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1.​ PURPOSE AND RATIONALE 

The purpose of this Procurement Policy is to ensure that Langley Christian School (LCS) conducts all 
procurement activities in a transparent, ethical, and financially responsible manner. This policy safeguards 
the stewardship of school resources, promotes fair competition, and complies with legal and regulatory 
obligations. 

 
2.​ POLICY GUIDELINES 

(a)​ General Procurement Principles 

2.a.1.​ All purchases and contracts should align with LCS's mission and strategic goals. 

2.a.2.​ Purchases must be cost-effective while maintaining quality and value. 

2.a.3.​ Decision-making must prioritize transparency, accountability, and ethical practices. 

(b)​ Procurement & Purchasing Thresholds 

2.b.1.​ Building Projects (≥ $50,000): For any building project with a projected cost of $50,000 or 
more, a minimum of three competitive quotes must be obtained. The proposals will be 
evaluated based on cost, quality, and alignment with project requirements. 

2.b.2.​ Capital Purchases, Contracts (>12 months) greater than $2,000 must: 

●​ Be pre-approved by the appropriate school leadership authority, typically the principal. 

●​ Include a minimum of three competitive quotes to ensure the best value, except in 
cases where the school administration or Board has developed an APPROVED 
VENDOR LIST (using criteria in Section 2.d.).  

●​ Be documented and reviewed as part of the school’s financial oversight process. 

(c)​ Approval Authority for Capital Purchases  
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Budget Approvals  

Threshold Approval Required Budget  

<$2000 Principal, budget holder and/or athletic 
director  

approved campus budget 

$2000-$50,000 Principal, Head of School, Director of 
Operations, Director of Finance (any 2)  

approved campus or operations 
budget 

>$50,000 Head of School & Director of Finance approved campus budget  

>$100,000 Reviewed by Finance & Risk Management 
Committee and approved by the board 

if not previously included in 
annual budget process 

 
 

(d)​ Vendor Selection Criteria 

2.d.1.​ Vendors will be evaluated based on: 

●​ Price competitiveness and quality of goods/services. 

●​ Reliability and past performance. 

●​ Alignment with LCS's values and long-term sustainability goals. 

2.d.2.​ The individual or committee responsible for tendering or awarding a contract must: 

●​ Interview a minimum of two references who can comment on the quality of the vendor’s 
work and the health of the vendor-client relationship within the previous 48 months. 

●​ Document findings from these interviews for consideration in the selection process. 

(e)​ Conflict of Interest 

2.e.1.​ Staff and board members involved in procurement decisions must disclose any personal or 
financial interests with potential vendors to avoid conflicts of interest. When a decision is 
required, the staff or board member will be recused from the decision.  

2.e.2.​ Board members or their respective businesses involved in purchasing or procurement must 
disclose any possible conflict of interest and attain Board of Directors authorization to bid or 
submit a proposal for work.  

(f)​ Record-Keeping 

2.f.1.​ Documentation of all procurement activities must be maintained for audit and accountability 
purposes, including RFPs, quotes, contracts, approvals, and reference checks. 

2.f.2.​ All records and documentation is to be kept on file for a period of 10 years.  

(g)​ Exceptions 

2.g.1.​ Emergency purchases may bypass the competitive bidding process but must be justified and 
documented. 
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2.g.2.​ Sole-source purchasing procurements are permissible only when no reasonable alternatives 
exist and require approval from the Director of Finance & HR and Head of School, or a 
suitable board-appointed representative.  

2.g.3.​ Sole-source tendering and awarding of contracts on major capital projects (≥ $500,000) are 
permissible only when no reasonable alternatives exist and require approval from an 
appropriate board authorized committee or Board of Directors. 

 
 

 

Reviewed:  
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