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Procurement Rules on Tenders and Contracts 

 

1. Introduction 

This introduction provides an aid to understanding the context of the Rules on 

Tenders and Contracts and draws attention to some important aspects of them.  

It does not itself form part of the Rules.  You can obtain further assistance from 

the Head Office Procurement team. 

Each year Barnardo’s spends millions of pounds on the purchase of works, goods 

and services to support its Basis and Vision.  The staff tendering and awarding 

contracts play a key role in helping Barnardo’s achieve its strategic objectives.  

They also have major responsibilities for achieving value for money and for 

maintaining high standards in selecting suppliers and contractors.  The 

traditional way to demonstrate fairness and value for money is by competitive 

tendering.  However, it is not practical to organise a public competition every 

time goods, services or works are required.  Alternative methods such as 

framework arrangements, term contracts and Approved Lists, procured in a 

manner consistent with the principle of fair competition have been developed.   

Any contract which a funder requires be let under The Public Contracts 

Regulations 2015 (EU Regulations) or the equivalent in Scotland must be 

procured with the assistance of the Head of Procurement as the consequences of 

making an error can result in both financial and reputational damage. 

Accompanying these Rules is a Barnardo’s Procurement Policy and a Strategic 

Implementation Plan.   

A Procurement Guide also accompanies these Rules, providing a detailed 

handbook and reference material for staff undertaking procurement activities.  

The Head of Procurement in consultation with other stakeholders will keep this 

under review.   

These Rules, besides being good procurement and governance practice, provide 

an essential framework to assist Barnardo’s to deal with works, services and 

supplies (goods) contracts.  The Rules cover contracts of both capital and 

revenue expenditure, and range from large-scale capital schemes to the supply 

of one-off goods and services. 

It is important to consider any elements of a contract that should be described 

as “commercial in confidence” e.g. pricing schedules.  

The Basic Rules are set out in Section 3.  These are then explained in more 

detail.  The Bands at which the rules apply are set out at Appendix A and a 

Glossary has been included at Appendix C. 
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Barnardo’s Procurement Rules  

 

2. Scope  

2.1 Unless there is a specific Barnardo’s Board decision to the contrary, and 

subject to Rule 2.3 below, these Procurement Rules (the “Rules”) apply to 

all contracts where the value exceeds Band 1 as set out in Appendix A for 

the supply of works, goods or services to Barnardo’s and subsidiary 

companies.  This includes contracts for: 

a) supplying any goods or services; 

b) carrying out any construction, demolition, engineering or 

maintenance works; 

c) consultants’ services;  

d) the disposal of assets (other than land); and 

e) contracts with employment agencies (where the agencies, not 

Barnardo’s, are the employers of the temporary staff). 

2.2 The above is not a definitive list and is intended as guidance only. 

2.3 Rules 2 to 7 do not apply to a contract where the Total Value falls within 

Band 1 as set out in Appendix A, except that the arrangements for 

procuring such a contract must comply with Rule 7.4 and 4.2 (a) to (h) 

and must be consistent with the basic principles of good procurement 

practice.  These are to obtain value for money for Barnardo’s, to 

demonstrate fairness, transparency and probity in dealings with suppliers 

and to ensure compliance with Barnardo’s’ policies and strategies.  

2.4 The Rules do not apply: 

a) to contracts of employment with permanent or temporary staff 

(where such temporary staff are not paid through employment 

agencies but are employed and paid directly by Barnardo’s); 

b) to the appointment of Trustees;  

c) to the acquisition or disposal of any interest or rights in land; 

d) to the payment of Council Tax, Business rates, or other taxes; 

e) to personal expenses (other than train or plane travel) governed by 

the Expenses Policy; 

f) to arbitration or conciliation services;  

g) to financial services in connection with raising money or capital; 

h) to where work is being undertaken under an agreement which 

requires different procedures to apply; 

i) to the engagement or instruction of legal counsel (i.e. a Barrister); 

or 
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j) to the purchase of press advertisements 

2.5 The Rules must be read in conjunction with all current Finance 

requirements and similar to a failure to follow financial requirements, 

failure to follow these Rules may result in disciplinary proceedings. 

2.6 Where there is a discrepancy between these Rules and the Procurement 

Guide, the Rules shall take precedence.  Where there is a discrepancy 

between the Rules and the provisions of the current Finance Manual, the 

Rules shall take precedence.    

2.7 The Financial Thresholds set out in Appendix A may be amended from 

time to time by the Corporate Leadership Team.   

2.8 The basic rules are set out in Section 3 and Sections 4 to 20 explain those 

rules in more detail.   

 

3. General 

3.1 The aim of these Rules and the accompanying Guidance is to  

a) ensure value for money and propriety in the spending of donors’ 

money;  

b) enable services to be delivered effectively and efficiently; and 

c) ensure that Barnardo’s is not exposed to unnecessary risk and 

likelihood of challenge arising from a tendering activity. 

3.2 Where a Director is indicated in these Rules this means the relevant 

person with departmental responsibility e.g. a Corporate Director, who 

may delegate the responsibility to a deputy. 

3.3 Any reference to a particular Band means those thresholds set out in 

Appendix A to this document. 

3.4 Wherever possible Barnardo’s shall seek to collaborate with other charities 

with a view to maximising procurement power to put in place joint 

contracts. 

 

4. Appoint a Person in Charge 

4.1 Each Director shall appoint at an early stage in the process prior to letting 

a contract an employee as the Contract Officer (CO) to be responsible for 

compliance with these Rules. 

