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1. Introduction/Overview  

Betsi Cadwaladr University Local Health Board recognises that it has a duty to 

take reasonable care of all patients’ property on Health Board premises. 

This procedure is designed to ensure that appropriate measures are in place 

for the secure management of patients’ property in all areas where patients or 

residents are present, so that the risk of loss or damage is minimised.  

This forms part of the Health Board’s responsibility for delivering a safe and 

secure environment of care, in line with statutory and regulatory obligations.  

2. Procedure Statement 

 The Health Board is committed to ensuring that: 

 reasonable care is taken of all patients’ property on Health Board premises;  

 patients are made aware of the choices available to them in respect of 

management of their personal property.   

3. Aims/Purpose 

 The purpose of the document is to ensure that staff have access to clear, 

robust guidance on the processes to be followed when dealing with patients’ 

property and to ensure that patients are fully aware of the choices that are 

available to them. 

4. Objectives   

The correct application of this procedure will provide an environment where: 

 the risk of loss or damage to patients’ personal belongings is minimised; 

 any such incidents that do occur can be dealt with quickly and effectively. 

5.  Scope   

This procedure applies to all members of staff in clinical settings who are 

involved in any aspect of handling patients’ personal property and should be 

read alongside financial procedure F15 Patient Property and Monies – 

General Office. 

6. Roles and Responsibilities    

Nursing staff working in clinical areas will be responsible for the operation of 

this procedure on a daily basis. Nursing and Finance teams will be responsible 

for monitoring compliance with the procedure and for updating any 

arrangements as necessary. 

 



F01 – Patients Property and Monies – Wards and Departments 

Page 2 of 13 

 

7. General Principles  

Items of patients’ personal property are broadly classified as either valuables or 

clothing, as follows:  

 Valuables: including cash, credit/debit cards, portable electronic devices, 

jewellery, dentures and spectacles;  

 Clothing: including shoes and handbags. 

Patients who are admitted to a ward and who have the capacity to manage 

their own affairs should be encouraged, wherever possible, to return any 

valuables to the person accompanying them, or an appropriate family 

member/carer. This will minimise the risk of loss or damage to property and any 

subsequent potential claims against the Health Board. 

Whilst this procedure refers to Hospital General Offices these may also be 

known as either Reception Offices or Administration Offices within community 

and Mental Health & Learning Disabilities settings. All three undertake the 

same functions and have the same responsibilities in respect of patients’ 

personal property. 

8. Disclaimer Notices  
 

Each ward and department must display laminated disclaimer notices relating 

to patient’s property in prominent locations. The disclaimer notices advise that 

the Health Board is unable to accept responsibility for the loss of cash, 

valuables or other personal possessions retained by patients and that, if 

required, any such property should be handed over to nursing staff and held in 

safekeeping custody. 

A sample copy of the Health Board’s disclaimer notice is included as Appendix 

A to this procedure with laminated copies being available from the General 

Office Manager, Finance Department, Abergele Hospital.  

On admission to a ward, nursing staff should explain the disclaimer notice to 

each patient and ask them to confirm their understanding that the Health Board 

cannot accept responsibility for items of personal property unless they have 

been handed in for safekeeping. Please refer to Section 15 for guidance on 

patients who lack capacity. 

9. Patients Property Books 

Each ward and department should hold an official Patients Property Book, a 

copy of which is included as Appendix B to this procedure. The Patients 

Property Book is used to record all items of personal property that have been 

handed in for safekeeping and must be updated at each stage until property 

has been returned to the patient.  
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The Patients Property Book should be completed in four parts as follows:   

(i) White copy: patient’s personal copy. If the patient is not able to 

receive this copy it should be retained with their medical records until 

such time as either they or a relative/carer is able to receive it.   

(ii) Blue copy: retained by General Office once property has been handed 

over for safekeeping.   

(iii) Pink copy: retained by General Office once property has been handed 
over for safekeeping.  

(iv) Yellow copy: retained as a permanent record in the Patients Property 
Book. 

 
To ensure that the integrity of the audit trail is not compromised, completed 

documents should not be altered in any way. Spoiled copies should be retained 

in the Patients Property Book after they have been clearly marked with the 

reason for cancellation, and signed by the member of staff.  

Only one property book should be in use in each area at any one time.  

