APPENDIX 10-3 (Reverse)

IRF1 (reverse)

NOTES OF GUlDANCE FOR COMPLETION OF FORMS IRF1 AND IRF2 

1
An incident which gives rise to a cash or stores loss may involve one or more of the following:



1.1
Losses caused by malicious damage including vandalism.



1.2
Losses caused by culpable negligence, fraud and theft.



1.3
Losses caused by forced entry to a building including burglary.



1.4
Losses caused by “Incidents of the Service” due to fire (other than arson), stress of weather (eg flood or storm), or accident, including damage to buildings.



1.5
Losses due to deterioration in stores.



1.6

Stocktaking discrepancies, ie unexplained physical shortages.



1.7
Other causes.

2 The police must be notified immediately when incidents involving 1.1 and 1.3 above are discovered.

3 The board’s Internal Audit branch should be notified about any incidents of fraud or theft involving cash.

4 If cash is stolen the exact amount must be stated in SECTION A of form IRF2 and full details of the account given, eg school meals, petty cash, school funds etc.

5 If the actual year of purchase and/or cost of a damaged or stolen item of equipment is not known the approximate year and/or cost should be entered in SECTIONS C, D and E of Form IRF2.

6 In the event of a partial or complete recovery of a loss, eg stolen items recovered, the Board should be informed immediately. 
7 If repairs are required you should contact your Area Maintenance Officer who will arrange for necessary work to be carried out.  He/She will also be able to advise on details to be entered in SECTIONS C - F of Form IRF2.  
NB.
Please ensure that you also record the Call Number and Date of Call in SECTION F.
8 If you suspect that sensitive or personal information has been accessed or stolen, please detail the type of information on form IRF2 SECTION B.

9 For incidents at schools, your attention is drawn to the provisions relating to glass replacement and insurance cover set out in Chapter 9, Paragraph 3.10 of the LMS manual.
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