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George Mason University

 Risk Management and Insurance
Policies and Procedures
The purpose of this document is to assist members of the university community in protecting themselves from accidental personal injury, financial loss, and damage to reputation.  This paper is organized into functional areas of risk and includes example formats.  There is also an Annotated Index that explains the technical risk management and insurance terms.  Cognizant University offices have reviewed this document.  See the Office of Risk Management home page http://www.gmu.edu/risk for the current edition.  Please address comments and inquiries to the University’s Risk Management Office (ph. 703-993-2599, MSN 6D6, or risk@gmu.edu).
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SECTION I:  INTRODUCTION

A. University Policy. 

As a state agency within the Commonwealth of Virginia, George Mason University (Mason) complies with federal regulations and the Code of Virginia regarding the health, safety, and insurance coverage afforded to the university community.  More importantly, however, Mason is committed to maintaining a healthful and safe environment for the students, faculty, staff, and visitors.

In accordance with University Policy Number 1407 deans, directors, department chairs, and supervisors are responsible for adhering to all procedures promulgated in this document and the care of public property in their respective departments.  Faculty and staff are also directly responsible for their own safety, for the safety of students and employees under their supervision, and the security of the University property under their control.  These responsibilities can neither be transferred nor delegated.  

A broad network of departments, organizations, and individuals work together to maintain the health and safety of the university community.  In addition to specific University offices: Fire Safety, Environmental Safety, Laboratory Safety, Risk Management, Safety Compliance, Emergency Plans, Student Health Services, Human Resources, Legal Affairs, Physical Plant, and University Police, each individual employee and supervisor must have a commitment.  All persons with a supervisory responsibility are required to participate directly in the supervision of programs to assure that safe working conditions are maintained and that required training for accident prevention and property control is provided.

B. University Risk Management Office.

The University’s Risk Management Office (RMO) is charged with managing the Commonwealth of Virginia’s Risk Management PLAN for Mason departments and organizations in accomplishing their objectives by assessing potential risks, recommending action to manage hazards, or suggesting the contractual transfer of these risks.  In the event of a mishap, RMO will assist in controlling the loss and recovery through insurance.

RMO performs a technical staff function and may coordinate directly with any person or department in the university community and external experts in order to investigate an accident or resolve an insurance claim.  The RMO is not funded to settle claims or pay for remedial safety projects.  The appropriate State, University, or external organization must provide such funding.

C. Commonwealth of Virginia Risk Management (Insurance) Plan

The Commonwealth of Virginia provides worldwide insurance coverage for all State agencies and their personnel through the Commonwealth of Virginia Risk Management Plan (PLAN).  In general, this coverage includes liability, property, vehicle, watercraft, workers' compensation, business interruption, and employee theft.  These areas are covered in detail in the appropriate sections of this document.

The Commonwealth's Division of Risk Management (DRM), within the Department of the Treasury, administers the PLAN in accordance with § 2.2-1837 and 2.2-1838 of the Code of Virginia.  DRM makes the final decision on a claim and how much to award the claimant.  In the event a claim is litigated, DRM interfaces with the Commonwealth's Office of the Attorney General (OAG) to settle the claim.  Any settlement is paid from the PLAN’s funds.
D. The Office of University Counsel  

The Office of University Counsel (993-2619, MS 2A3) is the point-of-contact for legal advice, contract review, and litigation.  In the event that any University employee receives a notice of claim, motion for judgment, subpoena, letter from outside counsel, or other legal paper related to George Mason University and/or in their capacity as an employee of George Mason University, they must notify the Office of University Counsel immediately.  Failure to protect the interests of George Mason University – in addition to exposing the University to loss of money – could also subject an employee to individual financial liability and adverse personnel action.  Employees may be required to participate as witnesses in depositions or at trial and the Office of University Counsel will provide representation in these instances as appropriate.  Further, employees are cautioned against making statements about the outcome of litigation, or making other comments that could be construed as the unauthorized practice of law. 

E. Risk Management Principles. 

It is the responsibility of faculty, staff, temporary employees, and other agents of the University to protect personnel and resources.  This is accomplished by exercising professional care when planning and executing projects.  Possible mishaps should be anticipated and precautions taken to minimize their adverse impact.  In the event of an incident, persons responsible for the project must take action to gain control and restore operations.  The following steps are part of the Risk Management Process:

(1) Analysis of the Risks Involved.  The individual planning the project is in the best position to examine all facets of the project and determine where there is a possibility for mishap.  In some cases, it will be necessary to contact area specialists to determine the perils.  The various risks should be listed, along with how they will be eliminated or minimized.  In some cases, where the risk of loss is high and there is no means to alleviate the situation, it may be prudent and necessary to abandon the project.

(2) Preventing a Loss.  In cases where accomplishing the project outweighs the exposure to the hazard, it is necessary to take precautions to prevent or minimize accidental loss.  These precautions include the use of protective clothing and equipment, engineering safety procedures into the process, training participants, and having emergency facilities available in case of an accident.  If dealing with a third party or a contractor, consider transferring the risk through the contract.  (See Section III.  “Contractual Transfer of Risk”)

(3) Loss Control or Reduction.  In the event of a mishap, the incident must be controlled immediately so that the loss does not become more severe.  Injured persons must be treated in a prompt and competent manner.  Property exposed to the elements must be covered.  Debris must be removed from the site so that clean up may commence.  (However, do not dispose of the debris until RMO has authorized the disposal.)  In accordance with University Policy Number 1401, supervisors and the University Police must be notified of the incident, especially if there are serious injuries.  The person in-charge must take notes that can be included in any investigation or insurance claim.  Finally, personnel must be careful about making gratuitous comments that may later be damaging to Mason’s liability defense.  For example, an expression of sorrow must be couched in terms of being sorry that a person was injured, and not an apology for possible University negligence as being the cause of the injury.

(4) Restoration of Operations.  University operations must be restored to their normal condition as soon as feasible so that Mason can accomplish its mission.  Faculty, staff, and other employees may be asked to assist in this restoration process by helping clean up, inventory, repair property, and or assisting injured persons.  The University's various insurance plans provide financial support for medical treatment (for employees and volunteers) and accidental property damage/loss.

SECTION II:  University Liability

A. General.  

Mason, an agency in the Commonwealth of Virginia, is responsible for the simple negligent acts and omissions of its employees and agents.  Employees and agents are also personally responsible for any illegal activities, improper conduct, or the willful disregard of safety.  For example, Mason must exercise the degree of care required by law to protect persons and their property from unreasonable danger under the circumstances.  The PLAN provides both general and professional malpractice liability coverage to the limit allowed by the Code of Virginia.  Coverage includes the preparation of a defense, settlement of the claim, and court costs.  Either the Office of the Attorney’s General (OAG) or the DRM will settle all liability claims.

Note that “negligence” is an important element of this responsibility and that Mason is not a guarantor of either personal safety or property.  Nor is the Commonwealth of Virginia responsible for “Acts of God.”

The PLAN does not cover contractual agreements of any sort.  For example, the PLAN would not protect Mason regarding claims for not paying a bill or having failed to provide a promised service.

B. Faculty, Staff, and Agents.

To be covered, faculty and staff must be acting within the course and scope of their employment.  Agents (including Volunteers) must be performing their assigned duties as per their appointment letters (see Section VIII (Volunteers).  Further, the simple negligent act/omission must not be a willful disregard of safety or an illegal deed.  DRM will decide if an employee will be covered and receive representation from the OAG.  There are three actions that personnel must take that will assist the Commonwealth in its defense: (a) exercise professional care when planning and executing an event; anticipating possible mishaps and taking precautions, (b) if something occurs for which a liability claim might be filed, initiate action to limit the damage, and (c) report the matter promptly to RMO.  Incidents involving possible criminal misconduct or activity not within the scope of employment should be reported to the Office of University Counsel (993-2619) and the University Police (703-993-2810).

The Commonwealth of Virginia will defend and protect employees and agents who make a good faith attempt and are competent to aid a person in a medical emergency.  For purposes of this coverage, the term “scope of employment” is broadly applied to on-campus situations or participating in a University event.  For example, this includes action by a faculty member who is teaching or advising a student organization or staff who might see someone choking in the food center in Johnson Center.  Needless-to-say, the University Police and the Fairfax EMS should be summoned as soon as possible.  Faculty and staff must remain with the injured party until relieved by medically competent personnel.  To not render medical assistance may place the University in jeopardy to the claim of being unresponsive to the emergency.

University personnel who engage in personal business enterprises, which are not sponsored by Mason, but use university facilities and other resources, must purchase commercial general liability (CGL) insurance that will protect the individual and the University from liability claims.  These policies must name Mason and the Commonwealth of Virginia as Additional Insured.  Further, it is recommended that such personnel also obtain professional malpractice insurance, since these business enterprises are not protected by the State.

C. Students Protected as Agents.  

Enrolled students who are performing internships and similar experiential learning as a required part of their academic program are also considered agents of the University.  They are covered by the PLAN while engaged in their prescribed educational duties.  For example, a nursing student who is performing her required clinical internship at Fairfax Hospital is covered in the event she is sued for having inadvertently performed the incorrect nursing procedure.

Faculty members assigning students to the above external programs (including Study Abroad) should provide written guidance to the students that specify their duties and the term of assignment.  Refer to the Office of University Counsel website http://www.gmu.edu/facstaff/legal-affairs/faculty_staff.php for a model Experiential Learning Letter of Understanding between Mason and the external organization.  Care must be taken not to commit the University to indemnify an organization in the event of a student mishap.  Further, there should be an understanding that Mason is not responsible for the student’s medical care in the event of an injury.  In addition, Mason will not extend vehicle coverage to outside agencies.

