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Caritas Youth and Community Service
Service Quality Standards 13
13.2 Procedure for Redemption of Lost Item(s)

1. Lost item(s) (except easily decayed goods) being discovered at any Service Units
should be reported and handed to duty staff stationed at Reception Counter for

further action following the procedures of handling lost item(s).

2. Duty staff must record details of such lost item and properly maintain such details.
Similar details should also be posted on Service Unit’s notice board for public
awareness. If the lost property is valuables, such as Octopus, credit card, mobile
phone, etc., if no one has claimed it for two working days or the owner cannot be

contacted, the unit should appoint a staff to deliver the item to the police station.

3. Owner of lost item may enquire to duty staff for his/her lost item and arrange for

redemption.

4. If lost item has not been redeemed in 3 months from the date of discovery, such

lost item is to be disposed of at the discretion of Service Units.
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