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9th September 2011
For the attention of the Headteacher, ICT Co-ordinator, Network Manager – 

Leasing Exercise Autumn Term 2011 (Briefing Document)
This document is designed to brief headteachers, ICT co-ordinators and Network managers with regard to this term’s initiative to acquire ICT equipment, in all probability through a leasing agreement (although the final method depends upon a final ‘option appraisal’ in accordance with financial regulations).
The attached notes assume that the chosen method will be through a leasing agreement.

There are notes that provide some background information around acquiring ICT equipment which can be downloaded at http://www.learn-ict.org.uk/slts/procurement.asp
This document does also highlight issues and risks which you may not be aware of if you haven’t undertaken such an exercise before, even so, acquiring ICT equipment in this way is enabled over a number of years instead of ‘stop-start’ capital purchases; therefore, planning equipment replacement and affordability becomes easier.
To that end, the attached pages are divided into the following sections :

· I.     Overview of the initiative process

· II.    School requirements

· III.   Delivery and Installation

· IV.   Lease costs and payments / End of lease
· V.    Damage to leased equipment

· VI.   Queries and Advice

It is acknowledged that the decisions we are asking you to make may require consultation; however, please bear in mind that the time constraints for completion of this exercise are very tight and returns need to be received by Friday 26th September 2011.
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Yours sincerely,
Ricky Holdsworth
Projects, Service Desk & Admin Team Leader
I. Overview of Framework Processes
· Confirmation of school equipment requirements

Before any procurement can be undertaken, we need to confirm what equipment individual schools wish to receive through this exercise.
This is to give you the opportunity to make a final decision based upon the information contained elsewhere within this document; after these have been confirmed we will be in a position to quantify purchase orders within a procurement exercise.

See section II. School Requirements for details on how to notify us of your decision
· Procurement

Once the requirements have been received, that information will be provided to Corporate Finance to enable them to start to make provision for the associated lease.


N.B. before participating in a leasing exercise, schools will need to confirm with their own PSO that the school is able to meet the annual rentals for the 3 year duration of the lease.

· Delivery and Installation

Delivery will be made direct to schools by the supplier.
Schools will be required to un-box and place equipment in the required locations
NB : please do not switch the PCs/laptops on prior to SLTS installing as the operating system 

         will automatically require settings to be configured and a local administration password 

         set.
Installation of the PC’s will be undertaken by Swansea Learning Technology Support (SLTS) technical support staff for primary schools only – secondary schools will undertake this themselves
A delivery and installation schedule will be agreed with each school, the supplier(s) and SLTS.

See   III.  Delivery and Installation for more details

· Payment of invoices and arrangement of lease
The Finance Department will pay the supplier equipment invoices generated for the procured equipment.

A lease for the procurement is then arranged by the Finance Department who ‘sell’ the equipment to a finance company, who then charge a fixed ‘rental’ over a number of years – at this point ownership of the equipment transfers to the finance company.

SLTS will re-charge schools annually (for the period of the lease agreement) for its proportion of the annual rental.

It is important to note that schools will also be invoiced separately for a proportion of the external leasing adviser fees as applied by Corporate Finance (according to the number of systems leased)
See  IV.  Lease Costs and Payments / End of Lease for more details
· End of Lease

It is important to note that schools will not own the equipment that is subject to a lease agreement and will not have the option of retaining the equipment at the end of the lease (which must be returned in full working order to the leasing company within conditions prescribed at the outset of the lease).

See  IV.  Lease Costs and Payments / End of Lease for more details
II. School Requirements

· Equipment Options
Appendix 2 shows the equipment that you may wish to consider as part of this initiative, they include :

-
desktop systems (with upgrade options)
-
laptops

The prices shown are definitive and are as outlined within the Procurement and Pricing Information that you have been circulated previously.
The situation with regard to the leasing of interactive whiteboards and data projectors has not changed. 
Although it is possible to do so, the initial lease term that would be offered is 3 years, with options for extension at the end of that period.
Therefore, it has been decided not to offer these items for leasing for the following reasons :

· the economic and functional life of those items would extend past the initial 3 year lease period, indicating that replacement after that time is probably unnecessary
· the administration work involved to organise lease extensions would be prohibitive

· the additional activities to organise the ‘swapping’ of interactive whiteboards and data projectors being replaced would be prohibitive

It is for the Education Directorate to pursue other avenues of allowing schools to acquire these items whilst spreading the cost over a period of more than 3 years, although SLTS would hope to facilitate the implementation of any identified mechanism.
It is therefore recommended that schools continue to purchase these items outright until further 

notice
It is important to note that these systems will not be supplied with any curriculum software, but will be ‘internet ready’ – therefore individual schools must ensure that they have sufficient licences (existing or additional) for software that you wish to install as part of this exercise.