D. Filing a Tort Claim.  

Persons who believe that they have suffered an injury or property loss because of the University’s negligence may file a Notice of Claim for appropriate relief.  All tort claims must be filed with the appropriate State office in accordance with Section 8.01-195.6 of the Code of Virginia.  See http://legis.state.va.us/Laws/CodeofVa.htm for the current procedures.  In general, claims must be filed with the Commonwealth via certified mail within one year of occurrence of the incident.  For claims being sent to DRM, the address is P.O. Box 1879, Richmond, VA 23218-1878.  The claim must specify how the University was negligent, detailing the time, place, persons involved, and what occurred.  The claim should also state the dollar amount claimed.  A courtesy copy for the Risk Management Office (703-993-2599, MSN-6D6) will be appreciated.

DRM will assign a claim number, forward notice of claim to agency for investigation, and negotiate directly with the claimant.  In the event DRM and the claimant are unable to reach an agreement on the settlement, the claimant will be free to attempt to settle the matter through litigation.

University personnel, including the Law School faculty, are not authorized to give legal advice or present claims on behalf of those wishing to make a claim under the Virginia Tort Claims Act.  The Office of Risk Management may only advise the claimant how to contact DRM.  If asked by DRM or OAG, the Office of Risk Management will investigate the incident and provide other materials that will assist the Commonwealth to reach a settlement or defend against the claim.  
F.  Vehicle Accidents.  See Section V, “Vehicles.”

SECTION III:  Contractual Transfer of Risk

A. General.  

Liability for losses resulting from a peril should rest with the party most responsible for controlling that peril.  For example, when the University contracts with a bus company to transport Mason students, the bus company should assume responsibility for the safe transport of the students and their property.  The University’s contract with the bus company asserts (transfers) this duty to protect and the bus company’s liability insurance policy indicates the company’s ability to fulfill this contractual promise.

B. Contracts.  

The most effective way to ensure that responsibility rests with the appropriate party is to insert the provisions discussed in the following paragraphs into the contract.  The Purchasing Department (703-993-2580, MSN-3C5) is the approval authority for all procurement items.  Non-procurement contracts that deviate from the University Counsel’s approved contract templates must be reviewed and approved by University Counsel.

C. Indemnification.  

Whenever possible, especially whenever someone is using, renting or maintaining University property, the contract should call for the other party to indemnify Mason for any claim arising from their activity or event with the following statement, “Contractor/ Vendor/etc. agrees to indemnify the Commonwealth of Virginia and Mason for any claims arising from this contract.”

Mason lacks the authority to indemnify except in very rare instances.  In cases where Mason is using the other party’s facilities or property, or there is a mutual enterprise, the State’s Attorney General (OAG) has recommended the following language in lieu of any indemnification agreement by Mason, “To the extent permitted by the laws of the Commonwealth of Virginia, Mason shall be responsible for the simple negligent acts or omissions of its agents and employees causing harm to persons not a party to this agreement.”  The other party to the contract must make a similar statement on their behalf.

As a property owner, Mason is still responsible for any structural defects or equipment safety deficiencies that cause harm to another party.  For example, even though the XYZ Corporation rents the Field House and agrees to indemnify Mason, the University may be held liable if the balcony collapses and several spectators are injured.  In a similar manner, when Mason organizations rent/use another’s property, that owner should accept responsibility for the safe condition of those facilities.
D. Hold Harmless.  

Persons drafting a contract should refrain from accepting any responsibility for the other party’s property by executing a hold harmless clause in the contract.  For example, a music group sets up in SUB I during the afternoon for an evening performance.  During the supper hour, while the band is away, all their sound equipment disappears.  If there is a hold harmless clause in the contract, Mason can disclaim any responsibility for the stolen equipment.  The suggested contractual wording is, “Contractor/Vendor holds harmless the Commonwealth of Virginia and George Mason University for any damaged, lost, or stolen property belonging to the Contractor/Vendor or its personnel.”  

The opposite of this is that the contractor/vendor may make a contractual demand that Mason be responsible for its property located on campus.  In this event, the Mason employee/agent preparing the contract should state, “George Mason University agrees to take care, custody, and control of the following (or attach a list of property) property from (date/time) to (date/time).”  In this case, the Mason employee/agent must then provide for the safekeeping of the items and be prepared to file a property claim (and assume the $1,000 deductible) in the event the property is accidentally damaged or lost.  The Mason department accepting the loan may negotiate in the contract that the loaning party will assume any part of the loss not covered by insurance.  Refer to Section IV (Property on Loan to Mason).
E. Additional Insured Status. 

Persons negotiating contracts should be wary of demands for additional insured status from the other party.  Only the Governor may grant “liability” additional insured status to other parties.

When negotiating contracts for only the use of property, Mason may grant additional insured status for value of another’s property.  For example, if the University rents an auditorium for an event, the University may grant the facility owner additional insured status in the event the auditorium is damaged while under the control of the University.  (Note: this coverage will not extend to persons injured.)  Given a minimum of two weeks notice, the Risk Management Office will obtain this additional insured coverage from DRM.  If there is a charge, the using department must cover the cost.  Some national organizations wanting to enter into a contract with Mason may be part of a group insurance plan that does not write additional insured endorsements.  Accordingly, Mason personnel writing contracts should not be too insistent upon the University being named as an additional insured. 

F. Waiver and Assumption of Risk.  

Whenever an event exposes the participants to the inherent possibility of personal injury or property loss, it is advisable to require persons to sign an assumption of risk form as a condition to participate.  (See Attachments “C” and “D”).  This is especially important if the event is voluntary.  The assumption of risk format, developed by Mason, has four principle sections. 

(1) The assumption of risk describes the general and specific perils of the event.

(2) The administrative section states who is in-charge and the University’s level of involvement.  This section may also advise the participants of times, places and other coordination details.

(3) The medical section, in which the participant accepts responsibility for his/her medical bills and authorizes the person in-charge to act in his/her behalf if they are incapacitated.  The name and address of the next of kin are also requested.

(4) The waiver section requires participant to hold harmless Mason for any injuries or loss of property.  If the event is a specific course requirement, signing the waiver section is not mandatory.

An Assumption of Risk clause is not a defense against a claim when GMU or its personnel are negligent.  For example, if the trip organizer fails to use diligence when hiring a bus company or injects a non-scheduled hazardous event into the trip, both the organizer and the University may be liable for a claim of negligence for personal injury.
G. Restoration of Mason Property.  

When Mason property is being used, the contract must require that the contractor/organization repair and restore University property to the same condition as it was when assumed for use by the contractor/vendor.  A simple statement will suffice, “Contractor/Organization agrees to repair or restore Mason property to its original condition to the satisfaction of the (Mason Department).”  If the personal property of Mason employees or students will also be placed in jeopardy, the contract should also address this matter.

H. Mason and Contractor/Organization Casualty Insurance.

Even though the contract may promise to protect Mason from a variety of perils, it is necessary that parties to the contract have the financial capacity to carry out these contractual agreements.  For this reason, the contract specifies the kind and dollar amounts of insurance that must be carried.  Inasmuch as Mason is an agency of the Commonwealth, most organizations negotiating a contract with the University do not press the institution regarding insurance coverage.  However, Mason may promise: “to provide commercial general liability, professional liability, workers’ compensation, and vehicle liability coverage as prescribed by the Code of Virginia.  The RMO will provide information about the specific dollar amount if needed.  Only the Governor may authorize higher amounts of insurance.

The Commonwealth’s Procurement Manual recommends that contracts with organizations doing business with State agencies show proof that they have at least $500,000 commercial general liability (CGL) insurance coverage.  In addition, where appropriate, organizations must have vehicle liability and Workers’ Compensation insurance in accordance with the Code of Virginia.  They might also need to carry professional liability, employer’s liability, and/or product liability insurance.  In cases where the Mason exposure to loss either exceeds, or is less than the aforementioned recommended $500,000 CGL, contact the RMO for recommendations on coverage amounts.  For example, a major construction contract might represent large and varied exposures, whereas a business meeting by the Fairfax Lions Club in SUB II would be a minimal exposure to a liability claim.
I. Special Event Insurance/ TULIP & Summer Camps Program
In cases where the contract involves the University in an enterprise that is inconsistent with its educational or public service mission, or the potential for a high value claim is considerable, it may be necessary for Mason to purchase additional insurance coverage through a commercial carrier.  The department hosting the event must fund the cost of this insurance.  For example, this was the case Mason purchased and installed several million dollars worth of communication equipment and when the University hosted a global conference.  Persons negotiating contracts of this nature should contact the RMO early in the process to facilitate the acquisition of this special event insurance.  

Tenants and Users Liability Insurance Policy (TULIP) can be purchased by vendors, student organizations, and other outside entities requesting to use Mason facilities for specific events.  It protects both the facility user and Mason against claims by third parties who may be injured or lose property as a result of participating in an event.  Events may range from very low risk such as classroom seminars or receptions to higher risk events including summer camps, sports events or concerts.  If a department wishes to consider this option, please contact the RMO a month prior to the event to purchase the extra coverage.

The Summer Camps Program protects both the Camp and the Institution against claims by program participants or other third parties who may be injured or lose property as a result of participating in a camp.  Coverage includes only General Liability and Accident Medical for Participants.  No coverage is available for Workers Compensation or Auto Liability.  If a Camp wishes to purchase insurance through the Camps Program, contact the RMO a month prior to the event to purchase the coverage.
J. Title Insurance.  

