Creating a specification 
	Slide Number
	Presenter notes
	Time allocated

	1
	Welcome. 
If new people are within the cluster it may be worth while spending some time introducing yourself and discussing what your role in school is.  Times are average and some slides may take longer or shorter to discuss. Slides without notes may be talked through.
This session is about creating a specification for any purchasing needs. Probably one of the most important areas that can avoid costly mistakes before you’ve invested too much time in an exercise.
	2 mins

	2
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Overview of the procurement cycle, what is a specification and some examples and finally some things to consider. 

	1 min

	3
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Reminder from earlier modules
	1 min

	4
	Procurement cycle.
The area we are focused on is highlighted in yellow and starts the process off. If we get this right we can cut time spent on the exercise and focus our needs. 
If this is the first module you are doing and haven’t seen the procurement cycle before here is the explanation. 
The Procurement Cycle confirms the wordy definition from the previous slide.
The procurement cycle has been broken  down into 5 distinct phases: -
Specify; Buy; Order; Pay; Manage. 
When we used to think about purchasing we concentrated on the Buy and Order phases. Procurement has a much broader scope than traditional purchasing – procurement expertise has a key contribution to make in the Specify phase of deciding what to purchase – in particular things like Options Appraisal and Market Management. Procurement also has a part to play in how we pay our suppliers particularly as we move into the e commerce arena and electronic orders and invoices become more commonplace.
Contract & Supplier management is a big area for work for schools. The general trend when a contract has been let is to heave a big sigh of relief and not to look at the contract or the supplier again until the contract is up for renewal. If you are to get on-going service improvements or cost reductions from your contract then you need to actively manage.

	1 min

	5
	Creating a Procurement Specification.
Ask cluster why they think creating a specification is important. Give time to discuss before revealing the next slide. Ask each group to feedback their discussions if you have more than one discussion group. Recording on flipchart paper if appropriate. 
	2 mins

	6
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These are some examples of why the specification is important. Are there any you missed or any you think are missing from this list?
	2 mins

	7
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	1 min

	8
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The slide shows the difficulty in measuring a service in comparison to a product. Getting the specification right is even more important for a service to ensure you are comparing like for like quotes. 
	1 min

	9
	King of the castle 
Give the handout CSp1 (King of the castle) out and asks delegates to draw on the reverse their own picture of what they think the specification is asking for. Given an opportunity to show everyone agrees. 
	3 mins

	10
	Cartoon
Does this meet the specification requirements? It would be the most economically advantageous! Costly mistakes can be made by assuming the supplier understands your needs. 
	1 min

	11
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Pose the question ‘what is this?’ If people say hoover they are wrong! That’s a brand name. Discussion can be had around the different ways you could describe the Dyson DC08 HEPA vacuum cleaner. 
	2 mins 

	12
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Discuss the differences between each type.
	2 mins

	13
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Give out handout CSp2 (Dyson DC08 HEPA). Ask delegates to work in groups to come up with each different specification (input / output / brand) 
	3 mins

	14
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A – you can end up like the king in the castle
B – you can end up with no other options. 
A balance between the two would be what you are looking for – next slide. 
	2 mins
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Getting your SMART targets right and working with SLT or Governors on the bigger items will help ensure you don’t end up like the king. 
	1 mins 

	16
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The Presentation will be circulated so you can refer back to this list. 
	1 mins

	17
	Train the Trainer modules
Which module shall we do next?
	2 mins

	18
	Questions:
· How the group will put into practice what they have heard?


	2 mins


30 minute session 
Print:
Enough handout CSp1 (King of the castle) and handout CSp2 (Dyson DC08 HEPA) for one per group
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Why Is The Specification Important?

Help you understand exactly what you intend to procure
Helps to assess the risks involved in poor procurement
Clear message to suppliers as informed consumers
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What Is A Specification?

*Aclear statement of details which conveys your requirements to a
third party”
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Comparison between
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Different Types of Specification
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What Is This Now?
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Specification Development
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Some Key Things To Consider When
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