voluntary sector. You can
choose from 18 covers on a pick’n’'mix basis andehg a premium rebate for a good claims
record.

Special Insurance Schemes Agency Ltd. PO Box l@&dlon, SW20 8LE. Tel: 020 8543 6166
Specialised insurance packages for charities imadu@harities Office insurance, Charity shop
insurance and Charity Trustees’ Professional Indgnimsurance.
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