4.2 In dealing with any matter concerning a contract or proposed contract, the 

CO shall:  

a) comply with all legal requirements, the Procurement Policy, the 

Financial Policy Manual, these Rules and accompanying 

Procurement Guidance; 
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b) ensure that sufficient budget has been allocated to carry out the 

procurement and to pay for the contract when let; 

c) ensure that strict impartiality is maintained and shown to be 

maintained throughout the procurement; 

d) not intentionally under- or over-estimate values or divide potential 

contracts into separate parts in order to avoid applying the Rules;  

e) where it is thought that it may be beneficial to Barnardo’s to split a 

requirement into smaller contracts the Head of Procurement’s prior 

permission must be obtained; 

f) ensure that no quotation or tender is accepted unless it is the 

Lowest Tender or the Most Economically Advantageous Tender, i.e. 

best on quality and price; 

g) Ensure due diligence checks are carried out to confirm that the 

proposed supplier is bona fide and has the skills, knowledge and 

ability necessary to supply the goods, works or services; 

h) ensure that Barnardo’s’ interests are always protected;  

i) comply with any advice or guidance given by the Head of 

Procurement, Legal Counsel, the Corporate Director of Finance and 

Resources, external legal advice, or the professional advice of any 

other appropriate Director or Head of Service.  Where conflicting 

advice is given, the CO shall inform the Corporate Director of Finance 

and Resources who shall convene a meeting of the relevant staff to 

resolve the issue. 

i) ensure that, except as provided for in the Rules, all contracts are in 

writing. 

 

5. Highest Ethical Conduct 

5.1 In dealing with any matter concerning a contract or proposed contract, the 

CO shall have regard to the provisions of the Staff Code of Conduct  and 

Declaration of Interests in the Employee Handbook and the CIPS Code of 

Ethics set out in Appendix B, particularly those related to undertaking 

private work, pecuniary interest in contracts, canvassing and the 

acceptance of improper reward.  Declaration forms must be up-to-date 

prior to the commencement of any tendering exercise. 

5.2 The CO is responsible for ensuring that all members of the team procuring 

the contract are up-to-date with their Declarations, or, where a member 

of the team is not directly employed, has completed a Declaration of 

Interest and Confidentiality Agreement.  

 

6. Budget Must Be Available 

http://b-hive.barnardos.org.uk/Interact/Pages/Content/Document.aspx?id=8868
http://livelink.barnardos.org.uk/otcs/llisapi.dll?func=ll&objId=294786326&objAction=viewheader
http://livelink.barnardos.org.uk/otcs/llisapi.dll?func=ll&objId=294786326&objAction=viewheader
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6.1 Every contract must have a pre-agreed budget allocated prior to 

commencement of the tendering or quotations process. 

6.2 Before the contract is awarded, the CO must check that the budget is still 

available and sufficient.  

 

7. Procurement Process to be Followed  

7.1 Where there is an existing corporate contract that must be used to place a 

purchase order for the requirement. 

7.2 Where there is a framework contract that Barnardo’s may access then that 

is preferred for all procurements.  Any deviation from this default position 

in the case of a Band 4 procurement must be explained in an Procurement 

Business Case.   

7.3 If two or more frameworks exist for the same need then they must be 

compared and the framework that best meets Barnardo’s needs should be 

selected. The rules of the framework arrangement must be followed to 

obtain the best value option for Barnardo’s including direct appointment 

where this is an option. 

7.4 Band 1 

For goods, services or works within Band 1, only one written quotation is 

required, although the CO must ensure that value for money is obtained 

and carry out due diligence on the proposed supplier.  A quotation may be 

from a supplier's catalogue, or obtained from a supplier.  If the CO 

considers it appropriate he/she may obtain competitive quotations 

voluntarily.  A record must be kept of any quotations obtained for audit 

purposes. No contract is necessary and the contract will be by issue of a 

Purchase Order that refers to Barnardo’s Terms and Conditions, unless the 

CO thinks that a contract will give Barnardo’s added necessary protection.   

7.5 Band 2 

For goods, services or works falling within Band 2 at least two competitive 

quotations must be obtained.  A quotation may be invited informally, 

though it must be obtained in writing and retained for audit purposes.  A 

quotation may be from a supplier's catalogue, or obtained individually 

from a supplier using Barnardo’s contract Terms and Conditions.  No 

contract is necessary and the contract will be by issue of a Purchase Order 

referring to Barnardo’s Terms and Conditions, unless the CO thinks that a 

formal contract will give Barnardo’s added necessary protection due to the 

nature of what is being procured.  Alternatively, a formal tender process 

may be followed at the CO's discretion.   

7.6 Band 3 

For goods, services or works falling within Band 3 at least three 

competitive quotations must be obtained using the eProcurement system.  

http://livelink.barnardos.org.uk/otcs/llisapi.dll?func=ll&objId=295900419&objAction=viewheader
http://livelink.barnardos.org.uk/otcs/llisapi.dll?func=ll&objId=295900419&objAction=viewheader
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A signed contract is necessary.  Alternatively, a formal tender process 

may be followed at the CO's discretion.  

7.7 Band 4 

For goods, services or works falling within Band 4, an Authority to Procure 

Business Case must be submitted to the Procurement Board for 

agreement to the procurement strategy.  Formal tenders or initial 

responses to an invitation to negotiate must be obtained by open 

advertisement using the e-Procurement system unless an approved 

Framework Contract is to be utilised.  Where the rules of the Framework 

allow, then the e-Procurement system must be used for any direct award 

or mini-competition. The tenders must be evaluated and an Award of 

Contract Report submitted to the Procurement Board for Agreement.  A 

signed or sealed contract is required. 

