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INTRODUCTION 
 
Insurance is only one of the means by which organisations meet some of the 
financial consequences of the risks that confront them. Not all risks are insurable 
and of those which are, some for a variety of reasons may not be worth insuring. 
The insurances that are currently provided for Schools form part of a risk 
management programme that has evolved over time and is designed to protect 
Teachers, Schools and the LEA against financial loss. Advice is taken from many 
quarters to provide the best insurance service and protection for Schools.  
 
Each School of the Authority in the day to day conduct of its business deals with 
risk. It uses or owns physical assets (expensive buildings, materials, plant) which 
may sustain damage. It employs staff who may be injured or who may 
themselves cause injuries to others or cause loss of or damage to the property of 
others. Their actions may also result in claims against the Authority if they are 
perceived to have acted in a negligent or unreasonable manner. 
 
The following information summarises the insurance cover available to meet the 
above risks together with details of other areas of activity for which the Authority 
does not automatically provide insurance cover but for which insurance is 
available if a School wishes to take advantage of it. These are: 
 
Personal Accident - Schoolchildren 
Personal Accident - Governors 
School Computer Equipment 
School Equipment (to include items such as Musical Instruments, Videos, TV's, 
Cameras and other similar small but high-cost electrical items) 
PABX (Telephone Network) Equipment 
Motor Insurance 
 
This guide is not intended to be a definitive explanation of the insurance cover 
currently provided. This can only be obtained by reference to the master policies 
held by the Insurance & Risk Manager. It is not a complete guide of all covers 
available or risks presented but attempts to provide answers and advice to 
questions that are often asked and risk management topics that are common to 
most local authority schools. 
 
 
Contact Points – Governance Section 
 
Andrew Shaw Insurance & Risk Manager  01709 822088 
Lindsey Johnson Insurance Officer   01709 822093 
Hollie Hudson Insurance Officer   01709 255970 
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THE PURCHASE OF INSURANCE 
 

Where Schools decide to seek alternative quotations, the following may prove 
helpful and in any event, should be carefully considered. The Council will require 
the School to demonstrate that cover relevant to the Council's insurable interests, 
under a policy arranged by the School, is at least as comprehensive as the 
relevant minimum cover arranged by the Council.  
 

 The Authority cannot provide any insurance cover for a School where it is not 
already selected as the sole supplier of the cover. 

 

 The Authority arranges blanket insurance cover for all its Schools and as 
such is able to secure the very best premium quotations because of its bulk 
purchasing power. 

 

 The Council's blanket liability policies currently provide for an excess of 
£100,000 in respect of each and every claim and this cost is borne out of the 
Council's Insurance Fund. Only where individual claims exceed this figure, 
does the Insurer enter the frame. As the Council is able to take on-board such 
a large excess, it only needs to insure for 'catastrophe' risks. However, a 
school, unless it is prepared to meet excesses on insurance claims, will 
require "ground-up" cover which may increase premiums significantly. 

 

 The Council's blanket property insurance allows it accommodate major 
incidents, such as a large school fire, with little or no increase in insurance 
premiums in ensuing years. If a School with its own individual cover suffers a 
catastrophic fire, will it be able to deal with large premium increases that 
would inevitably follow as the insurance company seeks to recover some of 
its money? This policy also involves a large excess of £100,000. Once again, 
the Council is able to take on-board such a large excess and, therefore, only 
needs to insure for 'catastrophe' risks. A school will need to consider whether 
it can meet large excesses on property claims or consider the purchase of 
"ground-up" cover which again may increase premiums. 

 

 Most insurance policies have deductibles (or excesses) on claims. Generally 
speaking, if an Insured is prepared to accept a larger excess, it is possible to 
achieve a reduction in premium. However, extreme care must be taken if a 
bad run of claims is not to lead to mounting policy excesses which could 
impact on School Funds. 

 

 The purchase of insurance requires special consideration. It is, for example, 
no good buying the cheapest insurance if the back-up and service are poor 
and result in hidden secondary costs. Nor is it right to purchase insurance on 
the promise of tip-top service if the cost is exorbitant. A balance needs to be 
achieved and the most attractive package selected in both economic and 
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operational terms. The Authority can provide considerable expertise in this 
area. 

  
The Council awards its insurance contract for Schools based upon an overall 
assessment of the following criteria all of which are considered to be important to 
the efficient and cost effective management of the claims process. 
   
  

1. Price and Pricing Structure 
 
 2. Quality of Service Delivery and Service Standards 
 
 3. Claims handling philosophy and proposals 
  
 4. Provision of Claims Data 
 
 5. Experience of the nominated team 
 
 6. The extent to which the service provider is willing to comply with the 
  Council's general conditions and service specification 
 
It can be seen, therefore, that value for money in the purchase of insurance is not 
just a simple matter of going for the cheapest quotation. Any saving could quickly 
disappear in dealings with Insurers who are not committed to the long-term 
interests of Schools. 
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INSURANCE - GENERAL 
 
Premium rates are generally guaranteed over the lifetime of an insurance 
contract except for the following exclusions: 
 

 Market wide alterations to terms and conditions (over which the Council has 
no control). 

 

 Increases in indemnity limits requested by the School. Increases in buildings 
sums insured, e.g. new extensions. 

 

 The inclusion of new risks or perils under an existing policy. 
 
