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	OFF CAMPUS ACTIVITIES:  INSURANCE



1. Introduction

1.1. This circular outlines the insurance policies held by the Council which are relevant to educational activities, especially off-campus visits and excursions.

1.2 
Further details of the policies are available on the council website or from the Risk & Insurance section, Finance and Customer Services.   Where there is any doubt about the terms of a policy, advice should be sought from the Risk & Insurance section, Finance and Customer Services, Dalziel Building, 7 Scott Street, Motherwell, ML1 1SX.  Tel: 01698 403945

2.
Insurance Policies

2.1 Public Liability and Employers’ Liability Policy

The Council has a combined liability policy for claims arising from the negligence of the Council or its employees.  It is the responsibility of the claimant to prove negligence on the part of the Council or its employees.

2.2 Personal Injury & Travel Policy

This policy covers all employees while travelling on Council business if the trip involves an overnight stay or travel by air. Further details as indicated in Appendix 1. 
2.3
Educational Excursion Policy

This policy covers all participants, including staff, pupils and others, and applies to activities approved by the head of the establishment or the person delegated by the head to be responsible for the care of those involved.   It is important to note that the policy includes cover for participants in sporting activities taking place on tours arranged specifically for that purpose, for example, skiing trips.  Further details are included in appendix 2.

3. Sporting Activities

3.1 Cover for participants in extra curricular organised team games such as football, rugby, hockey, netball, volleyball, basketball, handball, shinty, badminton, squash, tennis, cricket, athletics, cross country running, swimming, archery and skating is included in the insurance policies. 

3.2 It is the duty of heads to ensure that participants in activities that make use of potentially hazardous environments are supervised by suitably experienced and qualified teachers or other adults, and that the relevant management circulars and health and safety codes of practice are adhered to.

4.
Work Experience

4.1 While on work experience placements in any service of the Council, pupils will be deemed to be employees of the Council and will be covered by the combined Council’s liability policy.  

4.2 However, the majority of pupils will normally be placed in private businesses.  Therefore, agreement must be obtained by the employer that the firm’s public and employers liability insurances will be extended to cover the pupils for the period of work experience.  All insurance companies who are parties to the Accident Offices Association should provide automatic indemnity to firms employing pupils on work experience schemes.  It is important for schools to ensure that employing firms are prepared to accept pupils on this basis and they should be requested to advise their insurers accordingly. Employers should be asked to sign the letter of understanding (appendix 3) for formalise their agreement to the arrangements.

5.
Claims

5.1 All insurance claims associated with this circular should be submitted to the Executive Director of Finance and Customer Services, Risk & Insurance Section, North Lanarkshire Council, Dalziel Building, 7 Scott Street, Motherwell ML1 1SX.  The appropriate claim forms can also be obtained from the same office.

5.2
In the event of an accident occurring on a foreign trip support from Ace European Group Ltd (44(0)20 7173 7796) may be required.  An Ace European traveller card is available from the Risk & Insurance section, Finance and Customer Services, Dalziel Building, 7 Scott Street, Motherwell ML1 1SX.  Tel: 01698 403945.
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Appendix 1

PERSONAL INJURY & TRAVEL POLICY

Insurer
ACE European Group Ltd
Policy Number
53 UK 473412

Insured:
All Employees

Benefits

Death
5 x annual salary



Permanent total disablement
5 x annual salary



Permanent Disability Injuries
5 x annual salary


Temporary total disablement
50% of gross weekly wage


Temporary partial disablement
50% of gross weekly wage


Subject to various terms, conditions & limits
CLAIMS PROCEDURE
Claim Forms are available from 
Risk & Insurance Section

Finance & Customer Services

7 Scott Street

Motherwell ML1 1SX
Appendix 1
BUSINESS TRAVEL Section
Policy Number
53 UK 473413

Insured:
All employees, members of the council and accompanying spouses

Operative:
Any trip in connection with the business of the council involving travel within or outwith the UK if the trip involves an overnight stay or travel by air.

Benefits:
Medical Expenses


Emergency Repatriation


Cancellation/Curtailment


Replacement Employee


Personal Property


Business Equipment


Money


Credit Card Misuse


Personal Liability


Business Class Assistance e.g. replacement of lost or stolen passport, tickets etc.


(subject to various terms, conditions & limits)

ACE European card available for members and officers while travelling overseas.

North Lanarkshire Council Reference:
53UK473412
Emergency Telephone Number:

44 (0) 20 7173 7796
CLAIMS PROCEDURE:
Claim forms are available from
Risk & Insurance Section

Finance & Customer Services

7 Scott Street

Motherwell ML1 1SX

Appendix 2
EDUCATIONAL EXCURSION POLICY

Insurer
ACE

Policy Number
55 UK 473714

Insured:
Organisers, Participants, Members, Employees and Others travelling on excursions or trips organised under the auspices of Learning and Leisure Services.