 

8. Valuation of Contract  

8.1 When establishing the value of the proposed contract, you must consider 

the following: 

a) any Value Added Tax that can be reclaimed must be excluded, 

b) include the cost of any option, e.g. to extend the contract term, 

c) the full cost payable for the contract term if the term is 48 months 

or less, 

d) if the contract is indefinite, or for longer than 48 months then the 

anticipated monthly cost multiplied by 48 is the estimated value 

e) for goods, the Whole Life Cost of the asset. 

8.2 For a renewable or series of contracts (i.e. when placing repeat orders) 

either  

a) aggregate the value of the same type of goods or services 

purchased over the previous financial year and adjust for any 

forecast increase or decrease in quantity; or 

b) estimate the value of the same type of goods or services to be 

purchased over one year and multiply by the intended duration of 

the contract; 

c) for goods, also take account of the whole life costs. 

8.3 Note that contracts must not be split up to avoid the application of a 

particular Band as set out in Appendix A. 

 

9. Tender Documentation 

9.1 For every contract where the value falls within Bands 2, 3 or  4, there must 

be a written specification or brief, which must: 
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a) be appropriate for the type of procurement process and contract to 

be entered into; 

b) set out the required quality and/or performance standards or 

outputs; and 

c) be suitable to be used to assist in evaluating quotes or tenders 

received and in monitoring the contract. 

9.2 Every works, service or supplies contract terms and conditions must be a 

standard Barnardo’s contract without amendment or be agreed by Legal 

Counsel.  

9.3 In the case of works contracts relating to a project which has an estimated 

total value exceeding £500,000 or which is complex or unusual, unless 

exceptionally, the Chief Executive in consultation with Legal Counsel and 

the Company Secretary agree otherwise, to require an appropriate 

financial guarantee (Parent Company or Performance Bond) as determined 

by the Corporate Director of Finance and Resources, to be put in place 

prior to the commencement of the works. 

9.4 Every service or works contractor shall have: 

a) Employers’ Liability insurance at a minimum cover level of £5 

million; 

b) Public Liability insurance at a minimum cover level of £10 million, 

and  

c) Professional Indemnity insurance at an appropriate level for the 

contract under consideration which must be agreed in advance by 

the Head of Procurement and Insurance Officer who shall consult 

with professional advisors as appropriate (and the Head of Property 

and Facilities Management where property-related projects are 

concerned). 

A supplier or goods, instead of Professional Indemnity insurance, shall 

have Product Liability insurance. 

Other insurances may be relevant to the contract being procured (e.g. 

Digital Asset insurance, etc.) and Barnardo’s Insurance Officer must be 

consulted. 

9.5 The tender pack shall include Instructions setting out the tender or 

negotiation process, how the tenders will be evaluated and a Form of 

Tender for completion and return by the tenderers.   Where a negotiated 

process is being followed, then there may be more than one iteration of the 

Form of Tender. 

 

10. Supplier (Tenderer) Selection and Evaluation Criteria 

10.1 For all contracts adequate due diligence checks as to the firm’s financial 

standing, health and safety policy and procedures, approach to Equal 
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Opportunities, diversity, modern slavery, and competence in the work, 

service or supply required must be carried out.  The CO must consider 

whether any other checks are appropriate because of the nature of the 

contract and if so, arrange for such checks to be undertaken. 

10.2 All suppliers (including those for a single quotation) must be vetted to 

establish that:  

a) the provided address actually exists. 

b) they have a land line telephone number. 

c) if a company; that they are currently registered with Companies House 

as “Active” 

d) have been tested as to their competence in the particular category of 

work, service or supply that is required; 

10.3 Where Band 2, 3 or 4 applies, all suppliers must: 

a) have demonstrated a satisfactory business financial stability with at 

least two year’s financial accounts, unless otherwise agreed in 

writing by the Corporate Director of Finance and Resources;  

b) have provided responses to approved questions including their 

insurances, compliance with equal opportunities and diversity 

legislation, modern slavery, and sustainability policy; and 

c) have provided evidence of their health and safety record and 

compliance with Health and Safety legislation (in consultation, as 

necessary, with relevant in-house professional staff). 

10.4 Where a firm does not have two years accounts, but is otherwise 

satisfactory, the firm may be accepted, however, they will be subject to a 

maximum limit of £10,000 for any one contract and may only be awarded 

one contract at a time. 

10.5 Firms from public sector purchasing organisation frameworks, or a 

Barnardo’s Select List for the requirement, or which have been vetted by 

Barnardo’s for a similar requirement and found satisfactory within the 

previous 3 months are deemed satisfactory. 

10.6 Firms which will be carrying out services or work on premises where 

children are likely to be present must be required to have current 

Disclosure and Barring Service checks carried out on their staff. 

 

11. Tender Evaluation Criteria and Evaluation Process 

11.1 The evaluation of both quotations and tenders must be carried out in a fair 

and transparent manner.   

11.2 For most quotations in Bands 1 and 2 it would normally be expected that 

the lowest price would be accepted.  If the lowest quotation is not to be 
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accepted, the reasons for that decision must be documented by the CO 

and retained for audit purposes. 

11.3 The main criteria for award for procurements in Band 3 or 4 may be either 

Lowest Price or Most Economically Advantageous (a combination of price 

and quality criteria) Quotation or Tender, as the CO considers appropriate 

for the contract. 

