
AAHA Business 
Insurance 
Program

866-380-AAHA 
(2242)

Workers’ Compensation  
Return-to-Work Program

HUB Risk Consultants 
and The Hartford 
worked together to 
tailor a new publica-
tion titled, Return-
to-Work, Ability 
Management Guide-
lines for Veterinary 
Practices. The goal 
was to help veteri-

nary practices implement an effec-
tive return-to-work program that 
would control claim costs (disability 
or indemnity) and enhance human 
resource benefit programs. 

Job Safety Analysis (JSA)
There are many different types of 
work-related injuries that can occur in 
a veterinary practice. One risk man-
agement process that you can imple-
ment in your practice to help reduce 
the frequency and severity of employ-
ee injuries is to conduct an analysis of 
each job and task that your employees 
perform. A job safety analysis (JSA) 
is a procedure that helps integrate ac-
cepted safety practices into a particu-
lar task. The goal of a JSA is to identify 

hazards and to recommend the safest 
instructions and protective measures to 
complete the job. 

Business Insurance Newsletter 
Our client newsletter provides articles 
on business liability issues, coverage 
descriptions, and claim examples. 
Available articles include:
• Reducing workers’ compensation 

costs
• Protecting 
your practice 
property and 
income
• Coverage for 
flood damage
• What you 
need to know 
about the 
EEOC

...and much more. See page two for 
sample program articles.

FEMA Resources
Find out what 
you need to 
know about 
FEMA’s Nation-
al Flood Insur-
ance Program 
(NFIP). This 
FEMA docu-
ment provides 
a summary of 

coverage provided by the NFIP. 

Business Owner’s Playbook
The Hart-
ford recently 
published its 
second edition 
of the Busi-
ness Owner’s 
Playbook, 
a forty-four 
page guide 
that suggests 

conversation starters for your prac-
tice’s trusted advisors—attorneys, 
accountants, insurance agents, and 
financial professionals—who can 
provide specific guidance for specific 
circumstances. This publication is a 
must for practice managers who are 

responsible for the 
practice’s insur-
ance portfolio, 

employee 
compen-
sation 
and ben-
efits, and 
financial 
planning. 
Whether 
your 

practice has just 
opened its doors or 

is established and growing, this guide 
will help with practical examples, 
advice, and solutions. Visit www.aa-
hainsurance.org to download a PDF or 
to order a free printed copy that The 
Hartford will mail to you. 

AAHA Business 
Insurance Program 
Risk Management 
Resources

IMPORTANT NOTE: A standard business owners policy, including those placed 
through the AAHA recommended program, does not provide coverage in the 
event of flood damage. A separate policy is necessary. Please also note that a 
flood policy does not provide loss of income coverage. 

THE BUSINESS 
OWNER’S PLAYBOOK®

A guide to protecting your business, growing your assets
and planning for your future.

Second Edition
AAHA Business Insurance Program 
866-380-AAHA (2242)

Job Safety Analysis (JSA) 

Job Title (and number if applicable): Title of Person who Does Job: Date:  New

 Revised

Practice: Location: Supervisor: Analysis by: 

Department: Reviewed by: 

Sequence of Basic Job Steps Potential Hazards Recommended Action or Procedure 
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THE EMERGING COMPANY
Your World

Choose a few key professionals to work with during your start-up. Your budget for expert advice is lim-
ited at this time, so it’s a good idea to stick to the basics and your most pressing needs. If you don’t
know whom to call, ask people you respect for a referral, and then set up an appointment to introduce
yourself, ask questions, check fees and get a feel for whether the person is right for you. Here are a few
key individuals you’ll need to have on call.

Certified Public Accountant (CPA)
An accountant can help you with much more than taxes. He or she can help you control your cash
flow and grow a profitable business. Your accountant can prepare, analyze and explain your financial
data, and also serve as a valuable resource, providing professional services that businesses need all year –
not just on March 15 or April 15. 

There are several kinds of accountants, but a certified public accountant has passed a stringent exam and
must pursue continuing education. 

Accountants might charge hourly fees or flat rates for specific services. Their fees for services rendered
to your business can be tax deductible. Look for the straight-arrow type who adheres strictly to the
rules, to avoid costly tax audits and other problems.

As with most advisors, it’s best to “help them help you.” Before meeting with an accountant, get your
books and plans in the best shape possible. The few hours you spend doing this will save your account-
ant time – and you money.

Why You Need One Additional Information

• Prepare taxes www.aicpa.org
• Control cash flow for profitability www.goodaccountants.com
• Prepare, analyze & explain financial 

data

• Access to multiple insurance products www.iiaa.org
• Analyze and recommend appropriate 

coverage

• Navigate legal labyrinth www.abanet.org
• Complete and file business structure www.smallbusinesslawfirms.com

paperwork
• Prepare contracts and agreements
• Write wills and succession plans

• Set up accounts www.entrepreneur.com/bestbanks
• Business loans
• Cash management advice

Professional

Certified Public
Accountant 
(CPA)

Insurance
Professional

Lawyer

Banker

EMERGING COMPANY KEY PROFESSIONALS

▲ How can I best seek advice from key professionals?

