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Title: Personal Property on Discharge   
 

Number: # 11.5 

Type: Administrative / Risk Management 


 


POLICY:

This policy is written to direct staff on the procedure to follow when a resident / client leaves this facility, and does not take all of his or her personal belongings with them.

PROCEDURE:

· Health Care Manager / DOC to contact the client / Executor / family member(s) / friend(s), and ask them to pick up the property left in the facility.  

· If the client / Executor / family / friend are unable to come to the home in a timely manner, inform them the personal items will be packed for them and kept for a period of 7 days (basement). 

· The personal property should be put in a box or bag, identified and placed in the basement storage area.  Packaging should be witnessed by 2 people.  Packing of belongings should also be documented in the chart.

· If the items are not picked up within 7 days, the DOC will send a registered letter to the client / Executor / family member / friend, stating that if the items are not collected within 30 days the Salvation Army will presume that the items are no longer wanted and they will be disposed of. The tracking number of the registered letter should be kept on file.  

· Should a client / Executor / family member / friend pick up the articles, the “Personal Belongings” form must be signed.  If items are left for the facility’s use, the family should state this on the belongings form, date and sign.
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