[image: image1.jpg]


HIGHLANDS FIRE DISTRICT
HUMAN RESOURCE POLICY GUIDELINES
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SECTION:
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I.
PURPOSE

To protect the District from liability of loss of employees’ personal belongings.

II.
SCOPE

This policy applies to all employees of the HFD.

III.
POLICY

It is the policy of HFD that it cannot assume responsibility for the loss or theft of employees’ personal belongings.

IV.
GUIDELINES

A.
Employees shall exercise reasonable care with respect to personal property, including wallets, purses, other items of personal value, and personal vehicles.

B.
Articles of personal property found on the premises shall be turned into either the Captain at that location or to the Administration Office for items found in that area.

C.
Employees, who in the course of performing normal work or while wearing required safety equipment and/or District provided uniforms or protective clothing, suffer damage to personal property, may be considered for reimbursement by the District.

D.
Reimbursement shall not be made for damage caused by an employee’s own negligence or carelessness, or failure to wear required safety equipment and/or District-provided uniforms or protective clothing.

V.
PROCEDURE FOR SEEKING REIMBURSEMENT FOR LOSS

A.
In the event that an employee suffers a loss as stated in Guideline C. above, the employee shall discuss with the supervisor the nature of the loss, the circumstances surrounding it and the reimbursement request.

B.
The employee shall complete a written claim form for the reimbursement request.
C.
The supervisor shall forward the written claim form to the Fire Chief and a determination shall be made as to the dispensation of the request.
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