THE UNIVERSITY OF MANCHESTER
LOST PROPERTY POLICY
1. Purpose:
To ensure property found on site, or left within University premises is dealt with consistently an in accordance with internal service standards, GDPR guidelines and the Office of Fiar Trading guidance.
2. Applicability and Scope
This policy applies to anybody entering University premises and should be used when property is found or has been left behind. The property may belong to students, staff, their guests, contractors or members of the general public.
3. Definitions:
a. Lost Property is anything not belonging to the University, left on University premises.
b. Personal items of value are items left on the premises which contain personal or sensitive information and/or information from which an individual might be identified e.g., Passport, Birth certificate, cash or secure container (purse or wallet) likely to contain valuables, Credit/Debit card, Driving Licence, Bank Statements, mobile phone / iPad etc. (This is an indicative but not exhaustive list).
4. Lost Property:
All staff have a responsibility to hand in any personal items of value which they find on University Premises.
Property either found or handed in on University grounds will be held either by the local venue or the Security team. If the item remains lost after two weeks, it will be handed in to the Student Administration Team.
The Student Administration Team will process the item using Not Lost and securely store it for one month. If the item remains lost after one month, it will be disposed. If the item is matched to an enquirer, it will be taken to the Main Library for collection. 
The Student Administration Team have a responsibility to maintain a log of lost property using Not Lost, and to make every effort to trace the owner.
5. Disposal Policy
a. Driving License – British Driving Licenses will be returned to the DVLA in Swansea, Foreign Driving Licenses will be sent to a police station.
b. Electronics – Electronics are taken to IT services to be wiped of personal data and reused/recycled.
c. Keys – Taken to the waste management team for recycling
d. Passports – British Passports to be sent to HM Passport Office, foreign passports sent to their local embassy.
e. Items containing personal information – Placed in confidential waste
f. Other items – donated to charity or recycled
6. Collection of lost property
Items ready for collection will be taken to the Main Library each Friday. Enquirers will be notified via email where to collect their item and will be given two weeks to collect before disposal.
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