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Procurement Policy  
 
 
1. Context  
  

1.1. Orchard Hill College & Academy Trust sets standards of excellence and 

fulfils high expectations in education and learning. It aims to make a 

positive difference to young people through the high-quality education it 

provides. OHC&AT has established a centralised Procurement Team.  

 

1.2. This policy outlines the key principles related to Procurement as a 

functional and important activity of OHC&AT. It is an outward facing 

document to demonstrate to OHC&AT’s current and potential supplier base 
and its stakeholders that the organisation takes procurement activity 

seriously, fairly and objectively being mindful of the need to achieve value 

for money in a transparent manner.  

 

1.3. This policy looks at the key principles of procurement in the public, not-for-

profit, education sector, contextualised to OHC&AT’s needs. It sits 

alongside the Procurement Strategy. 

  
2. Introduction  
  
2.1. The following key principles govern what the OHC&AT’s Procurement 

Team does, and how it operates:   

  

• Compliance with the Procurement Act 2023, OHC&AT’s Financial Regulations 
and the Academy Trust Handbook  

• Achieving value for money (VFM) – to achieve the right balance of cost, 
service, quality, timeliness and risk  

• Control – ensure adequate controls are in place and complied with  

• Efficient and effective processes – ensure that logical, consistent and easy 
to follow processes exist and are not unnecessarily bureaucratic, with scope for 
continuous improvement   

  
2.2. The Seven Principles of Public Life:  

  

• Selflessness – We will act solely in terms of the public interest. We should not 
do so in order to gain financial or other benefits for ourselves, our family or our 
friends.   

• Integrity – We will not place ourselves under any financial or other obligation 
to individuals or organisations that might seek to influence us in the 
performance of our official duties.   

• Objectivity - In awarding contracts and undertaking procurement activities we 
will make choices on merit and VFM.   
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• Accountability – We will be accountable for our decisions and actions to the 
public and must submit ourselves to whatever scrutiny is appropriate to our 
roles.   

• Openness – We will be as open as possible about all the decisions and actions 
that we take. We will give reasons for our decisions and restrict information only 
when the wider public interest clearly demands it or when there are 
commerciality restrictions.  

• Honesty - We have a duty to declare any private interests relating to our public 
duties and to take steps to resolve any conflicts arising in a way that protects 
the public interest.   

• Leadership – We will promote and support these principles by leadership and 
example.  

  
2.3  The Procurement Team also intend to become the “go-to” Team for all internal 
stakeholders. It is the intention of the Team to offer support and guidance to all relevant 
stakeholders on all procurement related issues 
  
2.4 The Team strives for high standards of performance and is expected to 
continually improve. This is outlined in a balanced scorecard at the end of this 
document.  
  
2.5 The Head of Procurement will review this policy annually, along with the 
strategy (and at the same time as the review of the Financial Regulations) for approval 
by OHC&AT’s Executive Senior Leadership Team (ESLT) and Board of Trustees. This 
review will ensure documentation is up-to-date and fit for purpose.   
  
2.6 It is anticipated that the review’s outcome will be documented in an annual 
stewardship report on procurement which will be presented to OHC&AT’s Finance & 
Resources Committee. This report is likely to include the following depending on the 
information needs of the Committee:   

• an analysis of cost savings   

• a look back at the work, challenges and achievements of the previous year  

• a look forward to the priorities for the coming year  

• a review of the Team structure, knowledge and cost of the Team   

• the outcome of any auditing of the Team and its processes and any instances 
where there has been a major infringement  

• a view on whether the scheme of delegation in relation to procurement activities 
is fit for purpose  

• a view on whether the procurement policy, strategy and processes are still 
adequate and are meeting the needs of the organisation  

• a summary of OHC&AT’s frameworks or call-off agreements and Preferred 
Supplier List which have been put in place  

• a summary of OHC&AT’s access to public sector buying organisations and 
purchasing consortium frameworks and a view on whether they are meeting 
our needs  

• a summary of feedback from our customers and suppliers.  
  
3. Compliance with procurement regulations  
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3.1. As of February 2025, the Procurement Act 2023 (PA2023) has superseded 
the Public Contracts Regulation 2015 (PCR2015). Any existing procurements 
which were completed prior to the release of the PA2023 will remain under 
the rules of the PCR2015, however any new procurements started in 
February 2025 or thereafter should follow the rules of the PA2023. As 
OHC&AT is spending public funds these regulations apply and will be 
translated into the practical procedures and processes to be documented in 
the procurement manual. The Procurement Team is familiar with the 
legislative and regulatory requirements, such as using specific procedures, 
adhering to strict timetables, requirements for advertising, and protocols for 
tendering and the award of frameworks and contracts including time 
provision for appeal/challenge (i.e. the standstill period).   

  
3.2. Where the Procurement Act 2023 applies, a member of the Procurement 

Team must publish the appropriate tender notice via Proquro to commence 
the procurement process. Where the total estimated and aggregated value 
of a contract or framework agreement is expected to meet or exceed the 
relevant procurement threshold, the procurement must be advertised on the 
Central Digital Platform (Find a Tender). 

 
As of 1 January 2026, the applicable thresholds are £207,720 (including VAT) 
for supplies and services contracts and £5,193,000 (including VAT) for works 
contracts. Contract values must be calculated in accordance with the 
Procurement Act 2023, taking into account the total estimated value over the 
full term of the contract, including any extension options. 

  
3.3. Requirements over Procurement thresholds can also be met by using 

PA2023 compliant frameworks, i.e. those which have previously been openly 
advertised. OHC&AT are legally obliged to comply with the new Procurement 
Act, and the Procurement Team will ensure that we fully align with the new 
regulations. 

 
3.4. Internal Procurement Thresholds (detailed in Annex A) should also be 

adhered to unless a waiver has been requested, which must comply with 
OHC&AT’s Financial Regulations. It is intended that the use of waivers will 
be sanctioned on an exceptional basis only i.e. not as a usual method of 
procuring goods or services. 

 
3.5. OHC&AT’s Head of Procurement will ensure that the Team is updated on the 

implications of relevant case law through Team discussion and amendments 
to our procedures and processes which will be documented in our 
procurement manual.  

 
3.6. In addition to the legislation and regulations noted above, we will also comply 

with our obligations under the Equality Act 2010.  
 
3.7. The formal tendering procedures will mirror those outlined in the PA2023. 
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4. Code of conduct  
 
4.1. We observe public procurement ethics and an audit trail is therefore 

essential. The Chartered Institute of Procurement & Supply (CIPS) has a 
Code of Conduct which the Procurement Team complies with. The basic test 
is "Could I defend this action in public?"   

  
4.2. There are four key principles underpinning our high standard of ethical 

behaviour:  

• staff do not allow (or foster any suspicion of) any conflict between official 
and private interests  

• staff are not influenced by any gift/consideration, or show favour or 
disfavour to any person or organisation  

• dealings with suppliers are always honest, fair and even-handed  

• the standards are promoted and supported by systems and procedures.  
  
