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Background

Subject to any special rules imposed by the Education and Skills Funding Agency in The Academy Trust
Handbook other funding bodies and external authorities, this tendering policy applies to all significant purchases
made by The Sovereign Trust and its constituent Academies. The Chief Financial Officer shall be responsible for

publicising and ensuring compliance with this policy and rules.

A well-thought out approach to procuring goods and services can help deliver very significant benefits for the

Trust, including the following:

e immediate cost savings that can be re-invested in delivering educational outcomes;

e more effective long-term relationships with key suppliers that provide much greater value for money;
e shorter supply chains and quicker delivery of goods and services;

e opportunities to pursue social value outcomes; and

e a powerful incentive for other schools and academies to consider joining our Trust

High value purchases caught by competitive tendering rules

The Trust is classed as a ‘body governed by public law’ because: (a) it was established ‘for the specific purpose of
meeting needs in the general interest, not having an industrial or commercial character’ and (b) it is financed for

the most part by grant funds received from the state.

Consequently, when the Trust makes purchases of goods, works and services, it will be classed as a
‘contracting authority’ in its own right and required to comply with the Public Contracts Regulations 2015 (‘the

Regulations’ or ‘PCR’) and any successor legislation.

The Regulations require contracts in excess of the following value thresholds as set for 2022, (these are subject to

adjustment by the Government from time to time) —

Goods and services £213,477 Inc VAT
Works £5,336,937 Inc VAT

For contracts with estimated values above relevant thresholds, we must publish notices on the

Government’s Find a Tender service and run a fully compliant procurement under the appropriate regulations.

At the time of writing, the purchase or commissioning of certain types of social, educational and health-related

services may qualify for the ‘Light Touch Regime’. See Schedule 3 of the Regulations here. This will apply if

the value of the contract is in excess of £663,540 inc VAT (below that value threshold the contract may be
exempt if the nature of the service qualifies). The Light Touch Regime still requires that the opportunity be

published and a ‘notice of award’ filed with the Government’s Find a Tender Service.

We will seek legal advice to determine if any procurement run by The Trust qualifies.
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Lower value purchases

Regulations require that most public contract opportunities over £10,000 (even if not caught by the full tendering

rules) must still be publicised on the Government’s Contracts Finder at www.contractsfinder.service.gov.uk/ for

more information Contracts Finder - GOV.UK (www.gov.uk). This does not currently apply to contracts let by

Academy Trusts (Regulation 109(5)), but we may still choose to advertise opportunities on that portal to generate

market interest.

Itis The Trust’s internal policy that any contract opportunity with a total value in excess of £10,000 (net of VAT)
should be subject to a degree of competition in order to ensure value for money is obtained. At least 3 written
quotes shall be sought for any purchase of goods, works or services with a total value in excess of £10,000. The
purchaser is not bound to accept the lowest offer, but instead shall select the most economically advantageous

offer for the Trust based on objective criteria, including social value (see further below).
The requirement to seek 3 quotes may only be waived in the following circumstances:

e The Board has resolved to dispense with the requirement because there is realistically only one supplier for
the item(s) in question and the circumstances are recorded in the minutes;
e Where the service or goods are called off from a Framework or similar arrangement which has already been

competitively procured;
or

e The situation is urgent and, in the reasonable opinion of the Chief Executive, there is insufficient time to gather
three quotes, provided a written record is kept of the circumstances and the matter is reported to the Board in

writing at the next available opportunity. Value for Money statement form should be completed.
Further guidance on the appropriate procedures can be obtained from the Company Secretary.

Taking into account Social Value

In accordance with the duty under the Public Services (Social Value) Act 2012, when making purchases and
commissioning services, the Trust will consider how procured goods and services can be purchased on terms that
improve the economic, social and environmental well-being of our areas of operation. It is the Trust's belief that
the worth of an activity or service should be measured not just in financial terms, but wherever possible on the

wider benefits it brings to our pupils and staff and society in general.

However, when considering how a procurement process might improve the social, economic or environmental
well-being, the Trust must only consider matters which are relevant to what is proposed to be procured. The Trust
can only consider those matters to the extent it is proportionate, in all the circumstances, to take those matters

into account.

Framework agreements

Where possible, we will use a framework agreement to contract suppliers. These are arrangements that a

contracting authority, such as a public sector buying organisation, makes with suppliers. The benefits of
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frameworks are that they have already been through a competitive tender process and they have favourable

terms and conditions. In addition, the framework provider may offer advice and support.

Depending on the framework we choose, we will either pick the best value supplier from a list, or run a mini-
competition between listed suppliers. In either case, we will follow the DfE guidance on procurement (see
section 2 of this policy) to ensure good practice. The reasons for the choice of Framework, and for the choice

of supplier, will be clearly recorded.

The Finance & Risk Committee are to approve the use of all Frameworks.

Evaluating tenders

Tenders will be evaluated against the criteria and weighting outlined in the tender document. The criteria should

include: Cost / Quality / Delivery / Performance / Risk

We may specify additional criteria based on the type of tender, as outlined in the tender document.

Conflicts of interest

Care must be taken if there is any kind of relationship between the proposed supplier of goods and services and a
member of the Trust board, members or senior managers. The rules set out in our Code of Conduct and Conflicts of

Interest Policies must be adhered to.

The Trust must report all contracts and other agreements with related parties to the Education and Skills Funding
Agency ESFA in advance of the contract or agreement commencing or being renewed, using the ESFA’s related

party on-line form.