All requests for information in connection with claims must be directed to the 
following officer nominated by the Council: 
 
 Insurance & Risk Manager 
 Rotherham Metropolitan Borough Council 
 Riverside House 

Main Street 
 Rotherham 
 S60 1AE 
  
 Telephone: 01709 822088 
 Fax:  01709 822095 
 
Head Teachers shall immediately notify the Insurance & Risk Manager in writing 
of any loss, liability or damage or any event likely to lead to a claim. All 
correspondence and enquiries must be directed to the above. 
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INSURANCE AND RISK MANAGEMENT 
 
Schools represent a high-profile target and are particularly susceptible to losses 
caused by theft, arson or malicious damage. Insurance can, of course, take away 
some of the sting but with the advent of large policy excesses, many losses are 
in effect uninsured. 
 
The theory and practical application of risk management is now accepted as 
being vital in any effort to manage risk, control loss and maintain operational 
capability. 
 
The Council is dedicated to the management of risk in order to: 
 
1. Safeguard its employees and others affected by its operations 
2. Protect its property and income against fortuitous loss 
3. Preserve and enhance service delivery 
4. Maintain effective stewardship of public funds 
5. Promote a favourable corporate image 
 
A Council policy document on Risk Management in Schools is available by 
contacting the following officer: 
 
Dean Fenton  Risk Management Officer  01709 822536 
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THE COVER 
 

PROPERTY DAMAGE 
 
The Authority currently insures school premises and their contents for the perils 
of fire, lightning, explosion, aircraft, storm and flood.  
 
Category of Property Covered 
 
A. Buildings and Contents of the School owned, occupied or used by the  
 School or for which the School is responsible 
 
B. Works in Progress and Surrounding Property, including: 
 

 Any School owned Property upon which contractors are working 

 Existing Structures as required under JCT 

 Plant, Equipment, Site Huts etc., for which the School is responsible 
 
C. Specific categories of Computer Equipment and Other Equipment, PABX 

System, Time-On-Risk Items (See Appendix A) 
 
Cover 
 
A. Fire, Lightning, Explosion, Aircraft, Riot (Fire and Explosion), Storm and 

Flood 
 
B. All Risks of Physical Loss or Damage 
 
C. All Risks of Physical Loss or Damage 
 
Deductibles 
 
C. £100 each and every loss 
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BUSINESS INTERRUPTION 
 

Business Interruption covers the losses following an insured incident interrupting 
or interfering with the activities of the school. There are different types of 
business interruption covers but the one applicable to schools is called additional 
expenses, otherwise known as increased cost of working. This cover is designed 
to encourage the school to recover as quickly as possible following an insured 
loss. An example of this could be the cost of hiring portable classrooms following 
a school fire. 

 
Cover   Loss following fire, lightning, explosion, aircraft, riot (fire and  
   explosion), storm and flood 
 
Indemnity Period 24 months 
 
Deductible  Nil 
 
 

TERRORISM 
 
Cover   Full 
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GROUP PERSONAL ACCIDENT AND BUSINESS TRAVEL 
 

ASSAULT 
 
This policy provides insurance cover for employees who may sustain bodily injury 
by violent or criminal assault that results in death or disablement and that arises 
from the injured person being an employee of the School. The benefits are listed 
below. 
 
The policy provides a scale of benefits where an accident results in: 
 
 (a) Death 

(b) A specific injury such as the total loss of sight in one or both eyes, 
total loss or physical severance or complete loss of one or both 
hands or feet 

(c) Permanent total disablement attributable to injuries not detailed 
above 

 (d) Permanent partial disablement not otherwise specified 
 
Generally the payment of benefits takes the following form: 
 
 (a), (b) and (c) - Payment of a lump sum 
 

(d) - A percentage of the amount payable under (a), 
 (b) and (c) depending upon the degree of  
 disablement 

 
Personal accident cover also extends to injuries received whilst leading or 
accompanying school journeys whilst in or outside normal school hours and 
whether or not the member of staff is working to a separate contract of service 
specifically issued for the purpose of the injury, e.g., where such a journey is 
regarded as an optional extra under the Governing Bodies Charges and 
Remissions Policy. However, it is important to emphasise that the journey or 
activity for which staff are given a separate contract of service must have the full 
support of the Governing Body or Head Teacher and be of the type normally 
undertaken by schools. 
 
Where members of staff arrange any journeys or activities outside school 
hours as private individuals even when they are for people including pupils 
of the school, the Authority's personal accident cover does not apply in 
such circumstances. 
 
Where a school has volunteers who undertake activities in the school including 
school journeys either during or outside normal school hours, benefits in the case 
of personal injury are similar to those of teachers when undertaking extra 
curricular activities. 
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TEACHERS 
 
This is an additional policy to that detailed above and provides identical cover for 
teachers undertaking duties complementary to but not part of the duties under a 
contract of service, e.g. voluntary organising of games, athletics, dramatic 
productions, etc. 
 
The scale of benefits is similar to those detailed on the preceding page. 
 
Please note the following: 
 
On occasions, staff may be called upon to perform duties that carry more than 
the normal accepted level of hazard. If any Head Teacher considers that a 
member of staff is being called upon to perform a duty which carries a higher 
than normal level of risk he/she should contact the Insurance & Risk Manager. 
 