4.3. Procurement Team members will maintain the highest standard of integrity 

in all business relationships, by:  

• rejecting any business practice which might be deemed improper  

• never using their authority or position for their own financial gain or that 
of friends, acquaintances or family  

• declaring to their line manager any personal interest that might affect, or 
may be seen by others to affect, their impartiality in decision-making  

• ensuring that the information they give in the course of their work is 
accurate and not misleading  

• never breaching the confidentiality of information they receive in a 
professional capacity  

• striving for genuine, fair and transparent competition  

• being truthful about their skills, experience and qualifications.  
  
4.4. Our core values and behaviour include:  

• fairness  

• honesty and openness 

• efficiency and effectiveness 

• professionalism and astuteness in our business negotiations 
  
4.5. The Procurement Team will ensure that we are fair and seen to be fair, to 

potential providers/suppliers/contractors by:  

• competitive tendering: treating all firms invited to bid equally, and to not 
give any information or relax conditions to one firm unless all of them 
have the same treatment  

• being non-discriminatory: staff must be honest, fair and impartial in 
dealing with suppliers and, in particular, not discriminate against the staff 
of contractors on any grounds. The legitimate interests of both the 
supplier and OHC&AT should be recognised in negotiating and 
administering contracts  

• avoiding casual contacts: avoid casual enquiries from potential suppliers. 
All requests should be based on a serious intention to buy something 

https://www.cips.org/about-us/cips-code-of-conduct
https://www.cips.org/about-us/cips-code-of-conduct
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unless there is a legitimate need to benchmark costs or undertake 
market engagement  

• being a good customer: we must maintain a reputation as a good 
customer, so we should take all possible steps to make it as convenient 
as possible for suppliers to deal with us. We should deal with them 
promptly, courteously and professionally  

• aiming to build good working relationships/partnerships with core, key 
and prominent suppliers/providers  

• preparing for meetings with representatives of suppliers: the way we 
behave at meetings with outside organisations reflects on us. Staff 
should brief themselves fully on matters to be discussed at meetings. We 
should be punctual, take notes and record a file note if appropriate and 
necessary.  

  
4.6. The purchases we make using OHC&AT’s funds are under constant scrutiny. 

Expenditure is subject to internal audit review to ensure probity and propriety. 
We will retain all key purchasing documentation in electronic format and keep 
it secure in accordance with our retention policy. This is to make the audit 
trail clear. 

 
4.7. Additionally, CIPS code of conduct requires that all points listed below are 

included as selection criteria for all procurement activity and where suppliers 
fail to meet these requirements, they will be excluded from the given 
competition. The Procurement Team are responsible for completing supplier 
due diligence checks as well as keeping a log of assessments of conflicts of 
interest:  

• those involved in the purchasing process make others aware of 
suppliers’ anti-competitive behaviour, for example, evidence of cartels  

• those involved in the purchasing process make others aware of any 
conflicts of interest as the need for impartiality is key to the integrity of 
the process 

• we should not use suppliers where there is evidence that they exploit 
people unfairly (for instant, flout the Modern Slavery Act)  

• we should not use suppliers where there is evidence that they disregard 
health and safety legislation  

• we should not use suppliers where there is evidence that they cause 
excessive damage to the environment  

• we should not use suppliers where there is evidence that they pirate or 
breach intellectual property laws  

• we seek to minimise the environmental impact of our sourcing decisions  

• any organisations working on our behalf are aware of and adhere to our 
code of conduct.  

  
5. GDPR, confidentiality & intellectual property requirements 

 
5.1. All procurement activity must comply with UK GDPR, the Data Protection 

Act 2018, and OHC&AT’s Data Protection Policy. All procurement that 
involves the processing of personal data by suppliers must be lawful, 
necessary, proportionate, and consistent with the data protection principles 
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of lawfulness, fairness, transparency, purpose limitation, data minimisation, 
accuracy, storage limitation, integrity, confidentiality, and accountability. 

 
5.2. Procurement staff must ensure that intellectual property, commercially 

sensitive information, and other confidential material are protected against 
unauthorised access, disclosure, or misuse. All contracts must contain 
appropriate confidentiality and intellectual property clauses. Where a supplier 
requires access to sensitive information prior to contract award, a standalone 
confidentiality agreement may be required. Standard templates are held 
centrally. 

 
5.3. A supplier will be considered a data processor where they access, store, 

transmit, or otherwise process personal data on behalf of OHC&AT. This 
includes IT systems, cloud services, HR platforms, safeguarding systems, 
and any consultancy requiring access to pupil or staff information. 
Procurement must identify such processing at the earliest stage. 

 
5.4. Where a contract involves personal data, the Procurement Team must 

consult the Compliance Team. No contract involving data processing may be 
approved or commenced without Compliance review and confirmation that 
appropriate data protection controls are in place.  A Data Protection Risk 
Assessment must be completed, and a Data Protection Impact Assessment 
(DPIA) may also be required where the processing is likely to result in a high 
risk to individuals.  

 
5.5. Data Processing Agreement (DPA).  Where a supplier acts as a data 

processor, a third-party DPA must be in place before any personal data is 
shared. The Procurement Team will coordinate with Compliance Team 
colleagues to ensure a DPA that is compliant with article 28(3) of the UK 
GDPR is in place. 

 
5.6. Procurement must retain records in accordance with OHC&AT Information 

and Records Retention Policy.   
 
6. Supplier sourcing, contracting and achieving value for money  
  
6.1. The Procurement Team will advertise OHC&AT’s supply requirements where 

the procurement thresholds show competition is necessary. The Team will 
advertise on Find a tender service (FTS)/Central Digital Platform (CDP) using 
our eTendering platform so that competition is open. A summary of 
procurement thresholds is appended at Annex A. If the anticipated contract 
value is above PA2023 procurement threshold myTenders will automatically 
publish the requirement in the Find A Tender service unless we are accessing 
a PA2023-compliant framework.   

 
6.2. We will conduct a closed mini/further competition, known under Proquro as a 

‘limited competition with pricing and quality’ if our requirement can be met 
through a pre-existing framework; one that might have been awarded by us or 
public sector buying organisation (PSBO) such as Government Commercial 
Agency or Crescent Purchasing Consortium. We prefer to use a mini/further 
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competition against a framework approach as it means that the suppliers are 
pre-approved (i.e. due diligence undertaken), maximum charge rates should be 
known and apply and terms and conditions of engagement are pre-agreed and 
would protect our interests better than suppliers’ own terms – thus using 
frameworks is our preferred route to market.  

