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SQS 13.1

Caritas Youth and Community Service
Service Quality Standards 13
13.1 Policy for Protecting Rights of Personal Belongings of Service Users

1. Mission:
The compilation of this policy is to ensure that rights of personal belongings of

individual service users are well respected.

2. Definition of Personal Belongings:
Personal belongings of service users cover individual’s identification documents;

valuables and moneys.

3. Concept:
At the time of their using services within Service Unit’s area and its organized
activities, Service User must be well informed that their personal belongings are

being protected.

4. Policy:
4.1 When providing services, staff must consider how to protect service users’

personal belongings.

4.2  Without permission of service users, staft is not allowed to use their personal
belongings/properties for official purposes. Service users must be informed

of their rights in this respect by staff.

4.3 Service Unit should consider providing reliable and safety environment for
service users to store their personal belongings in accordance with its
prescribed procedure. If there is no provision of storage facility for service
users, Service Unit must remind them to take care of their own personal

belongings.

4.4  Any loss of personal belongings within the area and organized activities of

Service Unit is to be classified as “Lost Case”.

Date of Review and Revision: 7 March 2024
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SQS 13.2

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

1. Lostitem(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.

Date of Review and Revision: 7 March 2024
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SQS 13.3

Caritas Youth and Community Service
Service Quality Standards 13
13.3 Notice for Redemption of Lost Item

It is noted that the following lost item(s) has (have) been discovered and is (are) under
the custody of the Service Unit. Owner(s) of such lost item(s) is (are) urged to approach

duty staff for redemption:-

Date of Discovery Details of Lost Item(s)

Policy for Processing Lost Item:

If lost item of service user is discovered during activity organized by Service Units
within its area, duty staff needs to record such details and post such details on notice
board to look for owner’s redemption. If such item has not been claimed in 3 months

from the date of discovery, it will be disposed of at the discretion of Service Unit.

Date of Review and Revision: 7 March 2024
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SQS 13.4

Caritas Youth and Community Service
Service Quality Standards 13

13.4 Handling lost item records

Date of Discovery | Lost Item(s) Result
redeemed hand over for
by owner to police donation
station to needy
after 6
month
S
Signed by Centre Supervisor: Date:

Date of Review and Revision: 7 March 2024




