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Council Policy

Council policy title: ~_| Procurement Policy : %
Council policy ref no: 2 C/POL/COR/001 - ] ' é { Vs
Council policy owner: | Director Corporate Services :

Adopted by: : Bayside City Council

| Date adopied: | 25 May 2010 ; ‘
‘| Scheduled review: _ Annually o DQ o

1. Policy intent
Bayside City Council recognises that a procurement strategy and appropriate best practice
* contracting and procurement principles, policies, processes and procedures, will enhance
achievement of council objectives such as socially responsible procurement, value for money, '
~achieving lnnovatlon and prowdlng best value services to the communlty

2 PurposelObjectlve , : _
In November 2008, amendments to the Local Government Act 1989 were. passed which

included anew section s186a that requires a council to ‘prepare and approve a Procurement

Policy”. A Procurement Policy must include any prescribed matter and.a council must have

regard to Ministerial Guidelines made under the section when preparing its policy. A council
- must review its procurement policy annually. and make it available for public inspection.

3. Scope :

The scope of the Procurement Policy provides guidance to Councﬂ to ensure best practlce

and probity in purchasing, consistency and control over procurement activities, increasing the
probability of obtaining the right outcome when purchasing goods and services, ensuring :
accountability and best value to the community with a focus on sustainable and socially
respon3|ble procurement and guides Council on ethical behavnour in publlc sector purchasmg :

4, Roies & Responsibilities
-The responsibility for implementing, monitoring, evaluating and reviewing the pollcy sits: wnthln

the Commercial Services Department and aII Counczl oft" icers are requu'ed to comply W|th the

policy.
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- 5.. Monitoring, evaluation & review :
" The Local Government Act 1989 requires that the Procurement Policy be reviewed on an
annual basis and Council's Audrt Committee provides addrtronai review through reguiar

reports

6. Policy statement
Effective Legislative and Pollcy Compliance and Control - Ethlcs and Problty

Requirement

Councrl S procurement activities must be performed with unquestlonable rntegrrty andin a
- manner able to wrthstand the closest possible sérutiny. :

Conduct of Councrllors and Cou’ncrl Staff

Councillors and Council Staff sha!l at all trmes conduct themselves in ways that are, and are -
seen to be, ethical and of the highest mtegnty and will:

> Treat potential and existing suppliers with equahty and fairness;

> Not seek or receive personal gain;
»  Maintain confi dentrahty of Commercial in Confidence matters and information such as
contract prices and other sensitive information; -
> Present the highest-standards of professronalrsm and probity;
> Deal wrth suppliers in an honest and rmpartral manner that does not allow conflicts of
interest;

- »  Provide all suppllers and tenderers with the same rnformatron and equat opportunity;
and

' » Be able to acoount for alt decisions and provide feedback on them.
- Councrl Staff responsrble for managing or supervising contracts are prohibited from erther
‘being engaged by a Councu contractor or performlng any works under the contract they are
superv:srng : _
| ~ Tender If'rocr.eé.ses : . - B o oo

All tender processes shall be conducted in accordance with the requirements of this policy
and any associated procedures, relevant tegrslatlon relevant Australran Standards and the

_ Act.

C_onflict of lnterest

- Councrltors and Councrl Staff shall at all times avoid srtuatrons in WhICh private interests
conflict, or might reasonably be thought to conflict, or have the potent;at to conflict, with their

Council duties.

~
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Councillors and Councit Staff must not participate in any action or matter associated with the
arrangement of a contract (i.e. evaluation, negotiation, recommendation; or approval), where
that person or any member of their immediate family has a significant interest, or holds a
position of influence or power in a business undertaking tendering for the work.

The onus is on the Councillor and the member of Council Staff involved being alert to and
promptly declaring an actual or potential conflict of interest to Council.

Fair and Honest Dealing

During a public tender process, all prospective contraciors and suppliers must be afforded an -
equal opportunity to tender orquote. Impartiality must be maintained throughout the’ ‘
procurement process so that it can withstand public scrutiny '

The commercial interests of existing and potential suppliers must be protected.
Confidentiality of information provided by existing and prospective suppliers must be
maintained at all times, particutarly commercially sensitive material such as, but not limited to
prices, discounts, rebates, profit, manufacturing and product information. > .

Accountability and Transparency "

Accountability in procurement meané being able to expfain and evidence what has
happened. The test of accountability is that an independent third party must be able to see
clearly that a process has been followed and that the process is fair and reasonable.

Therefore the procésses by which all procurement activities are conducted will be in
-accordance with the Council's procurement policies and procedures as set out in this policy.
“and related Council policies and procedures. ' ‘ :

Additionally:

»  The responsible Council Staff must be able to account for all procurement decisions
" made over the lifecycle of all goods, services and works purchased by the Council and,

where necessary, brief tenderers regarding the documented.decision making process

“and ' B '

All procurement activities are to leave an audit trail for monitoring and reporting
purposes. ' - i '

Y.

Gifts and Hospitality

No Councillor or member of Council staff shall, either directly or indirectly solicit or accept-
gifts or presents from any member of the public wha is involved, either directly or indirectly,
" with any matter that is connected with the duties of the officer, or in which the Councilis

- interested. ' ' - el e o
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Councillors and Council staff must exercise the utmost: duscret[on in accepting hospitality from
contractors or their representatives, or from organisations, firms or individuals with whom
they have official dealings. Councillors and Council §taff should also av0|d the ambiguous -
situation created by visiting the premises of a contractor, orgamsatlon firm orindividual
unlnvﬂed and/or not on official business. :

Offers of bribes, commissions or othier |rregular approaches from organisations or tndlwduals
- (no matter how insubstantial the evidence available), must be promptly brought to the
attention of the CEO.

N Dlsclosure of Information

informatlon recelved by the Council that is Commercial in Conf" dence must not be disclosed
and is to be stored in a secure location. Councillors and Council staff are to protect, by
refusing to release or discuss, information to the extent that it ts Commercial in Confldence

"This may include:

» lnformatlon dlsclosed by organlsations in tenders quotation or during tender
negotlatsons

> Pre-contract mformétion includring but not Iimited to information'prc)\}ided'in quotes and

~ tenders or subsequently provided in pre-contract negotiations. _

~ Councillors and Council staff are to avoid references to current or proposed contracts in
discussion with acquaintances or outside interests. Discussion with potential suppliers during
tender evaluations should not'go beyond the extent necessary to resclve doubt on what is
being offered by that suppller :

- Al no stage should any discussion be entered into with any- tendering' party orits
- representative or agent which could have potential contractual implications prior to the
contract approval process being finalised, other than authorised pre-contract negotiations.

Governance Structure
The Councif shall:

-» kEstablish a procurement management responsibility structure and delegatlons
ensuring accountability, traceability and auditability of all procurement decusnons made
~over the l:fecycle of &lt goods, services and works purchased by the Council;

. » Ensure that the Council's procure_rn_ent structure:

o - Is flexible eneugh to purchase in a.timeiy manner the diverse range of material,
goods, works and services required by Councal

o Ensures that prospective contractors and supphers are afforded an appropnate
opportunity {o tenderlquote :

o Encouragés competftlon and

o Ensures that policies that impinge on the purchasnng policies. and practzces are
commumcated and implemented.
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The Councif's procurement activities shall be carried out to the professronal standards
requrred by best practlse and in compliance with the:

> - Act,

> Council's policies,

> Council's Code of Conduct, and

> Other relevant legislative requirements such as but not limited to the Trade Practises

i

Act, Goods ‘Act and the Environmental Protection Act' ; .