 
6.3. When the Team awards call-off contracts from framework agreements we will 

seek approval of the relevant budget holder and once the call-off has been 
placed we will issue an instruction to the budget holder to raise any Purchase 
Order so as to capture the financial commitment in the Finance System. These 
will be logged in the Contract Register and we will follow a similar process when 
we have completed a tender process.  

 
6.4. It is our procurement policy to award contracts on the basis of the bidder who 

has provided the most advantageous tender (MAT). This is one where it is not 
only the cost that’s important, but also consideration of issues such as 
capability, quality, delivery and added value. Additionally, it is procurement 
policy not to permit any deliberate disaggregation of a procurement need 
in order to circumvent the procurement thresholds. Disaggregation is 
where an organisation has e.g. a requirement for 200 laptops and intently 
reduces the quantity so that it can use different suppliers or come below the 
procurement thresholds which would have necessitated formal tendering 
procedures to be adopted.  

 
6.5. Formal contracts should be documented and issued by the Procurement Team 

for all supplies, services and works over £100,000 ex VAT. The Head of 
Procurement should have oversight of all contracts which the Procurement 
Team have tendered or placed. The Procurement Team can execute call-off 
contracts from frameworks.  Contracts can take various forms, for instance: 

• if we are calling off from a framework then we would use the framework 
call-off terms  

• for service contracts we should use the LUPC suggested terms template 
which is available from the Procurement Team 

• for capital works projects we would tend to use the JCT suite of contracts   
 
6.6. For capital works projects the Director of Estates & Facilities will engage a 

Building Surveyor or other building expert from our expert panel to scope the 
project, assist in the tender process (for instance, host site visits) and complete 
the tender evaluation and then draft the JCT contract and project manage the 
works. 

 
6.7. Where there is an issue concerning contractual terms & conditions, whether 

our own or a supplier’s, then OHC&AT staff should refer these issues/concerns 
to the Head of Procurement or a Procurement & Contracts Manager for 
advice/direction. The Head of Procurement will be able to seek formal 
commercial law advice from our retained lawyers if this is required. If the issue 
is financial related then the OHC&AT staff should refer these to the Finance 
Director or CFO. 
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6.8. We have a responsibility to ensure that when procuring goods, services, 
consultancy support and works from external providers, these providers have 
eliminated unlawful discrimination and promote equality of opportunity. We 
strive to deal with suppliers fairly and ethically.  

  
6.9. We ensure that suppliers, contractors or service providers accept their legal 

duties in this area and take them seriously. We do this by adding exclusion 
grounds to procurement exercises and removing suppliers from the process, if 
the following requirements are not met when assessing and evaluating bids:  

• Including terms and conditions in contracts that require a contractor does 
not unlawfully discriminate and positively promotes equality and diversity 
in supplying and delivering goods, works or services and in employment.  

• Ensuring that, for procurement exercises for appointing consultants or 
contracting services which will involve high levels of people interaction 
with OHC&AT staff or pupils, the selection/award questionnaire and/or 
the Invitation to Tender documentation include questions about equality 
and diversity for completion by the tenderers. 

• Identifying which of them are likely to be at risk of falling foul of the 
Modern Slavery Act 2015 in terms of trafficking or using slave labour and 
we would carry out additional due diligence checks such as asking them 
to complete a detailed questionnaire and having sight of their policies in 
this area. 

 
All records are saved within the Proquro system. 

  
6.10. Suppliers who have been awarded OHC&AT-wide closed framework 

agreements and contracts or specific call-off agreements will be named as 
“preferred suppliers”. This status is normally as a result of a competitive 
tendering process or clear evidence of providing great value for money, for 
instance, through benchmarking. The Preferred Supplier List (PSL) is made 
available to OHC&AT staff via the Procurement intranet page and the Team 
will review the PSL termly. Suppliers on the PSL will be awarded a place for an 
initial term of three years with an option to extend by a further two years if the 
relationship has been successful and using the supplier still offers good value 
for money. Financial Regulations state the financial limits; however, single 
purchases up to £100k can be made against PSL providers without the need 
for competitive quotations. PSL price reviews will be assessed against market 
pricing upon receipt and any anomalies in pricing will be challenged with the 
given supplier. Please note that the frequency of these reviews will be 
dependent on contractual agreements on price reviews. 

 
6.11.  OHC&AT has an energy and environmental consultancy via our energy 

provider, and this includes a bill validation service as well as an energy 
brokering service to negotiate our energy supply arrangements and resulting 
contracts. They are also commissioned to complete our annual statement to 
comply with Streamlined Energy & Carbon Reporting. 

 
6.12. In addition to formal contracting, which OHC&AT’s central Procurement Team 

should be directly involved with and administering, there are other means of 
purchasing which are decentralised:  
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• electronic requisitions/purchase orders (these must be raised using the 
Finance System and approved by the budget holder and only if there is 
adequate budget provision) – please note Annex B for categories of 
spend which require or don’t require purchase orders to be raised.   

• OHC&AT credit cards for unavoidable emergency needs and one-off 
purchases with prior agreement from Finance;  

• punch-out to electronic catalogues of PA2023-compliant frameworks 
providers such as GLS for office stationery and supplies and educational 
material;  

• punch-out to OHC&AT’s Amazon business account for the purchasing of 
goods not covered by the framework providers or where better value for 
money is apparent. 

  
6.13. There may be occasions when it may be necessary for 3rd parties to manage 

a procurement tender process, this may be owing to internal capacity 
constraints, specialist knowledge of a subject / category or other legitimate 
reasons. At all times the Head-of-Procurement will be kept fully informed of all 
developments and will be invited to attend any relevant meetings as necessary. 
The Head-of-Procurement will also be invited to witness the evaluation / 
moderation phase and advise as and when necessary. 

 
The 3rd party must have undergone a detailed onboarding process prior to 
commencing any work on the behalf of OHC&AT.   
 
Any 3rd party is strictly prohibited from entering into a legal contract (PO, JCT, 
NEC etc) unless expressly agreed in writing by the OHC&AT COO, CFO or Head 
of Procurement. 

 
6.14. The Procurement Team has responsibility for the initial process for screening 

new suppliers with the assistance of Finance, actively working to maintain and 
reduce the supplier base by focusing on category consolidation. Where 
relevant new suppliers will be rejected and preferred suppliers should be used. 
These details are stored electronically centrally within Teams the process 
includes:  

• Verifying details on a new supplier form (NSF).   

• Completing a credit check (see the Credit Checking Policy within the 
Finance Regulations) and Companies House registration.  

• Ensuring that supporting documents (e.g. Contractor Questionnaire) 
have been received and completed.  

• Assessing online reviews such as Trustpilot.  

• Determining if IR35 applies, where required will ask that the requestor 
completes the assessment. Finance must approve prior to the supplier 
being set up or used. (see 5.15 IR35 Assessment (CEST tool). 

• Seeking the completion of an anti-slavery questionnaire if deemed 
necessary. 