If you require additional licences, you may purchase them through normal channels with the Procurement section at SLTS.

· Additional Peripheral Equipment
Appendix 3 contains a list of possible peripheral equipment that you may wish to purchase in parallel (as with the PCs and laptops, the pricing is as outlined within the Procurement and Pricing Information that you will have received previously). They include :

-
printers

-
scanners

-
switches

Schools will need to purchase this equipment through normal procurement arrangements with the Procurement section at SLTS, in addition to any additional ‘patch’ cables for additional systems – this equipment will not form part of the lease and will be owned by the school.

If you do purchase any of the above equipment and require it to be installed at the same time as the equipment that is leased, you will need to make us aware when we organise the installation schedule with you.

· Pro Forma

Appendix 4 contains the pro forma that you will need to complete and return to SLTS.

You may use any of the following methods to return the form :

Post  :
Swansea Learning

Fax  :
01792 637474




Technology Support




Room 1.2.6                             E-mail  :   ricky.holdsworth@swansea-edunet.gov.uk




Civic Centre



Oystermouth Road                            





Swansea

SA1 3SN
III. Delivery and Installation

With the return of schools’ equipment requirements (via the pro forma in Appendix 4) SLTS will arrange with schools and the identified supplier(s) a schedule for delivery and installation.

· Pre – delivery / installation tasks
Prior to the agreed scheduled delivery and installation date, schools must make preparations for receipt of the equipment, as follows :
-
identify appropriate locations for the equipment (this may include writing-off and disposal of existing equipment if to be acquired as replacements) – also, bear in mind a PC will require a network and power point
-
ensure existing network patch cables are available for each replacement PC/laptop that will need to be connected to the internet/network, or purchase additional cables for additional systems.
· Supplier delivery and un-boxing
Equipment will be delivered directly to schools from the appropriate supplier(s) according to the agreed schedule. SLTS would ask that schools un-box and place equipment at the required location(s) prior to the installation visit by SLTS technical staff
· SLTS installation
SLTS will undertake installations for primary schools only – secondary schools will need to undertake this themselves

SLTS will install PCs/laptops with the same configuration as those within the same teaching area, i.e. classroom, ICT suite.

The ability of SLTS to connect PC’s/laptops to the network will be dependent upon appropriate provision being available, i.e. network point, power, etc.
SLTS will also install associated peripheral equipment purchased and provide assistance with any curriculum software you may require to be installed (all CDs. etc. must be available to them) – these must have been agreed prior to SLTS attending the school.

SLTS will also affix asset labels and record details of the equipment on behalf of the Service Desk – this information will be input to the database to facilitate any support calls logged against it.

Each school will be required to ‘sign off’ the installation of their equipment with SLTS, once commissioned – this provides documentary evidence for each school that it is satisfied the equipment is both undamaged, has been located correctly and demonstrates the required functionality.

IV. Lease Costs and Payments / End of Lease
Once the invoice for the equipment is presented by the supplier(s), it will be paid by the Finance Department.
At this time the Finance Department will arrange for the equipment to be ‘sold’ to a finance company, for which an annual fixed re-charge will be made over a specified number of years.
The actual lease cost is not known in advance of the lease being arranged, however, it can be predicted fairly accurately using present market rates.

A breakdown of the costs are as follows :

· Annual re-charge at c. £320 per £1000 of equipment purchase value

· The equipment must have a residual value of at least 10% (of the original capital value) at the end of the lease term – the actual figure will be stated at the outset of the lease

For example :
School A leases equipment to the capital value of £1000.

It would pay over a 3 year lease term :




Year 1

£320





Year 2

£320





Year 3

£320







------







£960

The finance company would then expect to recoup the residual value from the re-sale of the equipment at the end of the lease, i.e. 10% of £1000 = £100 (at least)

Therefore, the finance company would expect to realise c. £60 (at least) return from the agreement, i.e. £960 (re-charges) + £100 (re-sale) = £1060 - £1000 (original capital cost) = £60
Although the finance company takes the risk for what it can actually realise from the re-sale of the equipment at the end of the lease, individual schools have a responsibility to ensure that the equipment is returned within the agreed terms and conditions of the lease – if it is not, there may be financial penalties payable to the finance company.
It is important to note that schools will not have the option of retaining the equipment at the end of the lease period – an individual school’s IT equipment is part of a much larger schools’ equipment lease schedule, and as such it is not possible to split that schedule to allow individual schools to retain (through purchase) their own equipment when the lease expires.
In addition, it is also the lessee’s (school’s) responsibility, including cost, to return the equipment back to the finance company, which may be a significant distance from the Swansea area.
To keep this cost to a minimum for an individual school, SLTS will support the organisation of returning the equipment to the finance company, but schools are responsible for sharing a proportion of the costs involved.
Finally, it must be stressed that at no point during the leasing term does the school own the equipment.

