EAST BATON ROUGE PARISH SCHOOL SYSTEM
P.O. Box 2950 Baton Rouge, LA 70821

Procedures for Filing
Claim Request for Damage or Loss to Personal Property

Definitions and Restrictions
Personal Property is defined as anything normally worn, carried or brought onto school board property by an employee.  Loss or damage must have been sustained while the employee was in the course and scope of their job, on school board premises.

Equipment items such as tape recorders, record players, or materials which an employee has brought into a school for use in a classroom shall be required to have been registered, in advance, in the office, identified by make, model and serial number in a specific register maintained in the office for that purpose.

	
Loss of currency is specifically excluded.


Reimbursement for each occurrence of personal property loss due to theft or vandalism shall not exceed $250 of uninsured loss.

**
An employee must reimburse the East Baton Rouge Parish School Board for any monies received from the Board under this procedure, if the employee actually collects for the same loss from an insurer or from the person who caused the damage.   At the time an employee receives the money from the Board under this procedure, he/she must subrogate to the Board his/her rights to collect from his/her insurer, or from the person causing the damage or loss, up to the amount he/she receives from the Board.   Failure to comply with this procedure may constitute fraud.
In the implementation of this procedure, each employee shall have the obligation to take all reasonable precautions to prevent loss or theft.  This will be judged by the appropriate supervisor (principal, department and/or division head), who shall review the Claim Request Form and indicate approval or disapproval.  Payment of any claim in accordance with the provisions of this policy shall be made only if there is compliance by the claimant with all provisions set herein.

The claimant must report the incident to the appropriate supervisor immediately!
The following items must all be included before the claim will be processed.  It is the responsibility of the claimant to provide this information.

1.
Completed Claim Request Form - The claim for loss shall be submitted not later than three (3) work days after the incident occurs. 

2.
An estimate of cost - To repair and any other information needed to substantiate the claim.

3.
Police Report - Required if criminal activity such as theft or vandalism was involved.

4.
Certificate of Employee Insurance - Indicating coverage, deductibles, for homeowners and auto

Claimant's Signature 

________________________________________  Date: ______________________

EAST BATON ROUGE PARISH SCHOOL SYSTEM
P.O. Box 2950 Baton Rouge, LA 70821
Claim Request for Damage or Loss to Personal Property

Law Enforcement Agency Contacted: ___________________________________________  File #: _____________  Date:______________

Date of Loss ______________ Work Location_______________________________ Time of Occurrence _________________[ ]AM, [ ]PM

Full Name of Claimant ________________________________________________________  S. S. No. __________________

Address _______________________________________________________________  Telephone No. (_____)___________

                              Street Name and Number     Apt. #                   City, State                 Zip Code
Claimant's Job Position  _________________________________________________________________________________

Place of Occurrence (School or facility name)  ________________________________________________________________

Description of Incident (Describe fully the nature and extent of the damage or loss) ____________________________________________________________________________________________________

____________________________________________________________________________________________________

Description of lost or damaged property including serial number, make, model, etc.  (Be specific in description.  Indicate date of purchase and original cost).  Attach original proof of purchase, if available, or certificate of estimated value.

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

Name and address of person(s) responsible for loss or damage. Do Not Write East Baton Rouge Parish School Board.
Name ______________________________________________  Address  _________________________________________

Name ______________________________________________  Address  _________________________________________

Name and address of witness(es) or persons who can corroborate the loss or damage.  Attach Vandalism Report.

Name ______________________________________________  Address  _________________________________________  

Name ______________________________________________  Address  _________________________________________  

Name ______________________________________________  Address  _________________________________________  

Action taken by claimant to recover, repair or replace lost or damaged property or to apprehend the person(s) involved.

Insurance available to cover loss: ___________________________________________________________________________

Name of Carrier

Policy #

Type of Insurance

Deductible Amount




Failure to provide this insurance information may constitute fraud.
Claimant's  Signature ____________________________________________________  Date ___________________________

Statement of principal or appropriate supervisor:  I have received this claim and comment as follows:  _____________________

Signature _________________________________________  Job Title _____________________  Date ___________________


Forward this completed form and all attachments to the Office of Risk Management.

This is Part One of a two part form.  Part Two is the Claim Request Form.  Both parts MUST be included.
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This is Part Two of a two part form.  Part One is the Procedures for Filing.  Both parts MUST be included.         REVISED 10/95
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