When acquiring real property, persons must purchase Title Insurance to protect the University in the event the seller (donor) does not have clear title to the property.  Along the same line, it is also necessary to ensure that the seller (donor) has agency (authority) to make the transaction.
K. Certificate of Insurance.  

The Certificate of Insurance is used to demonstrate the capacity to fulfill a contractual promise to protect.  It is not a perfect instrument to prove financial stability to fulfill the liability promises made in the contract.  It may be cancelled by the insurer or by the insured without notice to the other parties to the contract.  In addition, the aggregate amount for claims may have been dissipated or reduced to a meaningless amount.  If there is a concern about the validity of the insurance coverage, RMO or the Contract Administrator should contact the contractor’s insurance company to verify the information.
When requested, RMO will issue Mason’s Certificate of Insurance.  The certificate provided by the other party should be attached to the contract and retained by the Contract Administrator in case it becomes necessary to submit a claim.

SECTION IV:  University Property
A. General.  

University property includes all items acquired through a State purchase order, by contract, a care-custody-and-control loan agreement, or as a gift.  It also includes University funds and other monetary instruments.  The role of the RMO is to assist Mason departments in preparing their property claims. 

Property coverage is worldwide and is based on the actual replacement or repair cost.  Claims must be finalized within two years of the incident.  Further, there is also a $1,000 deductible per claim, paid by the department(s) that suffered the loss.  In cases where the same peril affected several departments, the $1,000 is prorated among the departments involved.

The University’s property insurance does not cover personal property of faculty, staff, students, or visitors.  
B. Damage/Loss by Non-Mason Personnel.  

When University property has been damaged or lost due to the negligence of non-Mason personnel, Mason must make an effort to collect from the other party.  Until this is done, DRM will not settle the property claim.  Examples of these situations are when a student drives his car into the PE Module or a contractor forgetting to close a water valve.  If the RMO is successful in recovering the damages from the other party, there is no claim submitted to DRM.  However, if the other party is unable or unwilling to settle informally, the claim is referred to the Office of University Counsel for litigation.  If University Counsel is unsuccessful in collecting the damages, the OAG must certify that further litigation is not recommended.  In this case, the claim will be forwarded to DRM as a regular property insurance claim.
C. Property on Loan to Mason.  

Mason frequently seeks-out or accepts the property of others in a care, custody or control status.  University Policy Number 2104 and Attachment "B" cover the procedures to safeguard this property.  In the event of loss or damage, this property is handled the same as any other claim.  The department to which the loan was made is responsible for the $1,000 deductible.  Attachment B or similar document must be on file with the Office of Risk Management for coverage to be in effect.
D. Business Interruption Losses.

If Mason suffers an accidental financial loss due to an insurable peril, that collateral damage may be covered by the PLAN under property insurance.  Mason may also claim anticipated profit if business interruption occurs due to an insurable peril.
E. Contractor and Vendor Losses.  

The PLAN usually does not cover the property or business losses of vendors or contractors.  In the event other parties believe that the University’s negligence caused their loss, they must submit a claim via the tort process.  See the Section II.D, “Filing a Tort Claim.”
F. Personal Property.  

The personal property of faculty, staff, students, contractors, and visitors is ordinarily excluded from coverage under the PLAN.  The exception to this policy is when the property is required for University business.  (For example, a condition of employment for the University Photographer is to furnish his/her own camera and equipment.)  This requirement must be documented in the position description (PD) or in a memorandum from the department head to the Office of Risk Management and Human Resources prior to the loss/damage.  (Note: The loss of personal property is usually covered by the individual’s homeowner’s or renter’s insurance.)

When vendors, contractors, or other non-Mason persons damage the personal property of Mason employees and students, the University will play no official role in settling the claim.  It is the responsibility of the property owner to file a claim or initiate litigation to recover the loss.
G. Moving Companies.  

Whenever University property is being moved from one location to another, or put into temporary storage, the property is especially vulnerable to theft, damage, or loss.  Even though a commercial moving company may sign a contract in which it agrees to indemnify Mason for losses and damage, this provision is not enforceable if other parties have handled the property or the storage was not secure.  Further, Mason’s insurance claim may be hampered if there are questions regarding what property was lost or the circumstances causing the damage.  It is very important that persons managing the move or storage conduct an inventory of the property (including photographs) and document each phase of the operation.  Finally, damaged property must not be disposed of until the RMO has authorized the disposal.
H. Property Gifts.  

Gifts of personal property to Mason should be processed through the Mason Foundation.  That office will prepare the receipt and tax documents for the donor.  Property that may subsequently be sold will be assigned to the University on a care, custody, and control basis, with the Foundation retaining ownership.  Property that is either given directly to Mason, or will probably be retained permanently by a University department, will be deeded to Mason by the Foundation. 
I. Taking Mason Property Off-Campus.  

Department heads may authorize faculty, staff, and students to take Mason property off-campus for academic or University business.  In this case, it is recommended that the following language be inserted into the contract or agreement memorandum:  “The below listed (or attach a list of property) Mason property is being borrowed for use in connection with University business only.  I agree to accept responsibility for returning it in the same condition as it was when accepted, less normal wear-and-tear.  Any modifications or repairs will be made only upon approval by the University department having cognizance over the property.  I agree to pay for any amount, not covered by the University’s insurance in the event of loss or damage including legal and collection costs.  Finally, I agree to notify my department regarding the condition of the equipment at least semi-annually”.  See also http://fiscal.gmu.edu/forms/index.html#EquipmentInventory for the Fiscal Assets “Equipment Loan Form”.
J. Processing a Property Claim.  

The department to which the property is charged is responsible for providing the necessary documentation for preparing the insurance claim.  The RMO will assist in the process and forward the completed claim to DRM for processing.  All supporting documents must be on file in the RMO in case of an audit or challenge.  There are several concerns to address when filing a claim:

(1) A “Report of Loss to State-Owned Property” is provided to DRM.  These claims are handled individually.  As soon as the loss/damage is known, DRM will assign a claim number and may send out a claims investigator.  In claims involving boilers and machinery, a contract inspector will do an assessment of the cause of the loss.  The inspector’s assessment is sent to DRM, copy to the RMO.  This report is crucial in determining the insurability of the loss.

 (2) Proof is required that the item was accidentally lost or damaged.  In the case of stolen or vandalized property, a Mason Police Report will suffice.  In the event of a power surge, a fire, or some other disaster, the Office of Risk Management will prepare a memo verifying the occurrence.  Damaged property must not be disposed of or repaired until the RMO has authorized the disposal of the property.  

(3) Proof is required that the item was on-hand at the time of the loss or damage.  This is usually demonstrated with a copy of the Fixed Assets inventory of the department's property or a copy of the original invoice for the item.  In the event these are not available, the department head must prepare a memo attesting to the item’s presence in the department, the date acquired, model, cost, make, and any other description of the lost item.

(4) Proof is required that the item has been repaired or replaced.  A copy of the repair bill or vendor invoice is adequate.  In cases where the repair/ replacement are made from on-hand stock, a copy of the original invoice or the new invoice to replace the stock is sufficient.  In the event a department wants to up-grade the replacement item, DRM will pay only for a like-type item; the department must pay the difference.  This up-grade is frequently the case with computers.  

(5) Contractor and vendor bills for labor and materials are usually accepted by DRM without question.  The bill must state specifically what service was rendered and that it was related to the specific loss/damage.  It is not sufficient to simply write, "For Services Rendered.”  Further, the bill should not be co-mingled with other services performed by the contractor/vendor.  That is, the bill for repairing a condenser claim must relate only to the damages in the claim and not cover a general overhaul of the condenser.  If DRM cannot readily calculate the cost of a claim, the Claims Specialist will do a detailed audit, frequently excluding questionable charges. 

(6) Mason labor costs should be included in the claim.  Whenever there is a fire or a natural disaster (e.g., flooding due to a burst pipe or rain, fire, machinery break-down, etc.), Mason personnel are usually the first-responders and expend considerable effort in controlling the loss and cleaning up the debris.  This time/effort costs Mason money, especially if it is overtime pay.  The Facility Management, Information Technology Unit, and other departments involved should keep a separate time-and-attendance sheet for Mason employees involved.  

 (7) Mason is reimbursed by DRM for its claims via an IAT (interagency transfer of funds).  The RMO determines how much each department will receive based on loss data and so advises the University’s Accounting Department.  In the event several departments have suffered a loss as a result of the same incident, the $1,000 deductible is pro-rated among the departments.

SECTION V:  Vehicle Issues

A. General. 

The University owns a fleet of vehicles, as well as, vans and sedans leased from the State Pool.  Though most of the vehicles are under the control of Facilities Management, some of the minivans and sedans are the property of other departments.  University faculty, staff, and students are authorized to use these vehicles for official business or university-approved activities.  Departments are responsible for approving the use of University vehicles and will be required to pay the $1,000 deductible towards the cost of accidental damage to the vehicles.  

All University vehicles are covered by insurance for liability, accidental damage, and uninsured motorists.  This coverage is worldwide.  The RMO is the point-of-contact for all vehicle insurance matters.  

B. Operating Policies.  

Special guidelines are provided in University Policy Number 1401 for the use and operation of 15-passenger vans. 