 

PERSONAL ACCIDENT - PUPILS SPORTING ACTIVITIES 
 
Whilst schools are under a duty to take reasonable care for the health and safety 
of its pupils they are not legally required to insure pupils against accidental injury 
or to inform or advise parents of the desirability for personal accident insurance. 
However, because of the potential danger of permanent injury which could affect 
the economic and social well being of pupils both now and in the future the 
Authority has negotiated a scheme for compensation for death or permanent 
injury. 
 
Details of the scheme are attached in Appendix B 
 
Compensation for death is £50,000 and that for permanent injury has a maximum 
of £50,000.  Levels of compensation and premiums are subject to regular review. 
This cover applies only to sporting activities undertaken in the United Kingdom 
either as part of the school curriculum or as part of a programme of extra 
curricular activities and school journeys. 
 
Schools can participate in this scheme at their discretion. 
 
Cover   Accidental death or bodily injury (worldwide) 
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Categories of Insured Persons: 
 
A. Voluntary Workers 
 
B. All School Employees 
 
C. All School Teachers employed  
 
D. Pupils of the School 
 
E. Registered Members of an official School Journey Party (Pupils and 

Teachers) 
 
F. Pupils of the School 
 
G. Pupils of the School 
 
Operative Time: 
 
A. Participation in voluntary activities organised in connection with and 

intended to assist the School in performance of its functions 
 
B. Assault whilst on School business anywhere in the world (including attack 

by animals and injury by explosion whilst searching for explosives on 
behalf of the School) 

 
C. Whilst voluntarily organising or supervising activities which are 

complementary to but not part of the duties of the person insured under 
their contract of service 

 
D. Whilst participating in a School's Work Experience Scheme 
 
E. From time of assembly of the party to the time of dispersal (maximum 

journey 31 days in duration) 
 
F. Whilst participating in any sports activity including physical education 

organised by the School within the UK (including commuting) 
 
G. Placement participating in a School's Work Experience Scheme outside 

the UK (including leisure activities and commuting) (Europe only) 
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Benefits: 
 
Category Death and Capitals Temporary Total  Temporary 

    Disablement   Partial 
         Disablement 
 
A.  £10,000   £50 (104 weeks)   -  
 
B.  5 x annual salary  50% of weekly wage  - 
      (104 weeks) 
 
C.  £20,000   -     - 
 
D.  £5,000   £2 (104 weeks)   -  
 
E. £20,000   £20 (104 weeks)  £10 / week 
       
F.  £50,000   -     - 
   
G.  £20,000   -     - 
   
Additional Notes on Cover: 
 

 Continental Scale applies to all Capital Benefits items 
Maximum aggregate benefit any one incident £10 million 

 

 Category B includes Loss or Damage to Personal Effects £1,000 
 

 Benefits under Category F payable to parent or guardian 
 

 Travel cover included in Categories E and G, as follows: 
 

Category E  Category G 
 

Cancellation Expenses £10,000  £10,000 
 
 Medical Expenses  Unlimited  Unlimited 
 
 Personal Effects/Money £10,000  £10,000 
 
 Legal Liability  £5,000,000  £5,000,000 
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FIDELITY GUARANTEE 
 
The policy provides insurance cover for any loss of funds belonging to the 
School, or held by the School on behalf of others arising through the dishonesty 
of members of staff at the school, e.g. misappropriation of schools funds. 
 
Cover Any loss sustained by reason of any act of fraud or 

dishonesty by an insured person 
 
Insured Persons/Limits 
 

 All Employees of the School  £1,000,000 
 
Deductible Nil 
 
Extensions 
 
1. Persons guaranteed include the Governors of Schools maintained by the 

Council 
 
2. Unofficial school funds are considered property belonging to the School 
 
3. Trainees and others participating under the direction and control of the 

School in Training Agency and other Training Schemes shall be treated as 
employees of the School 
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MONEY 
 

Insurance is available to cover monies/cheques in transit whilst in the custody of 
members of the schools staff or other employees of the Authority together with 
money on school premises in the custody or the actual supervision of employees 
and which is kept in locked safes, strong rooms or receptacles. 
 
The limit at present on an 'old' safe is £250. Should schools install new models 
and/or take extra precautions, e.g., bolting down of safes then higher limits may 
be available. 
 
Unofficial School Funds, i.e. monies not belonging to the Authority are also 
covered under this policy. 
 
 Limits of Indemnity 
 
(a) Negotiable money 
 (1) in the premises outside business hours or not attended 
  (i) not contained in a locked safe or strongroom £500 
  (ii) in a locked safe or strongroom   £10,000 
 

(2) in the private dwelling of the insured or of any other 
persons to whom such money is entrusted  £500 

 (3) in the premises during business hours and attended £100,000 
 (4) whilst in transit      £100,000 
 (5) in a bank’s nightsafe until such a time as the bank 
  accepts responsibility for such money   £100,000 
(b) Non-negotiable money      £250,000 
(bii) Open cheques in transit by post 
 Any one cheque       £1,000 
 Any one year        £10,000 
(biii) Crossed cheques in ordinary post      
 Any one cheque       £25,000 
 Any one year        £250,000 
 
Deductible Nil 
 
Extensions 
 
1. Damage to safes, strongrooms and bags used for carrying money 
2. Repair or replacement of employees clothing 
3. Governors of school maintained by the Council are held to be employees 
4. Trainees and others participating under the direction and control of the 

School in Training Agency and other Training Schemes shall be treated as 
employees of the School 

5. Definition of Money to include crossed Girocheques 
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EMPLOYER'S LIABILITY 
 
An employer's liability policy protects the Council against its legal liability to pay 
compensation to any of its employees who may sustain bodily injury or contract a 
disease in the course of and arising out of their employment. 
 
