UCL SECURITY DEPARTMENT

THEFT/LOSS REPORT

The details given on this form are for UCL Security Department’s information purposes only.
Please Check with the Lost Property Department in Foster Court to see if the items have been handed in.

To report the theft to the Police at either call them on the Police Non-Emergency Number 101 or visit them at 
Holborn Police Station, 10 Lamb's Conduit Street, WC1N 3NR where you will be issued a Crime Reference Number.  This number is important and should be given to us and should be quoted on any subsequent insurance claims.
Please return this form to the Security Ops Centre, Foster Court or email it back to us at: security@ucl.ac.uk 

PLEASE COMPLETE ALL DETAILS BELOW SO A FULL INVESTIGATION CAN BE COMPLETED
Full description of the stolen item(s).  Include size, colour, serial numbers and any other information which would identify the item(s).

………………………………………………………………………………………………………….…………

………………………………………………………………………………………………………….…….……

Date and Time Items Were Last Seen 

   :  Date_____________________  Time _______________
Date and Time Items Were Discovered Missing :  Date_____________________  Time _______________

Location from where the item(s) were taken from: …………………………………………………………
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
Full Description of what you were wearing when you last saw items (This helps the investigator): 
……………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………
Circumstance of Theft (e.g. where were you when item taken, any suspicious activity in area etc.): 
……………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………
Any other information which you consider relevant: …………………………………………………….….

……………………………………………………………………………………………………………….……

…………………………………………………………………………………………………………….………

Crime Reference Number: ……………………………………………………..…………………..………….

________________________________________________________________________________________________________________________________
Details of Owner:-

I am a UCL Member of Staff / UCL Student / Other (specify)…………………………………………….…….

Name:-  ……………………………………………………… Department:-  …………………………………
Full Number on reverse of access card:-  …………………… Contact Tel No:-……………..…………………

Date Reported To Security:-  ………………………………....Signature :-  ……………………………………..
FOR OFFICE USE ONLY

Name of Officer Form Handed To……………………………………………

Name of Investigator

  ……………………………………………

UCL Theft Reference No
  ……………………………………………

