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MARANA AZ

ADMINISTRATIVE DIRECTIVE

Title: Claims Management
Issuing Department: Town Clerk, Legal, Finance
Effective Date: October 1, 2018
Approved: Jamsheed Mehta, Town Manager
Type of Action: Revision

1.0 PURPOSE

The purpose of this directive is to establish a procedure for managing and disposing of claims
for damages that involve the Town. Claims may arise when Town property is damaged or
when the Town causes damages to another party. The goal of the procedures established by
this directive is to adjust claims efficiently and fairly, while protecting the Town from
liability and losses to the maximum extent possible.

This directive does not govern Workers’ Compensation claims and procedures. Workers’

Compensation is governed by state law and the Town’s Personnel Policies and Procedures.
2.0 DEPARTMENTS AFFECTED

All Town of Marana departments and employees

3.0 REFERENCES
3.1 AR.S.§12-821.01 - Authorization of claim against public entity or public employee
3.2 Town Code Chapter 3-5, Claims and Settlement
3.3 Town of Marana Personnel Policies and Procedures, Chapter 7, Safety and Health
3.4 Town of Marana Safety Directive: Accident Reporting Procedures
3.5 Town of Marana Administrative Directive: Safety and Loss Prevention Program

4.0 DEFINITIONS

4.1 Notice of claim: A legal notice filed pursuant to A.R.S. § 12-821.01. The notice of claim
must contain facts sufficient to permit the public entity or public employee to understand
the basis upon which liability is claimed. The notice must also contain a specific amount
for which the claim can be settled and the facts supporting that amount. The notice must
be filed with the Town Clerk within 180 days after the cause of action accrues.

4.2 Town Clerk: The Town Clerk or his or her designee.




5.0 POLICIES AND PROCEDURES
5.1 Damage to or Loss of Town Property — Employee Reporting Procedures. When a Town

employee discovers damage to or loss of Town property, the damages and losses must be
properly documented and reported to facilitate claims processing and replacement or
repair of the property.

5.1.1 The employee discovering the damage or loss to Town property shall report it as
follows:

5.1.1.1

5.1.1.2

5.1.1.3

5.1.1.4

An immediate report to the police department in the appropriate jurisdiction if
damage is due to a traffic accident, including accidents that occur on Town

property
A verbal report to his/her supervisor as soon as practicable after discovery of the
damage or loss

A verbal report to the Marana Police Department within 24 hours of discovery of
the damage or loss whenever it appears that the damage or loss may be as a result
of criminal activity (e.g., criminal damage, theft, hit and run accident)

A written report to the Town Clerk’s Office, using the Incident Report — Damage
to/Loss of Town Property form (attachment 7.1), as soon as possible and no later
than five business days after discovery of the damage or loss; the written report
must include an estimated total damage/loss amount, which may or may not be
supported with actual estimates for repair

5.1.1.4.1 Notwithstanding section 5.1.1.4 above, when Police Department employees

discover damage to property that the Public Works Department’s street
maintenance division is responsible for, the Police Department employees are
not required to submit attachment 7.1 to the Town Clerk’s Office; rather, the
Police Department employees shall report the damage to the Public Works
Department and the Public Works Department shall be responsible for
submission of attachment 7.1.

5.1.1.4.2 The Public Works Department may use a modified version of attachment 7.1,

5.1.15

5.1.1.6

approved by the Legal Department, that Public Works created to integrate
with Cartegraph.

If the damage or loss is to a Town vehicle, a verbal report to Fleet Services within
24 hours of discovery of the damage or loss

If the department that discovers the damage or loss is not the department that is
responsible for the property, a verbal report to the department responsible for the
management of the property as soon as practicable

5.1.2 The department responsible for the damaged or lost/stolen property shall ensure that
the damage is photographed, if photographs are possible, as soon as practicable after
discovery and report of the damage or loss. A copy of any photographs taken shall be
provided to the Town Clerk’s Office.

5.1.3 These procedures apply regardless of whether the damage or loss was caused by the
Town, by another party, or by unknown causes.
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5.1.4 These procedures do not apply to the routine maintenance of Town property and
equipment, such as replacement of parts.

