
SECTION I: INSURANCE 

I. INTRODUCTION 

 

The College manages its risks in four general ways: 1) by avoiding a possibly 

hazardous task or condition, 2) by modifying the risk to an acceptable level, 3) by 

transferring the risk to another party by means of a contract and/or insurance 

purchase, and 4) by retaining the risk after other treatment techniques have been 

considered.  

 

This section of the Financial Management Manual explains the types of insurance 

policies the College purchases to address its Property and Liability exposures, the 

basic coverage each provides, and the proper manner to file a claim. Please read the 

below section carefully; this information can help you become more aware of the 

potential risks at your operating location and how they are managed. This summary 

is intended to provide a high-level overview. Individual claims are subject to the 

specific terms, conditions and exclusions contained in the appropriate insuring 

document(s).  

 

Questions concerning potential or actual claims should be referred immediately to 

Systems Office Risk Management at risk@ivytech.edu. 

 

II. POLICIES AND COVERAGE  

 

A. GENERAL LIABILITY 

1. Named Insured 

 

The policy contains a complete definition. Please consult with Systems Office 

Risk Management where clarification is needed. The following is a brief 

excerpt:  

 

Ivy Tech Community College of Indiana, Ivy Tech Foundation, Community 

Enterprises Incorporated, Community Enterprises Properties LLC, Ivy Tech 

Properties, Ivy Ventures Incorporated and any past, present or future 

trustees, governing board of directors or officers while acting within the scope 

of their duties on behalf of the aforementioned entities. 

 

Faculty, uncompensated volunteer workers, and students while serving in a 

supervised internship or while acting at the direction of, complying with the 

policies and procedures governing conduct at, or performing services 

primarily for or on behalf of, Ivy Tech, but only while acting within the scope 

of their duties or obligations in their respective capacities to Ivy Tech may 

also be considered Insureds. 

 

2. Limits of Liability 

$1,000,000 Each Occurrence 

$3,000,000 Annual Aggregate 

$1,000,000 Fire Legal Liability 

$5,000 Medical Payment Expense, Per Person 

See the Excess Liability policy for additional limits of insurance. 

 



 

3. Deductible 

The campus from which a claim arises is responsible for 10% of the 

deductible any general liability claim.  

 

4. Insuring Agreement 

We will pay on behalf of the Insureds all Damages up to the Limit of Liability 

resulting from an Occurrence anywhere to which this insurance applies. In 

addition, we will pay certain supplemental amounts as Medical Payments 

Expense. The Policy is subject to a Deductible, if applicable. 

 

For a full definition of terms included in the insuring agreement, consult the 

policy. For one, an Occurrence means: a. an accident during the Policy Period 

or the continuous, intermittent or repeated exposure to conditions that 

commence during the Policy Period that causes Bodily Injury or Property 

Damage neither expected nor intended by the Insured; or b. an event that 

first occurs during the Policy Period that causes Personal Injury or Advertising 

Injury. Sexual Molestation and Athletic Traumatic Brain Injury are considered 

under the definition of occurrence. Breach of contract is not an occurrence. 

 

5. Coverage 

The following is a brief description of the General Liability coverage: 

 

BODILY INJURY Physical injury, sickness, disease, 

death or emotional distress 

sustained by a person and includes 

mental injury and shock. 

PERSONAL INJURY Injury resulting from: a. false arrest, 

detention or imprisonment; b. 

malicious prosecution; c. wrongful 

entry into, or eviction of a person 

from, a room, dwelling or premises a 

person occupies; d. oral, written, 

video, or electronic publication of 

material that slanders or libels a 

person or organization or disparages 

a person’s or organization’s goods, 

products or services, or violates a 

person’s right of privacy (other than 

in any advertisement, publicity 

article, broadcast, telecast, or 

electronic or video publication that 

arises out of an Included Entity’s 

advertising of its goods, products or 

services); e. sexual harassment; or 

f. Clerical or Administrative Error. 

PROPERTY DAMAGE Physical injury to or destruction of 

tangible property of others including 

loss of use if the loss of use results 

from the physical injury or 

destruction of the property, loss of 

use of tangible property of others 

that has not been physically injured 



or destroyed, and consequential 

damage or evacuation loss resulting 

from any actual or threatened 

physical injury or destruction of 

tangible property. 

ADVERTISING INJURY Injury resulting from a: oral or 

written publication of material that 

slanders or libels a person or 

organization or disparages a person’s 

or organization’s goods, products or 

services; b. oral or written 

publication of material that violates a 

person’s right of privacy; c. 

misappropriation of advertising ideas 

or style of doing business; or d. 

infringement of trademark, title, 

copyright or slogan, in any 

advertisement, publicity article, 

broadcast, telecast, or electronic or 

video publication that arises out of 

an Included Entity’s advertising of its 

goods, products or services. 

