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Schools Procurement Card Policy  

 
This document outlines the Councils' policy and process for the effective and correct use of 
corporate procurement cards. It also details instances where the use is not appropriate. All cards 
must be used in line with the school/s Finance Policy, the Council's Scheme for Financing Schools 

& Financial Procedures and this policy which frames the operational remit of card usage. This 
policy is owned by the Corporate Commercial and Procurement service.  
 

Documents mentioned in this policy can be found LA Documents > Schools Finance Team > 
Procurement Card 
 

1. Who does this policy apply to? 
 

1.1.  This policy applies to all Council maintained schools including prime account schools.  

1.2.  The policy outlines the roles and responsibilities for procurement cardholders, 
administrators and spend managers along with the Business Support Procurement 
Card team, and the Corporate Commercial & Procurement Service who manage the 

contract.   
 
2. What is a Procurement Card? 
 

2.1. A corporate procurement card is a payment method, similar to a personal credit card, 
where spend is incurred and paid at the end of the period via bank transfer.  

2.2.  Using the procurement card simplifies the purchasing process and reduces internal 
costs. 

3. How a Procurement Card should be used 

3.1.  Procurement cards must not be used where the supplier is an approved supplier; in 
these cases, a purchase order must be raised to secure the item.  

3.2.  A corporate procurement card must not be used for personal purchases (in line with 

the Code of Conduct Schools employment manual – Professional resources). 

3.3.  A corporate procurement card must not be used by anyone other than the named 
officer.  

3.4.  It is unacceptable for any corporate procurement cardholder to use their own, a 
relatives or a friend’s personal loyalty card, while making purchases using a 
procurement card on behalf of the Council or service users (in line with the  Code of 

Conduct Schools employment manual – Professional resources). 

3.5.  The use of a corporate procurement card is subject to the normal Audit and Financial 
protocols.  

 

 

https://www.lincolnshire.gov.uk/downloads/file/3101/scheme-for-financing-schools
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lincolnshire.gov.uk%2Fdirectory-record%2F65285%2Ffinancial-procedures&data=05%7C01%7CLorna.Finney%40lincolnshire.gov.uk%7Cba90267ff8fb4201ab3c08dae5001802%7Cb4e05b92f8ce46b59b2499ba5c11e5e9%7C0%7C0%7C638074085800674528%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=8IwscEIyfo9K9Kw6YOGze4FbBiTF5E0Z9%2BhCZYWintA%3D&reserved=0
https://professionals.lincolnshire.gov.uk/schools-employment-manual
https://professionals.lincolnshire.gov.uk/schools-employment-manual
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4. Eligibility and Allocation of cards 

 

4.1.  The governing body are responsible for determining whether there is a genuine 
business need for a procurement card. Decisions must be based on operational 

requirements linked to circumstantial or access needs as defined in sections 5.1 & 5.2.  

 

4.2.  Approved cardholder’s and their transaction limits and monthly credit limits should 
be set out in the school/s’ scheme of delegation/finance policy. This policy should be 

reviewed and approved by the governing body annually.  

 
4.3.  Consideration should be given to the nature of the expected expenditure, and 

whether alternative procurement routes are available before agreeing to a 

procurement card. Appropriate allocation should be applied consistently to ensure 

cards are only issued where necessary. 

 

4.4.  If you need any support in deciding whether someone should be given a procurement 

card, please review the School P-Card Guidance. 

 

4.5.  Employees who are required to make purchases online where suppliers will not accept 

Purchase Orders as a payment option. 
 

4.6.  Instances that will not be accepted for a Procurement card include: 

 
4.6.1.  Staff not approved as a cardholder within the scheme of delegation as set out 

within the finance policy 

 
4.6.2.  Those where purchases required for their role could be made via a purchase 

order being raised through Business World, as this is the required procurement 
route.  

 
5. When should they be used? 

5.1.  There are limited instances where payment by procurement card is a necessary 

business need for certain circumstantial and access reasons. 
 

• Circumstances - may include staff who have responsibilities to deliver services 
outside of normal working hours, at off-site locations or need to make purchases 

in urgent/emergency situations.  
 