To be a qualified driver of a 15-passenger van, the drive must be 20 years of age and currently possess a valid drivers license.  Only persons directly involved with the activity may ride in vehicles unless given express permission by the department head.  Although obtaining meals and lodging are reasonable deviations, the trip must be along the most direct route between designated sites and not involve ad hoc side trips.  The passengers and driver may not consume (or possess) alcoholic beverages while in the vehicle.  Further, the driver will not consume alcohol until after all the driving has been completed for the day.  Except in emergencies, only the assigned driver may operate the vehicle.  Finally, the driver must stop and investigate any suspected accident; not leaving the scene until exchanging required information with the other driver and/or the police.  Organizations that cannot comply with the policies and procedures in this section should personally lease or rent vehicles from commercial sources.
Groups of high school and younger students in the University’s care must not be transported in 11- and 15-passenger vans, or other specialty vehicles not meeting school bus standards. These standards can be found at http://www.doe.virginia.gov/VDOE/Finance/transportationregs.pdf or http://www.access.gpo.gov/nara/cfr/waisidx_00/49cfr571_00.html (CFR Title 49-Transportation Chapter V Part 571 Federal Motor Vehicle Safety Standards 571.220-222).
C. Cell Phone Usage

While operating a vehicle, inattentiveness is considered a hazardous activity.  Drivers are strongly encouraged not to use cell phones, electronic communications devices or other objects while operating vehicles on state business.  Drivers are encouraged to safely stop and park the vehicle to operate a cell phone or communication device.  Please keep in mind that cell phone use rules may change from State to State and drivers are expected to observe the cell phone use laws of that jurisdiction.
D. Motor Pool Vans and Sedans.  

The Motor Pool Dispatcher (993-2442, MSN-1E4) oversees the use of the State Pool vehicles that are checked-out for short-term use by the university community.  Persons wishing to use a Pool vehicle must first obtain permission from their department head or his/her representative.  The using department will pay for any damages not covered by the insurance. 

E. Rented Vehicles.  

University personnel may rent vehicles for specific purposes, either locally or while away on University business trips.  The University’s “Operating Policies” apply to these trips.  University insurance covers the rental vehicle and its occupants during its operation the same way it covers Mason-owned vehicles.  Persons renting vehicles should reject a rental agency’s insurance contract.  (If purchased, it is a non-reimbursable expense.)  In the event of an accident, the driver must notify both the rental company and the RMO (after hours leave a voice message).  If the trip involves both University business and personal pleasure/business, the Commonwealth’s vehicle insurance will cover only that portion of the trip related to University business.  The traveler should consider purchasing commercial insurance for the portion of the trip not related to university business.  Departments are required to pay the $1,000 deductible towards the cost of accidental damage to the vehicles.
F. Bodily Injuries.  

When an accident results in bodily injuries, University employees are considered to be on-the-job and are covered by Workers’ Compensation.  Volunteers are covered by a $10,000 Medical-Payment policy.  Other passengers in the vehicle must pay their own medical bills and may find a remedy available through the Code of Virginia.  See Section II. D, “Filing a Tort Claim”.  University personnel are not constrained from seeking damages against the operators of other vehicles.  When an incident results in potential bodily injury please complete the “Incident Report Form” (See Attachment J ) within 24 hours and return it to the RMO.  Should you have any questions contact the RMO at (703) 993-2599.
G. Personal Vehicles.  

Personal Vehicles used for University business or for approved activities are not covered by the University’s vehicle insurance.  The rationale for this State policy is that the mileage reimbursement is sufficient to cover the cost of the owner’s insurance.  In the event of an accident, the State may accept liability for judgments in excess of the owner’s insurance coverage.  Further, University employees who are injured in the accident are usually covered by Workers’ Compensation.  Other parties involved must recover damages from the vehicle’s owner.  Persons driving their own vehicles on University business and involved in an accident are requested to keep RMO apprised of the situation; Mason may be able to assist in the resolution of the matter.

During trips involving voluntary student activities, students may feel that it is cost-effective to car pool, in which students use their own vehicles.  These volunteer drivers must be advised of the above policy and not be pressured into driving.  It is recommended that a simple waiver format be used, signed by the passengers: “I hereby volunteer to ride with (Student “X”) and agree to hold harmless (Student “X”) for the negligent acts of others or for Acts of God.”  Except for a negligent act of his/her own, this should protect the driver from lawsuits.
H. Reporting Accidents.

All accidents in State-owned (or Mason) vehicles must be reported by the driver to the following parties: 

(1) To the State’s insurance carrier whose instructions are found in the vehicle’s glove compartment (1-866-219-6120),

(2) To the Virginia State Police (1-800-572-4510) for off-campus accidents and the University Police for on-campus accidents (703-993-2810) or the appropriate local police department if the accident occurs outside Virginia, 

(3) To the Mason Risk Management Office (703-993-2599), and 

(4) To the department charged with the vehicle and/or to the Motor Pool Dispatcher (703-993-2442).  

In the event of an accident, the details of the incident must be recorded immediately by the driver: 

(1) How the accident occurred.  A driver’s failure to promptly report an accident may result in that driver being held personally liable for costs and claims. 

(2) Names, addresses, and phone numbers of all passengers, witnesses, and vehicle operators (both vehicles), 

(3) Environmental conditions at the scene of the accident, 

(4) Apparent condition and injuries of persons involved and property damage.  Complete the Automobile Loss Notice Form.
I. Driver Training.  

Drivers are encouraged to operate the vehicle within the confines of Facilities Management parking area before taking it onto the road.  Questions regarding the safety or operation of a vehicle should be addressed to the Facilities Management’s Automotive Shop (703-993-2538).  Special training for the use and operation of 15-passenger vans are provided in University Policy Number 1401.

J. Parking State Vehicles.  

Whenever feasible, University vehicles should be backed into parking spaces.  The all-around vision is better when pulling forward and it takes less time to pull-out of a space rather than backing out. 
SECTION VI:  Work-Related Injuries and Illnesses

A. General. 
Under the Virginia Workers' Compensation Act, employers of three or more individuals are required to provide Workers' Compensation insurance, which assists employees involved in an incident that may result in a work-related injury/illness.  George Mason University is covered under the Commonwealth's Risk Management Plan, a self-insured policy.  University employees who feel that they have suffered an injury or illness arising out of or in the course of employment are urged to file a workers' compensation claim as quickly as possible.

A covered Mason employee is defined as someone who is performing his/her prescribed duties at the time of the incident and is being paid through the University's Payroll Office.  This includes faculty, classified staff, teaching assistants, wages personnel, and student assistants.

B. Workers’ Compensation Program Management.  

The Occupational Health Officer (OHO) in the Human Resources Department is charged with the management of Workers' Compensation claims.  Personnel, who suffer an injury or illness, are urged to contact OHO and their supervisor and/or department as soon as possible.  A "First Report of Injury" form will need to be completed as soon as possible and forwarded to the OHO (MSN-3C3) for processing.  This form can be found at http://hr.gmu.edu/forms/wc_first_report.pdf.  

Information on the Mason Occupational Health program, the Workers Compensation program and forms needed for reporting an accident or injury can be found on the Occupational Health Website at http://hr.gmu.edu/occhealth/.  The Occupational Health Officer can be reached by telephone at 571-221-7770. 

C. Volunteers and Community Service Workers.  

These persons are covered by a $10,000 Medical-Payment policy instead of Worker’s Compensation.  See also Section VIII (Volunteers and Community Services Personnel) for additional information.
SECTION VII:  Safety Issues

A. General.  

The University will comply with OSHA, EPA, and other federal, State, and industry safety standards.  The faculty, staff, and students will be provided the necessary safety training and equipment prior to operating machinery or conducting hazardous operations.  Persons advising student activities must ensure that all safety requirements have been met and that students are competent to perform the tasks involved.  In the event of injury, the first priority is to render assistance to impaired personnel.  The Environmental Health and Safety Office (703-993-8448, MSN-5E7) is responsible for the general safety of the university community. 

The safety standards covered in this section are applicable to all persons and organizations using or working on University property.  Contract administrators and host departments are responsible for overseeing the activities under their cognizance.

B. Safety Compliance.  

The University Safety Compliance Officer (703-993-2596, MSN-5E2) 
oversees the University's Hazardous Communications and Respirator Programs, assists with Asbestos Inspection and Management, Hazardous Waste Management, and Hazardous Material Emergency Response for areas outside of laboratories or academic work areas.  The Compliance Officer also conducts workplace, community, and environmental safety/compliance assessments related to industrial hygiene (e.g. indoor air quality, ergonomics, light, noise, personnel protective equipment, and mold).  If you are using products beyond typical household use, you will need to keep Material Safety Data Sheets (MSDS) and have annual training.  If you want to use a respirator, you will need a medical evaluation and training.  See the University Safety Website for more information about these programs.
C. Laboratory Safety

The Office of Laboratory Safety (OLS) (703 993-8448, MSN 4E7) is charged with establishing environmental, health, and safety policies and procedures to ensure that all operations in university research and instructional laboratories and other academic areas are conducted in a safe manner and in compliance with relevant environmental, health and safety standards at local, state, and federal levels.  The scope of responsibility of this Office extends to radiation safety, biological safety, chemical safety, physical hazards, occupational health and safety, and includes the general use, management, and disposal of laboratory materials to include chemicals, biological materials, and radioactive materials in the University instructional and research laboratories and other academic areas at all locations.  

OLS works in close coordination with various offices in matters concerning risk management, fire safety and emergency preparation at all stages of policy review, development and implementation, as well as operational supervision of activities in academic areas. OLS staff are permanent members and coordinates efforts approved by the Radiation Safety Committee and the Institutional Biosafety Committee.  The Director of Risk Management also hold permanent appointments to the various safety review committees.   For additional information, please visit the OLS website at http://www.gmu.edu/research/labsafety/index.html
D. Fire Safety.  

