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Reg No:  Finance 1 
 
FINANCIAL ADMINISTRATION 

 

The Principal will be responsible to the Board of Governors to ensure that the College's Financial Regulations 

are observed. 

 
Terms of Reference of Finance and General Purposes Committee 
 
 

The committee shall consist of a minimum of four members of the Corporation and will in-

clude the Principal.  This committee will:- 

 

 consider and advise the Corporation on all aspects of the Corporation’s finances, finan-

cial policies, controls and strategy. 

 consider and make representations to the Corporation on the annual estimates and 

budgets of revenue and capital income and expenditure and other budgets. 

 consider, review and report on the periodic management accounts of the Corporation 

and of any subsidiary trading companies or other joint ventures 

 consider any proposed capital projects and advise the Corporation on their financial im-

plications 

 consider an make representations to the Corporation on the solvency of the Corporation 

and the safeguarding of its assets 

 consider and advise the Corporation on taxation issues  

 advise the Corporation generally on investments and borrowings and seek appropriate 

advice from external sources 

 propose tuition and other fees 

 assist the management of the College with all matters related to human resource man-

agement. Consider and make recommendations to the board for approval of policies and 

procedures in respect of all aspects of diversity including disability,  race/ethnicity, age, 

gender, sexual orientation or religion or cultural belief and monitoring their effectiveness 

 assist with negotiations with trade unions and professional associations 

 recommend to the Board, action associated with changes to pay and conditions of ser-

vice. 

 recommend the annual financial statements to the governing body for approval 

 In respect of the Barclays Bank Loan Facilities as approved by the Board on 7/01/09 and 

further confirmed on 11/02/09 to determine a loan policy and to take all decisions re-

quired in order to utilise the loan facilities including the fixing of interest rates, loan peri-

ods and notices of drawdown  

 In addition to above it was resolved on 9.3.10 in respect of the Barclays Loan facilities 

(£9.5m: 16.5m and overdraft facility of £3.5m) that this committee be authorised to take 

any actions for the benefit of the College which are not already provided for in the above 

TOR 

 To monitor closely the risk to the college of non achievement of contract income levels 

 To monitor closely the risk to the college of deterioration of financial health 

 To monitor closely the risk to the college of staffing performance issues 

 To monitor closely the risk to the college of IT systems and security 

 To assist in the monitoring of HBDCL 

 
                          

                                          The Corporation shall remain responsible for the approval of the annual estimates of income  

                                        and expenditure, ensuring the solvency of the Corporation and safeguarding its assets. 
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Terms of Reference of Audit Committee 

 

2.1.1. Audit Committee 

 

The committee shall consist of a minimum of four members of whom the majority must be 

members of the Corporation and of whom at least one member will have relevant finan-

cial/audit expertise.  Members of the Audit Committee will not be members of the Finance & 

General Purposes Committee and will not include the Chair of the Governing body, the Prin-

cipal and other senior post-holders. 

The Chair of the committee need not be a member of the Corporation provided that appropri-

ate reporting arrangements to the Corporation are put in place 

The Corporation Board and Search Committee will ensure that, when appointing members to 

the committee, the committee will maintain its independence and will include individuals with 

an appropriate mix of skills and experience to allow it to discharge its duties effectively. Col-

lectively, members of the committee should have recent relevant experience in risk man-

agement, finance and assurance. 

The role of the Audit Committee is advisory and it will not adopt an executive role. It will ad-

dress the adequacy and effectiveness of the Corporation’s systems of internal control and its 

arrangements for risk management, control and governance purposes.  The advice from the 

committee will primarily be formed through a consideration of the work of the Corporation’s 

internal audit service (IAS), its financial statements auditor (formerly known as the external 

auditor) and its funding auditor (formerly known as the ISR auditor). Notwithstanding this the 

committee has a right to investigate any activity within its terms of reference and to assess all 

the information and explanation it considers necessary, from whatever source, to fulfil its re-

mit 

The Audit Committee will: 

 

 advise the Governing Body on the adequacy and effectiveness of the Corporation’s sys-

tems of internal control and its arrangements for risk management, control and govern-

ance processes, and securing economy, efficiency and effectiveness (value for money); 

 advise the Governing Body on the appointment, reappointment, dismissal and re-

muneration of the financial statements auditor and the IAS and to establish that all such 

assurance providers adhere to professional standards 

 approve the terms of engagement of the external auditor                                          

 advise the Governing Body on the scope and objectives of the work of the IAS, the 

financial statements auditor and the funding auditor; 

 ensure effective co-ordination between the IAS, the funding auditor and the financial 

statements auditor including whether the work of the funding auditor should be relied 

upon for internal audit purposes; 

 consider and advise the Governing Body on the audit strategy and annual internal 

audit plans for the IAS; 

 advise the Governing Body on internal audit assignment reports and annual reports 

and on control issues included in the management letters of the financial statements au-

ditor (including their work on regularity) and the funding auditor, and management’s re-

sponses to these; 

 monitor, within an agreed timescale, the implementation of agreed recommenda-

tions relating to internal audit assignment reports, internal audit annual reports, the fund-

ing auditor’s management letter and spot-check reports and the financial statements au-

ditor’s management letter; 

 consider and advise the Governing Body on relevant reports by the NAO, the SFA, 

other funding bodies and where appropriate, management’s response to these; 

 establish, in conjunction with college management, relevant annual performance 

measures and indicators, and monitor the effectiveness of the IAS and financial state-

ments auditor through these measures and indicators and decide, based on this review, 

whether a competition for price and quality of the audit service is appropriate; 
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 produce an annual report for submission before the statement of corporate govern-

ance and internal control in the annual accounts is signed to the Governing Body and 

accounting officer, including a summary of work undertaken by the committee during the 

year, which should include the committee’s advice on the effectiveness of the College’s 