• Passing to Finance for the final checks in relation to bank account details 
and adding the supplier to the finance system.  
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6.15.  IR35 Assessment and CEST tool is required only when a sole trader is 
performing work that is part of the Trust’s core (principal) activities and where 
the working arrangement could resemble employment. If the work is not part of 
the Trust’s principal activities, an IR35 assessment is not required. 
 

You must complete an IR35 assessment when: 

• The individual is a sole trader (not a limited company contractor) 

• The work they perform is central to the Trust’s main purpose 

• The working arrangement could be interpreted as an employment-type 
relationship 

 
Examples that do require IR35 assessment 

• Visiting music teacher delivering lessons to students 

• Therapist (e.g., speech therapist, occupational therapist, counsellor) 
working directly with students 

• Tutors, instructors, or educators providing learning or support services 

• Any specialist providing services that the Trust normally provides as part 
of its mission 

 
You do not need an IR35 assessment when: 

• The sole trader provides a service outside the Trust’s core purpose 

• The work is clearly a business-to-business service 

• The role does not resemble employment 
 

Examples that do not require IR35 assessment 

• Carpet fitter 

• Plumber 

• Electrician 

• Window repair contractor 

• IT hardware engineer fixing equipment 

• Grounds maintenance contractor 

• Specialist equipment manufacturer 
 
These services are ancillary, not part of the Trust’s principal educational or 
therapeutic activities. They are clearly independent trades operating as external 
businesses.  
The CEST tool assessment can be found on GOV UK website: 
https://www.gov.uk/guidance/check-employment-status-for-tax   
It must be completed by the Hirer of the services  

 
7. Contract records and contract management 
  
7.1. The Procurement Team will oversee the recording of contracts through 

Proquro. Contract Records should be kept up to date at Academy or College 
level sharing this information with Procurement on a monthly basis. These 
records will contain the following key information in order for the Procurement 
Team to monitor any upcoming auto-renewals or contract lapse dates:  

• Contract owner  

• Service provider or goods supplier  

https://www.gov.uk/guidance/check-employment-status-for-tax
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• Work description  

• Whether contract has arisen from a framework   

• How the contract was procured, i.e. competitive or direct award  

• Pricing mechanism, e.g. day rates, fixed, variable  

• If there’s an extension option  
• Start, end and extended expiry dates  

• Notice to terminate  

• Contract value  
 
7.2. Contract records are owned by Procurement and are important for the following 

benefits:  

• An accurate overview of all  contractual commitments  

• An assessment of contractual financial obligations  

• A list of main suppliers and who is responsible for managing these 
contracts  

• An understanding of when these contracts are expected to expire and if 
they have an extension option  

• An understanding of what notice needs to be given to terminate the 
contract to ensure it doesn’t automatically roll over   

• Compliance with Procurement Regulations – PA2023/PCR2015 

• Compliance with the Financial Regulations   

• Allows the Procurement Team to plan for OHC&AT-wide tendering 
activity to leverage our collective spend and secure value for money, 
releasing funds for front-line teaching  

• Minimises risk of auto renewal on unfavourable terms and poor value for 
money.  

 
7.3. School Business/Office Manager/Site Managers should ensure their contract 

register is updated records are all logged in Proquro, liaising with their Finance 
Business Partner as necessary. The College will have Proquro fully 
implemented by Autumn Half Term 2026.   

  
7.4. It is important that contract records are reviewed quarterly by Procurement, 

Finance and the Academy/College for accuracy, completeness and to identify 
those contracts coming up for expiry/renewal in three months’ time or prior to 
renewal notice period. Where contracts are up for expiry or renewal, The 
Procurement Team should be approached for advice as a formal tender may 
be necessary. Procurement should consult Finance to discuss budgets before 
a tender exercise begins to understand if the requirements are realistic. 
Principals and the College’s Director of Operations should ensure that their 
contract records are accurate and up to date. 

 
7.5. Responsibility for managing service contracts rests with immediate customer 

of the service. For instance, a contract for a speech & language therapist for a 
school rests with the school, a contract for cleaning premises rests with the 
premises supervisor and/or school business/office manager. Academies or 
Colleges team departments have their own contract registers that are all held 
electronically with central oversight. These should contain all contractual 
agreements. The procurement team will monitor and liaise with Academies and 
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Colleges regarding any missing information. Some contracts such as those for 
major building works may have multiple inputs but these contracts are to be 
project managed by a qualified building surveyor dependant on the value and 
complexity of the works. This will be overseen by the Director of Estates & 
Facilities and ‘managed’ locally by a premises supervisor. The extent of 
management involvement should be agreed at a pre-start meeting with the 
main building contractor. If there are any contractual changes deviating from 
the standard financial terms, these should be approved by the CFO prior to the 
contract being signed. 

 
7.6. Service contracts should have performance or service targets and these tend 

to be documented in the form of a Service Level Agreement (SLA) and/or a 
schedule of Key Performance Indicators (KPIs). It is the responsibility of the 
‘contract owner’, i.e. the person designated to manage the contract, to ensure 
the SLA and/or KPIs are met in a consistent manager and to address any 
deficiency in service with the contractor in line with the requirements of the 
contractual relationship. The contract owner will be appointed upon award of 
the contract for clarity. 

 
7.7. Service contracts which are across multiple sites within OHC&AT are to be 

tendered and awarded by the Procurement Team and these contracts, such as 
site cleaning and catering, will have a Procurement & Contract Manager or the 
Head of Procurement assigned to oversee the ongoing management and 
service delivery. This does not detract from the local responsibility for managing 
the day-to-day relationship with the contractor. Roles and responsibilities for 
management of contracts will be communicated upon award with Procurement 
holding termly meetings with the suppliers.  

 
7.8. For multi-site contracts the Procurement Team will actively engage with local 

contract owners through focus groups and eliciting feedback via survey.  The 
Team will also ensure joint reviews between the contractor and the contract 
owner have taken place to assess the extent in which the SLA and/or KPIs 
have been achieved. The Team will then chair and manage a formal review of 
performance with the contractor so that corporate and local issues are tabled 
and addressed and any themes of deficient performance are identified and 
action planned. Ongoing contractual compliance will be assessed as well as 
the achievement of best value including a review of what social value initiatives 
and innovations have been explored. The Procurement Team will explore 
moving this to an electronic platform for ease of management. 

 
7.9. Where OHC&AT has a PFI arrangement in place for a building or set of 

buildings as is the case for Arbour Vale School then it is critical for the Budget 
Holder to have effective control of the PFI contract. This includes an in depth 
understanding of the contract and its structure and costs, how the contract is 
monitored and managed, what are the service standards and key performance 
indicators and if these are not met how penalties or service credits are 
calculated and to ensure these are properly reconciled. The Budget Holder will 
need to ensure that they are mindful of the financial implications of raising new 
requests especially for recurring charges and must consult the Procurement 
Team, their Finance Business Partner and any other appropriate Central 



 

13 

Service Teams for advice and guidance. The Procurement Team will 
communicate this by holding termly reviews with staff using a dashboard will 
be used and reviewed regularly. 

