




CONTRACT AUTHORISATION FORM (CAF) EXEMPTIONS 

This list of CAF Exemptions relates to a category of contract or template which Legal Services have pre-approved or where there is an alternative risk managed process approved by UET and Legal Services.

If contracts are not clearly within an exemption listed below then they will require review in accordance with the Contract Signing Policy and Procedures and approvers must not sign or approve without receiving and reviewing the Contract Authorisation Form signed off by Legal Services and Finance. Please read this list with the Contract Signing Policy and Procedures.

If you are unsure whether an exemption applies please contact Legal Services for advice by using the  BU Legal Services Instruction Form.

For all cases where an exemption is used the Faculty or Service must retain full auditable records of all signed contracts. Exemptions will be subject to audit.




Hotel/room hire in external venues

Budget holder to take responsibility for checking cancellation provisions and ensuring dates and facilities specified in provider’s contract meet BU requirements. This exemption does not apply to contracts for significant higher risk corporate events such as graduation or examinations. 

Acceptable use policy for walk-in users of the online library resources (with consent form)

For use by the library to provide to members of the public who wish to use BU library’s online resources. To be completed each time a member of the public wants to use the service.

Any variation to the standard Legal Services approved Acceptable Use Policy for the use of Bournemouth University Electronic Resources by Members of the Public and Consent Form (other than filling in the blanks) must be submitted to Legal Services for a CAF.

Apprenticeship Call Off Contracts pursuant to the Salisbury Framework (URNs)

This exemption relates to call off contracts pursuant to the Salisbury Framework. Salisbury NHS Foundation Trust through Salisbury Managed Procurement Services operates the Apprenticeship Education Framework (Framework Contract S10353). Any amendments to the framework agreement and standard documentation (including the Employer Contract) approved by Legal Services (other than filling in the blanks) must be submitted to Legal Services for a CAF. This exemption does NOT cover any call-offs under any other apprenticeship frameworks.

Art Gallery Booking Form 

This template booking form has been developed and approved by Legal Services for use by the facilities team to allow staff/students and community groups to use the Atrium Art Gallery space. Use of this template is CAF exempt unless:

•	There is a charge for the booking; or
•	The booking is for an event or exhibition which is high risk or involves high value items.

Research Bids (NOT TENDERS and not Match-Funded Studentships – Match Funded Studentships have a specific process)

Where available, funders’ terms and conditions must be submitted to or obtained by Research Development and Support (RDS) prior to application for a research grant. RDS will review the funder’s terms and contact Legal Services to request a Contract Authorisation Form if required at this stage. Note that the terms and conditions for research bids will not require a Contract Authorisation Form at bid stage provided that no commitment is being made at bid stage. RDS will be responsible for checking whether a commitment is being made at bid stage and will implement appropriate escalations within their team to ensure that this is appropriately verified.

Provision of research and/or education by BU with a value of less than £50,000 (including VAT if chargeable) on BU Letter of Agreement with unamended BU Terms of Business (please note this exemption cannot be used to deliver activity outside of the UK and/or payment in a foreign currency and does not apply to match-funded studentships)

Head of RDS (or for NHS HSS faculty based contracting where there is prior agreement that this does not require RDS involvement – the Director of Operations for HSS) is responsible for ensuring appropriate arrangements to ensure:
1) Template completion is full and accurate, in accordance with the guidance notes in the template and has been quality checked and signed off before sending to purchaser/funder 
2) BU standard terms of business are not amended (including by putting conflicting terms in the letter of agreement)
3) The activity proposed is primary purpose charitable activity – i.e. research or higher education or further education
4) Auditable records of 3) and all signed contracts are retained by RDS (or HSS as applicable) for the relevant period (at least 6 years after the end of the contract)
5) Costing and pricing is in accordance with the models and recovery rates specified by Finance
6) Due diligence has been completed on the proposed purchaser/funder and there is no reputational risk to BU

HR contracting – employment contracts

All staff employment contracts including PTHP contracts are issued, updated and approved by HR. HR will seek external specialist employment advice to ensure that model contracts are best practice and compliant with current employment legislation.

