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Learning Tuesdays: Program Transcript
RF Insurance 101

Learning Objectives:

· Understand the Research Foundation's insurance program and coverage

· Understand the RF Insurance Application, including both the Equipment Insurance and Certificate of Insurance (COI) Modules (in Oracle)

[Music Playing]
Jane White:
Good morning and welcome to Learning Tuesdays.  I’m Jane White and I work for The Research Foundation at SUNY Cobleskill.  I’m proud to be a protégé in the RF’s first mentoring program and to introduce and be a part of the panel for today’s session, RF Insurance 101.  Our facilitator for today’s program is Judy Burns, Risk Management Coordinator, and Insurance Specialist at the RF Central Office.  Also, joining us on the panel is Donna Sharp, Senior Account Manager at Amsure, a Division of ATCFSI.  


We will address as many of your questions as we can during the next hour and a half or so and, as always, you are encouraged to submit questions to be addressed live.  You may either call or email the studio.  Email the studio at studio – excuse me – at studioa@hvcc.edu or you may call (888) 313-4822.  This information will appear on the screen periodically throughout the session.


Also, a link to the very brief exit survey is already posted on the live stream page.  So, after the program concludes, please take two minutes and complete it.  Your feedback helps us improve these programs, so please share your reactions with us.


Today’s programs and all Learning Tuesday programs are archived and available on the RF website soon after the live event, which means you have access to these training resources on demand any time you need them.  Be sure to tell your colleagues that were unable to join us today that they can access this program as soon as noon today just by visiting the webpage you are on right now.


With that, I’m proud to present Judy Burns.

Judy Burns:
Thank you, Jane.  Good morning, everyone, and thank you for joining us today for our Learning Tuesday RF Insurance 101.  I am very pleased to be joined by Donna and Jane and I’m very nervous.

[Laughter]

Just wanted to let you know.  I know many of you have talked with us and that you’ve heard our names before and you’ve heard our voices before.  And it’s, kind of, nice to have a face to go along with those names.


So, I’ve been with The Research Foundation now for 22 years and I’ve been the Risk Management Coordinator and Insurance Specialist since 2001.  And I enjoy doing what I do very much.  I’d like to let Donna and Jane tell us a little bit about they do for The Research Foundation and introduce themselves a little better.  Donna?

Donna Sharpe:
Thanks, Judy, for inviting me today.  As Jane mentioned, I am the Senior Account Manager at Amsure and I handle the day to day insurance needs for The Research Foundation.  At any time, I could be issuing and ID card, identification card, for a new vehicle that they’ve added; processing a claim for lost receivers in an ocean; reviewing insurance contracts and the insurance requirements within the contracts; issuing many certificates of insurance.  There are days when Judy and I either talk or email each other back and forth every day, all day long.

[Laughter]
Judy Burns:
All day long.

[Laughter]
Jane White:
I work at SUNY Cobleskill as an Assistant to the Perkins Grant, in addition to working for the Office of Grants and Sponsor Programs with Barry Gell and Rebecca Young.  As many people, administrators on campuses work with PIs on a day to day basis with reviewing of contracts, helping them figure out who at Central Office to call to get the right answer, we don’t always think of insurance.  And so, after today, I think people will know who to contact, which is a good thing.

Judy Burns:
Excellent.  Thank you.  Today, our program is in two parts.  We have the – part one will be The Research Foundation’s program and our insurance coverages.  We’re gonna talk a little bit and learn a little bit more about what our program is about and the coverages that The Research Foundation provides.  And then, in part two, we’re going to talk about The Research Foundation’s insurance application and the two modules that’s included within in the application in Oracle.  We have the Equipment Insurance module and then, we have the Certificate of Insurance module.


The basics about the insurance and the Research Foundation.  We are a private, not-for-profit educational institution.  The Research Foundation, we maintain a very robust insurance program.  Our policy period runs from July 1 to July 1, which coincides with our fiscal year end.  So, when all the campuses are renewing all of their insurance policies, we renew all of our insurance stuff and they’re renewing all of their campus policies and their campus accounts at the same time.  So, every – it’s a very busy time of the year for all of us.  Our policies are very highly rated by the insurance industry as well.


Our policies cover all Research Foundation sponsored program activity world-wide.  The policies protect activities of sponsored programs, including not only The Research Foundation Employees, but the SUNY Principal Investigators, the participants, the volunteers, as well as the campus locations and the other locations that The Research Foundation activity takes place at.


The RF maintains insurance, the coverage necessary to protect and insure that the sponsor program activity and the administrative activity conducted at our campuses and other places are appropriately protected from any claims that might be filed against The Research Foundation.


Now, I want to talk a little bit about the program itself.  These four policies are the core of our program.  The Commercial General Liability, the Commercial Property, the Commercial Auto, and the Workers Comp.  These four make up the biggest part of our program itself.  These are the four, whenever you look at any kind of contract to review, from any sponsor, a landlord, a vendor, these are the ones that everybody’s gonna be asking you for.  So, when you’re seeing these four items or these four policies, they’re on everything.  They’re on the contracts.  So, when we’re talking about these four here, they’re the core.  They’re – all of our stuff bases off of these and then, we have other policies as well.


Now, we also have the Primary International policy, which includes personal property, automobiles, and the foreign workers comp.  That is for our international programs because we protect everything world-wide.  So, the international program has the primary international policy for – and that’s the core of our international program.