11.4 As part of the preparation for inviting formal tenders, the evaluation 

criteria and any weightings which are to be attached to an individual 

criterion and, so far as reasonably practicable, establishing their ranking, 

must be identified by the CO in writing and in every case, prior to receipt 

of tenders.   

11.5 The evaluation criteria and any ranking or weighting of them shall be 

supplied to prospective tenderers as part of the Tender Documentation.   

11.6 Tender evaluation criteria which have been provided may not be changed 

without informing the tenderers of the changes.  Extra time for returning 

their tender should be considered if such changes are made. 

11.7 In the absence of specific contractual provision (including conditions of 

tender) all tenders must be evaluated on the basis of their tendered price.   

11.8 The Form of Tender is the legal document which makes the offer that 

Barnardo’s will accept or not.  Where the price on the Form of Tender 

differs from the total of the detailed tender breakdown, the tenderer must 

be advised of this.  Obvious errors in a tender price, whether found by the 

tenderer or by the CO, must be corrected with the agreement of both 

parties and a written record made of the change(s) together with their 

reasons. The corrected sum must be used for the evaluation. 

11.9 No tender shall be automatically rejected merely on the basis of an 

extremely low price.  Where an extremely low price has been tendered, 

the reasons for such low price must be established. 

11.10 Providing that the Invitation to Tender stated that a such a process may 

occur (i.e. an Invitation to Negotiate is used), following evaluation of the 

initial responses against the pre-established criteria, in consultation with 

the relevant Director and Head of Procurement, the CO may formally 

explore with the preferred tenderers  options for service provision, and or 

achieving price savings whilst maintaining quality, which will maximise the 

potential benefits to Barnardo’s.  Following negotiation rounds, the 

preferred tenderers shall then be invited to submit their best and final 

offers via a second Form of Tender. 

 

12. Receipt, Security, Opening and Retention of Tenders 

12.1 Directors must make auditable arrangements for the receipt, custody, 

opening and witnessing of all competitive tenders to give confidence to all 
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parties that the opportunities for malpractice are minimised.  Use of an e-

procurement system meets this requirement. 

12.2 If an agent or consultant is used to undertake the tendering process on 

behalf of Barnardo’s then that agent or consultant must adhere to these 

rules. 

12.3 Where no e-procurement system exists, and paper Tenders are requested, 

receipt, custody and opening of formal tenders must be handled through 

an independent employee (someone not involved in the tender process) 

and by the Head of Procurement within the Barnardo’s Head Office.  

Relevant information including the submission deadline must be passed to 

the independent employee or Head of Procurement at the time of issuing 

the invitation to tender or negotiate.  

12.4 The tenderers must be informed of the rules related to receipt of tenders.  

For paper-based tenders, primarily these relate to the use of sealed, 

unmarked envelopes/ labels and the time and place for delivery. 

12.5 A tender received after the date and time specified in the invitation to 

tender must not be opened before the decision is made whether or not to 

consider it.  A late tender must not be considered if the Invitation to 

Tender (ITT) did not allow acceptance of late tenders.  If the ITT did allow 

late tenders, then the CO in consultation with the Head of Procurement 

and/or Legal Counsel, and the Director responsible must be satisfied that 

it was despatched in reasonable time for delivery by the specified time 

and to the specified place. 

12.6 Any unacceptable tender will be opened by the independent person or 

Head of Procurement, but only to identify the tenderer and inform them of 

the reasons for non-acceptance.  Any appeal by the tenderer may be 

considered by the Head of Procurement and Legal Counsel.   

12.7 Any unacceptable tender document shall not be evaluated and shall be 

retained by the independent person pending any appeal by the tenderer 

and its outcome until such time as the tender has been awarded.  It shall 

then be stored with the other unsuccessful tenders. 

12.8 The CO must check that tenders are compliant with the Tender terms and 

conditions (e.g. arrived on time and Form of Tender signed) before 

submitting the compliant tenders for evaluation.  The CO should also 

check if tenderers have submitted terms of business that might qualify the 

bid (procurement/legal advice may be necessary) and therefore make it 

unacceptable. 

12.9 All procurement documents must be retained as set out in F1.12 Retention 

of Financial Documents. 

12.10 No details may be disclosed of the identity or details of other tenders to 

any tenderer and no tender prices may be disclosed to any tenderer prior 

to contract award. Anonymised prices may be disclosed as part of any 

feedback to tenderers after contract award. 
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13. Tender (Quotation) Award Report 

13.1 No quotation or tender can be accepted unless the decision-maker has 

considered a written contract award report describing the following. For 

quotations, this may be in the form of an email providing the details set 

out in the Contract Award Request Email Pro Forma.  For contracts falling 

within Band 4, a Contract Award Report must be submitted to the 

Procurement Board for approval.  

a) The procurement process that has taken place (in accordance with 

the Rules); 

b) the relevant characteristics of the quotations or tenders including 

any relevant correspondence with the tenderers; 

c) any requirements specified by the Head of Procurement, and/or 

Legal Counsel;  

d) in accordance with the pre-determined criteria, the recommended 

tender is the lowest tender or the most economically advantageous 

(i.e. considering both quality and price) tender; 

e) the cost, having regard to the pre-tender estimate is fair and 

reasonable; 

f)  that budget provision is available; 

g) appropriate contract terms and conditions are in place; 

h) any risks associated with the tender have been considered and the 

mitigation which will be put in place, where appropriate. 