 

6. Exclusions 

The policy contains a number of exclusions and exceptions to those 

exclusions. The more important exclusions under the College’s General 

Liability policy are described below.  

 

The policy does not apply to: 

1. Any obligation or liability of the College as an employer, including that 

under worker’s compensation, unemployment compensation, disability 

benefits law or any similar law. This risk is better covered under the 

Worker’s Compensation policy. 

2. Wrongful Employment Practices. This risk is better covered under the 

Educator’s Legal Liability policy. 

3. Any liability arising out of the administration of any employee benefit plan 

or any violation of the responsibilities, obligations or duties imposed by 

the ERISA or similar statute, except for clerical or administrative error 

with respect to a Covered Benefit Plan that occurs, and for a claim which 

is made, within certain named dates of the policy. This risk is better 

covered under the Fiduciary Liability policy. 

4. Any liability arising out of the ownership, repair, maintenance, use or 

entrustment to others of any Automobile, except liability arising out of the 

repair or maintenance of automobiles by students or employees of the 

College as part of any curriculum-related instruction. The former liability 

risk is better covered under the Auto Liability policy. 

5. Any liability arising out of rendering or failure to render any Professional 

Services. There are two narrow and notable exceptions specific to: 1) paid 

and supervised student interns; and 2) employed or contracted health 

personnel other than a physician or dentist, but only for services provided 



at facilities maintained by the College and principally for use by the 

College’s employees or students, or while at incidental locations that are 

not medical facilities in the event of a medical emergency. The College 

carries insurance specific to the activities of students and faculty in 

Human Services, Mortuary Science or Health Division programs. Please 

see details of the Licensed Professional Liability policy below.   

6. Any property damage to property owned, occupied or rented by, or within 

the care, custody or control of any Insured. This is better covered under 

the Property policy. 

7. Any liability related to or arising out of 1) Child Molestation when known 

to a Reporting Officer who failed to report it to proper authorities when 

under a legal duty to do so; or 2) Serial Sexual Misconduct if the College 

fails to follow its internal policies for investigation and response after any 

Reporting Officer, who did not engage in Serial Sexual Misconduct, had 

actual knowledge of the Serial Sexual Misconduct; or 3) any person who 

engaged in Sexual Molestation, Serial Sexual Misconduct, sexual or 

physical assault, abuse or corporal punishment or who knew about any of 

these acts, and to have failed to report it to proper authorities when under 

a legal duty to do so. Indiana is a mandatory reporting state. Any 

person who has reason to believe a child is being abused or 

neglected shall make a report IMMEDIATELY. Call the Indiana 

Child Abuse & Neglect Hotline, available 24/7, at 800-800-5556. 

Coverage under the policy’s Sexual Abuse extension is contingent on 

complying with the policy’s strict reporting requirements. Please see 

section V. Notice or Occurrence of Claim for further detail.  

8. Any liability arising out of, related to, or in any way involving asbestos or 

lead in any form. 

9. Any liability arising out of the actual, alleged or threatened discharge, 

dispersal, release, seepage, migration, growth or escape of Pollutants. The 

exclusion does not apply under certain conditions. 

10. Any emotional distress, mental injury or shock arising from the theft of a 

natural person’s identity information for which the College has a legal 

obligation to maintain confidentiality. 

 

B. Educator’s Legal Liability 

The College maintains insurance to cover Wrongful Acts specific to its actions as an 

institution of higher education. The following are Wrongful Acts that may be covered 

by the policy: 

 Unlawful discrimination or violation of civil rights; sexual harassment; 

wrongful termination of employment; 

 Failure to hire or promote, denial or removal of tenure; constructive 

discharge; breach of an individual employment contract; 

 Failure to properly manage charitable trust services;  

 Breach of fiduciary duty arising out of the management of an endowment; 

 Peer review not arising out of the performance of medical services 

 Unlawful discrimination in the terms and conditions of employment; 

 Failure to grant due process; education malpractice or failure to educate, 

negligent instruction, failure to supervise, inadequate or negligent academic 



guidance or counseling, improper or inappropriate academic placement or 

discipline; 

 Invasion of privacy or humiliation; 

 Infringement of copyright, trademark or patent; 

 Plagiarism or idea misappropriation; or  

 Oral or written publication of material that slanders or libels a person or 

organization or disparages a person’s or organization’s goods, products or 

services, including any such publication to the Internet, in a book, newspaper 

or other publication of the College, or broadcast over, a radio, cable or 

television station owned or operation by the College.  

