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Lost Property Policy – Library Services

Effective date: 15/03/2026
This policy sets out how the Library Service manage lost and found property in compliance with applicable UK law and good practice. It is intended for staff, contractors, volunteers, and applies to all areas of the premises.
1. Purpose
To establish lawful, fair, and consistent procedures for receiving, recording, storing, returning, and disposing of lost property; to protect customers and staff; and to ensure compliance with UK data protection law and relevant legal duties.
2. Scope
This policy applies to all employees, agency workers, contractors, and volunteers across the various library sites, and covers all public and staff areas including external grounds.
3. Legal Framework (Summary)
Common‑law principles on finders and occupiers (including Armory v Delamirie (1722) and Parker v British Airways Board [1982]), which set out rights and duties concerning found property and the effect of an occupier’s manifest intention to control items on the premises.
Torts (Interference with Goods) Act 1977 – duties regarding the care and disposition of goods in possession/control and reasonable steps to trace owners.
Police handling of lost property: since February 2019, most police forces in England & Wales no longer process general lost property, but still accept certain categories (e.g., firearms/ammunition, items suspected to be linked to crime, and cash).
UK data protection law: UK GDPR and Data Protection Act 2018 govern any personal data processed during lost‑property handling (e.g., names, IDs, CCTV).
Treasure Act 1996 and Code of Practice (3rd revision) for items meeting the statutory definition of “treasure”.



4. Definitions
Lost property: moveable items unintentionally separated from their owner on the premises.
Valuable items: generally high‑value or risk items such as mobile phones, laptops, tablets, smart watches, jewellery, wallets/purses, car keys.
Non‑valuable item: low‑value items such as clothing, towels, water bottles, toiletries, umbrellas.
Personal data: any information relating to an identified or identifiable person (e.g., name, ID number, images on CCTV). ALL DATA and CCTV requests must be authorised by the Council's Data Protection Officer who can be contacted on 0151 511 7002 or by email to dpo@halton.gov.uk
5. Roles and Responsibilities
All staff
Promptly hand in found items to the Lost Property storage box in workrooms at each site, and complete the Lost Property Log.
Store items in the correct location and category; never access data on devices.
Follow verification steps before release and ensure signatures are captured.
Floor Managers (Accountable Owner)
Oversee logging, security, escalations, police liaison, and disposal.
Ensure data‑protection compliance (access control, retention, deletion).
Maintain vendor relationships for pharmaceutical waste and certified data destruction.
Data Protection Lead / DPO (where appointed)
Maintain the Record of Processing Activities, retention schedule, and DPIAs (e.g., CCTV).
Handle data rights requests and any personal data breaches.
6. Procedure – Handling Found Property
6.1 Intake & Logging
Bring the item to Reception immediately.
Create a Lost Property Log entry: unique ID, date/time, found location, description/brand/colour/identifying marks, condition, staff initials.
Photograph high‑value items (or where condition matters) for audit purposes and log these pictures in the Lost Property Log
Place items in category‑appropriate storage (see matrix below).


6.2 Item Handling Matrix
	Category
	Immediate Action
	Retention
	Routing / Notes

	UK Passports
	Do not search beyond ID page; seal in envelope
	No onsite retention
	Send to HM Passport Office with “Recovered British Passport” form

	Foreign Passports
	Seal; no copying
	No onsite retention
	Return to issuing embassy/consulate as advised

	UK Driving Licences
	Seal; no copying
	No onsite retention
	Post to DVLA Swansea SA99 1AB

	Bank/Payment Cards
	Do not record PAN data; follow issuer instructions on card
	No onsite retention
	Advise cardholder to cancel; if found, return/destroy per issuer guidance

	Cash
	Count with two staff; seal and log
	Short hold pending police advice
	Police still accept cash – contact local force

	Electronics (phones, laptops, tablets, watches, headphones)
	Do not access content; power down; secure store
	Up to 90 days
	Make reasonable owner checks without accessing data; escalate suspected crime-contact local force

