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Jacana School

for Autism
Assets Management Policy 2026

General Statement

School Council has responsibility to ensure that all audit requirements of the DET are implemented.
The school’s financial audit, which includes the management of assets, will be presented to School
Council annually.

Rationale

There is a need for all assets to be recorded on the appropriate CASES21 program with a view to
maintenance, replacement and insurance of assets.

Broad Guidelines

This policy addresses issues relating to the recording, insurance, stock-take, disposal, replacement and
care of school assets. All school assets valued over $5000 or school assets deemed attractive such as:
laptops, ipads and cameras, shall be recorded on the CASES21 Asset Register which will be reviewed
annually.

Implementation

Responsibility for the implementation of this policy lies with JSA School’s Business Manager/Finance
Manager. SSL’s / Team Leaders will assist in the implementation of this policy within their section.

Recording of Assets

All school assets valued over $5000 or school assets deemed attractive, eg: laptops, ipads and cameras
will be recorded when the order is entered on the CASES21 Asset Register. Adding new assets to the
Asset Register within 30 days.

Asset Information Management System (AIMS)

AIMS manages the facilities, buildings and grounds of the school. Maintenance (routine and condition
based), annual contracts, emergency management and the rolling facilities audit are uploaded directly
into AIMS. AIMS generates a work order (purchase order) which automatically uploads into CASES21.

Work orders for Capital Works projects undertaken by the school are managed in AIMS.

Adequate Insurance

Additional insurance is obtained with the Victorian Managed Insurance Authority (VMIA) — The
Victorian Government’s Insurer and Risk Adviser to cover items acquired by the school that are not
covered by DET insurance. Items such as; cameras, ipads, laptops, lawnmower, televisions, projectors,
interactive whiteboards and maintenance tools/items. For property, furniture and equipment which
DET insurance does not cover — JSA has an Industrial Special Risks/Property insurance for a total of
$870,000.
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Library books can be insured with the VMIA. All tax invoices for library book purchases are stored in
the U drive under the Insurance folder. Library books are included in the Industrial Special
Risks/Property VMIA insurance.

Two school buses are insured by the VMIA’s Comprehensive Motor Vehicle insurance with each
vehicle worth under $50,000 each.

Annual Stocktake

A stock take of all assets will be carried out annually and any additions or releases followed up and
noted on CASES21 — the stock take is coordinated by the Business Manager. Please inform the
Business Manager as to any other changes to assets.

Reasonable Care

e All new equipment will be marked to indicate that it belongs to Jacana School for
Autism

e Staff wishing to borrow library books & OT items will do so only in a manner
consistent with the school’s borrowing platform, Libit. All other assets will be managed
by the relevant Curriculum Coordinator to ensure careful record keeping of all loaned
assets.

e Any staff members who have borrowed equipment for personal use are liable for the
replacement/repair of the equipment if it is lost or damaged whilst in their care. This
will be incorporated in ‘2026 Staff Administration Manual.’

e All assets are to be treated and operated in a manner for which they were intended.

e All staff members must be conscious of security issues related to assets and are required
to ensure that asset security is maintained at all times.

Donated Assets

Principals must report the receipt of donated equipment or material at the next school council meeting
and ensure the donation is minuted.

Release of Assets

The Principal, Business Manager and L.C.T. staff will oversee sale of unserviceable, surplus or obsolete
assets. They will:

a) Identify any unserviceable, surplus or obsolete items.
b) Recommend to School Council a course of action for disposal.

c) Advertise locally that assets are available for purchase and request bids from interested
parties.

d) Arrange for proceeds of any sale to be paid to the school consistent with Section 16 of the
Education Act.

e) All obsolete assets will be taken off the Assets Register.
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A Request for Change of Asset Status Form is required to be completed for the disposal and selling of
assets or for assets that have been stolen.

Replacement

Assets are replaced on a needs basis, either when damaged beyond economical repair, lost or obsolete,
depending upon the funds available.

References

Victorian Government Schools Reference Guide

www2.education.vic.cov.au/pal/asset-information-management-system/advice

https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework /advice

https:/ /www.education.vic.gov.au/PAI./asset-management-roles-and-responsibilities-table.docx

https://www2.education.vic.gov.au/pal/finance-manual/resources

https://www2.education.vic.gov.au/pal/insurance/policy

Evaluation

This policy will be reviewed as part of the one year policy review cycle and/or in line with DET policies
and guidelines.

Ratified By JSA School Council:
Review Date: Term 1 2027

Respect | Inclusion | Empathy

19 -39 Landy Road, Jacana, VIC 3047 T.03 9309 6258 E: jacana.school@education.vic.gov.au ABN: 78158235803
www.jacanaschoolforautism.vic.edu.au


https://sharepoint.jacanaschoolforautism.vic.edu.au/Jacana/Shared%20Documents/All%20JSA%20Policies/Finance%20Policies/2022%20Finance%20Policies/finance-manual-ASSET-status-change-request-form.docx
https://www2.education.vic.gov.au/pal/asset-information-management-system/advice
https://www2.education.vic.gov.au/pal/asset-management-roles-responsibilities-framework/advice
https://www.education.vic.gov.au/PAL/asset-management-roles-and-responsibilities-table.docx
https://www2.education.vic.gov.au/pal/finance-manual/resources
https://www2.education.vic.gov.au/pal/insurance/policy

