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Learn, Grow, Love, Live 

At Holy Cross Catholic Primary School 

we learn about ourselves and about the world. 

We grow in faith, 

we act with kindness, generosity and love 

to ourselves and others. 

We live life to the full and have a future full of hope. 
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1. Purchasing and Tendering policy aims  
The Trust’s objective is to achieve the best value for money from all procurement, where it is cost 
effective and practicable to do so.    
 
 Regardless of the value of any purchase, the principle which underpins the purchasing decision is to 
procure what is needed to the correct quality, in the right quantity and at the best available price.    
   
When making purchases or tendering decisions the Trust will ensure:   
• Probity:  that there has been no corruption or private gain involved in the purchasing and 

contractual relationships of the Trust;   
• Accountability: that those who make purchasing decisions do so only as and when goods or services 

are necessary;   
• Fairness: that those who supply (or potentially supply) the Trust’s goods and services have been 

dealt with by the Trust in a fair and equitable way.   
  
2. Capital Purchasing  
Larger capital procurement is via quotations or tendering and will follow the regulations set out in the 
governing board terms of reference. All purchases with a value of greater than £50,000.00 must be put 
out for formal tender. For purchases of £10,000.00 then three quotes must be sought.  
  
3. Purchase Orders  
All purchase orders must be made in writing using an official order form.  Purchase order processing, 
invoicing and payment cycle must follow the guidelines outlined in the Financial Management 
Procedures Handbook.    
   
4. Quotations  

• Quotations must identify the best source of goods/services.   
• Acceptance of a quote must be based on Best Value principles (unless there is good reason not 

to), which must been agreed by the Finance Committee in advance of placing an order.   
• For audit purposes, written details of quotations should be asked for and retained by the Finance 

Officer.   
• Telephone quotes are acceptable if there is evidence in an email received before a purchase 

decision is made.   
• Supplier selection must avoid any conflict with the declared personal interests of governors or 

staff (identified by reference to signed declaration of interests made by staff and governors 
annually).   

  
5. Forms of tender  
A tender and written quotation must be based on a defined specification issued by the Trust.    
The Governing Board recognises the use of three forms of tendering.    
 
Open Tender:  All potential suppliers are invited to tender. The Governing Board will agree how best to 
advertise for suppliers e.g. general press, trade journals or to identify all potential suppliers and contact directly 
if practical.  (This is the DfE preferred method of tendering because it best supports market competition and 
the propriety of public funds).   
Restricted Tender:  This is where suppliers are specifically invited to tender.  The Trust recognises that 
restricted tenders are appropriate only in the following situations:   
• where there is a need to maintain a balance between the contract value and administrative costs;   
• where a large number of suppliers would come forward;    
• where the nature of the goods are such that only specific suppliers can be expected to meet 

requirements.   
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Negotiated Tender:  The terms of the contract may be negotiated with one or more chosen suppliers. 
This is appropriate when open or restricted methods have not resulted an acceptable 
supplier/contractor being found.    
 
6. Tendering Procedures  
A specification will be prepared by the budget holder, authorised by the Headteacher and Finance 
Officer, and sent to at least three suppliers when the purchase is £10,000.00 or over.   
 
If a restricted tender is to be used then an invitation to tender must be issued.  If an open tender is used 
then an invitation to tender will be published in the most appropriate media to attract the most suitable 
applicants (the Academy may need to seek expert advice on how to attract the best contractor).   
 
Regardless of the method of tender chosen, the register of personal interests of staff and governors must 
be checked to ensure there is no actual or potential conflict of interest.  If any potential or actual conflict 
is identified, the staff member or governor must be removed from the tendering process.     
An invitation to submit tenders will include:   
• an introduction/background to the purchase need or project;   
• the scope and objectives of the project/goods/service to be procured;   
• any technical requirements;   
• the implementation details and timing for the project/goods/service;   
• the terms and conditions of the tender;    
• the form and date of response to the school;   
• notification that tenders received late will not be opened or considered.    
   
All replies should be submitted in sealed packages, addressed to the Headteacher and marked to indicate 
that they contain tender documents.  The tender must be submitted to the Trust by the date specified.  
No tender must be opened before the expiry of the application date or thereafter.  No contractor will be 
allowed to amend the tender after the time fixed for receipt.  All tenders will be opened at the same 
time and details of the contractor, quotation and any other details recorded at the time of opening.   
All replies should be opened and reviewed by the Headteacher. If this officer is not available then the 
tenders will be opened by the Finance Officer or the Office Manager.  
 
A separate correspondence file for each tender which will contain copies of all correspondence or other 
relevant information.   
 
7. Acceptance of Tender  
The evaluation process should involve the Finance Officer, Headteacher and 2 Governors, one of which 
must be a member of the Finance Committee where the purchase is greater than £50,000. If the 
purchase is of lower value then the Chair of Finance committee, Headteacher and the budget holder will 
make the decision of acceptance of tender.  Those involved should have had their disclosure of all 
interests, business and otherwise, checked by the Trust’s Company Secretary prior to participating.  No 
one with an actual or potential conflict of interest will be involved.    
 
Those involved in making a decision must declare if, at any time, they have ever been offered or accepted any 
gifts or hospitality from potential suppliers who have submitted a quotation or tender.  Full records should be 
kept of all criteria used for evaluation.   
   
Where required by the conditions attached to a specific grant from the DfE (or any other funding agency), 
consideration must be taken to the need to obtain acceptance of a tender from whoever is the supplier of 
the funds.   
   
The accepted tender should be the one that is economically most advantageous to the Trust after giving 
due regard to the following guidelines:   

• Like should be compared with like and, if a lower price means a reduced service or lower quality, 
this must be borne in mind when reaching a decision on value for money;   
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• Care should be taken to ensure that the tender price is the total price and that there are no hidden 
or extra costs, which are not clearly identified at the time the tender is submitted and evaluated;   

• Depending on the value of the works or its duration, the financial status of a contractor/supplier 
should be considered (suppliers in financial difficulty may not complete contracts or be able to fulfil 
contractual obligations on warranties and after sales service/training);   

• Is there scope for fair negotiation;   

• The qualifications and experience of the contractor;   

• How much relevant experience does the contractor have;   

• The descriptions the contractor provides of their technical capability and services and compliance 
with the technical specification;   

• The recognised certificates of quality and their conformity with relevant mandatory or optional 
charter marks or standards;   

• How quality control procedures are described;   

• The availability of references from past customers;   

• Details of previous successful sales/contracts;   

• The possibility of pre-sales demonstrations;   

• The warranty period on goods and after sales training/service;   

• The availability of spare parts;   

• Compliance with the technical requirements set out by the Trust and its project managers;   

• The understanding & compliance with Health & Safety; Construction, Design and Management 
Regulations and Child Protection issues as related to working on a school site;   

• The availability during school holiday time to facilitate completion of works.   
   
When the Trust is working in collaboration with independent specialists (e.g. architects, quantity 
surveyor and project managers etc), their views should be considered after they have checked the three 
lowest tenders.   
 
The reasons for accepting a particular tender must be documented, especially if it is decided to accept 
other than the lowest tender.  All decisions for purchases greater than £50,000 must be reported to the 
Full Governing Board.   
 
All parties should be informed of the decision and, once a tender is accepted, an official order should be 
issued to the supplier.    