Related parties include persons and entities with control or significant influence over the academy trust, and
members of the same group (e.g. parent and subsidiary companies, key management personnel and close family
members). This description is not comprehensive. See section 33 of Financial Reporting Standard 102.

The Trust will obtain the ESFA's prior approval for contracts and other agreements for the supply of goods or

services to the Trust by a related party where any of the following limits arise:
e Acontract or other agreement over £40,000

e Acontract or other agreement of any value that would mean the cumulative value of contracts and other
agreements with the related party exceeds, or continues to exceed, £40,000 in the same financial year

ending 31 August
The ‘at cost’ requirement applies to contracts with a related party exceeding £2,500, cumulatively, in any one
financial year. Where a contract takes the Trust’'s cumulative annual total with the related party beyond £2,500,
the element above £2,500 must be at no more than cost.

Tendering procedure: Under £50,000 in value

When a contract or purchase has a value under £50,000 and a framework agreement is not in place, the Trust will

use the process outlined below.
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Create a specification — a specification document will set out what suppliers need to understand about what we

are looking to buy, including the quality, quantity and delivery date

Compare suppliers — a comparison of different suppliers, including their reputation, will help the Trust develop a

shortlist of at least 3 suppliers we want to approach for a written quote.
Assess quotes — award criteria will be developed to assess suppliers’ quotes. Criteria may include:

e How well the supplier meets our specification
e The whole-life cost of the contract, which may include:
e The sale price of the goods, works or services
o VAT
e Delivery charges
e Maintenance costs
e Running costs
e The cost of removing and disposing of an item or service once we no longer need it
e Whether there will be price increases or decreases over the life of the contract
e Value for money
Each aspect of the criteria will be scored on a scale of 1 to 5, with 5 being the highest score. A record of how the

quotes are evaluated will be kept.

A member of the school leadership team will evaluate quotes with support from the Chief Finance Officer & the

Central Team.
When we contact suppliers, we will send them:

e The specification
e Deadlines for quotes and when decisions will be made
e Instructions for how to ask clarification questions about the specification
Place an order — when the best value quote is identified, we will send the supplier a purchase order, which

includes details of the:

e (Goods, works or services we are purchasing

e Price

e Delivery address

e Delivery deadline and any other important dates

e Payment schedule

Tendering procedure: high-value purchases & contracts - Over £50,000
(but below the PCR procurement threshold)

The Trust will make high-value purchases without a framework only in rare circumstances and only with legal

support. When this does happen, we will use the process below.

Create a specification (see section 10)
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Assess the market — we will prepare for the tendering process by developing our knowledge of the market. We

will find out how many suppliers are available and the best way to advertise our contract to a range of suppliers
Check the Academy’s position in relation to the PCR procurement thresholds (see section 4)

Develop a contract — a contract will include terms and conditions, service levels expected, a contract

management plan and an exit strategy

Reduce the number of bids — to reduce the number of bids The Trust needs to evaluate, we will either use an

expression of interest process to gauge interest in the contract or a pre-qualification questionnaire

Establish how we will assess quotes — we will set out criteria that will allow us to evaluate which of the
suppliers’ bids best meets the requirements in our specification, and is the most economically advantageous
tender that best combines cost and quality

Create a timeline for the tender process — this will include the dates of the clarification period, the deadline for

submitting tenders and the date we expect to award the contract

Prepare an invitation to tender — this will include:

A covering letter with a timeline for the process

Instructions on how suppliers can ask clarification questions and submit their tender

e The specification

e A pricing schedule

e The contract’s terms and conditions

e Contract management requirements (see ‘develop a contract’ above)
e Award criteria, including the scoring system and any weightings

If appropriate, an invitation for suppliers to give a practical demonstration of their goods, works or services
Advertise the contract — the contract will be advertised where suppliers are likely to look, such as:

e The Find a Tender service — this is a requirement if the contract is over the PCR procurement threshold
e The Government’s Contracts Finder service
e Local or national newspapers
e Education publications or websites
e Trade magazines
Run the tender process and provide clarifications
Evaluate tender responses — at least 2 people will independently score and evaluate each bid, and then

compare notes after completing their evaluations; records of decision-making and moderation decisions will be
kept.

Notify suppliers and award the contract

Finalise the contract (and advertise the award, if the contract was advertised in Contracts Finder or the Find a

Tender service).
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Abandoning the tender process — on very rare occasions we may need to halt the tender process. Should this

occur, we will notify suppliers who are preparing their bids as soon as possible.

Record keeping

Records will be kept securely, only for as long as necessary and in line with data protection law, our privacy

notices and Records Management Policy.

Payment of Invoices

The procedures for making all payments shall be in a form specified by the Chief Financial Officer.

The Chief Financial Officer is responsible for deciding the most appropriate method of payment for all categories

of invoice. Payments to UK suppliers will normally be made by BACS direct bank transfer.

Suppliers should be instructed to submit invoices for goods or services, FAO the Chief Financial Officer at the
Trust’'s Head Office.

The Chief Financial Officer is responsible for ensuring that expenditure does not exceed budgets and funds

available.

Payments will only be made against invoices which have been certified for payment by an appropriate signatory.

By certifying an invoice, the signatory confirms the following:

e The goods have been received, examined and approved with regard to quality and quantity, or that services
rendered or work done is satisfactory.

¢ Invoice details (quantity, price, discount) are correct.

e The invoice is arithmetically correct.

e The invoice has not previously been passed for payment.

e An appropriate order number and/or account code is quoted.

Invoices must be passed to the Chief Financial Officer as soon as they have been certified. Care must be taken

by the budget holder to ensure that any discounts receivable are obtained.
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