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1.  
INTRODUCTION
1.1
Wrightington, Wigan and Leigh (WWL) Teaching Hospital NHS Foundation Trust have a responsibility:
1.1.1 To provide a secure environment for inpatients to store personal property, this could be within a lockable locker at the patient bedside, or in Cashier’s office at the patient’s request. 
1.1.2 
To limit liability in the event of loss or damage.

1.2
Patients/carers (as appropriate) shall be informed of the measures to be taken at the time of admission by verbal information given by Registered Health Professionals and clerical staff involved in the admission process.
1.3 The following Policy and accompanying SOP set out the steps that must be taken to ensure the safekeeping of inpatient property.   
1.4
The policy applies to all acute staff employed by Wrightington wigan and Leigh Teaching Hospitals NHS Foundation Trust
2. 
KEY PRINCIPLES  
2.1
The purpose of this policy is to provide direction and guidance to ensure that the Trust’s legal obligations concerning inpatients’ property are discharged correctly and that the interests of the staff involved are protected. It endeavours to provide an environment where the risk of loss or damage to inpatients’ property is minimised. All wards and departments must display the Trust Patient Property Disclaimer Notice.
2.2 
Patients/carers should be advised prior to admission into hospital for the need to bring essential items only. 

2.3 
At the time of admission the patient, carer or guardian will be requested by a Registered Health Professional to sign a disclaimer which advises that the Trust is not liable for loss or damage to inpatient property unless the property is handed to a member of staff for safekeeping and an official receipt is obtained.

2.4 
Each inpatient will be provided with a lockable bedside locker enabling them to secure and take responsibility for their own property.
2.5 
Registered Health Professionals should document in the Patient Property Receipt book a record of any property that is handed in for safekeeping by a patient carer or guardian. This is also to be recorded by when completing the HIS admission document.
2.6 
If the listing of property is required in relation to paragraph 2.5 and therefore the Trust is taking responsibility for the safekeeping of the property then the Registered Health Professional and patient must decide where the property is to be stored for safe keeping i.e., cashiers office or the bedside lockable locker. The Registered Health Professional and patient in either instance must check and sign the documentation to ensure all is correct. 
2.7 
The Registered Health Professional should document in the Patient Property Receipt book a record of any property that has been found in the possession of:
2.7.1
Patients with diminished capacity.
2.7.2
Confused and/or disoriented patients.
2.7.3
Unconscious patients.
2.7.4
Patients dying in hospital.
2.7.5
Patients found dead on arrival at hospital

2.7.6
Patients severely incapacitated for any reason.
2.8  
If the listing of property is required in relation to paragraph 2.7 and therefore the Trust is taking responsibility for the safekeeping of the property then two Registered Health Professionals must check and sign the documentation to ensure all is correct and the property is secured at the patient bedside in the lockable locker provided a patient/carer signature should also be obtained where possible. 

2.9   
The Trust is required to maintain a personal account for any patient for whom money is received and held by the Trust.  An authorised record card will be created by the Cashier’s Office and all transactions will be recorded as soon as they are actioned.

2.10 
When a patient leaves the Trust, every effort should be made to return money and valuables held in safekeeping directly to them.  Repayment to patients of balances over £100 will be made by cheque; this should be explained to the patient on admission.

2.11 
When a patient is transferred to another area either internally, or to another Trust/Nursing Home/third party, and their property has been in handed in for safe keeping then the transferring ward depending on where the patient property is held need to either: 
2.11.1
Inform the Cashier’s Office ensuring the appropriate procedure/documentation is completed.

2.11.2
Return the property from the patient locker ensuring the appropriate procedure/documentation is completed.
2.12 
If a patient dies whilst in hospital, the Trust has a responsibility to safeguard any of their property in the Trust’s possession at the time of death, and only hand it over to others after appropriate checks have been made and indemnity and proof of identity obtained. 
2.13 
Any property left or found on wards which was not handed in by patients for safekeeping, should be regarded as lost property and every effort will be made by the ward to contact the patient or their guardian to return the property.
3. 
RESPONSIBILITIES
3.1
The Chief Executive
Has a responsibility to ensure that policies and procedures are in place that assures patients’ property is kept safely and limit liability on behalf of Wrightington Wigan and Leigh NHS Foundation Trust.  

3.2
The Deputy Director of Nursing and the Deputy Director of Finance are responsible for:

3.2.1
The provision of an appropriate policy and procedure for the safekeeping of patients’ property

3.2.2
Provide detailed written instructions on the collection, custody, investment, recording, safekeeping and disposal of patient’s property 
3.2.3 Provide detail written instruction covering the disposal of property of deceased patients.
3.2.4
Provide detail written instruction covering the transfer of patients’ property. 
3.2 Ward/Departmental Manager/Matron 

3.3.1
The Matron is responsible for monitoring that their Ward Managers implement the policy within their ward/department.

