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Employers & Public Liability Claims/Incident Procedure Guidelines
The following guidelines should be adopted when a policyholder becomes aware of a potential claim or an incident that has the potential to lead to a claim on the policy. However, if in any doubt whatsoever, please contact us at:

Finch Commercial Insurance Brokers

53A, Crockhamwell Road

Woodley

Reading

Berkshire RG5 3JP

Tel:  0118 921 5075

Fax: 0118 944 2352

Claims Contacts: 
Tim Morris


Email: timmorris@finchgroup.net or

Clarisse De Souza

Email: clarisse@finchgroup.net 

(9AM TO 5PM Mon - Fri)
Liability Claims

It is essential Finch Commercial Insurance Brokers are informed as soon as you become aware of any incident that may give rise to a claim under the policy, the pointers to watch out for are:

1. Any incident involving an HSE investigation or if the matter requires notification to the H & S Executive by Riddor (incidents resulting in more than 7 consecutive calendar day’s absence from work) then the matter should be reported to us.
2. All formal claims
3. Fatalities.

4. Serious violent crime.

5. Incidents involving children/minors and vulnerable adults
6. Alleged food poisoning.

7. Cases with the potential for media involvement.

8. Concussive head injuries or those which result in impairment of physical function.
9. Head injuries involving hospitalisation
10. If you feel the injured person(s) will pursue a claim, either because of the nature of the incident or any other reason. 

11. Accidents involving pregnant women
12. Any incident where the injured person is not represented by solicitors but has made contact directly with the insured seeking compensation
13. All falls from height
14. Any bone injury e.g. fractures and breakages
15. Other serious injuries e.g. amputations, degloving, burns
16. Accidents which result in scarring
17. Accidents resulting in admission to hospital or where on-going medical treatment is being sought

18. All requests for disclosure of information from a solicitor
19. All accidents where the emergency services attend 

20. Accidents where the employee leaves employment shortly afterwards or where redundancy notices are subsequently served on the employee.
21. If unsure also refer the matter to us for assistance.
It is essential with Liability claims that the appropriate documentation is forwarded without delay as insurers have strict time scales to adhere to and you also have these written into your policy conditions as do all insurers.  

Appropriate documentation will include any of the following that may exist:

Employer Liability Requirements

1. Employers Liability claim form

2. Copy of the accident book entry

3. Copy of the report to the H.S.E if applicable (7+ consecutive calendar days absence from work, not counting the accident date itself)

4. Witness statements

5. Copies of any medical certificates

6. Minutes of any Health and Safety meetings as a result of the incident.

7. Copies of any Risk Assessments

8. Training records for Employee

9. Details of any similar incidents of this nature 

10. 13 weeks pre-accident wage details and details of payments covering the period of absence, including dates of absence from work & Medical Certificate

11. Staff rotas covering the accident dates 

12. Any relevant Health & Safety documents/policies 

13. Documented cleaning and inspection records covering the accident period

14. CCTV footage of the incident

15. Photographs taken of the scene 

Public Liability requirement
1. Public Liability claim form

2. Copy of the accident book entry

3. Copy of the report to the H.S.E. if applicable

4. Witness statements

5. Minutes of any Health and Safety meetings as a result of the incident.

6. Copies of any Risk Assessments

7. Details of any similar incidents of this nature 

8. Staff rotas covering the accident dates 

9. Any H&S documents/policies for the company 

10. Documented cleaning and inspection records covering the accident period 

11. CCTV footage of the incident

12. Photographs taken of the scene 

All other claims MITIGATE – (Contact Finch Commercial Insurance Brokers in the event of a query or clarification)

FROM 31st July 2013 STRICT NEW TIMESCALES WILL APPLY TO INJURY CLAIMS.  

Claims arising from accidents from that date will be notified to the defendant (you) by a new process.  A letter of claim will be replaced by a Claim Notification Form (CNF).  This will contact details of the incident and should include an email contact address for the sender. On receipt you must:

1. Immediately email the sender to confirm receipt and to advise that the CNF has been forwarded to your insurers, identifying who they are.

2. At the same time, forward the CNF by email to insurers unless advised to the contrary.

3. If details of the incident have not already been reported by you, send all appropriate documentation (see above) as soon as possible.

4. Thereafter, respond as quickly as possible to any subsequent requests for information and/or assistance from your insurers or those acting on their behalf.

Any delay will affect your insurers’ ability to comply with rigorous new timescales within which they must complete all necessary investigations and respond on legal liability.  Breach of these timescales will lead to additional legal costs being payable in the event of the claim 
being settled.  It is therefore essential that you comply.
 FAILURE TO DO SO MAY INVALIDATE THE CLAIM. 

What should happen – EL Claims

· An official EL claim will be submitted on the Claims Portal by a third party legal representative (for claims under £25,000). 

· On receipt insurers will acknowledge this

· Hopefully insurers will be aware of the incident (as you will have previously identified it as a possible claim and will have submitted the incident details to Finch together with any supporting documents) and therefore can correspond electronically with the third party solicitors within the time scale.

· If insurers are unaware of the incident e.g. the electronic CNF is the first notification of the incident then insurers will immediately contact you and will be asked to furnish all the available information on the incident and to provide the documents required by insurers. Remember insurers have only 30 days from the date of receipt of the electronic notification to agree or dispute liability. 

· We suggest you consider nominating a person to be the first point of call for insurers.

What should happen – PL Claims

· An official PL claim will be submitted as an electronic CNF but posted out to the insured (not sent via the Portal) by a third party legal representative (for claims under £25,000). 

· On receipt Foundation must acknowledge this electronically to the solicitor and provide the solicitor/third party legal representative with Foundation’s insurance company’s details e.g. name/address and policy number. At the same time insurers must notify electronically their insurers and enclose a copy of the CNF (all within 24 hours of receipt).

· On receipt insurers will acknowledge this and take over the handling of the incident.
· Hopefully insurers will be aware of the incident (as you will have previously identified it as a possible claim and will have submitted the incident details to Finch together with any supporting documents) and therefore can correspond electronically with the third party solicitors within the time scale.

· If insurers are unaware of the incident e.g. the electronic CNF is the first notification of the incident then insurers will immediately contact you and you will be asked to furnish all the available information on the incident and to provide the documents required by insurers. Remember insurers have only 40 days from the date of receipt of the electronic notification to agree or dispute liability. 

· We suggest Foundation consider nominating a person to be the first point of call for insurers.

Email Templates responding to solicitors (PL Claims)
To: insert email address of third party solicitor
Cc: : 
Insured Company: 
Incident Date: 
Claimants Name: 

We acknowledge receipt of your CNF as per the attached copy dated  xxxxxx and confirm that this has been forwarded to our Public Liability insurers:

Policy Number:  Please contact your insurers  at to follow up this matter.

Regards

Email Template advising insurers of receipt of CNF (PL Claims)
To: 
Insured Company: Incident Date: 

Claimants Name: 

Policy Number: 
We have received the attached CNF from XXXXXX and have acknowledged receipt of this as required. A copy of our acknowledgement email is also enclosed. If you require any additional information regarding this incident please contact XXXXXXXXXXXXXXXXXX
