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Purchasing and preferential procurement policy
1. Introduction

This document is the purchasing and preferential procurement policy of the Hugo Lambrechts Music
Centre (HLMC) as approved by the governing body on 20 January 2025. The policy has been
drafted in accordance with the applicable provisions of the Constitution of the Republic of South
Africa, 1996; the South African Schools Act 84 of 1996 (‘SASA’); the Promotion of Administrative
Justice Act 3 of 2000 (PAJA), and other applicable legislation.

This policy must be read in conjunction with the school's finance policy.

Proper and successful purchasing and procurement depend on certain key values of conduct. All

these values must be present in the procurement process for it to succeed. These values include:

o Value for money/cost-effectiveness
¢ Open and effective competition

¢ Ethical and fair conduct

e Accountability and reporting

o Equality.

Best value for money means that the best possible outcome or result is achieved in the procurement
process, taking into account all relevant costs and benefits. The procurement function performed by
the governing body must also offer value for money and must be conducted in a cost-effective

manner.

A transparent and readily available framework of procurement practices and procedures are

required to enable open and effective competition.

All parties concerned must deal with each other based on mutual trust and respect, and business
must be conducted in a fair and reasonable manner and with integrity. There shall be no prejudice

and preferential treatment.

The SGB remains accountable for any plans, actions and outcomes pertaining to procurement.
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2. Application

This policy applies to any contract entered into by the governing body (SGB) in performing a function
that either has been allocated in terms of section 21 or is required by the governing body to perform
any other function in terms of SASA. In accordance with section 21, the SGB may apply for any of

the following functions:

e Maintaining and improving the HLMC's property, as well as the buildings and grounds
occupied by the HLMC;

o Determining the education curriculum of the HLMC as well as FET Subject Music
combinations offered in terms of provincial curriculum policy;

 Purchasing learning and teaching support material and equipment for the HLMC

o Paying for services rendered to the HLMC;

¢ Providing classes for adult music education and training;

e Other functions in accordance with SASA and any applicable provincial law.
3. Definitions

Contract is the written agreement between parties arising from the acceptance of a quotation and

contains the following:

e The invitation for quotations
e Details of the quotations
e The quotations

» Any conditions prescribed by the governing body upon the acceptance of the quotation.

Goods and services refer to all external procurement and contracting conducted by the HLMC.
This includes, though is not limited to, the following list:

e Teaching and learning material (music instruments; library books, music stands, textbooks,
stationery, copying and other educational material)

e Equipment for the HLMC (such as cleaning and gardening equipment)

e Services for the maintenance and improvement of HLMC property (such as maintenance and
cleaning services, instrument maintenance services, electricians, and plumbers)

e The procurement of equipment and other assets (such as computers and computer
programmes, furniture, office equipment, media equipment, audio-visual equipment and
vehicles)

e Building and construction (new buildings, building systems and infrastructure services, as
well as their improvement and replacement)

e Lease agreements (copiers, telephones and buildings)



e Businesses run on HLMC property (such a tuck shop/coffee bar/mobile food truck)

e Other, diverse ad hoc services approved by the SGB.

Quotation is a verbal or written indication of price for a standard product or service rendered upon

request for lower-value purchases or services at a fixed price or tariff.

Tender is an offer to perform work or supply goods at a fixed price or tariff. Tenders are used for

higher-value purchases or services.

4. Procedure

4.1 In procuring goods and services by means of tenders or quotations, the SGB performs a
public function. The SGB commits itself to the principles in section 33 of the Constitution and
Promotion of Administrative Justice Act (PAJA). These principles provide that everyone is

entitled to lawful, reasonable and procedurally fair administrative action.

4.2 The SGB may not accept any quotation or tender unless it has been provided for in the
HLMC’s budget and it has been adopted by a majority of parents at a meeting in terms of
section 38(2) of SASA.

4.3 In case of an eventuality that was not budgeted for, the governing body is required to call a
meeting and discuss the issue. If the majority of the SGB is convinced that the eventuality
represents a necessity, a tender offer or quotation may be invited. Parents must be advised
of the SGB'S decision as soon as possible. The SGB must explain the necessity of the matter,

as well as from which funds the SGB plans to pay for the tender or quotation.

Where it is not possible to call a meeting and an immediate decision is required, at least the
SGB chair, the HLMC principal and the treasurer must give their approval. If either the chair
or principal is unavailable, a SGB member delegated by them must approve the purchase of

the goods or procurement of the service.

4.4 Purchases or procurement below an amount determined by the SGB from time to time
(currently R20 000) occur by way of a quotation. Any quotation must first be accepted by the
HLMC principal or his/her delegate before an order may be placed. All requests for goods
and services for the HLMC must take place via an official HLMC requisition and order. The

HLMC itself may invite a quotation from a supplier, or a supplier may approach the HLMC.