Methods
Council’s standard methods for purchasing gocds, services and works shall be by:

» Purchase order following a quotation process, _
» - Under contract following a tender process, or _ -

> Where the Council is satisfied that value for money requirements have been satisfied,
under purchasing schemes including collaborative purchasing arrangements with
other Councils and commercial schemes such as provrded by Strategic Procurement
and the Municipal Association of Victoria; :

unless other arrangements otherwise authorised by the Council or the CEO ona needs basus .
as required by abnermal circumstances such as emergencies. :

' The Council may, at its discretion and based on the complexity and cost of the project,
conduct one stage or multi-stage tenders. Typically a multi-stage tender process will
commence with a registration of interest stage foliowed by a tender process involving the
organisations selected as a consequence of the registration of interest stage

' Registrations of interest may be appropriate where:

> The requrrement is complex difficult to define, unknown or unclear
| o The requirement is capable of several technical solutlons
e The Council wishes to consider ahead of formal tender processes such issues as

whether those tendering possess the necessary technlcal managenai and financial
resources to successfully complete the project,’

©»  Tendering costs are likely to be high and Council seeks to ensure that companies
- lncapabie of supplying the requirement don’t incur unnecessary expense,

- »  ltis necessary to pre-qualify suppliers and goods to meet defined standards and
> " The requwement is generally known but there is still considerable analysis, evaiuatlon

and clarification required (both of the objective and the solution).
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Responsible Financiai Management

‘The principle of responsible financial management must be applied to all procurement :
activities. Accordingly, to give effect to this principle: the avaiiability of existing funds within an
approved budget, or source of funds, must be established prior to the commencement of any
- procurement action for the supply of goods, services or works. -

Council staff must not authorise the expenditure of funds in excess of their financial

delegations. Council funds must be used efficiently and effectively to procure goods, services

and works and every attempt must be made to contain the costs of the procurement process .
without compromising any of the procurement principles set out in this Policy. -

Procurement Thresholds and Competi_tionA
Re_q‘uiremen't
The Council wil from time to time dec;de and publish in this policy clear guidelines for

minimum spend competition thresholds. These will be:dependent on the size and compiexny
of the proposed procurement actMtres : :

Minimum Spend'Competition Thresholds
Tenders

The acquisition of goods and services for which the estimated expendilure exceeds
$150,000, and building and construction works for which the estimated expenditure exceeds
$200,000 must be undertaken by public tender as per the thresholds contained in the Local

Government Act

However, should the CEO consider that the nature of the requirement and the characteristics
. of the market are such that the pubiic tender process would lead to a better result for the

- council, public tenders may be called for purchase of goods, services and works for which the
‘estimated expenditure is below these thresholds

Quotations . , L o -
Purchase of goods and services having a total of $150,000 and works having a total

valuation of $200,000 or less in a single contract or supply arrangement may be undedaken

' usmg the procurement by quotation method as described beiow

» Item of value up to $1 5,000 - Request for quotatfon .
A minimum of one email or written quotation must be obtained and the details _
recorded before placing an order and documented in the Council's Record system.
Similar details must be recorded where more than one supplier has quoted. '

Ver_sion 1
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> ltems with a value — $15,001 to $25,000 — Request for quotation.

Version-1
" May 20_10_

Councit will receive a minimum of three email or wiitten -quotations. The quotation
offering the best value for money must be confirmed by the supplier on company
letterhead and the order placed with that firm.”

Detalls of the suppllers (a minimum, 1e between 3 and 5) contacted and their
quotations must be recorded on at least a simple spreadsheet or. srmrlar document in
the Council’s records system.

Items with a value — $25,001 to $1 50 000 {goods and services) and $25, 0Q1 to L &
-$200,000 (works} - Request for quotation. ‘
Council will receive a minimum of three quotations by i issuing a written Request for

Quotation. Public advertising is not required but will be used when ;udged to be

sufficiently advantageous to Council.

Quotations returned by the nominated closing date must be evaluated and a
recommendation made in favour of the supplser offering the best value for money

outcome.

The original supplier’'s quotations must be maintained in Council's record system.

Public Advertising.

Quotations may be advertised at the Council staff member's discretion. This may
occur when a field of potential tenderers hasn't been established, or an innovative
approach is required, or the-project has broad appeal that may attract keen prices, etc.
The minimum placement requirement mctudes use of any newspaper approved by
Council for such purpose

Insuffrment quotations.
The situation may arise where insufficient quotatlons are received to satisfy the above

requrrements
This may occasionally occur where there are few suppliers for the goods, services or

works being sought..In this case, the details of the contacted suppliers must be
recorded on the spreadsheet or recommendation and an appropriate comment
recorded. In addition the following management approvai is required where msuﬁ" cient
- quotations are avallable _ :

- — ltems wrth a value $ 15,001 to § 25, OOO approval by third. Ievetr Manager or

above.
- — Items with a value $ 25,001 to $150, OOO (goods and services) and $25 001 to

$2OO 000 (works) — approva! by Group Manager or CEO.

In addition there may be occasions when only one quotation may be recelved Such
‘occasions would require approval of a Group Manager or above and would generatly
be considered under the following circumstances: _

» In the event of emergency works for safety reasons
» When there is only one known and reputable supplier.
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Delegation- of Authcrity Requirement

Delegatlons define the: llmrtattons within which Councﬂ staff are permrtted to work Delegatron
of procurement authority allows specified Council staff to approve certain purchases, :
Guotation, tender and contractual processes without prior referral to the Council. This enables

- the Council to conduct procurement activities in-an efficient and timely manner whilst
mamta:nmg transparency and mtegrlty : :

Procurement delegatrons ensure accountablllty and provide confrdence to Council and the
publlc that purchasmg actlvmes are deait with at the appropnate Ievel '

As such, the Council has delegated responS|b|ht|es as detailed below relating to the
expenditure of funds for the purchase of goods, services and works, the acceptance of
" ‘quotes and tenders and for contract management activities.

Delegations Reserved for the Council
Council Staff -

The Council shall maintain a documented scheme of procurement delegations, identifying the
Council staff authorised to make such procurement commitments in respect of goads,
services and works on behalf of the Council and their respectrve delegations contarned in
_frnancral delegations pollcres :

Acceptance of'tenders;.

Acceptance of quotes, A _ _

Contract term extensions (within authorised budget);
Contract amendment .(financial and nen-finan__cial);
A.ppoin'tment to register of pre-qualified suppliers; -
Credit Card purchases; and '

V'V VYV VYV Vo

Procedural exceptions. .