• Access – includes staff who need to regularly access certain goods or services for 
which payment is required at the point of purchase and/or purchase orders are not 

accepted. Staff will be expected to demonstrate that there are no reasonable 
alternatives (such as alternative suppliers) or purchase order availability to negate 
the need to use a P-Card.  
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5.2.  Examples include: 

Reason Type of Need/ 
Spending Situations 

Example Scenarios – this is not an exhaustive list 

 
C

ir
cu

m
st

an
ti

al
 

 
On-site emergency / 
urgent situations 

• Emergency safe and secure response for break-ins or 
incidents occurring on LCC premises (including schools) 
out of hours and where a supplier cannot accept a 
respective invoice & PO 

• To repair/replace essential items associated with staff 
welfare 

• To order/pay for emergency transport/travel costs for 
pupils in the school’s care (not for staff) 

 
Off-site purchases 

• Paying for activities, goods or services associated with off 
site visits for pupils in the school’s care (i.e. the purchase 
must be for their benefit and not for staff) 
 

 
Mitigating payment 
method for emergency 
responses (recorded in 
business continuity 
plans)  

 

• Risk mitigation for off-site events when making a purchase 
following an issue arising (i.e. breakage, loss, or depletion 
of resources) will enable the continuation of attendance 
and prevent loss of investment (and where a supplier 
cannot accept an invoice & PO) 
 

 
A

cc
e

ss
 

 
Making purchases from 
suppliers that require 
payment at the point of 
purchase and/or will 
not accept a P.O. 

• Bookings for accommodation, travel, and events 
• Subscriptions, licenses, and fees for on-line services (e.g. 

advertising) excluding personal professional memberships 
• Food and beverage supplies related to service provision 

(Schools, Children’s, Adults – Jury’s/Day Centres) 
• Mail order teaching and educational resources 
• Building and vehicle materials, supplies, and services 
• Professional / specialist training  
• Specialist waste/cleaning services  
• Government/regulatory services 

 

5.3 It should be noted that regular “urgent” payments due to lack of planning are not 
considered acceptable use. 

 

6. When should they not be used? 
 

6.1.  The following are examples of where it is not appropriate to use a procurement card 

to purchase items: 
 

6.2.  To pay invoices or statements which are on BW including utility bills. 

6.3.  Cash like transactions such as gift cards and vouchers (unless these are for pupils as 

part of dissemination of hardship funding).  

6.4.  Staff lunches, celebrations or Christmas lunches, Gifts (including flowers) for staff or 
for special occasions. 
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6.5.  Meals, snacks, refreshments or food in general, other than what is permitted in 

paragraph 5.2. 

6.6.  Alcohol, tobacco products, vapes, legal medication, other age restricted items and cash 
withdrawals are strictly prohibited. 

6.7.  Car parking fees and fuel costs where an expenses claim should be made. Please refer 

to the Travel & Expenses policy for more information. 

6.8.  Professional memberships related to an employee’s role must be claimed through the 
expenses process. 

6.9.  IT equipment and software. An IT ticket should be raised to request new software and 
equipment ordered through the Product Catalogue. 

 

6.10. Internal payments. These should be processed as recharges to the other department. 
 

6.11. If the cardholder requires an item outside the scope of this policy, excluding alcohol, 

they must request an exemption from the Headteacher (or chair of governors if the 
headteacher is making the purchase) in writing (e-mail). The evidence of an exception 
should be sent to the administrator along with the receipt and the updated transaction 

log. 
 

6.11.1.  If the purchase of alcohol is required, written approval must be sought from the 
Chair of Governors. 

 
6.12. Payment via third party platforms such as PayPal is prohibited unless it is the only 

payment option and the item cannot be sourced elsewhere. This is to ensure financial 

security, protect against fraud and avoid unnecessary transactional costs.  

6.12.1.  Where there the item cannot be sourced elsewhere, PayPal may be used where 
card details are manually inputted. 

6.12.2.  Under no circumstances should a personal PayPal account be logged into to make 
a purchase since this exposes the card to fraud. 

6.13. When purchasing from any online retailers you must check that the product complies 

with UK Health and Safety Regulations particularly toys and electronic items. If you are 
not satisfied, then an alternative supplier for the products you wish to purchase should 
be found. 

 

7. Receiving first and Replacement Cards 
 

7.1.  All Procurement Cards must be sent to a central location, which is County Offices, 

Lincoln where they will be processed and forwarded to the cardholder. 

7.2.  Under no circumstances should an alternative address be requested as this can 
increase the risk of fraud and theft. 



 

6 
 

8. Cardholders’ role and responsibilities 

8.1.  A corporate procurement card should only be used for making business purchases that 
cannot be made on Business World. 

8.2.  A corporate procurement card must not be used for personal purchases (in line with 
the Code of Conduct Schools employment manual – Professional resources). 

