F
Resources Management

34
Insurance Management

The function of assessing the institution’s liabilities and insurance needs and maintaining adequate insurance cover.

34.1
Insurance Management Strategy Development 

The activities involved in developing and establishing the institution’s strategy for maintaining adequate insurance cover. 
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development and establishment of the institution's insurance strategy.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



34.2 Insurance Management Planning 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the formulation of plans for the implementation of the institution's insurance strategy.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


34.3
Insurance Management Performance Management 

The activities involved in monitoring the institution’s performance against the plans for implementing its insurance strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's insurance strategy.
	
	Current year + 1 year
	
	NA
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's insurance strategy.
	
	Current year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the insurance management function, and responses to the results.
	
	Current year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



34.4 Insurance Management Policy Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development and establishment of the institution's insurance management policies.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



34.5 Insurance Management Procedures Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development of the institution's insurance management procedures.
	
	Superseded + 3 years
	
	NA
	
	
	


34.6
Insurance Policy Management 

The activities involved in taking out and maintaining insurance policies to meet legal requirements and to ensure adequate insurance cover for the institution’s assets and identified operational risks.

Activities include: reviewing, renewing, amending or terminating insurance policies.

For engaging insurance brokers, use the appropriate section of 35
Procurement.
For paying insurance brokers’ fees, use 28.7 Finance Management – Financial Accounting.
For paying insurance premiums, use 28.7 Finance Management – Financial Accounting.
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the arrangement and renewal of insurance policies to meet defined requirements and legal obligations: employers' liability insurance.
	
	Commencement of policy + 40 years OR Renewal of policy + 40 years *
	
	1969 c.57

S.I. 1998 / 2573 *
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the arrangement and renewal of insurance policies to meet defined requirements and legal obligations: all other insurance.
	
	Expiry of policy + 6 years
	
	Limitation Act 1980 c.58
	
	
	

	
	
	
	
	
	
	
	

	Records documenting claims made under insurance policies.
	
	Settlement of claim + 6 years OR Withdrawal of claim + 6 years
	
	Limitation Act 1980 c.58
	
	
	


