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AUTOMOBILE CLAIM PROCEDURES 
 
After an auto accident/incident the following procedures must be followed: 
  
• District police or local police (depending on where the accident occurs) must be notified so a Police 

Report can be generated. 
 

• The RCCD driver must obtain a report number from the responding officer so it can be inserted into the 
accident report. 

 
• When at the scene, the RCCD driver should exchange information with the other driver (if applicable).  

It is important that the following information is obtained: 
 

 Other Driver Name 

 Other Driver Address 

 Other Driver Telephone Number 

 Other Driver Driver’s License Number 

 Other Vehicle License Plate Number 

 Other Vehicle Year, Make, Model, and Color 

 Other Driver Automobile Insurance Carrier Name 

 Other Driver Automobile Insurance Carrier Policy Number 

 Pictures of the Other Vehicle Damage (if possible) 
  

• All of the information taken at the scene should be included on a VEHICLE COLISION REPORT FORM 
(see Exhibit 1 on page 5) and returned to the Risk Management Department attention 
Bj.cain@rccd.edu. 

 
• On the Vehicle Collision Report, the RCCD driver must provide a complete description of the RCCD 

vehicle, year, make, model, color, area of damage, and current location of the vehicle for inspection. 
 
• The incident should be reported to any involved employee’s supervisor. 
 
• Any district employee involved in the accident must call Medcor at (800) 775-5866 to report the 

incident and report any injuries. 
 
• Two estimates for repairs should be turned into the Risk Management Department attention 

Bj.Cain@rccd.edu.  Risk Management will forward the information to the District’s auto insurance 
carrier. 

  
o The auto insurance carrier can assign an estimator if necessary. 
 

• Once the estimates are received, and a vendor is chosen for the repairs, the driver’s department will be 
responsible for creating a requisition and going through the usual purchasing process to complete the 
repairs.  A copy of the requisition should be sent via email to Bj.cain@rccd.edu.  
 

file://///stan.acad.rccd.net/claims%20files$/(2020)%20Claims/Claims%20Manual/Bj.cain@rccd.edu
file://///stan.acad.rccd.net/claims%20files$/(2020)%20Claims/Claims%20Manual/Bj.Cain@rccd.edu
mailto:Bj.cain@rccd.edu
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o The department is to use their budget for the repairs.  The insurance company will send 
reimbursement to Risk Management for the repairs less any deductible. 

 
o Once Risk Management receives the reimbursement check, the check will be sent to accounts 

receivable to ensure the funds are returned to the department’s budget.  A copy of the check will be 
sent to the driver’s department notifying the department head that the reimbursement is in route.  

 
o Please note that no repairs can be completed until a PO is generated by the driver’s department. 

 
• Please note that anyone driving on school or district business must be first cleared to drive. Contact 

Sylvia Valentines at extension 3547 or by e-mail at Sylvia.valentines@rccd.edu to verify if individuals 
are cleared. 

 

Preferred Auto Providers 
 
Moreno Valley Campus: 
  
• Buds Tire Pros | 22510 Alessandro Blvd., Moreno Valley CA 92553 | (951) 653-0707 | Galaxy #39393 
• Solutions RV | 25620 Sierra Cadiz Ct., Moreno Valley CA 92551 | (951) 490-8041 | Galaxy #103212 
 
Norco Campus: 
   
• Hemborg Ford | 1900 Hamner Ave., Norco CA 92860 | 951-737-6151 | Galaxy #44333 
 
Riverside Campus: 
 
• Fritts Ford | 8000 Auto Dr., Riverside CA 92504 | 951-687-2121 | Galaxy #16830 
  

file://///stan.acad.rccd.net/claims%20files$/(2020)%20Claims/Claims%20Manual/Sylvia.valentines@rccd.edu%20
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PROPERTY LOSS CLAIM PROCEDURES (RCCD OWNED PROPERTY) 
 
After a property loss or incident, the following procedures must be followed: 
  
• The incident must be reported to Risk Management using the reporting procedure as follows: 

 
o Complete the CALIFORNIA SCHOOLS RISK MANAGEMENT LOSS OR DAMAGE REPORT (Exhibit 2 

on page 8) and submit to Risk Management via email at Bj.cain@rccd.edu . 
 

• Risk Management will notify the claims administrator (Carl Warren Adjusters) via e-mail within 24 
hours. 

 
o Auto Liability Adjuster | Jeff Peters | (657) 622-4235 | jpeters@carlwarren.com   
 
o Property Adjuster | Neil Butterbaugh | (949) 235-8642 | neil@crstpa.com 

 
• A complete inventory of all damages must be submitted to Risk Management by the department. 

 
o Copies of assets sheets or purchase order invoices will be sent to Carl Warren. 
o A copy of the original PO/invoice for all items that have been, or will be replaced, must be 

submitted to support a replacement cost value payment. 
o For Theft or Vandalism a police report must be obtained and submitted.  