Delegatlons Reserved for the Councﬂ o | ' . )

. Commitments and processes which exceed the CEO’s delegatlon and which must he
, approved by the Council are: :

P Srgnlng and seahng of contract documents; and

» Tender recommendatlons and Contract approval for all expendsture over $250 000 for
goods and servnces and capital works in value

Internal Controls'

- The Council will install and malntaln a framework of mternat controls ‘over procurement
_-processes that will ensure:

. _Versron 1 _
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More than one person is involved in and responsible for a transaction end to end;

>
» Transparency in the procurement process; o
»  Acleary documen.ted audit trail exists for procurement activities;
»  Appropriate authdrisations are obtained and documented; and- _
> Systenﬁs are in place for appropriéte monitoring and performance measurement.

' Commer_piai Information

Procurement activities will be carried out in a way that.supports Council staff in meeting their
~ obligations - to ensure information of a commercially sensitive or confidential nature is
obtained, stored, processed, published (where applicable) in an appropriate manner in
accordance with the relevant Council guidelines.

Risk Managemént

Risk Management is to be appropriately applied at all stages of procurement activities which
wilt be properly planned and carried out in a manner that will protect and enhance the

~ Council's capability to prevent, withstand and recover from interruption to the supply of
goods, services-and works. ‘ '

Supply by Contract
The provisidn of gobds, services and works by contract potentially exposes the Councit to

risk. The Council will minimise its risk exposure by meastres such as:
Staridardising contracts to include current, relevant clauses;

v

. 'Requiring security deposits where appropriate;
Referring specifications to relevant experts;
Requiring contractual agreement before ailowing the commencement of work;

Use of or reference to relevant Australian Standards (or equivalent); and:

vV V¥V V'V V

Effectively managing the contract including monitoring and enforcing performance.

Contract Terms

Ali contractual relationships must be documented in writing b'as-ed on standard terms and
conditions. : : :

Whére this is not possible, approval must be sought by the Aappropria'te member of Council
‘staff listed in the delegations section or above. A request for such an approval should be
supported with procurement and legal advice as relevant. : ' :

To protect the best interests of the Council, terms and conditions must be settled in advance
- of any commitment being made with a supplier. Any exceptions to doing this expose the
Council to risk and thus must be authorised by the appropriate member of Council staff listed
in the delegations section above, - _ e ' :
~ Version 1 S : :
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Endorsement’

Council staff must not endorse any products or services. Individual requests received for
- endorsement must be referred to Group Manager level or above.

Dispute Reso;ution

All Council contracts shall 1ncorporate dispute management and alternative dispute resolut:on
provisions to mlnlmnse the chance of dlsputes escalating to Iegal actlon

| Contract Management

The purpose of contract management is to ensure that the Councrf and where apphcable its
clients, receive the goods, services or works provided to the requ:red standards of quality and
_ quantlty as intended by the contract by: :

> Establlshlng a system remforcmg the performance of both pames responsmahtles and
- obligations under the contract; and :

> Prowding a means for the early recogmtlon of issues and performance problems and
the |dent|f|cat|0n of soldtions.

All Council contracts are to include contract management requirements.

" Furthermore, contracts are to be proactively managed by the member of Council staff _
responsible for the delivery of the contracted goods, services or works to ensure the Council
,recewes value for money.

Demonstrate Sustamed Value

Integratton w:th Council Strategy

The,CounciI’s pr_ocurement strategy shall support its corporate strategy, aims and objectives,
“including but not limited to those related to sustainability, protection of the environment,
corporate social responsibility and meeting the needs of the local community such as:.

> Fee[ing aafe : E
> Living in a clean and pleasant environment, and
B Recelvmg good quahty well managed Council services that are Value for Money

: Achieving Value for Money

The Council’'s procurement actwntles will be camed out on the basns of obtalmng Value for
Money. :

This means mln:mlsmg the total cost of ownershlp over the lifetime of the requurement _
consistent with acceptable quality, rellablhty and delivery con5|derat|ons Lowest price is not :
: the sole determinate of value for money.

Version 1
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Approach

>

Y ¥V ¥V 'V V

This will be facilitated by:

Developing, implementing and ménaging prdcurement strategies. that'support the co-
ordination and streamlining of activities throughout;

Effective use of competition;
Using centralised contracts and Standing Offers Agreement where appropriate;

|13

Identifying and rectifying inefficiencies in procurement processes; ) -

'Developing cost efficient tender process including appropriate use of e-solutions; -

Council staff responsible for providing procurément services or assistance within the
Council providing competent advice in terms of available products and agreements;
and ' L ' : o

Working with suppliers to create relationships that are professional and productive,

“and are apprapriate to the value and importance of the goods, services and works

being acquired.

Role of Specifications -

Specifi'calions used in quotations, tenders and contracts are to suppor’t and contiribute to the
Council's Value for Money objectives through-being written in & manner that: '

VY VvV V ¥ Vv

Ensures impartiality and objectivity;

" Encourages the use of standard products;

Encourages sustainability;
Elirminates unnecessarily stringent requirements; and

‘wherever possible specifies technical standards and requirements that are within the

capabilities of local and other suppliers.

Performance Measure and Continuous improvement

Appropriate performance measures are to be established énd reporting systems _Will be used -
to monitor performance and compliance with procurement policies, procedures -and controls.

Procurement procedures, practilces.and costs will be benchmarked externally. Internal
service standards will be agreed within the Council and performance against these targets
will be measured and reviewed regularly to support continuous improvement. The

performance measurements developed will be used to:

~ Version1
-_Ma_y 2010

» _Highlight trend and exceptions Where'necessary to enhance performance.
> Improve the internal efficiency of the procurement,procéss and where relevant the

performance of suppliers
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» Facilitate relevant programs to drive improvement in procurement to eliminate waste
and inefficiencies across key expenditure categories..

~ Sustainability

Council is committed to achievi'ng sustainability and ensuring it monitors and reports on
" Council activities and programs that have an impact on or contribute to the environment
tincluding but not limited to:

Waste management
Recyclmg

Energy management
Emission management,
Water conservation,
Green building design, and

Procurement. ~

YV V'V .V YV VvV

_ Sustainable Procurement

The Council is committed to adopting a green procurement approach by supporting the

principles of sustainable procurement within the context of purchasing on a value for money

basis. Value for money purchasing decisions made by the Council are made on the basis of
- cost and non-price factors including contribution to the Council’s sustainability objectives.

The Council prefers to p'urchase environmentally preferred products and services whenever

.. they achieve the same function and vatue for. money outcomes. Council will demonstrate to

_ the community that the purchasing decisions of Council can enhance environmentalt
sustainability and improve markets for recycled and environmentally preferred products.

‘Council subscribes to membership of green procurement programs and wull draw on this
resource to achieve its sustainable procurement initiatives.

e

~ 'Where practlcal and operationally efftcnent Council will integrate the following green
purchasing practices into its operattons and encourage its suppliers and contractors to adopt

the same.

> Avoid where possible negative environmental |mpacts from the purchase of goods and
- services. _

> Reduce resource consumption and waste production: - , A
 Require the selection of efficient products (use of materials, fuel, water energy and . B
. ‘waste productlon) Ideally energy and water star ratings of four star and above, and

vehlcles of a high Green Vehlcte Guide star ratrng :

Version 1. o : : o ‘ 'Péage 12
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Require the provision of re-use and recycling as part of the project planning process,
_including the consideration of whole-fife cycle analysis where available. '

> Reuse where possible: ‘ -

Version 1
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» Recycle
The purchase of recycled!part recycled products to optimise consumptuon and
stimutate demand for recycled products, promoting- the collection an reprocess ing of

waste and minimising waste to landfill.

