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Standing Orders Relating to Contracts

(Maintained Schools with Delegated Budgets)

INTRODUCTION

These regulations are intended to identify some of the formalities necessary for entering into contracts for the supply/disposal of goods, materials or services and execution of works.  They set out in more detail the requirements summarised at Section 14 of Financial Regulations for Maintained Schools with Delegated Budgets.  Subject to paragraph 2.10 of the Scheme Of Delegation, they must be complied with at all times.  They reflect the Council’s Contract Procedure Rules which are included in Part 4 of the City Council’s Constitution.

Where these notes refer to ‘the Head’ this should be read to mean ‘the Head’ only where authority has been properly delegated by the Governing Body.

These regulations require schools to maintain appropriate records for all classes of contract.  To this end, they include reproductions of the recommended documents together with a suggested pro-forma for requesting quotations from suppliers.
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SECTION 1:

GENERAL INFORMATION

RELATING TO CONTRACTS

GENERAL INFORMATION

1. All contracts for the supply of goods, materials, services or works must be in accordance with the agreed procedures set out below or in Financial Regulations for Maintained Schools with Delegated Budgets.

2. A contract is any agreement between the school and a third party for the provision of goods, services or works for whatever value.

3. There are various classes of contract and different minimum requirements for each.  Care needs to be taken to ensure that the correct classification is applied.

4. The contract price in relation to all contracts means the TOTAL cost excluding VAT but including fees for the whole period of the contract. 

5. Ongoing contracts for the supply of goods, materials or services should not be for a period of less than 12 months.  It is not therefore permissible to let separate contracts for the same goods, materials or services within a 12 month period in an attempt to avoid the need to obtain competitive quotations.

6. Any agreement for the supply or disposal of goods or materials, provision of services or the execution of works which forms part of a larger transaction cannot be regarded as a separate contract but must be included in the contract price of the entire transaction.

7. These Standing Orders also supply where consultants have been instructed to invite tenders on behalf of the school for any contract.

8. The Headteacher should maintain records of all contracts.  Recommended standard documentation has been included within Section 4 of these Standing Orders together with a recommended standard pro-forma for obtaining quotations which should be issued to all companies approached to ensure quotations are obtained on a comparable basis.

9. The Headteacher should keep a written record of declarations of pecuniary interest by members of staff or Governors whether direct or indirect, in any contract.  No individual Governor has authority to enter into any contract on behalf of the School or Council.

10. For community and voluntary aided schools, any disposals, acquisitions, leases, licences, agreements and other transactions relating to school land or property requires the prior written approval of the LEA and /or the Diocesan authorities as appropriate.

11. When negotiating with potential contractors, it is essential to distinguish between an estimate and a quotation or tender.  An estimate simply provides a guidance figure, is not precise and would not cover any unforeseen items after acceptance.
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12. A quotation is based on the information supplied and does not include any additional work or service required or identified after the receipt of an order by the supplier or contractor.

13. A tender is submitted following the issue of a detailed specification which has been prepared taking into consideration all aspects of the work or service required.  It will normally be submitted based on a fixed price which will form the basis of a binding contract.  This should mean that both parties are aware of the agreement when the contract is signed including the way in which differences that occur during or at the end of the contract will be dealt with.

14. Schools normally, are able to enter into Class I, Class II, Class III and Class IV contracts without reference to the LEA and place orders as necessary, subject to the total contract value not exceeding £60,000.  However, the results of Class IV contracts must be reported to the LEA.

All Class V contracts must be authorised by the Co-ordinating Director of Law and Resources.   It is recommended that written advice is obtained before any such contract letting is commenced to ensure correct procedures are being followed.  This will give the School access to advice on matters such as the Transfer Of Undertakings and Protection Of Employment legislation, compliance with Race Equality legislation and other pertinent factors.