13.2 Subject to compliance with Rule 13.1 the relevant decision-maker may 

accept a quotation or tender in accordance with the scheme set out in 

F1.2  Authorisation Limits Contracts Expenditure and Invoices Policy  

 

14. Contract Documentation Signing, Sealing and Storing 

14.1 A contract document shall, as a minimum, consist of the specification for 

the goods, works or supplies and terms and conditions of contract. 

14.2 Once the appropriate procedure for deciding to accept a quotation or 

tender has been completed, a decision-maker may sign contracts in 

accordance with the scheme set out in F1.2 above. 

14.3 For any value of contract where the Director considers that there is a 

possibility due to the nature of the services performed or supplies 

provided that legal proceedings may need to be taken against a supplier 

or contractor later than six years from the date of the end of the contract, 

they should pass the contract document to the Company Secretary for the 

contract to be sealed. 

http://livelink.barnardos.org.uk/otcs/llisapi.dll?func=ll&objId=296326952&objAction=viewheader
http://b-hive.barnardos.org.uk/Interact/Pages/Content/Document.aspx?id=2346
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14.4 In the following circumstances contracts must be sealed to provide added 

protection. 

a) The contract is for works; 

b) The contract has no monetary consideration e.g. collateral 

warranty, parent company guarantee, etc. 

14.5 For all contracts over Band 1 all pages of the contract, including the terms 

and conditions and appendices shall be scanned and filed electronically in 

the Corporate Contract Register.  This is in addition to any other local 

requirements. 

14.6 All signed or sealed contracts, or copies of contracts where Barnardo’s 

does not hold the original, should be retained in a safe, preferably 

fireproof, place for future reference. 

14.7 Any Variation Agreements or letters must be kept with the original 

contract. 

 

15. Contract Register 

15.1 The Corporate Director of Finance and Resources through the Head of 

Procurement must ensure that a Barnardo’s-wide register is maintained of 

all third party contracts where the value is greater than £5000.   

15.2 All Directors are responsible for ensuring that the details of their third 

party contracts are entered and scanned pdf copies are uploaded to the 

corporate Contract Register system.  Directors shall also ensure that all 

additional contract documents such as variations, extensions or novations 

and the like, are similarly registered and uploaded. 

 

16. Contract Management and Monitoring 

16.1 For every ongoing contract with a value within or over Band 3 the budget 

holder shall ensure that a Contract Manager (CM) is appointed. The CM 

shall ensure that a contract management plan is put in place to get 

continuous performance improvement, deliver more innovative and 

sustainable services and supplies which anticipate future needs as well as 

reacting to situations that arise and that the goods or service provision or 

works are monitored against the specification. 

16.2 For such contract the CM shall:  

a) ensure that effective management arrangements are in place to 

secure optimum delivery of the contract; 

b) in consultation with the finance colleagues and with legal advice as 

appropriate, deal with all matters arising from the management of 

the contract including delays or claims by contractors; and 



 

Procurement Rules  Page 15 of 27  V.1.2  12/18 
 

c) keep records of the evaluation of the contractor’s performance at 

intervals specified in the contract or as appropriate to the contract 

type. 

d) ensure that the relevant insurances, memberships, qualifications, 

etc. of the contractor are up-to-date throughout the term of the 

contract on Barnardo’s contract management system. 

16.3 For contracts valued up to and including £100,000 no formal contract 

performance management reporting is required.  However, for contracts 

valued at £25,000 and above contract managers must manage the 

contract’s service delivery, administration and supplier relationship 

management using Barnardo’s contract management system.  

16.4 For Band 4 contract values a contract performance management (benefits 

realisation) report must be submitted to the Procurement Board after one 

year of operation and then annually until the end of the contract or at the 

end of the contract if the contract term is less than one year. 

16.5 All complaints from third parties against contractors by members of the 

public shall be dealt with in accordance with Barnardo’s’ complaints 

procedure. 

 

17. Variations to Contract 

17.1 All variations (excluding those related to building works contracts which 

are governed by the terms of the works contract) made to a contract must 

be properly authorised, recorded in writing and signed in accordance with 

the scheme set out in F1.2  Authorisation Limits Contracts Expenditure 

and Invoices Policy  according to the total value of the original contract 

and the variation.  In the case of building works contracts variations on 

the prescribed forms for the type of building works contract used may be 

issued by the authorised project manager. 

17.2 The signed Variation must be uploaded to the Contract Register and the 

Contract Register details amended, if appropriate, except where such 

variations are made to construction contracts as part of the normal 

operation of such contracts.  

 

18. Extensions 

18.1 An extension is a specific type of contract variation.  Where the total value 

of the extension and the original contract falls below Band 4, a Director, in 

consultation with the Head of Procurement, and Legal Counsel if 

appropriate, may extend the period of an existing service or supplies 

contract once, if all the following criteria are met: 

a) a more economically advantageous arrangement is unlikely to be 

obtained from re-tendering; 

http://b-hive.barnardos.org.uk/Interact/Pages/Content/Document.aspx?id=2346
http://b-hive.barnardos.org.uk/Interact/Pages/Content/Document.aspx?id=2346
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b) the existing contract was let after obtaining competitive quotations 

or tenders in accordance with the Rules; 

c) the contractor’s performance under the existing contract has been 

satisfactory; 

d) the extension does not exceed one year or the original contract 

period whichever is less; 

e) all the terms of the existing contract, except its period, remain 

unchanged. 

18.2 Any other extension of a contract (except one for which the contract itself 

provides) which does not fulfil the criteria in Rule 18.1 must be approved 

by the Procurement Board before agreement by the decision-maker as set 

out in F1.2 where 

a) the contract is for supplies and/or services and the total value of 

the contract, including the proposed extension, will exceed the 

original contract value by 20% or more; 

b) where the contract is for works and the total value of the extension 

(or a variation or sequence of variations) will exceed the original 

contract value by 10% or more. 

