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POLICY 8.1-4: INVENTORY
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Policy: 

1) Accountability for all facility property and supplies is provided through the use of regular inventories. 
2) The Facility Administrator is responsible for fiscal management and control in the facility. (3-JDF-1B-01)

3)  The Facility Administrator systematically reviews space and equipment requirements at least annually and reports any deficiencies to the Director. 
Procedures:

1) The Facility Administrator is responsible for all facility property. (3-JDF-1B-01)

2) The storerooms are inventoried at least quarterly, including (3-JDF-1B-14); (3-JDF-4B-08):
a) Food supplies;

b) Stationery;

c) Cleaning supplies; and

d) Clothing.

3) Equipment with a value of $500.00 or more is inventoried annually. New equipment is inventoried within seven days receipt of invoice, logged on an inventory control sheet, and assigned a number. When necessary, staff may use a permanent marker, as well as the official county system of identification. Prior to moving, or exchanging, equipment from one area to another, the following is necessary:

1.  The Facility Administrator must give authorization; and 

2. The authorization must be in writing and submitted to the Director’s Office.

4) Each April, an in-house inspection will be conducted. Findings will be recorded and steps taken to correct any areas of deficiency two weeks prior to regular audit on June 30. 

5) Major Equipment: 
a) Regular maintenance checks, or repairs, of plumbing, heating, air condition, and appliances are done by County Maintenance personnel. Work that cannot be done by County Maintenance is contracted with outside vendors. Regular service checks are made to ensure all equipment is maintained in good working order and replacements are made when necessary. Records of all service calls/checks are maintained by the Maintenance Department. 

6) Shift Supervisors note on daily Shift Reports any equipment problems observed during their shift. In cases of emergency equipment failure, the Shift Supervisors notify Building Maintenance who are available 24 hours a day, seven days a week. The Facility Administrator addresses all non-emergency maintenance equipment problems after reviewing comments on the daily Shift Report. (3-JDF-3B-08)
7) Inventory Equipment: 

a) Staff will compile inventories in accordance with the following schedule (3-JDF-1B-14):

Items



Responsible



Schedule

1. Food supplies

Food Service Manager

Monthly

2. Storeroom
      FA Secretary; 




Quarterly



           Assistant Facility Administrator-Administrative Services

3. Equipment




    Furnishings Valued
Facility Administrator

Annually

    Over $500.00

4. Major Fixed

   Equipment Valued

Facility Administrator

Annually

    $1,000,000 

8) Inventory Discrepancy: 

a) When a discrepancy is noted, a written report will be completed and forwarded to the Facility Administrator for review and initiation of appropriate action. This shall include:

i) A listing of items not located;

ii) A listing of any item not properly recorded on inventory log sheets; and

iii) Any deviation from the Agency or Facility policy regarding inventory control.

9) Property Disposal:  

a) When an item is no longer needed in a particular section or is determined damaged beyond repair, a written report is submitted to the Director for appropriate action.
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