V. Damage to Leased Equipment

All equipment must be returned to the finance company in accordance with the terms and conditions of the lease arranged.

Should any equipment become defective during the life of the lease term, the following will apply :

· Any repairable damage will be covered by the manufacturer/supplier warranty

(as under normal warranty arrangements, any damage which is ‘malicious’ may be chargeable to the school)

· Where equipment is damaged beyond repair, it is the responsibility of the individual school to provide either an identical replacement or one of equal/greater specification* (in many circumstances schools will usually utilise its corporate insurance to do this)
Where equipment is replaced, SLTS must be informed so that it can update its Service Desk database and arrange for the replacement equipment to be provided with an asset label and its details recorded.
In addition, the finance company must be advised that there is a change to the equipment schedule to avoid any discrepancies at the end of the lease and the company levying a charge



*
this is also the case if the equipment is ‘lost’ or stolen
VI. Queries and Advice

Should you have any queries, please contact, in the first instance, Ian Dowling at SLTS as follows :

Telephone  :  01792 637472
E-mail  :  ricky.holdsworth@swansea-edunet.gov.uk
Fax  :  01792 637474

Appendix 2

Equipment Options

For detailed specification (including upgrade options) and recommended usage, please refer to the Procurement and Pricing Information circulated to schools previously.
PC
Stone Workstation : Option 1






£445
(including 19” TFT multimedia monitor)



Stone Workstation : Option 2






£499
(including 19” TFT multimedia monitor)
Laptop

Stone Notebook : Option 1  (including carry case)



£425
Stone Notebook : Option 2  (including carry case)



£499
Appendix 3
The attached sheet shows the additional peripheral equipment you may need to purchase in preparation for the delivery and installation of your leased equipment.

Please note – these items are not available for leasing and must be purchased outright

Peripheral Equipment

For detailed specification and recommended usage, please refer to the Procurement and Pricing Information circulated to schools previously.

Printers

HP DeskJet 1000






£26.89
HP Office Jet Pro 8000






£72.99
HP Office Jet Pro 7000 wide format



£117.28
HP LaserJet Pro 1102






£59.32
HP LaserJet 1525n






£153.28
HP CP 2055dn (colour)





£160.30
HP LaserJet 4525dn (colour)





£948.77
Print server

DLink DPR1061
(parallel)





£47.39
DLink DPR1020  (USB)





£42.64
Scanners

HP ScanJet G2710






£43.38
HP ScanJet 5590p 






£106.84
Data Switches
Netgear FS605 5 port






£13.25
Netgear FS608 8 port 






£19.73
Netgear FS116 16 port






£38.27
Netgear JFS524 24 port





£65.09
Appendix 4
The attached sheet contains the pro-forma that must be completed by each school to specify their equipment requirements.

Please return to :

Ricky Holdsworth
Swansea Learning Technology Support
Room 1.2.6

Civic Centre
Swansea

SA1 3SN

Fax to : 01792 637474

E-mail to : ricky.holdsworth@swansea-edunet.gov.uk
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Leasing Exercise Autumn Term 2011 – Equipment Requirements 
Pro-forma

School Name :       
Contact name :      
	Equipment required
	Quantity
	Price (each)
	Total

	PC

	Stone Workstation : Option 1
(including 19” TFT m/media monitor)
	   
	£445.00
	£     

	Upgrades (please list) :

     
     
	   
   
	£     
£     
	£     
£     

	Stone Workstation : Option 2

(including 19” TFT m/media monitor)
	   
	£499.00
	£     

	Upgrades (please list) :

     
     
	
	
	£     

	Laptop

	Stone Notebook : Option 1
	   
	£425.00
	£     

	Upgrades (please list) :

     
     
	   
   
	
	£     

	Stone Notebook : Option 2
	   
	£499.00
	£     

	Upgrades (please list) :

     
     
	   
   
	
	£     

	Total value of equipment
	£     

	I confirm the above are the equipment requirements for my school.

I understand that  I will be charged annual rentals for the equipment via Swansea Learning Technology Support and will return the equipment at the end of the lease in accordance with the terms and conditions of the lease arranged

	Signed (on behalf of the school) :

Print name :

Date :


          Please return to : Ricky Holdsworth, Swansea Learning Technology Support Service, Room 1.2.6, County Hall, 
                                        Swansea, SA1 3SN or fax to 01792 637474 or e-mail to ricky.holdsworth@swansea-edunet.gov.uk
Distribution of document
Primary/Special Schools
Comprehensive Schools

ICT Advisers, YG Bryntawe

SLTS Service Desk
SLTS Procurement

Richard Jones, Desktop Support, SLTS

Phil Kirby, Desktop Support, SLTS
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