STANDARD OPERATING PROCEDURE   |   Insurance & Indemnity
Standard Operating Procedure
Insurance and Indemnity
	SOP Reference
	REG-03

	Category
	Regulatory

	Risk Level
	HIGH

	Applies to
	Provider / manager

	Version
	1.0 (DRAFT for manager review)

	Date created
	June 2026

	Review date
	June 2027 (review at least annually)

	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
To ensure the home holds all the insurance cover it legally and prudently needs, that it stays in force, and that claims and incidents are handled correctly — protecting residents, staff and the business.
2. When this procedure applies (the trigger)
1. Annual policy renewal.
1. A new risk, service change, or asset that may need cover.
1. An incident or claim that may involve insurers.
3. What to do — step by step
1. Maintain the required cover, for example: employer's liability (a legal requirement), public liability, and other relevant cover (buildings, contents, business interruption, professional/medical malpractice as applicable).
1. Display the employer's liability certificate as required and keep policies accessible.
1. Diarise renewal dates so no policy lapses; review cover levels against current risks each year.
1. Notify insurers promptly of incidents, accidents or potential claims per the policy terms (links to SG-03).
1. Keep records of policies, certificates, renewals and any claims.
1. Review whether cover remains adequate after significant changes (e.g. more residents, new services, building work).
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Hold employer's liability and all needed cover
1. Display certificates and keep policies accessible
1. Diarise renewals so nothing lapses
1. Notify insurers of incidents/claims promptly
1. Review cover levels against current risks
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT let any required policy lapse
1. Do NOT under-insure as risks grow
1. Do NOT delay notifying a potential claim
1. Do NOT lose certificates and policy documents
1. Do NOT assume last year's cover still fits



5. Who to contact
	Director
	Name: Sam Balasundaram (Nominated Individual)   Tel: 07814 717798

	Insurance broker
	Name: ______________   Tel: ______________

	Insurer claims line
	______________



6. Recording
Where to record this: use the Insurance & Claims Log (in Forms & Logs) to record every policy, its renewal date and any claims.
Keep all policies, certificates, the renewal schedule and a claims log. This protects the business and demonstrates good governance.
7. Related procedures
1. Accident/incident SOP (SG-03)
1. CQC registration SOP (REG-01)
8. Manager review checklist
Confirm: a schedule of all policies with renewal dates exists; employer's liability is in force and displayed; broker/claims contacts filled in. Complete header boxes and mark 'Done'.
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