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Sue Wright, Risk Management

RE:

Damage, Loss and Theft (DLT) Reporting Procedures

Definition:  DLT is any event that results in the loss or damage to school district owned property (building, equipment or grounds).  Loss is defined as vandalism, theft, storm damage, etc.  It does not include normal wear and tear.
THE REPORTING PROCESS:
1. Notify the police immediately of all vandalism, thefts, etc.

2. Notify Facilities/Maintenance (FM) by calling 1072.  If the loss is theft only, with no building damage, it is not necessary to call FM.

3. If a break-in or damage after hours, contact Scott Wieskamp at 788-2714.  
4. Notify CTS by calling 1073.  If after hours, please call Bill McCoy at 464-5801 or John Salisbury at 467-1056.
5. Complete the on-line (AS400) DLT report.  #1 of the program is to report the damage/loss – be very detailed and specific.  #2 is to report the name of any responsible party.  

6. Complete a TMA for any repair – include the DLT number (assigned by the AS400 when you input the report) on the TMA request.
7. Complete a Supplies/Materials Requisition #521110, for equipment and supplies that need to be replaced.  Include the DLT number in the “comments” section of the Requisition.  Send the Requisition to Risk Management, Box 14, LPSDO.  An account number will be affixed and the requisition will be forwarded to Purchasing for processing.
8. Notify parent/guardians if you filed a report listing their child as responsible.  If you have additional responsible parties, please notify Risk Management at 1767.  If you determine that the person you identified is not responsible, please let Risk Management know.  If there is additional information you feel Risk Management should know about the responsible party, please contact them.
THE CLAIMS HANDLING PROCESS:
The district maintains a large deductible on property losses, $150,000.  Therefore, not all losses will be covered by the district.  If in doubt about the loss, contact Risk Management.

1. Please do not purchase replacement materials without submitting a requisition as noted above.  If questions, please call Risk Management.

2. If the item missing is not the result of a documented vandalism/theft, the school is responsible to replace the item.  This refers to items that disappear during the school day without evidence of a break-in or vandalism.

3. Always report all losses to the Police Department regardless of whether or not the district is paying for the replacement.  

4. Direct all inquiries about loss cost to Risk Management.  Direct all calls or correspondence from parents, students, police, courts, etc., to Risk Management.  DO NOT make arrangements for restitution unless so directed by Risk Management. Risk Management will send out collection letters or notify police/courts of dollar amount once all repairs and replacements have been processed.

5. The Police Department Recovered Property division will notify Risk Management when equipment is ready for pickup. If you receive a call regarding the items, please direct the caller to Risk Management. Since it is more than likely that your equipment will have already been replaced through the DLT process, Risk Management will evaluate the equipment to determine if it is usable and make the decision as to whether it is returned to the building or sent elsewhere for use.  Damaged items will be put out with auction items, used for parts or trashed.

OTHER INFORMATION

1. If staff is called in after hours or weekends to work on clean up or repair due to vandalism, supplemental time reports should be completed.  Staff will be paid for this time.  Comp time will not be accrued. 

2. If staff does clean up and/or repair during the normal workday, this time should be recorded on the “Normal Working Hours Used for Vandalism Repair or Clean Up” form.  The form is available on the district website under Human Resources/Risk Management.  Send the completed form to Julie Kleager at FM.
3. Buildings need to make sure that all equipment is clearly marked with the building name.  Equipment should be secured in locked areas when not in use.  Special attention needs to be given to securing electronic equipment such as laptop computers, computer accessories, cameras, TV’s, VCR’s, projectors as these are the items most often stolen.  Do not leave equipment in unlocked areas or unsecured for even a few minutes.  Do not leave equipment in portables over the summer or breaks.  
4. Buildings are to maintain an inventory of all equipment including make, model, serial numbers and LPS inventory numbers.  This information is to be provided to the police when a loss occurs.
If you have questions about the above information, please contact Julie Kleager at 436-1072 extension 82005 or Risk Management at 436-1767.