 

19. Waivers and Exemptions 

19.1 Quotations above Band 1 and all formal tenders must be invited on a 

competitive basis unless one or more of the special circumstances below 

applies, and the Head of Procurement has been consulted (except where 

Criterion A applies). 

19.2 The five special circumstances are:  

Criterion A:  Emergency services, supplies or work is required (e.g. to protect life or 

property against immediate threat or to maintain the functioning of 

Barnardo’s’ services) and the nature of the emergency does not permit 

the invitation of a written tender and 

a) the CO obtains an oral tender (or, if that too, is impractical, an 

oral indication of the likely price) and is satisfied that 

Barnardo’s will obtain value for money;  

b) only work to deal with the immediate emergency (i.e. make safe, 

wind and watertight) is procured; and 

c) the terms of the contract are confirmed in writing to the 

contractor within 24 hours of any oral order being placed; 

provided that such a contract shall not exceed a period of 18 months. 
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Criterion B:  The works, goods or services are only available from one supplier due 

to one of the following; 

a) the goods or materials to be purchased are proprietary 

articles, or repairs to proprietary articles, sold at fixed price 

and no reasonable alternative is available, or 

b) where a change of supplier would oblige Barnardo’s to acquire 

supplies having different technical characteristics which would 

result in either incompatibility or disproportionate technical 

difficulties in operation and or maintenance where the 

additional contract duration is for a maximum of 3 years; or 

c) the goods are manufactured by only one manufacturer, or 

d) the services are provided by only one supplier, or 

e) the price of the goods or materials is wholly controlled by a 

Trade Organisation or Government Order and no satisfactory 

alternative is available; 

provided that in c) or d) no reasonable alternative or substitute 

exists and the absence of competition is not the result of an 

artificial narrowing down of the parameters of the procurement. 

Criterion C:  The works, goods or services needed are to be provided via a 

consortium or purchasing organisation acting on behalf of, or 

including, public bodies where the supply arrangements have 

already been subject to valid competitive tender and the CO 

considers that a more economically advantageous arrangement is 

unlikely to be obtained by undertaking competitive tendering; 

Criterion D:  It can be demonstrated that it is overwhelmingly in the best 

interests of Barnardo’s to let a contract without competition 

because:  

a) the supplies are quoted and purchased on a commodity 

market, or  

b) the purchase of the supplies or services is on particularly 

advantageous terms from a supplier definitively winding up 

their business activities or from a liquidator in an insolvency 

procedure, arrangement with creditors, etc. 

Criterion E:  periodic payments such as for utilities where there is only one provider 

in a particular area (e.g. mains water for domestic premises or 

sewerage). 

19.3 Except for Criterion A, on a written application from the appropriate 

Director, the Procurement Board following consultation with the Corporate 

Director of Finance and Resources, Head of Procurement and Legal 

Counsel may agree to temporarily waive, suspend or change any provision 

of the Rules or temporarily waive a Procurement Policy requirement.   
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19.4 An application under Criterion A may be approved by the Corporate 

Director of Finance and Resources following consultation with the Head of 

Procurement, such application will be reported to the next Procurement 

Board. 

19.5 The Head of Procurement shall keep records of all such applications and 

shall report any such application and the outcome on a semi-annual basis 

to the Barnardo’s Finance and Audit Sub-committee. 

 

20. Unsuccessful Tender or Quotation Process 

20.1 Where, having gone through a formal Tender or Quotation Process (where 

no negotiation has taken or was planned to take place) and there are no 

bids, or it has been decided that all the bids are either irregular or 

unacceptable, then, the CO, following consultation with and agreement of 

the Head of Procurement, may decide to re-commence the tender process 

or to approach all the tenderers or quotees not involved in collusion or 

corruption, and negotiate with them, providing that there are at least two 

and the initial conditions of the contract are not substantially altered.   

 

20.2 Irregular tenders or quotations are those:  

a) That do not comply with the procurement documents, 

b) Which were received late, 

c) Where there is evidence of collusion or corruption, or 

d) Which have been found by the CO to be abnormally low. 

 

20.3 Unacceptable tenders or quotations are those:  

a) That have been submitted by tenderers which do not have the 

required qualifications, or 

b) whose price exceeds the budget as determined and documented prior 

to the launching of the procurement procedure. 
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APPENDIX A – FINANCIAL BANDS 

 

For Barnardo’s, the procurement requirements at different financial 

bands are summarised below: 

 

Requirement  Financial Band 

Obtain one 

written  quote; 

must show vfm 

1 Up to and including £5000 

Obtain at least 2 

written quotes 
2 £5001 up to £25,000 

Obtain at least 3 

written quotes 
3 £25,001 up to £100,000 

Follow an open 

competitive 

tendering process 

4 Above £100,000 

 

NB These bands exclude VAT unless it is unrecoverable.  
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APPENDIX B – CIPS Code of Ethics 

 
Principles 

 

Staff shall always seek to uphold and enhance the standing of the Purchasing 
and Supply profession and will always act professionally and selflessly by: 

(a) maintaining the highest possible standard of integrity in all their 

business relationships both inside and outside the organisations 
where they work; 

(b) rejecting any business practice which might reasonably be deemed 
improper and never using their authority for personal gain; 

(c) enhancing the proficiency and stature of the profession by acquiring 
and maintaining current technical knowledge and the highest 
standards of ethical behaviour; 

(d) fostering the highest possible standards of professional competence 
amongst those for whom they are responsible; 

(e) optimising the use of resources which they influence and for which 
they are responsible to provide the maximum benefit to their 

employing organisation; 

(f) complying both with the letter and the spirit of: 

i. the law of the country in which they practise; 

ii. Institute guidance on professional practice; 

iii. contractual obligations. 