Where it is found to be the fault of the Authority, including the Governing Body, 
either through negligence, error or omission that an employee at a school or 
working in a school has sustained a personal injury or has contracted a disease 
in the course of and arising out of his/her employment, insurance cover is 
provided by the policy. 
 
The policy provides an indemnity of up to £35 million against all sums which the 
Authority is legally liable to pay as compensation. In addition legal and other 
expenses connected with the settlement are covered by the policy. 
 
There is no cover, however, for protection in respect of damage to property. 
 
Claims against the governing body may arise: 
 
(i) From the actions or inaction of others employed by the School 
 
(ii) From the use of facilities, equipment, materials, or premises used for the 

purposes of the School 
 
Indemnity Limit £35m 
 
Deductible  Nil 
 
Geographical Limits 
 
United Kingdom and temporary visits worldwide 
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PUBLIC AND PRODUCTS LIABILITY 
 
The public liability policy provides the Authority with an indemnity against its legal 
liability to pay compensation to a third party for accidental bodily injury or 
damage to property. This insurance is often referred to as Third Party Insurance. 
 
You may receive claims from: 
 
(i) Visitors to the School 
 
(ii) Parents on behalf of pupils from the School 
 
(iii) Members of the public who have sustained injuries caused by participants 

of approved school journeys or activities outside the school premises and 
outside normal hours 

 
Such claims may relate to an action (or non-action) of staff and/or damage to 
property suffered by a third party as a result of inadequate supervision and/or 
unsafe premises, equipment and materials provided by the School. 
 
With regard to pupils, particular regard should be taken to the increased risks of 
injury to pupils whilst on school journeys. Except for the specific exclusion of 
flying operations and racing as well as activities incidental thereto, all activities 
approved by the Governing Body are covered for claims under the Authority's 
Public Liability policy. However, Governing Bodies are asked to take particular 
care in approving activities which are by their nature hazardous, e.g., outdoor 
pursuits and ensure that safety measures are adequate. For this purpose the 
attention of Governing Bodies is drawn to the Code of Practice - Safety Principles 
in the Authority's document "Policy and Practice of Outdoor Education" (LEA 
Circular No. 146). 
 
It should be emphasised that such cover does not absolve Governing Bodies 
from any liability to provide a safe environment within the School or at any place 
where education is offered regarding their obligations under the Health and 
Safety at Work Act 1974. 
 
Basis of Cover Legal liability to third parties for accidental death, bodily  
   injury, illness or disease, mental anguish, wrongful arrest or  
   property damage arising out of the functions of the Local  
   Authority including goods sold or supplied 
 
   Cover is on an occurrence basis other than tree root claims  
   which are on a claims made basis 
 
Indemnity Limit £50m 
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Deductible  Nil 
 
Geographical Limits 
 
UK but worldwide in respect of temporary visits 
 
INNER-LIMIT EXTENSIONS TO PUBLIC/PRODUCTS LIABILITY COVER 
 

 OFFICIALS INDEMNITY 
 
This policy provides an indemnity to the Authority against claims from third 
parties in respect of financial loss occasioned by the actions or non-actions of 
school staff whilst carrying out their normal duties. The policy does not cover 
losses arising from the dishonesty of staff. The Fidelity Guarantee policy applies 
in such instances. 
 

Legal liability to the Council to pay compensation for loss (as distinct from 
injury or physical damage) sustained by third parties as a result of 
negligent acts, errors or omissions by the Council's employees. 

 
 Limit of Indemnity £5m 
 

 LIBEL AND SLANDER 
 
Claims for compensation may be made by third parties in respect of libels 
appearing in statements published by the School or Governing Bodies or from 
slander either by a member of the school staff, an individual governor or the 
Governing Body acting collectively.   
 
The Authority's policy covers the Governing Body for any successful claims 
where such libels arise in publications normal to the Authority's or school's 
business or where such slanders are made by a governor or member of staff in 
the official business or meetings of the governors or upon any occasion where 
the governor is specifically authorised to represent the Governing Body or in the 
case of a member of staff carrying out his/her normal duties.   
 
 Legal liability of the Council to pay compensation for libels and slanders by 
 Council employees, Members, School Governors, etc. 
 
 Limit of Indemnity £5m 
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GENERAL MOTOR FLEET 
 
Cover Comprehensive. An excess in respect of accidental damage 

applies and this at the moment is £500.The excess for 
vehicle thefts is £1,000. The excess is met by the School 
and is reviewed annually. 

 
Vehicles  School owned vehicles 
 
Class of Use In connection with the business of the School 
 
 

HIRED-IN VEHICLES AND PLANT 
 
Cover Comprehensive. An excess in respect of accidental damage 

applies and this at the moment is £500.The excess for 
vehicle thefts is £1,000. The excess is met by the School 
and is reviewed annually. 

