
Appendix 8  

  

Purchase of Support Services  
  

1.1  Scope:  

  

This appendix details the system by which schools purchase Norfolk County Council 

(NCC) services as defined within the Contract to Purchase Scheme.  Services from 

NCC may be purchased outside of the scheme; however in such cases this will be 

through personal negotiation between the school and the service provider.  

  

Purchasing services outside the scope of NCC should only be done if a school is certain 

it can meet all the requirements placed upon schools by legislation and corporate 

systems.  

  

  

1.2  Responsibilities:  

  

A school has a responsibility to purchase services that it would be unable to perform 

due to lack of resources, controls, equipment, expertise, or where a conflict of interest 

would arise.  The selection of which services to purchase is usually a joint decision 

between the headteacher, senior staff, finance committee and the governing board.    

  

Any decision must be agreed by the governing board and authorised by either the 

headteacher or chair of governors.   

  

  

1.3  Process:  

  

The school needs to decide what services it requires and from where.  Time should be 

allocated negotiating with NCC departments not using the Contract to Purchase 

scheme e.g. Insurance Services and external suppliers where customised contracts or 

arrangements need to be agreed.  

  

Schools are offered a variety of services as detailed on the services 4 schools’ website 

http://s4s.norfolk.gov.uk.  Every educational establishment is given a specific login 

where contracts detailing how much each service option will cost are included. The 

Finance and Business Services Team release details of contracts to schools by the 

middle of February each year prior to the commencement of the new financial year.  

  

The headteacher, in consultation with the finance committee and/or governors will 

choose the relevant options to which the school wishes to sign up to and having 

decided these, purchase the required services through SLA online.  The deadline for 

the purchase of annual contracts is 31st March, any contracts which are on automatic 

renewal will be renewed on this date unless the service provider have been informed 

otherwise.  In meeting this deadline, the relevant NCC Service Providers will know 

their commitments   
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and the school will know which services it has purchased before the financial year 

starts.  

  

The charges will be made against the school budget via journal transfer in 12 monthly 

instalments (direct debit) unless the school has bank account type ‘A’ in which case 

the school will receive an invoice.  

  

  

1.4  Further Information:   

  

http://s4s.norfolk.gov.uk  

.  

  

Service Provision  

Any questions on individual services should be addressed to the Service Providers 

themselves.  Contact names and numbers are specified within services details on SLA 

online.  
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