
SECTION 8 - ASSETS – Inventory and Stocks and Stores

Introduction

8.1 In line with the Wakefield Scheme (Section 2.2) schools are obliged to maintain an adequate system for the safe keeping of their moveable assets with a value of more than £500. The format of an asset register and the procedures to be followed by schools is not prescriptive. However, it is clearly in the schools own interest to ensure that it does not have to replace valuable items as a result of loss. Similarly, it is important that the use of consumable stocks do not become a drain on school resources because of waste and extravagance or are unavailable at the time they are most needed.

Responsibility

8.2 Although the responsibility for keeping an asset register or stock control record is that of the school there is likely to be more effective control if that responsibility is given to staff at the school who either use the assets or work in the location in which it is kept. For example a location inventory is more likely to be up-to-date and items noticed as missing sooner than one held centrally. This allows early action to be taken to effect any recovery. 

Inventory System

8.3 The Financial Management Policy will determine who is responsible for maintaining Central Inventory and overall control of school assets. It will be this person’s responsibility to keep the Central Inventory up to date, security mark items and carry out the annual check of its accuracy. The basis for the school’s inventory is, however, individual location inventories held by designated members of staff at the school who are responsible for the security of the items on a day to day basis. This task should not be onerous as the number of items on the inventory should be limited to the more expensive items (see para 8.5). Many items will be in regular use and would be immediately missed if they were not in their usual place. Less frequently used items will usually be kept under lock and key with access restricted to authorised people.

8.4 Staff responsible for the location inventory are not allowed to make alterations to their inventory without notifying the person responsible for controlling the central inventory. All movements i.e. purchases, disposals, loans and transfers are made at the centre, although they would be agreed with the individual location inventory holders and recorded accordingly. An independent annual physical check between the central records and the items on the location inventory will identify any variances for which explanations must be sought. A record of this check must be signed by those involved and retained with the central records. Any discrepancies must be notified to the headteacher or Governing Body depending on the values involved.  


N.B.  An inventory format is an available module within FIS.

Items to Record in the Inventory

8.5 Although it is for individual schools to decide which items they record in their inventory the Wakefield Scheme requires that all items with a value of more than £500 must be recorded in the asset inventory. This is a significant increase over the previous value and has been introduced to reduce the number of entries in the inventory to make the system more manageable and cost effective. It allows schools to concentrate on the main items at risk.

8.6 Clearly such a value will exclude most items of furniture and equipment found in the classroom such as desks and chairs and cupboards. This principle is based on the thinking that such items are unlikely to be lost or stolen as they have little commercial value. However, this may not be the case for other attractive and portable items such as electrical items, tools, musical instruments sports equipment, cameras etc. Schools will have to decide themselves whether they wish to include such items in their inventories.

8.7 In coming to a decision as to whether attractive items of a lower value should be recorded, schools should have in mind that some may already be controlled in some other way e.g. computer and electrical equipment will usually be included on a list for annual maintenance or health and safety checks. 

Loan of Assets

8.8
All staff must be aware that items of school property should not be removed from school premises without the appropriate delegated authority.  To comply with insurance requirements a record of any loan and its return should be recorded by the person keeping the asset register. The position relating to insurance for loans should be clear to all staff in advance of the loan, including occasions where items are taken home for security during school holidays.  Staff should also be aware that extended periods of loan may considered to be a taxable benefit-in-kind e.g. computer or mobile phone purchased by the school but kept on a permanent basis by an individual member of staff or at their home.  

Security 

8.9 Entries in the register must be comprehensive enough to be able to identify the individual item and must include serial numbers.

8.10 Indelibly marking school property can be a useful deterrent and does not need to be limited to inventory items.  The permission of the leaseholder should be obtained before any marking is carried out on leased equipment.

8.11 Clear guidance to all staff on security within the school will also be useful.

Stocks and Stores

8.12
The school should be aware of the usage of consumable materials if only to decide levels of stocks required in seeking best value when purchasing.

8.13
Stocks of consumables are best kept securely with access strictly limited to the person responsible for issues.

8.14
An independent check of stocks in hand per the records should be undertaken each year, significant discrepancies being reported to the headteacher and Governing Body.

Income from the Sale of Assets 

8.15
Paragraph 5.4 of the Wakefield Scheme allows schools to retain income from disposals of assets purchased from the delegated budget. The LEA must be consulted for items purchased from non-delegated funding. Income received in both instances can only be used for school purposes.

8.16
Income from assets not owned by the LEA are not subject to this requirement.

8.17
Disposal of any assets should always be agreed with the Governing Body including the method of disposal (e.g. auction, advertised in a local paper) and any minimum sale value.
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