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Inventory Policy

Principles

Accurate inventory recording is required both for insurance purposes, and

compliance with Financial Regulations in the Local Authority (LA) Scheme for

Financing Schools.

The purpose of maintaining an accurate inventory is to maintain control of physical assets, as well as the provision of evidence of loss in the event of an incident-giving rise to an insurance claim.

We Aim To:

Maintain control over the whereabouts of physical assets.

Strictly adhere to all software licensing requirements.

Provide evidence of loss in the event of an incident-giving rise to an insurance claim.

Include the following information on our inventory:

o Item Description

o Make

o Model

o Serial Number

o Location

o Purchase Cost

Maintain accurate inventory records

Report to Governors on regular basis

Maintain records of all equipment loaned to staff and students

PRACTICES

With the aforementioned aims in mind, it is the Policy of Hadrian Primary School:

It is the responsibility of Headteacher to keep an up to date inventory of equipment held within the school valued at more than £100.

All orders placed must follow the procedure for ordering goods and services and be recorded on a school requisition order form.

All purchases prior to being used must be:

o Portable Appliance Tested if applicable

o Added to the central inventory database

Inventory database to be made available to internal and external auditors for

scrutiny.

Maintenance of accurate inventory records, including sending a copy of the whole inventory to the LA for insurance purposes annually.

An insurance claim for any item will only be considered when that item is included on the inventory (Financial Procedures Manual Reference).

Loss of, or damage to any item, must be reported to the Headteacher

immediately.

Disposal of school assets must be carried out in accordance with the school’s Financial Framework. Disposals are approved and signed by the Head Teacher.

All items for disposal must be brought to the Headteacher who will arrange safe disposal in accordance with Government legislation/guidelines where appropriate.

Specialist equipment e.g. cameras loaned to students/staff during lessons must be logged by the teacher in the school equipment loan register.

Equipment removed from school premises by students/staff must be authorised by the Headteacher and logged in/out via completion of the school

equipment loan register.

Staff joining Hadrian Primary School, where the allocation of a laptop and/or specialist equipment will be necessary, must sign for receipt of this and ensure that they follow the code of conduct for school equipment. 

Staff leaving Hadrian Primary School, must return all equipment and/or the laptop on their last working day to the Head Teacher

A catalogue of all software purchased by the school is maintained by the ICT Manager as a single inventory item to include licensing information, location etc.

The school strictly adheres to all software licensing requirements.

Checks of the inventory must be carried out annually in the Autumn term by the Headteacher.

The Administration staff will maintain the central inventory database.
