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[bookmark: _Toc240888422]1. Purpose and Scope
The Oxford Diocesan Bucks Schools Trust is committed to ensuring that all procurement activity is conducted lawfully, ethically and transparently, ensuring the best possible outcomes for pupils whilst securing value for money from public funds.
The purpose of this policy is to:
· establish a consistent procurement framework across all schools and Trust operations;
· ensure compliance with the Procurement Act 2023 and other applicable legislation;
· support accountability, transparency and good governance;
· achieve value for money through effective competition and contract management;
· ensure procurement decisions withstand internal, external and public scrutiny;
· support the stewardship of public funds in accordance with the Academy Trust Handbook; and
· provide clear guidance to staff involved in purchasing and procurement activities
This policy applies to any employee, governor, trustee or representative involved in procurement activity or the expenditure of Trust funds. 
The policy applies to all procurement undertaken by the Trust including goods, services, consultancy, professional works or services, framework call offs, contract extensions, collaborative extensions, asset disposal and all other activity relating to procurement by or on behalf of the ODBST. 
Failure to comply with this policy may result in disciplinary action and may expose the Trust to financial, legal and reputational risk.
[bookmark: _Toc240888423]2. Legislative Framework
ODBST will conduct procurement activities in accordance with:
· Procurement Act 2023;
· Procurement Regulations issued under the Act;
· Academy Trust Handbook;
· Funding Agreements;
· DfE Buying for Schools Guidance;
· Bribery Act 2010;
· Modern Slavery Act 2015;
· Equality Act 2010;
· UK GDPR and Data Protection Act 2018;
· Health and Safety legislation; and
· All Trust policies, procedures and delegated authority arrangements. 
Where any conflict exists between this policy and legislation, legislation shall take precedence.
The CFO and DCOO shall maintain oversight of legislative developments and advise the Trust of any changes requiring amendments to procurement procedures.
[bookmark: _Toc240888424]3. Procurement Principles
All procurement activity across ODBST shall be guided by the following principles.
3.1 Transparency
Procurement activity shall be undertaken openly and decisions shall be recorded sufficiently to provide a complete audit trail.
All procurement decisions must be capable of demonstrating:
· how suppliers were selected;
· how bids were evaluated;
· why a decision was reached; and
· how value for money was achieved.
Records must be retained in accordance with this policy.
3.2 Equal Treatment and Fair Competition
All suppliers shall:
· receive the same information;
· be provided with the same opportunities;
· be assessed against the same criteria; and
· be subject to consistent procurement procedures.
The Trust shall not:
· favour incumbent suppliers;
· discriminate against SMEs;
· artificially restrict competition; or
· design procurements in a manner intended to advantage or disadvantage specific suppliers.
3.3 Probity and Integrity
All procurement activity must be conducted impartially and free from personal interest.
Individuals involved in procurement shall:
· act honestly and professionally;
· avoid conflicts of interest;
· comply with anti-bribery requirements;
· declare gifts and hospitality; and
· maintain confidentiality throughout procurement exercises.
3.4 Value for Money
Value for money shall not be interpreted solely as the lowest purchase price.
Procurement decisions shall consider:
· Price
· Quality
· Whole-life costs
· Implementation costs
· Service quality
· Supplier resilience
· Risk
· Innovation
· Sustainability
· Future maintenance and support requirements
The Trust will seek to achieve value for money through:
· aggregation of spend;
· strategic procurement planning;
· framework utilisation where appropriate;
· structured competition; and
· active contract management.
3.5 Social Value and Sustainability
Procurement decisions shall take account of wider benefits including:
· environmental sustainability;
· carbon reduction;
· local economic impact;
· community engagement;
· ethical supply chains; and
· social outcomes which support the Trust's vision and values.
Procurement activity shall be transparent, non discriminatory, proportionate and auditable. Decisions shall seek value for money through economy, efficiency and effectiveness while considering quality, whole life cost, sustainability and social value. 
[bookmark: _Toc240888425]4. Governance and Responsibilities
The Board of Trustees retains overall responsibility. FRAPP provides scrutiny. The CEO acts as Accounting Officer. The CFO provides operational oversight. Headteachers and school leaders are responsible for local compliance and planning.
4.1 Board of Trustees
The Board retains ultimate responsibility for procurement governance and the effective stewardship of Trust funds.
The Board will:
· approve this policy;
· approve major procurement decisions within delegated authority limits;
· ensure effective oversight of procurement risks; and
· receive reporting on strategic procurement activity.

