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Darcy Road Public School  
 

Purchasing Policies and Procedures for  
Parents and Citizens Associations 

 
 
 
 
 
 
 
 
 

These procedures apply whenever Parents & Citizens’ Associations (P&Cs) undertake purchasing 
activities to ensure purchasing activities: 

• achieve value for money 

• are fair and competitive 

• are publicly defensible. 

Note: This policy will not apply on those purchases where a vendor is already selected after due 
diligence like uniform shop. 
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Determining the Purchasing Method 

Before commencing a purchasing activity, the P&C must determine the appropriate purchasing method 
from the following options.  

Option 1 School manages the purchase 

Purchasing of ICT goods and services, building works and tools and equipment should be 
undertaken by the school to ensure compatibility with existing infrastructure and safety 
requirements. 
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The P&C contributes to defining the requirements and evaluating quotes but draws on 
school purchasing staff experience to manage the purchasing process and ensure 
compatibility with existing equipment and infrastructure. 

Option 2 P&C manages the purchase. 

Purchasing forms (PF) are available to facilitate the purchasing process in line with the 
following minimum quotation requirements: 

$0 – $5,000   

Request a minimum of two quote in writing, in-store, catalogue or online.   

 

$5,001 - $20,000 

Request a minimum of three written quotes. 

 

$20,001 - $100,000 

Request a minimum of three written quotes.   

 

$100,000+ 

Request a minimum of five written quotes.   

Use the Purchasing Checklist (PF001) to guide you through the process.  

When purchasing supplies for P&C operated tuckshops, uniform shops, bookshops or OSHC, 
seek quotes based on the total annual spend or combined spend over two or three years to 
establish best value for money. 

 

See further details for these options on the following pages. 
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Option 1 School Manages the Purchase 
 

If the P&C is purchasing equipment, materials and large value items (for example building and 
maintenance works), the purchase should be undertaken by the school on the P&Cs behalf.  P&C 
members can still have input into how P&C generated funds are used through developing the 
specification, quote evaluation and establishing the contract or agreement.   

School Managed Purchases can include: 

➢ Building Work 

Purchases that impact on school infrastructure or grounds must be approved in advance in writing 
by the School Principal who will, if necessary, obtain advice from Department of Education’s capital 
works and infrastructure advisors.  This applies to the: 

• construction of improvements to a school’s premises 

• addition of a fixture to a school’s premises 

• purchase of furniture for a school. 

Building work can become complex projects (e.g. removal of asbestos materials or other workplace 
health and safety restrictions).  The Principal will ensure that the activity is treated as a school 
managed facilities project and completed in accordance with Department of Education’s School 
Managed Facility Projects procedure.  

The P&C holds no delegations for school infrastructure projects and therefore cannot enter into a 
contract or sign the letter of acceptance for any building consultants or contractors.  The school 
Principal is authorised, within the limit of their delegation, to sign letters of acceptance. 

➢ ICT Goods and Services  

Information and Communications Technology (ICT) goods and services including: 

• all computer based hardware and software  

• communication devices such as mobile phones 

• ICT contractors; and consumables. 

To avoid compatibility and security issues, please ensure that all ICT purchasing is undertaken by the 
school on behalf of the P&C to ensure the purchase aligns with the schools ICT plan. 

➢ Tools & Equipment 

Purchasing for Trade Training Centres (attached to schools) and manual arts facilities requires 
technical expertise in the particular field of study.  It also requires a thorough knowledge of the 
hazards associated with the installation and use of the tools or equipment and how to minimise risks 
to the student.  To avoid problems, ask the school to manage the purchase of tools and equipment 
for these centres on behalf of the P&C 

 

Expenditure receipts: School must provide the invoice to get the expense paid by P&C. P&C where 
possible will only provide money on submitting the invoices. 

 

Option 2 P&C Manages the Purchase 

 

Step 1 – Determine the minimum process requirements 
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Where the P&C is not using a supply arrangement and the school is not managing the purchasing 
activity, quotes must be sought from genuine suppliers based on the estimated total value over the 
period of supply using the following minimum requirements. 

Purchase 
value1  
(GST 

exclusive) 

Minimum quotes required 
(more quotes can be sourced to establish value for 
money and give suppliers an opportunity to bid for 

school business) 

Process to evaluate quotes 

$0 – $5,000 Two (2) or more quotes One (1) evaluator 

• Ensure goods or services 
meet requirement 
before making 
purchase. 

$5,001 - 
$20,000 

Three (2) or more written quotes One (1) or more evaluators 
 

$20,001 - 
$100,000 

Three (3) or more written quotes Two (2) or more evaluators 
 

$100,000+  Five (5) or more written quote Three (3) or more 
evaluators 

 

Step 2 – Know the Rules 

Purchasing activities should be undertaken with integrity, ensuring the outcome can stand up to scrutiny 
(accountability).  While complying with these procedures will help ensure that integrity and 
accountability is achieved, the following issues should also be considered: 

• Gifts & Benefits 

P&C members (including subcommittee members and employees/convenors) should not accept gifts 
or benefits from suppliers (actual or potential).  Such actions create the potential for allegations of 
preferential treatment being given to a particular supplier.  An exception may be attendance at a 
road show or product launch where a number of potential buyers are invited and it is common 
practice for the supplier(s) present to provide relatively low cost refreshments. 