 

C. Internships & Professional Services Liability Insurance  

 

The College maintains insurance for Wrongful Acts in the performance of or failure to 

perform an Internship Program or the rendering or failure to render a Professional 

Service anywhere in the world.  

 

Internship Programs may be an internship or externship that is part of an academic 

program, or a program sponsored by the College that offers practical experience for 

students of the College. The internship or externship could be on campus or hosted 

by a third party. 

 

Professional Services, such as healthcare services, are services provided by the 

Educational Organization to the campus community or general public. Student 

clinical experiences related to Health Sciences program curriculums are considered to 

be performing professional services. Professional Services may also include 

engineering, legal, and social work, to name a few. 

 

Students participating in an internship program or providing Professional Services 

while under the supervision, direction or control of faculty or other professionals who 

instruct or supervise students in an Internship Program are covered. Faculty or other 

professionals who instruct or supervise students in an Internship Program are also 

covered, but only with respect to a Wrongful Act for which the instructor or 

supervisor is liable. Employees and uncompensated volunteers of the College are 

also covered while providing Professional Services, but only with respect to Wrongful 

Acts committed or allegedly committed within the scope of their duties or 

obligations.  

 

The limits of liability are $1,000,000 for each claim and $3,000,000 in the annual 

aggregate. 

 

D. Medical Professional Liability Insurance 

 

The College maintains specific Medical Professional Liability Insurance in order to 

qualify eligible medical professionals, students and faculty with the Indiana Patient 

Compensation Fund (INPCF). This policy is designed to cover Wrongful Acts resulting 

from conduct of the following individuals performing professional services in the 

State of Indiana in a clinical setting: employed Dentists, Dental Hygiene and Dental 

Assisting students and faculty, Paramedic Science students and faculty EMTs, 



Nursing students pursuing and/or faculty having RN and LPN licensure. Health 

programs students and faculty not covered under this policy are covered under the 

Internships & Professional Services Liability policy.  

 

Limits of liability are $500,000 per claim and $1,500,000 in the annual aggregate as 

prescribed by the Indiana Medical Malpractice Act. The College’s qualification with the 

INPCF provides protection in the form of a cap on damages resulting from medical 

malpractice claims as per the IN Medical Malpractice Act. 

 

 

E. Automobile Insurance 

The College maintains liability coverage for property damage and bodily injury as 

well as uninsured and underinsured motorist’s coverage on all of its owned, leased, 

or rented vehicles when the driver is an approved driver on College business. The 

College carries physical damage coverage on all autos which are leased or rented, 

except for those leased or rented from an employee. Of owned vehicles, physical 

damage coverage applies only to those from the last five model years. Physical 

damage means collision with another object, including overturn, or any cause of loss 

other than collision, such as fire, theft, vandalism, hail, or flood. A physical damage 

deductible of $1,000 must first be met for coverage to apply. The campus from 

which the claim arises is responsible for the deductible. 

 

This policy does not cover: 

 

1. Any obligation for which Ivy Tech may be held liable under any worker’s 

compensation law, disability benefits or unemployment compensation law or any 

similar law (better covered elsewhere); or  

2. Employees’ personal vehicles. Primary coverage falls under the employee’s 

personal auto insurance policy. The College’s auto liability coverage may apply on 

an excess basis. 

 

Rented Autos 

 

Because rented autos are covered under the College’s policy, insurance offered by 

the rental car company shall be declined. Blanket, non-vehicle specific insurance ID 

cards are available in the campus business office and serve as proof of insurance for 

employees renting an auto. Employees should obtain an insurance ID card prior to 

obtaining their rental vehicle. This does not apply to rentals outside of the U.S. In 

such cases, the local insurance option should always be elected. The College’s policy 

would then be excess to any local auto policy.   

 

Driver Authorization   

1. Any employee who may be expected to drive a College-owned or leased vehicle 

or drive a rental vehicle for business purposes related to Ivy Tech Community 

College of Indiana must complete a Driver Authorization Form at least 30 days 

prior to driving.  This form and instructions can be obtained in the forms section 

of Infonet under “Driver Authorization.”  A list of approved drivers is kept on file 

by the campus and is updated on a continuous basis since it is used for 



underwriting purposes.  Driver information is checked at the initial request for 

approval as well as randomly on an as needed basis or as requested by the auto 

liability insurance carrier. Please contact your campus’ designated gatekeeper for 

Driver Authorization for information on driver approvals.  