4.2 FRAPP Committee
The Finance, Resources, Audit, Pay and Personnel Committee shall:
· review significant procurements;
· monitor procurement compliance;
· review contract management arrangements;
· scrutinise procurement risks; and
· provide recommendations to Trustees where required. 
4.3 CEO (Accounting Officer)
The CEO is personally responsible for ensuring that procurement demonstrates:
· regularity;
· propriety;
· value for money;
· feasibility; and
· compliance with the Academy Trust Handbook. 
4.4 Chief Finance Officer
The CFO is responsible for financial governance, budgetary control, delegated authorities, affordability and financial assurance relating to procurement activity. The CFO will work closely with the COO and DCOO to ensure procurement activity is supported by appropriate financial controls, governance arrangements, reporting and assurance.
4.5 Chief Operating Officer
The COO retains overall accountability for procurement strategy, governance, compliance, oversight, monitoring, review and outcomes across the Trust.    
4.6 Deputy Chief Operating Officer
The DCOO is responsible for the day-to-day operational management, coordination and delivery of procurement activity across the Trust and will report to the COO on procurement performance, risks and compliance.
Responsibilities may include:
· Supporting and maintaining procurement policies, procedures and templates.
· Providing procurement advice and guidance.
· Leading or supporting competitive procurement exercises.
· Supporting schools with quotation, tender and contract management processes.
· Coordinating Trust-wide procurement planning and aggregation opportunities.
· Maintaining oversight of significant procurement projects.
· Monitoring contract performance and supplier relationships.
· Maintaining the Trust contracts register.
· Ensuring procurement activity aligns with Trust strategic objectives, sustainability commitments and value for money principles.
· Reporting significant procurement activity, risks and opportunities to the CFO, COO, CEO and FRAPP Committee as appropriate.
· Supporting compliance with the Procurement Act 2023 and other procurement-related legislation.
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 Effective procurement planning is essential to ensure that the ODBST secures value for money, complies with procurement legislation, manages risk and makes best use of Trust-wide purchasing power.
Procurement should be planned in advance wherever possible and should not begin with approaching suppliers or placing an order. Before any purchase, contract renewal or tender process is started, the school or central team must consider:
· whether the goods, services or works are required;
· whether budget is available and appropriately approved;
· whether there is an existing Trust contract, framework or approved supplier arrangement that should be used;
· whether the requirement could be delivered more effectively through a Trust or hub wide procurement;
· the estimated total contract value, including extensions and ongoing costs;
· the appropriate procurement route and approval requirements;
· any safeguarding, health and safety, data protection, cyber security, sustainability or operational risks.
Schools and central teams must identify anticipated purchases, contract renewals and projects as part of annual budget and procurement planning. Attention should be given to recurring contracts, rolling annual arrangements and areas where multiple schools are purchasing similar goods or services separately.
The COO will lead Trust-wide procurement planning, supported by the CFO, identifying opportunities for aggregation, framework use, tendering, contract alignment and improved value for money. The DCOO will support this work.

Where a proposed purchase or contract is likely to exceed £5,000, create a multi-year commitment, involve a new supplier for an ongoing service, or carry material risk, schools should seek advice from the DCOO, escalating to the COO where appropriate before engaging suppliers or committing Trust funds.

Contracts must not be allowed to renew automatically without review. Contract owners must consider whether the arrangement remains necessary, affordable, compliant and good value before any extension, renewal or re-procurement takes place.
[bookmark: _Toc240888427]6. Determining Contract Value
The value of a procurement must be calculated using the estimated total contract value, not simply the annual cost or initial purchase price.
When determining the value of a contract, the Trust will take account of:
· the full contract term;
· any extension options;
· recurring annual charges;
· implementation, mobilisation or installation costs;
· maintenance, servicing or support costs;
· licence, subscription or software costs;
· delivery costs;
· consumables or associated products;
· training costs;
· exit, removal or disposal costs;
· any other costs reasonably expected over the life of the arrangement.
For example, a contract costing £5,000 per year over a three-year period has a total contract value of £15,000 and must be treated in accordance with the procurement requirements for that total value.
Where a contract includes an option to extend, the value of the potential extension must be included when assessing the procurement threshold. Schools and central teams must not calculate only the initial term if there is a realistic possibility that an extension may be used.
Procurement must not be artificially divided into smaller orders, separate phases, lower-value contracts or school-by-school arrangements in order to avoid quotation, tendering, approval or Procurement Act requirements. This includes repeat purchases from the same supplier where the combined value should reasonably be considered as one procurement.
Where there is uncertainty about the estimated contract value, the higher reasonable estimate should be used when determining the procurement route. Advice should be sought from the Deputy Chief Operating Officer or CFO where the value is unclear or close to a threshold.
This approach reflects the Trust’s existing financial procedures, which require quotation and tender requirements to be applied according to the value of goods and services ordered, including a series of contracts where the total value exceeds the relevant threshold.
[bookmark: _Toc240888428]7. Procurement Thresholds
ODBST applies procurement thresholds to ensure that competition, approval and governance requirements are proportionate to the value, risk and complexity of the purchase. Thresholds can be found in Appendix A and in the financial manual. 
These thresholds set the minimum procurement requirements. A more robust process may be required where the procurement is high-risk, strategically important, complex, affects multiple schools, involves safeguarding or data protection risks, or creates a significant long-term commitment.
The Trust may require a competitive process even where the value is below the formal tender threshold if this is appropriate to secure value for money or manage risk.
Where three written quotations cannot be obtained, the reasons must be documented and approved in accordance with the waiver or exception process. The inability to obtain three quotations must not be used as a reason to bypass competition without appropriate approval.
For school purchases, Headteachers and Finance Partners must ensure that all procurement and authorisation requirements in the Financial Procedures Manual are followed. The Manual currently requires written quotations for orders above specified limits and formal tendering above higher-value thresholds, with documentation retained for audit purposes
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The procurement route must be selected before suppliers are approached and must be proportionate to the value, complexity and risk of the requirement.
ODBST may use one or more of the following routes to market:
8.1 Existing Trust Contracts or Approved Arrangements
Before starting a new procurement, schools and central teams must check whether there is an existing Trust-wide contract, approved supplier arrangement or centrally managed service that should be used.
Where the Trust has procured a Trust-wide arrangement, schools are expected to use that arrangement unless an exception has been agreed with the Deputy Chief Operating Officer and/or Chief Finance Officer. This supports economies of scale, consistent contract management, compliance with procurement requirements and improved value for money. Where schools have existing local arrangements for the same or similar goods or services, they may be asked to review, align or give notice on those arrangements where appropriate.

