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CHAPTER  1.  DEFINITIONS 
 
 
1.1 INSURANCE SAFETY CONSULTANT 
 
An on-site representative of the OCWIP insurance companies who advises and provides safety related 
recommendations to the Authority and enrolled contractors performing work at Reagan National and Dulles 
Airports.  Advises Job Site personnel of safety training and compliance issues to control losses. 
 
1.2 OCWIP ADMINISTRATOR 
 
Consultant for the Authority retained to administer the OCWIP. 
 
1.3 OCWIP CLAIMS MANAGER 
 
An employee of the Authority responsible for processing all claim reports and coordination of all claim-related 
communication. 
 
1.4 JOB SITE 
 
Generally, the site of contract work on Authority property at Washington Dulles International Airport and Ronald 
Reagan Washington National Airport.  For a more precise definition of the Job Site and insurance coverage, refer 
to the OCWIP insurance policies. 
 
1.5 RISK MANAGER 
 
The Authority employee responsible for the administration of claims, safety and insurance programs. 
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CHAPTER  2.  OVERVIEW OF THE OCWIP  
 
 
2.1 DESCRIPTION 
 
The Authority has implemented an Owner Controlled Wrap-up Insurance Program (OCWIP) to provide certain 
insurance coverage for contractors and subcontractors of all tiers performing construction and maintenance work 
on designated projects at Ronald Reagan Washington National Airport and Washington Dulles International Airport. 
All such contractors and subcontractors of all tiers must enroll in the OCWIP. 
 
 
2.2 SCOPE OF THE OCWIP 
 
2.2.1 The Authority has purchased the following insurance coverage for itself and all contractors enrolled in the 

OCWIP: 
 

(1) Workers Compensation 
(2) Employer's Liability  
(3) Commercial General Liability  
(4) Automobile Liability, not including travel to or from the Job Site 
(5) Umbrella Excess Liability  
(6) Contractor's Pollution Legal Liability (including asbestos abatement)  
(7) Builder's Risk  

 
These coverages are summarized in Chapter 3. 

 
2.2.2 Coverage listed in 2.2.1 applies only to work performed at the Job Site.  Enrolled contractors must 

purchase their own insurance for off-site activities and exposures not covered by the OCWIP and must 
submit certificates of insurance as required by their contracts. 

 
 
2.3 EXCLUDED WORK 
 
Certain work is excluded from the OCWIP.  Subcontractors performing such work are responsible for procuring 
their own insurance and must submit certificates of insurance (see Chapter 4).  The following types of work are 
excluded from the OCWIP: 
 

(1) Work under a contract whose initial value is less than $2,500 and which requires three of fewer 
consecutive days to complete, provided that the work is not in a restricted area.  

 
(2) Work done by vendors, suppliers, material dealers, haulers, or others merely making deliveries or 

pickup services at the Job Site. 
 
(3) Professional services of architects, engineers, surveyors, and consultants. 
 
(4) Work performed off airport property or at another location not specifically included in the definition of 

the Job Site. 
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2.4 RIGHT TO TERMINATE OR MODIFY THE OCWIP 
 
2.4.1 Termination 
 

The Authority reserves the right to terminate the OCWIP.  If the Authority chooses to terminate coverage, 
the Authority must give all enrolled contractors written notice by certified mail 45 calendar days in advance. 
The enrolled contractors must obtain replacement insurance coverage at least at the minimum levels set 
forth in Chapter 3.  The Authority will reimburse reasonable replacement cost.  Written evidence (i.e., 
certificates of insurance) identifying the replacement insurance must be provided to the Authority in the 
same manner as specified in Section 4.3. 

 
2.4.2 Modification 
 

The Authority reserves the right to modify the OCWIP policies.  Any such modifications will be reflected in 
the annual renewal certificates. 
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4.3 INSURANCE CERTIFICATES (For enrolled contractors and those excluded from the OCWIP)  
 
4.3.1 All contractors and subcontractors shall provide a valid and properly executed certificate of insurance citing 

the coverage required in Sections 4.1 (enrolled contractors) and 4.2 (excluded contractors) to the OCWIP 
Administrator before performing any work.  Applicable policies must be written through an insurance 
company possessing a rating not less than A VII or higher established by the A.M. Best Company. 
Certificates must include an advanced written notice of at least 30 days to the Authority in case of 
cancellation, material change in policy terms or coverage non-renewal.  THE METROPOLITAN 
WASHINGTON AIRPORTS AUTHORITY SHALL BE LISTED AS AN ADDITIONAL INSURED ON ALL 
SUCH INSURANCE POLICIES, except Workers Compensation and Professional Liability.  Parsons 
Management Consultants shall be listed as an additional insured when specified in the contract.   