 
Vehicles Minibuses and specially adapted vehicles hired or loaned to 

the School 
 
Class of Use In connection with the business of the School 
 
 
There is no motor cover provided by the Authority for members of staff who use 
their own cars in the course of their employment. 
 
Governing Bodies must ensure that staff are aware of this and that where any 
member of staff is asked or volunteers to use his/her car in the performance of 
his/her duties and/or extra curricular activities including the carrying of 
passengers, it should be ascertained that the employee's insurance 
policy/certificate is endorsed 'for business use'. 
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ENGINEERING 
 

The Authority is statutorily obliged to have certain items of plant inspected and 
tested periodically. 
 
The policy provides cover for the items detailed above and any third party claims 
which may arise from the explosion of boilers or malfunction of lifts. 
 
The inspection service is carried out by the Insurance Company's engineers. 
Schedules of items of plant are maintained in the Insurance Section. 
 
Inspection includes the following categories of plant and machinery: 
 
All hot water boilers, including connected pipework and radiators, hot water 
calorifiers, steamers, air receivers, nitrogen pressure vessels, hot water 
cylinders, pool filters, heating battery hot water heating, cafe boilers, sand blast 
vessels. 
 
All passenger/goods lifts, runway tracks, service lifts, powered blocks, manual 
cranes, lifting tackle, manual blocks, vehicle lifts, gantries, runway trolleys, davit 
sockets, powered cranes, working platforms, playground equipment, excavators, 
forklift trucks, lifting beams. 
 
All motors, stokers, pumps, fans, engines, alternators, reciprocating 
compressors, control panels. 
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SCHOOL JOURNEY 
 

Insurance is available to provide comprehensive cover to pupils and 
accompanying adults for any school journey approved by the Governing Body or 
Head Teacher. The main exclusions are activities which involve racing of any 
kind (other than on foot) or air travel (other than as a passenger). The cover 
provided includes compensation for personal accident, loss of baggage and 
personal effects. 
 
Premiums are revised annually and will be notified to you in writing. 
 
The administrative procedures are as follows: 
 
1. Visits within the U.K. (Blue form) 
 
(i) Returns (Excel template available from Insurance Section) to be 

completed with details of each school journey for which insurance cover is 
required 

 
(ii) Returns must bear the name of the school and be returned – via email - to 

the Governance Section (insurancesection@rotherham.gov.uk) no later 
than one week before the end of each school term 

 
(iii) Premiums will be debited direct to the school budget or alternatively 

Sundry Account invoices raised for ‘Bank Account’ schools. 
 
2. Journeys outside the U.K. (Pink form) 
 
(i) A completed form must be sent – via email - to the Governance Section 

(insurancesection@rotherham.gov.uk) fourteen days prior to a school 
journey being undertaken outside the U.K. and must contain relevant 
details 

 
(ii) On receipt of a completed form, the school will be issued with an 

insurance certificate which must be taken on the school journey and which 
summarises the extent of cover and the procedures to follow in the event 
of an accident 

 
Claims on this policy, giving full details of the nature of the claim together with 
accompanying receipts etc., should be sent to the Governance Section as soon 
as possible after the incident. 
 
 

 
 
 

mailto:insurancesection@rotherham.gov.uk
mailto:insurancesection@rotherham.gov.uk
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APPENDIX A 
 

  ROTHERHAM METROPOLITAN BOROUGH COUNCIL 
 
 ALL RISKS POLICY - COMPUTER AND OTHER SCHOOL EQUIPMENT 
 
Insurance cover is provided for computers and 'other' school equipment. The 
term 'other' is used here for such things as musical instruments, video recorders, 
camcorders, cameras, televisions and similar high cost items because they are 
often small, valuable, transportable and are attractive to thieves. The policy does 
not provide cover for all types of equipment that a school owns. If schools wish to 
insure certain other items thought to be at risk, this can be arranged. 
 
The Indemnity 
 
Damage 
 
In the event of damage to the property insured by any fortuitous cause occurring 
during the currency of the policy, the Authority will pay the amount of the repair 
costs or at its option reinstate or replace the property or any part thereof, not 
exceeding the market value of the property at the time of the damage, providing it 
does not exceed the total sum insured. 
 
Theft 
 
In the event of loss of the property insured by THEFT accompanied by forcible or 
violent entry to or exit from any building containing such property occurring 
during the currency of the policy, the Authority will pay the amount of the loss or 
at its option replace the property or any part thereof not exceeding the market 
value of the property at the time of the loss, provided it does not exceed the total 
sum insured. 
 
Exclusions 
 
Loss or damage: 
 
(a) Caused by fire, lightning, explosion or aircraft (these are insured under 

another policy) 
 
(b) Which is insured under any other policy 
 
(c) Caused by wear and tear, depreciation or any gradually developing cause 
 
(d) Caused by moth, vermin or arising out of any process of cleaning, 

repairing or restoring 
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(e) Resulting from mechanical or electrical breakdown unless such 
breakdown is caused by external means 

 
(f) Discovered at the time of an inventory being taken 
 
(g) To items not included in the inventory 
 
Conditions 
 
The insurance cover provided is on a 'blanket' basis and you do not have to 
notify the Insurance Section of every addition or deletion to the inventory. You 
must, however: 
 
(a) Ensure that the total sum insured represents the total value of the 

equipment insured under this policy 
 
(b) Maintain an inventory giving full descriptions and values of the insured 

equipment and update as necessary with additions and deletions 
 
(c) Notify the Authority of any changes to the total sum insured 
 
(d) Take all necessary precautions to minimise the risk of damage or theft 

occurring 
 
(e) Inform the police in the event of theft arising following forcible entry to the 

premises 
 
N.B. 
 
