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A Sample
SQS 13.1

Caritas Youth and Community Service
Service Quality Standards 13
13.1 Policy for Protecting Rights of Personal Belongings of Service Users

1. Mission:
The compilation of this policy is to ensure that rights of personal belongings of

individual service users are well respected.

2. Definition of Personal Belongings:
Personal belongings of service users cover individual’s identification documents;

valuables and moneys.

3. Concept:
At the time of their using services within Service Unit’s area and its organized
activities, Service User must be well informed that their personal belongings are

being protected.

4. Policy:
4.1 When providing services, staff must consider how to protect service users’

personal belongings.

4.2 Without permission of service users, staff is not allowed to use their personal
belongings/properties for official purposes. Service users must be informed

of their rights in this respect by staff.

4.3  Service Unit should consider providing reliable and safety environment for
service users to store their personal belongings in accordance with its
prescribed procedure. If there is no provision of storage facility for service
users, Service Unit must remind them to take care of their own personal

belongings.

4.4  Any loss of personal belongings within the area and organized activities of

Service Unit is to be classified as “Lost Case”.

Date of Review and Revision: 1 May 2022



