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Procedure for Reimbursement for Damage of Personal Property 

Pursuant to Board Rule 101500, the Board of Trustees may authorize 
payment to employees to compensate for the cost of repair or 
replacement of items of an employee's personal property damaged or 
stolen in the line of duty. The damage or the loss of the item must 
have occurred without any fault or negligence on the part of the 
employee while the employee was in the scope and course of employment; 
the damage or loss must have occurred as a result of a condition over 
which the Board had care and control. The maximum payment authorized 
under this rule is $500.00. 

1. Definitions. 

a.  Personal Property. Personal property is defined for the purposes 
of Board Rule 101500 as items owned by the employee which he/she 
could be expected to bring to the worksite on a regular basis. 
Examples of such items include but are not limited to, clothing, 
shoes, wristwatches, jewelry, purses, wallets, briefcases, 
eyeglasses, dentures, and other medical or prosthetic devices. 
If an employee sustains damage to an item not enumerated above 
or if such an item is sto      len, in addition to the reporting 
requirements listed below, he/she must provide verification that 
the item was being used in the course-and scope of employment, 
with the express approval being given by the College President 
or Vice Chancellor or his/her designee prior to the occurrence 
of the damage or loss. Examples of such items are audio/visual 
equipment, musical instruments, cameras, calculators, electronic 
devices, tools, typewriters, computer equipment, films, books, 
audio and video tape recordings and art objects. 

b.  Motor Vehicles. Reimbursement for damage to motor vehicles or 
for vehicles which is stolen is limited to damage or losses 
which are sustained while an employee is using his/her vehicle 
in the course and scope of conducting District business (i.e., 
trips for which mileage would be authorized). If a vehicle is 
stolen, or if there is damage to a vehicle which has been 
brought to a District facility for an employee's convenience in 
travelling to and from work, but which is not being used in the 
line of duty reimbursement shall not be granted, unless the 
employee's class specification specifically calls for the use of 
an automobile. 

c.  Care and Control. Care and control means the Los Angeles 
Community College District's responsibility for, or authority 



over, a condition which may result in an item being stolen or 
damaged. Places over which the District has care and control are 
not limited to property which is owned by the District; rented 
or leased facilities may be included. 

d. Fault or Negligence. An unreasonable act or an admission to an 
act which results in damage. 

e. Line of Duty. Within the course and scope of employment. 

2.  Reporting Procedure. 

a. Non-Motor Vehicle Claims. If damage to personal property occurs 
at a District facility, or if it is stolen from a District 
facility, the employee must report the damage or loss to the 
College Safety and Police Services office on the day of the 
occurrence, if the damage or loss appears to be in excess of 
$100.00. A police report must be filed which provides the 
details of the occurrence (i.e., time, place and nature of 
damage or loss). If damage or loss occurs away from a District 
location, the employee must furnish his/her immediate supervisor 
with a written report which details how and where the damage 
occurred or the property was stolen. Attempts must be made to 
obtain witness statements or reports form local police. Claims 
must be files on the Claims Reimbursement form within thirty 
(30) days from the date of the damage or loss; forms are 
available from the College Safety and Police Services office. 

b. Motor Vehicle Claims. Motor vehicle claims must be filed on the 
Claims Reimbursement form as outlined in paragraph 2.a. above. 
Claims for damages or losses which occurred on a campus must be 
accompanied by a report from college Safety and Police Services. 
If the damage or loss occurred away from a campus, every effort 
must be made to obtain witness statements or a local police 
report. Police reports must specify the time, place and nature 
of the damage or loss. The amount of damage or loss must be 
documented with at least tow (2) written estimates of the repair 
or replacement cost. The employee must assign the right of 
subrogation to the District, to the extent of any payment made 
by the District. 

3.  Procedure for Processing Claims 

a. The College President or Division Read, or his/her designee, 
shall approve or deny each claim on the appropriate form. 

(1)  Claims under $100.00 shall be paid by the Business Services 
Division upon submission of the approved claim by the College 
President or Division Head; approval of the Board of Trustees 
is not required. Claims of $100.00 or more, which are 
recommended for payment by the College President or Division 
Head, shall be forwarded to the Office of Staff Relations for 
submission to the Board of Trustees for approval. 

(2)  Employees whose claims have been denied shall be informed 
that the claim may be reconsidered if there is information 



which was not originally submitted that could change the 
decision of the College President or Division Head. 

b. Each location shall establish a fund from which approved claims 
for reimbursement shall be paid. 

4.  Liability Claims. Employee's claims for reimbursement which would 
more appropriately be made against the District's liability coverage 
shall be forwarded to the Contracts Section for action. The College 
President or Division Head shall notify the employee of such action. 