There’s one other policy that I want to, kind of, look at today and that’s our Health Care Organization and Medical Professional Liability Policy.  It’s called the Med Mal.  It’s for related – RF-related activity only and it will not cover any primary medical care.


So, I want to do a little pop quiz for everybody.  You ready?  It’s gonna be good.  So, is a Principal Investigator working on a clinical trial administered by The Research Foundation covered under The Research Foundation’s Medical Professional policy?  Yes or no?  You ready?  

Donna Sharpe:
The answer is yes.  The PI is covered under The Research Foundation policy as long as that individual is working on the RF sponsored work.  Once this individual deviates and does something different than what that RF sponsored project is telling them to do, there is no coverage under the RF policy.  He would be entirely on his own.

Judy Burns:
Okay.  I want to, kind of, give, like, a little scenario, Donna, okay?

Donna Sharpe:
Yeah.

Judy Burns:
Let’s say we have a doctor.  He’s very renowned in his field for this, working with children with diabetes.  He works at one of the hospitals at one of the campuses, so he treats children with diabetes on a regular basis at the hospital where he works.  So, he is approached by one of the large pharmaceutical companies to participate in a drug study.  And it’s gonna be administered and run through The Research Foundation.  So, an IRB, or a protocol is produced by the drug study, the pharmaceutical company and it’s run through the IRB, the Internal Review Board, and everything is approved for the human study and human trial study and everything.  And it’s all set up.  The accounts are all ready and running through The Research Foundation.  And the PI, he’s now a Principal Investigator, a PI, on a Research Foundation Sponsored program, a clinical trial agreement.  He now can take some of the children with diabetes that he treats normally and bring them into the study for this drug that the pharmaceutical company wants him to study for the childhood diabetes.  Say, it’s like a double blind study.  He doesn’t even know which drug is correct and which drug is not correct.  But, which one is the real drug?  It’s a double blind.  


So, he now has several of his regular patients signed up for this study.  So, when he is sitting down with those patients and he’s getting the results of their – what’s happening with their bodies and if the drug is helping them and all of the results from their study, he’s writing down and he’s pulling in the data and he’s doing the research and he’s finding all of the results for the clinical study, he’s doing Research Foundation activity.  He is covered under our policy.

Donna Sharpe:
Right.

Judy Burns:
So, but when he, kind of, opens the door and he goes through the door and he starts treating his patients on a primary care basis, he closes the door on The Research Foundation activity and he becomes a primary care physician and he’s no longer covering, you know, he’s no longer doing research activity and he becomes a primary care physician and he’s now working as a primary care physician for his patients.  And his personal medical malpractice coverage becomes primary for him or the coverage is provided from his group.

Donna Sharpe:
From the hospital.  Right.

Judy Burns:
Right.  From the hospital or the group that he belongs to.

Donna Sharpe:
Right.

Judy Burns:
Correct?

Donna Sharpe:
Very correct.

Judy Burns:
Okay.  Wonderful.  Thank you very much.  I hope that helps everybody.  Thanks.  


Okay.  Now, I thought today would be a really good day and a really good chance for us since we’ve got Donna here, ‘cause that – she’s my right arm –

[Laughter]

– to look at some insurance terms that we run into all the time in contracts and agreements and things.  And, a lot of times, we look at them and we thought, “What does this mean?”  So, I wanted to bring some insurance terms forward today and say, “Donna, can you look at these and, kind of, give us an idea about what these things mean and give us a good definition of what they stand for and things?”


The first one is additional insured.

Donna Sharpe:
Sure, Judy.  A lot of contracts will make reference to an additional insured requirement.  And, basically, what that means is in the event the claim, the additional insured status is gonna be covered under the Research Foundation’s policy, they want to be added to the RF’s policy.  So, they would share the limits, the defense would be provided and, basically, the RF is protecting that entity against any RF negligence that may occur.  You’ll see this term a lot in the contracts.

Jane White:
And, Donna, is that how someone gets listed as an additional insured?  It has to be in writing or how?

Donna Sharpe:
The additional insured request has to be a written request and part of the contract.  They can’t just verbally say, “I want to be added as an additional insured.”  And the reason being, the RF’s policy, the additional insured coverage is triggered because it’s a written request.

Jane White:
Thanks.

Donna Sharpe:
You’re welcome.

Judy Burns:
Excellent.  


The second term that I wanted Donna to take a look at today is claims made versus occurrence based.  Donna?

Donna Sharpe:
Sure.  Claims made and occurrence-based policies, it, basically, it’s telling you which policy is going to respond in the event of a claim.  For instance, claims made basis.  The claims handled by the insurance company that currently holds the policy.  The incident might have happened six months ago, but it wasn’t actually reported until now.  Because it’s a claims made policy, the policy that’s enforced right now is the one that’s going to respond.  An occurrence-based policy, the claim is handled by the company that holds the policy when it happens.  So, that policy that was in force six months ago is the one that’s going to respond.

Jane White:
So, another question, does occurrence-based mean the same as per occurrence?

Donna Sharpe:
No.  Two different things.  Occurrence based is what I just mentioned with the claims made versus occurrence when – what policy is going to respond.  The –

Jane White:
Per occurrence.

