PURCHASING POLICY 
WILLOW NURSERY SCHOOL.

This policy covers: -

1. Value for money.

2. The obtaining of quotations and tenders and guidelines for documenting the reasons where the quotations/tenders other than the lowest have not been accepted.

3. Ordering procedures.

4. Payment of invoices (including partial payment, the taking of discounts and return of goods).

5. Separation of duties.

6. Personnel authorised to sign orders/invoices.

7. Approved suppliers.

The points below are specific to this school but must be read in conjunction with Bedfordshire County Council’s “Financial Regulations for Schools”.

1.Value for money.
1.1 At this school any staff wishing to order goods must ensure that, before an order is considered for processing, prices, quality and suitability have been compared. 

 1.2  It is acknowledged that on occasions only one supplier may be able to offer the goods/services required. In these circumstances obviously only quality and suitability can be compared.

1.3 Staff wishing to order goods/services will have to obtain the agreement of the Headteacher (or Deputy Headteacher in her absence) to a purchase before the secretary processes the order. 

1.4 Usage over time may show the quality, or otherwise, of purchases and this information must be taken account of when the re-ordering of an item/service is considered

2.The Obtaining of quotations and tenders.
2.1 For items or services of a value which is less than £5,000, one written quotation will be required
2.2 If the school wishes to purchase goods/services of a significant value then three quotations or tenders must be obtained.

2.3 ‘An item of significant value’ shall be any single item costing £5,000 or more.

2.4 ‘A service of significant value’ shall be a service likely to cost £5,000 or more.

2.5 Both the above sums to be reviewed annually - or sooner if deemed necessary by the Head Teacher or by the Governing Body

2.6 In principle the lowest tender/quote should be accepted.
2.7 If this is NOT the case then the relevant Governors’ committee/working group should make the decision on which quote to accept.

2.8 Full documentation should be kept of the reasons why such a decision has been made and the matter referred to the next full Governors meeting.

3.Ordering procedures.

SAP orders:

3.1 All purchase orders are raised in the SAP system by the school Finance Officer or the admin assistant. However, all orders over £500.00 can only be released by the Head Teacher. Orders under £500.00 can be released by the Finance Officer but are initialled by the Head Teacher once a hard copy is printed.
3.2 Orders for single items of a significant value will be subject to the tendering procedure.

Non-SAP orders:
3.3 All orders must be signed by the Headteacher or, in her absence, the Deputy Headteacher.

3.4 Orders for single items of a significant value will be subject to the tendering procedure.

4.Payment of invoices.

SAP orders:

4.1 Invoices are processed and paid centrally at County Hall. Suppliers are directed to send their invoices to Bedfordshire County Council for payment, making sure our purchase order is quoted. Invoices will only be paid if points 4.2 to 4.6 are adhered to. 

4.2 Deliveries will be checked against delivery notes by the Administration Assistant prior to passing to the Finance Officer.
4.3 Faulty goods/incorrect goods will be reported to the supplier and returned or put to one side to await collection.

4.4 The Finance Officer or admin. assistant will check the delivery note against the SAP purchase order. If this corresponds, the Finance Officer then generates a goods receipt number in SAP against the purchase order number.

4.5 Partial deliveries will be dealt with either by partial goods receipt by withholding of payment – whichever is most expedient.

4.6 The goods receipt number is noted on the purchase order. Once a goods receipt is generated, Central Payments are able to pay invoices submitted to them. If an invoice is sent to school in error, the Finance Officer sends this on to Central Payments with the purchase order number added if necessary.
Non-SAP orders:

4.7 Deliveries will be checked against delivery notes/invoices prior to passing for payment.

4.8 Faulty goods/incorrect goods will be reported to the supplier and returned or put to one side to await collection.

4.9 Invoices will be passed to the Finance Officer for checking and processing.

4.10 Partial deliveries will be dealt with either by partial payment or by with holding of payment – whichever is most expedient.

4.11 Invoices will be paid either by cheque from school funds or from petty cash.
4.12 All invoices to be processed as per the Financial Regulations Document

5.Separation of duties

SAP orders:

5.1 Separation of duties is determined by SAP password authorisation and SAP protocol. 

The Head Teacher, Finance Officer and admin. assistant are the only members of staff with passwords, all of which are confidential and subject to change every four weeks. Disclosure of these passwords, or logging in using any ID other than your own are treated as disciplinary offences.

 For non-SAP orders:

5.2. “Separation” in a small school is very difficult – at this school wherever possible account will be taken of the relevant sections in the Financial Regulations Document. 

 The Finance Officer or admin. assistant will place orders, the Headteacher (or Deputy Headteacher) will authorise orders and someone other than the signatory on the order will check the delivery,

The Finance Officer will check the invoice for correctness, discount etc,

The Headteacher (or Deputy Headteacher) will certify the invoice for payment.

6. Personnel authorised to sign orders and invoices.
SAP orders:

6.1 The Head Teacher is able to raise orders and release all orders. The Finance Officer or admin. assistant is able to raise orders, release orders under £500.00 and generate goods receipts/goods returns.

6.2 In the event of the Head’s long term absence, after consultation with Chair of Governors, the Deputy Head would be authorised to raise and release all orders.     

Non-SAP orders:

6.3 The Head teacher is the main signatory on orders and invoices.

6.4 In the absence of the Head, the Deputy may sign orders and invoices up to a total value per invoice of £1,000
6.5 On the return of the Headteacher, the Deputy Head or Finance Officer should inform the Head of all orders placed and invoices passed.

6.6 In the event of the Head’s long term absence, point 6.1 may be varied in consultation with the Chair of the Governors.
7. Approved suppliers.

7.1 Where ever possible school will use LA approved suppliers.
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