Appendix C 
Assets

Asset Register

The governing body is responsible for maintaining the school’s assets securely.

Maintenance of the asset register is overseen by the headteacher.  It is the policy of the school to enter individual acquisitions with a cost greater than £1,000 onto the asset register, although items of a lower value may sometimes be included.  The relevant departmental heads are responsible for ensuring that all assets are marked as belonging to the school.

At the beginning of the summer term the administrator sends an asset listing to each subject co-ordinator.  Each co-ordinator is required to check the existence, condition and adequacy of security marking for the assets under their control and report any differences.  This procedure must be completed by half-term.  Discrepancies are followed up by the administrator.  Any significant losses must be reported to the governing body.

Disposal of items from the assets register shall be approved by the headteacher.  Any item with a value in excess of £1,000 must be authorized by the headteacher and chairman of governors who will ensures that a minute records their agreement to dispose of any asset.  The assets register shall be annotated to that effect.  

