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Resources Management

33
Equipment & Consumables Management

The function of managing equipment and consumables purchased by the institution.

Equipment includes instruments, tools, machines, plant, vehicles, interior fixtures and fittings, furniture and furnishings, personal protective equipment.

Consumables include stationery, janitorial supplies, decorating materials, cleaning materials, first aid supplies,

33.1 Equipment & Consumables Management Strategy Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development and establishment of the institution's equipment and consumables management strategy.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



33.2 Equipment & Consumables Management Planning 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the formulation of plans for the implementation of the institution's equipment and consumables management strategy.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


33.3
Equipment & Consumables Management Performance Management 

The activities involved in monitoring the institution’s performance against the plans for implementing its equipment and consumables management strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's equipment and consumables management strategy.
	
	Current year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's equipment and consumables management strategy.
	
	Current year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the equipment and consumables management function, and responses to the results.
	
	Current year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


33.4 Equipment & Consumables Management Policy Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development and establishment of the institution's equipment and consumables management policies.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


33.5 Equipment & Consumables Management Procedures Development 
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development of the institution's equipment and consumables management procedures.
	
	Superseded + 3 years
	
	NA
	
	
	


33.6
Equipment & Consumables Selection 

The activities involved in selecting equipment and consumables.

Activities include: developing specifications of requirements; identifying sources of supply; evaluating and selecting items.

For acquiring equipment and consumables through purchase, lease or hire, use the appropriate section of 35
Procurement.
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development of specifications for, and the selection of, equipment/consumables: major items
	
	Life of item + 6 years
	
	1980 c.58 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the development of specifications for, and the selection of, equipment/consumables: items which are safety critical or associated with hazardous operations.
	
	Life of item + 40 years
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the development of specifications for, and the selection of, equipment/consumables: other items.
	
	Life of item
	
	NA
	
	
	


33.7
Equipment & Consumables Storage 

The activities involved in storing equipment and consumables.

Activities include: monitoring storage conditions to ensure compliance with technical standards and/or legal requirements; monitoring the condition of items held in storage; maintaining the stock inventory; monitoring and maintaining stock levels; controlling the allocation/issue of items from storage.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the monitoring of the condition of stored equipment/consumables.
	
	Current year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the stock inventory for equipment / consumables.
	
	Superceded
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting routine stocktaking and stock checking.
	
	Current year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the movement of stock into and from storage.
	
	Current year + 1 year
	
	NA
	
	
	


33.8
Equipment & Consumables Installation / Commissioning 

The activities involved in installing/commissioning equipment and consumables and, where appropriate, connecting and configuring them for use.

Activities include: conducting pre-commissioning inspections/examinations; conducting post-installation inspections/examinations to ensure compliance with technical standards and/or legal requirements.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the installation of equipment/consumables: major items.
	
	Decommissioning / removal + 6 years
	
	1980 c.58 

S.I. 1998 / 2306 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the installation of equipment/consumables: items which are safety critical or associated with hazardous operations.
	
	Decommissioning / removal + 40 years
	
	1980 c.58 

S.I. 1998 / 2306 
	
	Potential long-term liability
	

	
	
	
	
	
	
	
	

	Records documenting the installation of equipment/consumables: other items.
	
	Decommissioning / removal + 1 year
	
	S.I. 1998 / 2306 
	
	
	

	
	
	
	
	
	
	
	

	Reports of pre-commissioning examinations of lifting equipment, as required by the Regulations cited.
	
	Decommissioning *
	
	S.I. 1998 / 2307 *
	
	
	

	
	
	
	
	
	
	
	

	Reports of pre-commissioning examinations of accessories for lifting, as required by the Regulations cited.
	
	Issue of report + 2 years *
	
	S.I. 1998 / 2307 *
	
	
	

	
	
	
	
	
	
	
	

	Reports of post-installation examinations of lifting equipment, as required by the Regulations cited.
	
	Decommissioning *
	
	S.I. 1998 / 2307 *
	
	
	



33.9 Equipment & Consumables Inspection & Testing 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the inspection and testing of equipment/consumables.
	
	Completion of subsequent inspection record OR Disposal of item + 1 year
	
	S.I. 1998 / 2306 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the inspection and testing of equipment/consumables: items which are safety critical or are associated with hazardous operations.
	
	Disposal of item + 5 years
	
	S.I. 1997 / 1840 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the examination, testing and repair of equipment/consumables provided to control exposure to hazardous substances.
	
	Date of action + 5 years *
	
	S.I. 2002 / 2677 *
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the examination, testing and repair of equipment/consumables provided to control exposure to asbestos.
	
	Creation + 5 years *
	
	S.I. 2012 / 632 *
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the 'inspection' of lifting equipment, as defined in the Regulations cited.
	
	Completion of subsequent inspection record *
	
	S.I. 1998 / 2307  *
	
	
	

	
	
	
	
	
	
	
	

	Reports of inspection and 'thorough examination' of lifting equipment, as required by the Regulations cited.
	
	Completion of subsequent report OR Issue of report + 2 years, whichever is the longer *
	
	S.I. 1998 / 2307  *
	
	
	



33.10
Equipment & Consumables Maintenance 

The activities involved in maintaining the institution’s equipment in sound working order to meet technical standards or legal requirements.

Activities include: undertaking planned preventive maintenance work on equipment; repairing equipment; modifying equipment.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the maintenance of equipment / consumables: major items.
	
	Decommissioning / Removal + 6 years
	
	1980 c.58 

S.I. 1998 / 2306 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the maintenance of equipment / consumables: items which are safety critical or are associated with hazardous operations.
	
	Decommissioning / Removal + 40 years
	
	1980 c.58 

S.I. 1998 / 2306 
	
	Potential long-term liability
	

	
	
	
	
	
	
	
	

	Records documenting the maintenance of equipment / consumables provided to control exposure to asbestos.
	
	Creation + 5 years
	
	S.I. 2012 / 632  *
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the maintenance of equipment provided to meet the requirements of the Control of Asbestos at Work Regulations 2002.
	
	Creation + 5 years
	
	S.I. 2012 / 632  *
	
	
	


33.11
Equipment & Consumables Disposal 

The activities involved in disposing of surplus or redundant equipment and consumables.

Disposal may be by donation, sale or destruction.

Activities include: authorising disposal; identifying and evaluating alternative methods of disposal; undertaking cleaning/sanitisation of equipment and consumables prior to disposal; providing any necessary certification (e.g. of safety) or documentation (e.g. maintenance history) to recipients of sold or donated equipment and consumables; where appropriate (e.g. for vehicles), administering transfer of ownership of equipment and consumables and retaining necessary documentation.

For writing-off surplus or redundant equipment, use 28.18 Finance Management – Asset Management.
For managing the process of donating equipment and consumables to third parties, use 8.10 Public Relations Management – Donation Management.
For administering the sale of equipment and consumables, use 28.7 Finance Management – Financial Accounting.
For managing the process of destruction of equipment or consumables, use 26.12 Environmental Management – Waste Management.
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting authorisation for the disposal of equipment / consumables, and the evaluation of alternative methods of disposal.
	
	Disposal of item + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the cleaning / sanitisation of equipment / consumables prior to disposal: items used in connection with operations involving substances hazardous to health.
	
	Disposal of item + 6 years
	
	1980 c.58 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the cleaning / sanitisation of equipment / consumables prior to disposal: other items.
	
	Disposal of item + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the transfer of ownership of equipment / consumables.
	
	Disposal of item + 1 year
	
	NA
	
	
	


