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Purpose and status
This policy sets a proportionate and transparent process for buying goods, services and works. It supports value for money, lawful decision-making and fair access for suppliers while recognising the scale and resources of a parish council.
It applies to every purchase, contract, renewal, extension and call-off made on behalf of the Council. It must be read with the Council’s Standing Orders, Financial Regulations, Scheme of Delegation and Code of Conduct. It does not itself authorise expenditure. If another Council rule is stricter, the stricter rule applies; legislation always takes precedence.
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Principles
The Council will plan and conduct procurement so that public money is used carefully and decisions can withstand scrutiny. The process must be proportionate to the value, complexity and risk of the requirement.
seek value for money over the whole life of the purchase, not simply the lowest initial price;
treat suppliers fairly and apply clear requirements and evaluation criteria consistently;
act transparently, protect commercially confidential information and keep an adequate audit trail;
remove or reduce unnecessary barriers for small and medium-sized enterprises and voluntary, community and social enterprises;
consider relevant quality, social, environmental, accessibility and community outcomes; and
identify and manage conflicts of interest, fraud, bribery and improper influence.
The Council is not obliged to accept the lowest quotation or tender, or any submission. It must be able to explain and record the basis of the decision.
Roles and authority
The Council approves this policy, the annual budget and any procurement or award reserved to it by the Financial Regulations. Councillors must not direct a supplier, promise work or commit the Council unless they have express authority.
The Parish Clerk is the Proper Officer and Responsible Financial Officer unless the Council has appointed another officer to either role. The Clerk will confirm the budget and approval route, lead or coordinate the procurement, keep the records, arrange statutory notices and issue an order or contract only after the decision has been authorised.
A working group may help define requirements or assess submissions, but it may not make a binding decision unless formally delegated. Technical, legal, insurance or procurement advice must be obtained where the risk or complexity warrants it.
Planning and contract value
Before approaching suppliers, the Council will define the need, confirm available budget, identify the decision-maker and consider the appropriate route to market. Requirements should be outcome-based where practical and must not be written to favour a particular supplier without an objectively justified reason.
The estimated value is the total amount the Council could reasonably expect to pay, including VAT, over the whole term. It includes options, extensions, renewals, recurring purchases, premiums, fees and related requirements. Similar requirements must be aggregated where the law requires. A requirement must never be divided to avoid a competition, approval or publication threshold.
The main statutory thresholds likely to be relevant at adoption are shown below. They are revised periodically, so the current figures must be checked before procurement starts.
	Contract type
	Threshold from 1 January 2026 including VAT

	Goods and services for a sub-central authority
	£207,720

	Works
	£5,193,000

	Light touch services
	£663,540


The £30,000 level used below is the current value at which a contract awarded by an authority other than a central government authority becomes a notifiable below-threshold contract. It includes VAT.
Competition and approval thresholds
The following are minimum requirements. The Council may use a more competitive process where risk, market conditions, grant conditions or public interest justify it. If the Financial Regulations require more quotations or a lower approval threshold, they prevail.
	Estimated total value including VAT
	Competition requirement
	Approval and record

	Up to £500
	Obtain and retain a written price or other evidence that the price is reasonable. Formal competition is not required.
	Approval must be within the budget and delegated authority.

	Over £500 and up to £3,000
	Seek at least two comparable written prices where practicable.
	Record the prices considered and approval under the Financial Regulations.

	Over £3,000 and below £30,000
	Seek at least three written quotations against the same clear brief or specification.
	Council or committee resolution unless the Financial Regulations expressly delegate the decision.

	£30,000 to below the applicable statutory threshold
	Use a formal written competition unless an approved exception applies. Comply with the Procurement Act rules for regulated below-threshold contracts and notices.
	Council resolution, written evaluation and required notices.

	At or above the applicable statutory threshold
	Obtain specialist procurement or legal advice before the process starts and comply with the full Procurement Act regime.
	Council resolution and all statutory approvals, records and notices.