Conversation Starters
Help your advisors help you by asking them . . . 

Seeking Advice

On average, 
small business 
owners seek 

advice from 3 
different sources.

63% consult 
insurance agents 

or brokers for
advice on 

business insurance.

Other sources include
accountants, attorneys
and financial advisors 

Source: The Hartford 
Small Business Panel, 

May 2010
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Policy

Business Owner’s Policy (BOP)
Usually more cost-efficient to 
purchase bundled coverages rather
than individually.

Property Insurance 
(repair or replacement)

Business Income Coverage

Comprehensive General 
Liability (CGL)

Bodily Injury Liability

Property Damage 
Liability

Product and Completed 
Operations Exposures

Advertisers Personal 
Injury

Fire Legal Liability

Medical Payments

Workers’ Compensation

Typically Covered (subject to policy terms)

Property Damage, Business Income Coverage and
Comprehensive General Liability.
(See next three entries)

Your physical assets: building, equipment, furnish-
ings, fixtures, inventory, computers, valuable papers,
records, and more. Can include personal property 
of others in your care, custody or control. 

Lost earnings if business is forced to shut down due
to fire, windstorm, explosion or other insured loss. 
May include coverage of expenses incurred to keep
operating, such as renting temporary office space.

Can also provide income if business is forced to sus-
pend operations after a covered loss.

Your business assets, if company is sued for some-
thing it did or even didn’t do that resulted in bodily
injury or property damage to someone else.
(See next six entries)

Injuries or deaths that happen on company property
or arise from your operations. Often limited to 
bodily injury liability as a result of negligence. Under
Comprehensive General Liability Insurance, this 
coverage, coupled with Property Damage Liability
(below), is often referred to as Premises and
Operations Exposures.

Liability for damage to others’ property not in the
care, custody and control of the insured. 

Bodily injury or property damage to others caused
by the company’s finished work or manufactured
goods.

Lawsuits brought against the company alleging libel
or slander as a result of company advertising.

Companies that rent their business property. It 
protects the landlord against fire damage to the
property by the lessee company.

Visitors’ minor injuries sustained while on company
property. 

Medical bills, rehabilitation and drugs to treat
employees’ work-related injuries or illnesses, as well
as lost work time. 

Who Generally Purchases It

All companies.

All companies.

All companies.

All companies.

All companies.

All companies.

All companies.

All companies.

All companies.

All companies.

Most states require it for 
companies with one or more
employees and impose penal-
ties on employers who don’t
purchase this coverage. 

Demystifying Business Insurance continues on pages 22-23.

DEMYSTIFYING BUSINESS INSURANCE

partners’ liability is based on the percentage of
their investment; the general partner(s) bears
remainder of the liability and is responsible for
day-to-day operations.

Limited Liability Partnership
The partner is limited as to liability depending
on state law. Some modern statutes provide
that a partner is not liable for tort or contracts
although a partner cannot escape personal lia-
bility for his own fraud or other malfeasance.

Corporation
A corporation is a legal entity with a charter
granted by the state in which it is headquar-
tered. It can sell shares of stock to raise money;
shareholders become part-owners based on the
size of their investments. 

Limited Liability Company
A hybrid entity that shields owners’ personal
assets from business liability, but allows the
returns they earn to be taxed once, as personal
income. 

You’ll want to speak to an advisor – especially
an attorney or accountant – when determining
your business structure. Also remember that
you’re not locked into one business entity for
the life of your business. 

Calculate the cost of your start-
up, for yourself and the business.
Emerging businesses might not see income for
a while, and you, as owner, might not be able
to write yourself a paycheck right away. It’s crit-
ical to determine your essentials – what things
you can give up in the short term (e.g., vacations)
and what things you absolutely need, both for
your life and for the business.
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THE EMERGING COMPANY
Finance

A business owner’s first consideration is usually
very straightforward: What type of company 
do you want to create? Are you in business by
yourself, or do you have co-owners? Are these
partners in the family? Structuring your company
will have a significant impact on your taxes,
planned financing, compensation, insurance, etc.  

Different company structures
(more detailed information on these can be found on
page 38)

Sole Proprietorship 
Individual or married couple. Business income 
is taxed as personal income and is subject to 
self-employment tax.

General Partnership
Two or more owners (who aren’t a married 
couple). Set-up costs are minimal, with little or no
state fees or documentation, and business pro-
ceeds are taxed as the partners’ personal income. 

Limited Partnership
Similar to a general partnership, but has two
classes of partner: limited and general. Limited

▲ How do I best structure my company for success?

▲ How do I estimate start-up expenses and identify 
sources of funding?

▲ Do I need to separate personal and business 
finances to limit personal risk, including legal 
and tax risk?

▲ How do I plan for cash flow crunch times and 
major contingencies?