• Conflicts of Interest 

P&C members and employees involved in a purchasing process should declare any conflict of 
interest to the P&C President as early as possible.   

There may be instances where an individual should not be involved in a purchasing process, such as 
if they have a direct or indirect financial, family or personal interest in any supplier likely to be 
invited to quote or if they use the P&C’s purchasing power for personal gain.  It is also not 
appropriate to combine any personal purchases with a P&C purchasing process regardless of 
whether it is paid separately. 

Conflicts of interest through favouritism or bias can also jeopardise the purchasing process.  There is 
a risk that any perception of prejudice will result in complaints or appeals which can result in delays 
and financial costs not anticipated. 

 

• Complaints 

 
1 Purchase values should be the estimated value of the purchase or the combined value of all purchase to be made under a supply agreement.  
For example, if a tuckshop establishes a two (2) year supply agreement, the purchase value is the total value of all orders expected to be made 
during the agreement period and not just the weekly or monthly orders. 
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Most complaints about purchasing are avoidable and usually arise through mistakes or 
misunderstandings.  Follow the guidance material contained in these procedures to avoid 
complaints. 

Try and resolve any complaints about a purchase by discussing the issues with the people involved in 
the evaluation of quotes and then with the complainant.  If this does not work, ask the Principal to 
take action in accordance with the Complaints provision in Department of Education’s procedures. 

If fraud, misappropriation or misconduct is suspected, the Principal must report this in writing 
immediately to the Regional Director.  In all cases keep a record of any correspondence or 
discussions. 

• Record keeping 

Keeping the quotes and related documentation can help resolve future disputes and help you give 
feedback to unsuccessful suppliers.  It also helps to ensure there is an audit trail if the process is 
challenged or a complaint is received.  This means that P&Cs must: 

o Ensure documents are kept in a secure place preferably at the school and only used for the 
purpose they were provided.  

o Keep copies of the purchasing process - how you invited and evaluated quotes (including working 
papers), what quotes were received and what dealings/discussions took place and what the 
result was and how it was communicated. 

o Keep documentation with P&C records for the current and previous year.  Prior year records 
must be kept with the school in accordance with the retention schedule.  For example: 

Request for Quote, Risk assessment   Retain for 7 years from last action 
& financial documentation (invoices etc.)   

Unsuccessful quotes    Retain for 3 years from last action 

 

Step 3 – Know what you want to buy 

Before starting any request for quote you should: 

• Research the requirement and the suppliers able to supply. 

• Prepare a purchase specification detailing the requirement:  

o this can be simple or complex depending on the requirements but must be a true, complete 
and accurate statement of the requirement 

o be clear and avoid ambiguity so there will be no misunderstanding by suppliers  
o seek professional or technical advice on the specification if warranted 
o include functional2 and/or technical3 descriptors to improve clarity and certainty. 

• Understand the risks associated with the purchase and how you will deal with them. 

• Consider whether you need any special conditions of contract, particularly in respect to service, 
delivery, warranty, returns and insurances.   

• Be clear on what’s important so you can decide how you will evaluate the quotes. 

• Clearly identify any mandatory requirements, keeping in mind if a supplier does not meet a 
mandatory requirement their quote cannot be considered. 
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Points to Note 

✓ If you have a particular product in mind (e.g. a specific ride-on mower), in addition to 
providing the minimum specifications you could also nominate the particular brand and 
model as an indicative solution by including words to the effect: “Honda Ride-on Mower 
Model no. XYZ-0123 or equivalent product”.  This allows suppliers of similar products the 
opportunity to offer their solution against the minimum specifications without you 
having to research all possible makes and models. 

Step 4 – Seeking quotes 

There are few things to remember: 

• Confirm the P&C has the budget and prior written approval from the Principal where required. 

• Before you ask suppliers to quote make sure you know how you are going to evaluate the quotes 
and who is going to do this (preferable to have two (2) or three (3) people involved). 

• Do not ask for quotes from a supplier you know cannot meet the requirement and do not waste 
suppliers’ time asking for quotes if you do not have a genuine interest in making a purchase - 
their time costs money. 

• If a supplier asks for clarification on the specification or terms and conditions, make sure all 
prospective suppliers are given the same information. 

• It is okay if there are not enough genuine suppliers to ask to quote, or if not all those who were 
asked respond.  The key thing is to make genuine effort to meet policy requirements and your 
records confirm this.  

Points to Note 

✓ Suppliers engaged to provide services directly to children or child-related activities 
must comply with Department of Education’s procedure Working with Children’s 
check. 

