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Rationale:
The Lost and Found Policy and procedures are intended to ensure that items reported lost or
found on our school premises are properly accounted for, and in case of items found, returned to
their rightful owner.
Key Points:

o All students and their parents are encouraged to label, where possible, all personal belongings

that children bring to school so that lost items can be returned to their owners as soon as
possible. It may be difficult to trace the owners of unlabeled items.

e Students are encouraged to take responsibility for their personal property and ensure it is kept
safely.

e Students are advised against bringing valuable items or large sums of money to school unless
absolutely necessary.

e Should any items be lost, students are asked to retrace their steps, in the first instance.

e Students who have lost items or have concerns can approach the Heads of Phase for
assistance.

¢ Any lost items found at school are kept in the “Lost and Found” area at the following venues:

» Primary Block ground floor
» Senior Block - Near Basketball Court

e High-value items (jewellery, tablets, iPads, laptops, phones, keys, etc.) are secured at
Reception / Accounts Office and returned only with proof of ownership.

e Sports kit and equipment, if lost, are handed over to the PE department and can be reclaimed
from there.

e Any school books or equipment issued to a student automatically becomes their
responsibility. Students will be responsible for the replacement, if lost.




e All lost items without a name tag/unclaimed will be donated to charity or disposed of at the
end of each term. High-value items, however, will be kept at the Reception/Accounts Office
until the end of the academic year.

e Each class has a designated Lost and Found box for smaller or frequently misplaced items.
Students are encouraged to check their class box regularly for any lost belongings. Items
unclaimed by the end of each term will be moved to the main Lost and Found area for
safekeeping or disposal in line with the school’s policy.

¢ In all circumstances, the school does not take responsibility for any lost or misplaced items.