If the required number of genuine comparable prices cannot be obtained, the Clerk must record the attempts made and the reason. The decision-maker must expressly accept the reduced competition before award. Quotations and tenders must remain valid at the time of award.
For recurring work, the Council may compete a contract for a defined term and then issue tasks under that contract without seeking fresh quotations each time. The specification must state the term, estimated volume, pricing method, performance standards, any extension option and any maximum value. Performance and value must be reviewed before an extension is exercised.
Market engagement and local suppliers
The Council may speak to the market before finalising a requirement to understand availability, cost and delivery options. Engagement must not give a supplier an unfair advantage. Material information given to one potential bidder should be made available to others taking part in the competition.
Local suppliers, small businesses and community organisations should be made aware of suitable opportunities and given a fair chance to compete. The Council must not favour a supplier simply because it is local. It may reserve a below-threshold competition to suppliers in the UK or a defined local area only where current legislation and government guidance permit this, the boundary and reasons are recorded in advance, and the approach is proportionate.
Where the Procurement Act applies to a regulated below-threshold competition, the Council must consider barriers faced by small and medium-sized enterprises before inviting tenders. A separate pre-qualification stage assessing supplier suitability must not be used unless current law permits it.
Specifications and invitations
Each supplier in a competition must receive the same core information. The invitation should state, as appropriate:
the goods, services or works required, quantities or likely volumes and delivery location;
the contract term, timetable, budget or price format, and any extension or variation provisions;
quality, insurance, health and safety, safeguarding, data protection, accessibility or sustainability requirements relevant to the contract;
the evaluation criteria and their relative importance, the submission method and deadline;
the proposed contract terms and the Council’s right not to award; and
a prohibition on canvassing councillors or officers and a route for clarification questions.
Formal tenders must be submitted, secured and opened in accordance with Standing Order 18 and the Financial Regulations. Electronic tendering may be used only where those rules permit it and access to submissions is controlled until the deadline. Late submissions must be handled consistently and the decision recorded.
If the Council advertises a notifiable below-threshold contract, it must publish a below-threshold tender notice on the central digital platform before advertising elsewhere and allow a reasonable, equal response period.
Evaluation and award
Submissions must be evaluated against the criteria disclosed in the invitation. Criteria may include price, quality, whole-life cost, experience relevant to delivery, method, timescale, service continuity, risk, environmental impact and relevant social or community value. Criteria must relate to the requirement and be proportionate.
At least two people should evaluate a formal competition where practicable. Each evaluator must declare any actual or potential conflict before seeing submissions. Clarifications must not be used to allow a bidder to make a material late change or receive unequal treatment.
The award report or minute must identify the submissions considered, scores or assessment, reasons for the decision, conflicts and how they were managed, and any departure from the planned process. Where the full Procurement Act regime applies, the Council will award the most advantageous tender in accordance with the published methodology and obtain specialist advice on notices and any required standstill period.
The successful supplier must receive written confirmation. Unsuccessful suppliers should be informed promptly and given proportionate feedback consistent with confidentiality and the applicable legal process. No work may start until the order or contract has been properly authorised.
Exceptions and urgent purchasing
Competition may be reduced or dispensed with only where lawful and objectively justified. Examples may include a genuine emergency; only one capable supplier; compatibility with existing goods or systems; specialist work where competition is demonstrably impracticable; use of a compliant framework; or a contract extension or variation permitted by the original contract and the law.
Poor planning, an expired contract or a preference for an incumbent supplier is not an emergency. Before award, the Council must record the reason, evidence, value-for-money assessment, legal or financial advice obtained and approval. A Council resolution is required unless the Financial Regulations expressly delegate the decision.
In a genuine emergency involving immediate risk to people, property, service continuity or the Council’s interests, the Clerk may act within the emergency authority in the Financial Regulations. The action, supplier, value and reason must be reported to the next Council meeting. Statutory publication duties still apply.
Contracts and supplier management
Every commitment must be evidenced by a written order, acceptance or contract appropriate to its value and risk. The document should cover scope, price, VAT, term, delivery, payment, insurance, ownership of work, confidentiality, data protection, health and safety, termination, dispute resolution and any other relevant requirements.
The named contract owner will monitor delivery, expenditure, risks and performance. Problems must be documented and addressed promptly. Payments must be supported by an invoice or other evidence, checked against the order and authorised under the Financial Regulations. Prompt-payment terms required by law apply.
A variation, extension or renewal must be approved before it is agreed. The Council must consider its cumulative value, value for money, the original terms and whether it would change the nature of the contract or take it above a statutory threshold. A modification that converts a below-threshold contract into a public contract requires specialist advice.
Transparency records and conflicts
The Clerk will retain a proportionate procurement file containing the business need, value estimate, budget and authority, specification, market engagement, invitations, submissions, clarifications, evaluation, declarations of interest, decision, notices, contract, variations, performance records and key correspondence. Records must be retained under the Council’s retention policy and handled in accordance with data protection, freedom of information and environmental information requirements.
For every notifiable below-threshold contract, including a direct award or call-off where the legislation requires it, a contract details notice must be published on the central digital platform as soon as reasonably practicable after the contract is entered into. For this Council that will normally be within 90 days. Other statutory transparency requirements must also be met.
Councillors, officers and advisers involved in procurement must declare relevant interests, gifts, hospitality and relationships. A conflicted person must take no part where required by law, the Code of Conduct or the Council’s decision. Supplier approaches intended to influence the process must be reported to the Clerk and recorded. Suspected fraud, bribery or collusion must be escalated promptly.
Joint purchasing training and review
The Council may collaborate with another council or public body, or use a suitable framework or central purchasing arrangement, where this is lawful and offers value. Before doing so, it must confirm that it is entitled to use the arrangement, understand who is responsible for the process and contract management, and include the full anticipated value when checking thresholds.
Councillors and staff involved in procurement will receive proportionate guidance or training. The Clerk will maintain access to current statutory thresholds and government guidance and seek specialist advice for unusual, high-risk or above-threshold procurement.
The Council will review this policy annually and after a material change in legislation, statutory thresholds, Standing Orders or Financial Regulations. The thresholds and procedures must be checked when each procurement begins rather than relying only on the figures printed in this policy.
IT and Cyber Security Policy  |  Draft for approval  |  Page 1
IT and Cyber Security Policy  |  Draft for approval  |  Page 1
Procurement Policy  |  Draft for approval  |  Page 1