8.2 Framework Agreements
Framework agreements may be used where they provide a compliant and effective route to market. Examples may include DfE-approved frameworks, Crown Commercial Service, ESPO, YPO, CPC or other public sector frameworks.
Frameworks can offer benefits such as pre-approved suppliers, standard terms and conditions, reduced procurement timescales and access to public sector pricing. However, use of a framework is not automatic. The Trust may decide to run its own procurement where this is expected to provide better value, greater flexibility or a more suitable outcome.
Where a framework is used, the rules of that framework must be followed. This may require either a direct award or a mini-competition, depending on the framework terms.
8.3 Request for Quotations
For lower and medium-value purchases, the Trust may use a quotation process. Suppliers must be given the same information and asked to respond by the same deadline. Quotations should be assessed consistently and records retained to evidence the decision.
A quotation process may be suitable where the requirement is straightforward, the value is below the formal tender threshold, and the market is easily identifiable.
8.4 Competitive Procurement Process
For procurements between £30,001 and £75,000, or where risk or complexity justifies a more structured approach, a competitive procurement process should be used.
This should normally include:
· a written specification;
· clear submission requirements;
· evaluation criteria;
· a deadline for responses;
· a documented assessment of submissions;
· evidence of the award decision.
The process should be proportionate and need not be overly complex, but it must be fair, transparent and capable of audit.
8.5 Formal Tender
A formal tender process will normally be required for procurements above £75,000, unless a compliant framework or approved waiver applies.
A formal tender should include:
· an invitation to tender;
· background information;
· scope and specification;
· pricing schedule;
· evaluation methodology;
· clarification process;
· submission requirements;
· contract terms;
· timetable;
· award process.
Tender evaluations must be documented and completed by at least two evaluators using the published criteria. 
8.6 Procurement Act Regulated Procedure
Where the estimated contract value exceeds the applicable public procurement threshold, the Trust must follow a Procurement Act 2023 compliant process unless a lawful exemption or compliant framework applies.
Depending on the circumstances, this may include:
· use of the Central Digital Platform;
· publication of required notices;
· use of the Open Procedure or Competitive Flexible Procedure;
· supplier exclusion and debarment checks;
· assessment against published award criteria;
· formal award notices;
· standstill requirements;
· contract publication or transparency obligations where applicable.
Specialist procurement and/or legal advice must be obtained before commencing a regulated procurement.
8.7 Direct Award
A direct award may only be used where there is a lawful and properly documented justification. It must not be used simply because it is convenient, because a supplier is known to the school/Trust, or because there has been insufficient time to run a competitive process.
Potential circumstances may include:
· genuine urgency or emergency;
· sole supplier or technical compatibility;
· continuation of an existing arrangement for a strictly limited period while re-procurement is completed;
· use of a framework that lawfully permits direct award;
· circumstances where competition would be disproportionate or impractical and approval has been obtained.
All direct awards must be documented and approved through the waiver or dispensation process. 
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ODBST will undertake proportionate due diligence to ensure that suppliers are suitable, financially stable and capable of delivering the required goods, services or works. The level of due diligence undertaken will depend on the value, complexity and risk of the procurement. 
Before appointing a supplier, the Trust may assess:
· financial standing and business stability;
· insurance cover;
· safeguarding arrangements;
· health and safety compliance;
· data protection and cyber security requirements;
· relevant qualifications, accreditations or registrations;
· previous performance and references;
· modern slavery and ethical compliance requirements; and
· the supplier's capacity to deliver the contract. 
New suppliers must be approved in accordance with the Trust's Financial Procedures Manual, including completion of the supplier set-up process and verification of bank details before payment can be made. 
Where services are delivered on school sites, safeguarding, health and safety and insurance requirements must be considered. Where suppliers will access Trust systems, data or confidential information, appropriate data protection and cyber security checks must be completed prior to appointment. 
The Trust may refuse to appoint, suspend or remove a supplier where due diligence identifies unacceptable financial, safeguarding, operational, legal, compliance or reputational risk. Due diligence should not be treated as a one-off exercise, and contract owners should monitor supplier performance and compliance throughout the contract term.
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Before awarding a contract, the Trust must consider whether there are any grounds to exclude a supplier from the procurement process. This may include mandatory or discretionary exclusion grounds under procurement legislation, as well as wider suitability concerns relevant to the contract.
 Where required, the Trust will check whether a supplier appears on the Government’s debarment list before contract award. This is particularly important for higher-value, higher-risk or regulated procurements.
If exclusion is being considered, the Trust must act fairly and transparently. The reasons for the decision must be documented, and the supplier should be notified in writing where required. Where legislation requires notification to a relevant public authority, this must be completed within the required timescale.
The decision to exclude a supplier should be approved by the CFO, CEO or Trustees as appropriate, depending on the value, risk and sensitivity of the procurement. Legal or specialist procurement advice should be obtained where the position is complex or where exclusion may be challenged.
A supplier must not be excluded simply because they are unfamiliar to the Trust, because an incumbent supplier is preferred, or because the procurement lead has a subjective concern that is not supported by evidence. Any exclusion decision must be based on documented grounds and capable of audit.
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The ODBST expects competition to be used wherever possible to demonstrate value for money and fair treatment of suppliers. However, there may be limited circumstances where it is appropriate to waive the normal quotation or tendering requirements.
A waiver, dispensation or direct award must not be used simply because it is quicker, easier, or because insufficient time has been allowed for procurement planning. Lack of planning will not normally be accepted as a valid reason to bypass competition.
A waiver or direct award may be considered where:
· there is a genuine emergency requiring immediate action;
· only one supplier is technically capable of meeting the requirement;
· compatibility with existing equipment, systems or services is essential;
· an urgent short-term extension is required while a compliant procurement is completed;
· a compliant framework permits direct award;
· competition would be disproportionate to the value, risk or operational circumstances;
· there are exceptional safeguarding, health and safety or business continuity reasons;
· the goods or services are proprietary or specialist and no reasonable alternative exists.
All waivers must be supported by a written rationale explaining:
· what is being purchased;
· the estimated total contract value;
· why normal competition requirements cannot be followed;
· what alternatives have been considered;
· how value for money has been assessed;
· the proposed supplier;
· the risks of proceeding;
· the approval obtained;
· whether the arrangement is temporary or ongoing.
Waivers must be approved in accordance with delegated authority arrangements. As a minimum, the CFO should be involved where a waiver relates to a material value, a multi-year commitment, a contract extension, a strategic supplier, or any procurement that may need to be reported to FRAPP or Trustees.
Where the waiver relates to an operational procurement or school-facing service, the Deputy Chief Operating Officer should also be consulted to ensure that Trust-wide procurement implications, aggregation opportunities and supplier management considerations have been reviewed.
A waiver does not remove the requirement to:
· confirm budget availability;
· complete supplier checks;
· manage conflicts of interest;
· raise an appropriate purchase order;
· record the decision for audit purposes;
· comply with the Scheme of Delegation;
· comply with procurement legislation where applicable.
All approved waivers and direct awards must be retained with the procurement records. Significant or repeated waivers should be reported to the appropriate governance committee so that Trustees can maintain oversight of procurement risk and compliance.
Where a waiver is used to extend an existing arrangement temporarily, the extension period should be limited to what is reasonably necessary to complete a compliant procurement process.
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A clear and accurate specification is essential to achieving value for money and ensuring that suppliers understand what the ODBST requires. The specification should be proportionate to the value, risk and complexity of the procurement, but it must be sufficiently detailed to allow suppliers to provide comparable quotations or tenders.
For lower-value purchases, the specification may be a short written description of the goods, services or works required. For higher-value, recurring, strategic or complex procurements, the specification should normally include:
· background and context;
· the school, schools or Trust sites included;
· the required goods, services or works;
· expected outcomes and service standards;
· technical requirements;
· delivery, installation or mobilisation requirements;
· contract term and any extension options;
· safeguarding requirements, where relevant;
· health and safety requirements;
· data protection, cyber security or confidentiality requirements;
· insurance requirements;
· sustainability and social value expectations;
· pricing requirements;
· evaluation criteria;
· key performance indicators or contract management requirements;
· any relevant Trust terms and conditions and/or sample contract
Specifications must be written in a way that supports fair competition. They must not favour a particular supplier, product, brand or system unless there is a clear, documented and lawful reason for doing so. Where a specific product, system or supplier is required because of compatibility, safeguarding, technical or operational reasons, this must be justified and retained with the procurement record.
For formal tenders, an Invitation to Tender or equivalent document should usually be prepared. This should clearly explain the procurement process, submission requirements, timetable, clarification process, evaluation approach and award arrangements
It is vital that all suppliers are provided with the same specification, evaluation criteria, deadline and clarification arrangements so that procurement activity is fair and transparent. 
Where ODBST terms and conditions are available, they should be issued with the quotation or tender documents wherever appropriate. Staff must not sign supplier terms, contracts or order forms unless authorised to do so under the Scheme of Delegation. Agreement by email may still create a legally binding commitment, so staff must take care not to confirm acceptance of terms or approve work before the correct procurement and approval process has been completed.
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All quotations and tenders must be evaluated fairly, consistently and in accordance with the criteria communicated to suppliers. The evaluation process must be transparent, proportionate, capable of audit and demonstrate how the successful supplier was selected. The evaluation panel must be appropriately qualified and trained to review tender submissions.
The Trust will normally award contracts on the basis of the Most Advantageous Tender, meaning the bid that offers the best overall value when assessed against the published criteria. This does not necessarily mean the lowest price. Value for money should consider quality, whole-life cost, service delivery, risk, sustainability and suitability for the Trust's requirements. 
Evaluation criteria should be proportionate to the procurement and may include:
· price and whole-life cost;
· quality and technical capability;
· relevant experience and capacity;
· implementation and mobilisation arrangements;
· safeguarding, health and safety and compliance requirements;
· sustainability and social value;
· risk and resilience. 
For quotation exercises, the evaluation may be relatively simple but the rationale for the decision must be recorded. For competitive procurements and tenders, a documented scoring matrix should normally be used. The evaluation methodology must be established before procurement commences and applied consistently throughout the process. 
Quotations and tenders should normally be evaluated by at least two suitably qualified individuals. Evaluators should declare any conflicts of interest and ensure that all submissions are assessed objectively against the published criteria. Any moderation discussions and final award decisions should be documented. 
The Trust must ensure that:
· bids are not opened or assessed before the stated deadline;
· late submissions are only accepted where there is a documented and justifiable reason;
· all suppliers are treated equally;
· evaluation is based solely on the published criteria;
· conflicts of interest are managed appropriately;
· decisions are recorded and retained;
· commercially sensitive information remains confidential; and
· unsuccessful suppliers receive appropriate feedback where required. 
No supplier should be instructed to commence work until all required approvals have been obtained and the appropriate contract, purchase order and governance requirements have been completed
[bookmark: _Toc240888435]14. Award, Standstill and Mobilisation 
Once the preferred supplier has been identified, the procurement lead must ensure that the award recommendation is properly approved before the supplier is notified of any final award. The level of approval required will depend on the value, risk and nature of the contract and must follow the Scheme of Delegation, this policy and the Financial Procedures Manual.
For significant procurements, an award recommendation should normally include:
· the procurement route used;
· the suppliers invited or the advertisement route used;
· the submissions received;
· confirmation that conflicts of interest were considered;
· the evaluation criteria and scoring outcome;
· the recommended supplier;
· the contract value and term;
· budget confirmation;
· key risks and mitigations;
· any required due diligence checks;
· confirmation of whether Trustee, FRAPP, CEO, CFO or COO approval is required.
Successful and unsuccessful suppliers should be notified in writing. Feedback should be proportionate to the procurement route and value. For formal tenders, unsuccessful suppliers should normally be told the outcome of the process and provided with appropriate feedback on the relative strengths and weaknesses of their submission, where this is required or appropriate.
For procurements where a standstill period applies, the Trust must not enter into the contract until the standstill period has ended. For awards subject to the procurement act, this includes an 8-working-day standstill period before final contract award. If a challenge is received during the standstill period, the Trust must pause award activity and seek legal advice before proceeding.
For procurements above the relevant public procurement thresholds, the Trust must comply with any applicable notice, transparency, award, standstill and publication requirements. This may include use of the Central Digital Platform and publication of required procurement notices where the procurement is not being undertaken through a compliant framework.
Following award, the procurement lead must ensure that:
· the contract or written agreement is finalised;
· the agreed price, contract term and scope are clear;
· the purchase order is raised where required;
· mobilisation arrangements are confirmed;
· the contract owner is identified;
· key performance indicators or review arrangements are agreed;
· supplier details are correctly recorded on the finance system;
· the contract is added to the Trust contracts register where required;
· relevant documentation is retained for audit purposes.
No supplier should be allowed to start work, deliver goods or provide services until the correct procurement process, approvals and contractual arrangements have been completed, unless an emergency waiver or other approved exception applies.
For school-level purchases, Headteachers and Finance partners must ensure that purchase orders, invoice processing and payment arrangements follow the ODBST Financial Procedures Manual. The Manual states that purchases should normally be authorised in advance, purchase orders should be recorded on the finance system and supplier invoices should be properly matched and retained to support audit visibility.
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The ODBST recognises that procurement does not end when a contract is awarded. Effective contract management is required to ensure that suppliers deliver the agreed goods, services or works, that value for money is maintained, and that risks are identified and managed throughout the life of the contract.
For each significant or ongoing contract, a contract owner should be identified. The contract owner will be responsible for monitoring delivery and ensuring that the supplier performs in accordance with the agreed specification, contract terms and service standards.
Contract management arrangements should be proportionate to the value, risk and complexity of the contract, and may include:
· regular supplier review meetings;
· monitoring of key performance indicators;
· review of service quality and user feedback;
· checking delivery against the agreed specification;
· monitoring safeguarding, health and safety, data protection and cyber security compliance where relevant;
· reviewing invoices against contracted prices;
· monitoring contract spend against budget;
· documenting performance concerns and agreed actions;
· reviewing whether the contract continues to provide value for money;
· identifying renewal, extension or re-procurement dates in advance.
Where performance concerns arise, these should be raised with the supplier promptly and documented. Where concerns are significant, recurring or create operational, financial, safeguarding or reputational risk, the Deputy Chief Operating Officer and/or CFO should be informed.
Contract extensions must not be agreed automatically. Before any extension is approved, the contract owner must consider whether:
· the extension is permitted under the original contract;
· the supplier has performed satisfactorily;
· the contract remains affordable;
· the arrangement continues to represent value for money;
· the extension complies with procurement rules and delegated authority limits;
· re-procurement or use of a framework would provide a better outcome.
The Trust will maintain a contracts register for relevant Trust-wide centrally managed contracts. This should include, as appropriate, the supplier, contract value, contract term, renewal date, responsible contract owner and any key review dates. Schools are responsible for creating their own contract register for school level contracts which include the same information. 
Material contract modifications must be considered in accordance with the Procurement Act 2023 and, where applicable, publication and approval requirements.
The schools and Trust should refer to the Financial Procedures Manual with regards to the importance of maintaining financial control, ensuring delegated authorities are complied with, safeguarding assets and maintaining transparency through appropriate records and oversight. 
Contract owners must ensure that contracts are reviewed in good time before expiry so that the Trust is not forced into non-compliant extensions or urgent procurement activity due to lack of planning.