One-Time Costs

Fixtures & Equipment $ 

Remodeling $ 

Legal Fees $ 

Licenses & Permits $ 

Computers & Software $ 

Transportation (e.g., vans) $ 

Total One-Time Costs $

Monthly Costs

Salaries $ 

Rent $ 

Utilities $ 

Telephone $ 

Postage/Delivery $ 

Advertising/Promotion $ 

Insurance $ 

Taxes $ 

Maintenance $ 

Inventory $ 

Total Monthly Costs $

Conversation Starters
Help your advisors help you by
asking them . . . $

Pay Yourself
Back Any 
Start-up 
Costs

If you’ve borrowed from 
your own assets to start 
your business or to cover 
an emergency, remember
to pay yourself back.
Maintain accurate records
and don’t let it escape
your memory. Once the
business is operating
smoothly and profitably,
start paying yourself
back. Your accountant
can work with you to
determine an affordable
amount of money to put
away each month for con-
tingencies, and to help 
you keep track of paying 
yourself back.

START-UP COSTS WORKSHEET

Resources for Veterinary Practice Managers Available at 
www.aahainsurance.org or call 866-380-AAHA (2242)



The AAHA Business 
Insurance Program

The AAHA Busi-
ness Insurance 
Program offers a 
comprehensive 
portfolio so that 
AAHA members 
can transfer the 

risks of doing business and then 
focus on providing high-quality 
veterinary medicine. The AAHA 
Business Insurance Program 
also provides access to exclusive 
veterinary-specific coverage en-
hancements. Contact the AAHA 
Business Insurance Program at 
866-380-AAHA (2242) today for 
more information or a quotation.

There are many types of work-related 
injuries that can occur in a veterinary 
practice. One risk management process 
that you can implement in your practice 
to help reduce the frequency and sever-
ity of employee injuries is to conduct 
an analysis of each job and task that 
your employees perform. A job safety 
analysis (JSA) is a procedure that helps 
integrate accepted safety practices into 
a particular task or procedure. The 
goal of a JSA is to identify potential 
hazards and to recommend the safest 
instructions and protective measures to 
complete the job. 

The terms job and task are commonly 
interchanged to mean a specific work 
assignment. To begin a job safety analy-
sis, start by observing an employee 
perform a task. Document each step 
performed during the task or proce-
dure. Then, meet with an experienced 
group of employees to confirm or clari-
fy the correct steps, using your obser-
vation notes as a starting point. Once 
each step of the task has been defined, 
regroup with your team to document 
safe work procedures and the personal 
protective equipment (PPE) needs (such 
as eye protection or radiographic PPE) 
for each task.

How Will I Benefit From a Job 
Safety Analysis? 
Initial benefits from developing JSAs 
will materialize in the preparation 
stage. The analysis process may identify 

previously undetected hazards and 
increase the job knowledge of those 
participating. JSA benefits include:

 Raised awareness of safety and 
personal health

 Improvement of communication 
between workers and supervisors

 Promotion and acceptance of safe 
work procedures

A feature of developing JSAs is the ex-
panded functionality that these docu-
ments create. A JSA can serve as a:

 Vehicle for regular contact be-
tween supervisors and workers

 Teaching aid for initial job training 

 Briefing guide for infrequent jobs

 Standard for health and safety in-
spections or observations

 Tool to complete comprehensive 
accident investigations when inju-
ries occur

Four JSA Steps
To conduct a JSA, follow these stages: 

1. Select the job to be analyzed 

2. Divide the job into a sequence of 
steps 

3. Identify potential hazards 

4. Determine preventive measures to 
overcome these hazards 

Analyzing Jobs to Reduce Employee Injuries
A JSA or work procedure is a great tool 
to help reduce the frequency and sever-
ity of employee injuries and control 
workers’ compensation insurance costs.

Sample JSA Form 
To download an editable electronic 
copy, please visit www.aahainsurance.
org. 

* This form is provided for reference purposes only. Provi-
sions within your programs should be verified to ensure 
they comply with federal, state, and local regulations.

* Loss control content is provided for information purposes only. It is not intended to be a substitute for individual legal counsel or advice on issues discussed in this 
document. For resolution of a specific legal issue or business concern, consult your attorney. 

Broker and Consultant: HUB International 
Midwest Limited, HUB International Midwest 
Insurance Agency (CA)

The AAHA Business Insurance Program often receives phone calls from practice managers and employers who are 
concerned about pregnant employees. What tasks can the employee perform? What tasks should be avoided? Those 
questions should be referred to the employee’s physician. The employer and employee should outline for the physician 
the job responsibilities and safety risks including exposure to X-rays, anesthetic gases, bites, scratches, and kicks. The 
employee and physician should then determine which duties can be performed during the pregnancy. The employer 
should be updated as the employee’s condition changes. The physician may request Material Safety Data Sheets for 
products that affect the pregnant employee. 

If the pregnant employee chooses to continue certain duties after being made aware of the risks, she should be asked 
to sign a release stating she has been advised of the dangers and that she chooses to continue performing those duties. 

Should Employees Work During Pregnancy?