risk management, control and governance processes ,solvency of the institution and 

safeguarding of its assets and any significant matters arising from the work of the IAS, 

the funding auditors and the financial statements auditor. It will also include the commit-

tee’s view of its own effectiveness and how it has fulfilled its terms of reference; 

 oversee the corporation’s policies on  fraud, irregularity and whistleblowing and en-

sure that they are properly followed up and outcomes reported to the audit committee, 

external auditor and that all significant cases of fraud or suspected fraud or irregularity 

are reported to the appropriate funding body;  

 be informed of all additional services undertaken by the IAS, the financial state-

ments auditors and the funding auditors and inform the corporation of any additional ser-

vices provided by the financial statements, regularity and other audit and assurance pro-

viders and explain how independence and objectivity were safeguarded 

 develop and implement a policy on the engagement of the external auditor to supply 

services other than financial statements and regularity audit taking into account relevant 

ethical guidance. 

 Recommend the annual financial statements to the Governing Body for approval. 

 Determine which aspects of risk should be delegated to the various committees and 

carry out that delegation 
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Reg No:  Finance 2 
 
PREPARATION OF BUDGETS – ESTIMATED INCOME & EXPENDITURE 

 
General 

The timetable for the preparation of both the capital and revenue budgets will be determined by management, 

with the advice of the Finance and General Purposes Committee and approved funding bodies. The capital 

and revenue budgets will be prepared by the Principal for consideration by the Finance and General Purposes 

Committee and for subsequent submission to the Board of Governors for consideration and approval. The 

main vehicle for the preparation and reporting of revenue and capital budgets will be the annual update to the 

3 year financial plan.  However, budgets will be prepared in conjunction with curriculum plans to ensure that 

contract values are met and school contributions are sufficient to ensure a balanced budget. 

 

Both the capital and revenue budgets will take into account any limitations on the use of funds imposed by the 

relevant funding bodies. 

 
Revenue 

The estimates will be presented under main heads of account as determined by the Board of Governors from 

time to time, having regard to the requirements of relevant funding bodies. 

 
Virement 

The Finance and General Purposes Committee, through a scheme of delegation to the Principal, may as 

appropriate transfer sums between projects in the capital budget or between any main heads of account 

within the revenue budget as approved by the Board of Governors. 

 

The exercise of virement will however be subject to any limitations on the use of funds imposed by the 

relevant funding bodies. 

 
Budget preparation 

The Principal is responsible for the preparation of annual estimates of income and expenditure.  The annual 

estimates shall be considered in detail by the Finance and General Purposes Committee before consideration 

and final approval by the Board of Governors. 

 

The annual estimates and the Finance and General Purposes Committee’s recommendation will be presented 

by the Principal to the Board in a form approved by the Board and in accordance with a timescale determined 

by them. 

 

 
Carry forward of revenue balances 

Any unspent or overspent revenue funds at the end of the financial year will be transferred to the General 

Reserve account, subject to the requirements of funding bodies.  
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Reg No:  Finance 3 
 
BUDGETARY CONTROL 

 

The Principal will be accountable to the Finance and General Purposes Committee for effective budgetary 

control within the capital and revenue budgets. 

 

The Principal will make arrangements to review any matter which is liable to materially affect the finances of 

the College before any commitment is incurred and before any relevant proposal is submitted to the Finance 

and General Purposes Committee or the Board of Governors. 

 

Any proposal to the Board of Governors which involves the incurring of expenditure will indicate the adequacy 

or otherwise of the financial provision, and, if not already provided for within the estimates, will be referred to 

the Finance and General Purposes Committee for consideration. 

 

As appropriate, whenever it appears that the amount of expenditure included in the approved capital 

programme or revenue budget is likely to be exceeded, the Principal will inform the Finance and General 

Purposes Committee with a view to submitting recommendations to the Board of Governors. 

 

Monthly divisional accounts should be produced within 10 working days of the period end. The monthly 

management accounts for the consideration of the Principalship, the Executive Team and the Finance and 

General Purposes Committee should be produced within 3 working days of the divisional accounts.  Where 

forecast yearly outturns are included management accounts should be produced within 5 working days of 

divisional accounts. 

 

A budget book will be produced for academic schools which will include planned income from Curriculum 

Plans and all items of direct expenditure, to produce a contribution for each school.  This will be updated with 

actuals which will be discussed at Business Review meetings with the Executive.  Heads of School will be 

expected to achieve the required contribution of 53% and will be challenged in review meetings where this 

does not happen. 

 

The management accounts should be a Finance and General Purposes Committee agenda item at least 

termly.   
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Reg No:  Finance 4 
 
ACCOUNTING SYSTEMS 

 

All accounting systems and records maintained by the College or by any subsidiary company will have regard 

to statutory requirements, to the requirements of Statements of Standard Accounting Practice and other 

recommended practices and to the requirements of: 

 

 relevant funding bodies  

 the College’s auditors 
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Reg No:  Finance 5 
 
EXPENDITURE – CAPITAL 

 
Purchase of premises and land, construction of new buildings and major adaptations 

 

Expenditure within the approved capital programme will be committed and controlled by the Finance and 

General Purposes Committee, through a scheme of delegation to the Principal as appropriate. 

 
Furniture and equipment (including moveable plant and vehicles) 

 

The Principal may incur capital expenditure on furniture and equipment up to the total amounts shown for 

each project in the approved capital budget, having regard to the estimated expenditure in each year of the 

project, and subject to the requirements of the Tenders and Contracts Regulations.  

 
Disposal and/or Sale of Assets 
 

The Principal has delegated authority to sell or dispose of assets as appropriate.  Where such a disposal 

results in a loss of more than £20,000 approval is required from the Finance & General Purposes Committee.
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Reg No:  Finance 6 
 
EXPENDITURE – REVENUE 

 

The Finance and General Purposes Committee, through a scheme of delegation to the Principal, as 

appropriate, may incur expenditure in the financial year within the approved revenue budget for the College. 