New Patients Property Books should be requested from the Patients Monies 

Officer, Finance Department, Ysbyty Gwynedd. The Patients Monies Officer will 

maintain an audit register of all issued Patients Property Books including the 

name of the requesting member of staff and the date on which the ward or 

department confirmed receipt of the new book. 

Individual wards and departments should retain completed Patients Property 

Books for a period of six years, in accordance with Health Board’s Corporate 

Retention and Disposal Schedule. Books should then be destroyed under 

confidential conditions.  

Each Ward Manager is responsible for reviewing the Patients Property Book 

and the ward safe or secure designated location on a weekly basis to ensure 

that property is not being held for patients who have already been discharged 

or transferred. 

10. Property handed in for safekeeping – valuables and clothing 

All property handed in for safekeeping should be examined and recorded in the 

Patients Property Book by two members of nursing staff who should sign the 

book as confirmation of receipt. A signature should also be obtained from the 

patient, where possible, to acknowledge that the list of property handed over for 

safekeeping is accurate and complete.   

Valuable property 

When completing the property book, nursing staff should not use terms such as 

‘gold’ or ‘silver’ to describe items of jewellery.  Descriptions such as ‘yellow 

metal’ or ‘white metal’ should be used instead with stones in rings or other 
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jewellery being referred to as either ‘white stone’ or ‘red stone’ rather than 

‘diamond or ‘ruby’.  

All valuables should be placed in an official valuables bag with details of the 

contents and the date being recorded on the front. The two members of staff 

who have checked the contents should sign both the front of the bag and over 

the seal. The valuables bag reference number should then be recorded in the 

patient’s notes. Further supplies of valuable bags are available from the 

General Office Manager, Finance Department, Abergele Hospital. 

Nursing staff should transfer the patient’s property and completed property 

book to their Hospital General Office for safekeeping as soon as possible. 

Property that is handed in for safekeeping outside of office hours should be 

either lodged in a night safe, where available, or held in a secure location on 

the ward until it can be transferred to the General Office. Patients should be 

advised that any property lodged with the General Office might not be 

accessible at weekends or outside of normal office hours. 

Property must always be taken to the General Office by two members of staff 

who should ensure that valuable property is never on display whilst being 

transferred within the hospital. Any concerns regarding either the storage of 

items of valuable property or their transfer to the General Office should be 

referred to the General Office Manager. 

A summary flowchart detailing the process to be followed when valuable 

property is either handed in for safekeeping or retained by the patient in 

included as Appendix C to this procedure. 

Items of clothing 

Any items of clothing handed in for safekeeping should be placed in an 

appropriate bag that clearly identifies the patient’s name, hospital number and 

ward. Where patients have their own bag then a label with their personal details 

can be attached instead. 

All bags containing clothing should be stored in an appropriate secure area in 

the ward or department.  

A Patients Property Checklist identifying the key actions to be taken for all 

property when either admitting or transferring patients is included as Appendix 

D to this procedure. A copy of this appendix should be retained with the 

Patients Property Book. 

11. Transfer of patients between wards  

When patients are being transferred between wards and they have property 

that is held for safekeeping in the General Office, the transferring ward is 

responsible for informing both the General Office and the receiving ward.  
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The receiving ward must review and sign off the original ward’s Patients 

Property Book and then complete a new Patients Property Book record in the 

same was as they would for a newly admitted patient.  

It is not necessary for the receiving ward to confirm items of property with the 

Hospital General Office as this will have been undertaken when they were 

originally handed in for safekeeping. 

12. Temporary Custody  

Staff should ensure that patients who are attending theatre or undergoing a 

procedure, for example x-ray or endoscopy, are not in possession of personal 

items that could be removed without their knowledge. Jewellery of personal or 

religious significance should be discussed on an individual basis and, if it is 

agreed that these are to remain with the patient this will be at their own risk and 

should be documented in their medical notes.  

Temporary custody of property should only be undertaken on wards and 

departments as a short-term measure, for example patients attending 

procedures or theatre, until their property can be returned to them or their 

relative or carer. In all cases the property must be lodged in a designated 

secure location, for example the ward safe or a locked cupboard or drawer 

where this has been designated for the purpose. Valuables should be held for 

the shortest possible time and no longer than twenty-four hours.  