 

2. The College should not transport students unless it is absolutely necessary.  

Whenever it is necessary to transport students, students should only be 

transported by an authorized driver for the purpose of attending school activities 

in a College-owned, rented, or leased vehicle. The College may not rent a vehicle 

designed to seat 15 persons or more, including the driver. Faculty and staff 

should NEVER transport students in their personal vehicle because any accident 

that may happen does not fall under the College’s auto policy.  

 

3. Students are generally not allowed to drive College-owned, rented, or leased 

vehicles unless they are authorized by the campus AND are an approved driver. 

Students should not transport other students on behalf of the College in a 

personally-owned vehicle. A College-owned, rented, or leased vehicle must be 

used. Individual carpool arrangements can be made among students. Any 

accident that may occur when a student transports other students to a College-

sponsored event in his/her own vehicle are generally not covered under the 

College’s insurance. Liability would fall under the student’s automobile policy. 

 

F. Worker's Compensation 

Worker’s Compensation protects employees in the event of injury, illness, or death 

caused by a work-related accident while on the job.  Injured workers are entitled to 

medical and wage loss benefits under Indiana’s Worker's Compensation Act.  

 

The College supports returning employees to work as soon as possible through 

Temporary Modified Duty (TMD).  

 

A full explanation of Worker’s Compensation and TMD is located in the employee 

handbook. 

 

G. International Liability 

The College maintains insurance to protect its liability arising from its participation in 

activities outside of the United States, its territories and possessions. The policy 

includes coverage for General Liability, Excess Automobile Liability and Foreign 

Voluntary Workers Compensation and Employers Liability. The College also 

purchases Group Travel Accident and Sickness coverage for all international travelers 

which is explained below. 

 

H. Excess Liability Insurance 

The College maintains insurance which provides coverage in excess of any underlying 

insurance. Underlying insurance means formal or informal risk instruments or 

transfer mechanisms; or risk transfer mechanisms that name the College as 

“additional insured.” Underlying coverage to which this policy applies includes: 

General Liability, Educators Legal Liability, Licensed Professional Liability, Automobile 

Liability, Worker’s Compensation/Employer’s Liability and International Liability. 



The excess liability coverage limit is $25,000,000, and the underlying limit retention 

of $1,000,000 for each occurrence must be satisfied for this coverage to apply.   

 

I. Property Insurance 

The College maintains insurance against losses to the buildings and personal 

property it either owns or for which it is legally responsible. Many causes of loss are 

covered, including loss or damage resulting from burglary or theft. While a blanket 

limit of insurance applies to most buildings and business personal property, there are 

varying sub-limits for certain types of property and for certain causes of loss (e.g. 

flood and earthquake). A loss is generally valued at replacement cost, however, in 

some cases it may be at stated or actual cash value.   

 

Property for which the College has an insurable interest is covered as follows: 

1. Buildings, including completed additions, fixtures, machinery and equipment 

permanently attached to the building, personal property owned by the College 

that is used to maintain or service the buildings, structures or grounds; and 

2. Business Personal Property located in or on the buildings on College premises, 

including furniture and fixtures, machinery and equipment, stock, all other 

personal property owned by the College and used in its operations, use interest 

as a tenant in improvements and betterments which are made a part of the 

buildings or structures occupied or leased, and acquired or made at the College’s 

expense but for which the College is not permitted to remove; and 

3. Personal Property of Others that is in the care, custody, or control of the College 

or for which the College has agreed in writing to insure prior to any loss or 

damage. This coverage is limited to $1,000,000 per occurrence. Coverage is not 

in place for personal items that are damaged or stolen from an employee or 

student while working or attending the College; and 

4. The loss of Business Income and/or Rental Value sustained due to covered cause 

of loss; and 

5. Boiler and Machinery from a sudden and accidental breakdown of a covered 

object, which includes boilers; fired or unfired pressure vessels subject to 

vacuum or internal pressure other than the static pressure of their contents; 

metal piping and its accessory equipment; refrigeration or air conditioning 

systems; other mechanical or electrical machines or apparatus used for the 

generation, transmission or utilization of mechanical or electrical power; and fiber 

optic cable.  

6. Property in Transit up to a limit of $500,000 per occurrence 

 

 

The campus from which loss or damage arises is responsible for 10% of the 

deductible for any insurable Property claim. An insurable claim is not established 

unless loss or damage exceeds the deductible.   

 

You should notify Systems Office Risk Management immediately of planned 

renovation, new construction, or acquisition of buildings or other property in order to 

receive full benefits of the coverage. 

