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WNA Vision: All children will achieve their full potential, with holistic support, whilst enjoying and driving their own learning, gaining 

self-respect, self-esteem and self- belief. Our classroom extends to rich, exciting environments within the forest, the beach, the city and 

the community as a whole. 
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Purchasing Policy 

The following proposals are intended to cover all spending on equipment, materials, and services for 

the school including capital expenditure during the construction of the new building. 

However, particular care should be taken where items of expenditure have not been budgeted for and are 

not included in the School Development Plan (“SDP”). 

As a publicly funded body, it is imperative that WNA is able to demonstrate Value For Money (“VFM”) and a 

robust system of accounting in relation to all purchases made. 

Approval is required prior to the purchase of any goods or service. 

1  Authorisation 

(a) Decisions on expenditure that are in line with the approved annual budget can be approved by the School 

Business Manager (“SBM”) and the headteacher. 

However, if the purchases will result in a substantial overspend in the respective budget area, this should be 

discussed and agreed with the Chair of the Finance and Property Committee or Chair of Governors. 

 (b) Proposals for expenditure in excess of £2,500 should be considered for a tendering process. 

Where purchases are made in excess of £10,000, the DfE Procurement guidance for Free Schools applies. 

2  Purchasing of Teaching Resources 

(a) The Annual Budget, as approved by the Board of Governors, states the allocation for teaching resources 

each year. 

(b) The SBM and headteacher further divide this allocation (e.g. per year group, key stage, subject etc). It is 

good practice to ensure a contingency. 

(c) Teachers/subject leaders are informed of their budget each year and are expected to manage it. Orders 

should be placed termly. Catalogue/item numbers and supplier details should be included. Any further 

resources needed should be sourced by the teachers and will be reimbursed via staff expenses. Pre-

authorisation should be sought. 

3  Tendering for Contracts and Equipment 
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Purchasing Policy 

(a) If the estimated value of the goods or services is under £5,000 then evidence must be retained to 

demonstrate that before the order was placed the individual was aware of the value of goods, works or 

services being ordered and that it was below £5,000, and offered good value. 3 verbal quotes must be 

recorded as a minimum. 

(b) If the estimated value of the goods, works or services is between £5,000 and £40,000 then at least three 

written quotations must be obtained and retained by the individual concerned, with a needs analysis and 

assessment template sent to all potential suppliers. 

(c) The DfE Free School procurement team should be contacted for advice on recommended contractors to 

be used.  All contractors used by them have been checked for financial stability, technical ability and that the 

relevant insurance cover has been obtained. 

In the event that a contractor who is not on the list is selected all of the above checks must be carried out 

independently by the school, and it should be noted that in this case the process may take up to 6 months 

to complete. 

Supporting documentation confirming that these checks have been completed must be obtained and 

attached to the relevant contract file. 

4  Virements 

(a) The SBM may authorise any one virement from any one budget heading to another budget heading up 

to a maximum of £5,000 in any financial year. 

(b) Any one proposed virement greater than £5,000, or where virements exceed a combined total for the 

financial year of £5,000 must be referred to the Governing Body for approval. 

 

 


