Disposal Policy

Summary

It is the aim of the Governing Body of Awel y Môr Primary School to ensure that the disposal of obsolete equipment, and data that fall outside the required retention period is dealt with in a secure and eco friendly way.  The school will reference the Accounting Instructions and Guidelines No. 13 (Retention of Documents).

Financial Data

Financial data will be held at the school in compliance with Accounting Instructions & Guidelines No. 13.

IT Equipment

The disposal of all IT equipment will be dealt with through Baglan IT Centre and the IT inventory of the school will be amended accordingly.

Electrical Equipment

General electrical equipment will be taken to the Local Authority Recycling Centre in Britton Ferry.

The Facilities Management Department in the Quays will provide advice on the disposal of items such as fridges to ensure all necessary regulations are complied with.

The school inventory will be amended accordingly.

Furniture & Equipment

Obsolete or broken furniture will be taken to the Local Authority Recycling Centre in Briton Ferry.

The school inventory will be amended accordingly.

Pupil Data

Hard copies of pupil data will be held at the school in accordance with the Retention of Documents Accounting Instructions No. 13, then disposal of by shredding and recycling the paper.

Personnel Data

Hard copies of personnel data will be held at the school in accordance with the Retention of Documents Accounting Instruction No. 13, then disposal of by shredding and recycling the paper.

Sale of items.

When equipment is not longer required but is still in a reasonable working order then the equipment may be sold.

Items sold within the authority will not be subject to VAT.

Items sold to staff, parents or other outside interests will be subject to VAT and an official invoice will be raised.

All items that are sold will be signed off the inventory by two authorised persons.  An agreement will be made between the two parties as to a reasonable value for each item to be sold.

Signed: __________________________  (Chair of Governors)

Date:  ___________________________
This policy will be reviewed every 3 years is due for review Summer Term 2022