Donna Sharpe:
– per occurrence-based means per incident, per claim, that specific event.

Jane White:
Okay.

Donna Sharpe:
So, two different things.

Jane White:
Thank you.

Judy Burns:
Okay.  Let’s look at some language.  I, kind of, pulled some language out of contracts for Donna to take a look at where we see these, you know, the per occurrence and the per claim and per incidence language in different ways thrown together.  So, I wanted Donna to just go through some of the different ways that sponsors and vendors will put this language together for us and, kind of, break it down a little bit.

Donna Sharpe:
Even those these are worded differently, they, basically, all say and ask for the same thing.  The first example that we have up here, in no event shall the amounts for general liability be less than $2 million per occurrence and $4 million in aggregate.  The per occurrence is the per incident and the aggregate is the most the company is going to pay in one policy term.


The second example we have, every required coverage type shall be occurrence basis.  That’s the claims made versus occurrence type policy, the way the coverage is provided.  


The third item written on an occurrence basis with limits of not less than $1 million per occurrence.


And the lastly, commercial general liability insurance with a limit of not less than $1 million per occurrence.


So, basically, they’re all asking for the same thing; it’s just worded a little bit different, but you have that occurrence-based terminology and the per occurrence incident terminology.

Judy Burns:
Thank you, Donna.


The last insurance term that I wanted Donna to, kind of, take a look at for us today is third party damages and liability.

Donna Sharpe:
Basically, third party, when that’s referenced, it’s the other person.  When damages occur to someone outside the agreement, it’s considered the third party.  For instance, if you have an auto accident and you’re driving your vehicle and you hit another party, that other party is considered the third party; or any other property that’s owned by someone else is considered third party.

Judy Burns:
Thank you.  Now, did you know that throughout the Research Foundation we have owned and leased properties, trailers, boats, and autos, even world-wide?  We verify these assets annually with our campuses.  It is very important that when you sign a new lease for any property or for even an auto, that you let – or if you purchase a boat or a trailer or a car – that you let our office know as soon as possible so that Donna and I can get the assets on our policies in a timely manner to insure that they’re properly protected and in the event of a claim that’s filed.


If you are ever unsure about any kind of language that you’ve run across in a contract or in a lease agreement or anything like that, send the language to our – to me or to our RF insurance mailbox.  We have RF insurance mailbox at rfinsurance@rfsuny.org.  Donna and I will take the language that you send to us and we will verify that language against our policies and confirm and verify the coverage for you.  If the coverage is not there already in our policies, we’ll make sure that we obtain a quote for you to get the policies in place for you and let you know what’s missing or what’s not there or confirm for you that the coverage is already existing in the policies.


All insurance claims for autos, boats, equipment are filed and processed by our office.  So, you need to make sure that you send any kind of claim notifications to the RF insurance mailbox as well.

Donna Sharpe:
Judy, it’s important that they notify you as soon as they’re aware of something.  You shouldn’t wait to make sure you have all the paperwork.  Make sure you give Judy a call.  Let her know that an incident happened because you don’t want to be denied in the event of late reporting.

Judy Burns:
And we have had claims that are denied –

Donna Sharpe:
Yeah.

Judy Burns:
– because we were too late filing.  Thanks, Donna.


Now, let’s do the fun side of insurance.  And, actually, there is a fun side.

[Laughter]
Donna Sharpe:
There is.

Judy Burns:
Otherwise, we wouldn’t be here so long doing this stuff, right?  What would you do if you were driving a brand new RF pickup truck on a sponsored program and you were on a farm and you saw this?  You ready?  Rolling down a hill, backwards, heading straight for you.  It’s called a bean picker.  It’s beautiful, isn’t it?  It’s huge.

[Laughter]

Would you (A) yell out your window at the driver of the bean picker that they are driving backwards?  (B) [Horn Blowing] blow the horn multiple times to remind the driver that there’s another vehicle right behind the bean picker?; (C) Just get the heck out of the way?; or (D) All of the above?  What do you think?  The answer?  D, all of the above.  Our students did everything they could to notify the driver, the farmer who was driving the bean picker, that he was going backwards.  When they realized that the bean picker was sliding out of control and had lost all traction and was sliding backwards down the hill, directly toward our truck, they got the heck out of the way.

[Laughter]

But, they weren’t quite fast enough.  Take a look.  [Whooo].

[Laughter]
Donna Sharpe:
Actually, I’m surprised it wasn’t a lot more damage than it really was.

Judy Burns:
Right.

Donna Sharpe:
And nobody was hurt?

Judy Burns:
Correct.  We were clipped by the bumper of the bean picker.  You know, no damage to the bean picker, though.

[Laughter]
Donna Sharpe:
No.

Judy Burns:
It’s just not fair.

[Laughter]
Jane White:
Where are the people?

[Laughter]

But, everyone was okay?

Judy Burns:
Yeah, everyone was fine.  Just the truck took the hit.


Now, here’s another good question for everybody.  Who pays for the damages?  The students?  They didn’t get out of the way in time.  The farmer?  He was driving the bean picker.  The consortium that owns the bean picker?  Well, maybe they didn’t maintain the brakes.  Why else would it suddenly slide out of control?  Would it be the RF?  It’s our project.  So, who pays?