 
• A Loss or Damage Report must be completed by the department and submitted to Risk Management.  

 
o The department will be responsible for going through the usual purchasing process, including 

processing the requisition and getting multiple quotes if required per Board Policy AP5340 “Bids & 
Contracts”. Contact the District Purchasing Department for public works estimate over $25,000 for 
further instructions.    
 

o Once the estimates are received, the department will work with the adjustor to choose a vendor.   
 

o Please note, California Schools Risk Management JPA maintains a panel of three (3) preferred 
vendor partners specializing in property damage claims.  These vendors offer RCCD a 10% 
professional discount because of the District’s CSRM membership. These vendors are listed on page 
7. 
 

o The department is to use their budget for the repairs. 
 

o A copy of the requisition, PO, quotes, pictures of the damage and final invoices must be sent to Risk 
Management. 
 

o Risk Management will seek reimbursement from the insurance company once the repairs total 
more than the $50,000 deductible. 

 
o Please note that no repairs should be started or completed until a PO is generated. 

 

mailto:Bj.cain@rccd.edu
mailto:jpeters@carlwarren.com
mailto:neil@crstpa.com
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Preferred Property Loss Providers 
 
• Belfor | Inland Empire | (877) 543-8239 | Galaxy #104606 

 
o Mitch Lavine | mitch.lavine@us.belfor.com 

 
• All County Environmental Restoration | (866) 839-8049 | Galaxy #104633 

 
o Don Moser | dmoser@allcountyenvironmental.com 

 
• Padgett’s | (800) 273-1194 | Galaxy #41822 

 
o Mary Padgett Mary@trustpadgetts.com | Tim Padgett Tim@trustpadgetts.com 

 
 
 

LAPTOP LOSS CLAIM PROCEDURES (RCCD OWNED PROPERTY) 
 
• The incident must be reported to Risk Management using the reporting procedure as follows: 

 
o Complete the CALIFORNIA SCHOOLS RISK MANAGEMENT LOSS OR DAMAGE REPORT (Exhibit 2 

on page 8) and submit to Risk Management via email at Bj.cain@rccd.edu . 
 

• Risk Management will notify the claims administrator (Carl Warren Adjusters) via e-mail within 24 
hours. 

 
• A complete inventory of all damages must be submitted to Risk Management by the department. 
 

o A copy of the original PO/invoice for all items that have been, or will be replaced, must be 
submitted to support a replacement cost value payment. 

o For Theft or Vandalism a police report must be obtained and submitted.  
 
• The department will be responsible for creating a requisition and going through the usual purchasing 

process to purchase a replacement item.  A copy of the requisition should be sent via email to 
Bj.cain@rccd.edu.  
 
o The department is to use their budget for the repairs.  The insurance company will send 

reimbursement to Risk Management for the repairs less any deductible. 
 
o Once Risk Management receives the reimbursement check, the check will be sent to accounts 

receivable to ensure the funds are returned to the department’s budget.  A copy of the check will be 
sent to the department notifying the department head that the reimbursement is in route.  

mailto:mitch.lavine@us.belfor.com
mailto:dmoser@allcountyenvironmental.com
mailto:Mary@trustpadgetts.com
mailto:Tim@trustpadgetts.com
mailto:Bj.cain@rccd.edu
mailto:Bj.cain@rccd.edu
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Exhibit 2 – California Schools Risk Management Loss or Damage Report Form 
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STUDENT ACCIDENT INSURANCE CLAIMS PROCEDURE 
 
Student (Accident) Insurance covers all registered students.  This plan serves as a secondary accident 
medical coverage policy when students are already covered under a medical insurance policy of their own.  
However, if the student does not have their own medical insurance policy, this plan becomes the primary 
payer in the event of an accident on campus.  All student accident insurance claims must be reported as 
follows to be eligible for coverage: 
  
• Immediately report all accidents to College authority (instructor, coach, trainer or health center) (see 

Exhibit 3 on page 10 for instructions). 
 
• Complete and send both the STUDENT ACCIDENT INSURANCE ClAIM FORM (see Exhibit 4) and the 

ACCIDENT REPORT FORM (see Exhibit 5) to the Plan Administrator within 120 days of the accidental 
injury. 

 
• Forms should be submitted via: 
 

o Email:  claims@myers-stevens.com CC: bj.cain@rccd.edu  
o Fax:  (949) 348-2630 
o Mail:  Myers-Stevens & Toohey | 26101 Marguerite Pkwy, Mission Viejo CA 92692 
o Questions: (800) 827-4695, bilingual support (800) 827-4695 

  
• At the same time, the injured student must file a claim with any other available health and/or accident 

carrier plans.  This can include employee plans, union plans, CHAMPUS (military plans), service 
contracts, self-insured benefit plans, or health maintenance plans (HMO’s).  The Student Insurance 
carrier will require this report if other insurance plans are available. 