8.3.  The use of a corporate procurement card is subject to normal Financial protocols. 
Financial Protocols 

8.4.  All procurement cardholders must read and understand the requirements under this 

Policy and refresh annually. When the policy is updated annually, this will be 
communicated and an updated version will be held in Perspective Lite. Cardholders are 
responsible for refreshing their understanding of the Policy accordingly.  

8.5.  Cardholders are responsible for any spend on the card and only the cardholder must 
use their card. 

8.6.  The cardholder must keep their card and PIN secure and not allow anyone else to 

access it and use it. Should a cardholder allow another individual to use their card this 
will be considered a disciplinary matter. 

8.7.  The cardholder must register for online banking to access monthly statements for their 

card, in order to verify that amounts debited from the account match the 
corresponding receipts and to identify any fraudulent activity.   

8.8.  Card details should not be stored online or linked to personal (non LCC/School) devices. 
This presents an increased risk of fraud if a supplier/website is compromised. 

8.9.  Procurement Cardholders must obtain a valid receipt each time they use the card that 
details the purchase/s that have been made. The cardholder must promptly complete 
a transaction log to record purchases within two weeks of the purchase which should 

cross-reference with the receipts and monthly statement.  

8.10. All purchases on a procurement card require a VAT receipt 

8.11. All VAT receipts should be sent to the card administrator to upload, along with the 

transaction log and the correct account and cost codes within 14 days of the purchase. 

8.12. Cardholders must not purchase goods or services using their card where other 
arrangements or specific Corporate contracts are in place e.g. a corporate stationery 

contract as doing so will contradict any arrangements already in place.  

8.13. The card must be surrendered immediately on termination of employment and if 
requested by the budget holder where the card has been used outside of permitted 
policy use or when the cardholder moves to a role where the card is no longer required. 

The cardholder must complete a cancellation form. 

https://professionals.lincolnshire.gov.uk/schools-employment-manual
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fperspective.angelsolutions.co.uk%2FPerspective%2FLiteUsers%2FHome.aspx&data=05%7C02%7CSamantha.Long%40lincolnshire.gov.uk%7C4afd2da666e049efdabc08dea042a605%7Cb4e05b92f8ce46b59b2499ba5c11e5e9%7C0%7C0%7C639124405297270418%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=f%2BgRmJCsP%2FkQByXKTrfpaa3bKdQeA8wW%2F91MuzIOr%2BI%3D&reserved=0
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8.14. If a cardholder is on extended leave, then an email should be sent to their Headteacher 

(if cardholder is Headteacher then Chair of Governors)  to the P-Card team explaining 
the reason and requesting that a block be placed on the card. When the cardholder 
returns from leave, they can email ProcurementCard@lincolnshire.gov.uk to have the 
block removed. 

8.14.1.  Extended leave includes sickness, maternity leave and suspension. 

8.15. Under the Local Government Transparency Code 2015, the Council must publish all 
transactions at least quarterly. The Council also regularly receives Freedom of 

Information requests regarding spend; it is the cardholder’s responsibility to ensure 
that all information is available and meets the criteria of Council spend. 

8.16. Cardholders should not have reciprocal arrangements for administrating each other's 

cards ensuring transparency when purchasing and coding.  

9. Card Administrators’ role and responsibilities 

9.1.  All administrators must read and understand the requirements under this Policy  

annually.  

9.2.  It is the administrator’s responsibility to ensure that the correct codes are entered 
accurately against the cardholder’s transactions and that all VAT receipts are uploaded 

to Business World. Exemption requests and lost receipt forms must also be uploaded 
where applicable. 

9.3.  The transactions must be coded on the transaction log within two weeks of the 
administrator receiving the information and all receipts uploaded to Business World as 

part of the mandatory process. 

9.4.  If there is a requirement to change the administrator of a card, an amendment form 
must be completed. The previous administrator must hand over all filed documents 

such as transaction logs and receipts.  Administrators must ensure that all outstanding 
tasks have been coded before they cease being an administrator since these will not 
automatically transfer to the new administrator. 

9.5.  Card Administrators should not be of a Senior Management or Budget Manager level. 
This helps maintain an important financial control, i.e. segregation of dutie s 

10. Budget Holders responsibilities 

10.1. The governing body are responsible for deciding who is eligible for a procurement card 
and ensure the school’s scheme of delegation/finance policy details cardholders and 
limits. 

