
POLICY: LOST and FOUND
Applies to: PDCSS staff and transit riders

POLICY

At Princeton & District Community Services, we are committed to returning lost and found items to their
rightful owners in a timely and efficient manner. We understand the importance of recovering personal
belongings and aim to minimize the time between item discovery and its return.

To facilitate this, we have developed a clear and organized system designed to ensure lost items are promptly
identified and returned. Our staff are dedicated to maintaining this process, and we strive to make the retrieval
of lost items a seamless experience for the community we serve.

PROCEDURE

1. Any article found on a bus or within a PDCSS worksite, regardless of value, must be turned in to the
administrative office on the day it is found. Valuable articles, such as keys, medicines, laptops, wallets, etc. should
be reported to the Office Administrator as soon as possible.

2. If you are the first staff member to handle the lost article, complete a Lost Article Tag. If the article is found on a
BC Transit bus and the driver is relieved on the road, the driver must give any found articles to the relief driver
who will be responsible for returning found items to Lost and Found at the administrative office.

3. Due to the potential health hazards of lost and found items, staff should NOT open bags or containers. For staff
personal safety, and to avoid liability difficulties, do not look for identification inside a lost item when a customer
hands it to you. This procedure applies to any lost items of value, such as wallets, purses, laptops and cell phones.
If identification of an item is required, a transit supervisor or manager will retrieve the item and confirm
ownership if and when they are available.

4. If identification is not required, bring the unopened item to the administrative office for processing with Lost and
Found. Report any suspicious items to a manager

5. Once an item is handed in to the administrative office, the Office Administrator or designate will tag the item with
the date, owner (if possible) and any other identifying information. Lost and found items are stored in a secure
location.

6. Items will not be returned to a claimant nor will any direct information be given until the person attempting to
claim the item has proven he or she is the rightful owner. When ownership has been satisfied, the owner will be
asked to sign the lost article tag. The tag is filed by the office administrator.

7. Lost and found items will be stored no longer than 6 months from the date the item was tagged. Items of value
such as wallets, purses and laptops will be turned into the local RCMP detachment if not claimed within the 6
month period. Items determined to have minimal value, may be donated or disposed of at the manager’s
discretion.

8. If an item is claimed but needs to be shipped to the owner, shipping will be at the owner’s expense.
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