5.2 Damage to Personal Property or Injury to Person — Employee Reporting Procedures.
When a Town employee witnesses an incident that results in damage to personal property
or injury to a person on Town property, or as a result of the use of Town equipment, or
the use of a Town vehicle, the employee shall report the incident to ensure proper
processing of any claims that may arise as a result. This section does not apply to injuries
to Town employees during the course of their employment; such injuries are covered
under the Workers” Compensation policy in the Town’s Personnel Policies and
Procedures.

5.2.1 The employee witnessing the incident shall report it as follows:

5.2.1.1 An immediate report to 911/emergency medical personnel in a medical
emergency

5.2.1.2 An immediate report to the police department in the appropriate jurisdiction
where appropriate, such as a traffic accident or when criminal activity (e.g.,
assault) is witnessed

5.2.1.3 A verbal report to his/her supervisor as soon as practicable after witnessing the
incident

5.2.1.4 A written report to the Legal Department and the Town Clerk’s Office, using the
Incident Report — Damage to Personal Property/Injury to Person form (attachment
7.2) within 24 hours of witnessing the incident

5.2.2 If possible, the damage or injury, along with the surrounding geographical area, shall
be photographed as soon as practicable after discovery and report of the damage or
injury. A copy of any photographs taken shall be provided to the Town Clerk’s
Office.

5.2.3 Town employees are generally not qualified to assess liability for damages or injuries;
therefore, when communicating regarding the incident, employees shall make no
admissions of Town or employee liability or responsibility.

5.2.4 If the injured party indicates that he or she wants to make a claim against the Town,
employees shall refer the person to the Town Clerk’s Office for processing of the
proper forms.

5.3 Damage to or Loss of Town Property — Town Clerk Procedures. Upon receiving an
Incident Report — Damage to/Loss of Town Property form, as described in paragraph 5.1
above, the Town Clerk shall adhere to the following procedures.

5.3.1 The Town Clerk shall assign an internal tracking number to the claim and provide
that number to the department responsible for management of the property or asset in
question.

5.3.2 The Town Clerk shall forward all Incident Reports to the Legal and Finance
Departments. When damage is caused by the actions of a Town employee, the Town
Clerk shall also forward the Incident Report to the Human Resources Department.
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The Town Clerk may also forward reports to other affected departments as
appropriate.

5.3.3 If the estimated total damage amount is more than the amount of the Town’s
insurance deductible for the type of claim in question, then the Town Clerk shall
forward the claim to the Town’s insurance provider for handling.

5.3.4 If the estimated total damage amount is less than the amount of the Town’s insurance
deductible for the type of claim in question, then the claim will ordinarily be handled
internally and will not be forwarded to the Town’s insurance provider. The Town
Clerk shall consult with the Legal and Finance Departments and may consult with the
Town’s insurance provider regarding the appropriate handling of the matter.

5.4 Damage to Personal Property or Injury to Person — Town Clerk Procedures. Upon
receiving an Incident Report — Damage to Personal Property/Injury to Person form, as
described in paragraph 5.2 above, the Town Clerk shall adhere to the following
procedures.

5.4.1 The Town Clerk shall receive the written report and maintain a file on the incident for
future reference.

5.4.2 When damage or injury is caused by the actions of a Town employee, the Town Clerk
shall forward the Incident Report to the Human Resources Department.

5.4.3 If a person files a notice of claim, either individually or through an attorney, the
Town Clerk shall forward the notice of claim to the Legal and Finance Departments.
The Town Clerk may forward notices of claim to other affected departments and the
Town Manager’s Office as appropriate.

5.4.3.1 If the amount of damages claimed is more than the amount of the Town’s
insurance deductible for the type of claim in question, then the Town Clerk shall
also forward the notice of claim to the Town’s insurance provider for handling.

5.4.3.2 If the amount of damages claimed is less than the amount of the Town’s insurance
deductible for the type of claim in question, then the Town Clerk shall consult
with the Legal Department. The Legal Department shall provide direction to the
Town Clerk regarding whether the claim should be forwarded to the Town’s
insurance provider or handled internally.

5.5 Repair or Replacement of Town Property. Due to operational and safety issues and
concerns, damaged or lost/stolen Town property must be repaired or replaced promptly.
It is not necessary for departments responsible for management of the property to wait for
reimbursement or settlement of a claim before replacing or repairing Town property;
however, the department shall adhere to the following procedures.