15. All official orders should be retained for a period of 3 years from the date the order is placed.

16. Quotations should be kept for a period of 3 years from the date of the award of any resulting contract.

17. Tender documents should be retained for a period of 6 years from the date of the award of any subsequent contract.

18. Before raising an order to incur expenditure or awarding a contract, it is always necessary to ensure that provision exists within an approved budget.
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SECTION 2:

CLASSES OF CONTRACT

BRIEF DETAILS

CONTRACT PROCEDURES FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

CONTRACTS FOR THE SUPPLY/DISPOSAL OF GOODS, MATERIALS OR SERVICES

AND EXECUTION OF WORKS - QUICK REFERENCE GUIDE
	CONTRACT

TYPE
	VALUE OF CONTRACT
	ACTION REQUIRED

	
	GOODS/SERVICES AND WORKS
	

	CLASS I

CLASS II

CLASS III

CLASS IV

CLASS V


	£0 - £3,000 (£0 - £5,000 wef Nov 2004)
£3,000 - £20,000 (£5,001- £30,000 wef Nov 2004)
£20,000 - £35,000 (£30,001 - £50,000 wef Nov 2004)
£35,000 and above (£50,001 and above wef Nov 2004)
£154,477 (Goods/Services)

(249,681

£3,861,932 (Works)

(6,242,028


	SUBJECT TO DELEGATED POWERS:

Head to arrange directly.

No formal written competitive quotations necessary.

Due regards must be paid to desirability of securing value for money by verbal

enquiry and written confirmation.  File notes to be kept to indicate action taken.

Head to obtain at least three written quotations.

Head to obtain a minimum of four written tenders.

Full Tendering procedure to apply.

Full tendering and EU procurement procedure to apply.

N.B. The thresholds for Class V contracts are subject to revision every two years.

The values currently shown relate to the period 1 January 2002 to 31 December 2002.

Rates 01.01.2006 to 31.12.2007 were:-     Services £144,371: Supplies £144,371: Works £3,611,319
Rates 01.01.2008 to 31.12.2009 are:-        Services £139,893: Supplies £139,893: Works £3,497,313                            
Rates 01.01.2010 to 31.12.2011 are:-        Services / Supplies £156,442 (€193,000) Works £3,927,260
                                                                                                                                                     (€4,845,000)



More detailed explanations of the above are contained within Section 3 of these notes of guidance and should be referred to before any contract is entered into.
Definitions:-

1:  Goods/Services includes any supply or disposal of goods, materials, furniture, equipment, fixtures and fittings etc.

2:  Works means the execution of works contracts including work carried out to the building, electrical work, heating, cleaning or grounds maintenance etc.
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SECTION 3:

CLASSES OF CONTRACT

DETAILED PROCEDURES

CONTRACT PROCEDURES FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

CONTRACTS FOR THE SUPPLY/DISPOSAL OF GOODS, MATERIALS OR SERVICES

AND EXECUTION OF WORKS             

	CONTRACT

TYPE
	VALUE OF CONTRACT
	ACTION REQUIRED

	
	GOODS/SERVICES AND WORKS
	

	CLASS I


	£0 - £3,000

(£0 - £5,000 wef Nov 2004)

	SUBJECT TO DELEGATED POWERS:

(a) Head to arrange directly.

(b)  No formal written competitive quotations are necessary (unless considered appropriate in terms of value for money) but due regard must be paid to the desirability of securing competition by verbal enquiry and written confirmation where appropriate.  File notes to be kept to indicate action taken.

(c)  Except for petty cash disbursements all contracts within Class I are to be placed by official order under the signature of the Head or other employee with proper delegated authority.

N.B.  Standard documentation for the obtaining and recording of quotations in respect of Class I & II contracts is contained within Section 4 of these notes of guidance.  It is recommended that the Head will arrange for completion of these documents as appropriate in order to ensure compliance with the above procedures.
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CONTRACT PROCEDURES FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

CONTRACTS FOR THE SUPPLY/DISPOSAL OF GOODS, MATERIALS OR SERVICES

AND EXECUTION OF WORKS             

	CONTRACT

TYPE
	VALUE OF CONTRACT
	ACTION REQUIRED

	
	GOODS/SERVICES AND WORKS
	

	CLASS II


	£3,000 - £20,000

(£5,001 - £30,000 wef Nov 2004)

	(a) Head to obtain at least three written quotations.