 

J. Fine Arts Insurance 



This insurance will pay for accidental, physical loss or damage (“loss”) to property 

consisting of objects of art or rarity or historic merit of every nature and description 

and their frames, crates, display cases, signage, other exhibitory and packing 

materials which are: 

a. Owned by the College. 

b. Property of others for the College has agreed prior to "loss" to insure. 

c. Property of others offered as gifts to the College or for sale to College and while 

waiting formal acceptance by the Trustees or other authorized representatives. 

d. The College’s interest in jointly owned property, but only to the extent of the 

College’s interest at the time of "loss". 

e. The College’s reference library and other reference material belonging to the 

College which are not for sale nor listed in the College’s collection inventory. 

 

This policy also covers the College’s liability as "Bailee" of all loaned property for 

which it has been instructed not to insure excluding, however, any property for which 

the College has obtained a signed release of liability from the owner. 

 

Certain coverage conditions apply related to packing, protective safeguards, and 

record-keeping.  

 

Notable exclusions include damage due to wear and tear, gradual deterioration, 

insects, vermin; damage resulting from any repair, restoration, or retouching; and 

damage due to any earth movement. 

 

Limits of $250,000 and $1,000,000 apply to Unnamed and Named Locations, 

respectively. Coverage for Bailee Legal Liability is limited to $1,000,000. Coverage 

for Fine Arts in Transit is limited to $250,000.  

 

The deductible for "loss" or damage separately occurring is $1,000 for fine arts 

owned by the College. Valuation is at current market value. 

 

 

K. Builder’s Risk Insurance 

It is necessary to obtain Builder’s Risk Insurance for new construction or a large 

remodeling project typically over $1M. The property policy is not well suited to 

address the risks inherent in construction projects. Since coverage varies with the 

project, please contact Systems Office Risk Management. 

 

L. Student Accident Insurance  

For students registered in credit courses, the College provides no-fault accident 

insurance in a designated amount of $3,000 for injuries sustained while participating 

in a College course, a College-sponsored activity, on College premises or any 

premises designated by the College (i.e. clinical site). Intercollegiate sports activities 

are excluded from coverage. This accident insurance is excess insurance, meaning all 

other valid and collectible medical insurance must be utilized prior to the 

consideration of this insurance. It is intended to fill in the gaps (pay for deductibles, 

co-pays or other eligible expenses) up to the accident policy limit. In the absence of 

other insurance, this insurance becomes primary. Coverage is provided at no cost to 

the student. 



 

It is not intended to replace insurance coverage students may already have. 

Students should review their own coverage. The master insurance policy issued to 

Ivy Tech is on file at the Systems Office. The description of the hazards insured, 

benefits and exclusions is controlled by the master policy.  

 

This policy covers usual, reasonable and customary medical expenses provided 

treatment begins within one hundred eighty (180) days from the date of the injury. 

Benefits are payable for one (1) year from the date of an injury, and care must be 

medically necessary. Once the maximum of $3,000 has been reached, the College’s 

general liability policy may consider additional expenses if there is negligence on the 

College’s part. 

 

It is the student’s responsibility to report injuries promptly to the instructor and/or 

the office designated to handle student accidents. A student should complete the 

Student Accident Report, an online form accessible via MyIvy. The form will be 

routed to the campus student accident gatekeeper, security, and Systems Office Risk 

Management. Completion of an accident report will trigger an automatic response 

with a link to information about the College’s Student Accident Insurance policy. Any 

questions should be designated to the office designated to handle student accidents. 

 

 

Students participating in a sports activity should sign a waiver available on Infonet 

(“Recreation and Wellness Waiver”) acknowledging they are aware that their 

participation is voluntary and not covered by Ivy Tech. 

 

 

M. International Student Health Insurance 

All full-time international students on a F-1, M-1 or J-1 visa, eligible dependents and 

OPT (Optional Practical Training) students are automatically enrolled in the College’s 

mandatory Student Health Insurance Plan for international students. Full-time status 

is defined as 12 credit hours per semester. Students attending on a less than full-

time basis may be eligible if a reduced class load is approved by the International 

Student Advisor.  Students not attending classes at Ivy Tech in a given semester and 

not approved for a reduced class load are NOT eligible for coverage under any 

circumstances. 

 

Students with pre-arranged health insurance may request a waiver from the 

mandatory health insurance plan if they provide proof of comparable coverage and it 

meets certain minimum requirements. A student may apply for a waiver or obtain 

details about coverage, limitations and resources at 

www.gallagherstudent.com/ivytech. Questions should be directed to the Statewide 

International Student Services hub or Systems Office Risk Management. 