5.5.1 After the Town Clerk has assigned the internal tracking number described in
paragraph 5.3.1 above, the department responsible for management of the property
may secure the goods and services necessary to repair or replace the property. The
responsible department shall include the internal tracking number on all purchase
orders, purchase requisitions, invoices and other documentation related to the repair
or replacement.

5.5.2 Costs for replacement and repair shall be allocated as follows:
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5.5.2.1 The department responsible for management of the property will pay the first
$500 of any costs.

5.5.2.2 Any costs over $500 and up to the amount of the Town’s insurance deductible for
property damage will be charged to the Town’s uninsured loss line item.

5.5.2.3 Any costs in excess of the Town’s insurance deductible will be paid by the
Town’s insurance provider, unless the Town Manager, in consultation with the
Finance and Legal Departments, elects not to pursue insurance reimbursement for
the loss.

5.5.3 If the Town receives later reimbursement for damage or loss through other means, the
responsible department, the uninsured loss line item, and the Town’s insurance
provider will be reimbursed, up to the amount paid.

5.6 Payment to Claimant for Damage to Personal Property or Injury to Person. If the Town
determines that the appropriate response to a claim for damage to personal property or
injury to person is to settle the claim with payment to the claimant, costs shall be
allocated as follows:

5.6.1 The department responsible for causing the damage or injury will pay the first $500
of any costs.

5.6.2 Any costs over $500 and up to the amount of the Town’s insurance deductible for the
type of claim in question will be charged to the Town’s uninsured loss line item.

5.6.3 Any costs in excess of the Town’s insurance deductible for the type of claim in
question will be paid by the Town’s insurance provider, unless the Town Manager, in
consultation with the Finance and Legal Departments, elects not to pursue insurance
reimbursement for the loss.

6.0 RESPONSIBILITIES

6.1 The Town Clerk is responsible for acting as a liaison with the Town’s insurance provider
for claims forwarded to the insurance provider for handling. The Town Clerk is
responsible for acting as a liaison with all affected departments, including Legal and
Finance, for those claims that are handled internally.

6.2 The Legal Department is responsible for providing legal advice and consultation
regarding handling of all claims.

6.3 The Finance Department is responsible for the overall management and inventory of
Town assets and fiscal resources.

6.4 The Town Clerk, Legal and Finance Departments shall analyze all claims on a regular
basis in order to assess and detect problem areas or trends in claims.

6.5 The Town Clerk shall maintain all files associated with claims covered under this
Administrative Directive.
7.0 ATTACHMENTS
7.1 Incident Report — Damage to/Loss of Town Property
7.2 Incident Report — Damage to Personal Property/Injury to Person
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: E ; DATE RECEIVED

A DAMAGE TO/LOSS OF TOWN PROPERTY 20

MARANA Az FORM 7.1 - INCIDENT REPORT -] Eyvm——

NAME OF REPORTING EMPLOYEE DEPARTMENT INCIDENT OR DISCOVERY DATE
NAME OF EMPLOYEE INVOLVED (IF DIFFERENT FROM REPORTING EMPLOYEE) | DEPARTMENT INCIDENT OR DISCOVERY DATE
POSITION } WORK PHONE } IMMEDIATE SUPERVISOR

WHAT TOWN PROPERTY IS DAMAGED OR LOST/STOLEN2 INCLUDE EQUIPMENT NUMBER IF APPLICABLE.

DESCRIBE INCIDENT. ATTACH ADDITIONAL STATEMENTS/SHEETS IF NECESSARY.

IF DAMAGED/LOST/STOLEN PROPERTY IS A TOWN VEHICLE  yor = bk } ODEL } VEAR
VEHICLE # } PLATE # } VIN #

FOR TRAFFIC ACCIDENT INVOLVING ANOTHER VEHICLE(S)

DESCRIBE VEHICLE DAMAGE

DESCRIBE HOW DAMAGE OCCURRED. ATTACH ADDITIONAL STATEMENTS/SHEETS IF NECESSARY.

