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The purpose of this policy is to provide procedures by which the personal property and funds of clients can be inventoried, stored, maintained, and disposed of.

The goal of this policy is to have the personal property and funds of all clients returned to their rightful owners, and to have an efficient system of storing such property and funds.

Policy

All money and personal property in the possession of any client at the time of intake into any unit or facility and not permitted onto a unit shall be counted and inventoried on a Location inventory sheet in front of the resident at the time of intake and stored. This applies to units or facilities run by the Department itself as well as those run by private providers.

A copy of the inventory sheet, signed by the client, shall be given to the client at the completion of the inventory process.

The inventory sheet shall make clear, in language easily understandable, that the client has the obligation, either him/herself or through a family member or friend, of retrieving any property left at the facility.

The inventory sheet shall identify those persons who may pick up the belongings of the client in lieu of the client him/herself.  

No person who is not identified on the inventory sheet, including the client’s parent or guardian, may pick up the client’s belonging from any unit or facility in the absence of the client.

Program Managers\designees shall conduct random, monthly inventories of client’s personal property and funds and compare them to the inventory sheet.

Claims for stolen or abandoned property may be made to the Fiscal Unit of the Department.  The Fiscal Unit shall reimburse legitimate claims upon the presentation of adequate documentation.

The Fiscal Unit shall file the “Report of Abandoned Property AP-1,” with the Treasurer of the Commonwealth prior to November 1 of each calendar year.

Procedures
A.     Inventory of Property During Intake
1. The procedures outlined in this section shall apply to any residential units or facilities run by the Department itself as well as those run by private providers.  Non-residential units shall not collect client property or funds except when collecting contraband, weapons, or some similar property which the client is not permitted to have on the premises of the facility.

2. All money and personal property in the possession of any client at the time of intake into any unit or facility shall be counted and inventoried in front of the resident at the time of intake. 

3. A copy of the inventory sheet, signed by the client, shall be given to the client at the completion of the inventory process.  Another copy shall be kept by the Unit and filed in a centralized location.

4. The inventory sheet shall make clear, in language easily understandable, that the client has the obligation, either him/herself or through a family member or friend, of retrieving any property left at the facility.  The client shall sign the inventory sheet.

5. The inventory sheet shall indicate which property the client may take with him into his or her own room, and which property shall be stored on the unit as provided in section B.

6. The inventory sheet shall identify those persons who may pick up the belongings of the client in lieu of the client him/herself.  No person who is not identified on the inventory sheet, including the client’s parent or guardian, may pick up the client’s belonging from any unit or facility in the absence of the client.

B.     Locations Where Property May be Kept
7. Money and property and property shall be kept in a secure area of the unit or facility and accessible only to the Program Director, the Program Director’s Assistant and any person designated by the Program Director to inventory and manage client funds and property.

8. Money and property of clients must be kept in a storage area that is locked and not accessible to staff other than those persons specifically authorized to deal with client money and property.  This may be in the form of a locked file cabinet, locked room, locked closet, or any other storage space which is lockable and reasonably secure.

9. Other personal property, such as clothes and toiletries, may be kept by the client in his or her own room.  The program shall determine what personal property clients may keep in his/her own room, and may request a parent or guardian to pick up unapproved property. 

10. Property that is not picked up may be stored and disposed of in accordance with the provisions of procedures B.1. and B.2.

C.     Access to Client Property and Funds

1. The Program Director/designee shall designate one person from his/her staff to be in charge of client personal property and funds.  The Program Director/designee shall designate one person on each shift to be in charge of client property and funds.

2. While other staff may inventory client belongings, only the person on each shift designated to be in charge of client property and funds may put client belongings in or retrieve client belongings from the secure area designated for the storage of client belongings.  

3. The person designated to handle client property and funds for each shift shall be listed in the unit or facility logbook at the beginning of each shift.

D.      Return of Property Upon Release
11. All funds and property shall be returned to clients at the time of their release or transfer to another program. Clients shall sign a receipt acknowledging the return of funds and property, and that receipt shall be filed with the client’s original inventory.

12. In cases where the client cannot take funds or property with him/her upon release, most typically because the client is being transported to court, the client shall be given a copy of his/her signed inventory sheet, taken at intake, and shall be informed that he or she can come to the facility to retrieve the property or funds.  

13. If the client, at the time that the funds or property are being returned, believes that the amounts or items are incorrect, the client shall be advised of the grievance procedures set forth in section I of this policy.

E.     Client’s Obligation to Retrieve Funds within 30 Day
14. The Inventory Sheet that clients receive at the time of intake shall include, in bold type and in language easily understandable, a statement that makes clear the client’s obligation to retrieve his/her personal property and funds within thirty calendar days of discharge from any unit or facility.

15. The inventory sheet shall indicate that the unit or facility will dispose of any personal property or funds that the client has not retrieved in 30 days.

16. At the time of intake, it shall be explained to the client verbally, that if the client does not retrieve his/her personal property or funds within 30 days of discharge, the property or funds will be disposed of.  

17. On the Inventory Sheet, the client shall designate, in his own handwriting, which family members are authorized by him/her to pick up the client’s personal property or funds.

F.     Disposal of Unclaimed Property
18. Any money or negotiable instruments (bank checks, money orders, and traveler’s checks) left by a client more than 30 days after discharge shall be forwarded to the Fiscal Unit in the Department’s Central Office.

19. Any personal property, including jewelry, clothes, and other personal items left by a client more than 30 days after discharge shall be given to some charitable organization of the unit or facility’s choosing.