	Medication (incl.-controlled drugs)
	Lock away; no reuse
	7–14 days max
	Dispose via licensed pharmaceutical waste contractor

	Keys/Fobs
	Label without full address
	Up to 90 days
	Release only with strong proof of ownership-contact local police force

	Non‑valuable items (clothing, towels, bottles)
	Bag and date
	14 days 
	Dispose/clean/donate per hygiene policy

	Hazardous/Suspect items (weapons, ammo, suspicious package)
	Evacuate/cordon if needed
	N/A
	Call police immediately

	Potential “Treasure”
	Secure; do not clean
	N/A
	Follow Treasure Act 1996 Code of Practice


6.3 Owner Verification & Release
Require accurate description and proof of identity; for devices, match IMEI/serial or unique marks (without accessing content).
For collection: claimant signs the lost property collection log; staff record ID type (no copies).
Record the release in the Log and remove the item from secure storage.
6.4 Unclaimed Items & Disposal
After retention periods expire, dispose as follows:
Data‑bearing devices: hand into local police force and collect ensure proof of receipt is provided, log this in the lost property log file. If local force will not take receipt of item then please liaise with the Council's Data Protection Officer who can be contacted on 0151 511 7002 or by email to dpo@halton.gov.uk to ensure that certified data sanitisation or physical destruction; is provided and HBC retain certificate of destruction.
Medicines: dispose via licensed pharmaceutical waste contractor (PHS medicines container on site); retain waste transfer note. 
General items: donation, recycle, or dispose of responsibly; any items surrendered to police follow police process. (Donation to Mayors Charities must be contacted in first instance) 




7. Data Protection & Privacy (UK GDPR)
Lawful basis: legitimate interests (reuniting property with owners; site security) and/or legal obligation where applicable.
Minimisation: only record what is necessary to identify items/owners; do not browse device contents.
Security: locked storage; restricted access to logs; encrypt any digital records; staff training.
Storage limitation: apply the retention schedule below and ensure timely deletion.
Rights: handle access/erasure requests via the Data Protection Lead; report any personal data breaches in line with UK GDPR.
8. Use of CCTV (if applicable)
Use only for stated purposes (e.g., security and to assist with lost‑property enquiries).
Display signage; maintain a Data Protection Impact Assessment (DPIA).
Retain footage only as long as necessary for the stated purpose (no fixed legal limit; many organisations use ~30 days unless required for an incident).

9. Records & Retention Schedule
	Record / Item
	Retention
	Notes / Rationale

	Lost Property Log entries
	12 months
	Sufficient for queries/claims while limiting data retention.

	Owner ID checks
	-
	Verify release; then record to lost property.

	CCTV used for a lost‑property enquiry
	Up to 30 days unless preserved for case
	Purpose‑based retention; document justification on CCTV log record.

	Valuables stored onsite
	Up to 90 days
	Reasonable steps/time to locate owner.

	Non‑valuable items
	14 days
	Space/hygiene constraints and low value.

	Medication
	7–14 days
	Safety; then disposal via licensed contractor.