The Director of Fire Safety oversees the administration of all fire safety related programs.  Specific responsibilities include:

· Maintenance off all building fire protection systems

· Upkeep of portable fire extinguishers

· Fire safety related education programs

· Compliance with fire prevention codes

· Building fire safety inspections

· Liaison with local emergency responders and State Fire Marshal

· Development of building evacuation plans and fire drills

· Issuance of tent permits and inspections

Any questions related to the above, pyrotechnics on campus, bonfires or educational programs should be directed to:  Director of Fire Safety (703 993-2473, MSN 5E2). 
E. Occupational Safety.  

Faculty, staff, and students will be provided the appropriate personal protective equipment (PPE) and training prior to commencing activities such as lifting, handling hazardous materials, entering confined spaces, and operating machines.  Persons must also practice universal safety precautions, such as good personal hygiene, having a clean and uncluttered work area, washing immediately after hazardous work, and treating injuries promptly.

The Virginia Occupational Safety and Health (VOSH) Office is charged with executing the federal OSHA functions within the Commonwealth.  VOSH has two operational sections: (a) Voluntary Compliance, which is available for consultation, and (b) Enforcement, which inspects facilities and issues citations.  The latter may make unexpected site inspections or may visit in response to a reported injury.  The Environmental Health and Safety Office (EHS) is the point-of-contact for all VOSH visits, citations, and correspondence.  Persons contacted by VOSH must immediately advise EHS regarding the matter.

F. First Aid and Reporting Accidents.  

All accidents must be reported in accordance with University Policy Number 1404.  Persons planning events must consider the handling of medical emergencies.  This includes a means of contacting the Emergency Medical Service (EMS), first-aid trained personnel, and first-aid supplies.  Though there is no legal requirement to have medically trained personnel on-hand, the prudent planner will take into account the relevant risks of injury.

G. Medications.  

Other than nurses in the Student Health Center, University personnel are not authorized to administer medications.  Some activities, such as Hemlock Overlook or Club Sports, may require University personnel to temporarily have custody of prescription medicine; however, all medications must be in the original container and be self-administered by the person so identified on the container.  In the event the individual is a minor, there must also be written authorization from the parent.
H. Automated External Defibrillators (AED) Program
Automated External Defibrillators (AED) are used when a person has a cardiac arrest in order to create normal heart rhythms.  It is recommended that CPR be used in conjunction with an AED.  These two techniques combined provide the most effective method in saving lives.  CPR requires formal training and everyone is highly encourage to be trained in how to use an AED.  

Mason currently has 65 AED spread throughout the Fairfax, Arlington and Prince William campuses.  CPR and AED training classes are now available through the Risk Management Office.  For the current Mason Public Access Defibrillator Procedures and locations of AED at Mason, please visit www.gmu.edu/safety/generalservices.htm.

Authorized personnel do AED inspections on a weekly basis.  Inspections are submitted to the Public Access Defibrillation (PAD) Manager for record keeping.

I. University Police.  

The Mason Police Department (703-993-2810) consists of an authorized number of sworn officers, augmented by security, communications and support personnel.  They are armed and have full arrest authority.  The Police Department operates around-the-clock on all three campuses.  

The police place a high priority on protecting the university community personnel and their belongings.  Escort Services to the parking lots are available during the evening hours.
SECTION VIII:  Miscellaneous Risk Management Issues

A. General.  

The purpose of this section is to address various areas in which there are exceptional risk exposures or complex procedures.  In general, they amplify the policies and procedures set forth in the sections regarding “Property”, “Contracts”, and “Liability”.
B. Personal Privacy. 

(1) Faculty and others conducting research projects must conform to the federal guidelines promulgated by the Office of Human Research Protection (OHRP).  Research that involves person-identifiable data, personal medical information, academic records, or sensitive personal details must have the Informed Consent of the person(s) concerned.  If the subjects are minors, incarcerated or handicapped, there are additional stringent requirements to protect them.  Persons contemplating such research projects should contact the University’s Office of Sponsored Programs (703-993-2292, MSN-4C6)

(2) When individuals can be easily identified, publishing photographs in newspapers and on electronic devices should always be with the written permission of the person(s) photographed.  The office overseeing the photography should retain these permission forms for at least 12 months after the photographs are released.

(3) The release of personal information regarding faculty, staff, and students is not permitted.  

C. Overseas Travel.

Persons traveling abroad may be placed at a greater risk of personal injury and lost property than they would experience in the U.S.  These hazards include disease, political violence, lawlessness, cultural differences, and discomfort.  Written instructions to travelers must include a detailed “Acknowledgement of Risk” section and a waiver to hold harmless Mason from negligent acts by third parties.  Faculty, staff, and students are encouraged to verify their health insurance coverage for their visit abroad.  Faculty and students traveling aboard through a University approved program must complete Attachment “H” and forward to University Police for their records.  If an emergency occurs on travel outside of the U.S., call the Police Dispatcher (703-993-2810).  For further information on overseas travel, review Attachment “F” “Risk Management Abroad.”
D. Volunteers and Community Service Personnel.

In accordance with the Code of Virginia in Section 2.2-3600, volunteers are considered agents of the University.  Volunteers are defined as non-employee personnel whom offer to perform a service for the University voluntarily.  These persons are covered by Mason’s liability insurance, so long as they are acting in the scope of their assigned duties.  Supervisors must ensure that these duties and responsibilities are agreed to by all, prior to commencing work.  It is preferable that this agreement be in writing.  See Attachment “H” for a model volunteer appointment memorandum.  If injured, these persons are not covered by Workers’ Compensation; rather the University carries insurance that provides up to $10,000 for their medical expenses.  The RMO administers this program as a liability insurance claim.  
E. Student Activities.

(1) Student participation in a campus organization is encouraged as a normal part of one’s educational experience.  The University’s role in the process is to be a facilitator of the activity and to become involved as little as necessary in the operation or governance of the student organization.  An organization’s charter must state this relationship.  Further, the relationship must be made known to persons doing business with the student organization.

(2) Mason’s liability insurance coverage varies depending on the event.  A student activity may be part of Mason’s normal academic mission or be specifically approved by a dean/department head.  In that case, the activity is covered by the University’s insurance.  Contrarily, a student activity may be voluntary or a social event, separate from the University.  In that case, the event is not covered by Mason insurance.  For example, the Forensic Team’s scheduled debate is a University event.  However, if the Forensic Team has an off-campus social event, the participants are personally responsible for any mishaps.  Student organizations that have a high potential for lawsuits should consider purchasing liability insurance.  

(3) Faculty/staff advisors to student activities are chosen for their personal maturity and professional expertise.  They are covered by the University’s liability insurance so long as they are performing within their scope of appointment letter.  This would include normal professional advising and participation in Mason-approved events, including the driving of a van with student participants.  The insurance will not cover an advisor’s sexual misconduct; attendance at a non-University, off-campus social event; or the mishandling of the organization’s funds.

(4) Members of student organizations are responsible for their own medical expenses and may be requested to show proof of medical insurance prior to being able to participate.  Students are also responsible for their own personal property.  As a condition to voluntarily participate in a student activity, and depending on the risks involved, participants may be asked to sign a Risk Assessment and Release Form.  See Attachments “C” and “D.”
(5) All funds under the control of a student organization must be handled in a prudent manner.  Each organization will have a designated Treasurer who is responsible for accounting for all receipts and expenditures.  Faculty and staff who handle an organization’s funds assume a personal responsibility for those funds and should become involved only in exceptional situations.
F. Alcoholic Beverages at Social Events.  

The serving of alcoholic beverages at University events must be done in a prudent and legal manner.  The sponsoring organization must do the following: 

(1) Have a license to dispense alcoholic beverages, 

(2) Have a procedure to ensure that persons under 21 years of age do not consume alcohol, 

(3) Have liability insurance that includes liquor liability insurance.  When planning an event in which alcoholic beverages will be served, it is strongly recommended that the University’s food service contractor be used.
G. Disasters and Crisis Situations.  

The University has developed plans to handle all natural disasters and crises that occur on campus.  The purpose of these disaster plans is to control the loss, assist casualties, and restore the University’s operations as soon as feasible.  In general, the University Police are notified (911) of the incident and are the first responders.  The Mason Police Department is responsible for notifying designated University and non-University personnel and offices.  For details, see http://www.gmu.edu/safety/emerprep.html.

Workplace violence is a situation in which someone in the university community is placed in jeopardy of personal injury by another party because of a familial relationship, anger over a work association, criminal activity, or being disgruntled.  Supervisors and instructors have a legal responsibility to protect persons under their charge from a confrontation.  All real and potential situations involving workplace violence must be reported to either the Provost (academic cases) or the Assistant Vice President for Human Resources (non-academic cases).  See also University Policy Number 2208.

H. Organizations Using Mason Facilities.  

Being a public facility, a number of internal and external organizations expect to use the University’s facilities.  Arrangements for the use of Fairfax Campus facilities are made through the Events Management Office (703-993-2853, MSN-3G3).  For the Arlington Campus, arrangements are through the Events Management Office (703-993-8140).  For the Prince William Campus, arrangements are through the Events Coordinator (703-993-8334).  So long as such use is not contrary to Virginia law, and such use appears to be consistent with the ideals of higher education, the University may approve the use of its facilities.  The Office of University Counsel must approve any long-term facilities use contracts.

From the risk management standpoint, there are several provisions to which the user must agree: 

(1) That they will indemnify Mason for any claim arising out of their event, 

(2) That they will repair or replace to Mason’s satisfaction any University property lost or damaged, 

(3) That Mason will be held harmless for any loss or damage to the user’s property, 

(4) That they will clearly inform the public in their advertising that they are not sponsored by Mason, and 

(5) That they will show proof that they have adequate insurance to comply with these promises.  University organizations must be careful not to sponsor proprietary business promotions that are simply using Mason as an inexpensive venue.  

