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	School IT Asset Management Policy Template
Create a structured framework for secure computer disposal and ongoing compliance.



	Document Reference:
	EDU-ITAM-POLICY-2026

	Target Audience:
	School Governors, Headteachers, IT Coordinators, Data Protection Officers (DPOs)

	Instructions:
	Amend all highlighted bracketed fields [like this] to align with your school's specific funding, data, and safeguarding guidelines.


1. Purpose & Scope
This policy defines the core standards for managing, tracking, decommissioning, and safely recycling educational IT assets. The framework ensures that the school maintains full compliance with data privacy regulations (GDPR) and regional e-waste laws during computer refreshes.
Scope covers all data-bearing hardware including classroom desktops, teacher laptops, school office administration systems, and server room infrastructure.
2. Asset Lifecycle Tracking
Every computer asset must maintain a transparent, audit-ready operational record from acquisition to final disposal:
Central Registry: All items must be mapped by unique serial numbers, purchase histories, and localized school room assignments.
Status Transition: When equipment is retired, its status must be immediately updated to 'Pending Disposal' within internal monitoring sheets.
3. Data Safeguarding & Wipe Validation
Because systems house sensitive student metrics, employee records, and institutional data, secure sanitation processes are mandatory before items leave school grounds:
	[CHOOSE DATA WIPING METHOD: Define whether the school mandates programmatic software sanitization using certified NIST SP 800-88 protocols, or if storage modules must undergo complete on-site physical mechanical destruction prior to logistical collection.]


4. Environmental Compliance & WEEE Auditing
All non-functional assets, peripheral wiring, and legacy monitors must be handled via authenticated, eco-licensed IT Asset Disposal partners to ensure zero-landfill metrics.
Upon job execution, the partner must supply a formal Data Destruction Certificate and an environmental Waste Transfer Note to be appended directly to the school's central audit logs.
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