10. Training & Audits 
All front‑of‑house and Facility Managers receive induction training on this policy, legal thresholds for police referrals, and data protection.
Senior Management check log completeness, retention compliance, and disposal evidence (destruction certificates, waste notes).
11. Signage & Customer Communication
Post signage at entrances and reception: “All lost property must be handed to Reception. Items are recorded, stored securely, and processed under our Lost Property Policy. IDs, bank cards and medicines follow specific legal routes. Unclaimed items are disposed of after our retention period.”
12. Liability & Complaints
The Library Service cannot accept liability for loss of personal belongings brought onto the premises. Complaints regarding the handling of lost property should be addressed to the Facility Manager in the first instance; data‑protection complaints may be directed The Council's Data Protection Officer who can be contacted on 0151 511 7002 or by email to dpo@halton.gov.uk
13. Review
This policy is reviewed annually or sooner if laws, guidance, or operational requirements change.
Appendix A – Sample Lost Property Log (fields)
Item ID | Date/Time Found | Location | Description/Brand/Colour/Marks | Condition | Staff Initials | Category | Storage Location | Owner Contact Attempts | Release (Date/Name/Proof) | Staff Sign | Notes
References (for internal use)
HM Passport Office – Found passport (Recovered British Passport form): https://www.gov.uk/government/publications/found-passport
Metropolitan/UK Police position on lost property (post‑2019): NotLost guide & local force guidance: https://notlost.com/the-definitive-guide-to-lost-property-laws-in-the-uk/
West Yorkshire Police – Found property guidance (IDs, cards, documents): https://www.westyorkshire.police.uk/advice/lost-and-found/found-property/found-property
Case law overview – finder/occupier rights (Armory v Delamirie; Parker v BAB): University of Greenwich paper: https://gala.gre.ac.uk/id/eprint/46624/3/46624_PAWLOWSKI_Finders_keepers_Who_owns_lost_or_abandoned_objects_found_on_land.pdf
GOV.UK – UK GDPR/Data Protection Act overview: https://www.gov.uk/data-protection
ICO – CCTV and video surveillance guidance: https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/cctv-and-video-surveillance/
NPSA – Storage and retention of recorded CCTV images: https://www.npsa.gov.uk/system/files/documents/b0/b1/20200724%20Storing%20and%20Retention%20CCTV%20images%20V2.0.pdf
Specialist Pharmacy Service – Managing pharmaceutical waste: https://www.sps.nhs.uk/articles/managing-pharmaceutical-waste/
Treasure Act 1996 – Code of Practice (3rd revision): https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1175705/Treasure_Act_1996__Code_of_Practice.pdf
















Owner Claim Form

Claimant name: _________________________ 
ID type: _________________________
Item ID: __________  
Description confirmed by claimant: _______________________________
Claimant signature: ______________________ 
Date: __________  
Staff Name: ________________

Data notice: We record your details to verify release and prevent fraud (lawful basis: legitimate interests). We retain minimal data for up to 90 days, then delete them securely.
 Contact the Council's Data Protection Officer who can be contacted on 0151 511 7002 or by email to dpo@halton.gov.uk for further enquires.  
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	Halton Borough Council CCTV

	Request for Halton Borough Council Data Release

	

	Requesting Officer Details

	Name:
	 

	Rank and Collar Number:
	 

	Force or Council:
	 

	Police Station or Council Office:
	 

	

	Crime / Incident Details

	IML or Occurrence Number:
	 

	Date and Time:
	 

	Location of Incident :
	 

	Cameras Viewed :
	 

	Brief Details of Incident :
	 

	
	
	
	

	HBC CCTV Surveillence Scheme

	As the investigating officer I have viewed the above CCTV recording and deemed it to be of evidential use.  I require a copy of the data to be saved to disc for the purposes of the investigation. 
I sign below to take possession of the footage, which has been placed in an evidence bag and I assume responsibility for its storage, disclosure, continuity and final destruction in accordance with the GDPR/DPA 2018.
I confirm that the evidence seized will not be used for any purpose other than in connection with the above-mentioned investigation without obtaining written permission from the Halton Borough Council CCTV System Manager.

	 
	
	
	 

	Officer Signature:
	 

	Rank and Collar Number:
	 

	

	Releasing Operator Details

	Releasing Operator:
	 

	Date and Time of Release:
	 

	CD / DVD / USB / Body Cam / NICE / SharePoint:
	 

	Release Number:
	Evidence Bag Seal Number:
	Operator Reference:

	 
	 
	 

	Operator Signature:
	 
























	Lost Property Log


	Log Reference
	Date
	Item Description
	Name
	Sign

	(Example) 001
	17.3.26
	Black Apple Watch
	Jane Doe
	JD
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