[bookmark: _Hlk89168197]HR contracting – secondment agreements

Where BU staff are seconded to other organisations e.g. LEP, NHS, BU template secondment agreements should be used and the Director of HR Services is responsible for ensuring these are completed, quality checked and signed off in HR. Templates will either be provided by external solicitors or Legal Services.

HR contracting – Recruitment agency terms

The Director of HR Services is responsible for ensuring that recruitment agency terms are reviewed and approved by HR prior to BU using recruitment services. Legal Services provide a checklist to support review by HR (including whether the terms conflict with BU procurement regulations and/or existing BU framework contracts).

HR contracting – volunteer letters

Where HR determine that an individual undertaking activity with BU is a volunteer rather than an employee Legal Services have provided a template volunteer letter. HR will conduct a check to confirm with the relevant Faculty or Service whether the individual is properly a volunteer and if so the Director of HR Services is responsible for ensuring that the letter is completed and approved by HR. The Faculty or Service working with the volunteer will be responsible for maintaining records of signed letters.

FHSS Independent Staff Appointments – Purchase Order Template and BU’s Short Form Standard Terms and Conditions of Purchase

To be used for the appointment of independent lecturer practitioners in FHSS for UG, PG and CPD programme delivery. Any variation to the standard wording (other than filling in the blanks) must be submitted to Legal Services for a CAF. 

BU and LettingsBU Template Agreements for Student Accommodation

The following templates have been developed and approved by Legal Services and Residential Services for use by Residential Services when dealing with short term student and staff accommodation agreements: 
- Tenant Find Agreement; 
- Fully Managed Agreement; 
- Unilet Tenancy Agreement; 
- Welfare Co-ordinator / Residential Services Assistant licence terms; 
- Accommodation booking form; 
- Deed of Guarantee; and, 
- Assured Shorthold Tenancy Agreement.  
Any proposed variations to the template agreements (other than filling in the blanks) must be submitted to Legal Services for review.  Depending on the proposed amendments requested a CAF may be required.

BU by Bike - Cycle Pool Student/Staff Membership Agreement (v1 19 Sep 2013)

The Cycle Pool Student/Staff Membership Agreement is for use by Estates to hire out refurbished bicycles to BU staff and students in return for a £25 per year membership fee. 

Any variation to the standard Legal Services approved Membership Agreement (other than filling in the blanks) must be submitted to Legal Services for a CAF. 

Electric Bike Trial Agreement (v.1 September 2016)

For use by Estates to make an electric bike available for loan to members of BU staff for a period of up to 7 days to enable staff to evaluate a personal purchase of an electric bike.  

Any variation to the standard Legal Services approved Electric Bike Trial Agreement (other than filling in the blanks) must be submitted to Legal Services for a CAF. 

BU Facility Hire Contract

This template booking form has been developed and approved by Legal Services for use by the Marketing and Communications team when dealing with the short term hire of low risk standard BU facilities not specialist facilities and not hire via subsidiary companies.  This document must not be used for any hire that is longer than 1 week (unless use for such longer period has been approved by Legal Services and Estates) and it must be used in conjunction with the approved Terms and Conditions of Hire.  There may be no amendments to the Terms and Conditions of Hire and the booking form must be completed as directed in the guidance notes.  Please ensure that all guidance notes (shown in red on the booking form) are deleted before this document is sent out to the client.  Any queries about the content of the booking form should be referred to Legal Services.

BU Resource Package Licence Agreement

Only amendments to the first page (Definitions section and signature section) are permitted. Any proposed variations to the rest of the document must be submitted to Legal Services for review and a separate CAF. Any queries about any of the details on the first page should also be referred to Legal Services.

Equipment Hire Agreement & Terms and Conditions of Equipment Hire (v 1 Sep 2013)

The Equipment Hire Agreement (Booking Form) and standard Terms and Conditions of Equipment Hire are for use by Bournemouth Arch to hire out some of their archaeological equipment on a short-term basis. As BU does not have a consumer credit licence, equipment should only be hired out to registered companies and/or charities and for a maximum of one month at a time. Please refer to the Guidance note which accompanies these documents entitled ‘Note on CCA implications of the proposal’.