 
• Attach all itemized bills to the claim form and mail within 90 days of the first date of treatment. 
  

mailto:claims@myers-stevens.com
mailto:bj.cain@rccd.edu
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Exhibit 3 – Student Accident Insurance Claim Instructions 
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Exhibit 4  – Student Accident Insurance Claim Form  
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WORKERS’ COMPENSATION CLAIMS PROCEDURE 
 
After a Workers Compensation injury the following procedures must be followed: 
 
• The injured employee and/or their supervisor must call the triage nurse service (Medcor) at (800) 775-

5866 to report the incident and any injuries immediately. 
 

o Please note that Medcor must be called even if the employee does not desire medical treatment. 
 

o Employees include full and part-time employees, student workers, and students performing their 
volunteer hours at the time of the injury. 

 
• Medcor will direct the injured worker to the nearest medical facility if medical treatment is needed. 
 

o Injured workers should proceed to the medical facility immediately.  
 

o Medcor will fax authorization for treatment to the facility.  No paperwork or appointment is needed 
to be seen for the first time. 

 
• Risk Management will send the necessary paperwork to the injured worker and their supervisor via 

email. (See exhibits 6, 7 & 8).  
 
• After employees are seen at the clinic, Risk Management will send an email to the supervisor informing 

them of any restrictions (if applicable) and when the employee will be seen again. 
 

o Risk Management encourages all supervisors to accommodate modified duty. 
  
• Absence affidavits should be filled out for any absences and turned into payroll. 
 

o Please mark “other” on the form and write in “workers’ compensation.” 
 

o Please note that payroll will request confirmation from Risk Management on a monthly basis to 
confirm that the absences were due to the workers compensation claim.  

 
o Payroll tracks the time an employee is off work for the first 60 days of Education Code benefits.  

After the 60 days of Education Code benefits expire, the injured worker will start using a small 
portion of their comp time, sick time, or vacation, and 100 days of half pay (in that order) during 
the time they are off work.  This process will continue until all benefits have been exhausted or the 
employee returns to work. 
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Workers Compensation Claims Contacts 
 
RCCD has a self-insured workers’ compensation program through the State of California, Department of 
Industrial Relations under a “Certificate of Consent to Self-Insure” number 7582.  RCCD’s claims are 
administered by a Third Party Administrator (TPA), Sedgwick. 
 

• Sedgwick’s mailing address is: 
Sedgwick | P.O. Box 14153, Lexington KY, 40512 
 

• The assigned adjuster is Tammy Lancaster.  Ms. Lancaster can be reached at (909) 942-4801 or by 
e-mail at tammy.lancaster@sedgwick.com 

 
• The assigned adjuster is Anna Romero.  Ms. Romero can be reached at (909) 942-5449 or by e-mail 

at anna.romero@sedgwick.com 
 

• Risk Management Claims Contact is Bj Cain. She can be reached at (951) 222-8127 or by email at 
Bj.Cain@rccd.edu  

For after hours the Risk Management Claims contact is Beiwei Tu. She can be reached at 
(951) 222-8128 or by email at Beiwei.Tu@rccd.edu 

 
• The Workers Compensation Appeals Board (WCAB) for Riverside is located at:  

3737 Main St., Room 300, Riverside CA 92501 | (800) 736-7401 
 

o The Information and Assistance (IA) officer is also located at this location and can be 
reached at (951) 782-4347. 
 

o The Riverside WCAB also holds free monthly one-hour workshops for injured workers the 
first Tuesday of the month at 1:30pm.  

 
• The Family and Medical Leave Act (FMLA) process is managed by HRER:   

 
• RCC & District -Danielle Sanders (951) 222-8591 Danielle.Sanders@rccd.edu 

 
• Norco College-Graciela Caringella (951) 222-8356 & (951) 739-7801 Graciela.Caringella@rccd.edu  

 
• Moreno Valley College-Silvester Julienne (951) 222-8593 Silvester.Julienne@rccd.edu  

 

• The Accommodations process is managed by Lorraine Jones and Georgina Villasenor-Lee in Human 
Resources and Employee Relations.  

Lorraine Jones (951) 328-3874 or (951) 222-8595 lorraine.jones@rccd.edu 
Georgina Villasenor-Lee (951) 328-3725 georgina.villasenor-lee@rccd.edu 
 

 
 
 

 

mailto:tammy.lancaster@sedgwick.com
mailto:anna.romero@sedgwick.com
mailto:Bj.Cain@rccd.edu
mailto:Beiwei.Tu@rccd.edu
mailto:Graciela.Caringella@rccd.edu
mailto:Silvester.Julienne@rccd.edu
mailto:lorraine.jones@rccd.edu
mailto:georgina.villasenor-lee@rccd.edu
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Exhibit 6 – California DWC-1 Form 
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Exhibit 7 – Employee Accident Report Form 

   



 

17 
 

Riverside Community College District 
Claims Reporting Manual 

Exhibit 8 – Supervisor’s Accident Investigation Report 

 

 