 

The College does not offer a student health plan for domestic students. Those in 

need of coverage should be directed to the Health Insurance Marketplace, which can 

help students find health insurance coverage specific to their needs and budget 

through either the state or the U.S. Department of Health and Human Services for 

Medicaid or Medicare programs. Visit HealthCare.gov for more information, including 



an online application for health insurance coverage and contact information for local 

health plan assisters. 

  

N. Travel Accident & Sickness 

Every student, faculty or staff traveler registered through the International Travel 

Registry will be insured under the College's Travel Accident & Sickness Plan. The plan 

provides coverage for: 

- Accidents and Sickness 

- Medical Evacuation 

- Repatriation of Remains 

- Accidental Death & Dismemberment 

- Political & Natural Disaster Evacuation 

- Trip Cancellation/Interruption 

 

Coverage will start on the actual start of the trip. It does not matter whether the Trip 

starts at the Covered Person’s home, place of work, or other place. It will end on the 

first of the following dates to occur: 1. the date the Covered Person returns to his or 

her Home Country; 2. the scheduled Trip return date; or 3. the date the Covered 

Person makes a Personal Deviation (unless otherwise provided by the Policy). 

 

The cost to a student traveler for a trip less than 30 days is $25. More than 30 days, 

it will be determined by trip length. The cost to a guest traveler is $50 for a trip less 

than 30 days. 

 

Once registered, Systems Office will notify the campus business office to assess the 

fee.  

 

O. Fiduciary Liability Insurance 

The College maintains coverage for Fiduciary Liability to cover those Insureds (the 

College, trustees, management committee members, Employee Benefit Plan 

committee members, and College employees) while acting in their capacity as a 

fiduciary of an Employee Benefit Plan or as a person performing administration of 

employee benefits. 

 

P. Crime Insurance 

The College maintains crime insurance to cover instances of Employee Theft, ERISA 

Fidelity, Forgery or Alteration, Counterfeit Money, Computer Fraud, or Funds 

Transfer Fraud.   

 

Q. Real Estate Bonds 

Certain real estate licensing courses require approval from the Indiana Real Estate 

Commission. In turn, the Commission requires real estate bonds as a part of the 

application and renewal process.  Examples of courses requiring approval are the 

Real Estate Broker Pre-Licensing course and the Real Estate Sales Pre-Licensing 

course.  Copies of the renewal bonds or new bonds can be obtained by contacting 

Systems Office Risk Management. 

 

R. Cyber Liability 



The College maintains Cyber Liability insurance to cover damages, claims, expenses 

and fines related to a breach of electronic data or computer network. An array of 

benefits and breach response services are included in the coverage. 

 

S. Aviation 

The College maintains Aircraft and Aviation Liability insurance to cover claims or 

suits that arise out of the ownership, maintenance, or use of aircraft, including injury 

to passengers inflight. The policy also provides physical damage coverage for College 

owned aircraft scheduled on the policy. Systems Office Risk Management should be 

informed immediately upon any College department or program acquiring an aircraft.  

 

T. Unemployment Compensation Insurance 

The College pays unemployment compensation benefits for those employees who 

were covered by the Employment Security Act IC 22-4-1-1.  Benefits awarded are on 

a reimbursable charge basis to the College in accordance with State requirements. 

Questions should be referred to the Assistant Vice President, Human Resources. 

 

III. Certificates of Insurance  

Affiliate sites and certain third parties doing business with the College require proof 

of financial responsibility in case of an accident.  Whenever third parties request 

“evidence of insurance” or “proof of insurance,” they are requesting a Certificate of 

Insurance.  Examples are car rental agencies, affiliate sites, and off-site locations 

that the College may be using for a conference or special event.   

 

When verification of insurance coverage is required of the College, a Certificate of 

Insurance can be obtained by completing a “Certificate of Insurance Request” form, 

a link to which can be found in Infonet.  Certificates of Insurance are produced by 

Ivy Tech’s insurance broker, therefore, it is important that the request is sent to both 

the broker and to Systems Office as instructed on the form.   

 

Under certain circumstances, the College should be asking for proof of insurance 

from outside vendors/businesses. Please refer the College’s Minimum Insurance 

Requirements for Contracts for more information. 

 

Third party users of Ivy Tech facilities are required to carry at least $1,000,000 in 

general liability insurance. If a third party user does not carry insurance, or if the 

limits they carry do not meet the College’s minimum requirements, they may be 

eligible for coverage through the Tenant’s and Users’ Liability Insurance Policy 

(TULIP). 

 

TULIP is designed to provide a general liability insurance option to third party users 

of Ivy Tech facilities. It protects both the Facility User (the third party) and the 

College against claims by third parties who may be injured or experience damage as 

a result of participating in an event. Events may range from seminars, receptions, or 

weddings to festivals and concerts. Note that some events may not be eligible for 

coverage.  

