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WEST TOWN LANE ACADEMY 

WHERE LEARNING IS AN ADVENTURE 



PROJECT PROPOSAL FORM 

 

This form should be used for any new projects* where the value needs to 

be approved by the Governing Body. This will ensure projects are managed 

in such a way to provide the most efficient, effective, equitable and 

sustainable way for the benefit of the Academy.  

 

Name of the project: 

 

Overview of the project (Including it’s location and primary purposes): 

 

 

 

 

Needs identification (specify what has led to this project being considered/ why it 

is required): 

 

 

 

 

 

Benefits (specify here how this particular project will benefit the Academy and help 

to resolve the issues outlined above): 

 

 

 

 

Purchasing approach (state here how the suppliers would be selected, eg 

approved contractor, local tender, three quote system etc. and who would undertake 

this, including timescales where known): 

 

 

 

 

 



Governor approval (detail here where the outline proposal has been: (a) approved 

including date and next steps, eg quotes to be submitted to sub committee, or (b) 

where it is not approved and any further action needed before being brought back): 

 

 

 

Tendering process (please list here the companies tendering for the work, 

including the total prices. All quotes should be provided as an appendix): 

 

 

 

Awarding contract (who will be awarded the contract, including date of decision 

and by which committee): 

 

 

 

 

Timescales and project management (list here the timescale for the project, 

and who will supervise the project from the Academy, eg SBM): 

 

 

 

 

Evaluation (what went well, how did the contractor perform, what could be done 

differently etc): 

 

 

 

 

*A project is deemed to be any change of use of an existing area, significant 

refurbishment with a total exceeding £2,500 or new structure within the school 

grounds. The project costs should include all of the elements, including any design, build 

and physical resources costs 

 

 

 

 



 

Changes from previous Terms of Reference 

 

Removal of details in section 5 as now set out in detail in the finance policy 

 

Addition of line 8.4 on Internal Scrutiny