 
Members should never allow themselves to be deflected from these principles. 

 

Guidance 

In applying these principles, members should follow the guidance set out 
below: 

1. Declaration of interest – Any personal interest which may affect or be 
seen by others to affect a member’s impartiality in any matter 

relevant to his or her duties should be declared. 

2. Confidentiality and accuracy of information – The confidentiality of 
information received in the course of duty should be respected and 

should never be used for personal gain. Information given in the 
course of duty should be honest and clear. 

3. Competition – The nature and length of contracts and business 
relationships with suppliers can vary according to circumstances. 
These should always be constructed to ensure deliverables and 

benefits. Arrangements which might in the long term prevent the 
effective operation of fair competition should be avoided. 

4. Business gifts – Business gifts, other than items of very small intrinsic 
value such as business diaries or calendars, should not be accepted. 
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5. Hospitality – The recipient should not allow him or herself to be 
influenced or be perceived by others to have been influenced in 

making a business decision as a consequence of accepting hospitality. 
The frequency and scale of hospitality accepted should be managed 

openly and with care and should not be greater than the member’s 
employer is able to reciprocate. 

 

Decisions and Advice 
When it is not easy to decide between what is and is not acceptable, advice 

should be sought from the member’s supervisor, another senior colleague or 
the Institute as appropriate. Advice on any aspect of the Code is available 

from the Institute. 

 

This Code was approved by the Council of CIPS on 16 October 1999 
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APPENDIX C - GLOSSARY 

Agency Agency is a specific legal term where the first organisation 

procures a second organisation to carry out services for it as 

though it were the first organisation.  The first organisation 

may have Procurement Rules, Regulations (Contract 

Standing Orders) and policies, etc. which the second 

organisation must follow. 

Agreement A legally binding contract with terms and conditions between 

the parties.  Another word for a contract. 

Approved List A list of firms that have completed and passed a due 

diligence evaluation. 

Audit trail A system generated or paper evidence showing how, when, 

by whom and why certain processes were carried out 

Award The issue of a contract or an order to a supplier. 

Award Criteria The criteria that will be used to identify the successful 

quotation or tender 

Terms and 

Conditions 

Barnardo’s standard terms and conditions of contract as set 

out on the internet site 

Bond See Performance Bond 

Brief A description of the professional or specialist services 

required. 

Business 

Questionnaire 

A questionnaire used to specifically test firms to ensure they 

are fit and able to provide the services, supplies or works 

required before they are invited to tender.  Also called a 

Selection Questionnaire, a Pre-tender or Pre-Qualification 

Questionnaire or a Request for Information, though the 

latter may also ask for initial characteristics and indicative 

pricing 

Call-off Contract Another name for a framework agreement, but also used to 

describe a contract for a specified need let under the 

provisions of a framework agreement.   

Candidate Used to describe a supplier which is invited to or has 

completed a Business Questionnaire in a two-stage tender 

process 

Commissioning The process of specifying, securing and monitoring services 

to meet people’s needs at a strategic level. 

Consultant means a person, firm or company engaged to provide 

professional services or as an expert or specialist in a 

particular field. 
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Contract means an agreement made between Barnardo’s (or any 

subsidiary) and one or more persons (i.e. a Supplier) which 

is intended to be enforceable at law, and is constituted by 

the acceptance by one party of an offer made to him/her by 

the other party to do or abstain from doing some act, 

whether such offer and acceptance are made orally or in 

writing. 

Contract Notice A formal notice placed on a procurement portal such as 

Contracts Finder or the Scottish or Irish equivalent, or OJEU 

advertising a tender opportunity 

Contract Officer 

(CO) 

the person appointed by a Director or his/her delegated 

manager to be responsible for the proper letting of a 

contract 

Contractors(s) Includes any sole trader, partnership or company (limited or 

public limited) or any duly incorporated trade, professional 

or commercial body. 

Contract Manager the person appointed by a Director or his/her delegated 

manager to be responsible for the proper management of a 

contract 

Corporate 

Contract 

Contracts put in place for use Barnardo’s-wide, such as for 

stationery or printing.   See full list on the intranet. 

Director The Director or Assistant Director responsible for a specific 

area of operation procuring the goods, works or services or 

any officer authorised on his/her behalf to procure goods, 

works or service on his/her behalf.   

Emergency work Work which may include the supply of goods, the provision 

of works or services of any description the necessity for 

which could not reasonably have been foreseen and which is 

required to alleviate or eradicate the effects or potential 

effects of any emergency or disaster which involves or is 

likely to involve risk of serious injury or danger to health or 

life or serious damage to or destruction of property or to 

prevent key operations. 

EU Procurement  Means the European Union Procurement Directives which 

have been enacted as Regulations as part of UK competition 

legislation; principally, The Public Contracts Regulations 

2015 and The Public Contracts (Scotland) Regulations 2015 

as amended.  Specific rules and timescales apply together 

with sanctions (including fines) if a procurement process is 

successfully challenged. 
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Evaluation A detailed assessment and comparison of supplier or bid 

characteristics as set out in quotations or tenders to enable 

a shortlist or a preferred supplier to be identified  

Framework 

agreement 

An agreement between two parties setting out the terms and 

conditions for the supply of an unspecified amount of a 

product, service or works over a specified period.  There 

may be one, or usually, more than two, firms on a 

framework.  The Framework documentation sets out how 

firms may be selected if there are more than two firms from 

which to select or how to make a direct award. 