[bookmark: _Toc240888437]16. Purchase Orders and Financial Controls
The ODBST expects purchases to be authorised before the Trust or school is committed to expenditure. This supports good financial management, ensures budget availability is confirmed before funds are committed, and allows expenditure to be recorded accurately.
The Trust operates a “no purchase order, no purchase” principle, except where an approved exception applies. Purchase orders should be raised and authorised through the approved finance system before goods, services or works are ordered.
Purchase orders are required to ensure that the purchase is authorised, the budget is identified, procurement requirements are followed and accurate recording is in place with clear audit trails. 
Purchase orders must not be used to bypass procurement requirements. The raising of a purchase order does not remove the need to obtain quotations, follow a tender process, secure approval or comply with this policy.
The schools and Trust should refer to the financial manual for information on when a purchase order is not required and the process for raising PO’s and approvals. 
There must be appropriate separation of duties between those requesting goods or services, those authorising expenditure, those processing invoices and those authorising payment. This is essential to protect the Trust from error, fraud and inappropriate use of public funds.
Charge cards, where used, must comply with the Financial Procedures Manual. Cardholders are responsible for safeguarding cards and PINs, receipts must be retained, transactions must be reconciled, and card use must not avoid normal authorisation or procurement requirements.
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ODBST will maintain appropriate controls over the creation, approval and ongoing use of suppliers. This is essential to reduce the risk of fraud, error, poor performance, duplicate suppliers and non-compliant purchasing.
Before a new supplier is used, the school or central team must check whether the supplier already exists on the finance system or whether an existing Trust-approved supplier could meet the requirement. Where a new supplier is required, the supplier set-up process must be completed in accordance with the Financial Procedures Manual. This includes completing the new supplier form, checking that the supplier is not already recorded on the finance system, confirming bank details with a reliable contact, attaching the required documentation, and ensuring that appropriate central checks are completed. VAT must always be always checked and bank details confirmed. 
Supplier approval should be proportionate to the nature of the goods, services or works being provided. Depending on the value and risk, checks may include bank verification, VAT registration, insurance cover, safeguarding arrangements and financial security. 
For school level contracts, overall responsibility for ensuring suppliers are compliant will lay with the headteacher. However, the day-to-day responsibility to check supplier bank details and compliance information sits with the operations coordinator or administrator (depending on the contract type) with the central finance team running a second compliance check on the supplier details. Wherever possible, current suppliers should be used. 
For suppliers working on school sites, safeguarding and health and safety requirements must be considered before work begins. For suppliers handling Trust data, systems or confidential information, data protection and cyber security requirements must be reviewed before appointment.
Suppliers may be removed from use or not used for future work where there are concerns about failure to provide required documents or comply with Trust policies, risks to the Trust, legal concerns or poor performance. 
Contract owners and budget holders should provide feedback on supplier performance where this may affect future procurement decisions. Significant supplier concerns should be reported to the Deputy Chief Operating Officer so that the Trust can consider whether action is required across other schools or contracts.
Schools must not continue using poorly performing suppliers simply because they have historically been used. Equally, incumbent suppliers must not be given unfair advantage in future procurement processes. All suppliers must be treated fairly, assessed objectively and managed in line with this policy.

