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1.0 
Policy

The finances of residents are safeguarded by St. Attracta’s Residence.  Standardised processes within St. Attracta’s Residence manage Resident’s monies and valuables. Residents are encouraged to bring personal items into the home to personalise their allocated room and St. Attracta’s Residence shall provide a safe environment for residents’ personal property.

Residents and their relatives/representatives shall be informed of all fees and other expenses which they may incur in St. Attracta’s Residence. 

2.0 
Definitions

Fees:
Any money payable to St. Attracta’s Residence for care and services provided, by the resident, the family/representative, the Health Services Executive or others 

Additional Fees:

Any additional expenses and fees that may be incurred by the resident on an ongoing basis, e.g. additional fees for therapies, for newspapers, for toiletries etc.

3.0 
Responsibility

3.1 
All Staff: Be vigilant in recording the resident’s inventory list to encourage safekeeping of resident’s property

3.2
Nursing Staff/ Healthcare Assistants: On an ongoing basis advise residents regarding storage of their valuables and report any incidents of concern.  
3.3
Director of Nursing: Monitor and oversee the application of this policy.  
Procedure

4.0 
Management of Resident’s Money and Personal Property 

4.1
Residents shall be encouraged to bring personal items and belongings with them to St. Attracta’s Residence.  The type and amount of personal items that a resident can bring to the home is discussed and agreed prior to admission.  The resident shall only be restricted where the items are too large to be accommodated by St. Attracta’s Residence, or there presence would cause a health and safety risk for the resident. 
4.2
On admission, all of the resident’s possessions shall be recorded in the Property Book.  The staff nurse/health care assistant and the residents and/or their family/representative shall sign the inventory of personal items. This shall be added to over time as other items are brought in. Family are requested to advise staff when new items have been brought in.
4.3
Residents shall be advised not to bring valuable items with them into St. Attracta’s Residence.  Where residents do bring valuable items, they shall be encouraged to send any valuables with family/members/friends who may have attended with them. 

4.4
Where residents wish to keep valuables with them at St. Attracta’s Residence, they are encouraged to store the valuables in St. Attracta’s Residence safe as per 5.0 below.  

4.5 
Where the resident does not wish to place the valuable in the safe, they are advised to store them securely in the lockable cupboard in their room.  Each resident has a lockable storage space.  Residents are advised that St. Attracta’s Residence cannot guarantee the safety of these valuables if they are stored by the resident in their lockable storage area. 

4.6 
Residents shall be advised and encouraged by staff to keep their valuables and money safe on an ongoing basis.   

4.7
The resident’s right to control their own personal property and finances is respected for as long as they wish.  Where residents need support to manage their financial affairs information, advice and support on money management are made available.  

4.8
Each resident may choose a representative to keep an account of all monies spent. St. Attracta’s Residence does not permit staff members to be such a representative in order to avoid any accountability issues and the Director of Nursing and Office Manager are the only people who may operate as such a representative.  
4.9
Residents do not contribute to any communal fund in the home.

4.10
In the event that any essential items are purchased on behalf of the resident receipts for such items will be retained in the residents account.  

5.0
Storage of Resident’s Valuables and Money

5.1
St. Attracta’s Residence provides the facility for residents to store valuables or money in a secure location.
5.2
St. Attracta’s Residence has one secure safe which is dedicated to the storage of resident valuables. 

5.3
All valuables or money placed in the safe shall firstly be placed in envelopes which are marked with the resident’s name, and the contents of the envelopes. A log of all items kept in the safe will be maintained and signed by minimum of two staff members  (e.g. administrator & staff nurse ). 
5.4
Details of the valuables or money to be stored shall be stored in the resident’s record. 

5.5
Where the resident wishes to access their valuables or money, they shall request this from the staff nurse.  The Director of Nursing/Office Manager shall access the envelope and it shall be given to the resident.  The resident shall sign that the envelope has been returned to the resident, and it shall also be signed by two members of staff.
6.0
Management of Resident’s Money and Accounts

6.1  
Residents shall be encouraged to manage their own financial affairs where possible.  

6.2
Where the resident is cognitively unable to manage their financial affairs, the Director of Nursing shall review to determine if a relative/representative can mange the financial affairs 
6.3
Where there is no other person available to be the resident’s agent, this shall be undertaken by St. Attracta’s Residence.  Where this occurs, St. Attracta’s Residence ensures that:

· the Chief Inspector is notified at the time of inspection

· records are kept of all incoming and outgoing payments

· the Department of Social and Family Affairs is given notice at the time of the appointment

7.0
Residents Fees & Expenses

7.1

Residents shall be informed of all fees and other expenses which they may encounter in St. Attracta’s Residence. 

7.2

St. Attracta’s Residence shall document clearly all fees applicable to residents.  This includes: 

· Routine fees
· Fees for therapeutic services 
· Fees for activities
· Fees for newspapers, toiletries etc
7.3

The resident contract shall include all fees payable to St. Attracta’s Residence, and by whom, e.g. by the resident or his/her representative, the Health Service Executive, or other.  The resident shall sign the contract on admission to St. Attracta’s Residence.

7.4

Where the fees are to be paid by the resident and/or their representative, St. Attracta’s Residence shall agree the methods and frequency of payment. 

7.5

Details of all additional fees shall be included in the Resident Guide.  This shall be given to all prospective residents of St. Attracta’s Residence. 

7.6 

St. Attracta’s Residence encourages residents to manage their own financial affairs.  The Office Manager and Accountant are responsible for maintaining all transactions which is overseen by the Director of Nursing. Where requested a small amount of comfort money (typically less than 150 euros) is kept in a locked property safe and shall be accessible to residents at all times. All incoming and outgoing amounts shall be recorded and witnessed. 
7.7

St. Attracta’s Residence also offers residents and their families the additional service of debiting money in the expense account. The money from this account shall be used for services rendered by the resident including hairdresser and outings.  All transactions shall be documented on the resident’s monthly statement which shall be provided to the resident and their family/representative. 

8.0
Incidents 

8.1 
All incidents pertaining to resident’s finances or valuables shall be managed as per GM009 Incident Reporting.
8.2
In the event that any resident reports that they are missing any item which may include but not limited to clothing, money, personal effects, toiletries etc. a full search will be carried out.  If the item is not found an investigation into its location will be carried out.  
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