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Disposal Policy

Mission Statement

Botwell House Catholic Primary School is distinguished by the care, courtesy and concern extended to all its members, regardless of cultural differences and strives to follow the teachings of Jesus Christ to:
“Love one another as I have loved you”

Through an effective partnership between home, school and parish and through a broad and balanced curriculum, each valued individual is encouraged to grow in their journey of faith and strive towards excellence.

Botwell House Catholic Primary School seeks to ensure that all pupils receive a full-time education which maximises opportunities for each pupil to realise his/her potential.


Current review:		September 2025 
Date for further review:		September 2026
Delegated to:			Headteacher
[bookmark: _GoBack]Reviewer: 			Susan Yu


1.  Definitions 

1.1       The purpose of this policy is to provide protocols for the disposal of school assets.  This policy will help to ensure that equipment is properly accounted for prior to disposal and that the disposal is by appropriate method, minimising any risk to the school and London Borough of Hillingdon.

1.2    	‘Assets’ applies to the terms ‘asset(s)’, ‘item(s)’, ‘equipment’, throughout this policy and refers to any item listed on the School Audit System.

1.3       Non-disposal of obsolete equipment not only takes up space, but potentially incurs on-going maintenance costs. The school should therefore dispose of such assets in line with the processes set out in this policy.

2.  Rules for Disposals

2.1    Assets can be written off by the Headteacher if it is below £100 in value and either;
a) broken and cannot be repaired
b) failed by safety inspections
c) obsolete
d) no longer used by the school

2.2 Electrical equipment must not be given away or sold for health and safety reasons, it will be disposed of appropriately.  

2.3 All items must be destroyed or recycled in accordance with legislation (for example there are certain legislative requirements for the disposal of batteries, recycling of electrical and white goods etc). 

2.4 All ICT equipment must have any information & applications removed before being disposed of to ensure compliance with the Data Protection Act.  Schools will contact Asset Remarketing who will come and collect the equipment for free and dispose of it as per the WEE regulations.  The school will obtain a certificate which contains a record of all the items disposed of. 

2.5 If any asset is sold to outside organisations, individuals or staff, Governors permission must be sought and agreement recorded within the minutes.

2.6 A minimum price should be agreed by Governors and this should at least cover any disposal costs.

2.7 All goods for sale should be advertised appropriately giving all interested parties an equal opportunity to purchase the goods.

2.8 If when originally purchased the asset was subject to VAT, then VAT at the appropriate rate in force, must be charged on the agreed sale price and schools should process as Vatable income when paid into the main schools budget.

2.9 Goods should be advertised as “sold as seen” with no guarantee given.

2.10 A receipt of purchase will be provided

2.11 The amount received and date will be entered into the School Audit System.

2.12 All monies received will be paid into the school delegated budget account.

2.13 The school may authorise the donation of equipment to another organisation. In the main such donations should be to organisations or schools and not individuals.  Details of who the items were donated to should be held on the School Audit System and any donations should be approved by the Headteacher.

2.14 Disposal of assets over the value of £100 must be approved by the Governing Body.

2.15 Any disposals above the value of £5,000 must have written authority from the Chief Financial Officer of the Local Authority.
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	Details of Asset
	Value
	If  > £250, has Governing Board Approval been agreed                          Y / N / N/A
	If > £5,000, has Local Authority Approval been agreed                     Y / N / N/A
	Method of Asset Disposal - Scrapped, Sold, Donated, Other?
	Date of Disposal
	Details - Agreed Price etc 
	Sale Proceeds
	Date Sale Proceeds Received
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