10.2. All budget holders should ensure spend via procurement cards within their cost 

centres aligns with the Scheme for Financing Schools, Financial Regulations and the 
policy principles. 

mailto:ProcurementCard@lincolnshire.gov.uk
https://www.google.com/search?q=Local+Government+Transparency+Code+2015&safe=active&sca_esv=a46554ff8d764223&rlz=1C1GCEA_enGB1176GB1176&biw=1280&bih=551&sxsrf=ANbL-n6hR0vJyK4mZABtS8UrPMcG99Tp5w%3A1772205878923&ei=NrehaeaIOJ-ohbIP79eg4Q4&ved=2ahUKEwi7sNb9gPqSAxUZVkEAHUY5PYEQgK4QegQIARAB&uact=5&oq=Transparency+Code+2015+when+do+councils+have+to+report+procurement+cards&gs_lp=Egxnd3Mtd2l6LXNlcnAiSFRyYW5zcGFyZW5jeSBDb2RlIDIwMTUgd2hlbiBkbyBjb3VuY2lscyBoYXZlIHRvIHJlcG9ydCBwcm9jdXJlbWVudCBjYXJkc0iy5wFQAFjB2AFwAngBkAEAmAHDAaABhy6qAQUxMi4zObgBA8gBAPgBAfgBApgCK6AC1CioAhDCAgcQIxgnGOoCwgIXEAAYgAQYkQIYtAIY5wYYigUY6gLYAQHCAgUQABiABMICBhAAGBYYHsICCxAAGIAEGIYDGIoFwgIIEAAYogQYiQXCAggQABiABBiiBMICBRAhGKABwgIEECEYFcICBRAhGJ8FwgIHECEYoAEYCsICBBAhGAqYAw_xBWFUfXwBlqd3ugYGCAEQARgBkgcGNC4zOC4xoAf5iQGyBwYyLjM4LjG4B8IowgcJMS4zMC4xMS4xyAd7gAgA&sclient=gws-wiz-serp&mstk=AUtExfD1xpRzqkjZVDEh7h1J11RZ_Tlig8k9mnbi69CxbIhOGFV3GUBWnHtarJ3n-NcgvGimtc9j3N2RGQpbZ7o_DDhbWc0OEpsRjOBgY0_8YQc0ymRgnDpLF0BAME_hREHC0kLvpVJ0MNSnGhm_oXISeXJJ2f6KVD0kOE7HO7CI9_rPWkI&csui=3
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10.3 Headteacher (or Chair of Governors if the headteacher is making the purchase) must 

approve the cost centre allocation on procurement card forms, to ensure that they are 
correct before authorisation. 

10.4 The Headteacher (or Chair of Governors if the headteacher’s card) is responsible for 
authorising any temporary or permanent increases to a cardholder’s monthly or single 

transaction procurement card limit. 

11. School business manager (SBM)/administrator responsibilities 

11.1 SBM/administrator should undertake regular projection exercises to establish likely 

spend on procurement cards. 

11.2 SBM/administrator must ensure that spending on procurement cards is legitimate and 
meets business need. 

11.3 Where purchase(s) appear non-compliant with this policy, the SBM/administrator 
should support the escalation process. 

12. Suspected Fraudulent Transaction  

12.1. Everyone involved in the use of P-Cards including P-Cardholders, administrators, 
headteachers and chair of governors must complete Counter Fraud training available 
through Lincs2Learn before interacting with the P-Card, process. 

12.2. If the cardholder notices a transaction on their procurement card statement that they 
did not make, the cardholder is required to contact Lloyds Bank for appropriate support 
and to notify the Business Support procurement card team – 
procurementcard@lincolnshire.gov.uk. A block will be placed on the card whilst Lloyds 

Bank undertakes investigation. 

12.3. If any member of staff has a reasonable suspicion that a procurement card is being 
fraudulently used, such as for buying personal items, deliberately overordering items 

for resale, or using the card for means that sit outside of policy, this should be reported 
to the Counter Fraud Team at the earliest convenience. This can be done by emailing 
CounterFraud@Lincolnshire.gov.uk or alternatively, staff can follow the procedure as 

set out in their school’s whistleblowing policy. If no whistleblowing policy is in place for 
your school, the local authority’s whistleblowing policy may be followed, details of 
which can be found below. 

