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The information in this publication was compiled from sources believed to be reliable for informational purposes only. All sample policies and/or procedures 
herein should serve as a guideline, which you can use to create your own policies and procedures. We trust that you will customize these samples to reflect 
your own operations and believe that these samples may serve as a helpful platform for this endeavor. Any and all information contained herein is not intended 
to constitute legal advice and accordingly, you should consult with your own attorneys when developing programs and policies. We do not guarantee the 
accuracy of this information or any results and further assume no liability in connection with this publication and sample policies and procedures, including 
any information, methods or safety suggestions contained herein. Moreover, Zurich reminds you that this cannot be assumed to contain every acceptable 
safety and compliance procedure or that additional procedures might not be appropriate under the circumstances. The subject matter of this publication is 
not tied to any specific insurance product nor will adopting these policies and procedures ensure coverage under any insurance policy. 
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Help protect your business against potentially costly liability claims.

Obtain Certificates of Insurance. 

These should come from the contractor’s insurance 
company or agent. Do not accept a photocopy.

Confirm adequate insurance limits.

Adequate limits may vary depending on the risk associated with the task involved. 
Consult with your agent to establish appropriate limitation requirements. A good 
rule of thumb is to require limits equal to or greater than what you carry.

Ensure valid insurance coverage. 

Establish a process to make certain all new certificates  
are received at renewal and that coverage stays in place 
throughout the contractors’ policy year.

Create a file for certificates.

Keep the file readily accessible. When your carrier conducts an audit,  
have the certificates available.

Verify expiration date. 

The job must fall within the effective and expiration dates on  
the certificate. If the job should extend beyond, request a  
new certificate.

Request additional insured status. 

Ensure that the contractor lists you – and your real estate manager, if different – as an 
additional insured on a primary basis for both ongoing and completed operations. Require 
a minimum limit of insurance for all policies to meet your needs, and obtain a copy of the 
additional insured endorsement.

Require a hold-harmless clause in your agreements. 

In the clause, include an obligation to defend or indemnify you for defense costs and losses due to  
injury or damage. Some states place limitations or prohibitions on indemnity provisions. Review  
contracts periodically with your lawyer to ensure they comply with the current state of the law.



Contract management is key  
to protecting yourself against 
unexpected liability

As a property owner or developer, you can save yourself a 
great deal of time, expense and anxiety by confirming that 
every contractor—including those hired for work such as 
painting, renovations, janitorial services or snow removal—is 
properly insured and has an up-to-date general liability policy  
in place. Simply asking contractors if they are insured  
isn’t enough. 

Avoid increased risk of contracted work by establishing 
written procedures for all contracted work that address 
the following:

1. Obtain Certificate of Insurances from the contractors’ 
insurance company or agent. Do not accept a photocopy. It 
is a routine business practice for insurance agents to provide 
these certificates, and they should do so willingly.

2. Ensure that the insurance coverage has not lapsed or been 
cancelled. There should be a process in place to ensure that 
all new certificates are received at renewal and that coverage 
stays in place throughout the contractors’ policy year.

3. Verify that the job falls within the effective expiration dates 
on the certificate. If the job should extend beyond the 
expiration date of the certificate, request a new certificate.

4. Make sure insurance limits carried by your hired vendor or 
contractor are adequate. This will probably vary by the risk 
associated with the task involved, so please consult with 
your agent to establish appropriate limitation requirements. 
A good rule of thumb is to require limits equal to or greater 
than what you carry.

5. Keep these certificates on file and readily accessible. When 
your carrier conducts an audit, have the certificates available.

6. Ensure the contractor lists you and your real estate manager, 
if different, as an additional insured on a primary basis for 
both ongoing and completed operations. If the contractor is 
using a vehicle licensed for use on roadways, such as a snow 
plow, make sure that you request additional insured status on 
the automobile policy as well as the general liability policy. 
You should also specify a minimum limit of insurance for all 
policies including umbrella or excess to meet your needs. Then 
include this requirement for additional insured status in your 
contracts, as many parties have blanket additional insured 
endorsements, which are only triggered if required by the 
written contract. And finally, request a copy of the additional 
insured endorsement to ensure that your company is included 
as an additional insured on the contractors’ policies.

Following some simple contract 
management steps could help you to 
safeguard yourself against potentially 
costly liability claims.
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The information in this publication was compiled by Zurich Services Corporation from sources believed to 
be reliable. Further, all sample policies and procedures herein should serve as a guideline which you can use 
to create your own policies and procedures. We trust that you will customize these samples to reflect your 
own operations and believe that these samples may serve as a helpful platform for this endeavor. Any and all 
information contained herein is not intended to constitute legal advice and accordingly, you should consult 
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7. Confirm that the contract/agreement with the contractor 
has a hold-harmless agreement and that your lawyer 
reviews the agreement for compliance with the laws of the 
state for the contract. Additionally, the provision should 
include an obligation to defend or indemnify for defense 
costs as well as for loss due to injury or damage. Note that 
some states place limitations or prohibitions on indemnity 
provisions. You will also want to have your lawyer review 
your contracts periodically to ensure they are up to date 
with the current state of the law.

With the proper contract language with contractors and 
subcontractors combined with implementing controls to ensure 
contract compliance, owners and developers can transfer their 
liability risk to parties who are directly responsible for a safe 
working environment. Following are some additional resources 
for your reference. Please note Zurich neither supports nor 
endorses these companies or associations.

