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Champlain College 

Procedure for Student Property Damage Claims 
(rev. 3-4-2014) 

Students are responsible for safeguarding their own personal property. The College is not responsible 

for student personal property that is lost, stolen or damaged. Students may be able to obtain insurance 

for their personal property under their family’s homeowner’s policy or by purchasing separate 

insurance. The College does not carry insurance on students’ personal property. 

If a student feels that property loss or damage was caused by the College’s negligence, the student may 

make a claim to the College for compensation by following the procedure described below.   

Claim Procedure for Property Damage 

1. Students must promptly contact Residential Life about incidents occurring in a residence hall, or 

Campus Public Safety about incidents occurring elsewhere on campus.  

2. Students must complete the Claim Form for Lost or Stolen Student Personal Property available 

from Residential Life and the Risk Management web site. 

3. The Claim Form must be submitted to Risk Management within 30 days of the incident, together 

with documentation about the property value (digital photos, receipts, relevant web pages, etc.) 

and any other relevant information. (Residential Life and Risk Management can assist with this 

process). 

Risk Management will review the information and, if accepted, will requisition payment. Payment may 

take up to 10 days after all documentation is received and approved. The student must sign a Release of 

claims in order to receive payment. 

Amount of Compensation 

If the College determines it was responsible for the loss or damage, the College will compensate the 

student for the cost of repair (if repairable) or the “fair market value” of the item prior to the damage 

(that is, what the item was worth, based on its age and condition, not the cost of purchasing a new 

item). Shipping, taxes or other fees will not be paid by the College. The College may make a decision that 

there is a compelling reason to compensate the student for the cost of purchasing a new item (rather 

than the fair market value).   

The College reserves the right to require a student to submit the claim to its homeowner’s or other 

insurance before submitting a claim to the College, and to provide a statement from the insurance 

company about the payment or denial of the claim. In such cases the College will reduce its 

compensation by the amount of any insurance proceeds. 
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Champlain College 

Claim Form for Lost or Stolen Student Personal Property 
(rev. 3-4-2014) 

Students are responsible for safeguarding their own personal property. The College is not responsible for 

student personal property that is lost, stolen or damaged. However, if a student feels that property loss 

or damage was caused by the College’s negligence, the student may make a claim to the College for 

compensation by submitting this Claim Form. 

Instructions: 

1. As soon as you become aware that your personal property has been lost or damaged you should 

contact your RA or other Residential Life Staff (if the incident occurred in a residence hall) or 

Campus Public Safety (if the incident occurred elsewhere on campus). 

2. If you believe the loss or damage was due to the negligence of the College, complete this form. 

Refer to the Procedure for Student Property Damage Claims for more information about claims. 

3. Give the completed Claim Form and any other supporting information to your RA (for residence 

hall incident) or the Risk Management Director (for other incidents). 

4. CLAIMS MUST BE SUBMITED TO RISK MANAGEMENT WITHIN 30 DAYS OF THE INCIDENT. 

5. Please note:   

Use additional sheets if necessary. 

Submit digital photos, receipts, Incident Report or other information with this form. 

After you submit this Claim Form the College may request additional information from you. 

If the claim is approved, you will also need to sign a Release in order to receive payment. 

The Release will be provided by Residential Life or Risk Management. 

The Student should complete the information below: 

Student’s Name:        Student’s ID #: 

Student’s campus address: 

Student’s contact information (email/cell phone): 

Date of incident:      Location of incident: 

Description of incident (What happened? How was the property damaged? Were there any witnesses?): 
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Claim Form for Lost or Stolen Student Personal Property, page 2 

Description of property lost or damaged. Include make/model, approximate age and condition. If 

repairable, estimate cost of repair. If not repairable, estimate the “fair market value” of the property 

(considering its age and condition) and the replacement value (to purchase new). Include copies of 

pricing sources (such as print out of web pages; receipts, etc.) if possible. 

I hereby state that the information I have provided in this claim form is truthful and accurate to the 

best of my knowledge.  I request compensation from Champlain College in the amount of 

$_________________________ in consideration of the loss or damage to my personal property.   

Student’s signature: 

Date: 

APPROVAL BY DIRECTOR OF RESIDENTIAL LIFE (for incidents occurring in a residence hall) 

Name: 

Signature: 

Date: 

APPROVAL BY RISK MANAGEMENT DIRECTOR 

Name: 

Signature: 

Date: 
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