 
8. Sustainability  
  
8.1. Sustainable procurement is about avoiding depleting natural resources. 

Procurement should take account of environmental, social and economic 
factors when making purchasing decisions. It is about looking at what products 
are made of, where they have come from, and who has made them. We would 
need to ascertain if the purchase needs to be made at all.  

  
8.2. We will encourage suppliers to remove packaging at the point of delivery to us. 

This eliminates waste and lets the supplier re-use the packaging. It is 
particularly relevant for IT equipment and other goods such as furniture.  

  
8.3. We apply the principle of ‘whole life costing’ to promote sustainable 

procurement. This looks at all life-cycle costs (including disposal costs) of a 
product or service and makes sure they are minimised. Making procurement 
sustainable also involves challenging the repeat purchase demand and 
examining business processes to be sure that a justified business need exists. 
The Procurement Team will ensure this challenge is made.  

  
8.4. The Procurement Team will use sustainability criteria, for instance, the  

Government Buying Standards, and will consider supplier policies for waste, 
transport, energy, procurement and staff awareness of environmental issues in 
its selection/award questionnaire and specification. We will also use the criteria 
in the evaluation of tenders, for instance, asking bidders to submit alternative 
goods or services that are more sustainable.  

  
8.5. Where sustainability factors in the supply chain are particularly important, the 

Procurement Team will speak to our direct supplier to understand the 
sustainability risks and how they are managed and mitigated. We’ll also need 
to understand the social and environmental impacts of making a particular 
purchase if there is a notable concern.  

  
8.6. We will encourage our supply base to investigate and minimise the 

environmental impacts of supplying us, including resource use, waste, energy 
consumption and carbon emissions. We will also improve our understanding of 
the social considerations of our purchasing decisions, so we can become an 
environmentally and socially responsible purchaser.  

  
8.7. The diagram below, sourced and reproduced from ‘Sustainable Procurement – 

making it happen’ by the Waste and Resources Action Programme (WRAP), 
usefully summarises how sustainable procurement can work in practice and 
how OHC&AT sees it:  

https://www.gov.uk/government/collections/sustainable-procurement-the-government-buying-standards-gbs
https://www.gov.uk/government/collections/sustainable-procurement-the-government-buying-standards-gbs
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9. Guidance and training  
  
9.1. The Procurement Team has a departmental intranet page, which is available 

to everybody within the OHC&AT organisation. It provides details and links to 
the following:  

• Service overview  

• Current priorities  

• Procurement Strategy  

• Procurement Policy  

• OHC&AT-wide Preferred Supplier List and how it should be used 

• Procurement forms 

• OHC&AT’s Modern Slavery Statement (Annex D) 
 
9.2. Updates on the Procurement Pipeline and activities that the Team are 

undertaking are regularly disseminated to staff via internal communication 
channels including the Principals’ Bulletin, development sessions and away 
days. The Head of Procurement will attend the Shared Services Forum to 
provide updates on the Procurement Pipeline and outline activities that the 
Team are undertaking. 

 
9.3. The Procurement Team will make themselves available to provide ad hoc 

advice and guidance as well as present to various forums including the School 
Business Managers.  

 
9.4. The Procurement Team can, also, arrange contract management training in 

two forms for OHC&AT staff: 
 
1-hour face-to-face workshop   
Objectives of the course – to understand:  
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− Responsibilities of a contract manager/supervisor  

− Supervising a contractor and monitoring performance  

− Managing risks and problems  

− Contract administration and finance  

− Best practice  
 
Target Audience:   School Business Managers, Premises Managers/Staff & staff with 
contract management responsibilities  
  
1-hour virtual workshop   
Objectives of the course – to understand:  

− Overview of the contract management process   

− Responsibilities of a contract manager/supervisor including monitoring 
performance and managing problems  

− Importance of local contract management and centralised support and 
oversight  

− Best practice in contract management  
 
Target Audience:  School Business Managers, Principals & any other staff wanting a 
contract management overview.    
  
10. Performance standards  
  
10.1. The diagram appended at Annex C demonstrates the Procurement Team’s 

performance expectations in the form of a high-level balanced scorecard which, 
if achieved and applied, will lead to continuous improvement. Evidence of this 
will become apparent via periodic audits and reviews. The Procurement Team 
are expected to achieve annualised cashable savings which should exceed the 
Team’s total salary and on-costs and operational costs; this equates to 
approximately £550K.  

  
10.2. Additionally, the Head of Procurement will be subject to performance reviews, 

where he may be asked to provide evidence of compliance and where 
continuous improvement is being achieved. Savings will be quantified and 
documented monthly, and where a tender process has been followed the 
calculation of the saving should be recorded in the tender evaluation report.  
Other members of the Procurement Team will also be subject to performance 
reviews.  

  
10.3. Procurement Team members regularly interact with academies, College 

centres and Head Office functions so there is improved understanding and 
awareness of how the Team can help them deliver against organisational aims 
and objectives. This will help the Team to better meet customer expectations 
and demonstrate professionalism and solid understanding and application of 
public procurement.  
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Annex A – Internal Procurement Thresholds & Waivers    
 
Internal Procurement Thresholds   
 

Value over lifetime 
of goods/service 

Commentary 

Up to £5K One quotation is sufficient but need to be sure this represents 
good VFM, perhaps by internet benchmarking, if possible, 
preferred suppliers should be included where possible 
 

£5,001 and up to 
£10K 

A minimum of two written quotations required to evidence VFM; 
preferred suppliers should be included where possible 
 

£10,001 and above 
up to £100K 

A minimum of three written quotes required to evidence VFM; 
preferred suppliers should be included where possible. VFM 
form should be completed. Procurement Team can run formal 
tender process if requested, but, obviously, owing to time and 
cost factors this is not a preferred course of action. 
 

£100,001 and above Undertake a formal tender process via the Procurement Team  
 

 
Where multiple quotations are sought these must be from different suppliers for the 
same specification to be able to compare like with like.  
  
All quotations must be obtained by sites/departments and provided as evidence with 
the requisition and should be retained in line with the Information and Records 
Retention Policy.  
  
Quotations should be obtained for a single use or purpose and should not be recycled 
for repeat business at a later date unless expressly agreed by the Head of 
Procurement. Quotations would usually have a time window in which they are valid; if 
no time limit, we should assume they automatically expire after 3 months and will not 
be accepted by the Finance Department unless specifically agreed.  
  
Where a supplier from the Preferred Supplier List (PSL) is used then the need for 
multiple quotations up to £100K has been automatically waived given that the 
suppliers have either been subject to a formal tender process or value for money 
benchmarking exercise although other quotations can be sought if desired.  
  