[bookmark: _Toc240888439]18. Conflicts of Interest and Related Party Transactions
All procurement activity must be conducted with integrity and must be free from actual, potential or perceived conflicts of interest. Everyone involved in procurement must act honestly, impartially and in the best interests of ODBST, its schools and pupils. The Trust’s Financial Procedures Manual makes clear that those involved in managing academy finances must not allow conflicts of interest to affect, or appear to affect, decisions, and must record reasons for decisions.
18.1 Conflicts of Interest
A conflict of interest may arise where an individual involved in a procurement process has a personal, family, financial, professional or other connection with a supplier or potential supplier. This includes situations where the connection could reasonably be perceived to influence the individual’s judgement, even if no improper influence has occurred.
All staff, trustees and governors involved in procurement must:
· declare any actual, potential or perceived conflict of interest;
· ensure their register of interests entry is accurate and up to date;
· take no part in decisions where their involvement could compromise, or appear to compromise, the integrity of the process;
· maintain confidentiality throughout procurement activity;
· avoid accepting gifts, hospitality or benefits that could influence procurement decisions;
· report concerns where they believe a conflict has not been declared.
Where a conflict is identified, the CEO, DCOO and Head of Governance (as appropriate) will determine how the conflict should be managed. This may include removing the individual from the procurement process, appointing alternative evaluators, increasing oversight, or seeking legal or governance advice.
Procurement decisions must not be influenced by personal relationships, historic supplier preference, gifts, hospitality, informal arrangements or pressure from suppliers. Any supplier contact during a procurement process must be managed consistently and transparently.
18.2 Related Party Transactions
Related party transactions must be managed in accordance with the Academy Trust Handbook, ODBST’s Financial Procedures Manual and the Trust’s Scheme of Delegation. Where a potential related party transaction is identified, advice must be sought from the CFO before any commitment is made. 
Related party transactions must be supported by due diligence, clear records, rationale for proceeding and follow-up review of goods or services against agreed standards. 
For all related party transactions, the Trust must maintain a clear audit trail showing:
· the nature of the relationship;
· why the transaction is necessary;
· how value for money has been demonstrated;
· what steps have been taken to manage conflict;
· who approved the transaction;
· how the goods or services will be monitored;
· any reporting requirements to the relevant governance body or external authority.
No procurement involving a related party may proceed unless the required approvals have been obtained and the transaction is clearly in the best interests of the Trust.