Donna Sharpe:
Actually, the Research Foundation wanted to get the vehicle repaired right away.  So, what they did is they collected under their insurance coverage, got the vehicle fixed.  Their insurance carrier went back to the insurance carrier for the owner of the bean picker and recouped the money.

Judy Burns:
Today, we are going to look at the RF insurance application in Oracle and talk about the two modules that are available for the campuses to use.  


The first one we’re gonna look at today is the Equipment Insurance module.  The RF Equipment Insurance module is used to insure sponsor-owned, RF-owned, state-owned equipment, or even loaned equipment from another university, as long as the equipment is in the  Research Foundation’s care, custody and control.  The policy has world-wide coverage.  It has a rate, a current rate, of 95 cents per $100.00 value annually with $1,000.00 deductible.  We have the ability to insure equipment for a specified length of time, say, a week to a year or, in some cases, on some leased equipment – 

Donna Sharpe:
Right.

Judy Burns:
– we actually insure for the entire length of time of the lease, as per requirements of the lease agreement.


We are currently insuring under this policy almost 2,000 items valued at close to $8 million on the floater policy.  We have procedures for project-related property insurance on our website, so I invited you to please become familiar with those procedures.  The link for those procedures are located on the Our Learning Tuesday webpage and you can just check out that whenever you have a chance.


We have decentralized the process for the equipment insurance to you, U Albany, to Stony Brook, and to Buffalo State.  The decentralized campuses have established their own procedures and they follow them there.  But, Central Office remains the office of record for all of the equipment insurance and we must maintain copies of all the reports and the premium payment checks in our office because of potential claims.


The centralized campuses complete equipment request forms and send them to the RF insurance mailbox.  They include any kind of special insurance requirements, such as with lease agreements.  And then, we process the requests and pay the insurance premiums from the RF account numbers that they provide.


The Central Office Equipment Floater Request Form is located on our website, so let’s take a quick look at the form.


The equipment form is a simple fill in the blanks form.  It requires an active RF account number.  If I don’t have an active account, I’m gonna come right back to the campus looking for one.  We have alternate accounts because we can actually split the premium between two active accounts if you need us to.  It has information or an area in here to fill out for the actual piece of equipment itself.  We have to have a serial number and a decal number.  Our audit department requires and I require that if you do not have a decal number and a serial number, it’s gonna come back.  The request will come back looking for one.  And the value, along with the required insurance dates, how long you actually need us to insure the equipment for.

Donna Sharpe:
Judy, it’s important that when they’re filling out this form that they indicate the actual replacement cost of this item.  In the event of a claim or a loss, the insurance company is not going to take depreciation, so they need to put the replacement cost value.

Judy Burns:
That’s true, Donna.  When I send out reports to the campuses ever – I think I do it, like, every three months, I do a quarterly report to the campuses of all the equipment that’s terming this – you know, within the next three months.  They’re notified ahead of time, “This equipment is coming up, and it needs to be reviewed for renewal purposes.  And you need to let us know at that point whether you want to renew the equipment and what the value of that equipment is and whether or not the equipment has actually decreased in value; because, if you purchased a laptop for $2,500.00 three years ago, I guarantee that you could replace that laptop for $900.00 or less today.  And there’s nothing more that really irks an insurance person – 

[Laughter]

– than if you’ve been insuring something at a value of $2,500.00 for the past three years, only to have them say, “It’s below your deductible today.”  Boy, I get a little tic when that happens and it makes me a little crazy.  So, it’s very important to review those values when you’re looking at your coverage.


So, let’s take a look at the module.  I’d like to look at – like you to look at the module.  This is the module itself in Oracle.  So, it’s based completely on the form.  It’s a, kind of, fill in the blank thing, except it’s attached to the Grants module.  So, we have the ability while we’re here to – when you put in the project task and award number, it’s gonna link right to the Grants module and pull back all of the information from the actual account.  So, it’ll pull back your org ID.  It’ll pull back the PI, the sponsor.  It brings all that great information back over.


We require, like I said, an active account information.  So, if you try to put in an inactive account, it’ll actually bring you to the list of values in Oracle, and say, “Ummm, no, that doesn’t exist.  Please give us an active account.”  So, it wouldn’t even let me input a piece of equipment if the account’s inactive.  It has the equipment type and description of the equipment information, just like the form does.  It has the decal and the serial number and those are unique by location.  So, it won’t allow us to put in a duplicate record by location.  It won’t allow us to do that.  So, it’ll come back and say, “Up, no, sorry.  Record already exists, you know, at this location with that serial number.”  So, you could say, “Oh, I’ve already insured this piece of equipment.  I just need to pull it up and modify it.”  The same with the decal number.  It’ll come back and say, “Sorry, this decal number already exists at this location and you can pull it up by the decal number then.


You can also see right dead center of the form, we have the calculate premium button.  This form directly links to a rate form, so when Donna at Amsure comes back every year with the current rate from the underwriters, I fill in the rate form and put the current rate into the form.  So, when you put in the value and the insurance range that you want to insure the piece of equipment for, you click on the calculate premium button, it goes to the rate form, pulls back the current rate and then, calculate the value of the equipment against the rate and the length of time that you plan to insure the equipment and tells you what the premium’s going to be.  So, if we had a camera that the PI needs to insure for a full year and the value of the camera is $5,000.00, you put in the value of $5,000.00.  You put in the full year that you need to insure the equipment for, and you calculate the premium and it’ll come back and it’ll tell you that, “At the current rate of $95.00, the premium cost for one year is going to be $47.50.”


