Procedures

1. If you believe you have a claim under the Legal Benefits Program, the member notifies NASSP's Legal Benefits Program Administrators at Forrest T. Jones & Company by either calling 1-(800) 821-7303, ext. 1123; writing to: NASSP Legal Benefits Program Administrator, c/o Forrest T. Jones & Co., Property & Casualty Department, P.O. Box 418131, Kansas City, Missouri 64141-9131 or faxing information to: (816) 968-0600.

2. Identify yourself as a Member of NASSP and advise that you may need assistance under the NASSP Legal Benefits Program.

3. You will be asked for name, address, phone contact information and a general description of the problem or question. Please provide this information if you write to us. Depending upon the circumstances, the company representative will advise you how to proceed with filing a claim in writing or answer any questions you may have. You must follow-up in writing to complete the claim filing process.

4. If a civil suit is filed against the member, you must notify the company at the address and phone above, in writing, immediately, but in no event more than thirty (30) days after receipt of the summons or suit papers. Failure to notify within 30 days could result in forfeiture of all coverage.

5. In all other circumstances, including where you think you may be sued for damages associated with performance of your job duties or your employer threatens a job action against you, notification of a potential claim must be submitted as described above and in writing as soon as reasonably practicable. You should report any potential claims promptly, so as not to jeopardize your coverage.

6. Unless expressly prohibited by you, a copy of the notice of the claim will be forwarded to your state association in order to coordinate benefits and the state association will be advised of the claim determination.

7. You will be notified in writing of the coverage determination and the reasons for it as soon as possible after receipt of the necessary claim information.

8. This is a summary of the claim procedures. The actual policy provisions will govern in all circumstances.