20. The Program Director of any unit or facility may survey his/her staff for the charitable organizations that the staff would prefer to be the recipients of abandoned client personal property.  If he/she so chooses, the Program Director may make this decision without the input of a staff survey.

21. The Area Director wherein any unit or facility is located shall approve any charitable organization as a recipient before abandoned personal property may be dropped off at that organization’s offices.

22. At least once a month, any reliable staff assigned to this task by the Program Director/designee, will transport and deliver to the Department’s Fiscal Unit any unclaimed money or negotiable instruments that have been left by a client past 30 days after discharge.   This delivery shall be made in person and delivered to a representative of the Fiscal Unit in hand.  The representative of the Fiscal Unit shall sign for the delivery on a form approved by the Department.

23. At least once a month, any reliable staff assigned to this task by the Program Director/designee, will transport and deliver to an approved charitable organization any unclaimed any personal property of a client that has been left by the client past 30 days after discharge.   This delivery must be made in person and delivered to a representative of the charitable organization in hand.  A representative of approved charitable organization shall sign for the delivery on a form approved by the Department.

G.     Maintenance of Client Personal Property Accounts

24. The Fiscal Unit of the Department shall establish and maintain an account for unclaimed client funds.  The Fiscal Unit shall deposit into this account any abandoned cash or negotiable instruments received from any unit or facility.

25. The Unclaimed Client Funds account shall be used to reimburse clients for any money or property which the Fiscal Unit determines (in accordance with the requirements of Procedure H, below) to be legitimate.

H.     Random Inventory
26. Program Managers/designees shall conduct random inventories, at a minimum monthly, of client’s personal property and funds and compare them to the inventory sheet.

27. Program Managers/designees shall notify clients if it appears that client personal property or funds are missing according to the inventory sheet.  In such cases, clients shall also be advised of the procedure for making a claim for stolen property to the Department’s Fiscal Unit.

28. Program Managers/designees shall complete and submit a serious incident report to the Department’s Investigations Unit in the case of any serious discrepancies between the inventory sheet and the actual property.

I.     Claims for Stolen or Abandoned Property
29. Any client who believes that personal property or funds that he/she had in his possession at the time of intake into any facility are now stolen or missing may make a claim for such property on a form approved by the Department.  Personnel of the unit or facility where the client was intaked will assist the client in making the claim if the client asks for such assistance.  The form shall indicate whether the property appears to be stolen or whether the property was abandoned by the client’s failure to retrieve it within the required 30 days from discharge.

30. The Fiscal Unit of the Department shall respond in writing to any claim for stolen or abandoned property within 30 days of receiving the claim.  

31. The Fiscal Unit shall reimburse any claims for abandoned money or negotiable instruments which appear to be valid so long as the claim is for funds which were not abandoned more than three years from the date of the client’s discharge from a unit or facility.  Facility inventory records shall be sufficient to validate a claim.

32. The Fiscal Unit of the Department shall reimburse any claims for stolen personal property that appear to be valid so long as the claim is made within three years of the date on which the property was discovered stolen.  Facility inventory records and a copy of an original purchase receipt for the stolen property shall be sufficient to validate the claim.   In the absence of a receipt, the Fiscal Unit may, at their discretion, estimate the value of the item.

33. The Fiscal Unit of the Department may reimburse any claims for abandoned personal property that appear to be valid so long as the claim is made within three years of the date on which the client was discharged form the unit or facility.  Facility inventory records and a copy of an original purchase receipt for the abandoned property shall be sufficient to validate the claim.  In the absence of a receipt, the Fiscal Unit shall not reimburse the item.

34. The Fiscal Unit may consult with the Legal Unit on the validity of claims.  The Fiscal Unit, at their discretion, may depreciate the value of stolen or abandoned personal property (especially clothing) by considering the age of the item in relation to its life-cycle, rather than the replacement cost of a new and comparable item.

35. Any claims reimbursed by the Fiscal Unit shall be in the form of a check drawn from the Client Personal Property Account.  The Fiscal Unit shall not pay any such reimbursement in cash or through the purchase of a like item.

J.     Reporting Abandoned Property to the Treasurer
36. The Fiscal Unit shall maintain an accounting of any cash or negotiable instruments that it receives and deposits into the Client Personal Property Account, and of any reimbursements paid out of the Client Personal Property Account.  This accounting shall include the names of individual clients on whose behalf any cash or negotiable instruments have been deposited, or to whom any reimbursements have been made.

37. Prior to the first of November of each calendar year, the Fiscal Unit shall file with the Treasurer’s Office a “Report of Abandoned Property AP-1,” This report must be filed on magnetic tape or disk, as required by Chapter 200A of the General Laws.  The report must be accompanied by a check made payable to the “Commonwealth of Massachusetts” and drawn upon funds from the Client Personal Property Account.  

38. The amount of the check shall be the residue of any abandoned cash or negotiable instrument, which has been abandoned for three years or more, and which has not been previously reimbursed to the client, or which has not been used to reimburse the cost of stolen or abandoned personal property in the last three years.

OUTCOME MEASURES/PERFORMANCE INDICATORS
( 
All money and personal property in the possession of clients at the time of intake is counted and inventoried in front of them during intake.

( 
Each Location has its own standard inventory sheet.

( 
A copy of inventory sheets, signed by clients, is given to each client at the end of the inventory process.

(
Program Directors/designees conduct random monthly, inventories on client’s personal property and funds and compares them to inventory sheets.

( 
Program directors/designees inform clients if property or funds are missing and how to file a claim for stolen property.

(
Time frames and for claims for stolen or abandoned property are adhered to.

(
All unclaimed property is properly disposed of according to procedures.