 

Commitments in one financial year incurred by the appointment of staff, the placing of contracts and other 

long-term commitments will have regard to the financial effects in subsequent financial years. 
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Reg No:  Finance 7 
 
INCOME 

 

The Principal will establish arrangements for the collection of all monies due to the College. 

 

The Principal will be responsible for the security and prompt banking of monies received. 

 

The Principal will be responsible for maintaining records of students attending courses and of work done, 

goods supplied and services rendered by the College, so as to ensure compliance with the conditions of 

funding contracts and to ensure the levying of appropriate fees and charges. 

 

The Governors will approve the tuition and other fees payable by students attending the institution as 

determined by the Finance and General Purposes Committee, subject to any regulations made by the 

Secretary of State within the powers conferred by the Education Acts. 

 

Charges for work done and goods supplied by the College, rents and lettings, and services rendered such as 

consultancy and research, will be determined by the Principal under the general guidance of the Finance and 

General Purposes Committee, subject to any regulations made by the Secretary of State within the powers 

conferred by the Education Acts. 

 

The Principal will undertake a regular review of fees and report at least annually to the Board of Governors. 

 

The Principal will be responsible for the preparation and enforcement of accounting instructions governing 

invoicing, receipt of income and debt recovery. 

 

The authority for writing off bad debts is as follows: 

 up to and including £1,000: Principal 

 debts in excess of £1,000: Finance and General Purposes Committee 

 

The Principal has the authority to make repayments where students or customers have overpaid.
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Reg No:  Finance 8 
 
INCOME-GENERATING ACTIVITIES 
 

Schemes of administration for income-generating activities will be prepared by the Principal. Schemes will be 

subject to review by the Finance and General Purposes Committee from time to time. 

 

Schemes of administration will have regard to statutory requirements and to the requirements of: 

 

 relevant funding bodies  

 the College’s auditors 

 

Schemes of administration may include provisions regulating: 

 

 the authorisation of activities; 

 the method of costing activities, including charges for the use of the College’s assets, facilities or 

services; 

 the determination of fees and charges for activities; 

 the conditions under which members of staff may be eligible for additional payment; 

 the application of surpluses and recovery of deficits; 

 the terms and conditions of contracts between the College and other organisations; 

 the insurances, if any, to be effected for the specific purpose of undertaking such activities. 

 

The Principal will ensure that all proposed income-generating activities, and in particular those not covered by 

a scheme of administration, are subject to financial appraisal before any commitment is incurred. Any activity 

which is liable to affect materially the finances of the Corporation will be subject to approval by the Finance 

and General Purposes Committee. 

 

Any income-generating activity which is intended to result in additional payments to members of staff will only 

be undertaken with the prior approval of the Principal. 

 

Where research, consultancy or other activities using the College’s resources is likely to result in 

developments which should be patented, the contract with the funding body will include appropriate terms and 

conditions. Where such a development arises and where such contractual conditions do not exist, the 

Principal will determine in each case the arrangements which will apply, having regard to the interests of all 

the parties involved. 

 

Any proposal for the establishment of a subsidiary company will be subject to the approval of the Board of 

Governors. 
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Reg No:  Finance 9 
 
INTERNAL AUDIT 

 

The Principal will be responsible for securing a continuous internal audit which should provide an independent 

appraisal of all the College’s activities, financial and otherwise. It should provide a service to all levels of 

management. The internal audit service is responsible for giving assurance to the Board of Governors on all 

financial and other control arrangements. It also assists management by evaluating and reporting to them the 

effectiveness of the controls for which they are responsible. 

 

All the College’s activities, funded from whatever source, fall within the remit of the internal audit service.  

 

The internal audit service will also conduct any special reviews requested by the Board of Governors, Audit 

Committee or Principal, provided such reviews do not compromise their objectivity, independence or 

achievement of their systems audit plan. 

 

The internal audit service is required to give an annual opinion to the Board of Governors through the Audit 

Committee, on the status of internal control within the College, and whether the arrangements, including those 

for economy, efficiency and effectiveness, installed and in operation, are adequate and properly applied. 

 

The internal audit service has rights of access to all the College’s records, information and assets which it 

considers necessary to fulfil its responsibilities. 

 

The internal audit service has a direct right of access to the Chairman of the Audit Committee and the 

Principal. 

The internal audit service will liaise with the external auditors and any funding body audit service to enhance 

the level of service it provides to the management of the College. 

 

Where any irregularities have been found either by internal audit or by College management which may be the 

result of fraudulent activities such issues must be reported to the Principal and the Audit Committee in line 

with approved procedures relating to fraud. Where fraud is suspected internal audit should investigate further 

and the Police should be informed. 

 

Any College staff suspected of fraudulent activity should be immediately suspended in accordance with the 

College’s disciplinary policy pending further investigations. 

 

Where confidential disclosure is required the College’s Code of Practice on Whistle Blowing may be followed. 
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Reg No:  Finance 10 
 
EXTERNAL AUDIT 
 

The Audit Committee will recommend financial statements auditors for appointment by the Board of 

Governors in accordance with the directives and requirements of the relevant funding bodies. 

 

The financial statements auditors have the right of access to any minute, books, documents or other 

information kept by or on behalf of the college. 

 

At the conclusion of the financial statements audit an audit report on the college’s accounts shall be submitted 

to the Board of Governors.  In addition a detailed audit findings report shall be prepared for consideration by 

the Audit Committee, the Board of Governors and for submission to the relevant funding bodies. 
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Reg No:  Finance 11 
 
PURCHASING AND CONTRACTS 
 

The College’s arrangements for entering into contracts for the execution of works on its behalf and the 

purchase of goods and services will be regulated by the College’s Tenders and Contracts Regulations, which 

will be determined by the Finance and General Purposes Committee. 