> Green the supply chaln : :
Give preference to suppliers able to demonstrate that their goods and/or services are

consistent with Council's green procurement initiatives. In particular:

« Encouraging Council suppliers to adopt good envrronmenta[ practices, for
example, provision of life cycle'assessment information, documenteid waste
minimisation strategies and/or become a green procurement supplier

« Actively promoting green procurement throughout its supply chain and ensure
setection that has minimum environmental impact :

» Investment in "smart building" technology.

Green Procurement Initiatives

-~ Green procurementpoticy initiatives include: . _
Continuing Council's ECO-Buy membership

5
» implementation of green procurement programs
» Establishment of a green procurement working group
> Development and implementation of a Green Purchasing Policy
» Development of a system to monitor the purchasing of green products
> Benchmarking purchasing, sustalrtablllty and operationat processes and goais for -
comparative purposes
» Development of an ethical procurement framework (mcludlng an opportunity map,

~ sustainability goals and project alignment)
» Integration of green purchasing criteria into Council operattons and marketing
 strategies lnciudlng specification in procurement documientation, tenders and
contracts, which demonstrates respon5|bte envrronmentailcorporate social
responsrblhty practices :
_» Ensuring compliance with relevant legislative requrrements
» Communicating green procurement requrrements both internally to Counc:l staff and’

externa!ly to supotlers of goods and services.

Diversity

- Promoting equalrty through procurement can |mprove competmon Value for Money, the
quality of publtc services, satisfaction among users, and community relations. it should be a

consideration in every procurement project and reﬂect corporate commltment to. d:versrty and
‘ equat opportumties wherever possrble : - :

Version 1
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Apply a Consistent and Standard Approach

The Council will provide effective and efficient commercial arrangements for the requisition of

goods and services.
Standard Processes

The Council will provide effective commercial arrangements covering standard products and
provision of standard services across the Council {o enable employees (0 source -
requirements in an efficient manner. :

" This will be achieved via estab!ishing' the following:
» Pricing where relevant; '
» Processes, procedures and techniques;

> Tools and business systems (e.g. lmplementlng the appropriate e-catalogue
arrangements or e-sourcing arrangements),

» Reportmg requirements;

> Application of standard contract terms and conditions.

Performance Indicators
A list of pe_rforrﬁance indicators will be developed to measure procurement performance.
-~ They will include criteria such as: : ‘
.. » The proportion of expenditure against corporate contracts,
» Userand supplier satisfaction levels; g
» Knowledge and skill of Council employees in procurement process; -
> Level of compliance and understanding of Council procurement policies;

» Measuring the success of procurement initiatives eg. procurement cards

Management Information

The Council seeks to improve its performance by capturing and analyzing procuremeni
management information in a variety of areas, including:

Volume of spend;-

Number of transactions per supplier;

Supplier performance;

User éat.isfaction;

Category managemedt; and

vV V.V V.V V

Green spend.
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E The Council will also use external sources of management lnformatlon to assist w:th the
procurement decision making process mcludmg : ’

 » Benchmarking data :

- » Information from professional bodies such as the Chartered Institute of Purchasmg
_‘ and Supply Australia o o :

> Supplier reports.

B_uild and Maintain Supply Relationships

~ Council’ recognlses that in order to ‘achieve sustainable value a strategic assessment of the,
“appropriate ‘channel to market’ should be undertaken — whether to go to market ot its own,

participate in regional or sector aggregated projects or panels, access State Government

- panel agreements or other means. Council will consider supply arrangements that deliver the
best value outcomes in terms of time, expertise, cost, value and outcome.

Developihg énd Manéging Suppliers

Council recogmse the 1mp0rtance of effective and open workmg relatzonsh:ps wuth lts
~suppliers, and is committed to the follow:ng ‘

» Managing existing suppllers, via the appropriate development programs and
performance measurements lo ensure the benefits are delivered.

» Maintaining approved supplier lists

> Developing new suppliers and improving the capability of ethtlng suppliers where’
appropriate. :

Supply Market Deveiopment

A wide range of subpliers should be encouraged to compete'for Council work. The focus for .
- new work need not always be with the larger more familiar busmesses Other types of
-organlsattons offermg business diversity include:

» Local businesses . o o ' : ' | Ty
> Green suppliers | '
Small to medium sized enterprises

Social enterprises

Ethnic and‘mrinorit'y business :

vV ¥V Vv

Voluntary and commuhity Orgahizations.
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| _'R'elationship Management

Council is committed to developing constructive long -term relationships with suppliers. ltis
important that the Council identifies its key suppliers so-that its efforts are focused to best

_effect. Such areas may include: _
> Size of spend across the Council. k
> 'Criticality of goods / services supplier, to the delivery of the Council's services.
> Availability of substitutes |

» ‘Market share and strategic share of euppliers. )

Communication

'Externat communlcatlon is very lmportant in ensuring a healthy interest from potential
suppliers and partriers to the Council. The external website will prov:de

3 Information about the Council and how to become an approved supplier.

- > Alist of existing and forthcornlng contract opportunities, prOJected over a number of
years. :

Guadellnes for doing business with the Councul

Y/

Standard documentation used in the procurement process

»
» Links to other relevant sites.

Continual Improvement

Council is committed to continuous improvement and will review the proourement polloy on
an_annual basus to ensure that it continues to meet its wider strateglc objectives.

~ Policy Owner and Contact Detalls -

The Director Corporate Services, Bayside City Couricil is the designated owner of this policy.
~ For further information on the Policy please contact via email —
_spearsons(@ba sside.vic.gov.au or phone {03] 95994410.

- Please note: This policy is current as at the date of approval. Refer to Council’s websrte
_(www bayside.vic.gov. au) or staff intranet to ensure this is the latest vers:on '

7. Related documents

Policies _ Bayside Clty Councd Tendermg and Purchasmg Policy
.| Strategies ' -
| Procedures Bayside City Council Tenderlng Procedures
| Guidelines Bayside City Council Tendering and Procurement Gmdelmes
‘ Bayside City Council Probity Guidelines
Bayside City Councn[ Code of Conduct for CounCtllors and OfflCGl'S _
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8. Definitions & Abbreviations

CURRENT.

Term Meaning

Treatment of GST All manetary values stated in this po!icy inctude GST except, where
specifically stated-otherwise.

Act: Local Government Act 1989 . :

Commercial in-- Information that if released may prejudice the business dealings of a party

Confidence: - eg. prices, discounts, rebates; profits, methodologies and process
information, etc.

Conlract The process that ensures both parties to a contract fully meet their

Management: respective obligations as efficiently and effectively as possible, in order to

' defiver the business gnd operational objectives required from the contract

andin partlcular to pro\ude value for money. . :

Councif Staff: Includes full time and part -time Council officers, and temporary emp!oyees

contractors and consultants while engaged by the Council.
CS8R Practices: Corporate Social Responsibility. Relates to Council's supply chain belng

ethical, knowledgeable, reputable and where possnble supporting green and
sustainable products.