(b) Head to record details of all quotations received and where fewer than three, the reasons why three quotations were not obtained.

(c) The Head should only accept the quotation which in his/her opinion is in the best interest of the Council.  Where in his/her view a quotation other than the lowest (or the highest in respect of the disposal of goods and materials) should be accepted the reason must be recorded.

N.B. When awarding a contract to a particular contractor who had not submitted the lowest quotation, sufficient details must be recorded in Governing Body minutes.  In any event where such contracts are in excess of 10% higher the award would not normally be justifiable.

(d) Contracts for similar goods, services or works must not be artificially divided into smaller units in an attempt to avoid the need to obtain competitive quotations.

N.B. Standard documentation for the obtaining and recording of quotations in respect of Class II contracts is contained within Section 4 of these notes of guidance.  It is recommended that the Head will arrange for completion of these documents as appropriate in order to ensure compliance with the above procedures.
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CONTRACT PROCEDURES FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

CONTRACTS FOR THE SUPPLY/DISPOSAL OF GOODS, MATERIALS OR SERVICES

AND EXECUTION OF WORKS             

	CONTRACT

TYPE
	VALUE OF CONTRACT
	ACTION REQUIRED

	
	GOODS/SERVICES AND WORKS
	

	CLASS III


	£20,000 - £35,000

(£30,001 -  £50,000 wef Nov 2004)

	(a)  Head to obtain 4 written tenders.

(b) The tender procedure must involve either:-

(i)   Public advertisement or,

(ii)  Invitation to tender from the Council’s approved list of selected (and vetted) tenderers or,

(iii) Invitation to tender from a contractors list compiled by the school (NB if this option is selected proper evaluation and vetting of contractors must be undertaken before any contract is awarded) or,

(iv) Central contracts organised by the Council.

(c)  The Head, or representative, at the time the tenders are opened must record in a book kept for that purpose:-

(i)   The nature of the works to be undertaken or the service/goods to be supplied.

(ii)  The name of each person by or on whose behalf the tender was submitted.

(iii) The date and time of receipt of each tender recorded on the envelope.

(iv) The date and time of opening the tenders.

(v)  The names of all persons present at the opening of the tenders.

(vi)  The tender figure (if practicable).

(d)  Tenders may only be opened in the presence of:-

(i)   The Head or representative and;

(ii)  A Governor.

(e) All tenders must be initialled and dated immediately by the parties present at their opening.

N.B. It is recommended that the Head will arrange for the completion of the document entitled ‘Tender Register – Class III Contracts’ contained within Section 4 of these notes of guidance in order to comply with the above procedures.
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CONTRACT PROCEDURES FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

CONTRACTS FOR THE SUPPLY/DISPOSAL OF GOODS, MATERIALS OR SERVICES

AND EXECUTION OF WORKS             

	CONTRACT

TYPE
	VALUE OF CONTRACT
	ACTION REQUIRED

	
	GOODS/SERVICES AND WORKS
	

	CLASS IV


	£35,000 and above

(£50,001 and above wef Nov 2004)

	(a) Full tendering procedure to apply.  Head to obtain at least 4 written tenders.

(b) The tender procedure must involve either:-

(i)   Public advertisement or,

(ii)  Invitation to tender from the Council’s approved list of selected (and vetted) tenderers or,

(iii) Invitation to tender from a contractors list compiled by the school (NB if this option is selected proper evaluation and vetting of contractors must be undertaken before any contract is awarded) or,

(iv) Central contract organised by the Council.

Whenever a report is submitted to the Governing Body recommending that a contract be let by way of tender, the report must contain a recommendation of the proposed tendering procedure.

(c) The Head, or representative, at the time the tenders are opened must record in a book kept for that purpose:-

(i) The nature of the works to be undertaken or the service/goods to be supplied.

(ii) The name of each person by or on whose behalf the tender was submitted.