• www.FindLegalForms.com

• www.ExpertLaw.com

• www.aia.org/contractdocs

• www.lawdepot.com/contracts/hold-harmless-agreement

• www.irmi.com

Following these simple guidelines when hiring 
contractors and subcontractors is another way of 
reducing your liability exposures:

• Develop an “Approved Vendor List” documenting all 
contractors, subcontractors and vendors approved to do 
business with your company and make certificates of 
insurance a requirement for being included on the list.

• Selection of a contractor or subcontractor should be based 
on experience and expertise, not price.

• Do not lend tools or equipment to contractors; injuries caused 
by defective equipment may be grounds for litigation.

• Make sure all subcontractors are held to the same standards 
as the general contractor.

• Transfer risk associated with contracts or agreements  
(e.g. sublet repairs).

• Require liability insurance to fund the transfer of liabilities.

The best time for establishing a program for selecting 
contractors, subcontractors and vendors is prior to an emergency. 
Using the above guidelines can help protect your business and 
ensure the risk is retained by contractors, subcontractors and 
vendors, where it belongs.
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The information in this publication was compiled from sources believed to be reliable for informational purposes only. All sample policies and/or procedures herein should serve as a guideline, which you 
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Create a Basic  
Pre-fire Plan in 5 Steps

Develop written plans that are easy to understand, accessible and regularly updated. Include any  
gathered property and tenant data, as well as any maps, diagrams and drawings that reflect the  
building’s construction (size, height and fire-rated walls); the surrounding property’s configuration;  
or tenant dwellings. Include blueprints, floor plans and aerial photographs. File and publish the  
information in binders and on your server or in the cloud so the plan can be accessed electronically.

Accumulate property and tenant data. Note any unoccupied floors, alarm system details, hydrant 
availability, information on fire protection systems and heating and cooling systems, and quantities 
and locations of hazardous materials or machinery. List all tenants, descriptions of their businesses, 
hours of operation and when they are on site, their location, contact information and if they 
have employees with specific rescue needs. 

Periodically invite the local fire department to visit the building. Direct knowledge of a building 
may help save lives and minimize damage. Inspections and walk-throughs are especially important  
in complex buildings and areas predominantly served by volunteer firefighters because officers  
frequently change. Familiarizing current fire officers with your layout may be helpful.
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1
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Conduct regular drills to teach employees efficient and effective exit strategies in the event of  
a fire. Employees should be aware of the appropriate exits and how to safely reach them upon 
evacuation. Employees should meet at a pre-determined location so a head count can be taken.

Owners and occupants are just as vital to a pre-fire plan as fire departments. Appoint building  
fire wardens and charge them with evacuating building occupants in the event of a fire. Also,  
appoint specific individuals likely to be in the building at all hours to notify the fire department  
in an emergency.
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DOCUMENT & PUBLISH INFORMATION

GATHER INFORMATION

HOST BUILDING WALK-THROUGHS

PRACTICE, PRACTICE, PRACTICE

ASSIGN TASKS



WILL YOUR ROOF SURVIVE THE NEXT HAIL STORM? 

Hailstorms are a pervasive problem throughout the United States and can wreak havoc 
on commercial roofing systems. Understand the composition of hail-resistant roofs in 
the event that repair or replacement is needed. 

Roof surface “blisters” can be 
cut out and repaired without 
overhauling entire roof. 

Ask your roofing contractor if the roof is rated as a Class 
3 or 4 structure – a standard threshold for hail-resistant 
roofs that consider the following qualities:

1.  Thickness: Consider the type of roof 
to determine if thicker is better.

2.  Substrates: A firm, dense layer 
beneath any roof membrane is 
needed to thwart hail damage.

As hail size increases, so does its strength or “impact energy” 
as it pelts commercial roofs. The velocity at which hail hits 
a roof greatly influences damage.

HAIL’S FORCE: 

Minimal to 
no damage

Severe
damage

Significant
damage

“One of the major loss costs 
of any hailstorm is a roof. 
Hail damage can be traumatic 
to a business’ operation.”  

Mike Cincinelli, CAT team manager, 
Zurich North America

COMMON SIGNS OF ROOF DAMAGE FROM HAIL

WHY IS HAIL DAMAGE COSTLY?

Missing, bruised, dented, 
cracked or broken shingles

Loosened shingle granules that 
collect in gutters or downspouts

Leaks in roof or ceiling Dents on vents, gutters 
or flashing

PREVENTATIVE MAINTENANCE

HVAC hail guards can 
protect expensive-to-replace 
condensers from damage.

Enlist a professional 
roofing contractor for 
an annual inspection. 

Age matters: The younger 
the roof, the more resistant 
it might be to hail. 

Insurance Institute for Business and Home Safety, http://www.disastersafety.org/hail/protect-homes-from-damage/
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DAMAGED EQUIPMENT

Expensive rooftop equipment like damaged 
HVAC units or solar panels might need to 
be replaced.

ROOF REPLACEMENT

Labor costs associated with roof removal, to 
make way for a new roof, can increase costs.

ROOF REPAIRS

Leaking roofs can often damage building 
interiors, spurring costs for roofing and 
interior repairs.

Necessary repairs might uncover compliance 
issues, like the discovery of asbestos, whereby 
remediation is required and expensive.



Click here to view video

http://link.brightcove.com/services/player/bcpid2767704827001?bckey=AQ~~,AAABFCkfCxE~,3JKeUT-nssBniwdlCBC5P4rNNe76b7ty&bclid=2767757048001&bctid=2766785355001
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