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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL
This procedure applies to technical colleges and system office

Risk Management
I.  State Owned Property / State Employees
General – The Department of Administrative Services / Risk Management is to serve as the State’s internal insurance agency responsible for the design, implementation and administration of appropriate financing through the use of self-insurance and traditional insurance programs. For a more detailed explanation of benefits and claims filing, refer to your insurance policy, the Department of Administrative Services’ Risk Management Manual or their website at http://www.doas.state.ga.us/.
A. Property – The objective of the Property program is to provide insurance and a means of funding to State Agencies when a loss occurs and to provide timely and effective claims management.
1. State Owned Building & Personal Property Program – Provides coverage for loss or damage to real property (buildings and other structures) and to personal property (goods or assets other than real property) it is important to note that the State of Georgia can insure only real property clearly titled to the State.  Real property with the title held by a non-profit organization, foundation, association, private party, etc., may only be insured by a commercial insurance company. No coverage exists for any real property that is not clearly titled to the State at the time of a loss!  However, personal property (contents), including mobile structures (e.g. modular units used for classrooms) that are not owned by the State of Georgia, but are in the documented care, custody and control of State employee (s) on a 24 hour per day basis can be insured with a State All Risk Certificate.
2. All Risk Certificate Program – Provides coverage for loss or damage to unique property not insured under the State Owned Building and Personal Property Program:  a) Money & Securities b) Fine Arts c) Aircraft & Watercraft Hull (value of $ 50,000 or less) d) Non-State Owned Property e) Transient State Property.

3. Automobile Physical Damage Program – Provides coverage for tagged, on-the-roadway vehicles and trailers (with an appraised market book value > $ 2,500) damaged due to collision or other than collision occurrences (i.e. fire, theft, vandalism).  It is designed to insure State owned or long-term leased vehicles (30 days or more, with the intent to purchase).  Leased vehicles must be in the state entity’s name and not an individual’s name.  A copy of the lease must be provided to Risk Management. The program limit is the appraised market book value of the vehicle and all claims are subject to either a $ 250 collision deductible or a $ 100 other than collision (comprehensive) deductible.

B. Liability – The main objective of the program is to provide a means of funding to state agencies for third-party liability exposures, including general liability, automobile liability, and professional liability, and to provide timely and effective claim settlement.
1. State Tort Claims Policy – The tort program protects State entities from damages arising from State employees acting within the scope of their official duties.

2. Broad Form State Employee Liability Agreement (Policy) – This agreement protects State employees and certain other specific  individuals against personal liability damage claims arising out of their jobs within state agencies, departments, authorities or other covered entities.

3. Employee Dishonesty (Fidelity) Policies – This program protects the

State, state entities, or other covered entities from financial loss arising out of a dishonest act committed by a State employee(s) or other covered employee.

4. Automobile Liability Policy – This program protects the State from damage/injury claims presented as the result of negligence on the part of a State employee while operating a State owned or other covered vehicle in the course of their employment.
C. Worker’s Compensation – This program protects all State of Georgia employees from financial loss due to lost work (lost wages), medical expenses and other costs associated with an injury sustained in the course of and arising out of employment with the State of Georgia. 

Application for Insurance – Each Technical College and the System Office must submit information annually to DOAS/RMS to procure insurance coverage for the upcoming fiscal year.  
· State Owned Buildings & Personal Property – A detailed property register of buildings and personal property at replacement cost. Newly acquired state owned buildings and personal property during the fiscal year are automatically covered without an additional premium charge.
· All Risk Certificate – A listing of coverage amounts for the five basic property types at replacement cost. An agency can make changes to an All Risk Certificate during the fiscal year.
· Automobile Physical Damage and Liability – A vehicle register giving year, make and model, serial number and market value. A newly acquired vehicle or trailer is automatically insured for 30 days from the date of purchase or lease.  This allows time to submit the paperwork to add the new vehicle to the insured inventory.                     

· Liability, Fidelity Bonding and Worker’s Compensation – Submit the number of full time budgeted positions and board members.

Claims Reporting and Filing – In all cases, losses should be reported within 48 hours of discovery of loss.
· Liability – Whenever a loss is known or suspected, you should call DOAS/RMS (404-656-3237) and report the incident so that an investigation can commence immediately.