 

The Tenders and Contracts Regulations will include provision for securing effective competition in the letting 

of contracts and for encouraging the use of bulk purchase contracts for goods and services to give improved 

value for money. 

 

The detailed provisions of Tenders and Contracts Regulations will have regard to statutory requirements, 

including the requirements of the appropriate Consortium sponsored and supported by Government and 

relevant directives, and to the requirements of the relevant funding bodies. 

 

The Tenders and Contracts Regulations may specify maximum amounts of expenditure which the Finance 

and General Purposes Committee of the Principal may incur, in relation to any one year or contract for the 

execution of works or the purchase of goods and services, without reference to the Board of Governors.  

(subject to the order or contract being covered by an approved estimate). 

 

The Principal will be responsible for the approval and enforcement of accounting instructions to guide staff in 

the detailed operation of Tenders and Contracts Regulations and to provide procedures governing all aspects 

of: 

 ordering of goods and services; 

 verification of receipt of goods and services; 

 certification and payment of invoices. 
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Reg No:  Finance 12 
 
CONTROL OF ASSETS 

 

The Principal will be accountable to the Board of Governors for maintaining proper security of all buildings, 

furniture, equipment, plant, stores and all other assets of the College and will ensure that such assets are 

recorded on an inventory. 

 

The Principal will ensure that the inventory is checked on a regular basis and will investigate any irregularities.  

 

The Principal will be responsible for the approval and enforcement of accounting instructions governing the 

maintenance and operation of inventories. 
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Reg No:  Finance 13 
 
BANKING AND FINANCIAL SERVICES 

 

The College's Bankers will be appointed by the Principal on behalf of the Corporation. Any subsequent 

changes will be made by the Board of Governors with the advice of the Finance and General Purposes 

Committee.  

 

Accounts with the College's bankers or with any other financial institution, in the name of the College, of any 

constituent division or of any fund administered by the College or a constituent department, may be 

established only with the approval of the Board of Governors.  

 

The Principal will be responsible to the Board of Governors for the management of the College's bank 

accounts, including the operation of money transmission and collection services, the management of cash-

flow including operation within approved overdraft limits and setting up, changing and approving bank 

mandates 

 

The Finance & General Purposes Committee is responsible for authorising the closure of bank accounts.  

 

The Board of Governors, through a scheme of delegation to the Principal, as appropriate, will make 

arrangements for the investment of funds surplus to the College's immediate requirements. 

 

Any borrowings will be undertaken only with the approval of the Board of Governors and the funding bodies as 

appropriate.  

 

Any proposed arrangements for the leasing of assets will be entered into only with the approval of the Board 

of Governors. 

 

The Board of Governors will designate the individual governors and/or Officers authorised to conduct financial 

transactions on the College's behalf and the limits of their authority. 
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Reg No:  Finance 14 
 
TREASURY MANAGEMENT 

 
Definition 

Treasury management is defined in accordance with the CIPFA Code of Practice as: 

“The management of the College’s cashflows, its banking, money market and capital market 

transactions; the effective control of the risks associated with those activities; and the pursuit of 

optimum performance consistent with those risks.” 

 
Objectives 

The objectives of treasury management are: 

 to provide a means by which the College can meet its commitments; 

 to ensure that sufficient sums are available at short or no notice to meet foreseeable 

requirements; 

 to earn an acceptable rate of return on surplus funds without due risk. 

 
Organisation 

The Principal and Corporation are responsible for the overall security and management of funds. 

 

The day to day management of the treasury function will be controlled by the Assistant Principal (Finance) in 

accordance with financial regulations. 

 
Investments 

Investments should, in the main, be short-term investments of up to one year’s duration, or instant-access 

investments.  The Principal has delegated authority to approve short term investments.  Longer-term 

investments should only take place if the Corporation, advised by the Finance and General Purposes 

Committee, has set aside long-term reserves. 

 

Security of any investment is paramount.  A list of approved institutions is set out below: 

 Barclays Bank PLC 

 Bank of Scotland 

 
Raising Capital Finance 

Borrowing powers shall be determined in accordance with the financial memorandum between the relevant 

funding bodies and the College and the Financial Regulations of the College. 

 

Any consideration to raising capital finance through borrowing should be the subject of a detailed investment 

appraisal.  This must be ratified by the Corporation on the recommendation of the Finance and General 

Purposes Committee prior to any commitments being entered into.  

 

The Corporation may approve unsecured borrowing of up to a maximum of 5% of the College’s total annual 

income, without the need for recourse to the appropriate funding body for approval. 

 

The Corporation may approve secured borrowing of up to a cumulative maximum of 5% of the College’s 

annual total income, in order to finance the construction, refurbishment, or purchase of land and buildings 

provided that only the land and buildings so purchased or constructed are offered as security.  This may be 

undertaken without recourse to the appropriate funding body for approval. 
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The Corporation may not approve borrowing outside of these limits, nor may it approve borrowing that is 

secured over an asset that was inherited by the College or otherwise funded by the Exchequer without 

recourse to the appropriate funding body for approval. 

 

Leasing or hire purchase of assets should only be entered into if in the view of the Assistant Principal 

(Finance) this represents the best value for money for the College. 

 

Subject to the constraints above, there is no restriction as to approved sources of finance, apart from the fact 

that any expenditure will still be bound by the terms of the College’s Tenders and Contracts Regulation.  

 
Exchange Rate Risk 

It is the policy of the College to avoid exchange rate risk. Therefore, no investments or borrowings may be 

made that are denominated in currencies other than Sterling. 