Any variation to the standard Legal Services approved Equipment Hire Agreement (Booking Form) and standard Terms and Conditions of Equipment Hire (other than filling in the blanks) must be submitted to Legal Services for a CAF. 

Short Course Booking Forms

Any variations to the standard Legal Services approved Booking Form T&Cs must be submitted to Legal Services for a CAF. Variations to the course type and fees etc do not require a CAF.

Eventbrite Terms & Conditions

Any variations to the standard Legal Services approved T&Cs must be submitted to Legal Services for a CAF. Variations to (i) the list of what is included in the registration fee (ii) the cancellation fee and dates when applicable, and (iii) the contact person at BU for cancellations/substitutions do not require a CAF.

Facilities Management and Residential Services Specific Exemptions – Urgent and Routine Low Risk/ Low-Value Goods/Services/Works

Please refer to the approved CAF Exemption – Contract Authorisation Process for Residential Services and Facilities Management, which can be found at: https://intranetsp.bournemouth.ac.uk/policy/Hard%20FM%20CAF%20Process%20Policy.PDF. 

Budget holder / project manager to take responsibility for ensuring BU Procurement requirements are met including monitoring any cumulative and/or repeat spend with a provider and consulting with Procurement.

HSS – Placement Agreements with non-NHS providers

Any variation to the standard Legal Services approved template (other than filling in the blanks) must be submitted to Legal Services for a CAF. 

HSS - PDU Agreements

Any variations to the standard Legal Services approved documentation must be submitted to Legal Services for a CAF. Any queries regarding the legal identity of the member should also be referred to Legal Services. 

Procurement – Standalone Services less than £25,000 (including VAT) purchased on BU Services Specification template with unamended terms

This exemption for low value services does not cover specialist higher risk services such as estates/property/construction. It also does not apply where BU is sub-contracting work as part of a contractual commitment to a funder or other third party as it will be necessary to ensure flow-down and alignment of those master terms. It applies to standalone purchases of lower risk services such as training, external speakers, consultancy or grant writing support. 
Budget holder to take responsibility for ensuring:
[bookmark: _Hlk89166503]1) Template completion is full and accurate, in accordance with the guidance notes in the template and has been quality checked and signed off before sending to provider 
2) BU standard Conditions of Purchase are not amended and are attached to the Services Specification before sending to the provider
3) IR35 process checks have been completed and signed off by HR and Payroll
4) BU Procurement requirements are met including monitoring any cumulative and/or repeat spend with a provider and consulting with Procurement

Procurement – Non-IT Goods and installation

Except for any IT equipment (goods) and Library purchases, goods may be purchased and installed up to a maximum value of £100k inclusive of VAT via any of the following routes if BU Financial Regulations (including approval and sign off at the correct Financial Authority Limits) and BU Procurement requirements are met.  The latter includes monitoring any cumulative and/or repeat spend with a provider, following the BU Procurement Manual and consulting with Procurement to ensure value for money.  Procurement will need to approve any Single Source Activity above the tender levels set out in the Procurement Manual. The further conditions below must also be satisfied.  

The routes are: i) Standard BU Purchase Order terms: ii) Barclaycard terms; iii) BU Long Form Terms accompanied by an Award Letter and suitable specification; and iv) supplier’s terms or framework terms accompanied by a suitable specification.

The conditions are:
1) a complete and accurate description of the goods and installation works is given, and has been quality checked and signed off by the budget holder; 
2) appropriate warranty provisions are in place, with consideration being given to securing warranty for more than one year in appropriate cases, notably where of higher value and longer expected life; and
3) there are no accompanying software or other licences that do not fall within another CAF Exemption.

No IT equipment (goods) may be purchased under this route.  IT equipment must be purchased via IT Services.  Library purchases are also subject to separate arrangements (see below).  