INCIDENT ADDRESS/CROSS STREETS } crmy } STATE } 7IP CODE
NAME OF EMPLOYEE DRIVING TOWN VEHICLE

OTHER DRIVER'S INFORMATION

NAME OF DRIVER NAME OF REGISTERED VEHICLE OWNER

ADDRESS OF DRIVER cImy } STATE } ZIP CODE
INSURANCE COMPANY REQUIRED POLICY # REQUIRED

PROVIDE NAMES, ADDRESSES & PHONE NUMBERS OF ALL WITNESSES (IF ANY)

POLICE REPORT FILEDZ [ ] YES [ ] NO \eyee Secy FiteD with } REPORT #

PHOTOS TAKEN? D VES D NO IF YES, NAME OF INDIVIDUAL WHO TOOK PHOTOS?2 *INCLUDE PHOTOS OF DAMAGE.

DEPARTMENT FINANCIALLY RESPONSIBLE FOR DAMAGED/LOST/STOLEN PROPERTY:

$

WILL PROPERTY NEED TO BE REPAIRED OR REPLACED?Z [ ] YES [ L[N0 Goromee e e e INCLUDE WRITTEN ESTIMATE IF AVAILABLE

BY SIGNING BELOW, | CERTIFY THAT THE INFORMATION PROVIDED IS TRUE TO THE BEST OF MY KNOWLEDGE AND BELIEF. *E-SIGNATURE ACCEPTABLE.

SIGNATURE OF REPORTING EMPLOYEE ‘ DATE SIGNATURE OF DEPARTMENT HEAD ‘ DATE



DAMAGE TO PERSONAL PROPERTY/ EE DATE RECEIVED
(i INJURY TO PERSON vo
FORM 7.2 - INCIDENT REPORT 7]
= 235 | TRACKING #
MARANA AZ CONFIDENTIAL / FOR TOWN USE ONLY
NAME OF REPORTING EMPLOYEE DEPARTMENT
NAME OF EMPLOYEE INVOLVED (IF DIFFERENT FROM REPORTING EMPLOYEE) | DEPARTMENT
POSITION WORK PHONE | IMMEDIATE SUPERVISOR
NAME OF PROPERTY OWNER/INJURED PARTY PHONE NUMBER
ADDRESS Iy | stae | 2P cope
\
INCIDENT DATE | INCIDENT TIME INCIDENT LOCATION
DESCRIBE INCIDENT. ATTACH ADDITIONAL SHEETS IF NECESSARY.
DESCRIBE PROPERTY DAMAGED OR INJURY SUSTAINED.
TOWN PROPERTY OR VEHICLE INVOLVEDZ [ ] YES [[] NO  \=yes Descrise How
NAME OF EMPLOYEE DRIVING TOWN VEHICLE | VEHICLE MAKE | MODEL | YEAR

VEHICLE # ‘ PLATE # ‘ VIN #

PROVIDE NAMES, ADDRESSES & PHONE NUMBERS OF ALL WITNESSES (IF ANY)

2
WAS FIRST AID ADMINISTERED? [ ] YES [ | NO |cyes hESCRIBE HOW/WHAT WAS DONE

?211/EMERGENCY MEDICAL PERSONNEL NOTIFIED? D YES D NO IF YES. NAME OF RESPONDING AGENCY

POLICEREPORTFILEDZ [ ] YES [ | NO icyes AGENCY FILED WITH | REPORT #

PHOTOS TAKEN? D VES D NO IF YES, NAME OF INDIVIDUAL WHO TOOK PHOTOS. INCLUDE PHOTOS OF DAMAGE.

BY SIGNING BELOW, | CERTIFY THAT THE INFORMATION PROVIDED IS TRUE TO THE BEST OF MY KNOWLEDGE AND BELIEF. E-SIGNATURE ACCEPTABLE.

SIGNATURE OF REPORTING EMPLOYEE ‘ DATE

SIGNATURE OF DEPARTMENT HEAD ‘ DATE



REVISION HISTORY

REV DESCRIPTION OF CHANGE DATE

OR Original Release 10/29/2012
REV Revision 8/5/2013
REV Revision 10/1/2018

Caution: A copy of this Administrative Directive is an uncontrolled document. It is your responsibility to ensure
you are using the current version. The electronic version is the only acceptable and controlled Administrative
Directive.
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