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SUBJECT: Reimbursement for Lost, Stolen, or Damaged Items
RESCINDS:


I. PURPOSE

II. POLICY

III. PROCEDURE

I. PURPOSE

To establish guidelines for the replacement or reimbursement for personal property items lost, stolen or damaged while on duty.

II. POLICY

A. The Helena Police Department will issue to each of its officers the prescribed uniforms and equipment as described in SOP Volume 2, Chapter 7.

B. Outside these issued items, it is recognized officers regularly utilize self-furnished equipment, such as prescription glasses or contact lenses, watches, undershirts and such.  Any personally furnished items must be in accordance with SOP Volume 2, Chapter 7.

C. Should any of these items be lost, destroyed, stolen or damaged beyond use during the course of duty, other than by the employee carelessness or negligence, the City of Helena will return the item to service or replace the item, except to the extent insurance provides such replacement.

1. The replacement of prescription glasses or contact lenses will be at full replacement cost.

2. The replacement of each other item shall not exceed $40.00.

III. PROCEDURE

A. If an employee suffers a loss under this section, he/she must report the damage/loss on the appropriate “Lost/Damaged Property” report form to his/her immediate supervisor.

B. Such notification must be made no later than the end of the next scheduled shift.

C. The officer must provide receipts and/or estimates for replacement/repair of the items in question to his/her supervisor as soon as possible.

D. The “Lost/Damaged” report form along with receipts and repair estimates will be forwarded by the officer’s supervisor to the Division Commander for approval.
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