
Page 1 of 2 
 

  
 

                       Inventory Policy 
                     

                                             
 

Written by 
 

Senior Leadership Team Date Written  

Amended / 
Reviewed by 

Senior Leadership Team / 
Resources Committee 

Review Date Autumn 1 2019 

  Next Review  
Date 

Autumn 1 2020 

 
Purpose of the Policy 
1. To set out a clear procedure for the maintenance of the school inventory. 
2. To satisfy the requirements of internal audit and to protect the interests of staff and 
members of the governing body by supporting decisions made concerning the disposal 
of assets. 
 
Criteria 
The School will use the following criteria to identify items for its inventory: 
1. All electrical items, including IT equipment 
2. Any items otherwise considered valuable and portable (e.g. photographic equipment, 
audio visual items, etc). 
All School items identified using this criteria, regardless of the source of funding, must be 
properly and promptly recorded on the School inventory. 
 
Procedure 

 All computer hardware will be appropriately security marked. 

 The Business Manager has responsibility for ensuring the inventory system is properly maintained. 

 The inventory records are stored and maintained electronically. 

 A hard copy of the inventory will be taken at the beginning of each financial year; this 

 will be checked, certified by the Business Manager and Head Teacher, and retained as a 

 permanent record. 

 A hard copy of the inventory will also be checked upon each change of Headteacher 
with both incoming and outgoing Headteacher’s signing the inventory. 

 
Disposal / Write Off 
Authorisation of a Disposal 
The Head Teacher can authorise the disposal, writing off, sale or part exchange of an item of 
stock, provided that the item is valued at £500.00 or less. 
 
In the event that the item identified for disposal has a value in excess of £500.00 the authority of 
two governors who are members of the Resources Committee must be obtained. 
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Disposal of computers 
The school will dispose of all surplus ICT equipment in a manner which prevents the transmission 
of personal data, infringement of licenses or copyright, is cost effective and which complies 
with both environmental requirements and the United Kingdom Directive on Waste Electrical 
and Electronic Equipment (WEEE).  RM contract currently enables disposal via RM. 
 
What happens to the proceeds of sale 
If income is received as part of the disposal process, the proceeds of the sale shall be returned 
to the account that originally funded the purchase of the item. 
 
Amendment of School Inventory 
An item that is disposed of should be removed from the School’s Inventory immediately upon 
disposal and added to the Disposals record worksheet, so that the Inventory remains an 
accurate record of stock. 
 
The disposals worksheet shall include the method of disposal and where relevant, information 
about the valuation, advertisement and sale of the item. 
 

 
 

 

 