Now, let’s say the PI tells you, “This is a state-owned camera and I only need it for six months.  The rest of the time, you know, it’s state-owned.  I am only checking it out for the six months that I’m active in the field with this project.”  You can say, “Okay.”  I could change the dates to a six month parameter and recalculate the button and then, it’ll tell you that the rate is now reduced to $23.42.  So, instead of the PI becoming personally responsible for the $5,000.00 camera that he’s signed out of the state, his grant now picks up the cost of the six months of using that camera.  And in the event of a claim, he doesn’t – the grant doesn’t take the full $5,000.00 hit or he doesn’t personally take the $5,000.00 hit according to state policy.  He only has a $1,000.00 deductible to replace the camera and the camera is at replacement cost, as Donna was saying.  So, if it cost more than $5,000.00 to replace that camera today, our policy will replace the camera at more than $5,000.00.  But, if it goes less than $5,000.00, of course, they’ll replace it at less than $5,000.00.  But, what they will do is they will replace the camera with an exact duplicate of the camera.  They will give you a comparable.  They will replace a comparable camera, correct?

Donna Sharpe:
Correct.

Judy Burns:
Okay.  Now, that’s the Equipment Insurance module.  This process is currently decentralized to the larger campuses.  I process all of the equipment insurance for the smaller locations.  That’s not gonna change.  I’m gonna continue to do that for the smaller campuses.  I don’t think it’s really beneficial for the smaller campuses to do the equipment insurance on their own because it’s a lot to try to remember if you’re only doing, you know, two or three pieces a year.  I’ll maintain that and I’ll continue to maintain that for the smaller campuses or the ones with the smaller volume.  If you have a large volume or if a campus wants to utilize this Equipment module, I think that’s great and I can – I’ll be a happy to train anybody on it that would like to start using it.  But, for right now, as long as I’m here – 

[Laughter]

– I’ll continue to process the smaller campuses and the ones with smaller volumes.  


Okay.  Now, let’s take a look at the COI module.  The Certificates of Insurance module.  We have issued 525 certificate of insurance for just this policy period in the last 5 months.

Donna Sharpe:
We’ve been busy.

Judy Burns:
Yes.

[Laughter]

This number grows daily.  I’m sitting with, maybe, five more on my desk right now that I got to send to poor Donna today.

[Laughter]

We use the module to issue new certificates to entities requiring proof of our coverage, our insurance coverage.  They – and we also use the module to track current certificates for renewal purposes every year.  So, we have new certificates I put in and then, I track the current certificates for renewals.  Currently, all the campuses complete a COI request form and send it to our RF insurance mailbox.  They include a copy of the contract or agreement, along with the insurance requirements and the scope of work.  And then, we process the request and a COI gets issued.  So, let’s take a look at the COI Request Form, which is also available on our website.


The COI Request Form is just like the Equipment Insurance Form, it’s a standard, fill in the blanks form.  I have room up there for an active project task and award, if you have one.  If you do not have one, we issue certificates on a pre-award basis.  Those are for the applications that we’re sending out and the proposal – grant proposals that we’re writing – our campuses are writing.  So, we issue pre-awards as well.  We have Project Director information, the program information, the special insurance requirements section, along with the holder information.


Now, the holder information, I wanted to, kind of, highlight that below, the holder information.  The holder is the entity that’s looking for proof of coverage.  It’s not gonna be the PI.  It’s not going to be the person that raced in the door saying, “I need proof of the Insurance Foundation’s coverage.”  It’s going to be the underlying entity that’s looking for coverage.  It’s gonna be the sponsor, the vendor, the landlord.  It’s gonna be the facility that you’re holding your Christmas party at this year.  It could even be the landlord or the property owner of where you’re gonna have your study this year.


Now, in the project information just up above there, we have the program title and then, we have the –

Donna Sharpe:
The nature.

Judy Burns:
Yeah, we have the nature of the project, the location of the project.  I highlighted the nature of the project there and the location of the project.  The nature of the project, a lot of the times, our campuses will come through and they will state to us, “The nature is organized research.”  Well, Donna, organized research for – to Donna and I means –

Donna Sharpe:
It could be anything.

[Laughter]
Judy Burns:
Anything.  It can mean data collection all the way up to clinical trial agreements.  So, we spend a lot of time researching and reading the full contracts and the scope of works, trying to figure out exactly what that organized research is.  You could very well be studying woodpeckers in the North Woods.  But, we’ve got to read everything trying to figure out what the organized research is.  And it’s important for our underwriters to know exactly what you’re doing because that determines the type of COI that Donna’s gonna issue.  There are two different ones for a clinical trial and for the study of the woodpecker in the North Woods.  They’re not gonna be the same.  So, it’s important for everybody when they come through on these certificates to note that special – exactly what the nature of the agreement’s gonna be about.

Donna Sharpe:
Another thing I want to mention, Judy, is the location of where the project is taking place.  We need to know, is it gonna be on the campus?  Is it gonna be another state or even in another country?  Because we need to make sure we have the appropriate coverages in place to adequately protect the RF.

Judy Burns:
Correct.