ITN An invitation to negotiate.  A document inviting a firm to 

formally bid to provide services or works, where there is 

some scope for a variety of ways of performing the 

requirement, which will be established by fair negotiations 

with all the tenderers.   

ITT An invitation to tender – a document inviting a firm to 

formally bid to provide goods, services or works which sets 

out the rules around submitting the tender 

Letter of 

Acceptance or 

Letter of Award 

A letter that creates an immediate binding contractual 

relationship between the Barnardo’s and the successful 

Tenderer prior to entering into a formal contract 

Letter of intent A letter informing a successful Tenderer that it is Barnardo’s 

intention to enter into a contract with her/him in the future, 

but creates no liability in regard to that future contract 

Method Statement A document in which the firm tendering or quoting describes 

how the goods, works or services will be delivered. 

Most economically 

advantageous 

tender (MEAT) 

This term means the quote or tender that will provided the 

greatest benefit or best value for money, that is, the best 

combination of the price and the quality issues relating to a 

contract (e.g., delivery timescale, warranty, robustness, 

etc.). 

Parent Company 

Guarantee 

A legal guarantee required on award that ensures that the 

parent company will meet any costs of maintaining levels of 

service and/or the cost of re-letting the contract in the event 

of the subsidiary company being unable to meet the 

requirements of the contract. 

Performance Bond An insurance policy, normally taken out by the contractor.  If 

the contractor does not do what they were contracted to do, 

then Barnardo’s may claim the sum of money specified to 

put the works right.  Note that the cost of the Bond is 

normally added to the bid price. 
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Preferred Supplier The firm (or firms) which have been through a procurement 

process and are likely to be awarded the contract subject to 

a final due diligence test and formal approval of the contract 

award.  

PQQ Pre-qualification Questionnaire (see Business Questionnaire) 

Present Value Net Present Value – as it is difficult to establish the cost of 

something in the future, use the current cost as an exemplar 

Procurement 

guidance  

A Guidance Manual on procurement including tendering, 

obtaining quotations and the application of the Rules  

Questionnaire See PQQ 

Quotation A formal offer to supply or purchase goods or materials, 

execute works or provide services at a stated price  

RfI Request for Information (see Business Questionnaire) 

RfP Request for Proposal – Same as an ITN 

RfQ Request for a Quotation – a document requesting quotes and 

setting out the rules around submitting a quotation. 

Select List The list made from participants which expressed an interest 

in a tender and completed a Business Questionnaire 

SME Small and medium-size enterprises – often used to mean 

local businesses 

Sourcing The researching and gathering of information on providers of 

products or services 

Specification A description of the requirement to provide a service, works 

or goods.  Good practice is to describe outputs or outcomes, 

though, rarely, input descriptions may be necessary. 

Sustainability The environmental and sustainable development issues that 

should be considered in an appropriate procurement exercise 

– e.g. the minimisation of travel costs for the supply of food 

Tender An offer made in writing by one party to another to execute, 

at an inclusive price or uniform rate, an order for the supply 

or purchase of goods, works or services, the details of which 

have been submitted by the second party, under a sealed 

bid and opened simultaneously with other offers relating to 

the same matter 

Tenderer A firm or person invited to submit a formal bid via an ITT or 

ITN 

Term Contract means any contract for a period of one year or more on a 

fixed pricing basis for maintenance and minor works to 

buildings contained in costed schedules of work. 
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Threshold The contract value at which different rules apply.  The  

Barnardo’s procurement threshold bands are set out in 

Appendix A.   

Total Cost of 

Ownership (TCO) 

Is an analysis that places a single value on the complete 

lifecycle of a purchase.  This value includes every phase of 

ownership: acquisition, operation, transportation, storage 

and the softer costs of change management that flows down 

from acquisition such as documentation and training.  Cf 

Whole Life Cost 

Total value The whole of the value or estimated value (in money or 

equivalent value) for a single purchase or a disposal 

calculated as follows: 

1. Where the contract is for a fixed period, by taking the 

total price to be paid or which might be paid during 

the whole of the period  

2. Where the purchase involves recurrent transactions 

for the same type of item, by aggregating the value 

of those transactions in the coming 12 months  

3. Where the contract is for an uncertain duration, by 

multiplying the monthly payment by 48  

4. For feasibility or pilot studies, the value of the scheme 

or contracts which may be awarded as a result  

5. Where VAT cannot be reclaimed to include that VAT 

6. Where goods are bought to include the whole life cost, 

i.e. to include the estimated cost of maintenance or 

supplies (e.g. MFD ink over the contract lifetime) 

7. For Nominated Suppliers and Sub-contractors, the 

total value shall be the value of that part of the main 

contract to be fulfilled by the Nominated Supplier or 

Sub-contractor 

Whole Life Cost This means the total cost of ownership of what has been 

purchased (usually goods/supplies) from beginning to the 

end of its lifecycle.  E.g. washing machine: include estimates 

of cost of electricity consumed, the cost of maintenance and 

repair cost, installation cost if not included in price, Present 

Value of disposal costs under the WEEE Regulations, etc.)  

Works Building construction, demolition, building maintenance (but 

not maintenance of equipment within the building) or civil 

engineering works. 
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