 
Reporting Arrangements 

It is the responsibility of the Assistant Principal (Finance) to ensure that an annual report on Treasury 

Management is presented to the Finance and General Purposes Committee in the autumn term of each year. 

 
Corporate Governance 

The College is committed to the pursuit of proper corporate governance throughout its businesses and 

services, and to establishing the principles and practices by which this can be achieved. Accordingly, the 

treasury management function and its activities will be undertaken with openness and transparency, honesty, 

integrity and accountability. 
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Reg No:  Finance 15 
 
INSURANCES  

 
Insurance Cover 

 

The Corporation will as a minimum, effect insurance against the following risks: 

 

 Property damage (excluding computers) 

 Computer equipment 

 Money 

 Business interruption 

 Liabilities 

 Motor 

 Engineering 

 Travel 

 

The minimum sums insured and maximum levels of self insurance will be as follows: 

 

Cover Type Value Limits Excess Each Claim 

Property Damage 

(ex Computers) 

Buildings - Total All Locations 

Contents - Total All Locations 

£61,936,019 
£8 million 

 

£5,000  

Computer 

Equipment 

On premises 

Portable 

 

£1,853,045 
£33,000 

 

£250 

Money In locked safes 

Any other loss including 

transit 

£3,000 
£20,000 

 

 

   

Business 

Interruption 

Gross Revenue 

Indemnity Period 

£42,000,000 
36 months 

 

Liabilities Employers Liability £15,000,000 Indemnity 

Public/Products Liability £15,000,000 Indemnity 

Governors Liability £5 million Indemnity 

Professional Negligence £2 million Indemnity 

Libel & Slander £1 million Indemnity 

Fidelity Guarantee incl third party computer 

fraud £1 million  Indemnity 

 

Motor 4 x Mini Bus 

1 x Car 

1 x Van 

 

£250 Accidental damage, fire, theft 

£75 Glass 

£350 for drivers 21 – 24 years old 

Engineering Inspection Services – Statutory or as requested 

Boiler/Pressure Plant  £500,000 

Local Exhaust Ventilation plant £500,000 

Lifting & handling plant £500,000 

£100 All Losses 
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Travel Insurance Injury – death 

Injury (per event overall) 

Personal Belongings 

Money 

Cancellation Expenses 

Personal Liability 

           £50,000 
      £5,000,000 

£10,000 
£5,000 

£10,000 
£5,000,000 

 

 

 
Insurance Policies 

The Assistant Principal (Finance) will be responsible for the maintenance of a register of all insurances 

effected by the college and shall keep securely all insurance policies. 

 
Insurance Claims 

The Assistant Principal (Finance) will be responsible for determining procedures to ensure all insured losses 

are recovered via insurance claims. 
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Reg No: Finance 16 

 
TENDERS & CONTRACTS 

 
General 

When applicable, every contract made by Hartlepool College of Further Education or by a committee or officer 

acting on their behalf will comply with the EU Regulations and with any relevant directives of the EU for the 

time being in force in the United Kingdom and with these regulations.  EU Regulations and the EU 

Procurement directives are applicable for contracts above the following thresholds: Supplies and Services - 

£164,176; Works - £4,104,394.  These thresholds are exclusive of VAT and due to be reviewed in December 

2017. 

 

It will be a condition of any contract between Hartlepool College of Further Education and any person (not 

being an officer of the College) who is required to supervise a contract on their behalf that, in relation to such 

contract, he/she will comply with the requirements of the regulations as if he/she were an officer of the 

College. 

 

Exemption from any of the following provisions of these regulations may be made by direction of the Board of 

Governors of the College, or the Principal where the Principal is satisfied that the exemption is justified in 

special circumstances. 

 

Any requirements as to tendering or quotation requirements generally in these regulations will not apply in the 

case of contracts relating to the following matters: 

 

I. purchases under contracts negotiated on behalf of purchasing organisations and consortia 

authorised to represent the College 

II. purchase by auction 

III. work to be executed or goods or materials to be purchased which are required in an emergency or 

within a strict time period 

IV. the work to be executed or goods or materials to be supplied consist of repairs to, or parts for, 

existing machinery or plant 

V. the work to be executed or the goods or materials to be supplied  are obtainable only from a limited 

number of contractors or suppliers but in such case a reasonable number of contractors or suppliers 

will be invited to submit tenders 

VI. purchase or repair of patented or proprietary articles sold only  at a fixed price 

VII. the work to be executed or materials to be supplied are such that effective competition is prevented 

by government control. 

 

The Assistant Principal (Finance) will maintain a register of the circumstances of every exemption, which will 

be open to inspection by any member of the Board of Governors and the College's auditors.  

 

The Principal will be informed in writing of any purchase to be made from a supplier in which a member of the 

College staff has a financial interest. Such proposed purchases may not be entered into without the Principal's 

approval. 

 

Tenders and Contracts Regulations will not apply to contracts with professional persons in which the 

professional knowledge and personal skill of those persons is of the primary importance. 

 

When undertaking electronic Procurement and/or E-Procurement activities; ‘Regulation Number 22 – 

Procedures applicable to E-Tendering’ will be deemed applicable. 
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Reg No: Finance 17 

 
INVITATIONS FOR TENDERS/QUOTATIONS 

 

This standing order is applicable for all forms of tendering and quotation procedures, including ‘Hard-Copy’ 

and Electronic Procurement processes. 

 

Every order placed by the College will be in the form of an official purchase order.  

 

Subject to the exemptions noted under ‘General’, unless the selective tendering procedure is required by 

these regulations to be applied, then any contract for the execution of work or the supply of materials or 

services whose estimated value exceeds £5,000 shall not be entered into without at least 3 written quotes first 

being invited, or 2 written quotes if over £3000. 

