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PURPOSE 
This Local Operating Procedure (LOP) establishes a standardised process for handling Rush / 
Unaccompanied Baggage for easyJet at Frankfurt Airport (FRA). 
It ensures that all Rush / Unaccompanied baggage is handled in a consistent and traceable 
manner in line with easyJet security requirements and applicable regulations. 
 
OBJECTIVE 
The objectives of this LOP are to: 

• ensure that all Rush / Unaccompanied baggage is correctly identified and security 
screened; 

• ensure that Rush baggage is accounted for in the Hold Baggage Manifest (HBM); 
• ensure that Rush baggage information is made available in SI line of MVT message; 
• define clear roles and responsibilities between DHS Lost & Found and TRC 

 
APPLICATION 
Passenger Services Department:  
Lost & Found staff 
Customer Service Agents 
Supervisors/Lead Agents 
 
Operations department: 
Turnaround Coordinator / Load Controller 
 
ABBREVIATIONS & DEFINITIONS 
Rush / Unaccompanied Baggage: Checked baggage which is transported on a different 
flight than its owner (e.g. delayed, mishandled or found baggage to be forwarded). 
 
FWD Message: Forwarding baggage telex message created in WorldTracer and transmitted 
to OPS / Load Control. 
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BRS (Baggage Reconciliation System) – B5: System used at FRA airport for baggage 
accountability, ensuring reconciliation between bags and flight. 
 
HBM (Hold Baggage Manifest) Declaration Form: Record listing all loaded baggage, 
including Rush / Unaccompanied baggage. 
 
SI Line (Loadsheet): Special Information line on the Loadsheet/MVT used to inform the 
cockpit crew about Rush baggage count and compartment. 
 
Unaccompanied/Rush Hold Baggage Certificate of Security Measures: easyJet 
security documentation used to record security screening details, tag number(s) and 
handover validation for Rush / Unaccompanied baggage handled by DHS Lost & Found. 
 
PROCEDURE STEPS 
Prepare and handle Rush / Unaccompanied baggage in accordance with this procedure and 
easyJet requirements. Ensure that each Rush item is traceable via FWD, Eagle, and 
Loadsheet. 
 
FWD Creation & Communication 

Step Action 

1. DHS Lost & Found identifies baggage to be forwarded as Rush / Unaccompanied 
baggage (e.g. found baggage, delayed baggage). 

2. DHS Lost & Found creates a FWD Message in WorldTracer including tag 
number(s), routing, flight number(s) and, Property Irregularity Report (PIR) 
reference. 
 

 
Figure A1 – Example FWD Message 
 

3. The FWD Message is transmitted as telex. 

4. OPS / Load Control reviews the FWD and notifies the Turnaround Coordinator 
(TRC) about Rush baggage planned for the respective flight. 

 
Baggage Handover & Documentation 

Step Action 

5. DHS Lost & Found prepares the Rush baggage for departure, attaches DHS Rush 
Tag and coordinates pick-up with Baggage Handling. 

6. The easyJet Unaccompanied/Rush Hold Baggage Certificate of Security 
Measures is completed by DHS Lost & Found and handed over to gate agents. 
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Figure B1 – easyJet Unaccompanied/Rush Hold Baggage Certificate of Security Measures, Form 

Ref. EAS196 Version2/2022, Rush Form – EU and Non EU Excluding UK 
 

7. Gate agents will hand it over to the TRC assigned for the flight. 

8. Baggage Handler collects the Rush baggage from the Lost & Found area and 
brings it to the screening point, before bringing to position. 

9. On the ramp, Headloader coordinates with the TRC to review and confirm the 
Rush with the Unaccompanied/Rush Hold Baggage Certificate of Security 
Measures. 

10. The TRC verifies Rush baggage tag numbers against FWD information and 
Unaccompanied/Rush Hold Baggage Certificate of Security Measures to 
ensure correct pieces are forwarded. 

11. Only after TRC approval will the Headloader accept the rush bag and instruct to 
load it as according to LIRF. 

12. Rush baggage is recorded in the Loading Instruction Report Form (LIRF) and 
Loading Form and Certificate (LFC), including quantity and compartment. 

13. TRC ensures that all Rush pieces are included in the reconciliation and that no 
item bypasses the BRS and mandatory documentation. 

14. TRC ensures that all Rush pieces are recorded on the Hold Baggage Manifest 
Declaration Form. 
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Figure C1 – Middle Section of the Hold Baggage Manifest Declaration Form 

 

15. OPS / TRC ensures that the number of Rush baggage items and their respective 
compartment(s) are reflected in the SI line of the MVT message. 
 

 
 
Figure D1 – Example MTV Message 

 

16. Unaccompanied/Rush Hold Baggage Certificate of Security Measures to 
be included in the Flight File. 

 
 
SAFETY / SECURITY NOTES 

• Rush baggage belonging to other carriers must not be forwarded under easyJet flight 
operations and must be returned to the responsible carrier or handling agent, unless 
this is approved by easyJet and Unaccompanied/Rush Hold Baggage 
Certificate of Security Measures provided.  

• Rush / Unaccompanied baggage must not be loaded if security screening and proper 
documentation (BRS + FWD, rush certificate) have not been completed. 

• Any discrepancy between physical Rush baggage and documentation (FWD, BRS, 
Loadsheet) must be resolved before departure. 

• OPS / TRC are responsible for ensuring Rush information is reflected in the Load 
Instruction Report Form, Loading Form and Certificate and SI line of MVT. 

 
 
 
 
 
 
 
REFERENCE  
easyJet GHM, 1.8.3.1 Unaccompanied Hold Baggage 