 
4.3.2 Failure of any enrolled contractor or any contractor excluded from the OCWIP to file the required 

certificates of insurance will not relieve such party of its responsibility to carry and maintain such insurance. 
 The Contracting Officer and the Contracting Officer’s Technical Representative have the right to stop work 
or prevent any non-enrolled contractor or subcontractor of any tier from entering the Job Site until the 
contractor's certificate has been filed.  Denial of site access for this reason will not result in an acceptable 
claim for "owner-caused delay." 

 
 
4.4 WAIVER OF SUBROGATION 
 
4.4.1 All contractors and subcontractors of any tier agree to waive all rights of subrogation against the Authority, 

its officers, agents, employees and any of its insurers regarding any insured loss, whether the insurance is 
provided by the OCWIP or purchased by the contractor for the project. 

 
4.4.2 Contractors and subcontractors of any tier must agree that this waiver applies to its insurers, including any 

insurance policies covering physical loss or damage to owned, non-owned, or leased machinery, 
watercraft, vehicles, tools, or equipment. 

 
4.4.3 The Authority shall waive all rights of subrogation against the contractors and subcontractors of any tier as 

respects to any insured loss covered under the OCWIP. 
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CHAPTER 5.  ENROLLMENT 
 
 
All contractors and their subcontractors of all tiers working on designated projects must enroll in the OCWIP before 
entering the Job Site.   Enrollment is mandatory, but not automatic. 
 
5.1 NOTIFICATION OF CONTRACT AWARD 
 
Contracting Officers for projects designated for inclusion in the OCWIP will submit a Notice of Contract Award to 
the OCWIP Administrator at the time of the pre-construction conference reporting the name, address and phone 
number of the contractor to be enrolled 
 
 
5.2 ENROLLMENT 
 
Enrollment is accomplished by satisfactorily completing and submitting the enrollment forms.  Within 5 working 
days of receipt of the enrollment package, return the following: 
 
• Form A, St. Paul Payor’s Access to Claim Files 
• Form B, OCWIP Enrollment Application 
• Form C, Premium Assignment 
• Form D, Request for Experience Rating Data 
• Form E, Workers Compensation Estimated Job-site Payroll  
• Form F, Notice of Subcontract Award, when applicable  
• Certificate of Insurance for supplemental coverage 
 
The OCWIP Administrator, upon review and acceptance of the enrollment forms, will officially enroll the contractor 
in the OCWIP.   
 
5.2.1 Prime contractors. Once notified of a new contract award, the OCWIP Administrator will contact the prime 
contractor and provide the enrollment forms.  A certificate of insurance will be sent to the prime contractor and the 
Contracting Officer when enrollment is approved. 
 
5.2.2 Subcontractors. Contractors must submit not only their own enrollment forms, but also forms for each of 
their subcontractors for each tier.  The prime contractor shall notify the OCWIP Administrator of each subcontract 
awarded at any tier. The Notice of Subcontract Award (see form F in Appendix) must be sent on the contractor's 
stationery signed by an authorized representative of the company.  A certificate of insurance will be sent both to the 
enrolled subcontractor and to its prime contractor. 
 
 
5.3 SAFETY ORIENTATION CLASS 
 
5.3.1 Enrolled contractors are required to send all full-time and part-time safety personnel, along with any other 

on-site employee responsible for safety, to a SAFETY ORIENTATION CLASS within thirty days of Notice to 
Proceed.  Classes will be offered at both airports monthly. 

 
5.3.2 The Insurance Safety Consultant will maintain a list of attendees.  The Contracting Officer and Contracting 

Officer’s Technical Representative for each project will be notified whenever any of the safety personnel 
assigned by an enrolled contractor have not attended the class within the specified time.  Failure to attend 
the training can lead to removal from the Job Site. 
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CHAPTER 6.  ADMINISTRATIVE REQUIREMENTS DURING PROJECT TERM 
 
 
6.1 CONTRACTORS’ ADMINISTRATIVE RESPONSIBILITIES 
 
Each enrolled contractor must: 
 

(1) Comply with the provisions of this OCWIP Manual and cooperate in the administration and operation 
of the OCWIP. 

 
(2) Complete the enrollment documents. 
 
(3) Notify the OCWIP Administrator of all subcontract awards before the work commences. 
 
(4) Post the Workers Compensation Law Compliance Notification and an In Case of Work Related 

Accident Notice in the work area or construction trailer. 
 
(5) Comply with the Authority's Construction Safety Manual and all other contractual safety and loss 

control requirements. 
 