 

Subject to the exemptions noted under ‘General’, where the estimated value or amount of a proposed 

contract exceeds £50,000 in the case of execution of works or £35,000 in the case of supply of materials or 

services, tenders will be invited in accordance with open tendering procedures, unless the Board of Governors 

or the Principal (in the case of contracts not exceeding £75,000 in value) decide that Selective Tendering be 

used.  

 

Advice should be sought from the Finance Division. 
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Reg No: Finance 18 

 
OPEN TENDERING 

 

This standing order is applicable when tenders for a contract are to be obtained by Open ‘Hard-Copy’ 

tendering processes only. 

 

This standing order will apply where tenders for a contract are to be obtained by open competition. 

 

At least ten days’ public notice will be given in one or more local newspapers, together with invitations to 

appropriate contractors or suppliers and also, whenever the estimated value of the contract exceeds £100,000 

in the case of execution of any works or £50,000 in the case of supply of materials or services, in one or more 

newspapers or journals circulating amongst such persons or bodies as undertake such contracts, including 

the appropriate EU publications. This will express the nature and purpose of the contract; state where further 

particulars may be obtained; invite tenders for its execution and state the last date and time when tenders are 

to be received. 

 

Advice should be sought from the Finance Division. 
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Reg No: Finance 19 
 
SELECTIVE TENDERING 

 

This standing order is applicable when tenders for a contract are to be obtained by Restricted ‘Hard-Copy’ 

tendering processes only. 

 

This regulation will apply where the Board of Governors or the Principal of the College has decided that 

invitations to tender for a contract are to be made to some or all of those persons or bodies who have replied 

to a public notice.  

 

For the purposes of this regulation public notice will be given: 

 in at least one local newspaper and in at least one journal  circulating among such persons or 

bodies who undertake such contracts and 

 in appropriate cases, in accordance with any EU regulations or directives for the time being in 

force.  

 

The public notice shall: 

 specify details of the contract into which the College wishes to enter 

 invite persons or bodies interested to apply for permission to tender, and 

 specify a time limit, being not less than ten days within which such applications are to be 

submitted to the College. 

 

Subject to the Board of Governors or the Principal being satisfied that those to be invited to tender have, in 

the view of the appropriate technical officer, the capacity and technical competence to undertake the contracts 

envisaged, and in the view of the Assistant Principal (Finance), are financially sound, then after the expiry of 

the period specified in the public notice, invitations to tender for the contracts will be sent to: 

 

 not less than 5 of the persons or bodies who applied for permission to tender selected by the 

Board of Governors or the Principal or officer of the College duly authorised in that behalf, or  

 where fewer than 5 persons or bodies have applied or are considered suitable, those persons or 

bodies which the Board of Governors or the Principal or the officer responsible for managing the 

relevant budget considers suitable.  

 

Advice should be sought from the Finance Division. 
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Reg No: Finance 20 

 
SUBMISSION OF TENDERS 

 

This standing order is applicable when tenders for a contract are to be obtained by Restricted or Open ‘Hard-

Copy’ tendering processes only. 

 

When, in line with these regulations, invitation to tender is made, every invitation will state that no tender  will 

be received unless it is enclosed in a plain sealed envelope which will bear the word "Tender" followed by the 

subject to which it relates but no other name or mark indicating the sender.  

 

The tenders will be kept by the Assistant Principal (Finance) until the time and date specified for their opening. 

 

No tender received after the time and date specified in the invitation will be accepted or considered unless 

there is clear evidence either: 

 

 of it having been posted by first class post at least the day before tenders were due to be 

returned, or 

 of it having been delivered at the address required by the tendering procedure by the time and 

date specified in the procedure and provided that in either case the remaining tenders have not 

been opened. 

 

Advice should be sought from the Finance Division. 
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Reg No: Finance 21 

 
OPENING AND ACCEPTANCE OF TENDERS 

 

This standing order is applicable when tenders for a contract are to be obtained by Restricted or Open ‘Hard-

Copy’ tendering processes only.  Tenders received under Open or Selective Tendering will: 

 

 be opened at one time only and in accordance with any appropriate accounting instructions for 

the time being in force made by the Assistant Principal (Finance) 

 be opened in the presence of at least one member of the Executive Committee and where the 

estimated tender value exceeds £50,000 and the award must be approved by the Principal. 

 

All tenders received will be recorded at the time of their opening in the register kept for this purpose. 

 

In the case of all contracts, a schedule of all tenders received will be prepared and circulated to, or tabled 

before, the Board of Governors, Principal or officer responsible for considering such tenders. 

 

No information will be included in any such schedule submitted to the Board of Governors, Principal or officer 

or given to the Board of Governors, Principal or officer by which any of the tenders might be related to 

particular tenderers. 

 

Tenders received under Open or Selective Tendering will only be accepted in the case of:- 

 

 those exceeding £750,000 by the Board of Governors 

 those exceeding £100,000 but not exceeding £750,000 by the Principal 

 those exceeding £50,000 but not exceeding £100,000 by the Principal or his or her 

representative and the officer responsible for considering such tenders. 

 those not exceeding £50,000 by a member of the Executive and the officer responsible for 

considering such tenders. 

 tenders up to the value of £100,000 from a supplier in which a member of the College staff or 

Governor has a financial interest must also have the approval of the Principal of the College. 

 

A tender or quotation other than the lowest (if payment is to be made by the College) or the highest (if 

payment is to be received by the College) will not be accepted except: 

 

 by the Board of Governors, having first considered a report by the Principal or Officer responsible 

for managing the relevant budget; 

 by the Principal, on the advice of the Chairman of the Board of Governors; 

 by an officer responsible for dealing with such tenders, on the advice of the Principal. 

 

In the first case, a record of such acceptance will be made in the minutes of the Board of Governors. In all 

cases, a record will be made in the relevant register maintained under this regulation. 

