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6.0 PURCHASING 

6.1 Introduction 

6.1.1 This chapter should be read in conjunction with: 

i. The LMS Contract Procedure Rules 

It is recommended that schools download the document and file in this chapter. 

6.1.2 The LMS Scheme requires schools to abide by the LMS Contract Procedure Rules on 
purchasing, tendering and other contracting matters.  These rules are set out by the Local 
Authority on the advice of the Corporate Director – Strategic Resources and the Corporate 
Director – Children’s Services in line with the County Council’s Contract Procedure Rules.  
This is the key document for schools and is reviewed and updated annually to ensure that the 
information available to schools is current and as up to date as possible.  The LMS Contract 
Procedure Rules are held as an appendix to the LMS Scheme (see Chapter 2: LMS Scheme). 
   

6.1.3 This chapter is not intended to be read as a substitute for this document.  It should be seen as 
supplementary.   

6.1.4 The key contact for procurement advice within Children and Young People’s Service is  
Procurement@northyorks.gov.uk  or 01609 533450 

6.1.5 The North Yorkshire Education Service is a Traded Service to Schools.  Further information 
can be found at: 

 https://www.nyeducationservices.co.uk/services/procurement-and-contract-management 
 
6.1.6     Any new financial working process in schools should be supported by written procedure notes 

which are maintained in a centrally accessible location. 
              

6.2 General Purchasing Points 

6.2.1 Good purchasing is about obtaining materials of the right quality, in the right quantity at the 
right time at the right price from the right source. 

6.2.2 The objectives whenever making a purchase should be to:- 

i. Obtain supplies and services that are fit for the purposes you require them to 
address and which demonstrate the best value for money over their lifetime; 

ii. Maintain (where necessary) continuity of supply; 

iii. Minimise investment in stock consistent with safety and economic advantage; 

iv. Avoid waste and obsolescence; and 

v. Maintain standards of quality based on suitability for use. 

6.2.3 The purchasing decision depends on: 

i. Demand (i.e. Quantity) and frequency of demand (whether a regular or one-
off supply); 

ii. Size or value of order; 

iii. Availability of product (is product a proprietary article with only one source of 
supply); 

iv. Budget available; 

v. Storage facilities (capacity and security); 

vi. Market conditions (e.g. price stability, competition from alternative sources); 
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vii. Storage life of product; and 

viii. The LMS Contract Procedure Rules. 

 
6.3 General Points on Selecting Suppliers 

6.3.1 Schools should first investigate whether or not there is a recommended supplier or 
centrally negotiated contract for the particular goods or services required.  If a suitable 
central arrangement is available schools can avoid the costs associated with a procurement 
exercise as the County Council will already have undertaken the necessary procedures in 
accordance with its own Procedure Rules.  Schools should be aware that if there is more than 
one supplier/contract, they are likely to be in direct competition with each other.  Schools are 
advised to compare suppliers/ carefully before making a purchasing decision.    Similarly, any 
purchases made from Schools’ ICT Services need not be subject to a competitive quotation / 
tender exercise. 

6.3.2 Undertaking a supplier appraisal is recommended when considering using a new supplier.  
As this can be time consuming, it should reflect the relative value of the purchase being 
planned.  Small value items purchased irregularly may require little supplier appraisal whilst a 
large “one-off” purchase, or a regularly ordered item, will probably warrant the effort if value 
for money and satisfaction with the goods is to be achieved.  Maintaining a small core of 
suppliers will also keep purchasing costs to a minimum, subject to monitoring of their 
competitiveness. 

6.3.3 Appraisal looks at the suitability of the supplier to receive a tender by assessing the technical, 
experiential and financial aspects of the supplier.  The evaluation of the bid is about 
establishing the supplier’s ability to meet the contract standards on delivery times, quality of 
goods or services, price and after sales service.  This clearly pre-supposes that the school 
knows what it wants, i.e. it has a specification drawn up. 

6.3.4 Given the size of the County Council, it is likely that a supplier under consideration by a school 
has been used before.  Further advice can be sought of the Children and Young people’s 
Service. Procurement@northyorks.gov.uk or 01609 533450. 

6.3.5 In accordance with LMS Contract Procedure Rules it is required that the criteria used to 
evaluate a quote/tender must be agreed in advance of the quote/tender documents being 
issued to suppliers.  It is good practice to lodge these criteria with a Third Party not involved in 
the procurement exercise should a challenge be lodged at a future date so that they can 
confirm that the criteria has not been altered during the process.   

Potential evaluation criteria may include:- 

i. consultation with Children & Young People’s Finance; 

ii. questionnaires to suppliers/include questions in the quality part of the 
specification; 

iii. obtaining references from major customers, particularly other schools; 

iv. visiting the supplier’s premises; and  

v. inspection of samples. 

6.3.6 Compliance with legislation and standards are detailed under section 2 of the LMS Contract 
Procedure Rules. 

 
6.4 Leases and Rentals 

6.4.1 Any lease agreement should be subject to consultation with the Corporate Director – Strategic 
Resources. 
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6.4.2 There are two types of leases: operating and financing. 

