Abbeyfield The Dales Limited - Policy & Procedure / Good Practice Guidelines

Policy Ref: CO25P

Effective Date: May 2024
Next Review Date: May 2027

Residents’ Personal Finances & Valuables
Registered Care Services

1.

Background
Residents can be assured that Abbeyfield The Dales Ltd. (ATD) is run on a sound financial basis with
robust procedures for handling and protecting residents’ valuables and money.

This policy has been developed in line with our Mission and Values and should be understood and
implemented within that context.

Objectives

ATD is committed to providing services that enhance the quality of life for older people and
developing services that will meet the needs of future generations. This commitment is based on
the Mission and Values of ATD. ATD will also comply with all relevant and current legislation.

The aim of this policy is to:

e Provide services that enhance the quality of life for older people and develop services that will
meet the needs of future generations.

e Ensure that residents are protected from financial or material abuse.

Scope
All staff, agency staff and volunteers working in registered services; staff based at head office.

Policy

4.1. Introduction
This policy is intended to set out the values, principles and policies underpinning ATD’s
approach to residents’ financial affairs and the handling of residents’ valuables and money
in registered care services. Our aim is to ensure that residents retain their financial
independence for as long as possible and are free from the risk of financial or material abuse.
The Registered Manager will ensure that safeguards are in place to protect the financial
interests of residents.

The Registered Manager should ensure that residents understand the extent of the ATD’s
insurance cover for residents’ belongings and personal effects, if it is in place.

4.2. Residents’ Rights
Residents have the right to look after their own money and to make their own decisions
about how they spend their money.

Residents have the right to manage their own financial affairs and to keep their financial
affairs private.

Residents’ have the right to expect that any money or valuables held by the care service for
safe keeping will be stored securely without risk of loss from theft or misappropriation.
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4.3. Residents’ Financial Affairs
Residents are free to manage their own finances and should be free from intrusion into their
personal financial affairs.

Staff must never act as an agent or appointee for a resident and should not become involved
with the management of residents’ personal financial affairs.

When a new resident moves into the care service, any financial risks should be assessed. Any
concerns should be discussed fully with the resident, their relatives and if appropriate, with
their GP and social services. Agreement about any assistance that may be required or steps
necessary to minimise financial risks should be documented in the resident’s care and
support plan and regularly reviewed.

If it becomes evident that a resident needs assistance to manage their financial affairs, the
Registered Manager should raise any concerns with the resident and/or their relatives or
advocate and should consider seeking professional advice to ensure that suitable support is
made available for the resident. At no point should a member of Abbeyfield staff support a
resident to manage their own affairs, such as take a resident to the bank or withdraw cash
from an ATM for them. Instead, a member of the resident’s family should be contacted to
support them (preferably with a Power of Attorney for Finances), or in the absence of a
family member to get social services involved so an advocate for the resident can be
arranged.

4.4. Support for Residents with Limited or No Capacity
It is a resident’s personal decision whether they wish for a member(s) of their family to act
on their behalf, or, in the event they lack the capacity, to act on their behalf. In such
circumstances, there are legal and statutory protections in place to safeguard the interests
of the individual, and the resident can, whilst they have capacity, nominate an individual(s)
and apply to the Office of Public Guardianship (OPG) for a Lasting Power of Attorney (LPA).
This gives those individuals the legal right to act in the best interest of a resident and take
decisions on their behalf. There are 2 types of LPA, one for Property and Finances, and
another for Health and Welfare; this policy only deals with the LPA for Property and Finances.

Abbeyfield The Dales staff must always consult with a resident whilst they still have capacity
and deal with an individual who has an LPA only if the resident is happy for us to deal with
that person directly, or if the resident does not have capacity. Staff should not disclose the
personal financial arrangements of a resident to a family member if they do not have the
authority to act on behalf of a resident (a valid LPA or EPA) even if they are a regular visitor
and have a close relationship with the resident.

An Enduring Power of Attorney (EPA) was a document appointing a person (an Attorney) to
manage the property and financial affairs of another person (the Donor). If the Donor
becomes unable to make financial decisions the EPA must be registered with the Office of
the Public Guardian (OPG) before it can be used or, if it is already in use, must be registered
with the OPG before it can continue to be used.

New EPAs can no longer be created, however if a person has an EPA made before October
2007, either registered or unregistered, it can continue to be used. The Attorney is
responsible for registering the EPA with the OPG when they believe the Donor is becoming
or has become mentally incapable of handling their own affairs.

The Mental Capacity Act created a new specialist Court of Protection for all issues relating to
people who lack capacity to make specific decisions. Where a resident lacks capacity to make
decisions about their affairs and no EPA or LPA has been made, the Court of Protection may
appoint a Deputy to manage their property and affairs and/or their personal welfare. When
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making decisions Deputies must have regard for the Mental Capacity Act Code of Practice. A
friend or a relative may be appointed as a Deputy or if no-one is able or wants to be a Deputy,
the Court can appoint a Deputy from an approved panel.