 
6.2 MONTHLY PAYROLL REPORT 
 
6.2.1 Submission 
 

(1) Each enrolled contractor must submit a Monthly Payroll Report (Form H) by the 10th day of each 
month to Marsh USA, Inc. These reports are the basis for the workers compensation insurance 
premium. 

 
(2) The Monthly Payroll Report must include all Job Site payrolls for pay periods that ended in the 

preceding calendar month.  
 
(3) Prime contractors are responsible for seeing that each of their enrolled subcontractors promptly and 

accurately submits a Monthly Payroll Report for its Job Site payroll. 
 
(4) When an enrolled contractor, prime or subcontractor, concludes work on the Job Site, the report 

submitted for the last month's payroll should be marked "Final." 
 
(5) Enrolled contractors shall maintain payroll books and records during the project term and for two 

years after project completion.   
 
6.2.2 Wages 
 

(1) The payroll reported must include the entire remuneration, whether in money or a substitute for 
money, for services rendered by an employee, including commissions, bonuses, and extra wages for 
overtime work.  Whenever employees are compensated in whole or part by store certificates, 
merchandise, credits, or any other substitutes for money, such form of payment will be considered as 
remuneration.  All pay over regular wages should be reported as “Overtime Wages.”  Overtime work 
should be reported in the Total Hours Worked and as straight time in the Regular Wages.  Only the 
excess over the straight time should be reported in Overtime Wages. 
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(2) Remuneration does NOT include:  (a) contributions made by the employer to a group insurance or 
pension plan, (b) special rewards for individual inventions or discoveries, and (c) any extra pay for 
overtime that cannot be verified through written records. 

 
6.2.3 Job Classification and Payroll 
 
The Virginia Insurance Rating Bureau Classification Manual sets forth the definitions, job classifications, and other 
limitations in detail and when in doubt, contractors should refer to its provisions.  The following are a few pertinent 
provisions covering issues which frequently arise. 
 

(1) The kind of work performed must be shown on the Monthly Payroll Report.  When any employee is 
engaged in more then one trade or craft, payrolls should be shown separately for each.  Helpers or 
laborers are to be assigned to the classification that carries the largest payroll. 

 
(2) Executive officers or partners should be included when performing duties on the Job Site.  They 

should be assigned (without division) to the actual operation in which they are engaged.  If their duties 
are the same as those of a worker, foreman or superintendent, their payroll is assigned to the 
classification that carries the highest payroll. 

 
(3) The payroll limitation for executive officers’ and partners’ work at the Job Site is a maximum of 

$15,600. 
 
(4) For construction erection or stevedoring operations, payrolls may be divided, provided payroll records 

directly disclose the number of hours and amount of the payroll for each type of work performed. 
 
 
6.3 PAYROLL AUDITING 
 
6.3.1 Each enrolled contractor must make its books and records available upon request to a designated 

representative of the Authority or the workers compensation insurance carrier.  Annual premium audits are 
prepared separately for each enrolled contractor and for each contract by the workers compensation 
insurance carrier.  A composite billing of the premium is provided to the Authority. 

 
6.3.2 The Authority and the workers compensation insurance carrier reserve the right to conduct an interim audit 

for contractors that fail to submit Monthly Payroll Reports as required.  The cost to perform such an audit 
will be borne solely by the contractor.  

 
6.3.3 All questions about premium and payroll audit procedures and requests for premium audit service should 

be directed to Marsh USA, Inc. 
 
 
6.4 MONTHLY PROJECT MAN-HOUR/INJURY LOG 
 
Each prime contractor must submit to the Insurance Safety Consultant a Monthly Project Man-hour/Injury Log 
(Form I) for itself and its enrolled subcontractors by telefax to (703) 572-6793 by the 10th day of each month.  Note: 
For purposes of the OCWIP program, first aid includes any first aid treatment rendered by a medical professional. 
 
These logs are used by the Risk Management Department to monitor recordable injuries and illnesses.  
(Contractors are also obliged to  record such injuries and illnesses excluding first aid, on their OSHA 300 log.) 
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6.5 NOTICE OF SUBSTANTIAL COMPLETION  
 
Substantial completion, for the purposes of the OCWIP, shall be defined as the date when the product (i.e., 
building, facility, pavement, etc.) completed under the contract is put to its intended use. Punch list work performed 
after substantial completion, as well as warranty work, WILL NOT be covered under the OCWIP.  Each prime 
contractor must submit a Notice of Substantial Completion to the OCWIP Administrator with a copy to the 
Contracting Officer’s Technical Representative whenever the prime contractor or any of its enrolled subcontractors 
concludes its site work.  Projects will not be considered substantially complete until a Notice of Substantial 
Completion is signed by the Construction Manager and the Authority. 
 
 