4.5 Al purchases or procurement above an amount determined by the SGB from time to time
(currently R20 000 to R60 000) will be dealt with by the Finance Committee through at least
3 formal quotations, in which case the following procedure applies:



4.6

4.7

4.8

4.5.1 The request for quote must clearly outline which goods or services are required by

when.

4.5.2 A Finance/Admin officer must receive all quotes and record these in a quotation
register. After the closing date, all quotes must be handed to the Finance Committee
for consideration. The Finance Committee may give preference to offers from the

parent community of the HLMC in considering the awarding of a quotation.

4.5.3 The Finance Committee (FINCOM) recommends and approves all quotes between
R20 000 and R60 000.

4.5.4 FINCOM then authorises the principal to conclude a contract with the institution or

person concerned after the quotation has been approved.

4.5.5 All persons who rendered quotes will be informed in writing of the governing SGB’s

decision.
4.5.6 Proper records must be kept of the abovementioned process.

Suppliers may not supply goods and services if they are not in possession of the official
acceptance of a quotation or tender. The HLMC may refuse to pay for any goods or services
rendered without the approval of the HLMC principal and/or SGB. The particular staff
member, parent or SGB member who has ordered the goods or services or has done the
transaction without the required authorisation, will be held responsible for the expenses or
any damage that the HLMC may suffer due to such unauthorised actions. In the case of a
staff member, this may lead to disciplinary steps, and in the case of a parent or SGB member,

legal action may follow.
Payment of goods.

4.7.1 Goods and services may only be paid with the HLMC’s debit card if approved as per
the HLMC Finance policy (authorised users: principal, finance officer, admin officer,
FINCOM teacher), or in another way provided for by the school’s finance policy.

4.7.2 The preferred method of payment for goods and services is via an electronic bank

transfer.

4.7.3 Persons may use their personal funds to pay for goods and services, and claim for

these expenses later, however only with the principal’s prior written approval.
A contract for the supply of goods and services must at least contain the following aspects:

o Definition of the parties to the contract

o Description of goods and services



4.9

5.1

5.2

5.3

¢ Price and price adjustments
e Delivery and payment date
o Guarantees

e Cancellation

All purchases or procurement over and above R60 000 will be dealt with by the Finance

committee and recommended by the SGB for ratification. The following procedure applies:

4.9.1 The tender must be advertised for at least 14 days. The advertisement must be
published in a circular (via Rise) and/or local paper. The tender must clearly outline
which goods or services are required by when as well as when the submission of
tenders closes.

4.9.2 A Finance/Admin officer must receive all tenders and record these in a tender register.
After the closing date, all tenders must be handed to the Finance Committee for
consideration. The Finance Committee may give preference to offers from the parent

community of the HLMC in considering the awarding of a tender.

4.9.3 The Finance Committee must submit a recommendation to the SGB for consideration
and approval. The SGB must approve the offer before a contract for the supply of
goods or services is entered into.

4.9.4 The SGB then authorises the principal to conclude a contract with the institution or

person concerned after the tender offer has been approved.
4.9.5 All tenderers will be informed in writing of the SGB’S decision.

4.9.6 Proper records must be kept of the abovementioned process.

Obligations in terms of Section 36

The SGB may not enter into any loan or overdraft agreement without the written permission
of the Member of the Executive Council (MEC). If any person grants the HLMC a loan or
overdraft facility without the MEC’s permission, neither the state nor the HLMC will be bound

by the loan or overdraft agreement.

The SGB may only lease, convert or alter fixed property once the MEC’s approval has been
obtained if such lease, conversion or alteration forms part of a tender.

The SGB requires the MEC'’s permission to authorise any person to conduct any business
on HLMC premises. Any activity that poses danger or disruption to learners is prohibited.



5.4

6.1

6.2

6.3

6.4

The contract must contain a guarantee from the SGB that the aforementioned authorisation
has been obtained from the MEC.

Risk and liability

Section 15 provides that each public school is a legal entity with the legal capacity to perform
its functions in terms of the law. Contracts entered into by the SGB body on behalf of the
HLMC must always be concluded in the name of the HLMC as the HLMC, as juristic person,
incurs all the rights and obligations arising from contracts. Individual SGB members must

guard against committing themselves to contracts in their personal capacity.

Contracts with substantial financial implications must only be entered into if these have been
budgeted for, and if it is certain that the HLMC will be able to fulfil the obligations arising from
it.

SGB member will not be personally liable for any debt, damage or loss incurred by the HLMC,
unless he/she has acted without authorisation or maliciously, in which case he/she will be

held personally liable for such debt, damage or loss.

Persons who occupy any position or office in the HLMC’s structures and who tender for the

supply of a service or product, or are involved in it, are bound by the following rules:
e Full disclosure of the tenderer’s relation to the HLMC

e Full disclosure of the nature of the relation between the person involved and the HLMC

and/or tenderer

» Disclosure of any financial or other benefit that the person involved stands to gain from

the awarding of the tender
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