Expression of
Interest:

| market requesting_ submissions from prospective suppliers intérested in

A response to an open approach,. usually by public advertisement, to the

procurement. The list of potential suppliers who have provided expressions
of interest may be used as the basis for conducting a select tender process.

| Probity:

A procurement process that conforms to the expected standards of probity
is one in which clear procedures that are consistent with the Council's
policies and legistation are established, understood and followed from the
outset. These procedures need to consider the legitimate interests of
suppliers and ensure that all potential suppliers are treated equitably.

Procurement:

-Procurement is the whole process of acquisition of gaods, services and

works. This process spans the whole life cycle from initial concept through
to the end of the useful life of an asset (including dlsposal) or the end of a
gervice contract.

Standing Offer -

A contract that sets out rates for goods and services that are available for

Agreement | the term of the agreement, However, no commitment is made under the

' ‘agreement fo purchase a specified value or quantity of goods or services.
Sustainability: Activities that meet the needs of the present without compromising the:
: ability of future generations to meet their needs. _
Tender Process: The process of inviting parties to submit a quotation or tender by pubiic

advertisement, followed by evaluation of submissions and selection of a
successful bidder or tenderer.

.Vélue for Money:

-inctuding:

Value for Money in Procurement is about selecting the supply of goods,
services and works taksng into account both cost and non-cost factors

- contribution to the advancement of the Council's priorities;
- non-cost factors such as fitness for purpose quality, service and

support; and’ .
- - cost-related factors including whole-of-life costs and transactlon

costs associated with acquiring, using, holding, maintaining and
“disposing of the goods, services or works. .
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Council Policy

| Council policy title: Procurement Policy
Council policy ref no: ' _ C/POL/COR/001
Council policy owner: ‘Director Corporate Services
Adopted by: ‘ Bayside City Council
Date adopted: - 13 September 2011

| Scheduled review: 3 Annually

1. Policy intent ' '

" The intent of the Procuremient Policy is to ensure hlgh standards of probity and accountability
~in Council's procurement activities with high levels of confidence in obtaining best value

outcomes when purchasing goods, services and works.

. 2. Purpose/Objective -
- The purpose of this Policy is to help ensure that Council’s contracting and procurement
principles, policies, processes and procedures, consider the following overall objectives:

1. Achieve value for money in the procurement of goods, services and works.
2. Are conducted, and are seen to be conducted, in an impartial, fair and ethical
manner.
3. Provide a robust, accountable and transparent audrt trail.
4. Comply with legislation, Council Plan objectlves Council polrcres and mdustry
- standards.

. 3. Scope -
" The Local Government Act (the Act) 1989 section 51863 requires Council to prepare and
approve a Procurement Policy. This Policy-must be considered-in allaspects of Council’s’
procurement of goods and services. Council must also review the Procurement Policy. .

annually and make it available for public inspection at Council offices and on the website.

a. Roles & Responsibilities _'

The responsibility for implementing, monitoring, evaluatmg and reviewing the Policy sits within _

- the Corporate Services Division. All Council staff and Councmors are required to comply with
‘ _'the Policy. :

5. Monitoring, evaluatlon & review
The Local Government Act 1989 requires that the Procurement Policy be revrewed and
" considered by Council annually. Councrl s Audit Committee a[so provides an addltronai review

-.through regular reports.

Version 4 Page 1
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. Counc1| Staff respon5|ble for managing or supervising contracts are prohlblted from either

- 6. Policy statement

6.1 General Requirements

6.1.1 Application

The application of this Policy needs to considered in the overal[ context of achieving the best

value for' money outcomes for Council and the Bayside community. A key message is that
“the purchasing of goods and services at Bayside needs to be sensitive to customer needs

and expectations, market demand, market supply and prevatilng market forces to achieve the

best possible purchasmg outcomes.

All purchasing, tender and quotation processes shall be conducted in accordance with the i
~ requirements of this Policy and related legislation and industry standards, in the followmg -
order of hierarchy: ,
. Federal Ieglslatlon inc!uding the Competition & Consumer Act;

State legislation, including the Local Government Act

Council’s Procurement Policy;

Council's.Purchasing and Tendering Procedures; and

Victorian Government Purchasing Board Guidelines. ) N

YV VYV VvV VY

6.1.2 Ethics and Probity )
Council’s procurement activities must be performed with unquestionable mtegnty andina
manner able to withstand the closest possmle scrutlny

6.1.3 Conduct of Councnl[ors and Council Staff
- Councillors and Council Staff shall at all times conduct themselves in ways that are, and are
seen to be, ethical and of the hlghest lntegnty and will: -

- Treat potential and ex;stlng suppliers with equatlty and fairness;
» Not seek or receive personal gain,;
> - Maintain confidentiality of Commercial-in-Confidence matters and information such as
contract prices and other sensitive information; :
> Present the highest Standards of professionalism and probity; j
> Deal with suppliers in an honest and impartlal manner that does not allow conﬂlcts of

interest;

>  Provide all suppllers and tenderers with the same information and equal opportuntty,
and : -

» Beableto account for all decisions and provide feedback on them.

~ being engaged by a Council contractor or performing any works under the contract they are
' supervrsmg ' : _
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6.1.4 Conflict of Interest '

Councillors and Council Staff shail at all times avoid situations in which private interests
conflict, or might reasonably be thought to conflict, or have the potentlal to conflict, with their
Councu dut!es :

Councillors and Council Staff must not participate in any action or matter assomated with the
arrangement of a contract or purchase (i.e. evaluation, negotiation, recommendation or
approval), where that person or any member. of their immediate family has a significant
interest, or holds a position of mﬂuence or power in a business undertaking tendering for the
work :

The onus is on the Councillor and the member of Gouncil Staff mvo[ved being alert to and
promptly declaring an actual or potential conflict of interest to CouncH

6.1.5 Fair and Honest Dealing

All prospective contractors and suppliers must be afforded an equal opportunlty to tender or
quote. Impartiality must be maintained throughout the procurement process SO that it can
withstand public and audit scrutiny.

The_ commercial mterests of existing and potential suppliers must be protected. ‘
Confidentiality of information provided by existing and prospective suppliers must be

~ maintained at all times, particularly commercially sensitive material such as, but not limited to -
prices, discounts, rebates, profit, manufacturing and product information.

6.1.6 Accountability and Transparency

Accountability in procurement means being able to explain and evidence what has
happened. The test of accountability is that an independent third party must be able to see
clearly that a process has been foliowed and that the process is fair and reasonable.

6.1.7 G:fts and Hospltahty

- No Councillor or member of Council staff shall, either directly or indirectly solicit or accept
gifts or presents from any member of the public who is involved, either directly or indirectly,
with any matter that is connected with the duties of the ofﬂcer or in which the-Council is -

interested. :

. Councillors and Council staff must exercise the utmost discretion in accepting hospitality from
" contractors or their representatives, or from organisations, flrms or individuals with whom
they have official dealings.

Offers of bribes, c0mmissions or other irregular approaches from organisations.or individuals
(no matter how insubstantial the evidence avallable) must be promptly brought to the
-attention. of the Chief Executive Officer.