[bookmark: _Hlk94872004]To avoid doubt, this is a goods exemption and does not extend to any consultancy or service supply. Contracts with ongoing support and maintenance cannot use this exemption.


[bookmark: _Hlk89170107]Procurement – Library acquisitions

Library procurement (books, journals and access to other library materials including electronically) is managed by the Head of Library Services and University Librarian in accordance with the exemption proposal and checklist dated August 2025. Library procurement makes extensive use of sector frameworks to ensure value for money. Where library procurements are required outside of those exemptions advice will be sought from Legal Services. Legal Services and Finance would be required to CAF any contract requiring FRC or Board approval due to Financial Authority Limits.


[bookmark: _Hlk89169842]Procurement - IT – Low value off the shelf IT purchases

Must be commercial-off-the-shelf software (up to £15,000 excluding VAT) approved by Procurement and IT Services. Can be on the supplier’s standard terms provided it is approved by Procurement in-line with their processes and the agreed checklist provided by Legal Services. Must not include any supplier integration to BU systems or specially-written software. 

If personal data will be processed using the software it is the Budget Holder’s responsibility to ensure that the purchase and use of the software complies with the BU Data Protection policy: this includes following the BU process regarding Privacy Impact Assessments, consulting with the DPO and ensuring the processing is or will be covered in an appropriate privacy notice and that IT security assessments have taken place.

Pre-approved Procurement Framework Agreements 

Any variations to the Legal Services pre-approved documentation must be submitted to Legal Services for a CAF. Please refer to the Excel list of Pre-approved Procurement Frameworks. This is produced by Procurement and reviewed and approved by Legal Services and the COO on a risk assessed basis (subject matter of procurement and framework owner). Where purchases are made under these CAF exempt frameworks the Head of Procurement has responsibility for quality checking and reviewing and signing off correct framework documentation and maintaining auditable records.

[bookmark: _Hlk94872339]Procurement – Non-IT Cap Ex 2021 and expenditure due by March 2022 or as updated from year to year with the approvals listed below.

Must:
•	Be for the purchase of items set out in the Excel spreadsheet for Non-IT Capex Research Capital Investments (without additional items or services), approved by the Head of Procurement and Head of Legal Services and Finance.  The spreadsheet is available from Procurement.

•	Comply with the requirements for each item set out in that Excel spreadsheet, in particular around warranty periods and liaison with IT Services and the Chief Data Officer.  (To avoid doubt a CAF is required for any item on the spreadsheet where the requirement for a CAF is so stated.)

•	Have been the subject of either:
- a procurement following the BU Procurement Manual and Financial Regulations, notably where we are paying 	£25,000 or more (including VAT) the purchase must have been the subject of a fully compliant tender process; 	or
	- a single source waiver, signed off by the Head of Procurement.


Red Balloon Student Deed of Agreement

Any amendments to the standard Legal Services approved Red Balloon Student Deed of Agreement or Assignment Brief (other than filling in the blanks) must be submitted to Legal Services for a CAF.  

Services Specification – M&C version: proof-reading or design services

For Marketing & Communications to use with BU’s standard Conditions of Purchase when appointing a supplier to provide basic proof-reading/sub-editing services or design services. Subject to completion of IR35 sign-off.

Any variation to the standard Legal Services approved template (other than completing the relevant sections highlighted in yellow) must be submitted to Legal Services for a CAF. 

SportBU Coaching Agreement

For sportBU to use when hiring a company or individual to provide coaching services. Subject to completion of IR35 sign-off.

Any variation to the standard Legal Services approved template (other than filling in the Order details) must be submitted to Legal Services for a CAF. 
Student Exchange (Erasmus plus) Partner Agreement on BU terms completed by AP - Erasmus plus partnership agreement

Standard template BU amended version of the Erasmus Plus Partnership Agreement, based on standard Erasmus template.  To be completed by Academic Partnerships only. Any changes to the standard Template should be referred to LS for review. This exemption does NOT cover other institution’s version of the Erasmus Partner Agreement Template.

