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Purpose
Describes how Droitwich u3a acquires, secures, monitors and disposes of equipment for use by groups or by persons managing the organisation.

Scope
Covers all equipment acquired or used by Droitwich u3a, by purchase, or by donation.

Exclusions
Equipment purchased by individuals using personal funds are not included.

Validity and Review
This policy was adopted by Droitwich u3a on 30th July 2026 and is subject to review every two years.

Key Provisions

1. Droitwich u3a will maintain a register of equipment used by groups or for managing the organisation.  Maintaining the register will be the responsibility of the Business Secretary, unless the executive committee nominate another person.

2. Any equipment acquired (other than by loan) will become the property of the Droitwich u3a. Equipment owned by the Droitwich u3a may not be loaned to individual(s) or group(s) outside the Droitwich u3a except for loaning it to another u3a charity.

3. Groups are free to wholly or partly fund the acquisition of items of equipment or to receive donated equipment, for continuing use by the group concerned.  Such equipment will nevertheless become the property of Droitwich u3a and will be subject to the provisions of this policy. Groups shall use, maintain, repair (if required) and store equipment in an appropriate and safe manner in a suitably secure location.


4. Groups may bring forward proposals to the Executive Committee for the purchase of an item of equipment for use by a specific group.  Such purchases will be made by or on behalf of the Executive Committee with payment made from central funds. Where relevant the technical specification of the item must be approved by the Executive Committee prior to the acquisition of the equipment.

5. Equipment will generally be acquired with the aim of providing a service life expected to be five or more working years, though, a shorter lifespan may be decided upon, eg. for IT equipment.  Once an item reaches the end of its useful service life then a case may be considered for its disposal.

6. All usage of equipment must be in accordance with the Droitwich u3a Data Protection Policy, and particularly its provisions for the protection of personal data.

7. Any item of equipment held by any Droitwich u3a group must have a designated custodian, responsible for the safe keeping of the item concerned, and who must be a current member of Droitwich u3a.  If there is a change of designated custodian, then the new designated custodian must so inform the Business Secretary in writing.

8. Any items of equipment should not be allowed to fall into disuse at the end of their useful life and must be formally retired and securely disposed of and this should be recorded in the Capital Equipment Register.  All u3a personal and other data stored on the equipment must be securely erased according to the provision of the Droitwich u3a Data Protection Policy.

9. The designated custodian must take responsibility for ensuring that any item in their custody is formally retired and disposed of.  This may be donated elsewhere or by passing into a recognised recycling stream (in both cases following secure erasure of data).

10.  Should the item being disposed of have a residual value, then a case for its disposal should be put to the Executive Committee for approval.  This would include instances where the asset had been lost or irreparably damaged.  

11.  Once the item has been formally retired and disposed of it will cease to be the property of Droitwich u3a. 

12.  The Business Secretary will conduct an annual audit of the equipment register, on 1st February, ensuring that there is an active custodian for each item of equipment and that arrangements are in place for its safe keeping.  Where reasonably possible the Business Secretary will attempt to determine the remaining useful life of the item and its current replacement value, as advised by the custodian. For items with a very small value but which are vital for the group to function these will be recorded on the Equipment list but with no “remaining service life or value at acquisition/replacement value.

13.  The Business Secretary will present the updated Equipment Register to the Executive Committee in writing on completion of the annual review and will report any issues or difficulties encountered in the review/audit. 

15.  All equipment belonging to Droitwich u3a should only ever be used to meet the objectives of the charity. Equipment should not be used by the general public or for personal use unless by prior written permission from the Executive Committee and only to the extent such use meets the charity’s objectives.