Supplies of plastic storage containers for the temporary safekeeping of 

dentures and hearing aids are available from the General Office Manager, 

Finance Department, Abergele Hospital. 

13. Discharge of patients 

All personal property that has been handed in for safekeeping should be 

returned to the patient on either their discharge or transfer to another hospital. 

In any cases where the patient is unable to accept responsibility or sign for 

receipt of their property at the time of discharge the General Office should 

retain the items until the patient is able to give instructions as to their disposal.  

Patients discharged from hospital can reclaim any property held for 

safekeeping by producing the white copy of the Patients Property Book which 

was they received at the time that their property was handed in.   

Where property has been transferred to the General Office for safekeeping, the 

Ward Manager should, wherever possible, inform the General Office prior to 

the patient being discharged. The General Office will then arrange for the 

property to be taken to the ward, as near to the time of discharge as possible.  

Where money is involved, the Ward Manager should inform the General Office 

how the patient wishes the money to be returned. It should be explained to the 
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patient that, depending on value of money involved, it may be advisable to 

accept a cheque rather than cash.  

Where the patient insists on receiving cash, General Office staff will arrange for 

the cash to be taken to the ward, as near to the time of discharge as possible. 

The patient should be asked to produce their official receipt and sign a petty 

cash voucher, which will also need to be witnessed by a member of the ward 

staff.  

Members of staff returning valuables to patients must ensure that the patient 

signs and dates the Patients Property Book to confirm receipt of all items.  

Where it is known that a patient is due to be discharged at a weekend or a 

public holiday, the General Office should be contacted in advance to ensure 

that property can be transferred to the ward and temporarily stored in either the 

ward safe or designated secure location.   

14. Death of a patient  

It is the responsibility of nursing staff to inform the General Office as soon as 

possible following the death of a patient for whom valuables are being held so 

that the Bereavement Officer can be notified accordingly.  

If a deceased patient has already lodged property with the General Office this 

will be released to the next of kin at the time that the death certificate is issued.  

If a patient dies and valuables or cash have not been already lodged, these 

should be transferred to the General Office as soon as possible. Temporary 

safekeeping facilities may be used if the patient dies outside of normal office 

hours. All clothing belonging to the deceased patient should be taken to the 

Bereavement Office as soon as possible.  

Ward staff must not dispose of any patient’s property with the exception of 

soiled clothing and this must only be carried out with the explicit permission of 

relatives and documented in the nursing notes. Staff must be aware that 

relatives may have differing opinions on disposal or care of the deceased’s 

property. Any concerns regarding infection prevention should be discussed with 

the Infection Prevention and Control Team.  

Property remaining on a deceased person received into the Hospital Mortuary 

must be entered into the Patients Property Book and dealt with as per Section 

10 above “Property handed in for safe-keeping”.  

 

15. Patients who lack capacity  

The Health Board may assume responsibility for personal items without a 

formal handover where a patient lacks capacity to make decisions about their 

property. This could arise either on admission (for example if a patient is 

unconscious or has cognitive impairment) or at any time during their stay (for 
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example if a patient enters a coma or becomes increasingly confused). In these 

circumstances, the Health Board has a duty of care to assume responsibility for 

any property.   

Where staff believe that a patient may lack mental capacity to make an 

informed decision about their personal property, they should consider whether 

everything has been done to support the patient. If it is not possible to wait until 

the patient may regain capacity, staff should assess the patient’s mental 

capacity in relation to the decision and take appropriate action in their best 

interests.  

Staff should ensure that patients who are assessed as lacking capacity to make 

a decision should always continue to be involved as fully as possible in the 

process.  

Staff should also consider whether there is anyone with authority (usually a 

relative or friend) to make decisions on behalf of the patient.   

16. Emergency Departments 

Due to the temporary nature of patient flow within Emergency Departments, 

staff are not required to complete a property book for all patients who present 

at the department. 

Emergency Departments maintain a specific disclaimer form that should be 

completed for each patient within their area. 

Property handed in for safekeeping should be stored in clothing or valuables 

bags and held in a safe area whilst the patient remains within the department.  

Items should then either be released to the patient when they leave the 

department or transferred to the admitting ward area where a Patients Property 

Book should be completed. 

17. Patients’ Own Drugs (PODs) 

‘Patients’ Own Drugs’ (PODs) refers to medicines that have been brought into 
the clinical area by the patient having been previously dispensed for that 
patient. This also includes over the counter (OTC) medication purchased by a 
patient.  
 