(i) The policy carries an excess which is reviewed annually. At present this is 

£100 per claim. 
 
(ii) In the event of theft or damage, this must be reported to the Insurance 

Section immediately and confirmed by means of a completed claim form 
as soon as possible. Should there by any significant delay in reporting of 
any incident, any subsequent claim may not be accepted 
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APPENDIX B 
 
INSURANCE: PERSONAL ACCIDENT - SCHOOL CHILDREN 
 
POLICY NO.: PAP-03G037-0336 
 
INSURER:  CHARTIS 
 
Risks Covered 
 
The cover is operative only whilst the school children are participating in any 
sports activity including physical education organised by the school within the 
U.K. including direct travel to or from any such activity away from the school's 
premises. 
 
Persons Insured 
 
Pupils attending any school administered by the Local Authority whose names 
are recorded by the school and on their behalf the appropriate premium has been 
paid. 
 
Compensation 
 
The Capital Sum is currently £50,000. Compensation payable is a percentage of 
the capital sum. 
 
Item No. Amount Payable as a 

Percentage of the Capital 
Sum 

 
1. Death          100% 
 
2. Loss of one eye or one limb      100% 
 
3a. Loss of both eyes or tow or more limbs or loss of 

one eye and one limb       100% 
 
3b. Loss of speech        100% 
 
3c(i). Loss of hearing in both ears       100% 
 
4a. Permanent total disablement      100% 
    
4b. Continental scale applies 
 
5. Temporary total disablement      Nil 
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6.  Temporary partial disablement      Nil 
 
7. Medical expenses incurred in connection with a valid claim under items 1 

– 6 of the Policy not exceeding 15% of the compensation paid under items 
1 – 4b or 30% under items 5 and 6 whichever is the greater but subject to 
a maximum of £15,000 per person. 

 
Special Conditions 
 
1. So far as concerns death or disablement caused or contributed to by 

participation of any pupil in: 
 

(a) Parachuting, parascending, mountaineering, rock climbing, pot 
holing, winter sports, ice hockey, polo, hunting, steeplechasing or 
skin diving; it is a condition precedent to the liability of the Company 
thereunder that the pupils have, or shall be under the supervision of 
an adult who shall have achieved a reasonable standard in the 
proficiency in the pursuit being followed at the time of death or 
disablement 

 
(b) Yachting, canoeing, or sailing in tidal waters; it is a condition 

precedent to the liability of the Company thereunder that for 
yachting and canoeing life jackets or buoyancy aids shall be worn 
by the pupils and that for other sailing suitable life saving 
equipment shall be carried on the vessel 

 
2. Pupils shall take all reasonable precautions to prevent accidents occurring 

but in the event of any incident giving or likely to give rise to a claim the 
pupils parent or guardian shall as soon as practicable and at their own 
expense: 

 
 (a) Inform the Local Authority who will notify the Company 
 

(b) Furnish such information as the Company may require and render 
all assistance as may be requested 

 
(c) Supply all necessary certificates including evidence of death or 

disablement with a report from a qualified medical practitioner if 
required 

 
3. In the event of death of any pupil the Company shall be entitled at its own 

expense to hold a post-mortem examination 
 
4. In the case of injury the medical representative of the Company shall be 

allowed to visit and examine the injured person at all reasonable times 
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and if such visit or examination is not permitted the insurance shall be void 
in respect of the said injury 

 
Exclusions 
 
No payment will be made in respect of death or disablement caused directly or  
indirectly by: 
 

(a) Intoxication or the illegal use of drugs by any Person Insured, or by 
deliberate exposure to unnecessary danger except in an attempt to 
save human life 

 
 (b) Flying other than as a passenger 
  

(c) Any consequence of war, invasion, act of foreign enemy, hostilities 
(whether war be declared or not), civil war, rebellion, revolution, 
insurrection or military or usurped power 

 
Definitions 
 
1. Death or disablement of any Person Insured arising as a direct result of 

unavoidable exposure to the elements shall be deemed to be bodily injury 
within the meaning of this policy 

 
2. In the event of the disappearance of any Person Insured and where the 

Company agrees after a suitable time has elapsed that it is reasonable to 
assume that the said Person had died of bodily injury within the meaning 
of this Policy the appropriate death benefit will be paid subject to a signed 
undertaking from the Parent or Guardian that if the assumption of death is 
subsequently found to be wrong the amount paid in settlement shall be 
refunded 

 
Administration Procedure 
 
A claim must be completed in writing by the parent or guardian of the pupil 
concerned and this, together with the report(s) from any member of staff involved 
in the incident, must be forwarded to the Strategic Head of Financial Services for 
the attention of the Insurance Section. 
 