Donna Sharpe:
So, we need to know as much information about this project as you guys can give us.

Judy Burns:
Correct.  Now, the special insurance requirements, when we have the special – when we have the agreements coming from you, that’s where we’ll find Donna’s additional – when she talked about the additional insureds, that’s gonna be there or any other special kind of insurance, items that they’re gonna be looking for that you’re unfamiliar with.  Throw that information on the form and that’s what – they throw ‘em on there.  That’s what we look for and that’s what we try to get together for you.


Now, when we – I get this form, I pull everything together for Donna and then, I send it all off to her.  And then, she issues our certificates.

Donna Sharpe:
So, like Judy mentioned, she sends me that form that you just completed and all the backup, which includes the insurance requirements in the contract.  So, what I do is I review everything.  I usually go back to Judy with some more questions.  And then, I issue a standard certificate of insurance, which is issued on an Accord form.  There are some municipalities that require their own special forms, such as the County of Erie, New York City.  And some municipalities also want a C105.2, which is a workers comp certificate, and a DB120.1, which is a disability.  You’ll see that when you’re going through the contracts.  They’ll specifically mention those form numbers, so I wanted to bring those to your attention.


The certificate of insurance will list researcher’s policy numbers, the effective date, limits of coverage.  They reference the program name.  We assign a certificate a special number and it includes the Principal Investigator’s name.  And, on the bottom of the certificate is where I will reference the additional insured requirements or anything else that the holder really wants to see on that certificate.


Here’s a sample of one that I issued a couple of months ago and, as it indicates, it’s got the insurance companies.  It’s got the Research Foundation’s name, the limits of coverage, the policy numbers.  And then, three-fourths of the way down, it’s where I describe the program name, the account number, the PI’s name.  And, once I issue that, I usually mail out the original or fax it to whoever and send Judy a copy of it.

Judy Burns:
Right.  Once I receive the copy of it, I email it back to the campuses has their own copy via email.  Then, I attach it back to the module so it’s permanently stored in Oracle, in the module, attached to the record there.


Now, we plan to begin rolling out the Research Foundation’s Certificate of Insurance module to all the campuses in January, 2014.  The COI module is, like I said, tied directly to the grants module and will populate the information that you normally have to type or handwrite on the COI Request Form.  And I do have some campuses that actually, they handwrite the form and fax it to me.  Each COI is assigned a specific number by the module itself, which is something that Donna referred to on the COI form.  We have been tracking the COIs by this number for several years now.

Donna Sharpe:
It helps a lot when there are several to the same holder.

Judy Burns:
Correct.  So, the COI module assigns a very unique number as we enter ‘em into – the record into the module, it assigns a number specific to that COI and that becomes a permanent number affixed to that COI from that point on.


We work to make the module very intuitive.  So, it asks the insurance questions for you and reminds you of specific items that you need when you request a COI.  You can also attach a copy of the contract and agreement directly into the record in the module, so it’s all together in one place and it’s permanently saved.


The system will submit the request to Central Office for you at the click of a button.  Your COI Request Form is mailed to our RF insurance mailbox and then, you are also copied on the email so that you have a copy for your records.  Then, we will process the request and a COI is issued and it adds back to the module like we always have.


Now, how will this help everybody?

[Laughter]

The information only has to be entered once.  It’s taken direct – a lot of the information can be pulled directly from the grants system for post-award activity so you don’t have to type in a lot of the information into the form.  You just enter a project task and award number and it starts to flood the data for you.  Even the holder name, if it’s going to the sponsor, you say, “Yes, it’s for the sponsor” and it floods the sponsor’s name and then, you pick the sponsor address and it floods the sponsor’s address.  So, the form actually almost will complete itself without you having to do a lot of hopping from Word to email to the Grants module trying to pull the data together, this module is right there in Oracle and it pulls the data for you.  And then, it sends everything at one stop for you.  One time, you attach everything and you hit send and it goes to me.  Then, you will be able to access copies of all the information on the COI, for the COI, at any time that you need to, which is I think is very vital when it comes to, like, audits of the sponsor programs.  I – we get requests all the time for audits or I get requests all the time for audits.  And they say, “Oh, my gosh, we need the COIs from 2007 to today”, which Donna’s working on a request right now – 

[Laughter]
Donna Sharpe:
Yeah.

Judy Burns:
– for 2007 to today.  So, they’ll tell me, “I need the COIs all the way to then.”  I can go right to the module, pull up that COI number because I’ve been using the module for several years now, and then, all of the COIs are attached there already and I can pull them all down.  Well, the campuses will be able to do this now.  They can open the COI module, open that COI number, and then go to the attachment, the clip for the attachments, and there’s every COI that I’ve issued.  I’ve got ‘em all attached there and I’ve been attaching ‘em for years.  I think that’s gonna be a tremendous help for everybody.