The Public Guardian (supported by the OPG) is responsible for:
e Supervising Court appointed Deputies
e Keeping registers of Deputies, EPAs and LPAs
¢ |nvestigating complaints about Deputies or Attorneys acting under registered EPAs or
LPAs.

Where a resident has an EPA or LPA in place, a copy of the document should be kept with
the resident’s records.

4.5. Residents’ Personal Money & Valuables
Staff will enable residents to retain control of their valuables and money unless the resident
states that they do not wish to do so, or they lack capacity to do so.

Each resident will be provided with a suitable lockable storage facility to enable them to keep
their own money and such items as debit/credit cards, cheque books and other valuables
safe.

Secure facilities will be available in the care service for the safe keeping of residents’ money
and valuables. All items held in the care service’s secure facilities at the request of a resident
should be recorded and two signatures are required against each written record to indicate
that every transaction has been witnessed and checked. Ideally, residents should be issued
with a receipt for any valuables or money held on their behalf and for money or valuables
returned to them. Alternatively, the resident or their representative should sign the record
of any valuables or money handed over for safe-keeping or returned to the resident.

Where money belonging to individual residents is held by the care service the Registered
Manager should ensure that it is kept separately and not pooled with other money. Detailed
records of all transactions must be kept with two signatures, and relevant receipts retained.

The keys to the secure facility will be kept only by the Registered Manager or designated
person in charge and should on no account be given to any other member of staff.

Where the care service has agreed to hold individual residents' money for safe keeping, the
Registered Manager should ensure that:
e Residents retain full control over how their money is spent
e Residents can discuss their financial affairs or seek information in a private and discreet
manner and that all information remains confidential.
e Any financial information that is stored on a computer or in a database is held in
accordance with the requirements of the General Data Protection Regulation 2018.
e All personal money held for safe keeping is audited at least every 3 months and the audit
itself is recorded.

If it becomes evident that a resident needs assistance to manage their financial affairs, the
Registered Manager should raise any concerns with the resident and/or their
representatives and seek professional advice and assessment from social services or a
financial advocacy service to ensure that suitable support is made available for the resident.

In exceptional circumstances, where financial assistance is needed, for example to shop for
essential items, this must be authorised by the Registered Manager. Any such help will be
recorded, and precise details of all transactions will be recorded and witnessed and receipts
retained. The use of advocacy or volunteers to support residents in this way will be recorded,
monitored and regularly reviewed.
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10.

In exceptional circumstances, where the person has no other means of obtaining cash, ATD
will cash a cheque up to a maximum of £50 (fifty pounds). In these circumstances support
needs to be sought through advocacy services as appropriate to address such issues in the
longer term to negate the necessity of this being an ongoing requirement.

Under no circumstances are staff or volunteers permitted to take residents to the bank or
be authorised signatories for residents’ personal finances.

In the event of any resident or residents’ representative having concerns about ATD staff or
volunteers breaching this policy they should raise this through the Complaints Procedure,
and it will be investigated in accordance with that and the Safeguarding Procedure. If another
member of staff has concerns, they should raise this in accordance with the Whistleblowing
Policy & Procedure.

If staff or volunteers have concerns about a request or expectation from a resident or their
family / representatives that they provide more help than ATD permits (to safeguard
residents and themselves) they can refer the matter to their Line Manager who will speak to
the individual or individuals making the request.

If staff or volunteers are concerned about any areas covered by this policy, they are welcome
(and encouraged) to ask the advice of the Manager (and for the Manager, their Line Manager
or equivalent). They are there to provide help and advice in dealing with difficult situations.

Finance, Value for Money & Social Value

ATD staff will adhere to the guidance contained within this policy and be respectful in their dealings
with residents. This will enable residents to trust our financial management and stewardship of
financial assets.

Supported Appendices
N/A

Linked Policies

Financial Procedures
Safeguarding Vulnerable People
Gifts & Wills

Advocacy

Mental Capacity Act
Complaints

Whistleblowing

Legislation/Regulation

Section 20 regulations of the Health & Social Care Act 2008 Essential Standards of Quality and
Safety

General Data Protection Regulation 2018

Review
Every 3 years, subject to any regulatory or legislative updates.

Procedure/Guidance
www.gov.uk/government/organisations/office-of-the-public-guardian

Reviewed by: Nicola McCaigue (Financial Controller) / Philip Birkinshaw (Chief Executive)
Approved by ATD Board: 31/05/2021

Page 4 of 4


http://www.gov.uk/government/organisations/office-of-the-public-guardian