(iii) The date and time of receipt of each tender recorded on the envelope.

(iv) The date and time of opening the tenders.

(v) The names of all persons present at the opening of the tenders.

(vi) The tender figure (if practicable).

(d) The results of all Class IV tenders MUST be reported to the LEA.
(e) Tenders may only be opened in the presence of:-

(i)  The Chair or Vice Chair of Governors and

(ii) The Head or representative.

…………………………………………………………………………………………………continued
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CONTRACT PROCEDURES FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

CONTRACTS FOR THE SUPPLY/DISPOSAL OF GOODS, MATERIALS OR SERVICES

AND EXECUTION OF WORKS             

	CONTRACT

TYPE
	VALUE OF CONTRACT
	ACTION REQUIRED

	
	GOODS/SERVICES AND WORKS
	

	CLASS IV


	£35,000 and above

(£50,001 and above wef Nov 2004)

	(f) The tenders must be initialled and dated immediately by the parties present at their opening.

N.B. It is recommended that the Head will arrange for the completion of the document entitled ‘Tender Register – Class IV & V Contracts’ contained within Section 4 of these notes of guidance in order to comply with the above procedures.
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CONTRACT PROCEDURES FOR MAINTAINED SCHOOLS WITH DELEGATED BUDGETS

CONTRACTS FOR THE SUPPLY/DISPOSAL OF GOODS, MATERIALS OR SERVICES

AND EXECUTION OF WORKS             

	CONTRACT

TYPE
	VALUE OF CONTRACT
	ACTION REQUIRED

	
	GOODS/SERVICES AND WORKS
	

	CLASS V


	£154,477 (Goods/Services)

(249,681

£3,861,932 (Works)

(6,242,028

1 January 2002 – 31 December 2002

Rates 01.01.2006 to 31.12.2007 were:-

Services:-  £144,371

Supplies:-  £144,371

Works:-      £3,611,319

Rates 01.01.2008 to 31.12.2009 are:-

Services:-  £139,893

Supplies:-  £139,893

Works:-      £3,497,313

Rates 01.01.2010 to 31.12.2011 are:-

Services:-  £156,442 (€193,000)

Supplies:-  £156,442 (€193,000)

Works:-      £3,927,260 (€4,845,000)


	(a) Class V contracts must comply with all the provisions applying to Class IV contracts and the special requirements relating to EU procurement directives.

(b) The tendering procedure must comply strictly with the provisions of the relevant directive(s).  Due to the complexity of these regulations and the penalties for non compliance Headteachers are strongly recommended to obtain written advice from the Director for Customer & Shared Services (formerly Co-ordinating Director of Law and Resources) before commencing any tendering process for Class V contracts.

(c) A Remedies Directive becomes effective on 20th December 2009, which makes it imperative that the processes for entering into Class V contracts are followed correctly. The consequences of breaching the regulations could potentially be serious.
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SECTION 4:

EXAMPLE DOCUMENTATION








WOLVERHAMPTON CITY COUNCIL








Education Services

REQUEST FOR QUOTATION

	Firms Name & Address:-
	    Name of School: 

    Address:

    Please quote this reference in any correspondence or 

    Telephone call

	
	
	Ref


	Date
	Contact
	Tel No


DEAR SIR (S)

You are invited to submit hereon and return to the above address, not later than 

.....................................................a quotation for supplying the undermentioned goods.

You are reminded:- 


a)
Discounts, trade allowance of every kind must be shown separately.


b)
Delivery time must be stated.


c)
The school does not bind itself to accept the lowest or any quotation



and (unless otherwise stated) reserves to itself the right of accepting a 



quotation either in whole or any one or more of the items specified, as the 



School thinks fit, each item being for this purpose considered as quoted for 



separately.

	Delivery Address:


	Signed:

	
	Position:



	Item
	Quantity
	Description
	Cost per Unit
	Total Cost

exc VAT
	Delivery Time

	
	
	
	£      p
	£       p
	


QUOTATIONS OTHER THAN ON THIS FORM WILL NOT RECEIVE CONSIDERATION

Settlement Terms ..................................... Signed ........................................ Date .............

