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Procurement and Competitive Tendering Policy  

1. Rationale  

This policy has been written to ensure that the Trust obtains best value for money in pursuing its 

educational aims when disbursing public monies and funds from other sources e.g. PTA fund-raising, 
always remaining within UK and EU procurement legislation. This policy document should be read 

and used in conjunction with the school’s Financial Procedures manual and the Academies Financial 

Handbook.   

When considering total sums of money in terms of the policy statements below, aggregation over 
the lifetime of a contract must be borne in mind. Goods or services costing below £1000 as a de 

minimis value are not explicitly covered by this policy; such purchases continue to require the 

approval of the budget holder, and the buyer’s line manager if these are different people.   

2. For items costing between £1,000 and £5,000:   

Budget holders are required to obtain three written quotations.  If the supplier chosen is not the 
cheapest then a record must be kept to explain why the more expensive supplier was chosen.  Any 

and all purchases over £1,000 must be authorised by the Headteacher. Segregation of duties must 

be maintained so that the persons placing the order, authorising release of funds, and receiving 
goods, must be different people.   

3. For items/contracts between £5,000 and £25,000, the following process should be 

followed:   

1. Obtain full Trust board approval if making alterations/adaptations to the building after 
checking that changes fall within permitted development, otherwise approval from the 
Finance Committee is required  

2. Produce list of requirements  

3. Compile a Request for Quotes or Invitation to Tender to send out to prospective 

suppliers  

4. Collate any questions from potential suppliers and circulate answers to all potential 

suppliers  

5. Receive and evaluate sealed tender documents, scoring against predetermined criteria 
which need not relate solely to price as for example local supply and sustainability 
considerations are valid criteria  

6. Award decision and place order on financial system  

7. Evidence necessary insurance and other related documentation including updating the 

asset register  
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8. Ensure goods, works or services received match requirements before payment  

9. Maintain segregation of duties at all times  

  

4. For items/contracts between £25,000 and the OJEU threshold:  

1. Full Trust board approval is required for spending in this range.  

2. Develop Project Initiation document/business case to outline requirements  

3. Produce specification, considering impact of issues e.g. environmental  

4. Compile a Request for Quotes or Invitation to Tender to send out to prospective 

suppliers   

5. Collate any questions from suppliers and circulate answers to all suppliers  

6. Receive and evaluate sealed tender documents, scoring against predetermined criteria 

using published Tender Evaluation criteria  

7. Award decision, completing Award Recommendation report  

8. Letter produced and sent to unsuccessful suppliers, giving them opportunity to discuss 

reasons why unsuccessful (phone or face-to-face)  

9. Follow contract signature and guidance processes to obtained signed contracts and 

issue acceptance letter.  

10. Notify school business manager of any addition(s) to Asset Register and updating of 

other relevant documentation  

11. Evidence any necessary insurance  

12. Follow contract compliance and control procedures guidance to manage contract 
performance against agreed Key Performance Indicators  

5. EU/OJEU Procurement Thresholds  

The European public contracts directive (2004/18/EC) applies to public authorities including, 

amongst others, government departments, local authorities and NHS Authorities and academy 

trusts. The directives set out detailed procedures for the award of contracts whose value equals or 

exceeds specific thresholds. Details of the thresholds, applying from 1st January 2012 are given 
below. Thresholds are net of VAT. Specialist external guidance and support on all OJEU-qualifying 

procurement activities must be obtained.  

    SUPPLIES  SERVICES  WORKS  

 Public sector contracting authorities  £173,934  £173,934  £4,348,350  

 (including academy trusts)  (€200,000)   (€200,000)   (€5,000,000)   

6. Conflicts of Interest  

In keeping with our Conflict of Interest policy, everybody participating in procurement processes in 

any way and/or working with or for the Trust must declare any interest at the outset of all 
procurement processes.   

In keeping with expected financial management standards, probity will be maintained including by 

segregation of duties such that a person requesting an order, the person authorising the order, the 
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person receiving the goods or service and the person authorising payment are whenever possible 

separate people and in any case no less than three persons. Declaring an interest does not 

necessarily bar participation in any or all aspects of the process but doing so will signal to others and 

the EFA for purposes of scrutiny that the procedures followed are open, transparent and fair.  

7. Review  

This policy will be reviewed annually.  

  