A series of registers of all contracts placed by the College and secured under the provisions of these 

regulations, and including contracts falling within the provisions of Open and Selective Tendering where the 

value exceeds £5,000; will be kept and maintained by the Assistant Principal (Finance) or his or her 

representative. Such registers will, for each contract, specify the name of the contractors, the works to be 

executed or the goods to be supplied and the contract value. The registers will be available for inspection by 

any member of the Board of Governors and the College's auditors. 

 

Advice should be sought from the Finance Division. 
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Reg No: Finance 22  
 
PROCEDURES APPLICABLE TO E-TENDERING 
 

This standing order is applicable when tenders for a contract are to be obtained by Restricted or Open 

Electronic Tendering Procedures only: 

 
E-Procurement/E-Tendering 
 

E-Procurement and E-Tendering software may be utilised by Hartlepool College of Further Education or by a 

committee or officer acting on their behalf, to achieve benefits such as increased efficiency and cost savings, 

and increased levels of transparency to reduce the risk of corruption in procurement services. 

 

When, in line with these regulations, a requirement for contract opportunities is identified, e-tendering software 

may be utilised as an accepted means of advertisement and may, in addition, be coupled with further 

advertisement on the Colleges main web page. 

 

When utilising E-procurement software, all pre-qualification and invitation to tender documentation must be 

communicated solely through the allotted web portal.  All documentation must state full instructions on how 

tenderers are to submit responses and communicate discussions.  All communications, unless of a 

confidential nature, will be shared with all tenderers and/or interested parties to ensure complete 

transparency.  When tender submissions are made, they will be electronically ‘uploaded’ onto the web portal 

where they will be stored in an ‘electronic vault’ which cannot be opened until the deadline for tender 

submissions has passed. 

 

Any tenders received after the time and date specified in the invitation to tender will be stored in a separate 

vault and will only be considered for opening and/or validation subject to the discretion of the Principal and/or 

Assistant Principal (Finance). 

 

Advice should be sought from the Finance Division 

 
Opening and Acceptance of E-Tenders 
 

Tenders received through the Open or Selective E-Tendering will: 

 be opened at one time only and in accordance with any appropriate accounting instructions 

 be opened in the presence of at least one member of the Executive Committee and where the 

estimated tender value exceeds £50,000, and the award of the tender must be approved by the 

Principal. 

 

The E-tendering software being utilised may allow for all members of the verification team to be allocated with 

a unique username and password.  If applicable, all members of the verification team are to be issued with 

their unique details prior to opening of the secure ‘vault’, therefore allowing for the recording of those persons 

present at the opening ceremony. 

 

For the purposed of audit, the E-procurement software utilised for E-tendering procedures must maintain a 

register of all interest and submissions made in the tender, all communication and discussions held, and a log 

of those persons present at the time of opening. 
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As for ‘Hard’ tendering procedures, and in the case of all contracts, a schedule of all tenders received will be 

prepared and circulated to, or tabled before, the Board of Governors, Principal or officer responsible for 

considering such tenders. 

 

 

 

 

Tenders received under Open or Selective E-tendering will only be accepted in the case of:- 

 

 those exceeding £750,000 by the Finance & General Purposes sub committee 

 those exceeding £100,000 but not exceeding £750,000 by the Principal 

 those exceeding £50,000 bot not exceeding £100,000 by the Principal or his/her representative and 

the officer responsible for considering such tenders 

 those not exceeding £50,000 by a member of the Executive and the officer responsible for 

considering such tenders. 

 Tenders up to a value of £100,000 from a supplier in which a member of the College staff or Governor 

has a financial interest must also have the approval of the Principal of the College. 

 

An E-tender or E-quotation other than the lowest (if payment is to be made by the College) or the highest (if 

payment is to be received by the College) will not be accepted except: 

 

 By the Board of Governors, having first considered a report by the Principal or Officer responsible for 

managing the relevant budget; 

 By the Principal, on the advice of the Chairman of the Board of Governors; 

 By an officer responsible for dealing with such tenders, on the advice of the Principal. 

 

In the first case, a record of such acceptance will be made in the minutes of the board of Governors.  In all 

cases, a record will be made in the relevant register maintained under this regulation. 

 

A series of registers of all contracts placed by the College and secured under the provisions of these 

regulations, and including contracts falling within the provisions of these regulations, and including contracts 

falling within the provisions of Open and Selective Tendering where the value exceeds £35,000, will be kept 

and maintained by the Assistant Principal (Finance) or his or her representative.  Such registers will, for each 

contract, specify the name of the contractors, the works to be executed or the goods supplied and the contract 

value.  The registers will be available for inspection by any member of the Board of Governors and the 

Colleges auditors. 

 

Advice should be sought from the Finance Division.
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Reg No: Finance 23 

 
NOMINATED SUB-CONTRACTORS AND SUPPLIERS 

 

Where a sub-contractor or a supplier is to be nominated to a main contractor, the following provisions will take 

effect. 

 

1 Where the estimated amount of the sub-contract or the estimated value of goods to be supplied by the 

nominated supplier exceeds £5,000 but not £50,000, and unless the officer responsible for managing the 

relevant budget is of the opinion in respect of any particular nomination that it is not reasonably 

practicable to obtain competitive tenders:  

 

a subject to Selective Tendering Regulations, the Officer responsible will invite not fewer than 5 tenders 

for the nomination. The terms of the invitation will require an undertaking by the tenderer that if he is 

selected he will be willing to enter into a contract with the main contractor on terms which indemnify 

the main contractor against his own obligations under the main contract in relation to the work and 

goods included in the sub-contract; 

b the tenders will be opened at one time in accordance with the Opening and Acceptance of Tenders 

regulation; 

c the Assistant Principal (Finance) or his or her representative will maintain a record of all such tenders 

received; 

d tenders for nominated sub-contractors will be accepted in accordance with this regulation. 