Name of Firm ............................................ Name ................................................................

Telephone ................................................ Status in Firm .....................................................

11













SCHOOL: _______________________________________

WOLVERHAMPTON CITY COUNCIL

CLASS I & II CONTRACTS

SUMMARY OF QUOTATIONS OBTAINED - VERBAL/ WRITTEN (DELETE AS APPROPRIATE)

	QUANTITY
	DESCRIPTION
	SUPPLIER

...........................

...........................

Unit             Ext.
Price           Price
	SUPPLIER

............................

............................

Unit             Ext.
Price           Price
	SUPPLIER

...........................

...........................

Unit             Ext.
Price           Price
	REMARKS



	
	
	£    p           £    p


	£    p           £     p    
	£    p            £    p
	

	TOTAL COST (EXCL VAT)
	
	
	
	




Order Awarded To:   ......................................................... 
N.B   All accepted items should be circled and all lower priced items than the one(s) 

                                                                                                                            accepted should be circled in appropriate contrasting colours.  A brief 



Order Number:         ..........................................................                  explanation should also be entered in the ‘Remarks’ column, e.g Not to 

                                                                                                                             specification, incorrect size etc.



Authorised By:          ..........................................................



Designation:              .........................................................




         THE TOTAL COST FOR EACH QUOTATION MUST INCLUDE DISCOUNTS



Date:                        .........................................................                   CARRIAGE ETC, BUT EXCLUDE VAT.
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    No.__________(to be completed




as sheet is auctioned)  




                                   





 
WOLVERHAMPTON CITY COUNCIL

TENDER REGISTER - CLASS III CONTRACTS 

School ...............................................................................................

_________________________________________________________________________

Brief Description of Work.........................................................................................................

................................................................................................................................................

Closing Date ...................................am/pm on.........................................................(date)

_________________________________________________________________________

The following tenders were opened by:-

Name ........................................................Signature ..............................................................

in the presence of:-

Name.........................................................Signature ..............................................................

who is the Headteacher or his/her representative and:-

Name.........................................................Signature ..............................................................

who is a Governor of the School. Also present were:-

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

	
	Tender Submitted By
	Amount Of 

Tender
	Date And Time Of Receipt As

Recorded On Tender Envelope

	
	
	£               p
	Time 
	Date

	  1
	
	
	
	

	  2
	
	
	
	

	  3
	
	
	
	

	  4
	
	
	
	

	  5
	
	
	
	

	  6
	
	
	
	

	  7
	
	
	
	

	  8
	
	
	
	

	  9
	
	
	
	

	10
	
	
	
	


Remarks

13
  No.__________(to be completed








           
                   as sheet is actioned)

WOLVERHAMPTON CITY COUNCIL

TENDER REGISTER - CLASS IV & V CONTRACTS 

School ...............................................................................................

_________________________________________________________________________

Brief Description of Work.........................................................................................................

................................................................................................................................................

Closing Date ...................................am/pm on.........................................................(date)

_________________________________________________________________________

The following tenders were opened by:-

Name ........................................................Signature ..............................................................

in the presence of:-

Name.........................................................Signature ..............................................................

who is the Chair/Vice Chair of the School Governors and :-

Name.........................................................Signature ..............................................................

who is the Headteacher or his/her representative.

Also present were:-

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

Name.........................................................Designation...........................................................

	
	Tender Submitted By
	Amount Of 

Tender
	Date And Time Of Receipt As

Recorded On Tender Envelope

	
	
	£               p
	Time 
	Date

	  1
	
	
	
	

	  2
	
	
	
	

	  3
	
	
	
	

	  4
	
	
	
	

	  5
	
	
	
	

	  6
	
	
	
	

	  7
	
	
	
	

	  8
	
	
	
	

	  9
	
	
	
	

	10
	
	
	
	


Remarks

1.
Reported to LEA …………………………..(Date)

2.
Other Comments:
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