[bookmark: _Toc240888440]19. Record Keeping
ODBST will maintain clear, complete and auditable procurement records to demonstrate value for money, compliance with procurement legislation, proper use of public funds and fair treatment of suppliers.
The level of documentation retained should be proportionate to the value, complexity and risk of the procurement. However, all procurement activity must leave a sufficient audit trail to show what was purchased, why it was needed, which suppliers were considered, how the decision was made and who approved it.
For lower-value purchases, records may be simpler, but there must still be enough evidence to demonstrate that the purchase was appropriate, authorised and represented value for money.
For quotation exercises, written quotations and the rationale for supplier selection must be retained. For tenders, full tender documentation, evaluation records and award decisions must be retained.
Procurement records should be kept securely, only for as long as necessary and in line with data protection law, privacy notices and the relevant retention schedule. It also states that records relating to procurements over the public procurement threshold must be kept for at least three years from the date of contract award. The ODBST Data Retention Policy lists timeframes for storage of information. 
Procurement documentation must be stored securely and be accessible for audit, internal scrutiny, governance review or external challenge. Records containing personal data, commercially sensitive information or confidential supplier information must be handled in accordance with data protection requirements.
The Trust may be required to disclose certain procurement information under transparency, audit, Freedom of Information or public procurement requirements. Staff must therefore ensure that procurement records are accurate, professional and capable of scrutiny.

