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POLICY

Facilities, materials, and equipment are provided and maintained in a safe condition. An adequate supply of materials is maintained in each classroom with an up-to-date inventory list.

PROCEDURE
· Inventory materials are assigned to each classroom at beginning of school year.

· Classroom team checks all resources in the classroom. Documents the items and how many on the inventory list.

· Additional materials assigned to the classroom during the year are added to the inventory list.

· Broken and discarded materials are marked as discarded etc. from the inventory list. If it is a costly item to replace check with supervisor first.
· When closing up the classroom at the end of the school year, materials are checked off on the inventory list with condition and how many, which is submitted to the supervisor. The supervisor will then update the management drive inventory list.
· Materials are boxed up and stored neatly according to the procedure listed below.

Pack boxes with like supplies, i.e. all dress-up clothing in a box, all art supplies in a box.  

Do not fill boxes with mixed items.

Number boxes, correlating with number put on the inventory sheet. There should not be any duplicate numbers and only one number per box. 
Do not write what is in the box on the box. 
Make sure that all supplies are boxed or plastic bagged and closed.
This Policy complies with the Head Start Performance Standards 1304.53§ 1304.53 Facilities, materials, and equipment.