A Value for Money form needs to be completed for all purchases over £10K.  
 
All orders must be prepared using the online finance ordering system by placing a 
requisition to be approved by the budget holder. Orders will only be processed if there 
is adequate budget provision for the department. 
 
Where the requisite number of quotations is not obtained and the supplier is not on 
the PSL and the value is up to £100K then a quotation waiver must be submitted to 
Budget Panel.  
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If the requirement was £100K or over and a tender process has not been followed, 
then a tender waiver must be submitted to Budget Panel.  
  
The requirement for multiple quotations or a formal tender may be waived if 
exceptional reasons or circumstances are apparent and approved by the appropriate 
management levels.  
 
Waivers (i.e. no competition)  
 
This is where only one company/individual is asked to quote/tender for the work. It is 
generally discouraged, as a competitive process is more likely to achieve better value 
for money (VFM).  
 
However, a waiver may be justified in a few specific situations:  
 

• The work relates to a recently competed contract, and the likely cost saving 
through tendering or seeking other quotations is clearly outweighed by the 
added value of continuity of supplier.  

• The expertise required is so specialist that it is only available from one source 
e.g. only one supplier has the required knowledge or owns the Intellectual 
Property needed. Other branding or sources of supply should be considered 
where possible.  

• A tight deadline has been imposed by the Government or other regulatory 
authority which means there is insufficient time to compete the work. This must 
be due to unforeseeable circumstances that are beyond the control of 
OHC&AT.  

• Exceptional VFM can be demonstrated by benchmarking cost.  

• There is a serious health & safety or safeguarding concern which is urgent. 

• Use of a framework agreement permits direct award.  
 
The Procurement Team should be consulted for all waiver requests over £10K as part 
of the Budget Panel waiver process.  The obvious exception being ‘call-offs’ from 
OHC&AT-wide deals (including the use of PSL provider) which the Procurement Team 
has put in place.  The Head of Procurement will report a summary of waivers issued 
to the Finance & Resources Committee on a termly basis 
 
The following approvals must be sought if any budget holder wishes to request the 
authorisation of a ‘tender waiver’ or ‘quotation waiver’. A report listing these requests 
is shared with the ESLT and Finance & Resources Committee on a regular basis. 
 

• Head of Procurement – from £5,000 to £20,000 (under £5,000 a waiver is 
not required) 

• Chief Operating Officer – over £20,000 and up to £100,000 

• CFO and CEO – over £100,000 and up to £300,000 

• Finance & Resources Committee – over £300,000 and up to £1 million 

• Trust Board – over £1 million 
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Purchases  
 
All purchases must be made through a purchase order. The only exceptions where 
non-order purchases are permitted are referred to in Annex B for a complete list of 
purchases that are permitted without a purchase order. This will be reviewed annually 
as part of the Finance Regulations update. 
 
New Supplier: To request a new supplier to be set up, the new supplier form must be 
completed, and a credit check and Modern Slavery Policy/Statement anti-slavery 
questionnaire will be carried out if deemed necessary. Approval should then be sought 
from the Procurement Team. 
 
The purchase order must contain appropriate arrangements for the delivery of 
goods/service to the relevant provision. On receipt, goods must be checked against 
the goods received note (GRN) attaching the delivery note to the purchase order in 
the system.  Any discrepancies between the order and the GRN should be resolved 
with the Supplier. The delivery note should be retained and scanned onto the order 
within Finance System for audit purposes. 
 
Any goods that are not as ordered or are of a substandard quality should be returned 
to the supplier and a record of the collection should be kept, Purchase ledger should 
be informed. 
 
Pre-payments 
 
Payments in advance are not permitted except for exceptional circumstances. 
Payments in advance for non-contractual payments can be made up £5k and must be 
paid by a credit card. Contractual payments in advance must be built into the contract 
with scheduled payment terms approved by Finance Director or CFO and subject to a 
satisfactory credit report score of 51 as per the Credit Checking Policy. Pre-payments 
can be accepted of up to 20% of the total value of the project but not exceeding 
£25,000. 
 
Exceptional circumstances typically include venue hire, vehicle hire and purchase, 
school trips, therapy contracts, training contracts and works by small contractors or 
businesses. 
 
Pre-payments can only be accepted from “small businesses” – small businesses are 
defined by the UK Companies Act 2006 where 2 of the 3 the following criteria applies. 
These thresholds were updated by the Companies (Accounts and Reports) 
(Amendment and Transitional Provision) Regulations 2024, which took effect on 6 
April 2025 

1. Annual Turnover: Not more than £10.2 million. 
2. Balance Sheet Total: Not more than £5.1 million. 
3. Number of Employees: Not more than 50. 

 
Please refer to this legislation as guidance 
https://www.legislation.gov.uk/ukpga/2006/46/section/382  
 
 

https://www.legislation.gov.uk/ukpga/2006/46/section/382
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Requirements over £100,000 
 
All goods/services ordered with a value over £100,000 must have been subject to 
formal tendering procedures in line with PA2023 and should be tendered via an open 
tender which is then published on ‘find a tender service’ or a compliant Public Sector 
Buying Organisation (PSBO) framework is used. 
 
Guidance on the procurement thresholds is given in the Academy Trust Handbook. 
Ordering goods/services which may potentially be over £100,000 must be discussed 
with the Procurement and the Finance Teams prior to any communication with 
suppliers. This is to ensure correct procedures are followed from the outset. 
 
With regards to specialist or complex procurement activity such as major building 
projects, OHC&AT may appoint a professional third party (e.g. building surveyor, 
architect) who will assist in the specification writing and scoping of the works before 
the Procurement Team administer a formal tender process. 
 
When considering the value of a contract, the value should be assumed to be the total 
life of the contract. For example, a cleaning contract to the value of £30k per annum 
for three years would have a value of £90k. 
 
Academies joining OHCAT will be expected to align their contracts where possible by 
termination, novation or extension to enable OHCAT to procure on their behalf at 
renewal across the group. This is expected to achieve efficiencies and greater 
bargaining power; savings will be passed on to the academies. OHC&AT ESLT 
reserves the right to override a locally based decision in relation to a group contract if 
it is deemed to be in the best interests of the organisation as a whole. 
 