12.3.1.  Whistleblowing@Lincolnshire.gov.uk 

12.3.2.  Whistleblowing procedure for maintained schools - GOV.UK  

12.3.3.  Tel: 0800 0853716 

12.3.4.  Lincolnshire Local Authorities, PO Box 640, Lincolnshire County Council, LN1 1WF  

12.4. For more information, please refer to LCC’s Whistleblowing Policy. 

https://lincolnshire.learningpool.com/login/index.php
mailto:procurementcard@lincolnshire.gov.uk
mailto:CounterFraud@Lincolnshire.gov.uk
mailto:Whistleblowing@Lincolnshire.gov.uk
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fguidance%2Fwhistleblowing-procedure-for-maintained-schools&data=05%7C02%7CSamantha.Long%40lincolnshire.gov.uk%7C4afd2da666e049efdabc08dea042a605%7Cb4e05b92f8ce46b59b2499ba5c11e5e9%7C0%7C0%7C639124405297487334%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=iMsw7uZkMuXQ1PhFvCl47FDInxXj%2FFhjRTlG28wu1Eg%3D&reserved=0
https://www.lincolnshire.gov.uk/council-councillors/whistleblowing-policy
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12.5. Staff should not try to investigate concerns of fraud themselves, they should report it 

as soon as possible using the details above. However, staff should retain any evidence 

to support their concerns.  

 

13. Monthly Statements 
 

13.1 Monthly statements are available online. They must be checked within two weeks and 

retained by procurement cardholders. The cardholder must register for online banking 
via the link below - https://www.commercialcards.co.uk/lloydsbank/. The credit limit 
is the monthly limit as per your application form. 

 
13.1 The Council also receives an electronic composite statement. This undergoes scrutiny 

to ensure compliance against the Financial Regulations. 

13.1 Where non-compliance is identified, the procurement card team will contact the 
cardholder or the administrator to understand if an exemption has been applied and 
the appropriate Headteacher (or chair of governors if the headteacher is making the 
purchase) has approved the purchase. 

13.1 Where the procurement card team has concerns, they will escalate these directly to 
the Headteacher/Governor to call Counter Fraud and alert the Council’s Counter Fraud 
Team for further investigation. 

13. Card Limits and card management 
 

13.1 The standard monthly credit limit is £1,000 

13.1 Cardholders can request temporary or permanent increases to their procurement card 
limits, via an amendment form. The amendment form must be authorised by the 
Budget holder responsible for that code and approved by the governing body within 

the school’s scheme of delegation. 

13.1 The single transaction limit amount should not, in most cases, exceed £1,000.  

13.1 The Procurement card team will manage inactivity of cards not used for at least 6 

months and they will be closed accordingly. If the cardholder requires the card to be 
kept open without activity for a prolonged period, they should contact 
procurementcard@lincolnshire.gov.uk to inform them. 

13. Changes to Holder/ Administrators details 

13.1 As required within the Councils Financial Regulations, any changes to the cardholder or 
administrator details require immediate action and the procurement card team should 
be informed. 

13.1 Changes to work addresses and other details as provided within the original application 
form should be changed by completing the correct form which requires management 
authorisation and should be sent to the procurement card team immediately.  

https://www.commercialcards.co.uk/lloydsbank/
mailto:procurementcard@lincolnshire.gov.uk
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13.1 Changes to any line management should be notified to the Procurement Card team via 

email – procurementcard@lincolnshire.gov.uk 

13. Cardholder and Administrator Sanctions 

13.1 Should non-compliance with this policy be identified, this will be managed in line with 
the disciplinary process. Schools employment manual – Professional resources 

13.1 Where fraud is suspected, this will be referred to the Counter Fraud Team in 
accordance with the Counter fraud and anti-corruption policy. Counter Fraud Policy. 

13.1 Any administrator that fails to follow their responsibilities as outlined in this policy may 

have their administration status removed. 

13.1 Failure to comply with this policy may result in the card being withdrawn and may 
lead to disciplinary action. 

13. Important info for Procurement Card Team 

Procurementcard@lincolnshire.gov.uk 
Tel: 01522 554231 

 
Procurement card resources & forms:  
LA Documents > Schools Finance Team > Procurement Card 

 

mailto:procurementcard@lincolnshire.gov.uk
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fprofessionals.lincolnshire.gov.uk%2Fschools-employment-manual&data=05%7C02%7CSamantha.Long%40lincolnshire.gov.uk%7C4afd2da666e049efdabc08dea042a605%7Cb4e05b92f8ce46b59b2499ba5c11e5e9%7C0%7C0%7C639124405297327696%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=plaIZS3HgxAN8BjC7aR2P2HuQvCzJf5KqjMcSpsv6RM%3D&reserved=0
https://lincolnshirecc.sharepoint.com/:b:/r/sites/CounterFraudHub/Shared%20Documents/Counter%20Fraud%20Policy%20November%202022.pdf?csf=1&web=1&e=BLD76j
mailto:Procurementcard@lincolnshire.gov.uk