PODs medicines should be dealt with in accordance with Paragraph 6.2.7 of 
the Health Board’s Medicines Policy MM01 and should not be taken to General 
Office with other items of personal property. 
 

18. Restricted Property Items 
 
Restricted property items refer to items or substances that could affect either 
the health, safety or welfare of patients, staff and others. Nursing staff should 
refer to the list of restricted items detailed in the Restricted Items Policy MHLD 
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0043 for further information on how to deal with such items should they be 
brought onto Health Board premises. 
 
Staff should also be alert for any items of personal property that they suspect 
could relate to illegal activities. Any such suspicions should be immediately 
raised with the General Office Manager who will provide advice and arrange for 
the police to be notified where appropriate.  
 
Nursing staff in MHLD Division to refer to clinical risk assessment if the return 
of property assessed to be a risk. 
 

19. Equality including Welsh Language 

An Equality Impact Assessment (EqIA) has been completed for this procedure. 

20. Well-being of Future Generations 

 

Application of this procedure will ensure that the Health Board supports patients 

to make independent informed decisions about their personal property whilst 

they are receiving care.  

 

This will ensure an environment exists where patients’ personal views and 

decisions are respected at all times and that any decisions made on their 

behalf are in their best interests. 

 

21. Environmental impact 

An Environmental Impact Assessment (EIA) is not applicable to this 

procedure. 

22. Resources 

 

There are no additional financial resource implications arising from this 

procedure. 

 

23. Training 

Initial training on implementation of the Patients Property procedure will be 

provided by the Finance Department’s General Office Manager. Subsequent 

staff training will usually be the responsibility of wards and departments. 

Additional training and support will continue to be available from the Finance 

Department on request.  

24. Implementation 

 

This procedure will be implemented with immediate effect. 

 

25. Audit 
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Compliance with this procedure will be reviewed by Internal Audit as required. 

 

26. Review 

This procedure will be reviewed as a minimum every three years. 

27. Contact details 

General Office Manager  
Email:  
Phone: Abergele Hospital 2249 

  

 Patients Monies Officer 
 Email:  
Phone: Ysbyty Gwynedd 851161 
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Appendix A  
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Patients valuable property flowchart 

 

Valuables deposited for safekeeping    Valuables retained by patients 

 

                                 

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

  

            

            

            

            

            

            

            

            

            

            

            

            

            

            

          

Patient hands over their 

property to the ward staff 

for safekeeping 

A patient property disclaimer 

form is completed with details 

of all items that are known to 

be held by the patient 

All items of property are 

documented in the 

Patients Property Book 

Property is sealed in a 

valuables bag  

Property is securely 

stored in either local 

temporary facilities or 

with General Office 

Patient property disclaimer 

form is signed by the patient 

(or representative) and a 

member of staff 

The disclaimer form is 

included in the patients notes 

Periodically staff must 

remind patients about the 

need to minimise cash and 

valuables that they are 

holding and remind them of 

the need to keep them safe 
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Appendix D   
Patients Property Checklist 

When admitting or transferring patients   
   

Place clothing in an appropriate bag labelled with 

the patient’s name, number and ward where the 

patient is to be transferred to.   

Ask patients to send property home with either a 

relative or carer wherever possible.   

Ensure that every patient signs a disclaimer form if 

they wish to retain valuable property. 

  
    

Notify the General Office when patients who have 
valuables in safe storage are transferred between 

wards, 
  

Record the actual amounts of cash providing as 

much detail as possible.   

    

Ensure that property is documented following the 

correct procedure and in a timely way.   

When taking patients’ property into safekeeping   
   

Place valuables in a valuables bag recording details 

of contents on the front and signing on the front and 

over the seal.   

Record details in the patients’ nursing notes as well 

as in the Patients Property Book.   
   

Distribute the copies of the property book as 
follows: 
White copy – retained by the patient/carer 
Blue and Pink copies – accompany valuable 
property to the General Office 
Yellow copy – retained as a permanent record in the 
Patients Property Book. 

 

  
  

  
  

Ensure that property always follows the patient 

when they are transferred between wards. 
  

Check valuables with another member of staff. 

(Ensure all signatures and designations are legible). 

 

  
  


