Property Loss

Quick Reference Guide & Check List
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	If the loss is the result of a burglary/vandalism/arson, immediately contact the police and make a police report.
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	If the loss involves property under construction, check the Construction box under “Type of Loss” on the Property Damage Incident Report.
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	Does the loss result in an area needing to be cordoned off to prevent additional injuries?  If yes, check and proceed to the two following items:
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	If area is small enough to cordon off, do so and/or immediately notify M&O for further instructions
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	If area is too large to cordon off, immediately contact M&O for further instruction
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	Check your fences, gates and perimeter for possible illegal access or damage.  Provide any surveillance camera documentation to police/fire and Risk Management.  



	[image: image7.wmf]Done


	Take photographs of the loss to immediately capture information/evidence and forward to Risk Management.
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	Submit a high priority work order to maintenance to make any temporary repairs that will protect students, staff and mitigate further damage to District property.
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	Complete a Property Loss Report Form within 24-hours and send to Risk Management.
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	If anything is broken or failed to work property to cause the loss, do not throw out or destroy, contact M&O and Risk Management for further guidance.  If a vendor has been contacted for emergency repair, take pictures of what is broken before it is repaired and ask to keep it.  It is preferred to keep the broken equipment.  Failure to do so may cost the District additional money.
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	Identify any witnesses, gather their information, and/or provide information on perpetrators of the loss (if known) to the police and Risk Management.



Please Send Completed Form to:

safetydepartment@hemetusd.org
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