 

2 Where the estimated amount of the sub-contract or the estimated value of the goods to be supplied by the 

nominated supplier exceeds £50,000 and unless the officer responsible is of the opinion in respect of any 

particular nomination that it is not reasonably practicable to obtain competitive tenders: 

 

a tenders will be invited in accordance with Selective Tendering regulations as the case may be and the 

regulation will apply as if the tenders were for a contract with the College. The terms of the invitation 

will require an undertaking by the tenderer that if selected he or she will be willing to enter into a 

contract with the main contractor against his or her own obligations under the main contract in relation 

to the work and goods included in the sub-contract;  

b the tenders will be opened at one time and in accordance with the Opening and Acceptance of 

Tenders regulation; 

c the Assistant Principal (Finance) or his or her representative will maintain a record of all such tenders 

received; 

d tenders for nominated sub-contractors will be accepted in accordance with the provisions of this 

regulation. 

 

3 Lists of tenders and quotations received in accordance with this regulation will be retained by the 

Assistant Principal (Finance) or his or her representative and will be available for inspection by any 

member of the Board of Governors and the College's auditors. 
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Reg No: Finance 24 

 
CONTRACT REQUIREMENTS 

 

Every contract which exceeds £5,000 in value or amount will:  

 

 be in writing and signed by an officer responsible for managing the relevant budget provided that 

the Principal will be the agent of the College to sign on behalf of the College all contracts agreed 

to be entered into by the Board of Governors or by officers duly authorised to enter into contracts 

where the value of such contracts exceeds £50,000 and in such other cases as the Principal 

shall require;  

 specify the materials or services to be supplied or the work to be executed; the price to be paid 

or the method of calculation of cost together with a statement as to the amount of any discounts 

or other deductions; in appropriate cases the periods within which the contract is to be performed 

and such other conditions and terms as may be agreed between the parties; 

 in appropriate cases where a contract exceeds £50,000 in amount or value, provide for the 

payment of liquidated and ascertained damages by the contractor in the event of the terms of the 

contract not being duly performed; 

 in appropriate cases where a contract exceeds £50,000 in amount or value and where the 

contractor is a new supplier to the College, provide appropriate trade and financial references. 

 

The College will require and take sufficient security for the due performance of any contract referred to above. 

In the case of any such contract for the execution of works such security will be provided by requiring the 

retention of a proportion of the contract sums payable until the work has been satisfactorily completed and 

maintained and where the College considers it necessary on the basis of information and officer's advice 

relating to a specific contract and contractor in any particular case, additional provision of a bond for the due 

performance. 

 

Where an appropriate British Standards Specification or British Standard Code of Practice issued by the 

British Standards Institution is current at the date of the tender, every contract will require that all goods and 

materials used or supplied, and all the workmanship will be at least of the standard required by the 

appropriate British Standards Specification or Code of Practice.  

 

There will be inserted in every written contract a clause empowering the College to cancel the contract and to 

recover from the contractor the amount of any losses resulting from such cancellation, if the contractor shall 

have offered or given or agreed to give to any person any gift or consideration of any kind as an inducement 

or reward for doing so or forbearing to do or for having done or forborne to do any action in relation to the 

obtaining or execution of the contract or any other contract with the College, or for showing or forbearing to 

show favour or disfavour to any person in relation to the contract or any other contract with the College, or if 

the like acts shall have been done by any person employed by him (or acting on his behalf) whether with or 

without the knowledge of the contractor or, if in relation to any contract with the College, the contractor or any 

person employed by him or acting on his behalf shall have committed any offence under the Prevention of 

Corruption Acts.  
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In every written contract for the supply of materials, a written clause will be inserted to secure that, should the 

contractor fail to deliver the goods or materials or any portion thereof within the time or times specified in the 

contract, the College, without prejudice to any other remedy for breach of contract, will be at liberty to 

determine the contract either wholly or to the extent of such default and to purchase other goods or materials, 

as the case may be, of the same or similar description to make good: 

 

 such default, or 

 in the event of the contract being wholly determined the goods or materials remaining to be 

delivered. 

 

The clause will further secure that the amount by which the cost of so purchasing other goods or materials 

exceeds the amount which would have been payable to the contractor in respect of the goods or materials, as 

the case may be, replaced by such purchase if they had been delivered in accordance with the contract will be 

recoverable from the contractor. 

 

In the event of any person or firm withdrawing his tender or offer declining to sign a form of contract upon 

being called to do so, after his or their tender or offer has been accepted by or on behalf of the College, 

whether accepted subject to the appropriate approval or not, no further tender or offer from such person or 

firm shall, unless the Board of Governors otherwise resolve, be considered for a period of three years. 

 

Tenders and Contracts Regulations will not apply to contracts with professional persons in which the 

professional knowledge and personal skill of those persons is of the primary importance.  

 

The form of invitation to tender will include an assurance in writing from the tenderer that he or she will not 

follow, or has not followed in relation to that tender, the undermentioned practices:- 

 

 communicating to any third party the amount of any proposed tender in accordance with any 

agreement or arrangement so to communicate, until after receiving notification from the College 

that a tender for the contract envisaged has been accepted; 

 adjusting the amount of any proposed tender in accordance with any agreement or arrangement 

by the proposed tenderer and any third party. 
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Reg No: Finance 25 

 
USE OF SEAL 

 
The seal shall be kept, on behalf of the Clerk, by the Assistant Principal (Finance).  When used the seal must 

be attested by any two of the Chairman, Vice-Chairman and Principal or any one of them and any other mem-

ber of the board. 

 

The Assistant Principal (Finance) will enter details of the use of the seal in the seal register which he/she will 

maintain. 

 

The Clerk will report any use of the seal to the corporation board at its next meeting. 

 