3.2.2 The Ward Manager/Departmental Manager is responsible for ensuring all new staff (at ward/departmental induction) and existing members of staff, are fully aware of the Policy and that it is implemented within the ward or department.

3.2.3 The Ward Manager is responsible for ensuring only one up-to-date Patient Property Receipt Book is in use at any one time. 

3.2.4
The Ward Manager is responsible for ensuring that property being held for a patient who has been transferred, discharged, or died should not be kept on the ward for longer than 2 weeks.
3.2.5
The Matron and Ward Manager are responsible for reporting any discrepancies and/or loss of any patient’s property and for instigating a prompt local search; the outcome of which must be documented both on Datix and in the patient’s notes.

3.3
Employees (including bank, agency and those on honorary contracts).
3.4
The Policy and accompanying SOP applies to all acute staff employed by Wrightington, Wigan and Leigh Teaching NHS Foundation Trust. Members of staff are responsible for appraising themselves of the policy.
3.5
Cashier’s Office 
Has a responsibility to ensure that all patients’ monies, valuables and property are being properly safeguarded, recorded and accounted for on receipt and return.
4
HUMAN RIGHTS ACT
Implications of the Human Rights Act have been taken into account in the formulation of this policy and they have, where appropriate, been fully reflected in its wording.

5
INCLUSION AND DIVERSITY
The Policy has been assessed against the Equality Impact Assessment Form from the Trust’s Equality Impact Assessment Guidance and, as far as we are aware, there is no impact on any protected characteristics.

6 MONITORING AND REVIEW:
6.1
Monitoring and audit of the policy will be carried out by ward managers on a quarterly basis using the following audit questions. 

6.1.1
Lockable bedside locker available?

6.1.2 One patient property book in use?

6.1.3 Disclaimer forms signed.
6.1.4 Is there patient property left on the ward of patients that have transferred or been discharged?

6.1.5 Property stored for safe keeping only in lockable bedside locker or general office?
6.1.6 Trust disclaimer notice displayed.
6.2
This policy will be reviewed every three years in line with Trust requirements, or earlier if there is a change of legislation. 
7 ACCESSIBILITY STATEMENT:

This document can be made available in a range of alternative formats e.g., large print, Braille and audio cd. 

For more details, please contact the HR Department on 01942 77 (3766) or email equalityanddiversity@wwl.nhs.uk

Equality Impact Assessment Form 

STAGE 1 - INITIAL ASSESSMENT
	For each of the protected characteristics listed answer the questions below using 

Y to indicate Yes and 

N to indicate No

	Protected Characteristics
	Reasons for negative / positive impact

	
	Male / Female
	Age
	Ethnicity
	Learning Disability
	Hearing Impairment
	Visual Impairment
	Physical Disability
	Mental Health
	Gay / Lesbian / Bisexual
	Transgender
	Religion / Belief
	Marriage / Civil Partnership
	Pregnancy & Maternity
	Carers
	

	Does the policy have the potential to affect individuals or communities differently in a negative way?
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	

	Is there potential for the policy to promote equality of opportunity for all / promote good relations with different groups – Have a positive impact on individuals and communities.
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	

	In relation to each protected characteristic, are there any areas where you are unsure about the impact and more information is needed?
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N
	N


	If Yes, please state how you are going to gather this information.


	Job Title
	Professional Practice Practitioner
	Date
	23/3/21


IF ‘YES an NEGATIVE IMPACT’ IS IDENTIFIED -  A Full Equality Impact Assessment STAGE 2 Form must be completed. This can be accessed via  http://intranet/Departments/Equality_Diversity/Equality_Impact_Assessment_Guidance.asp
Please note:  As a member of Trust staff carrying out a review of an existing or proposal for a new service, policy or function you are required to complete an EIA.  By stating that you have NOT identified a negative impact, you are agreeing that the organisation has NOT discriminated against any of the protected characteristics.  Please ensure that you have the evidence to support this decision as the Trust will be liable for any breaches in Equality Legislation.  
Appendix 2
POLICY MONITORING AND REVIEW ARRANGEMENTS
NAME OF POLICY/SOP or CLINICAL GUIDELINE:  Safekeeping of Patient property (inpatient)
	Para
	Audit / Monitoring requirement
	Method of Audit / Monitoring
	Responsible person
	Frequency of Audit
	Monitoring committee
	Type of

Evidence
	Location

where evidence is held 

	6.1
	Audit of safekeeping of inpatient property
	Audit Questions
Review of patient assessment booklet

Review of Property Receipt book
	Ward managers

	Quarterly
	Audit Committee
	Completed questionnaires
Documented inpatient assessment book and Property Receipt book

Datix
	On the ward
Patient case notes

Property Receipt book


6
AT ALL TIMES, STAFF MUST TREAT PATIENTS WITH RESPECT 


AND UPHOLD THEIR RIGHT TO PRIVACY AND DIGNITY.
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