 



TULIP may be purchased ONLY when the event takes place in an Ivy Tech owned or 

leased facility or property. For more information, please see the Facility User Guide 

provided by URMIA.  

 

To purchase TULIP or obtain a quote, please visit https://tulip.ajgrms.com/.  

 

Facility users may need to obtain coverage from another insurer if their event does 

not qualify for the TULIP program. Facility users are also welcome to use other 

insurers to purchase general liability insurance. 

 

 

IV. Special Events Assessment and Reporting 

The College strives to modify risks to an acceptable level and maintain proper 

insurance for liability that arises in the normal scope of our business. Because the 

College is active in the community and may desire to participate in ways not 

common to its ordinary operations, there are instances where special insurance may 

be necessary to cover liability of specific events. Therefore, we ask that the program 

organizer complete an Activity Risk Assessment and notify Systems Office Risk 

Management of events that fall outside of the College’s normal business operations 

in advance of the event date.  

 

V. Notice of an Occurrence or Claim  

Becoming familiar with the following information will assist you when an accident or 

incident occurs at your campus. It is very important to handle claims resulting from 

accidents or injuries in a professional and timely manner.  Delay in filing a claim will 

result in delayed payment and may increase costs to the College. Further, insurance 

policies have time limits on reporting claims, and untimely filing could lead to a 

denial of benefits.   

 

A. General Claims Reporting Information 

Notice of an accident, or an incident that may give rise to a claim, should be 

made IMMEDIATELY to Systems Office Risk Management by completing an 

accident reporting form at ivytech.edu/accident, or where not available, in writing 

to risk@ivytech.edu. The campus is responsible for directing the College 

employee, student or visitor involved to the accident report form.  

 

If there are questions regarding handling a claim, or if you suspect an incident 

may give rise to a claim, you should contact Systems Office Risk Management 

immediately. 

 

B. Notice of Occurrence Provisions Applying to Certain Individuals 

Several of the College’s Liability policies contain strict provisions around notice of 

occurrence when instances are known to certain individuals.  

 

1) Within the General Liability policy, a Reporting Officer is defined as the 

following: 

 President, Chancellor or Head of School 

 Provost or Chief Academic Officer 

https://tulip.ajgrms.com/Content/Brochures/URMIA_TULIP_Special_Events_Brochure.pdf
https://www.ivytech.edu/files/ActivityRiskAssessment.pdf


 VP of Finance, Chief Financial Officer, VP of Administration or Chief 

Business Officer 

 VP of Legal Affairs or General Counsel 

 VP of Student Affairs 

 Title IX Coordinator 

 Athletic Director 

 Director of any clinic, student health center, athletic facility, or similar 

facility maintained by Ivy Tech to provide medical, athletic training or 

mental health counseling services principally for use by Ivy Tech 

employees or students  

 

If any Reporting Officer, employee of the risk management department, or legal 

counsel of the College becomes aware of an: (a) occurrence reasonably likely to 

involve this Policy, or (b) regardless of the Insured’s opinion of whether this 

Policy is likely to be involved, an Occurrence or Claim involving any of the 

following: 

 

(1) fatality; 

(2) major paralytic conditions such as paraplegia and quadriplegia; 

(3) second or third degree burns to 25% or more of the body; 

(4) amputation, permanent loss of use or permanent loss of sensation 

of a major extremity;  
(5) head or brain injuries resulting in coma, behavioral disorders, 

personality changes, seizures, aphasia or permanent disorientation; 

(6) loss of sight in one or both eyes or loss of hearing; 

(7) injury resulting in incontinence of bowel or bladder; 

(8) Sexual Molestation, sexual assault or rape; 

(9) Bodily Injury resulting from health care services provided in a 

clinic, infirmary, student health center, treatment room or other 

similar facility that provides medical or health services to students or 

at other locations in the event of a medical emergency; 

 

the College must notify the insurer as soon as practicable, otherwise, coverage 

may be voided. 

 

2) Within the Crime/Fiduciary policy, once an individual who holds one of the 

College’s Designated Positions becomes aware that a Claim has been made 

against any Insured or knows of any Wrongful Act that may give rise to a 

Claim, the College must notify the insurer as soon as practicable. Designated 

Positions include the following, or functional equivalent thereof: 

 

 

 Executive Director 

 CEO 

 CFO 

 In-house General Counsel 

 Risk Manager 



 HR Manager 

 

 

 

B. Property Damage or Theft Claims 

Incidents involving damage or theft of College property should be immediately 

reported to Systems Office Risk Management by completing the electronic “Property 

Damage or Theft Report”, found in Infonet>Forms> “Accident Reporting Forms”, or 

by other readily available means.  