Benefits:
Anyone under 16 years of age


PERSONAL ACCIDENT


Death

up to £20,000


Permanent Disabling Injuries
up to £20,000


Temporary Total Disablement
£5 per week

TRAVEL


Medical Expenses
Unlimited

Baggage / Personal Belongings
up to £2,500 (£250 single item)


Money

up to £1,500

Personal Liability
up to £5,000,000


Anyone 16 years of age and over

PERSONAL ACCIDENT


Death

up to £20,000


Permanent Disabling Injuries
up to £20,000


Temporary Total Disablement
up to £50 per week


TRAVEL


Medical Expenses
Unlimited

Baggage / Personal Belongings
up to £2,500 (£250 single item)


Money

up to £1,500


Personal Liability
up to £2,000,000

Organisers must notify the Risk & Insurance section of any pre-existing medical conditions.  This is to make sure that all necessary precautions are taken to minimise difficulties during the trip.  For example, if a child suffers from asthma, parents should make sure that teachers are aware of this, and that any medication required is available for the trip.  If there is any doubt about a participant, a letter must be obtained from their Doctor/GP/Hospital clearly stating that there is no medical reason why the participant cannot make the trip.
CLAIMS PROCEDURE:
Claim Forms are available from the 
Risk & Insurance Section

Finance & Customer Services

7 Scott Street

Motherwell ML1 1SX

Appendix 3
LETTER OF UNDERSTANDING BETWEEN NORTH LANARKSHIRE COUNCIL AND ORGANISATIONS PROVIDING WORK EXPERIENCE PLACEMENTS

To ensure that the implications of the Work Experience programme and arrangements between the firm/organisation providing work experience placements and North Lanarkshire Council Learning & Leisure Services are fully understood, an agreement to the placement providers with the following essential points is required.

1.
The pupil will carry out meaningful work during the period of his/her work experience placement. The work will be planned by a competent person and the pupil will be given appropriate instruction before, and supervision whilst, participating in any activity. Under no circumstances will a pupil operate machinery prohibited by Learning & Leisure Services as defined by legislation.
2.
The firm/organisation providing work experience will ensure that the pupil is not required to operate any hazardous machinery, to work in any hazardous environment, or to carry out any work of an unsuitable or objectionable nature. The firm/organisation providing a work experience placement will ensure that the pupil is working at all times within the Health and Safety at Work etc, Act 1974 as amended and any regulations made under that Act, in particular, the Management of Health and Safety at Work Regulations 1999.

3.
The firm/organisation may be visited by staff of the Council’s Health and Safety unit to ensure that the appropriate standards of Health, Safety and Welfare are being met in relation to the NLC Learning & Leisure Services pupils.

4.
The pupil will not receive any payment for this work.

5.
The pupil will not be allowed to work outside the hours stipulated in the job description, or relevant bye laws.

6.
The pupil and his/her parent/guardian will sign an undertaking that he/she will not disclose any information confidential to the firm/organisation without the firm/organisation’s approval, and that he/she will obey all safety, security and other instructions given by the firm/organisation providing the placement.

7.
The pupil’s parent/guardian will undertake to ensure that he/she carries out these obligations and will confirm that he/she is not suffering from any medical condition which could create a hazard to the pupil or those working with him/her.

8.
The firm/organisation providing a work experience placement will ensure the Public Liability, Employer’s Liability, and Vehicular Insurance, if applicable, is extended to cover the pupil for the period of the work experience placement. In this connection it should be noted that there is an agreement between all insurance companies who are parties to the Association of British Insurers that they will provide automatic indemnity to firms/organisations which take pupils on work experience. Firms/organisations must not receive pupils before they have advised their insurers and obtained confirmation of cover from their insurers.

9.
The pupil on work experience is on an extension of school attendance. Accordingly, where a pupil fails to attend, has an accident or feels unwell, the firm/organisation must notify, by telephone and without delay, the Work Experience Co-ordinator of the pupil’s school and the pupil’s home if a telephone number is given. If required the pupil should be allowed the use of medical room facilities, where available.

10.
For Health and Safety purposes, pupils on a work experience placement should be treated as if they were an employee of the firm/organisation

11.
The person who completes and signs this document on behalf of the firm/organisation, may not be directly responsible for supervising the pupil, therefore NLC Learning & Leisure Services would ask that the pupils direct supervisor/responsible person is made aware of the content the agreement especially in relation to the Health Safety and Welfare including the Prohibited Machinery content.

NORTH LANARKSHIRE COUNCIL :  LEARNING AND LEISURE SERVICES
I confirm that I have read this letter of agreement, and that all the requirements are acceptable to me and that I have taken the appropriate action.

Signature 

Job Title 



Firm/Organisation 

Date 


Name and address of premises where work experience will be provided


Please return to 
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