
 

 
 
Purchasing and maintaining your digital technologies resources 
This activity comprises of three stages to produce a purchasing and maintenance plan: 
 

Stage 1: Decide your criteria. 
Stage 2: Create an inventory. 
Stage 3: Make a plan. 

 
Stage 2: Create an inventory 
 
Purpose: The second stage is to create an inventory of what equipment you already have so that you can: 
 

- Better understand what is in place and how well it is working 
- Better understand what you will need to plan for in terms of maintenance and PLD 
- Find out what your colleagues need to enable students to further develop how they learn about digital technologies 

 
This stage is designed to ensure you are aware of what’s already owned by the school, where it is, who is using it, how it is being used and managed, and what is 
going well or not with it. 
 
Time: 120 mins 
 
Prerequisites: nil. 
 
The approach: Find out answers to the following aspects for all your equipment related to learning about digital technologies. Use a spreadsheet or the template 
provided below to record your inventory. As long as you consider these aspects, it doesn’t matter how you go about finding the answers. You could visit each room 



 
and teacher, send out a survey or use students to assist. It is important that you canvas different perspectives as you build up your picture of what you have already 
got.  

● Item 
● Location 
● Serial number / identifier or Quantity 
● Approximate year purchased 
● Who is using it 
● What it is being used for 
● How often it is being used 
● How is it being stored, managed etc 
● What is going well with it? 
● What is not going so well with it? 
● Suggestions for further development: what could be improved and how? 

 
Example Inventory 
Item Location Serial 

number / 
identifier 
or 
Quantity 

Approx 
year 
purchased 

Who is 
using it 

What it is 
being 
used for 

How often 
it is being 
used 

How is it 
being 
stored, 
managed 
etc 

What is 
going well 
with it? 

What is 
not going 
so well 
with it? 

Suggestions for further 
development: what could be 
improved and how? 

Widgets Room 2 x10 2015 
Shared 
with room 3 

Lots of 
things All the time 

Locked 
cupboard 

Vital for 
maths and 
literacy 
apps 

Too hard to 
add new 
apps. How 
do I print? 

We need gizmos and we want to be 
able to add apps and print 

Wodgets Room 3 x2 2014 
Shared 
with room 2 

Algorithms 
in maths Rarely Cupboard  

Batteries 
are flat. We 
forgot they 
are there! 

We need to get new batteries and 
know how to use them with the new 
curriculum content 

 
Link to Inventory Template as a Google Sheet 
 
Inventory template 

https://docs.google.com/spreadsheets/d/1uRidYfqHFjFBcjNX-kbVscnQEf_uhVH2xuKz7nzCLXQ/edit#gid=0


 
 
Item Location Serial number 

/ identifier or 
Quantity 

Approximate 
year 
purchased 

Who is using it? 
What it is being used for? 
How often is it being used? 
How is it being stored, managed etc? 
What is going well with it? 
What is not going so well with it? 
Suggestions for further development: what could be improved and how? 

     

 
You have completed your Inventory. The next stage is Stage 3: Make a plan 