6.4.3 Finance leases are not permitted by the DfE as schools are not allowed to borrow. 

6.4.4 Schools are permitted to enter into operating leases.  At the end of an operating lease period, 
the goods are not owned by the school.  The danger with operating leases is such that the 
terms and conditions can be quite onerous.  It is therefore a requirement that schools advise 
the Corporate Director who will then arrange for the terms and conditions to be reviewed by 
colleagues in Legal. 

6.4.5 Photocopying leases are part of a countywide arrangement and do not pose any significant 
pitfalls for schools.  If a school is considering a lease with a supplier outside of the Council’s 
contract they are advised to consult the Corporate Director. 

6.4.6 ICT leases are not recommended.  New technology is ever changing and leasing 
arrangements are inflexible if a school wishes to change its provision during the lifetime of the 
lease.  Schools are recommended to contact Schools ICT with regard to any purchasing 
queries. 

6.4.7 As with any leasing arrangement, schools should note the following general points:- 

(i) there must be funds available to meet the payments throughout the term of the 
agreement; 

(ii) the agreement may well require the school to carry additional insurance to cover 
the full replacement cost of the asset; 

(iii) the agreement may require the asset to be serviced by the supplier or a third party 
to a level higher (and thus higher cost) than that the school would choose for itself; 

(iv) the full cost of the payments over the term of the agreement may be considerable, 
even allowing for initial savings in cash-flow. 

6.4.8 LMS Contract Procedure Rules should be referred to for guidance on leasing.  

 
6.5 Barclaycard Purchasing Card 

6.5.1 A North Yorkshire County Council purchase card is a credit card that allows for the purchase 
of goods or services with payment being made immediately.  When using a purchase card 
there is no need for an official order or the completion of a coding block to arrange payment. 
Payment will  be taken automatically by direct debit from the School’s bank account. 

 A valid VAT invoice/receipt must be obtained for all purchases made with a purchasing card. 

6.5.2 Guidance for schools on the Barclaycard purchasing card can be found at:  

              http://cyps.northyorks.gov.uk/procurement-best-value   
 
6.6 Loans Scheme 

6.6.1 The terms and conditions for the loan scheme can be found on the CYPS website:
 https://cyps.northyorks.gov.uk/loans-and-investments 

 

6.7 Templates for Use 

6.7.1 Appendix A – Schedule of Quotations   

 Appendix B – Schedule of Tenders       

 

6.8 Guidance on the Purchase of ICT Equipment 
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6.8.1 LMS Procedure Rules need to be complied with.  More specific advice can be obtained by 
contacting Schools ICT directly at: schoolsict@northyorks.gov.uk or telephone 01609 536086 
(for urgent queries)
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                                                                                       APPENDIX A 
 
                                                                               School 
 

Schedule of Quotations 
 
 
Goods or Services  .........................................................................................  
 
Required for  ...................................................................................................  
 
Quotations due ...............................................................................  Budget Provision  .................................  
 
 

Supplier 
Rate (where 
applicable) Amount of Quote 

   £ p 

   

   

   

   

 
 

Quotations Opened by .......................................................................  and  ......................................................  
 
 on ......................................................................  (date and time) 
 
Evaluation Methodology i.e. Lowest Price or MEA  ..............................................................................................  
 
Quotation Accepted ...........................................................................  on  .............................................  (date) 
 
Order No. ......................................................................  Authorised by  ..........................................................  
 
 
 
 
Reasons for Accepting Quotation other than the Lowest or MEA 
 
 ..............................................................................................................................................................................  
 
 ..............................................................................................................................................................................  
 
 ..............................................................................................................................................................................  
 
 ..............................................................................................................................................................................  
 
 
 
Approved  ................................................................  (Headteacher) 
 
Reported to the Governors on  .....................................................  (date) 
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APPENDIX B 
 
 
                                                                             School 
 

Schedule of Tenders 
 
 
Goods or Services  .........................................................................................  
 
Required for  ...................................................................................................  
 
Tenders due ....................................................................................  Budget Provision  .................................  
 
 

Supplier 
Rate (where 
applicable) Amount of Tender 

   £ p 

   

   

   

   

   

   

 
 

Tender Opened by .................................................... (Governor) and  ………………………………………… 
 
 on ......................................................................  (date and time) 
 
Evaluation Methodology i.e. Lowest Price or MEA  ..............................................................................................  
 
Tender Accepted ...............................................................................  on  .............................................  (date) 
 
Order No. ......................................................................  Authorised by  ..........................................................  
 
 
 
 
Reasons for recommending a tender other than the Lowest or MEA 
 
 ..............................................................................................................................................................................  
 
 ..............................................................................................................................................................................  
 
 ..............................................................................................................................................................................  
 
 ..............................................................................................................................................................................  
 
 
Approved by Governing Body on ……………………………… (date)
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