618 Endorsement : - . | . ' ' S -

~ Council staff must not endorse any products or services. indiwdual requests recelved for
: endorsement must be referred to a Director or-CEQ.

- 6.1.9 Disclosure of Information
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Information received by the Council that is Commercial in 'Conﬁden_ce must not be disclosed
and is to be stored in a secure ocation. Councillors and Council staff are to protect, by
refusing to release or dtSCUSS information to the extent that it is Commercral -in-Confidence.

. This may include:

> {nformatlon disclosed by organlsatlons in tenders, quotatlon or during tender negotlatfons

» Pre-contract mformataon mcludlng but not limited to information provided in quotes and
tenders or subsequently provided in pre-contract negot|at|ons

Councillors and Council staff are to avoid references to current or proposed contracts in
discussion with acquaintances or outside interests. Discussion with potential suppliers during
tender evaluations should not go beyond the extent necessary to resolve doubt on what is

' belng offered by that supplier.

- At no stage should any discussion be entered into with any tendering party or its _
representative or agent which could have potential contractual implications prior to the
contract approval process being finalised, other than authorised pre-contract negotiations.

_ 6.1.10 Governence Structure
The Council shall:

» Establish a procurement management responsibility structure and delegations ensuring
accountability, traceability and auditability of all procurement decisions made over the
lifecycle of all goods, services and works purchased by the Council; .

Ensure that the Council's procurement structure:
e s flexible enough to purchase in-a timely manner the dlverse range of materlal goods,
~ works and services required by Council;
« Ensures that prospectlve oontractors and suppliers are afforded an equal opportunlty
' to tender/quote;
. Encourages competltron and

» Ensures that policies that impinge on the purchasing poI|C|es and practlces are
communicated and lmplemented : ‘

A4

- 6.1.11 Responsible Financial Management

- The principle of responsible financial management must be applied to all procurement

~ activities. This includes ensuring that existing funds within an approved budget, or source of
funds, is establ:shed prior to the commencement of any procurement action for the supply of

~ ‘goods, 'services or works.

.Council staff must only authorise the expenditure of funds in accordance with their financial o
- delegations. Council funds must be used efficiently and effectively.to procure goods, services . . - :
and works and every attempt must be made to contain the costs of the procurement process R
- without compromising any of the procurement principles set out in this Policy.
- . Delegations define the limitations within which Council staff can make financial commitments.
Delegation of procurement authority allows specified Council staff to approve certain

purchases, quotation, tender and contractual processes without prior referral to the Council.
“This enables the Council to conduct procurement actrwtles in an efficient and t|me1y manner

whilst malntalnlng transparency and integrity.
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The financial delegations for Councit staff are detailed in Councn S Purchasmg & Tendering
Procedures.

6.2 Sustamable Procurement

In accordance with the Council Plan, the organisation’s procurement demsuons and initiatives
will be based on clear and transparent evidence, informed economic, environmental and
social considerations. Therefore to achieve sustainable procurement, Council will adopt a
triple-bottom-liné approach by considering economic, Environmental and social sustainability.

6.2.1 Economic Sustainability
Council's procurement activities will be carried out on the basis of obtamlng value for money.
‘This means minimising the total cost.of ownership over the lifetime of the requirement, -
consistent with acceptable quallty, reliability and delivery considerations. Lowest prices is not
the sole determinate of value for money. To help ensure value for money the following factors
will be conS|dered : '

- » Developing, implementing and managing procurement strategles that support the co-
ordination and streamlining of activities throughout;. _

Effective use of competmon

Using panel contracts and Standzng Offers Agreement where appropnate
Identifying and rectifying inefficiencies in pro_curement processes;

Developing cost efficient tender processes including appropriate use of e-solutions;

Council staff responsible for providing procurement services or assistance within the _
- Council providing competent advice in terms of available products and agreements; and -
> Working with existing and- potential suppliers to create relationships that are professional
and productive, and are appropnate to the value and importance of the goods, serwces
and works being considered.

"V VWV V V¥

6.2. 2 Env:ronmental Sustamablllty ' ' :

- Council is committed to achieving sustainability and ensuring it monitors and reports on
Council activities and programs that have an impact on or contribute to the enwronment
mcludlng but not limited to:

> Waste management; -

Recycling;

Energy management

Greenhouse gas emission management
Water conservation;

Green building design; and

Green procurement.

YV VVVY

. The Council is committed to enhancing the environment by supporting the principles of
environmental sustainable procurement w:thm the context of purchasing on a value for
money bas:s :

The Council prefers to purchase environmentally preferred products and services whenever
'they achleve the same functlon and value for money outcomes. Council will demonstrate to
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the community that the purchasing decisions of Council can enhance environmental
- sustainability and improve markets for recycled and environmentally preferred products. 7

Where practical and operationally efficient, Council will integrate the following green -
purchasing-practices into its operatlons and encourage its suppliers and contractors to adopt
the same. :

» Avoid Where possible negative environmental impacts from the purchase of goods and
- services.

» Reduce resource consumption and waste production:
‘Require the selection of energy efficient products (use of materials, fuel, water, energy
and waste production). ideally energy and water star ratings of four star and above and
vehicles of a high Green Vehicle Guide star rating;

» Reuse where possiblé: :
- Reaquire the provision of re-use and recycl:ng as part of the project planning process,
mcludlng the consideration of whole-life cycle analysis where available. -

v .

Recycle; -

‘The purchase of recycled/part recycled products to optimise consumption and stimulate
-demand for recycled products, promotlng the collectlon and reprocessmg of waste and
mm:mlsmg waste.

Green the supply chaln : .
‘ Give a weighting to suppllers able to demonstrate that their goods and/or serwces are
- consistent with Council's green procurement initiatives. in particular:

Y/

e Encouraging Council suppliers to adopt good envrronmental practices, for example,
provision of life cycle assessment information, documented waste mlmmlsatron
strategles and/or become a green procurement supplier;

» Actively promote green procurement throughout its supply chain and ensure selectlon
that has minimum enwronmental impact; : :

"« Investment in "smart buridlng_ technology.

6.2. 3 Social Sustainability

In accordance with the Council Plan and Community Engagement Framework Counc:l is Ty
committed-to improving the quality of life in Bayside through the involvement of the Bayside 7
community in a range of factors including the provision of goods and services. Council is also
committed to ensuring that all views are consrdered through inclusive dellberat:on and active
mvolvement of the communlty

Councﬂ will therefore conS|der comrnunity building as a key evaluation criteria in the
“procurement of goods and services as appropriate. The criteria may include the follow:ng

= Consulting and engaging with the communlty,

¢ Building commumty involvement in the ways services are dellvered or works undertaken
. ~ Enhancing partnersh:ps with commumty stakeholders and‘other service providers;’

e Generating local em'ployment {particularly among'disadvantaged residents); and

e Providing a range of other social beneflts moludlng commun:ty amenlty and public health
and well belng ' o : 7 |
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6.3 Planning & Methodo‘logy

6.3.1 Role of Specifications
. Specifications used in quotations, tenders and contracts are to support and contribute to the

- Council's objectives through being written in a manner that:

» Ensures impartiality and objectlvrty,

Encourages the use of reliable and proven products

Encourages sustamablllty, _

Reduces bureaucracy and encourages innovation; and

Wherever possible specifies requn‘ements in terms of servroe outcomes and key

performance standards.