Step 5 – Make the Right Decision 

Purchasing decisions require careful consideration and balanced judgement.  P&Cs must therefore 
ensure that: 

• Before seeking quotes, the evaluators agree on the evaluation criteria and scoring method (this 
avoids bias and manipulation of criteria to suit particular suppliers). 

• Quotes are evaluated fairly and record whether: 

o the offered product /service meets the specification requirements 
o delivery will be on time  
o the price is within budget 
o the supplier has agreed to all the terms. 

• Every quote from a supplier is treated as confidential and price lists or content of any supplier’s 
quote is not disclosed to another supplier or third party, or used as a basis for haggling or 
negotiation. 

• Only the information provided through the quotation process is used to select a supplier and 
quotes are independently evaluated against the evaluation criteria (not against each supplier’s 
quote). 

• Negotiation is only used to sort out any differences or gaps between what is needed and what is 
on offer. 
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• The reason for supplier selection is clearly justified, documented and can withstand public 
scrutiny. 

• Contractual agreements are not entered into without the written approval of the Principal as the 
Minister’s delegate. 

• The successful supplier is notified by letter (signed by the P&C President) or by purchase order. 

• Once the successful supplier has accepted the contract, notify and thank the unsuccessful 
supplier(s) (preferably in writing if their quote was in writing). 

• Feedback is provided to suppliers on request.  Unsuccessful suppliers are entitled to receive 
feedback about why they were unsuccessful, how their quote can be improved next time and 
whose quote was accepted and at what price.   

• The appropriate forms are used to keep a record of the process used to source and evaluate 
quotes and stored in a secure place to maintain confidentiality and to facilitate audit review. 

Points to Note 

 Schools and P&Cs should avoid promoting any suppliers as “preferred” or “endorsed”.  

 

Step 6 – Managing the Contract 

Nominate someone to manage the contract or delivery of the goods/services. The contract manager 
or administrator should ensure that:  

• they have a good understanding of the purchase requirements and the contract terms and 
conditions agreed with the successful supplier 

• the supplier understands and subsequently fulfils their obligations in accordance with the agreed 
specification and terms and conditions 

• the supplier maintains valid insurance or licensing requirements for the period of the contract 

• they understand the clauses regarding contract variations and ensure they are approved and 

processed correctly  

• before paying the supplier’s Tax Invoice, check there are no outstanding or incomplete items or 
deliveries. It is easier to get the supplier back to fix/resolve something before paying their invoice 

• paperwork relating to managing the contract is maintained and ensure they are kept in a secure 
place, preferably with the quote. 
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PURCHASING GUIDANCE 
 

Do’s Don’ts 

✓ Ask the school to manage any purchase of tools, equipment, ICT or building works to 
ensure compatibility with existing infrastructure and safety requirements.  

✓ Consider the total aggregate cost of goods or services over the period of supply to 
determine quote requirements and gain savings and efficiencies in purchasing.  

✓ Create a file (electronic/hard copy) to record all communication (including verbal) and 
documentation to support purchasing decisions and demonstrate integrity in the 
process. Keep supplier provided information securely. 

✓ Consider and manage risks associated with purchase. 

✓ Clearly specify the requirement and limit mandatory criteria to essentials only e.g. 
licenses, compliance to Australian Standards 

✓ Allow sufficient time for suppliers to respond to a request for quote. 

✓ Provide a sole point  of contact for suppliers submitting a quote and ensure all suppliers 
are provided the same information at the same time so that no supplier is given an 
unfair advantage against competitors. 

✓ Seek approval from the School Principal before entering into any contracts or 
agreement. 

✓ For contract variations or amendments: 
o Obtain approval from the P&C Association. 
o In writing and agreed and signed by all parties. 
o Amend and reissue purchase orders. 

 Do not accept gifts, favours or hospitality from suppliers or potential 
suppliers.  Declare any conflicts of interest, be aware of fraudulent activities 
and report any suspicion of misconduct 

 Do not tack personal purchases on the back of a P&C purchasing process 
regardless of whether it was going to be paid for privately  

 Do not change the evaluation criteria or weightings after the request for 
quote has been released. 

 Do not open offers until after the closing date and time. 

 Do not include or exclude late offers before considering: 

o Whether the offeror has an advantage of more time to prepare their 
response. 

o What the contributing factors are (e.g. postal/courier/fax delays). 
o The number of offers received. 

 Do not exclude offers that fail to meet the desirable requirements.  Only 
offers that fail to meet mandatory requirements must be excluded. 

 Do not evaluate offers against each other.  Evaluate each offer against the 
evaluation criteria. 

 Do not enter into agreements under supplier terms and conditions without 
reviewing to ensure they are acceptable for the purchase. 

 Do not take advantage of a supplier’s genuine mistake. 

 Do not haggle with suppliers or play one supplier against another to beat 
down the price. 

 Do not make variations or amendments to a contract after the original 
contract date has expired.  Major changes or expired contracts require a new 
purchasing process. 
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