Studentship and Scholarship Student T&Cs and student IP Assignment (2019-2020)

[bookmark: _Hlk200621118]This exemption relates to the student T&Cs between BU and post graduate students. Any amendments to the standard Legal Services approved terms or IP Assignment (other than filling in the blanks) must be submitted to Legal Services for a CAF. This exemption does NOT cover any agreement between BU and a third party (for example part or match funder studentship contracts).

Work Placement Agreement (Spanish, French and English only versions)

For students taking part in work placements in France, Spain or England.  Please refer to the following Guidance note.

Any variation to the standard Legal Services approved templates (other than filling in the blanks) must be submitted to Legal Services for a CAF. 

Work Placement Agreement (IMechE version)

For students taking part in the Institute of Mechanical Engineers (IMechE) Undergraduate Work Placement Scheme.

Any variation to the standard Legal Services approved template (other than filling in the blanks) must be submitted to Legal Services for a CAF.

HRA/IRAS Organisation Information Document – Non-Commercially Sponsored Studies

To be used where BU is the Sponsor of a non-commercial study involving an NHS/HSC organisation which is not a clinical trial or a clinical investigation. 

Any variation to the standard wording (other than selecting relevant options from the template document) must be submitted to Legal Services for a CAF.  

[bookmark: _Hlk94196044]Fusion Fundraising Academy Student Placement Agreement

For interns of the Fusion Fundraising Academy undertaking a placement with an external organisation as part of their internship. To be completed by FTART only.

Any variation to the standard wording (other than filling in the blanks) must be submitted to Legal Services for a CAF.

NHS Terms and Conditions for the Provision of Services – Contract Agreement and Call Offs in relation to the Advanced Clinical Practice (ACP) Apprenticeship Programme and Registered Nursing Degree Apprenticeship Programme

Any variations to the approved NHS Terms and Conditions for the Provision of Services must be submitted to Legal Services for a CAF.

Fundraising Gift Agreements not exceeding £50,000 subject to ALL of the following conditions being met:

1.	For donations offered from low-risk category 3 organisations (i.e. those who clearly meet the ethical standards set out in the Code of Ethical Fundraising & Donors’ Charter) and where due diligence does not find any PR risk. This is likely to be grant making trusts which are also registered charities, but may also include individuals or companies.
2.	For fundraising projects that UET has already approved.
3.	For gifts without any expectations of benefit; conditions will therefore usually be limited to reporting schedules (providing the DoF&AR agrees they are reasonable), and expenditure purposes and timescales (which are set out in BU’s solicitation statement) OR for gifts with any expectation or BU offer of benefit – where the benefits are listed in the appendices to the Code and do not meet any of the exclusion clauses. (conditions continued on next page)
4.	For gifts where the Dean or Director has agreed the purpose and expenditure is reasonable, and where this information is based on the solicitation statement which has already been agreed with the project manager.
5.	The financial approval limits should follow those agreed by the Board in the Code of Ethical Fundraising & Donors’ Charter i.e. under £1,000 and low risk (paras 5.1.4 – 5.1.8) – the DoF&AR; £1,000 - £50,000 the COO or another member of UET, 
6.	All escalation points detailed in the Code (5.1.9) would be followed, and a full CAF would be required for contracts with any entities which don’t meet the above criteria, where due diligence indicates any cause for concern, or where the DoF&AR believes enhanced scrutiny would be wise.

Where CAF exemption is applied, the DoF&AR will maintain full records and a note to file explaining the basis of exemption, which will be held with the fundraising approvals records and all gifts will be included in annual reporting to the Board.

Sponsorship Contracts not exceeding £1,000 subject to the following conditions:

Sponsorship contracts of under £1,000 would be subject to the same conditions as above, but on advice from the DoF&AR given the increased financial risk of sponsorship compared to a regular donation (i.e. VAT), and that the majority of sponsorship is not directly secured by the Fundraising Team, all amounts of over £1,000 should continue to be subject to CAF. It is proposed by DoF&AR that this is reviewed in c.12 months so that the risk can be correctly identified.
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