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SCHOOLS COMMISSIONING CHECKLIST

	COMMISSIONING CYCLE
	What do you need to know
	How you can find out

	UNDERSTAND
	Needs analysis
	Schools mapping questionnaire

Consult local VCSOs

	Need
	Type/s of problem/s
	

	
	Numbers
	

	
	Types of help/support
	

	Want
	Pupil wishes
	Ask – interviews/conversations, survey, focus groups

Consult local VCSOs

	
	Parent/family wishes
	

	
	School staff wishes
	

	Priorities/outcomes
	What needs to change/improve
	Combine need and want

	
	Types/range of outcomes
	ACE-Value
CORC

	
	Outcome measures
	

	Existing provider/s
	What is provided
	Obtain service info

Consult with service/s

	
	Who is and not eligible
	

	
	How is service accessed
	

	
	What is the cost if any
	

	
	Strengths and weaknesses
	Ask schools staff, pupils and parents

	Alternative provider/s
	Who and where are other providers
	Consult local CVS

Search ACE-Value

	
	What do they offer
	

	PLAN (SPECIFICATION)
	Who is the service for (population or group)
	School data

	
	What is in scope, out scope
	

	
	Outcomes to be achieved
	

	
	Timeline/duration of contract
	

	
	How contract will be monitored
	

	
	Incentives, penalties
	

	Budget
	State available budget – or not
	

	
	Full cost recovery
	Top tips (attached)

	
	Contingency
	

	Quality and value
	Standards, QA
	ACE-Value

	
	Professional membership
	

	
	Governance
	

	
	Added value
	

	Choice
	Options 
	

	Participation
	How pupils will be involved
	

	
	How families will be involved
	

	
	How satisfaction will be measured
	www.puzzledout.com

	DO 

(PROCUREMENT)
	Single or joint/cluster commissioning 
	Talk to other schools

	
	Local competition/tender
	Take advice from Local Authority/Clinical Commissioning Group/Public Health commissioners

	
	Framework arrangement
	Talk to CVS

	
	Contract on value for money, innovation, capacity to deliver
	

	REVIEW
	Estimate distance travelled
	Outcomes - CORC

	
	Evaluate satisfaction measures
	

	
	Compare performance with specification
	


Top tips for procurement

Contracts are a critical part of the commissioning cycle and they represent a legally binding obligation between the commissioner and provider for delivering the services.

Full cost recovery

Contracts need to be let on a full cost recovery basis, particularly when they involve the third sector.

This is because most third sector organisations have very small core budgets and will appoint staff and create other capacity based on the individual contracts they are awarded in order to deliver to that particular contract. The survival of the entire third sector organisation may be threatened if contracts are not let on a full cost recovery basis.

Expertise on legal and business issues

Make sure someone who understands the legal and business issues is on the decision-making panel when letting contracts, so that the contract is tailored to the service and the provider. The local authority can provide procurement expertise to inform the decision-making panel as it receives and then devolves the funding.

Use plain English

The contract may be written in legal language and based on a standard template from the local authority or PCT, but the actual service level agreements and service level specifications can be written in plain English. That way both the provider and the commissioners understand exactly what each other’s expectations are.

Define targets and outcomes

Clear targets and outcomes need to be defined in the service level agreement, with agreed methods of measuring them.

References

Ask for references from organisations or schools that have already used the service provider you are considering.
Source: Guidance on commissioning targeted mental health and emotional wellbeing services in schools (2010)

http://www.chimat.org.uk/resource/item.aspx?RID=86268
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