AC Trangt Regulation No. 160

ADMINISTRATIVE REGULATION

Subject Category: Board & General
Administrative Matters

PROPERTY LOSS OR DAMAGE

(DISTRICT AND/OR_PERSONAL)

PURPGSE

To provide guidelines for reporting |oss of District property
and | oss or damage to enpl oyees' personal property.

PERSONS AFFECTED

Al enpl oyees. *

REGULATI ON:

Enpl oyees are expected to exercise reasonable caution in
safeguarding District property and their personal property
agai nst |oss or damage. The District assumes no
responsibility for loss or damage to an enpl oyee's personal
proPerty unl ess otherw se provided for in the current

Col l ective Bargaining Agreenent.

. RESPONSIBI LI TI ES

It shall be the responsibility of each enpl oyee to:

A Report the theft or loss of District and/or personal
property to the local police jurisdiction.

B. Report the theft or loss also to the Chief of Protective
Services and Investigations on Ext. 4811 immediately and
followup with a witten report outlining the
circunstances within 24 hours. The witten report
shoul d include the circunstances under which the
property is mssing; namely, where, what, when, how,
cost and serial nunmber if applicable.
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Shoul d injury or unforeseen circunstances prevent the
enpl oyee from making the report, oral or witten, it
shal |l be the responsibility of the enployee's supervisor
to conplete A and B above.

VI. PROCEDURES

A.

B.
* Thi s
REFERENCE

PROPERTY 10SS OR DAMAGE (DISTRICT AND/OR PERSONAL

Al personal itens should be safely secured when an
enpl oyee is absent from his/her inmmediate work area.

Personal itens which are |ost, stolen or damaged in the
wor kpl ace may be reinmbursed by the enpl oyee's personal
homeowner or tenant insurance policy carrier

Regul ation applies to ALL District enployees.
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