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PenMet Parks

Parks For All. Parks For Life.

PENMET PARKS PROCEDURE Division | ALL
Subject | Lost and Found Procedure Procedure # | PMO010PRO
Related Policy or | N/A
Procedure

Effective Date | 9/12/2024

Last Revised

Approved By | Robyn Readwin Date | 9/12/2024

Purpose: To establish a method of collecting items lost or found by our citizens or
employees, holding them for a defined period of time, and disposing of them.

PROCEDURE
Step | Action Responsible
1 ltem is Found All Staff

Employees will pick up the items, then tag and hold the item for the owner to retrieve.

Step | Action Responsible
2 Storing of ltems Facility Rental Coordinator,
Site Supervisor

All found items will be tagged, and stored in the appropriate area.
There are two locations that lost and found items are stored at:

1. Sehmel Homestead Park, in the electrical room of the concession stand.
2. District HQ in the small, locked drawer at the front desk.

¢ Please note that ALL lost and found items should be taken to Sehmel
Homestead Park, and NOT the District Headquarters. Exceptions to this are:
If the item(s) are already scheduled to be picked up, or if it was found at the
District Headquarters.

All items are to be stored in one of four bins. Those bins are designated with a 1, 2, 3,
and a “V”.
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The number on each bin is the number of weeks the item has been in

our possession. Each Friday the items in each bin that have been there at least that
length of time will be moved to the next box.

e For example; if you have 5 items in the week 1 box, and 4 of those
items came in at least 7 days before, then those items are moved to
Box 2, and the single item that has been there for only 5 days will
remain in the box until the next Friday.

The “V” box is for valuable items (phones, wallets, information of a sensitive
nature, jewelry etc). This box will have two padlocks on it on opposite sides to
ensure only the designee(s) are able to retrieve those items.

Once the items have been in our possession for more than 3 weeks, those items will
either be donated/thrown away, or (if they are a valuable item) handed over to law
enforcement per RCW 63.21.060. That is done by calling the Pierce County Non-
Emergency Line at 253-798-4721 and having an officer come out to retrieve the item(s).
If someone’s lost item was valuable, they may contact the Pierce County Property
Room at 253-591-5984 or 253-798-7522 to see if their item has been placed with the
county. The notice will contain the info email and the front desk number to enquire
about their missing property.

Step | Action Responsible
3 Notice of Lost Item Marketing

e Our procedure is noted on the website for the public to reference.

Step | Action Responsible

4 Claiming Item(s) Site Supervisor, Facility
Rental Coordinator, Customer
Service Assistant

Owners must give sufficient details to describe the item, circumstances to its
loss, and provide their name, and phone number. PenMet Parks will return items
to the owner.

On-Site Pickup: If the owner properly identifies item, he/she may pick it up
during normal business hours. Picture ID is required at time of pick up. Clearly
specify location of pickup, with the owner. Representatives of the owner may pick
up items with proper identification and verified written permission of owner.
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U.S. Mail: PenMet Parks staff can return small items via U.S. PenMet Parks
Mail if the owner forwards a self-addressed, stamped, mailing Parks For All. Parks For Life.
container to the PenMet Parks Administrative Office. PenMet Parks will not pay

for lost items to be mailed to the owner under any circumstances.



