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Thanet Community Transport Association (TCTA) 

Policies & Procedures


	Date created:-1st October 2015
	Date amended:- August 2016


Lost & found policy
 Within reason, we aim to collect, store and return items of property that are deemed to be genuinely lost by passengers in our vehicles and likely to be sought by the original owner.

 Enquiring after lost property

Enquiries can be made by contacting the office on our usual contact number.
 Any individual making enquiries to reclaim items they believe has been left on one of our vehicles will be asked to provide a description of the lost item, including brand, size, colour, unique features or other details that will help with identification. It may also be necessary for us to request specific information for certain items, including, description of contents for bags, wallets and purses, phone numbers or un-lock codes for mobile phones and distinguishing marks or engravings on jewellery.

 Proactive contacts

Where possible, TCTA will attempt to contact the owner of property handed to us where we reasonably believe we have the correct contact information. Should we not be able to contact you directly, we will leave a message that we may have an item of your property and ask you to contact us.

Limitations

While we will take due care when collecting, storing and dispersing property within our remit, no claim whatsoever will be accepted for any loss arising from our involvement in this process
Any items handed to us from our staff as lost property will become the responsibility of TCTA and should be handed to the general manager.

 

Procedure

All lost items must be reported to the general enquiries number. Details of the person making the enquiry and the missing item(s) will be recorded. Enquiries will be made with staff where the item(s) was last known to be placed 

 Any missing property found by staff will be held at our office until it is claimed. Where possible a driver or escort may return the item back to the passenger but in some circumstances the client may need to collect it from our office.

 We will do our best to return all found items by contacting any suspected owners. Items that are handed into us will be kept within a secure location for a period of not less than twenty eight days. Perishable items will be kept for the date on which the item was found. Items of obvious nil value may be discarded immediately.

 Unclaimed goods

If goods are unclaimed, despite our efforts and a reasonable timeframe having passed, we will dispose of goods in a manner that we see fit. This may include donation to charity or third parties, or sale of goods through any channel. In line with the Data Protection Act 1992, we will not disperse any goods that contain personable identifiable information. Any items such as mobile phones will be data cleansed before dispersal or sale.
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