SQUARE DANCE MINNESOTA, INC.

e Dacat OP 25-01
% February 9, 2025
— Membership — Insurance
1. GENERAL

1.1.This operating procedure (OP) establishes guidelines for obtaining liability insurance for
Square Dance Minnesota, Inc. (SDM), its associate organizations (under its Federal group
exemption), and members.
2. REFERENCES
2.1. SDM Bylaws, February 20, 2020.

2.2. SDM OP 17-01, “Standards of Conduct,” January 29, 2017.
3. SUPERSESSION

3.1. SDM OP 20-2, “Membership — Insurance”, July 17, 2020.
4. RESPONSIBILITIES AND PROCEDURES
4.1. General

Section 4, Article V, Reference 2.1. states that the membership director is responsible
for collecting and submitting required documentation for associate organizations and
members to the selected insurance company for liability insurance coverage for SDM
and associate organizations and activities. Section 2, Article I, Reference 2.1.
establishes the requirements for membership in SDM. Reference 2.2. provides the
general information and conflict of interest guidance.

The membership director is also responsible for maintaining a current SDM
membership roster and is the primary point of contact for any membership inquiries.

SDM Forms are available on our website http://www.squaredancemn.com under SDM
Forms.

United Square Dancers of America (USDA) Forms are available on our website under
USDA Forms or at http://www.usda.org/insurance%20forms%20and%20info.htm.

4.2. Insurance

SDM has designated the Square Dancers Insurance Program, endorsed by USDA and
administered by Markel Insurance Company, to provide liability insurance.
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Insurance is for organization liability and medical benefits associated with an accident
at any regularly scheduled and sponsored activity. USDA insurance has never covered
any type of virus.

4.3. Individual Responsibilities

Individuals (dancers) are required to obtain a combination of bodily/property damage
liability and accident medical insurance through their organization by paying a
premium for the insurance year January 1 through December 31.

Individuals (dancers) are required to pay SDM dues and USDA insurance premiums.
See exceptions below:

USDA board members do not have to pay the insurance premium (paid by
USDA); however, they must pay the SDM membership dues.

Nonagenarian dancers, centennial dancers, or new dancers (for the calendar year
of graduation) do not have to pay SDM membership dues; however, they must
pay the insurance premium.

Youth (age 17 and under) do not have to pay SDM membership dues or the
insurance premium (SDM will pay the insurance premium).

The per person premium for USDA affiliate members is determined by USDA
annually. Members who join more than one USDA affiliate should only pay for
insurance one time. If SDM determines that insurance has been paid through another
organization, SDM will refund the insurance premium to the associate organization for
the member.

Insurance coverage ceases when a member leaves the organization with which s/he is
insured and fails to join another organization within 30 days.

Visitors that are not a member of any organization or a member of an organization that
does not participate in the USDA insurance program are not insured.

Beginners in a SDM or organization-sponsored class (mainstream, basic or SSD) will
automatically be insured for up to nine (9) months while attending classes. The total
combined number of weeks of instruction should not exceed nine months. Insurance
coverage ceases after graduation from class.

To continue insurance, the graduating class member needs to join an insured
organization and pays the insurance premium. (USDA does not allow prorated
premiums.) Organization (club) officers need to ask upcoming graduates to complete
the SDM Membership form and pay the USDA Insurance fee before graduation. This
should be done at least 10 days prior to graduation. The club officer then sends the
forms and money to the SDM Membership Director to allow time to process the
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paperwork. Once this paperwork is received by USDA (this is done via USPS), then
they are insured to dance at all square dances. Once these steps are completed, a book
of free dance tickets will be given to a graduate under the “New-Dancer Graduate
Program, OP 25-02. The book of free tickets includes one to an SDM Festival and one
to each of the participating SDM member clubs.

If an individual is injured at an organization-sponsored function, s/he shall prepare a
“Club Accident Report” form explaining the when, where, how, and why an accident
happened. The form shall be immediately submitted to the presiding organization
official.

Upon receipt of a claim form, the injured party shall send all medical claims, with
medical bills attached, to the SDM Membership Director within twenty (20) days from
receipt of the claim form or as soon as practical.

4.4. Organization Responsibilities

Organizations must use the SDM Form 005, “Individual Membership Application,” to
obtain basic member information, authorization to use information in SDM and
organization directories, and to send updates. A copy should be retained by the
organization, and one sent to SDM Membership Director with the annual dues or when
new members join an organization.

Organizations that receive a member’s SDM dues will issue a SDM Form 007,
“Insurance Membership Card.” It establishes where the member’s insurance was
obtained.

The minimum annual premium for organization insurance is $48. This is in addition to
the requirement to have a minimum of eight members. (Organizations must have nine
members that are paying for insurance through the organization or make up the
difference to equal $48.)

