
Student & Visitor Property & General Liability Insurance Claim Process
Sh

er
iff

O
ff

ic
e 

of
 G

en
er

al
 

C
ou

ns
el

 
St

ud
en

t &
 

V
is

ito
rs

Th
ird

 P
ar

ty
 

A
dm

in
is

tra
to

r 
(T

PA
)

B
us

in
es

s 
Se

rv
ic

es

Injury or accident 
happens to Student 

or Visitor at 
Colleges or District 

Office

Prepare Incident 
Report documenting 

Incident

Completes Claim 
Form and Submits it 

to District Office 

Review Claims with 
Business Services to 

Determine if the 
Claim Should be 

Rejected or 
Accepted

  OGC and Business 
Services Agree to 

Accept Claim?

Issue Claim 
Acceptance Letter 
and Release Form

Claimant Signs and 
Returns Release 

Form

Settlement Check is 
Issued and Loss Run 

Reports UpdatedIssue Claim 
Rejection Letter 

Receives Denial of 
Claim Letter

Receives Settlement 
Check

Contact Claimant to Verify 
if Settlement Form 

Received.  If No Response 
from Claimant the Claim is 
Filed and Wait for Contact 

from Claimant

NO

YES

YES

NO

Receives Incident 
Report and Issues 

Claim Form

Reviews Claim and 
Obtains Additional 

Information as 
Needed

Receive and Review 
Settlement Release 

Form 
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