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Procedure for Managing Valuables handed in for Safekeeping

If Valuables are handed over to the Trust for safekeeping the following actions MUST be taken:

	ACTION 
	Date /Sign 
	Comments

	Log property in the patients’ Cash and Valuables book 

· Witnessed by patient / another staff member

· Top white copy of the completed form given to patient / relative / carer / friend 

· Valuables placed in patient property bag with the pink copy of the form

· File blue copy of the form in the patient’s medical record.

· The yellow copy remains in the Patients’ Cash and Valuables book
	
	Property form reference number……………………………..

	Safely store the valuables

· Take to Cashiers Office (9am to 3.30pm Monday to Friday). Cashiers will check contents of the property bag against the completed form.

· Out of Hours deposit valuables in the the DropBox safe in the Emergency Department

· Short term storage can be managed on the ward (Maximum 24 hours) as long as the Valuables are locked away and the key is kept with the drug keys and managed by the nurse in charge of the shift.  
	
	


When reclaiming / returning patients’ property the following actions MUST be completed:

	ACTION 
	Date /Sign 
	Comments

	Reclaim property from Cashiers

· Bring the ward copy of the Patient Cash and Valuables book to Cashiers

· Cashier will check list of Valuables held matches the Valuables listed in the book

· Cashier will issue a ‘Property returned from Safekeeping’ form to be signed by the staff member collecting the property
	
	

	Return property to Patient (or representative)

· Patient (or representative) must check the valuables returned match the listed valuables in the Patients’ Cash and Valuables form.

· Patient or representative must sign the ‘Property returned from Safekeeping’ form and this must be witnessed by 2 staff members.

· Return the signed ‘property returned from Safekeeping’ form to the Cashiers and place a photocopy in the patient’s record.
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