(6) If it is determined that special event insurance is needed, please contact the RMO for instructions on how to purchase special event insurance.  Please notify RMO a month prior to the event if there is interest in special event insurance.  See also Section III.
I. Mason-Affiliated Institutes, Foundations and Centers.  

Mason’s insurance covers organizations’ which are part of the University and conduct their business through University administration.  However, if these organizations have non-University employees, enterprises, and property, they should purchase insurance to cover them.  Further, this insurance should include a Directors and Officers endorsement.

Non-University organizations that exist solely to support Mason may be eligible to purchase Virginia’s Local Government Risk Management (insurance) Plan (VaRISK 2).  This plan replicates the University’s insurance programs but is entirely separate.  The advantage of both organizations being covered by the same insurance carrier is that any property or third-party tort claim would be seamless.
J. Use of Off-Campus Sites.  

Mason organizations may find it necessary to rent off-campus facilities for their events.  It is strongly recommended that a written contract or memorandum of understanding be prepared that states the responsibilities of both parties.  In general, the landlord should be responsible for the safe condition of the facility.  Mason, or the organization, should be responsible for only the event and the negligent acts or omissions of its employees and agents.  Items like security, parking, and maintenance should be addressed in the contract.  If the landlord insists that Mason indemnify, hold harmless, or make the property owner an additional insured, the matter must be referred to the Risk Management Office.  In addition, if requested, the RMO will send the other party a Certificate of Insurance that will demonstrate Mason’s insurance coverage.  
K. Handicapped Issues.  

The University fully supports the Americans with Disabilities Act (ADA) and attempts to ensure that all its facilities and events are accessible by everyone.  Anyone in the university community who notices something that appears to be in non-compliance or a potential hazard to someone with a handicap should make the matter known to the ADA/EEO Program Manager (703-993-8730).
L. Faithful Performance of Duty/Crime Bond. 

The University is covered under both the Faithful Performance of Duty and Crime Bond.  Faithful Performance of Duty Bond covers loss resulting from malfeasance, willful neglect of duty, bad faith or negligence.  For example, Mason employees are responsible for performing their duty and may be responsible for the loss of money due to burglary or hold-up.  Assuming the employee is blameless, the Faithful Performance of Duty Bond would cover the claim.  The Crime Bond covers the risk of employee dishonesty, specifically the risk that an employee will steal money.  In this instance, the University would be able to recover funds due to employee’s dishonest or criminal acts. 
This insurance carries no deductible.  In the event theft or fraud is suspected, the University Police and the RMO must be notified.  Sustaining the charge is not material to the filing of the insurance claim.  
M. Pets and Other Animals.  

Academic departments are responsible for the care and safekeeping of laboratory animals and will be maintained in accordance with Federal and State standards.

All dogs, cats, and other pets brought onto campus are the responsibility of their owner.  The owner must keep the animals on a leash not longer than six feet in length, must clean up after their pets, and must repair any damage done.  More information on this issue is contained in University Policy Number 1402, “Animal Control.” 

Dangerous or exotic animals may be brought onto campus only with the approval of the EHS.
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This section is designed to define risk management and insurance terms and to cross-index the topics.  The page of the principal discussion is indicated by “bold” type.

Accidental Loss.  11  This is the result of an identifiable, unplanned incident that interferes with an organization’s activities or its resources.  These hazards are natural disasters, personal injuries, environmental mishap, thefts, and civil disorders.  Poor management is not an insurable peril.  Also, neglect, worn-out-in-service, or being misplaced are not insurable property losses. 

Acts of God.  3  This includes events such as floods, earthquakes, lightning strikes, that are not subject to human control. 
Additional Insured Status.  6  Being named as an additional insured for “tort liability” claims has both benefits and negatives.  As an additional insured, Mason becomes a co-insured party in the insurance policy and thus it facilitates the settling of a third-party liability claim and can go directly to the insurance company and demand coverage.  Mason can also query the insurance company regarding the policy and the aggregate funding remaining in force.  On the other hand, being the additional insured may constrain a liability claim against the other party.  Two parties to the same policy cannot sue each other.  For example, if a husband backs into his wife’s car, she cannot collect damages under the liability section of their vehicle insurance policy. 


Agents (of the University).  3  Faculty, staff, students on internships, and volunteers acting within their scope of appointments are agents of the University and are covered by Mason’s liability insurance for inadvertent acts and omissions. 
Alcoholic Beverages.  19
Animals and Pets.  21
Assumption of Risk.  6   This is a contractual agreement (waiver) in which the participating parties to an event are notified of the risks involved and voluntarily assume these risks as a condition of participation.  See Attachment “C” and “D” for waiver format.  

Automated External Defibrillators (AED) 17
Bonfires.  16
Business Interruption Loss.  9  This is collateral insurance that covers the loss of business funds due to an insurable property loss.  For example, if a fire caused the Center for the Arts to be closed, and the events cancelled, the University might claim the loss of profit from the events as a collateral loss related to the fire.  If the event had to be re-scheduled at another location, any additional expenses would also be covered in the basic property claim.  See also “Collateral Damage.”  

Care, Custody, and Control.  9  This is the case when the University borrows or assumes responsibility for items that belong to another party.  There must be deliberate action on the part of Mason to assume control over the property and not just the mere location of the items on campus.  See “Property” and Attachment  “B”.

Casualty Insurance.  7  This is the generic term for various insurances that protect an organization from accidental losses and tort claims.  Mason,   Vendor’s and Contractor’s.  
Centers.  20  (also see Institutes).

Certificate of Insurance.  8  The Certificate is issued to show proof that a party to the contract has the financial ability to fulfill any liability promises made in the contract.  The Certificate indicates the insurer, the insured, the coverage, and the period covered by the policy.  

Code of Virginia.  4  These are the formal enactments by Virginia that specify how the Commonwealth will function.  Section 2.1-526 sets forth the State’s insurance programs.
Contract.  5  A contract is an agreement by two or more parties to participate in a mutually beneficial enterprise.  There is usually an exchange of funds, property, or services  (an offer, consideration, and acceptance).  A contract also specifies the conditions under which its terms will be completed, the responsibilities of each party, and how disputes will be resolved.  A contract may be either verbal or written, formal or an informal Memo of Understanding. 

Contractors, Vendors, and External Organizations.  5-8  Property and business losses ….. Insurance requirements ….. Submission of bills ….. Labor costs.

Deductible.  6, 9  A “deductible” is a set amount of money that the insured has agreed to self-insure for each claim.  In the case of Mason, the amount is $1,000, which is paid by the department filing the claim.  (See also “Property Claim”).
DRM (Division of Risk Management).  1   This is the agency designated by the Commonwealth to manage its casualty, liability, property insurance, and lost control programs.  DRM’s address is P.O. Box 1879, Richmond, VA 23218. 
Employer’s Liability Insurance.  3  This insurance protects employers from claims by employees for injuries and illnesses arising out of employment, which are not covered by Workers’ Compensation insurance.  Contractors doing construction and maintenance work on University property are required to have this insurance so that their injured employees will not sue Mason.  
Faithful Performance of Duty Bonds.  21  University employees and agents are bonded against the theft and fraud of Commonwealth funds during the performance of their duties.  Commonwealth funds include all monies and financial instruments relating to the University and its organizations and clubs. 
Gifts to Mason.  10

Good Faith Negotiations.  3 All parties to an enterprise must enter into discussions and contractual agreements with an expectation that mutual agreement can be reached.  In addition, there can be no undue coercion or hidden agendas.  

Mason Property, Borrowed.  10
HAZCOM.  15
Hold Harmless.  6  One party agrees to release the other party from any claim for harm or damages that may have been caused by the other party.  To hold harmless is often used in conjunction with indemnification.

Indemnification.  5  This is an assurance to defend the other party in the event there is a claim arising from the enterprise.  

Institutes.  20  (includes Foundations and Centers). These organizations are affiliated with Mason but are incorporated and have their own officers and directors.  Responsibility for their personnel and property administration may be contractually assumed by the University, subject to reimbursement.  Institutes, foundations, and centers are responsible for their own insurance. 

Internships.  4  (also see “Agents”).  

Liability.  3-4  (also see “Tort Claims”). 

Material Safety Data Sheets (MSDS). 15 Data sheets that contain information on toxicity, first aid, personal protection controls, storage and handling precautions, spill and leak cleanup, disposal practices, transportation, physical data and reactivity data.
Moving Companies.  10

Motor Pool.  12  (also see “Vehicles”).

Negligence.  3-4 (See also “Tort Claims”). 

Off-Campus Activities.  21  Rental Property …. Liability.
Overseas Travel.  18  See also Attachment “F” and “H”.
Personal Business Activities.  4 (See also “Professional Liability Insurance”).

Personal Property.  9  Mason personnel …. Students …. Non-Mason personnel.

Personal Vehicles.  13  (See also “Vehicles”). 
Pets.  21  

Privacy.  18  Research projects …. Photography …. News articles …. Release of person-identifiable information …. Release formats.

Professional Liability Insurance.  3  This is carried by professionals (faculty) to cover claims of professional error or omissions arising from their work.  All Mason personnel are covered while performing their assigned duties.  Persons doing non-University consulting and the like should consider this insurance. 

Property.  8-9  Mason coverage …. Filing/Processing a claim …. Care, Custody, and Control of other’s property …. Mason labor costs.  See also Attachment “B”.
Pyrotechnics.  16
Release (from liability) Form.  6  (See also “Waivers”)

Risk Management (Insurance) Plan.  1   This is the State’s self-insurance program that protects State property from accidental loss and protects State employees and agents from negligent acts and omissions while in the performance of their assigned duties.  The PLAN is authorized in the Code of Virginia and is approved by the Governor.  State agencies are given an annual assessment to pay for the coverage. 