Value for money reports are incorporated within the governance statements of OHC 
and OHCAT’s respective Annual Report and Financial Statements; these are 
published on OHC&AT’s website by the January following the financial year to which 
the statements relate.  
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Annex B – Raising of Purchase Orders   
 
The table below details categories of spend which a purchase order is necessary 
where a PO is not raised the Action Owner should notify Finance that an invoice will 
be due: 
 

Category 
PO 
Needed 

Action Owner 
 

Agency / 
Recruitment 

No Principal 
 

Building 
Contractors under 
£15k 

Yes Principal/Head of Service 

 
Catering 
Consumables 

No Principal Food 

Cleaning 
Consumables 

Yes Principal 
 

Consultants Yes Principal/Head of Service  
Copiers - 
Consumables 

Yes Principal/Head of Service 
 

Educational 
Therapists -     
pre-planned 

Yes Principal/Head of Service 

 
Educational 
Consultants / 
Therapists SLA 

No Principal/Head of Service 
SLA - Cognus / Your healthcare 

Exams No Principal/Head of Service  
Expenditure 
under £100 

No Principal 
 

Facilities for OHC 
Centres 

Yes Facilities 
 

Farm Food Yes Farm Manager  
Farm Stock / 
Animals 

Yes Farm Manager 
 

Ground 
Maintenance 

Yes Principal 
 

IT Hardware Yes Principal/Head of Service  
Learning 
Resources 

Yes Principal 
 

Licences / 
Software 

Yes Principal/Head of Service 
 

Music Equipment Yes Principal  
PFI No Principal Arbour Vale 

Property Leases No Principal/Head of Service  
R&M Emergency 
Call Outs 

No Principal 
 

R&M Planned (inc 
Alarms / Pest 
Control / Boilers, 
Fencing, Flooring 
etc) 

Yes Principal 

 

SLA No Principal/Head of Service 
HACS / OHCAT –  
COLLEGE Shared services 

Subscriptions Yes Principal  
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Taxis - Short 
Notice / 
Emergency 

No Principal 

 
Telephone Calls No Principal/Head of Service  
Training Yes Principal/Head of Service  
Trips / Outgoings 
- Planned 

Yes Principal 
 

Trips / Outgoings 
- Residential 

Yes Principal 
 

Trips / Outgoings 
- Swimming 
Lessons 

No Principal 

 
Trips/Outings - 
One Off/Casual 

Yes Principal 
 

Uniforms Yes Principal  
Utilities No Principal  
Vehicle Fuel 
Cards 

No Principal 
 

Vehicle repairs No Principal  
Veterinary Bills No Principal  
Audit (Internal / 
External) 

Yes Finance 
 

Building 
Contractors over 
£15k 

Yes Facilities 

 
Catering 
Contracts 

Yes Procurement 
 

Cleaning 
Contracts 

Yes Procurement 
 

Copiers - Contract No Procurement  

Insurance Yes Finance  
Legal Fees No Legal/Compliance  

Marketing Costs Yes Marketing  
Northumbria No    
Telephone 
Contracts 

No IT  

Vehicle Lease 
Costs / Car Hire 

Yes Procurement  
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Annex C – Balanced Scorecard 
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Annex D: Modern Slavery Statement 
 
INTRODUCTION 
 
Orchard Hill College & Academy Trust (OHC&AT) is committed to providing 
outstanding educational opportunities for all our pupils and students. OHC&AT is 
comprised of two separate legal entities working together for mutual benefit: Orchard 
Hill College is a post-16 specialist provider and registered charity, while Orchard Hill 
College Academy Trust is a multi-academy trust. 
 
The Modern Slavery Act 2015 defines offences as ‘slavery, servitude and forced or 
compulsory labour’ and ‘human trafficking’; all of which have in common the 
deprivation of a person’s liberty by another in order to exploit them for personal or 
commercial gain. 
 
This statement sets out Orchard Hill College & Academy Trust’s (OHC&AT) actions 
and absolute commitment to understand all potential modern slavery risks related to 
its business and to put in place steps that are aimed at ensuring that there is no slavery 
or human trafficking in its own business and its supply chains. This statement is written 
with reference to the Modern Slavery Act 2015 and relates to actions and activities 
during the financial year 1st September 2022 to 31st August 2023. 
 
 
ORGANISATIONAL STRUCTURE AND SUPPLY CHAINS 
 
This statement covers the activities of OHC&AT.  
 
Orchard Hill College (the College) and Orchard Hill College Academy Trust (the Trust) 
together form Orchard Hill College and Academy Trust (OHC&AT), a family of 
specialist education providers for pupils and students from nursery to further education 
across London, Surrey, Sussex and Berkshire. Pupils and students within the 
OHC&AT family have a wide range of learning abilities and additional needs including 
complex autism; speech, language and communication difficulties; social, emotional 
and mental health; and physical disabilities including multi-sensory impairment and 
complex health needs. 
 
OHC&AT is led by an Executive Senior Leadership Team (ESLT) comprising the CEO, 
Deputy CEO, Chief Finance Officer, Chief Operating Officer, the Principal of Orchard 
Hill College, the Executive Director of Development and the Executive Director for 
Quality & Standards. The CEO holds ultimate responsibility for the active management 
of risk within the organisation, with functions and responsibilities delegated to ESLT 
members according to their specific remit and area of expertise. 
 
The ESLT reports to a collaborated Board of Trustees which comprises the trustees 
of both the College and the Trust. The Board of Trustees has responsibility for 
overseeing risk management within OHC&AT as a whole.  
 
Countries of operation and supply 
 
OHC&AT operates only in the UK. 
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High-risk activities 
 
Within the education sector, the areas typically seen as being at high risk of slavery or 
human trafficking are contracted out cleaning and catering and the engagement of 
agency workers, due to the potential for companies to source cheap labour from 
countries at risk. Modern slavery also encompasses areas such as child criminal 
exploitation and child sexual exploitation, and thus has obvious safeguarding 
implications for the children and young people who attend OHC&AT academies and 
College centres.  
 
 
RISK ASSESSMENT AND MANAGEMENT 
 
OHC&AT’s anti-slavery initiatives include: 
 

• Risk assessments: OHC&AT operates clear risk assessment and risk 
management processes across the organisation. Each school has a risk 
assessment system for all school-based decisions which may create a risk to 
the school. Due regard is always given to school-based decisions when 
recruiting and purchasing to consider the price versus quality. All schools are 
required to carry out a value for money statement when purchasing anything 
over £5k.  

• Investigations/due diligence: any concerns regarding slavery or human 
trafficking will be brought to the attention of the relevant Principal, Central Team 
lead or the Executive Senior Leadership Team (ESLT) depending upon the 
nature of the concern. This will then be raised with the relevant authorities via 
the Gangmasters & Labour Abuse Authority (GLAA). 

• Training and awareness: the OHC&AT intranet, accessible to all staff, has 
various resources including posters, training videos and leaflets from the 
Department for Education (DfE), GLAA and the Association of Chartered 
Certified Accountants (ACCA), and it is the responsibility of Principals and 
senior leaders to ensure that these are disseminated as appropriate e.g. 
posters displayed around school or College premises. Those directly involved 
in the procurement chain will undertake specific appropriate and regular training 
and disseminate this as appropriate. 