· Auto Liability – Auto accidents should be reported immediately to DOAS/RMS through the Telephonic Reporting Vendor at 1-877-656- 7475. The information should come from the employee involved in the accident/incident.
· Property Losses – The Agency will ensure that all claims are reported to the DOAS Property Claims Specialist within 48 hours of discovery of the loss or damage.  The Agency Property Insurance Coordinator will be instructed on how to file the necessary Notice of Loss / Proof of Loss Statement incident report(s) and copies of paid invoices for reimbursement and auditing purposes.

· Worker’s Compensation – The entire claims handling procedure originates with the Employer’s First Report of Injury Form WC-1 called into the Telephonic Reporting Vendor by the injured employee’s supervisor at 1-800-656-7475.  It is critical that losses be reported within the first 24 hours after the injury. The following is a list of information that will be needed when calling the TRV:
· Name, address, Social Security Number, age and sex of injured Employee

· Name of employing agency, address and telephone #

· Date, time & description of incident (how, where, why)

· Body part injured and type of injury (cut, scrape, burn etc.)

· Hourly / Weekly / Monthly Wage

· Name and address of physician / hospital

· Has injured employee returned to work

II. Students
 Student Accident Insurance

The Technical College System of Georgia requires that as a precondition of enrollment in any on-campus Technical College program, all students shall enroll in the Technical College-sponsored student accident insurance program.  Students who are enrolled only in off-campus distance learning programs and who otherwise do not utilize campus facilities may be exempted from the student accident insurance program. The carrier shall have previously been approved by the Technical College System of Georgia.
Student accident insurance covers all activities sponsored by the Technical Colleges, including approved travel with a group in connection with such activities, and travel directly and without delay to or from the Insured Person’s home or residence and the site of such activities. Students are not covered while participating in flight training classes. Additional flight insurance must be purchased by students participating in the flight training program. All credit students are covered by this policy. The Technical College may offer insurance coverage for students participating in intercollegiate sports, non-credit students, adult literacy students, and daycare children.  

In the event a covered individual has a qualifying incident, an accident report form shall be completed immediately.  A student accident insurance claim form shall be completed and forwarded along with the individual’s medical bills to the student accident insurance carrier for direct payment to the medical provider.    

Students are covered for the quarter for which they have made payment of the accident insurance fee. Subsequent medical services may also be covered if the qualifying incident occurred while the individual was insured. Students shall pay the fee on a quarterly basis at the time their tuition and other fees are due.  The fee may be charged by the Technical College either as a separate fee or included as a portion of another fee.  

Technical Colleges shall remit payment to the student accident insurance carrier each quarter based on applicable enrollment and/or fee assessments for the quarter.  The Colleges may record the receipts and disbursements of the quarterly fee either in a separate trust fund or include the fee as a portion of another fee and make premium payments from the appropriate fund.

The Technical College System of Georgia requires students enrolled in the flight training program to purchase extra insurance coverage in addition to regular student accident insurance. This insurance provides coverage while performing flight training requirements and activities sponsored by the Technical Colleges.

Student Malpractice Insurance
The Technical College System of Georgia requires students enrolled in Allied Health or Cosmetology clinical classes to purchase professional liability (malpractice) insurance in addition to regular student accident insurance. Student malpractice insurance protects students for their negligent acts and covers all clinical activities sponsored by the Technical Colleges.  In addition to the programs required by State Board Policy, each Technical College may annually require malpractice insurance coverage for additional programs.
In the event a student performs a negligent act during a clinical class, an accident report form shall be completed immediately.  If a third party decides to bring suit against the student, the school would send all of the claim information from the third party to the insurance carrier’s claim department.  The carrier shall have previously been approved by the Technical College System of Georgia.  

Students pay the malpractice insurance fee once a year and it covers them for all the clinical courses enrolled in for one year.  It shall be paid at the beginning of a quarter at the time their tuition and other fees are due, and it shall be paid by the first quarter of their clinical classes.  The fee shall be charged by the Technical College as a separate fee.  

Technical Colleges shall remit payment to the malpractice insurance carrier based on enrollment of the students in clinical classes in the Allied Health and Cosmetology programs.  The Colleges shall record the receipts and disbursements of the fee in a separate trust fund. 