You must always: 
 
1. Notify the Authority promptly of all claims received and of any incident 

which might give rise to a claim.  Failure to notify the Authority promptly 
may affect adversely the satisfactory settlement of a claim 
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2. Ensure that staff complete reports immediately in respect of any accident 
in which they are involved 

 
3. Maintain a list of pupils involved under this policy and notify the Insurance 

Section annually of any amendments to this number. (Premiums are 
recharged to schools annually on a per capita basis) 
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APPENDIX C 
 

ALARMS AND FALSE ALARMS 
 
Q. Will my insurance remain in force if an alarm has to be turned off for 

a short period of time? 
 
A.  Intruder Alarms 
 

When I am notified of an intruder alarm being switched off, my response is 
usually to advise the school that the insurance cover will remain in full 
force and effect, providing that the alarm is returned to use as soon as 
possible. This response will only be given if other security provisions are 
satisfactory and will depend on the nature of the risk. I would also advise 
that other security precautions in place at the site are strictly adhered to 
and that as few people as possible are aware of the situation. In certain 
circumstances, additional steps may be required depending on the nature 
of the risk. 

 
 Fire Alarms 
 

In the instance of a fire alarm being switched off for maintenance or repair, 
there are several precautions which should be taken to minimise the risk 
of fire: 

 
Please notify the Insurance Section immediately, particularly if the system 
is to be switched off for a day or more 

 
Minimise the time the system is off for; if possible isolate the area in need 
of repair 
 
Ensure strict controls over any hazardous processes and if possible avoid 
their use 
 
Prohibit smoking, the use of portable heaters and any hot work 
(blowtorches etc.) whilst the system is off 
 
Inform all necessary staff and if possible set up patrols to keep an eye on 
the unprotected area 
 
Before locking up at night if an area is unprotected, patrol the area in 
question and if possible ask security patrols to check the area during the 
night 
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Police Response 
 
Most Police Authorities have 3 levels of response to intruder alarms, these 
being: 
 
1. Immediate 
2. Delayed 
3. No police response, key holder only 

 
The police will withdraw a level of response to an alarm following 4 false alarms 
from that particular site. A further 3 false alarm activations will usually result in 
police response being withdrawn altogether. When a school notifies me of a 
withdrawal in the level of response to an alarm or that the police have withdrawn 
their response entirely, in most instances I will inform the school that insurance 
cover remains in full force. However, I would expect the school to inform me of 
what measures are being taken to prevent future false activation of the alarm. 
This is to ensure that full police response is reinstated as soon as possible. 
 
In conclusion, insurance cover will generally remain in force provided that I am 
informed of the situation immediately and that sensible precautions are taken to 
minimise the potential for loss or damage. 
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APPENDIX D 
 

SITE CONTROL AND REDUCING ARSON RISKS 
 

Q. How can I reduce the risk of arson through control of waste? 
 
A.  Malicious fires on school premises cost millions of pounds each year. 

Such fires are often caused by rubbish and waste being set alight without 
the arsonist having to enter the building. Skips, wheelie bins and the like 
often contain large quantities of flammable material and, if positioned next 
to a building and then set on fire, can cause severe damage to the 
building and be life threatening. 

 
Q. How can I prevent or minimise the risk of such arson attacks? 
 
A.  The following general recommendations should help minimise the 

exposure of such arson attacks: 
 
 All skips, wheelie bins etc. should be kept at least 8 metres away from any 
 building, preferably within a separate locked compound and be made from 
 non-combustible materials. 
 

Any wheeled bins or those that are easily moveable should be padlocked  
and chained to a stake which is securely fixed into the ground. 

 
Good housekeeping such as cleaning the premises every night, emptying 
bins regularly and, where smoking is allowed, disposing of all such related 
waste in a separate non-combustible bin with a metal lid. 

 
Review the location of litter bins. Avoid placing them in positions, i.e. fixed 
to buildings, where if ignited, the fire could spread to the building, e.g. near 
doors, windows or combustible wall construction. 
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APPENDIX E 
 

MONEY CARRYING LIMITS/RECOMMENDATIONS 
 

The many and varied security precautions installed in premises coupled with the 
robust quality of modern safes have led to thieves targetting individuals carrying 
money, i.e. the easy option. 
 
Q. Why have minimum money carrying limits/standards? 
 
A.  The aim of the minimum standards set is to reduce the risk of exposing 

personnel to attack and/or personal injury, whilst carrying money on 
Council business. 

 
Q. When should these standards be applied? 
 
A.  The standards suggested should be adhered to at all times. However, they 

are only minimum standards and where possible additional precautions 
should also be taken. Variations to routes taken, times of 
delivery/collection and personnel used are possible ways of further 
reducing the risks. 

 
Q. What are the minimum recommended standards? 
 
A. Up to £2,500  One person carrying plus mobile phone 
 £2,501 - £6,000 Two persons carrying plus mobile phone 
 £6,001 - £12,500 Three persons carrying plus mobile phone 
  
 Increased amounts will require specialist security companies/vehicles etc. 
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APPENDIX F 
 

SAFE LIMITS 
 

Q. What is a safe limit? 
 
A. All safes of a recognized manufacture have been graded according to the 

level of security provided and, therefore, the maximum amount of cash 
that it is felt it would be reasonable for them to contain. As stated 
previously, the limit at present on an 'old' safe is £250. The minimum limit 
applied to a free-standing safe of recognized manufacture is £1,000. It is 
recommended that safe limits above £1,000 are only applicable to 
premises which are of solid structure, are not in isolated situations and 
where the safe is bolted to the floor 

 
Q. What information is needed to rate a safe? 
 
A Manufacturer of safe. 
 