[bookmark: _Toc240888441]20. Asset Disposal
Procurement responsibilities extend beyond the initial purchase of goods, services or works. Where assets, equipment or materials are no longer required, disposal must be managed properly to protect public funds, ensure compliance and support sustainability.
Before any asset or equipment is disposed of, the school or central team must consider whether it can be reused by the same or another ODBST school, used by the central team, repaired or repurposed, sold in accordance with Trust procedures or recycled responsibly.
Assets must not be disposed of for personal benefit or without appropriate approval. Any disposal must comply with the Scheme of Delegation, Financial Procedures Manual, fixed asset procedures and any applicable environmental, data protection or health and safety requirements.
Particular care must be taken where disposal involves IT equipment, data containing devices, safeguarding records, hazardous materials, electrical equipment, leased or supplier owned equipment, valuable items or assets purchased using restricted or grant funding. 
ICT equipment must be managed through the appropriate IT disposal process to ensure that data is securely removed and that equipment is disposed of or recycled in accordance with relevant requirements. Electrical and electronic equipment must be disposed of in line with applicable environmental and WEEE requirements.
Where an asset has potential resale value, the Trust must ensure that the method of disposal is fair, transparent and secures appropriate value. Income from disposal must be recorded correctly through the finance system.
The disposal of assets must be documented. 
Schools must not dispose of assets informally, give equipment to staff or third parties, or remove items from site without appropriate approval and records. Any concerns about asset disposal, loss or misuse must be reported to the CFO and handled in accordance with the Trust’s financial procedures and fraud-related policies.
[bookmark: _Toc240888442]21. Monitoring and Review
The Deputy Chief Operating Officer will monitor compliance with this policy and report significant procurements, waivers, supplier risks and areas of non-compliance to the COO and CFO as appropriate. The CFO will provide financial assurance and oversight of procurement activity. The COO retains overall accountability for procurement governance and performance across the Trust.




[bookmark: _Toc240888443]Appendix 1 – Procurement Thresholds
1.1. Delegated Financial Authority – Trust Spending 
How to use this guide
1. Work out the total value of the purchase – the whole contract over its full life, excluding VAT (e.g. a 3-year contract at £8,000 a year is £24,000).
1. Find the table for your area: Central Trust, Primary Schools or Secondary Schools.
1. Find the row for that value. It tells you who approves and what evidence you need.
1. Get approval before you place the order and keep the quotes or tender record with the purchase. Upload to the order/invoice on iplicit.
The three evidence levels
	Within budget
	The spend is within the approved budget (or other funding, such as a specific grant, is clearly identified). You must still be able to show the purchase is good value.

	3 written quotes
	Get at least 3 written quotes and keep them. If you cannot get 3, record why and get additional approval from the CFO before ordering.

	Full tender
	A formal tender is required. Contact the central Operations team before you start – they will run or support the process.


Rules that always apply
· Don’t split orders. Breaking a purchase into smaller orders to stay under a limit is not allowed. Treat repeat purchases of the same thing from the same supplier as one purchase.
· Frameworks count. Buying through an approved, compliant framework (e.g. DfE-approved) can replace quotes or a tender – check with central Operations first.
· Declare any interest. If you, a trustee, governor or member of staff has a link to the supplier, declare it before ordering. Related party transactions follow the Academy Trust Handbook rules whatever the value and need to be declared to the DfE.
· Large contracts. Anything that could exceed the Procurement Act 2023 thresholds must go through central Operations.
· Capital spend follows the same limits as revenue spend.
· Waivers.  Where the delegation rules cannot be followed, such as there only being one company that supplies a particular service, a waiver template needs to be completed by the school and signed off by the CFO and CEO.  The waiver template is at the end of this Appendix.
If the cost is not in the budget
1. Don’t place the order. Speak to the central finance team first.
1. If the money can be found (from another budget line or new funding such as a grant), the CFO approves and the normal limits then apply.
1. If the money can’t be found, the CEO and CFO may approve where it is affordable across the Trust and represents value for money, but anything above £25,000 must go to FRAPP for consideration where appropriate.
1. In an emergency (health and safety, safeguarding or urgent repairs), Headteachers (for schools), the CEO, COO or CFO may approve what is necessary to make the situation safe and it must be reported to the CFO the next working day and at the next FRAPP meeting.

At a glance
The value at which each evidence level starts is different for each area:
	Evidence needed
	Central Trust
	Primary Schools
	Secondary Schools

	Within budget
	Up to £20,000
	Up to £5,000
	Up to £10,000

	3 written quotes
	£20,001 – £50,000
	£5,001 – £25,000
	£10,001 – £50,000

	Full tender
	Over £50,000
	Over £25,000
	Over £50,000



	Value
	Approval for all areas

	£75,001 – £100,000
	FRAPP Committee

	Over £100,000
	ODBST Trust Board


Terms used
	Budget Holder
	The member of staff responsible for a specific budget line

	CEO / CFO
	Chief Executive Officer / Chief Financial Officer of ODBST

	Central SLT
	The trust’s central Senior Leadership Team

	DFC
	Devolved Formula Capital – capital funding allocated to each school

	FRAPP
	Finance, Risk, Audit, Premises and Personnel Committee – the Trust Board committee that approves purchases of £75,001 – £100,000

	Total value
	The full value of the contract over its whole life, excluding VAT


Central Trust
	Total value (ex VAT)
	Who approves
	Evidence needed
	Also check

	Up to £5,000
	Central SLT
	Within budget
	Within budget (including capital)

	£5,001 – £20,000
	CEO or CFO
	Within budget
	Within budget (including capital)