~ Whilst it may be appropriate in certain circumstances to specify inputs, care must be taken
to ensure that innovative solutions will stili be encouraged

YV VYV

- 6.3.2 Purchasing Methods o
~ Council's standard methods for purchasing goods, services and works shall be by:

> Petty cash or corporate credit card for low value simple purchases
Purchase order following a quotation process;
Contract following a tender process:;

Purchasrng schemes or approved suppliers including collaborative purchasing
arrangements with other Councils, and State Government approved schemes such as
Procurement Australia and the Municipal Association of Victoria; and

» Other arrangements authorised by the Council or the CEO due to abnormal
circumstances such as _emergencies.

'v-vv

6.3.3 Procurement Thresholds and Competition

Councifs Purchasing & Tendering Procedures details the minimum spend competltlon

- thresholds and the associated procurement methods. These threshoids are determmed by -
- this Pollcy as follows;

6.3.4 Public Tenders _ _ _
, The acquisition of goods and services for which the estimated expenditure exceeds

- $150,000, and building and construction works for which the estimated expenditure exceeds

$200 000 must. be undertaken by public tender as per the thresholds contained in the Act.

However to avoid any confu5|on regarding the definition of services’ versus ‘works’ and to
ensure compliance with the Act, Council will adopt a public tender threshold of $150,000 for
all purchases. This applies to the value of contracts that may be for a number of years. As a
general rule the $150,000 threshold should be determined by estimating the supply of goods
or services W|th a smgie supplier for a consecutive period of up to 3 years.

The Council may, at its dISCl'ethI‘I and based on the complexity and cost of the project,
conduct one stagé or multi-stage tenders. Typically a multi-stage tender process will
commence with a registration of mterest stage followed by a tender process involving the
' organlsatrons selected asa consequence of’ the registration of interest stage
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Registrations of interest may be appropriate where:

- The requnrement is complex difficult to define, unknown or unclear
The requirement is capable of several technical solutions,

‘The Council wishes to consider ahead of formal tender processes such issues as
whether those tendering possess the necessary technical, managena! and financial
resources to successfully complete the project, _
Tendering costs are likely to be high and Council seeks to ensure that companies
incapable of supplying the requirement don't incur unnecessary expense, _
It.is necessary to pre-qualify suppliers and goods to meet defined standards, and
“The requirement is generally known but there is still considerable analysis, evaluation
'and clarification required (both of the objectrve and the solution).

6.3.5 Quotations

Purchase of goods and services, and works havmg a total valuation of $150,000 or less in a
single contract (over the total life of the contract) or supply arrangement (considered over a

'period of up to 3 years) must be undertaken using a quotation method as described below: -

D

ftem of value up to $15,000 — Mrmmum one written quotation :
" An invoice must be obtained and the details recorded before placing an order and

documented in the Council's records system. Similar detarls must be recorded where
more than.one- suppiler has quoted.

Items with a value — $15,001 fo $150,000 Request for three quotations

Council will receive a minimum. of three quotations by issuing a written Request for
Quotation. Details of the suppliers contacted and their quotations must be recorded in
Council’s Contract Management System. :

Public advertising is not requrred but will be used when judged to be sufficiently

‘advantageous to Council. The relevant Service Area Manager must consider the potential

benefits of public tendering for any purchases over $100,000. A considered and

~ conscious decision must be made by the Manager that three quotes will still achieve the

best net value outcome

" Quotations returned by the nominated closing date mus‘r be evaluated and a

~ recommendation made to consrder the supplter offering the best value for money Y

. outcome.

© Version 4 : _— R o : . : Page 8

" Public Advertising. '
' Quotatrons may be adverhsed when judged to be sufficiently advantageous to Councrl

This may occur when a field of potential tenderers hasn't been established, or an
innovative approach is required, or the project has broad appeal that may attract

- competitive prices; etc. The minimum placement requrrement mciudes use of any

newspaper approved by Council for such purpose.

Insufficient quotatrons

- The situation may. arise where insufficient quotatlons are received to sat:sfy the above

requrrements This may occasionally accur where there are few suppliers for the goods,
services or works being sought. in this.case, the details of the contacted suppliers must

be recorded on the spreadsheet or re_commendatlon and an appropriate comment
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" recorded. In addition the following management approvaE is required where insufficient
quotatlons are avallable ' :

» [ftems with a value up to $100, OOO approval by third level Manager or above
e ltems Wlth a value up to $150, OOO approval by Director or CEO

In addition there may be occasions when only one quotation may be received. Such
. occasions would require approval as above and should generally only be consadered
- under the following circumstances: '

. In the event of emergency works for safety reasons; or
e Whenthereis only one known and reputable supplier.

RETSS 7

6 3.6 DeIegatlon of Authorlty

Delegations define the limitations within which Council staff are permltted to work. The
Council has delegated to the Chief Executive Officer authority to approve contracts up fo

- $250,000. The Chief Executive Officer has in turn delegated authority to Council staff. This

" Instrument of Sub-delegation is titled ‘Financial Delegations’ and is made by the Chief -

- Executive Officer under the authonty of an Instrument of Delegation authorised by resolution
of Council.

. The Financial Delegatlons allow specified Council staff to approve certain purchases
~-quotation, tender and contractual processes without prior referral to the Council. These
Delegations identify the Council staff authorised to make such procurement comm:tments in
respect of goods, services and works on behalf of the Council.
Commitments and processes which exceed the CEO’s delegation and which must be
- approved by the Council are:- :

> 'Awarding COntracts where the total contract value exceeds $250,000; and

» Delegating to the Chief Executive Officer responsibility for awarding contracts with a total
value in excess of the Chief Executwe Officer's delegations.

6.4 Evaluation & Engagement

6.4.1 Quotation & tender evaluatlon

~ All quotations and tenders must be evaluated in a consistent manner against pre- determmed
evaluation criteria listed in order of importance. The use of a weighted matrix analysis is the

- recommended method for analysing and-comparing tenders in a detailed and consistent
manner. Financial benefit (the full cost.of the good or service over its estlmated life) wﬂl _
receive a weighting of between 30% and 60%. ' :

The evaluation criteria must be determlned prior to rnwt:ng proposals and should be listed in
the invitation documents in order.of |mportance The evaluation cntena should be based on -
the foltowmg criteria; : ~

¢ Risk Management;

» Financial stability and financial beneflt
¢ Social benefit; and

¢ Environmental benefit.
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A due diligence analysis of the preferred or short- I|sted sdppllers for all high value and/or
“highly complex projects must be undertaken to ensure that the supphers have the capamty
_'and stabrllty to comply with the requ:rements of the contract :

6. 4 2 Post tender negotlatlons
The conduct of negotiations after the close of a tender or quotation as- part of the process for
recommending the preferred supplier may be conducted as fine tuning’ activity prior to
entering into a contract or maklng a purchase. Matters for post tender negotiations may
include:
> Clarifying the robustness of the lump sum price and/or schedule of rates;
% Additional value adding options; -
>  Specific contract management arrangements;
> ldentifying key personnel for various stages of the contract
> Intellectual property transfer opportumt:es and -
> Service supply arrangements. '
The objective of post tender negotiations is to obtain the optlmal solution and cornmercral
arrangements and not merely the lowest price. Negotlations must also be mindful not to alter
the scope or mtent of a tender or proposal

6.5 Contract Management & Administration

6.5.1 Corporate Records

The Responsible Officer authorised to make procurement commltments in respect of the
-relevant goods, services and works, will ensure timely and accurate corporate records are
kept. Records shall include but not be limited to the following;

» .ACGeptance-of‘tenders‘

Acceptance of quotes;

Contract term extensions (within authorlsed budget)

Contract amendments and variations (financial and non-financial);
_Appointment to register of pre-qualified suppliers;

Co_rporate Credit Card purchases; and

> Procedural exceptions.