Scope of Employment.  3  This describes the employee’s (or agent’s) prescribed duties and responsibilities.  An employer (Mason) is generally responsible for the negligent acts or omissions arising from this arrangement.  In the Commonwealth, responsibility does not extend to illegal deeds or the willful disregard of safety.  

Social Events.  20-21  Scheduling …. Insurance coverage …. Alcoholic beverages …. Non-Mason attendees …. Off-campus events.  See also Attachment “C”.  

Special Event Insurance.  7-8   This insurance policy is written to cover a specific event or peril.  It is purchased through a commercial carrier and is frequently costly due to its one-time administration. 

Student Activities.  18-19  Social events …. Alcoholic beverages …. Faculty advisors …. Accountability of funds …. Medical expenses.  

Subrogation.    This is legal action taken by a property owner, or the owner’s insurance carrier, against the person who lost or damaged the property or caused the injury.  The purpose of subrogation is to recover any costs suffered by the owner.  

Tents.  16
Tort Claims.  4  This is a civil wrong that gives rise to a legal claim for compensation in the following situations: (1) failure to provide physical safety, (2) limiting freedom of movement, (3) failure to protect property, (4) defamation by libel or slander, (5) infringement on economic freedom, and (6) safety from criminal conduct.  Attachment “C”.   

Vehicles.  11-14
Volunteers.  18  (See also “Agents”).
Waivers.  6   This is a contractual agreement by an individual to hold harmless the other party from personal injury or loss of property.  It may be executed as a provision to participate in the event.  A waiver is not a bar to a tort claim for physical injury caused by the negligence of a University employee or agent.  This can also be referred to as Assumption or Acknowledgement of Risk (See also Attachment “C”) .  
Workers’ Compensation Insurance.  14  This is no-fault insurance to cover employees who suffer a work-related injury or illness.  The compensation includes medical treatment, rehabilitation, and a percentage of lost pay.  

Workplace Violence.  19  This is a situation in which persons in the university community are inadvertently involved in a confrontation by a fellow employee/student, a disgruntled citizen, a family relation, or a criminal.  The University has a legal obligation to try to protect persons while on campus. 

Model Contract for the Loan of Items to

George Mason University
                                         (Mason Designee and Department), George Mason University (Mason) accepts the loan and care, custody and control of the below listed item(s) from                            (Lender) for the period                          to                              .  Mason accepts this loan with the understanding that the Lender has the full authority to make the loan and is in compliance with all copyrights, liens, regulatory standards, and the like. Mason will display (use) the item(s) and provide the same level of security and discretion to it as the University does for its own property.  Public credit will be given to the lender (yes) (no).  The pick-up and return of the items to the lender (will be) (will not be) the responsibility of Mason. Mason will not clean, restore, or otherwise alter the item(s) without the consent of the Lender.  Attached are other applicable conditions and agreements.

The Lender agrees that in the event of loss or damage, recovery shall be limited to such amounts as may be paid by Mason’s insurance carrier, the State’s Division of Risk Management (DRM).  The amount of coverage will be limited to the items appraised value, its actual cash value, or the restoration cost, as negotiated by DRM.  The following are excluded from coverage under the State’s Risk Management Plan: hostile or warlike action in time of peace or war, insurrection or civil commotion, confiscation by public authority, and normal wear and tear.  If the Lender maintains insurance on the art object(s), this insurance will then become primary and Mason will be given a Certificate of Insurance from the insurer.  The lender will hold harmless for loss or damage any Mason faculty, staff, student, or agent.

This agreement shall be construed, governed, and interpreted pursuant to the laws of the Commonwealth of Virginia.  All disputes arising from this Agreement shall be brought before a proper state or federal court in the Commonwealth of Virginia.  Nothing herein shall be deemed a waiver of the sovereign of the Commonwealth of Virginia.  This agreement constitutes the entire understanding of the parties and supersedes all prior oral or written agreements.  This agreement can be modified or amended only by a written document signed by all parties.  

Item(s)






Est. Value
Attachments: (no) (yes)                                                       

Signed                            _______________  Date ________________________________    

            Mason Representative





Signed ______________________________Date _______________________________ 

Lender

Copy to: Lender:     , Mason Designee:     , Mason Risk Manager:    , Other:      
Attachment B

George Mason University: Participant Assumption of Risk and Release from Liability

1.  As a condition to voluntarily participate in the event identified below or use George Mason University (Mason) property, I agree for myself, my heirs, and assigns to release, hold harmless the Commonwealth of Virginia, Mason, their employees and agents from any personal injury or property loss caused by acts or omissions beyond the control of the University.  I understand that Mason is neither a guarantor of my safety nor an insurer against loss, and that the University’s role is primarily to facilitate organization of the event.  Photographs and other media coverage of my participation may be used by Mason without compensation or other permission.  I also concur that any legal claims will be settled in accordance with the Code of Virginia. 

2.  I acknowledge and assume the risks involved in this event and will notify the Event Director (identified below) immediately of any safety or personal concerns.  I understand that the purpose of the event is to enhance my general education, personal growth, or recreation.  I certify that I am in good health and have no physical condition that would prevent my participation in this event.  If I am incapacitated, and my contact persons (identified on attached document) cannot be readily located, I authorize the designated Mason Event Director to act in my behalf and I will be responsible for any medical or other expenses incurred on my behalf.  I also agree to comply with the below Participant Conditions and not buy, sell or use any illegal drugs and to obey local laws.  It is understood that my participation may be terminated if my behavior is deemed unsatisfactory.
3.  Event, Dates, And Location:  (Describe the general activities involved)
4.  Risks and Hazards Associated with the Event.  There are normal hazards associated in any form of travel and tourist activities, including but not limited to delays, accidents, accommodation mishaps, criminal activity, injuries, and illness.  Further, cultural, linguistic, sanitary, political instability and legal differences vary when traveling outside the U.S.  (List other even-specific risks and hazards)
5.  Administrative Instructions and Participant Conditions.   (Add or delete items as appropriate)

a.  The Mason designated Event Director and responsibilities
b.  Transportation and Accommodations

c.  Medical Insurance and Emergency Contact Information:  See Attached.
d.  Loan, Return, and Restoration of Mason Property: 
e.  (Other Participant Conditions):  
By signing this document, I certify that I have read it and voluntarily assume the risks involved and agree with the above participant conditions.

_____________________________________________________________________________________

Signature of Participant




Printed Name


Date:

_____________________________________________________________________________________Signature (Parent or Guardian when appropriate)

Printed Name


Date:

GEORGE MASON UNIVERSITY MEDICAL INFORMATION FORM

PARTICIPANT INFORMATION

	Participant’s Name:
	Mason ID#:

	Permanent Address:


	DOB:
	Sex:

	
	Home Phone:


MEDICAL EMERGENCY CONTACT INFORMATION

	Person to Contact First
	Backup Contact (Relative or Friend)

	Name:
	Name:

	Relation to Participant
	Relation to Participant:

	Daytime Phone:
	Daytime Phone:

	Evening Phone:
	Evening Phone:

	What are you allergic to:

	List current prescriptions/medications:


INSURANCE POLICY INFORMATION

Is the above named participant is covered by health insurance?  ( YES       ( NO


If yes, provide the following information, which is required by George Mason University to expedite treatment and to facilitate the billing process.
	Policy Holder’s (PH) Name:
	PH DOB:

	Address:
	Relation to Participant:

	Occupation:
	PH Employer:

	PH Employer Address:

	Insurance Company:
	Insurance Company Address:

	Policy #
	Plan #:


By signing this document, I understand and authorize Mason to furnish the above contact, medical, and policy information to the Emergency Medical provider in the event of an emergency.  

_____________________________________________________________________________________

Signature of Participant




Printed Name


Date:

_____________________________________________________________________________________Signature (Parent or Guardian when appropriate)

Printed Name


Date:

Attachment C
Short Consent and Participant Waiver

(Short form for one-time, ad hoc events.  Several persons may sign.)


George Mason University will take reasonable precautions to ensure that the (specified) activity(ies) and the campus are safe and in compliance with State and federal standards.  However, the University is not a guarantor of an individual ‘s safety or the protection of personal property.  Some of the campus events that students, visitors, and volunteers participate in may be physically and emotionally challenging.  It is up to participants to determine their own capabilities and avoid activities beyond their competence to handle.


As a condition to participate in the subject activity, the participant(s) agrees to hold harmless George Mason University, the Commonwealth of Virginia, and their officers, employees, and agents from any claim, damage, liability, injury, expense or loss, including defense costs and attorney’s fees, arising from activities under this agreement.  This notwithstanding, George Mason University stands responsible for the negligent acts and omissions of its employees and agents.  

Attachment D
Risk Management Abroad


The purpose of this policy is to assist Mason faculty, staff, and students who are traveling overseas while participating in University-sanctioned activities.  It is recommended that all Mason departments taking students on travel abroad coordinate with the Director of Global Education.  In general, the below insurance coverage’s and risk management concerns are the same as those available on campus.

Assumption of Risk:  Persons traveling abroad may be placed at greater risk of personal injury and property loss than they would normally experience in the U.S.  These hazards include disease, political violence, lawlessness, and discomfort.  Faculty, staff, and students must be made aware of the specific dangers endemic in their area of travel and should sign a written acknowledgement that they understand these potential hazards.  The Bureau of Consular Offices, U.S. Department of State (1-888-407-4747 or http://www.travel.state.gov/travel/warnings.html) publishes periodic travel advisories concerning unsafe locations.