 Model of safe 

 Serial number - if no model name can be found 

 Is the safe free-standing, bolted to the wall/floor or an underfloor-type 
safe? 

 Any additional security features, e.g. is the building alarmed? 

 Construction and location of the building in which the safe is housed 
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APPENDIX G 
 

ADMINISTRATION OF MEDICATION AND FIRST AID 
 
Where an employee of the Council, acting in the course of their employment, 
administers first aid or medication to another employee or other person in the 
charge of the Council such as a school pupil, they will be indemnified by the 
Council's public liability insurance for a claim for negligence relating to injury or 
loss caused by their actions, provided the following criteria have been adhered 
to: 
 

 That they are an official designated first aider acting within their remit from the 
Council 

 That they have received full training by a qualified medical person, relevant to 
the medication/first aid being administered 

 That they have taken the necessary refresher training courses at the required 
intervals 

 That they have used the relevant protective equipment for that purpose 
 
The education area is probably more complicated. With pupils who are suffering 
from a medical condition which either requires regular medical treatment or could 
require emergency treatment, LEA's and schools should establish detailed 
procedures. In summary, I would expect the following to be present in such 
procedures: 
 

 Written parental instructions regarding treatment and consent for treatment to 
be given 

 Each school to appoint designated members of staff as first aiders authorised 
to give treatment. As above, those volunteers should be trained and given 
regular refresher courses 

 It should be made clear to employees who are not trained volunteers that they 
should not provide treatment and if they do they are personally responsible 
and could be liable for their acts 

 
These days there is a desire for more children to be given their education in 
mainstream schools and this has lead to a greater risk as some conditions 
require injections or similar hazardous procedures. 
 

Further details can be provided by the LEA Health Education Nurse Advisor - 
Kay Watson on Extension 6419 
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APPENDIX H 
 

WORK EXPERIENCE 
 

LEA's and schools are involved in arranging work experience placements for 
pupils under their control. The Department for Education and Employment have 
issued guides regarding the steps and procedures that should be taken prior to 
any placement taking place. The insurance industry also operates an agreement 
that placement students are to be treated as employees from the point of view of 
liability insurance. The guides are written essentially for the work experience 
placements provided as part of the final year of compulsory education but the 
principles remain valid for all placements including those which take place 
overseas. 
 
The guides stipulate that LEA's/schools should ensure that the placement is safe, 
suitable and that the receiving employer is adequately insured. Even where this 
process is fully carried out, any contingent liability risk falling on the LEA/school 
as organizer is covered by the Council's public liability policy. 
 
With placements outside the UK most countries do not have employer’s liability 
as such but confirmation from foreign employers that they will indemnify in 
respect of injury suffered by the student will suffice. The Council's cover is 
intended to operate on a contingent basis only, i.e. authorizing placements where 
the insurance is inadequate or authorizing placements of totally unsuitable or 
incompetent students. 
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APPENDIX I 
 

MOTOR VEHICLE INSURANCE 
 
 
Q. Why is there a certificate of insurance? 
 
A. The Road Traffic Acts require that a certificate be issued to the 

policyholder. It is evidence that insurance is in force and the use of a 
vehicle without this evidence is a criminal offence. It indicates who is 
entitled to drive, what they are permitted to use the vehicle for and the 
exclusions. A copy of the certificate is available by contacting the 
insurance section. 

 
Foreign Use 
 
Q. Is cover provided whilst travelling abroad? 
 
A. The motor policy applies in respect of all member countries of the 

European Union and all countries which have made agreements which 
correspond to the conditions of insurance of the Commissions of the 
European Union and which are approved by it. With regard to travel in 
other countries, please contact the Insurance Section. 

 
Q. What is a bail bond? 
 
A. A bail bond is not evidence of insurance rather a guarantee of payment up 

to a maximum of £3,000 provided in the event of legal costs/bail monies 
being payable by the Council or driver following an accident. Please 
contact the Insurance Section if this is required. 

 
Seatbelt Regulations 
 
Q. What seatbelt regulations apply to multi-seat vehicles? 
 
A. It is both a legal and Rotherham MBC Policy requirement for all 

passengers and crew being carried in multi-seat vehicles, under the 
Council’s insurance, to wear a seatbelt and or suitable seat/restraint as 
required. Further advice can be obtained from the Corporate Transport 
Unit. 

 
Driving Convictions 
 
Q. What driving convictions are permissible? 
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A. The Authority has given permission for employees who have speeding 
convictions to drive passenger carrying vehicles. Any other driving 
convictions will disqualify the employee from driving the school's vehicles. 

 
Medical Conditions 
 
Q. What medical conditions should the Authority's Insurers be aware 

of? 
 
A. In all situations the insurance will be guided by the opinion of medical 

professionals and the DVLA. In general terms, provided a driver holds a 
valid licence and is considered to be medically fit to drive, no special 
arrangements will be needed. 

 
Trailers 
 
Q. What cover is there for trailers? 
 
A. The motor policy covers any trailer owned by or on hire or loan to the 

school. 
 
 
 


