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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

LOST AND FOUND
I.
POLICY

1.00
GENERAL STATEMENT

This policy provides clear direction for the proper safeguards, inventory, and return or disposal of items found at any location, on either campus.  It promotes the return of lost property to the owner, and allows the College to take custody of lost items, as well as the authority to make final disposition if found property remains unclaimed.    

The College, through policy and procedures, will make an effort to return property to the owner, but assumes no liability or responsibility for the care and/or protection of any personal belonging left unattended on College property.  

II.
PROCEDURE

1.00
Found Procedures
a. Campus Services/Mail Room or Burlingame Campus Front Office will be the central collecting point for all found properties.

b. College employees, and other finders of lost property, should take found items to Campus Services/Mail Room (Iola Campus) or Burlingame Campus Front Office on the campus the item was found.
c. Campus Services/Mail Room or Burlingame Campus Front Office will collect the following information about each item:

· Location found
· Date and time found
· Name of item owner, if known
· Name of finder

· Phone number of finder

d. Found items will be logged, inventoried, and placed in a secure location.
e. Items are sometimes found and returned to the nearest Allen Employee, at the nearest department.  In this case, the Allen employee should attempt to gather the information outlined above, then take the item to Campus Services/Mail Room or Burlingame Campus Front Office, including all information collected.

f. Campus Services/Mail Room or Burlingame Campus Front Office staff will make every effort to contact the owner, if identification is available. 
2.00
Lost Procedures 

a. Any person who has lost property should contact Campus Services/Mail Room or Burlingame Campus Front Office staff.

b. Claimant must describe the item lost, where it was lost, and when it was lost, to help ensure proper return of property.

c. Claimants must sign for items before they are released to the owner.

3.00
Disposal Procedures

a. Depending on the type of item, the property may be held up to 3 months before disposal.  While the retention period and manner of disposal depends on the item, most fall into the following categories:

i. High value identity items such as wallets, checkbooks, payroll checks, credit/debit cards, drivers licenses, ID cards, etc – held up to 60 days, then properly disposed of, or donated to ACC Endowment Association.
ii. Items such as cell phones, cameras, portable music players, electronics, jewelry, umbrellas, watches, keys, money, and medications – held up to 60 days, then donated to a local charity, or transferred to the ACC Endowment Association.  When applicable, some items will be destroyed.  
iii. Clothing, eyeglasses, book bags, backpacks, books, and calculators – held up to 30 days, and then donated to charity or transferred to the ACC Endowment Association.
iv. Large items, such as bicycles – held for 90 days, then donated to charity or transferred to the ACC Endowment Association.
v. Hazardous and perishable items may be discarded immediately.
b. All found items will be processed through these lost and found procedures, then placed in the President’s office for proper and final disposal.  
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