Liability Insurance:  The Commonwealth's Risk Management Plan has worldwide application and covers faculty and staff for acts of job-related negligence (including professional malpractice).  Student employees and students enrolled in internships that require their presence overseas are also covered.  In the event there is a probability of a liability claim, the University's Risk Management Office (6D6) (703-993-2599) should be notified as soon as feasible.

Property Insurance:  All Mason property is insured at replacement value for accidental loss or damage, less a $1,000 deductible that is paid by the department.  A claim must include documentation that: (1) Proves its original possession by Mason, (2) Proves accidental loss or damage, and (3) Shows the purchase of the replacement item or the restoration of the item to its previous state.  If the item is up-graded, the difference in cost is born by the department.  Third party property that is on loan to Mason is also covered by our insurance.

Personal Property of Mason Personnel:  The University's insurance does not cover faculty, staff, or student property unless its use is a Mason condition of employment.  If this is the case, documentation to support the requirement must be on file in the Risk Management Office.

Health and Medical Insurance:  The medical insurance carried by most of the fulltime faculty and staff is usually applicable overseas; however, the traveler should confirm this with the Benefits Manager in the Human Resources Office (703-993-2607).  Students participating in the Chickering Insurance Plan are covered for overseas travel at no additional cost.  In order to ensure prompt Western-quality treatment, travelers are advised that Worldwide Assistance Services, Inc. (1-800-236-0079) and MEDEX (1-800-732-5309) provide worldwide medical evacuation service to an appropriate facility.  In addition, these programs offer an international ID card and many other emergency services.  The cost is about $4.00 per day.  All persons traveling to underdeveloped countries should also obtain the appropriate immunization shots.

Workers' Compensation:  Workers' Compensation (703-993-2595) is insurance that covers University employees who suffer a work-related illness or injury.  It provides for the full payment of medical expenses, emergency evacuation, rehabilitation treatment, and any loss of salary.  At overseas locations, it is customary for the employee to pay the bill and be reimbursed by the Commonwealth upon return to the U.S.

Attachment F
Vehicle Insurance:  Although Mason's vehicle collision, comprehensive, and liability insurance is applicable overseas, it is recommended that travelers purchase this insurance at the overseas destination.  The purchase of rental automobile insurance overseas is a State-approved, reimbursable expense.

Consular Affairs Office:  Each U.S. embassy has an American Citizens Unit within the Consular Affairs Office that is oriented towards assisting U.S. citizens living and traveling in that country.  Responding to injury/missing/arrest situations and re-issuing passports are their primary concerns.  This office is also responsible for the general welfare of Americans in that country and may be able to expedite medical assistance or evacuation.  The Warden Network is an informal network of U.S. expatriates who exchange general information regarding health, safety, and evacuation matters of mutual interest.  Persons staying in the country for a lengthy period of time, or without support affiliation, should become engaged with the Warden Network.

U.S. Citizen In trouble Policy:  Within the diplomatic constraints imposed, the Department of State policy is to seriously assist any U.S. citizen in trouble.  Often, this is simply making the host country aware of U.S. interest and in maintaining lists of reputable attorneys, doctors, and like specialists.  The Vienna Convention requires that the host government notify the appropriate embassy within 48 hours after a citizen is arrested.  The DoS hot-line phone number for the status of missing Americans is 202-647-5226.  In the event a U.S. citizen has no money, the embassy will assist with a funds transfer.  If this is not feasible, the embassy will make a loan for the cost of a return ticket to the U.S.  In the case of a loan, the passport will be stamped, “For return to U.S. only.”  The embassy will also loan (guarantee) taxi fare to the embassy.

Personal Security:  Americans tend to be too naïve, too trusting, too visible, and completely unaware of their environment when overseas.  They wear bright sports clothing, more appropriate for a casual visit to a local U.S. mall.  This makes the traveler a “target” for crime.  Americans also venture into strange surroundings and ask directions of total strangers.  Being unacquainted with the language and customs, places the traveler at a disadvantage for sensing the mood of a crowd or vendor.

Americans should travel with at least one other person, preferably someone familiar with the locality.  It is also very important to periodically survey the area to ascertain if anyone has them under surveillance (for robbery, abduction, or other crime).  In vehicles and hotel rooms, lock the doors and don’t let strangers in regardless of their story.  Also, be aware that a crowd is the prime setting for pickpockets.  Using a taxis and renting a cell phone in-country are also recommended.  Travelers should also carry a photocopy of their passport (separate from their passport).

Emergencies:  In case of emergency Mason personnel should call the University’s Police Dispatcher (703-993-2810).  In turn, the Dispatcher will notify the appropriate University office.

Attachment F
Appointment MOU for Voluntary Work

MEMORANDUM

To:

(Volunteer’s Name)

From:

(Department Supervisor)

Subject:
Voluntary Work for George Mason University

Date:

(date)

Thank you for volunteering to work in George Mason University’s (department or office). The purpose of this memorandum is to explain certain procedures and the scope of your work.


You have agreed to work (hours, days, time when convenient, etc.) as agreed upon.  The job title will be (job title) and the general nature of the work will be (short generic summary).  Your specific duties will be as follows:


(Duty #1)


(Duty #2)


(Duty #3)

Your supervisor(s) will be (name/position).  All of your volunteer activities will be in (his/her) name(s).  Please keep (him/her/them) informed of your activities and any anticipated need to expend or commit University resources.  (In the event the volunteer is authorized to make financial commitments, please specify what parameters are to be followed.)


While carrying out University duties in your volunteer capacity, you will be an agent of the Commonwealth; and as such, liability claims for simple negligence will be covered under the State’s Risk Management Plan.  This coverage does not include the willful disregard of safety or illegal acts.  Further, if you are injured within the scope of your volunteer duties, the University carries insurance that will pay up to $10,000 for medical bills.  Your personal property and your vehicle are not covered under the State Plan.  If you have any questions, please call the Occupational Health Manager at 703-993-2600 or the Risk Management Office at 703-993-2599.

Attachments: (as appropriate)

Attachment G
Overseas Emergency Notification Procedures

Faculty Director’s Name __________________________________________________________

School/Department _______________________________________________________________  

Dean/Chair ______________________________________________________________________

1.  All Mason faculty and staff traveling abroad on university business are required to notify the Mason Police Department (703-993-2810) in the event of an emergency. This phone line is guarded 24-hours per day. In turn, the University Police will notify the appropriate university and non-university personnel who will assist in resolving the situation.

2.  The following are situations that must be reported: (a) Crimes and arrests involving students or Mason personnel, (b) Sexual Assaults, (c) Serious injury, psychiatric situations, death, and/or hospitalization, (d) Breakout of infectious disease in area, (e) Political turmoil, (f) Natural disasters effecting the trip, and (g) Missing student.

3.  In the event the news media makes inquiries about the situation, they will be advised that only the Mason Media Relations Office (703-993-8785) will release statements. This will not preclude cooperation with local area police and U.S. embassy officials.

4.   The initial notification to the Mason Police will include the following information: (a) Name(s) of the persons involved and their ID number(s) if known, (b) A brief statement of the situation, and (c) The caller’s name, location, and contact phone number

5.  The following will be kept on file by the University Police and Global Education Office in case of emergency:

A.   Traveler or Travel Group:  _____________________________________________________

B.   Location/phone:  _______________________ from ______________ to ______________

      Location/phone:  _______________________
from ______________ to _____________

      Location/phone:  _______________________
from ______________ to _____________

      Location/phone:  ________________________ from ______________ to _____________

      Location/phone:  ________________________ from ______________ to _____________

C.   Notify the following Mason department:

       Director of Center for Global Education 703- 993-2156.

D. Form disposal date:  _______________________

Attachment H
George Mason University

Office of Risk Management

Incident Report Form

Complete this form to report any non-auto related incident resulting in potential bodily injury or property damage/loss/theft of University property.  Send the completed form within 24 hours of the incident to the Risk Management Office.  Should you have any questions, contact the Risk Management Office at 703-993-2599.

	Fax
	Mailing Address
	Physical Address        

	703-993-2339
	Office of Risk Management

4400 University Drive, MSN 6D6
Fairfax, Va 22030
	10519 Braddock Road

Suite 1900

Fairfax, VA  22030


	Time and date of incident:

	Specific location of incident (street, building, room, etc)

	Description of incident:  Explain in detail the manner in which the incident or loss occurred.  Please state the conditions present at the time of loss (e.g., weather, construction, cleaning).  Use additional pages if more space is needed.

	

	Were Mason Police notified?                   Yes                No

	If Yes, provide the date the police were notified:                                                Case  Number:


	For potential bodily injury cases, give the name, address, and phone numbers of the injured party:



	Briefly describe the nature of the injury:



	Was medical treatment administered for the injury?                               Yes               No


	Is the injured party an employee of  Mason?                                           Yes               No

	If  Yes, has the Occupational Health Officer (703 993-2595) been notified?                 Yes              No

	If  No, why was the injured party at Mason?

	Were there any witness to the injury?                      Yes              No

	If Yes, provide their names, addresses and phone numbers.  Use additional pages if more space is needed.


	If the loss is structural in nature or involves equipment, include a list of the items damaged/lost/stolen and an estimate of the repair/replacement cost using the Property Claim Spreadsheet.  

	Provide your preliminary plans for recovery and relocation (if applicable).


	Person Reporting Incident:
	

	Title:
	

	Department:
	

	Mail Stop:
	

	Phone No:
	

	Email Address:
	

	Signature:
	

	Date:
	


*Note: When repairing or replacing item approved for payment by insurance, remember to follow State and University procurement guidelines.  University departments pay a $1,000 deductible for property losses.
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