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[bookmark: _Toc57812111][bookmark: _Toc57813697][bookmark: _Toc57816140]Policy Statement
This Policy is subject to the published Equality Information, in line with the Equality Duty 2011 and is underpinned by the beliefs and values of our Academy Trust. It should be read in conjunction with the ODBST Scheme of Delegation.

[bookmark: _Toc57812112][bookmark: _Toc57813698][bookmark: _Toc57816141]Background
The majority of purchases made by academies will be paid for with public funds. As public bodies, academy trusts must ensure regularity, propriety and value for money in their management of public funds.

Budget holders must be informed of the budget available to them as soon as possible after the start of the academic year. It is the responsibility of the budget holder to manage the budget and to ensure that the funds available are not overspent.

Academy Finance Officers are encouraged to discuss with the ODBST Chief Finance Officer occasions where detailed application of the policy is locally challenging.


	Purchase level
	Procedure

	
Less than £5000
	
A price must always be obtained prior to any order being placed. This price should be attached to the purchase order and filed.
Authorisers should ensure probity and best effort to secure value for money and that expenditure is within budget.

	
Between £5,000 and less than £15,000
	
At least three written quotations should be obtained prior to any order being placed. These should be attached to the purchase order and filed alongside the rationale for selecting the chosen supplier.
For spend between £5,001 and less than £10,000 where 3 written quotes cannot be obtained then additional approval from CFO is required.
Authorisers should ensure probity and best effort to secure value for money and that expenditure is within budget or agreed funding.

	
£15,000 and above
	
Subject to a formal tendering process. Please see below and contact the ODBST Finance Director for support.

	
Above the Public Procurement limit of £213,477 (Dc 2021 PPN).
	
Subject to a formal Public Procurement tendering process. Please see below and contact the ODBST Finance Director for support.

If ODBST academies wish to enter into multiple contracts to fulfil the same requirement, then the value of those contracts will be aggregated together to decide whether it crosses the threshold. The rules are very specific about this: when offering public sector tenders’ contractors must not enter into separate contracts below the thresholds in order to avoid having to apply the regulations.



Please note that a series of purchases from a single supplier in a single academic year contributes towards that purchase level. Therefore, if an academy places multiple orders with a single supplier and the total purchase level exceeds £5,000 then evidence will need to be provided to demonstrate the rationale for selecting the chosen supplier

[bookmark: _Toc57812113][bookmark: _Toc57813699][bookmark: _Toc57816142]Tendering for purchases of £15,000 and above
Open, restricted and negotiated tenders are all acceptable. Please contact the ODBST Finance Director to discuss and agree the best approach for your project.

Full consideration should be given to the objective of the project, the overall requirements of the academy, the technical skills that may be required, any after sales service and the form of any contract.

Bidders could be asked to suggest how they would address a problem as opposed to being restricted to one solution.

Like should always be compared with like.

All invitations to tender (ITT) must include the background of the project, the project scope and objectives, technical requirements, project implementation, terms and conditions, the form of response, the tender assessment criteria and a reference number. They should also state the date and time by which the tender should be received.

All interested tenderers must be provided with the same information and the same opportunity to visit the site if a site visit is considered necessary.

For guidance to school, it’s important to include the following in a tender process:

1. Be clear on your budget and affordability criteria, look to benchmark against a similar sized school.
1. Be clear on the exact works that you want the supplier to do.  Additional costs can come out once service has started and might be difficult to prevent.
1. For additional work not covered in the main contract have a schedule of costs for possible adhoc work.
1. Think what success looks like, i.e., at the end of the contract what would stop you from renewing (as long as the renewal cost is reasonable).
1. It’s not all about the cost, there’s no point going for the lowest bid if the supplier doesn’t have a service benefit otherwise performance issues will arise, and you’ll spend a lot of time and effort resolving issues.
1. Include a template for costs that you want the applicants to fill in, this means that you get the data back in a consistent manner so that you can compare.  Its ok if they send you other detail or their format as well but insist on your format.

Please see Appendix D – Tendering Template

[bookmark: _Toc57812114][bookmark: _Toc57813700][bookmark: _Toc57816143]Contracts above the UK Government Find A Tender threshold (£213,477 from 1st December 2021 onwards)
It is crucial that you consult the ODBST Chief Finance Officer prior to embarking on any procurement of this nature.  Details of the new UK Government procurement process that replaced the EU process are available at the following website: https://www.find-tender.service.gov.uk/Search

[bookmark: _Toc57812115][bookmark: _Toc57813701][bookmark: _Toc57816144]Important Notes
All interests, business and otherwise should be declared prior to tender evaluation. If there is a potential conflict of interest, then that person must withdraw from the tender process and be replaced by a suitable substitute from the Trust. Gifts or hospitality must not be accepted from potential suppliers during the tendering process.

Tenders should be assessed using the tender assessment criteria published in the ITT and full records of the assessment should be kept. A report should be prepared for the ODBST Chief Finance Officer highlighting the issues and recommending a decision. The ODBST Chief Finance Officer is responsible for the acceptance of a tender.

The Department for Education’s approval must be obtained where required prior to the acceptance of a tender.

The accepted tender should be the one that is economically most advantageous to the academy and to ODBST.

All tenderers should be informed of the decision.
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