Organizations that have eight (8) members (or more) paying insurance through their
organization should prepare a USDA “Club Roster” form which will list all
organization members that have paid their dues. Members that paid their SDM dues at
another organization should be submitted on USDA form “Club Members Insured
Through A Different Club.”

Organizations that do not have eight (8) members paying insurance through their
organization may use members that are insured through another organization (to make
eight). These organizations should prepare a USDA “Club Roster” for those paying
insurance through their organization and a USDA “Club Members Insured Through A
Different Club” form for those paying through another SDM organization.
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Organizations shall prepare a USDA “Federation or Association Club Listing” for any
location that may be used for dances, classes, demos, parades, etc. during the year.
Complete all the information requested, especially organization contact information.

The number of members in your organization is the number of people paying their
insurance through your organization. (This is not necessarily all the members of your
organization.)

USDA no longer requires specific dates for events/dances. Just indicate January—
December, (year). The insurance coverage is good from January 1 or date of issuance
to the end of the calendar year for the location requested.

Most documentation is transmitted to USDA electronically. Only one copy of any
USDA form is necessary (even if the form indicates multiple copies). Organizations
must include the Insurance Certificate Number issued to them by the insurance
provider, after their organization name. This humber can be found on the USDA issued
roster and insurance certificates after the organization name.

Organizations shall prepare SDM Form 004, “Annual Insurance Documentation,” and
forward the completed form, a check payable to Square Dance Minnesota, the USDA
“Federation or Association Club Listing,” the USDA “Club Roster,” the USDA “Club
Members Insured Through A Different Club,” and a copy of the signed SDM Forms
005 “Individual Membership Application” to the SDM Membership Director no later
than October 31.

Members paying after the SDM Form 004 documentation has been submitted can be
added at any time. Organizations shall prepare SDM Form 006, “Additional Insurance
Documentation,” and submit the completed USDA “Additional Enrollment” or “Club
Members Insured Through a Different Club” form. The appropriate USDA form, a
check payable to Square Dance Minnesota, and a copy of the signed SDM Forms 005,
“Individual Membership Application,” should be sent to the SDM Membership
Director.

Organizations that sponsor classes shall submit the USDA “Club Sponsored Class”
form for students attending an approved class, giving a beginning and ending date.
Students will only be covered while attending classes for up to nine months. Insurance
commences when the form is received by USDA. Students are covered only for two (2)
regular square dances which must be held during the class — a mid-session dance and
the graduation dance. Students are not covered at any non-class session dances
including new-dancer dances or other regular square dances.

This class form should be sent to the SDM Membership Director as soon as a student
list is available, but no later than five days after the initial class and should be updated
if new students are added. E-mail, with form as attachment, is the most efficient
method.
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If an organization (club) is offering a second set of lessons within the nine (9) month
period, original students may continue lessons and be covered with the original
insurance.

If a facility owner or organization wants their name added to your liability insurance
after the initial form “Federation or Association Club Listing” has been sent to the
SDM Membership Director; organizations shall prepare a USDA “Request for a
Certificate” form. If you use this form, please include the insurance certificate number
from your original insurance certificate after the “Name of Club.” Send the completed
“Request for a Certificate” to the SDM Membership Director 15 days prior to the event.

Organization’s presiding official shall give any individual involved in an accident the
USDA “Club Accident Report” form and shall ensure that the signed original form is
completed and sent to the SDM Membership Director within 48 hours or as soon as
practical after an incident.

Organizations in an inactive status are not required to obtain liability insurance.
However, the responsible directors/officers must obtain insurance through another
organization.

4.5. SDM Responsibilities
SDM will pay the insurance premium for youth (age 17 and under).

SDM will submit the USDA “Square Dance Insurance” form and send the completed
form, a check for the insurance premium, each organization’s federation or association
club listing, and signed organization roster form(s) to USDA upon notification that the
USDA Insurance Portal is open for updates.

SDM will complete a USDA “Club Members Insured Through A Different Club” and
“Federation or Association Club Listing” forms for SDM Board liability insurance and
submit it with a check for $48 to USDA upon notification that the USDA Insurance
Portal is open for updates.

SDM will send the completed “Club Sponsored Class” form to USDA upon receipt.

SDM will forward the completed “Request for Certificate” forms to USDA within two
days of receipt.

SDM will forward the completed signed original “Club Accident Report” form to the
USDA Insurance Coordinator upon receipt.

Upon receipt of a claim form from the USDA Insurance Coordinator, it will be given to
the injured individual for completion. The Membership Director will check the
completed claim form to verify that all questions have been answered and that medical
bills, if available, are attached. The Membership Director will sign the form and
forward it to the USDA Insurance Coordinator.
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5. OP MANAGEMENT
5.1. This OP may be amended by a majority vote of the Board directors. The maintenance

of this OP is the responsibility of the Membership Director, who will answer questions
and make any required change.
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