 
 
POLICIES IN RELATION TO SLAVERY AND HUMAN TRAFFICKING  
 
The notion and practice of safeguarding underpins diverse aspects of our practice as 
education providers. OHC&AT operates a comprehensive suite of policies and 
procedures intended to safeguard our pupils, students, staff and wider stakeholders 
from risks including those related to modern slavery.  
 
Relevant policies include: 
 

• Whistleblowing Policy: OHC&AT encourages all its staff, students and 
stakeholders to report any concerns related to the direct activities, or the supply 
chains of, the organisation. This includes any circumstances that may give rise 
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to an enhanced risk of slavery or human trafficking. The whistle-blowing 
procedure is designed to make it easy for people to make disclosures, without 
fear of retaliation. Staff, students or stakeholders who have a concern regarding 
slavery or human trafficking can make a disclosure via our whistle-blowing 
procedure and/or use the GLAA confidential helpline. 

• Staff Code of Conduct: every member of OHC&AT staff is expected to uphold 
the highest standards of good conduct while carrying out their duties: this 
means acting with integrity, professionalism, compassion and sensitivity in 
every aspect of their working lives. 

• Financial Regulations & Procurement Policy: OHC&AT is committed to 
ensuring that its suppliers adhere to the highest standards of ethics. Suppliers 
are required to demonstrate that they provide safe working conditions where 
necessary, treat workers with dignity and respect, and act ethically and within 
the law in their use of labour. OHC&AT works with suppliers to ensure that they 
meet the standards and improve their workers’ working conditions. Serious 
violations of the way in which a supplier conducts their business arrangements 
could lead to the termination of the business relationship. 

• Recruitment & Selection Policy: OHC&AT adheres to safer recruitment 
practices as laid out in Keeping Children Safe in Education. When recruiting 
new staff, OHC&AT carries out all necessary pre-employment checks including 
identity checks and verifying a person’s right to work. Additionally, OHC&AT 
uses only specified, reputable employment agencies to source labour and 
always verifies the practices of any new agency it is using before accepting 
workers from that agency. This is done as part of the ‘new supplier’ process 
and checking when we first engage with a recruitment agency. We specifically 
look at the ‘top up’ rates that an agency is deducting from a worker and seek 
declaration from the agency via a questionnaire. 

• Child Protection, Adult Protection & Safeguarding Policy: modern slavery 
presents a variety of safeguarding risks to those involved, including (but not 
limited to) child criminal exploitation and child sexual exploitation as well as 
substance misuse, human trafficking and violence. As a family of education 
providers, OHC&AT operates clear and comprehensive safeguarding policies 
and procedures in line with national guidance and law. Every OHC&AT 
provision has a Designated Safeguarding Lead (DSL) who is responsible for 
managing all safeguarding and child protection/adult protection concerns within 
their school or College. DSLs receive regular supervision, training and support 
from the OHC&AT Director of Safeguarding & Wellbeing. OHC&AT adheres to 
the principle that safeguarding is everyone’s responsibility; all OHC&AT staff 
receive regular, relevant training around both general and specific safeguarding 
issues, including risks associated with slavery and human trafficking and how 
to report any and all concerns. 

• London living wage (LLW): ensuring that contractors’ staff for outsourced 
services such as cleaning and catering are paid the LLW as a minimum. 

 
 
DUE DILIGENCE PROCESSES 
 
Our procurement team, reporting into the Chief Operating Officer, undertakes due 
diligence when considering taking on new suppliers, and regularly reviews its existing 
suppliers. Due diligence and reviews include: 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


 

26 

• mapping the supply chain broadly to assess a particular product, service or 
geographical risks of modern slavery and human trafficking; 

• evaluating the modern slavery and human trafficking risks of each new supplier 
and determining those which should be approached to complete the modern 
slavery questionnaire; 

• reviewing on a regular basis all aspects of the supply chain based on the supply 
chain mapping; 

• conducting supplier audits or assessments, when necessary, which have a 
greater degree of focus on slavery and human trafficking where specific risks 
are identified and seeking to mitigate the risks to the lowest acceptable level. 

 
If OHC&AT determines that a supplier has breached, or is suspected of having 
breached, our requirements in relation to Modern Slavery Act compliance then we 
expect to remove them from our supply chain. All records for due diligence are saved 
centrally in Teams and systems innovations are being considered in order to report on 
due diligence renewals. Supplier due diligence is carried out during procurement 
project evaluation stages or at supplier onboarding. 
 
 
TRAINING ON MODERN SLAVERY AND TRAFFICKING 
 
OHC&AT requires the following categories of staff to complete awareness training on 
trafficking and modern slavery:  
 

• The Procurement team 

• The HR team 

• The Estates & Facilities Management team 

• School Business/Office Managers 

• Central Teams leads 

• ESLT  
 
This is also available to all OHC&AT staff via our online training provider (Educare). 
 
Staff completing the awareness training will: 

• understand what modern slavery and trafficking are; 

• understand the different types of trafficking and modern slavery; 

• recognise the main signs that indicate someone has been trafficked; 

• know some basic information about the legal and policy context of trafficking in 
the UK and internationally; 

• know what action to take if they know or suspect that someone has been 
trafficked. 

 
Awareness-raising programme 
 
As well as training our staff, OHC&AT has previously raised awareness of modern 
slavery issues by distributing flyers and posters to our sites. 
 
The posters explained to staff: 

• the basic principles of the Modern Slavery Act 2015; 
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• how employers can identify and prevent slavery and human trafficking; 

• what employees can do to flag up potential slavery or human trafficking issues 
to the relevant parties within the organisation; and 

• what external help is available, for example through the Modern Slavery 
Helpline. 

 
To ensure that the issue of modern slavery remains a focus and has the importance 
and prominence it deserves the following actions for OHC&AT will continue to be 
undertaken: 
 

• The Procurement Team will issue the modern slavery questionnaire to any 
contractors deemed to present a risk and who have not been approached 
previously, and review these. 

• HR will issue the modern slavery questionnaire to all recruitment agencies used 
by the organisation and review these. 

• The Head of Procurement will oversee the expansion of the Procurement 
Team’s intranet page to include: 

• a specific section on modern slavery 

• a link to the National Crime Agency which contains helpful videos 

• a link to Modern Slavery Helpline website    

• instructions on what to do if someone suspects modern slavery, for instance, 
reporting it to the Modern Slavery Helpline on 08000 121 700 or the police on 
101.  

• The Learning & Development team will ensure that all staff in the categories 
listed above have completed the online awareness training. 

 
Progress on these actions will be reported to the Finance & Resources Committee on 
the next review of this Statement. 
 
 
 
 
 

https://www.nationalcrimeagency.gov.uk/what-we-do/crime-threats/modern-slavery-and-human-trafficking?highlight=WyJzbGF2ZXJ5Iiwic2xhdmVyeSciXQ==
https://www.modernslaveryhelpline.org/

