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HEATHFIELD	SWIM	SCHOOL	&	SWIM	STARS	
SOUTH	EAST	-	LOST	PROPERTY	
PROCEDURE	
 
 
Objec&ve: 
To establish a systema.c and efficient procedure for handling lost property within Heathfield Swim 
School and Swim Stars South East, ensuring the prompt return of items to their righ>ul owners. 
 
Procedure: 
 
1. Designated Lost Property Area:  

- Each site within the Swim School has an official Lost Property area. The loca.on of these varies 
from site to site but are a bin which is marked lost property. 

 
2. Informing Staff and Customers: 

- Display clear signage in key loca.ons, such as the entrance and wai.ng areas, direc.ng 
individuals to the Lost Property area. 

- During orienta.on and onboarding, inform customers and staff about the Lost Property 
procedure. 

 
3. Staff Responsibili.es: 

- A staff member on shiO will help oversee the Lost Property area. 
- Staff members who come across lost items should promptly deliver them to the designated 

Lost Property area. 
 
4. Logging and Documenta.on: 

- Maintain a Lost Property logbook or digital record, including details such as the date the item 
was found, a brief descrip.on of the item, the loca.on it was found, and the name of the staff 
member who reported it. 

 
5. Labelling and Storage: 

- Clearly label each found item with a unique iden.fier and relevant details (e.g., date found, 
loca.on). 

- Store items in a secure and organized manner to prevent damage or loss. 
 
6. No.fica.on and Collec.on: 

- When a lost item is found, no.fy customers or staff who may have lost such an item, if possible. 
- Establish a reasonable .meframe (e.g., two weeks) for individuals to claim their lost property. 
- No.fy unclaimed items via email or other communica.on methods. 

 
 
 



 
 
 
 
 
 

  
 2 

 

 
Heathfield Swim School & Swim Stars South East 

Email: heathfieldswimschool@gmail.com 
hss.swimstars@gmail.com 

Website: www.heathfieldswimschool.co.uk 
h<ps://swimstars.co.uk 

Phone: (+44) 07710039552 

7. Verifica.on Process: 
- Require individuals claiming lost items to provide detailed descrip.ons or proof of ownership to 

ensure accurate return. 
 
8. Disposal of Unclaimed Items: 

- AOer the specified .meframe of 1 term (6 weeks), assess unclaimed items. 
- Donate usable items to local chari.es or dispose of perishable items responsibly. 
- Document the disposal process in the Lost Property log. 

 
9. Periodic Review and Improvement: 

- Regularly review and update the Lost Property procedure based on feedback and experiences. 
- Consider implemen.ng improvements to enhance the effec.veness of the process. 

 
10. Communica.on: 

- Communicate the Lost Property procedure to parents, guardians, and students regularly 
through newsleaers, emails, or informa.on sessions. 

 
By implemen.ng this Lost Property Procedure, Heathfield Swim School and Swim Stars South East 
aim to provide an organized and efficient system for managing lost items, promo.ng a posi.ve 
experience for both customers and staff. 


