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INSURANCE CLAIMS

Introduction

This guideline sets out the procedures to follow:

· under RCA’s general liability policy, when there is a claim or when there is an incident that could give rise to a claim; and
· when making a claim under the accident policy.

Liability policy

It is a condition of our liability insurance policy that we notify our insurers of all claims and all occurrences that could result in a claim. An incident report form that should be used for this purpose is attached as an appendix.

When there is an incident involving personal injury or property damage it is important not to discount the possibility of a claim because the injury appears slight or because the fault may lie with the person injured. To protect the interests of our insurers err on the side of caution and report the incident if there is the remotest chance of a claim.

Actions must be taken in a way that protects the interests of those involved and our insurers. Therefore it is extremely important that the following procedures be followed meticulously.

1.	Any claim or accident or occurrence that could give result in a claim for damages for injury or property damage against a rowing club, club members, employees, volunteers, regatta organizers or officials must be notified to the Executive Director of RCA as soon as practicable. There should be no delay in this notification. It is best made by telephone but can be by fax or email provided that the notifier is assured that the notification has been received.

2.	It is the duty of the Club President (club activities) or Regatta Chairperson (regatta activities) to notify RCA of any claim or occurrence. They can delegate this responsibility but must ensure that RCA has been notified. They should report the nature of the incident and when and where it occurred. It is NOT the duty of the Club President or Regatta Chairperson or any other person to carry out an investigation into the occurrence. On notification RCA will seek advice from its lawyer and insurer, one or other of whom will issue directions for the taking of statements and assembly of essential written material.


3.	The Club President or Regatta Chairperson or their delegate should obtain the names, addresses and telephone numbers of all those involved in the incident and witnesses to the incident and should instruct them not to discuss the matter or commit their recollections to writing until requested to do so by their lawyer, RCA’s lawyer or our insurer’s lawyer. All writings so requested should be prefaced by the words:

“This strictly confidential and privileged report is intended solely for submission to legal counsel in anticipation and contemplation of litigation and for purposes of obtaining legal advice.”

Such reports should not be distributed to any other party than the lawyer making the request.

4.	In the event of a claim or legal action, notification should include copies of any demands, notices, summonses or legal papers received.

5.	Under the terms of our insurance policy all are expected to cooperate in the investigation into the circumstances of the occurrence, settlement or defence of any resulting claim or action and to assist in the enforcement of any right against any person or organization which may be liable to the insured because of injury or damage to which the insurance may also apply.

6.	No voluntary payments can be made or any obligations assumed or expenses incurred (other than for first aid) without the consent of our insurer.

Accident policy

Forms for lodging a claim under the accident policy should be obtained from the RCA office.

Rowing Canada Aviron
Incident Report Form

This form is to be completed by a rowing club or regatta organizer whenever there is an incident during a rowing activity involving injury to a person or damage to equipment not owned by the club/regatta organizer.

When completing this form or interviewing witnesses to determine what happened be extremely conscious of the need for a factual description without assignment of blame, explicit or implied, and without admission of fault. Attach extra sheets if needed.

The completed form should be sent immediately by E-mail: rca@rowingcanada.org or Fax: (250) 220-2503  to:

The Executive Director, Rowing Canada Aviron,
321 - 4371 Interurban Rd. • Victoria BC • V9E 2C5 • Canada
Tel: 1-877-722-4769 / (250) 220-2577 ~  Fax: (250) 220-2503  ~  E-mail: rca@rowingcanada.org


Name of club/regatta organizer reporting the incident: 	

Contact person reporting the incident:	
	
Name:			Position/Role:	
	
Address	

____________________________________________________________	

Telephone: work:____________ Home:_______________E-mail: 	

Names of those involved in the incident (including third parties)

1.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	

2.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	


3.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	


Date and time of incident:	20_____ 		am/pm

Where did incident occur?	

Did the incident occur during a regatta, training or otherwise (specify)?	

List any injuries, where they were treated and by whom:	

	

	

	

List any damage to boats and property:	

	

	

	

Please describe the incident. State only the facts of what was observed.  Do not try to
determine who, if anyone, might have been at fault (e.g., do not say that a crew “ignored” an official’s signals or instructions – the crew may not have seen or heard them). 
Include a description of the weather, visibility, water and current or tide conditions. Attach drawings, diagrams and photographs if these will aid in the description.

	

	

	

	

	

List witnesses:
 
1.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	

2.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	

3.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	

4.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	

5.	Name:	 Club		

	Address:	

	Phone:	 	E-Mail:	


Identify any investigating agencies contacted (e.g., police, harbor commission, coast guard)

1.	Agency:		Officer’s name:	

	Badge number:	 

2.	Agency:		Officer’s name:	

	Badge number:	 

Signatures

Club/regatta official:		Print name:	

Person reporting the incident:		Date__	
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