 

The types of incidents to report include, but are not limited to: 

 Building or property damage to due to accidents, fire, broken 

pipes, vandalism, or weather  

 Missing or damaged property due to theft  

If the loss is due to theft, break in, vandalism, these incidents are criminal and 

should be reported to law enforcement immediately upon discovery. If it occurred on 

College property, notify campus security.  

When a loss occurs, Risk Management needs the following information as soon as possible 

(within 24 hours) following the loss causing event:  

 Responsible campus/department official contact information and 

affected building/property location 

 A narrative of the incident, including the date and time of loss, 

immediate actions taken, witnesses names and statements, and 

necessary action taken to remedy loss 

 Brief Description of damaged property  

Use this checklist to know what to do in the event of a loss. 

The following information is needed within 7 business days following the loss causing event: 

 Detailed inventory of damaged or lost property 

 Copies of all correspondence, documentation, or other information 

related to the incident  

 Use this spreadsheet to document lost or damaged property. 

a. For damage to or theft of College property, if a loss is insurable, recovery is 

subject to the applicable deductible.  

b. Where replacement or repair is necessary, the expenditure should come from 

the appropriate campus account. Insurance payments are generally based on 

replacement cost at the time of loss or damage. If the cost of 

replacement/repair will exceed the deductible, attach an estimate to 

replace/repair the property to the claim form. For claims under the 

deductible, replacement/repair expenses will come out of the campus budget 

and estimates do not need to be submitted. 

c. After a claim has been properly filed, a claims adjuster will work directly with 

the campus contact listed on the claim form. If the claim exceeds the 

deductible, a check for the amount above the deductible will be sent directly 

https://www.ivytech.edu/files/PropertyLossChecklist.docx
https://www.ivytech.edu/files/PropertyLossInventoryWorksheet.xlsx


to the campus where the College contact directs payment. Reimbursement 

should be deposited in the account that the expenditure was made. 

d. If the campus decides not to replace or repair the covered property, payment 

will be based on the actual cash value at the time of the loss. 

 

A. Employee Accidents & Work-Related Illness 

Any work-related injury should be immediately reported to the employee’s 

supervisor. The employee should complete the electronic “Employee Accident 

Report”, found in Infonet>Forms> “Accident Reporting Forms”, which is routed to 

the campus Human Resources Administrator and Systems Office Risk Management. 

 

 

The College is self-insured for the first $500,000 of each accident. 

 

B. Student or Guest Accidents 

 

 

When a student or guest is injured, the following is important to know: 

1. The College is not automatically responsible for persons injured on our premises. 

Do not acknowledge fault on the part of the College or promise payment, and do 

not direct medical care. It is a student or guest’s decision and responsibility to 

seek and pay for any medical treatment received.  

2. Conduct a thorough investigation with assistance from your PSEP staff to collect 

and preserve relevant information. A report of injury allows Systems Office Risk 

Management to examine accidents and make a determination as to if and when 

to involve the College’s General Liability insurance company.  

3. Accidents should be reported immediately to the student’s instructor or to the 

appropriate campus official.     

4. The individual involved must complete the electronic “Student and Guest Accident 

Report”, found in Infonet>Forms> “Accident Reporting Forms”, which is routed to 

the campus gatekeeper and to Systems Office Risk Management. 

5. If a clear hazard may have contributed to the loss, notify the appropriate 

personnel to ensure that a correction is made and future accidents are prevented. 

 

C. Automobile Claims 

Whenever a College-owned, leased, or rented vehicle is involved in an accident, 

follow these steps: 

1. Stop immediately but do not obstruct traffic.  

2. Assist the injured, if anyone is injured.  

3. Contact the local or state police immediately to file a police report so that the 

accident is documented. Even if the accident seems minor, injuries may not 

become apparent for a few days or weeks. If the police do not come to the scene, 

in some jurisdictions, you may go to the police department to file a report or 

make a report online.  

4. Secure the names, phone numbers, and addresses of drivers, witnesses, or 

injured persons.   

5. Obtain complete vehicle (color, year, make, model, license plate number) and 

insurance information (including the insurance company policy number and 

phone number) for all autos involved.  



6. Take photographs of damage. 

7. Don’t accept liability or claim settlements.  

8. Complete an electronic “Automobile Accident Report”, found in Infonet>Forms> 

“Accident Reporting Forms”, which is routed to the designated campus official 

and to Systems Office Risk Management. 
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