Let’s take a look at the module itself.  This is the opening screen when you come into the module.  The top half of the form is static.  It will remain the same all the way through the tabs across the bottom.  The bottom half of the form has five tabs.  So, when you look at the – I want you to look at the top half of the form.  It allows you to select the type of COI that you would want to – that you need to request today.  You say, “Yes, I do have a project task and one already exists.”  And that will determine what fields will be ready for you to fill in or not.  Then, it will say, “Okay, pick your type of COI.  Is it a post-award, a pre-award for a lease property or equipment or is it gonna be a blanket or is it gonna be, like, a workers comp?”  We’re getting a lot of workers comp and disability certificates for the municipalities now.  They don’t want to see the full Accord form anymore.  They just want those workers comp and disability certs.  So, we’re seeing a lot of requests for those.  Then, you just fill in the blanks.  You say, “Yes, here’s my project task and award number” or, for a pre-award, you don’t fill those in.  You just say, “Here’s my proposed start and end dates.”  Then, it’s got the campus information it floods or the PI that floods if you have the account information.  


Down below, you see we have the first tab, which is your project information.  On a pre-award, you have to fill this in because, of course, the grant’s not there yet to flood, but if you fill in the sponsor number, the project number, the nature of the project – I need that information – you know, it’s – “I’m studying the wood pepper – woodpecker’s – sorry – wood peppers – got peppers on the mind –

[Laughter]

– woodpeckers in the North Woods”, put that, “Study of woodpeckers in the North Woods.”  That’s what you need to put there; or “It’s a clinical trial agreement on studying, you know, double blind study for, you know, childhood diabetics.”  Then, in location of the project, “It’s going to be in the North Woods in” – give me a nice North Woods County.

Donna Sharpe:
Clinton.

Judy Burns:
Clinton.  Clinton County.  That’s nice.  So, “It will be at Clinton County.”  And you want to say something like that.  You want to tell us where it’s going to be; not that it’s going to be in Binghamton.  That really won’t help us.  You need to say, “It’s going to be in Clinton County” or it’s gonna – if it’s actually gonna take place the entire time on the campus and you’re gonna study those woodpeckers remotely through satellite.

[Laughter]

We can say, “Remotely through satellite from Binghamton Campus.”  We can put whatever we want to in there.  It’s a free form type deal.


Now, let’s take a look at tab two across the bottom.  Tab two is an events tab.  It has the events or the equipment or the property information.  In here, we can say – let’s look.  Let’s take an example of our holiday Christmas party.  We’re gonna have it at the Holiday Inn Express in Cobleskill.  So, we can say, “Our holiday party’s gonna be on December 22nd.”  And we put December 22nd there.  We click our dates and we say it’s gonna be, description of the event is, “Our RF holiday Christmas party” and the location’s gonna be, “The Holiday Inn Express, Cobleskill, New York.”  That’s the information I need on that screen.  It doesn’t have anything to do with the project that’s being – that was placed on tab one.  We want the event information on tab two or if you’re insuring a piece of equipment, that’s the information that would go on here.  How long are you insuring – do you need a certificate for the equipment?  That goes on here as well.  We – I use these a lot for leases, right Donna?

Donna Sharpe:
Right.

Judy Burns:
We have equipment that has to be leased for the campuses and when we do something like that, we have to show it to the lessor, the company that’s financing the equipment.  We have to show them proof of insurance coverage.  So, I put in here, “The equipment is leased from January, 2013, through December 31, 2017.  I have to show the full length of time and I show the equipment name, what its serial number is, what its value is.  And then, Donna issues a certificate of insurance to that financing company, saying that we are properly insuring that piece of equipment for the full duration of the lease.


Let’s look at tab three across the bottom.  This is the holder information.  Remember, that’s the entity that’s looking for proof of our insurance coverage.  If we say, “Yes, it’s a sponsor,” it starts flooding.  If the sponsor – if it – if we put in the post-award information on here or, I mean, post – the project task and award numbers for a post-award COI, it floods in the sponsor.  It’ll flood in the addresses and everything for you.  But, if it’s for someone else, like the Holiday Inn Express, that’s not the sponsor.  That’s another entity, so we need to type that information in.  And on this form, or on this screen, this tab, as well, we also have the additional insured information.  This is where I tell Donna, “yes, they do need additional insured status” or “No, they don’t.”  So, this is where we fill that information in.


The next tab, the fourth one across, is our special insurance requirement information.  We do not worry about the core, the workers comp, general liability, auto, the core property.  We don’t worry about those big guys right there.  That’s the big core.  These are the specialized insurance coverages that are rare, that we don’t see a lot of, like the hospital professional, med mal, we talked about that.  Those are on here.  Sometimes, you’ll see a Directors and Officers.  It’s very rare, but I’ll see them once in a while.  The Miscellaneous Professional, I’ll see that once in a while.  Donna talked about the DB120.

Donna Sharpe:
120.

Judy Burns:
That disability one or the workers comp, the C105s.  That one’s on here.  So, when you see those really rare, funny looking things come through, more than likely, I’ll have them in that area.  So, you just check as many of those as you need based on the requirements.  So, this is asking you, “Do you see this funny stuff in your contract?”  Check ‘em.  Are there special cancellation notices on there?  Does it require – is it a property lease?  Do they require loss payee, like for the leases?  If there’s something on there that’s really odd, say, “Other” and type that funny stuff in there for me and for Donna so that we can check for it and verify for you, “Do we have underground explosion coverage?”  We’ll verify and we’ll validate that you do or don’t, which we do.

[Laughter]

But, just sayin’.  