	£20,001 – £50,000
	CEO or CFO
	3 written quotes
	Within budget (including capital)

	£50,001 – £75,000
	CEO and CFO (both)
	Full tender
	Contact central Operations

	£75,001 – £100,000
	FRAPP Committee
	Full tender
	Contact central Operations

	Over £100,000
	ODBST Trust Board
	Full tender
	Contact central Operations
Check Procurement Act 2023 thresholds






Primary Schools
	Total value (ex VAT)
	Who approves
	Evidence needed
	Also check

	Up to £5,000
	CEO, CFO or Headteacher*
	Within budget
	Within budget (including capital)

	£5,001 – £10,000
	CEO, CFO or Headteacher*
	3 written quotes
	Within budget, or other funding clearly identified (e.g. a specific grant)

	£10,001 – £25,000
	CEO or CFO
	3 written quotes
	Within budget (including capital)

	£25,001 – £75,000
	CEO and CFO (both)
	Full tender
	Contact central Operations

	£75,001 – £100,000
	FRAPP Committee
	Full tender
	Contact central Operations

	Over £100,000
	ODBST Trust Board
	Full tender
	Contact central Operations
Check Procurement Act 2023 thresholds


Secondary Schools
	Total value (ex VAT)
	Who approves
	Evidence needed
	Also check

	Up to £1,000
	Budget Holder
	Within budget
	Within budget (including capital)

	£1,001 – £10,000
	School Business Manager (SBM)
	Within budget
	Within budget (including capital)

	£10,001 – £25,000
	Headteacher*, plus CEO or CFO
	3 written quotes
	Within budget, or other funding clearly identified (e.g. a specific grant)

	£25,001 – £50,000
	CEO or CFO
	3 written quotes
	Within budget (including capital)

	£50,001 – £75,000
	CEO and CFO (both)
	Full tender
	Contact central Operations

	£75,001 – £100,000
	FRAPP Committee
	Full tender
	Contact central Operations

	Over £100,000
	ODBST Trust Board
	Full tender
	Contact central Operations
Check Procurement Act 2023 thresholds



*Headteacher can delegate their procurement authorisation to a Deputy Head, Assistant Head, or similar member of the school leadership team for authorising POs in the Iplicit System, but they cannot delegate the authority to their School Finance Partners. In a Headteacher’s absence (or if the SBM is unavailable at the secondary school), the CFO can authorise POs and in the CFO’s absence, the Deputy CFO can authorise. 
Contract value must include the full contract term, extension options, support, maintenance, subscriptions, implementation and any associated costs. Contracts must not be split to avoid procurement thresholds. Where there is any uncertainty about the correct threshold, route to market or approval requirement, advice must be sought from the Deputy Chief Operating Officer and/or Chief Finance Officer before suppliers are approached.
1.2. Public Procurement Thresholds (From 1 January 2026)
	Contract Type
	Threshold (Inclusive of VAT)

	Goods & Services
	£207,720

	Works
	£5,193,000

	Light Touch Contracts
	£663,540


These thresholds are subject to periodic review by Government and should be checked before commencing any regulated procurement.
[bookmark: _Toc240888444]Appendix 2 - Procurement Waiver / Dispensation Request Form
This form must be completed where a school or central team wishes to proceed with a purchase, contract, extension or supplier appointment without following the normal quotation, competitive procurement or tender requirements set out in the ODBST Procurement Policy.A waiver must only be used in exceptional circumstances. It must not be used because a procurement has not been planned in time, because a supplier is familiar to the school, or because it is administratively easier to avoid competition. All waivers must be approved before any commitment is made to the supplier. Purchase orders, contracts, emails or verbal instructions must not be issued until the waiver has been approved in accordance with delegated authority requirements.
	[bookmark: _Toc240620593][bookmark: _Toc240888445]School:
	

	[bookmark: _Toc240620594][bookmark: _Toc240888446]Date of Request:
	

	[bookmark: _Toc240620595][bookmark: _Toc240888447]Name of Person Requesting the Waiver:
	

	[bookmark: _Toc240620596][bookmark: _Toc240888448]Requirement Being Waived:
· 3 quotes could not be obtained
· A tender could not take place
	

	[bookmark: _Toc240620597][bookmark: _Toc240888449]Supplier name:
	

	[bookmark: _Toc240620598][bookmark: _Toc240888450]Brief description of purchase / contract:
	

	[bookmark: _Toc240620599][bookmark: _Toc240888451]Total value (excluding VAT):
	

	[bookmark: _Toc240620600][bookmark: _Toc240888452]Annual cost (if recurring or over a no. of years):
	

	[bookmark: _Toc240620601][bookmark: _Toc240888453]Contract period start and end:
	

	[bookmark: _Toc240620602][bookmark: _Toc240888454]Funding source: (e.g. GAG, SEN, DFC)
	

	[bookmark: _Toc240620603][bookmark: _Toc240888455]Reason the standard regulations cannot be followed:
	

	[bookmark: _Toc240620604][bookmark: _Toc240888456]Other options considered:
· Alternative suppliers reviewed
· Reasons they are not viable
· Risk assessment considered
	

	[bookmark: _Toc240620605][bookmark: _Toc240888457]Justification for waiver:
	

	[bookmark: _Toc240620606][bookmark: _Toc240888458]Headteacher authorisation: (date and electronic signature)
	

	[bookmark: _Toc240620607][bookmark: _Toc240888459]CFO authorisation/rejection and comment:
	

	[bookmark: _Toc240620608][bookmark: _Toc240888460]CEO authorisation/rejection and comment as required:
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