Now, the last tab that we have is our Central Office tab.  The Central Office tab is, kind of, like the control tab for me.  It tells me that the record was entered by and it’s you, the user.  You are the record – the person who’s entering the record, so it’s entered by you.  Then, you have a campus contact.  So, it’s that PI’s Administrator who ran in the door saying, “Oh, my gosh.  Dr. Smith needs this COI today.”  You can put that person’s name down so that every time you look at the COI, “Oh, Jane Smith needs a copy of the COI,” so I have to issue it to make sure I send Jane a copy when I get it back.  So, this allows you to have a contact person that you can put in there to say, “When I get it back, I need to make sure Jane gets a copy.”  And then, when I look in here, if I have Jane’s email, I’ll make sure Jane gets a copy as well.


Then, I have a notes field.  If there’s something funny going on or if I update the project task and award number based upon a discussion with you, I’ll put it in the notes field as well.  And then, down below, I have my fiscal years that it’s issued and the dates that I request it and the dates the COIs were issued.  So, you’ll see every single year that’s been issued, along with every single date that it was processed on.  So, like I said, this is, kind of, like my control tab.


Now, there’s one other area that I, kind of, wanted to point out and that’s down in the lower, right hand corner of the form.  There’s my magic submit button.  I love that button.  What the magic submit button does is it actually will run a report in Oracle for you and it’s the COI request.  It’ll take all of the information that you entered into the record and put it into a report format and then, it will email that report to me, to the RF insurance mailbox, and it will copy you on the report as well.  So, you get a copy, I get the request, and then, we process.  If you’re not ready yet to submit that report to me, you just entered into the system and you haven’t quite got all your information together yet, but you wanted to get a head start, that’s fine.  The next button is called save.  You can save the record and then, write down the COI identification number, which is at the top right hand of this screen, and then come back in later to attach the rest of your information and then, submit to me.  So, save or submit, either one, it’ll save the record.  It’ll give you a unique ID number, and then, the record is protected in Oracle from that point on and backed up by the Research Foundation in our systems.


The last button on the screen there is a property questionnaire.  Any time that Donna and I add a leased property to our system, to the commercial property policy, there is a questionnaire that we have the campuses complete for that property that gives us specific information about the property itself in order for the underwriters to add it to the policy.

Donna Sharpe:
The information may include, “Where’s the nearest fire hydrant?  How many stories are in the building?  The year the building is built.  How far away is the fire department?  Do you have any fine arts that you have on premises?”  Just a lot of underwriting information that the companies need in order to adequately rate and provide the coverage.

Judy Burns:
Right.  And, a lot of times, the coverage – the premium that comes back is actually based upon where the building is located and where all of that, you know, your fire hydrant and all of that information is all based -  your rate’s based upon all  of the information on that form.

Donna Sharpe:
If your fire hydrant is 10 feet outside the building, that rate is gonna be cheaper than if you are in a secluded area up in the mountains and there’s no water or anything around.  So, that’s why it’s important that we need to know this information.

Judy Burns:
Okay.  Now, as I mentioned before, it put the COI identification number is in the upper right hand corner, so that’s where it saves that number for you.  Now, so, this is the COI module.


Let’s do a quick recap, guys.


Today, we ran through a quick review of the Research Foundation’s insurance program and the coverages that we provide.  We also, in part two of our show today, we looked at the insured’s application in Oracle and the two modules that are contained in the application itself.  Of course, they were bird’s eye views.

[Laughter]

And we will have further training on the COI module in January, hopefully, and those are being scheduled.  And we, kind of, looked on some insurance terms that I know really trip up a lot of us and they, kind of, confuse us a little bit.


I wanted to provide for everybody my contact information, so as you can see here, this is – these are my contacts.  Thank you.  This is my contact information.  Feel free to contact us at any time with any insurance questions that you have about the Research Foundation’s coverage.


Now, let’s see if we have any questions.  Oh, Carolyn gave us a question.  Donna, this one’s for you.  “Can you give us an example of a general liability claim?”

Donna Sharpe:
Sure.  In the very beginning, Judy talked about the core of the Research Foundation’s insurance and mentioned commercial general liability, probably, one of the easiest claims to explain because commercial general liability covers the premises and the operations of the Research Foundation.  So, an easy example would be a slip and fall or a trip and fall.  The Research Foundation is leasing a building and they’re running an extension cord across the hall.  Someone coming from the outside comes in, trips over the extension cord, breaks their ankle.  That is an example of a possible general liability claim.  Maybe they – the Research Foundation didn’t have it taped down or, maybe, the person was just clumsy.

[Laughter]

But, anyways, the Research Foundation would more than likely have a general liability claim filed against them.  That’s an example of a general liability claim.

Judy Burns:
Thank you.  Thank you.  Okay.  Okay.  That’s it for today.  I wanted to thank you for making the time to attend this learning and development program today.  Please take two minutes to let us know what you thought of today’s program by completing the exit survey.  If you registered in advance, you will receive a link to the survey in an email very shortly.  However, if you did not register, we still want to hear from you and I encourage you to use the link on the live stream webpage you are on right now.  As always, your feedback is used to improve future programs.  We will be taking a short break for the New Year’s Eve and the next Learning Tuesday program is scheduled for January 14th, entitled Effective Collaboration between Principal Investigators, Project Directors, Operations Managers, and sponsored program staff.  As always, we encourage you to attend, so register, and mark your calendars.


Thanks again and have a great day.

[Music Playing]
[End of Audio]
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