Y.V VYV
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6.5.2 Internal Controls :
The Council will install and maintain a framework of |nternai controls over procurement
- processes that will ensure: _ :

» Therei is clear accountabiiity and reSponsibiIity_ for all transactions;
. Transparency in the procurement process;

A clearly documented audit trail exists for procurement actlwtles

Appropriate authorisattons are obtained and documented; and-

__Systems are in place for appropriate monitoring and performance measurement

YV VYV VvV

6.5.3 R:sk Management
Risk Management is to be appropriately applled at all stages of procurement actlwtles which
-will be properly planned and carried out in a manner that will protect and enhance the
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Council's capability to prevent, withstand and recover from interruption to the supply of
goods, services and works, _

The provision of goods, services and works by contract potentially exposes the Council to
-risk. The Council will minimise its risk exposure by measures such as: -
' Standardising contracts to include cuirent, relevant clauses;

Requiring security déposits or bank guarantees where appropriate;

Referring specifications to relevant experts: - ,

Requiring written contractual formation before aliowing the commencement of work;

Use of or reference to relevant Australian Standards (or equivalent); and

Effectively managing the contract including monitoring and enforcing performénce.

YVVVYVYYVY

A risk management plan is required to be developed for all m'ai.ntenance and construction
contracts. The risk management plan should consider the following factors:

Risk identification; , ‘

Risk assessment, likelihood versus consequence:

Risk mitigation, actions to reduce, replace or gliminate risks;

Risk allocation, allocate a responsible officer or external party to manager each risk;
Monitoring and control. - ' '

VVVYY

6.5.4 Occupational Health and Safety ' : )
Council must ensure that all its contractors and suppliers share Council’'s commitment to
providing a safe and healthy environment, so far as is reasonably practicable, within the
-Municipality for the Bayside community, staff and contractors. Preferred suppliers will need to
demonstrate that they have appropriate systems and processes to manage risks and hazards
and that provide appropriate education and training for all their staff.

6.5.5 Contract Terms : : _
- All contractual relationships must be documented in writing based on standard terms and
conditions. The contract must be signed by the supplier before works or services commence.

Where this is not possible, for eXample in sitUation_sw_here community safety dictates an -
urgent necessity, approval must be sought by the appropriate member of Councit staff with

... delegated authority. A request for such an approval should be supported withproc;urement

and legal-advice as relevant.

. To protect the best interests of the Council, terms and conditions must be agreed in advance
- of any commitment being made with a supplier. Any exceptions.to doing this expose the

. Council to risk and must be authorised by the appropriate member of Council staff with
~ delegated authority. : : : :

6.5.6 Dispute Resolution :

- All Council contracts should incorporate dispute management and alternative dispute
resolution provisions to. minimise the chance of disputes escalating to legal action. .
6.5.7 Contract Management
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‘The purpose of contract management is to ensure that the Council, and where applicable 1ts
“clients, receive the goods, services or works provided to the required standards of quality and
quantity as mtended by the contract by:.

> Establ:shmg a system reinforcing the performance of both partles respon31bl|rt|es and
obligations under the contract; and :

»  Providing a. means for the early recognition of issues and performance problems and the -
:denhfucatnon of solut|ons

All Council contracts are to lnclude contract management requtrements and quality and cost
. standards :

Furthermore, contracts are to be proactively managed by the member of Council staff
responsible for the delivery of the contracted goods, services or works to ensure the Councnl :
receives value for money and that quallty and cost standards are met.

6.6  Performance Reporting

A list of performance mdlcators W|ll be used to measure procurement performance They W|ll
include criteria such as: : _ _
» Quality and cost standards (as required by the Best Value requirements in the Act),
» The proportion of expenditure against corporate contracts; |
> User and supplier satisfaction levels; S .
" » Level of compliance and understanding of Council procurement pollc:es and
> Measurlng the success of procurement initiatives eg. procurement panels.
These criteria will used as the basrs for regular performance reports to Councn

6.7 Continuous Improvement

Council is committed to continuous improvement as part of ifs Business Excellence Program
and will review the procurement pollcy on an annual basis, to ensure that it contlnues to meet
the Corporate objectives.

Appropriate performance-measures are to be established and reporting systems will be used
- to monitor performance and compliance with procurement policies, procedures and controls.

Procurement procedures practices and costs will be benchmarked externally Internal
service standards will be agreed within the Council and performance against these targets -
- will be measured and reviewed regularly to support continuous improvement The

_' performance measurements developed W|Il be used to :

» Highlight trend and except|ons where necessary to enhance performance;
» “Improve the internal efficiency of the procurement process and where reievant the

- performance of suppliers; and o
» Facilitate relevant programs to drive |mprovement in procurement to ellmlnate waste and
_ mefﬂcaenmes across key expend|ture categorles :
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6.8 Proc'ure'ment Strat.egy

The Council seeks to i improve its performance by captunng and analyzing procurement
“management information in a variety of areas, including:

1

Volume of spend;

‘Number of transactions per supplier;
Supplier performance;

User satisfaction; _

Category management; and

Green spend.

YV Y VVV

The Councrl will also use external sources of management mformatron to assist w1th the
procurement decision making process rnctudmg

> Benchmarking data'

> [nformation from professional bodies such as the Chartered Institute of Purchasing and
Supply Australia; and

Industry reports. -

Council will establish a procurement strategy to support the Counc;l Plan objectlves and to
. ensure a strategic approach to purchasing and tendering. :

This strategic approach will include:

v

Detailed analysis of Council's spending patterns;

Improvmg the nature and use of approved supplier Irsts and panels

Balancing acceptable levels of risk versus expected returns;

- Optimising the procurement process to reflect market conditions:

stra’tegic assessment of the, appropriate ‘channel to market': -

Structuring continuous improvement into contractual relatronshrps with suppliers;
Aligning Council’s requirements with supplier capacity;

Supply market deveiopment and

Explormg alternative and innovative methods of procurement.

v
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6.9 Policy Owner and Contact Details

The Drrector Corporate Services, Bayside City Council is the- de5|gnated owner of this polrcy
For further information on the Policy please contact via email —

: pearsons@baysrde vic.gov.au or phone [03] 95994410.

Please note: This pollcy is current as at the dateof approvai Refer to Councll s website
(www baxsude vic.gov.au) or staff intranet to ensure this is the latest version. :

7. Related docurnents_ -
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Policies | Council’'s Risk Management Policy
' Council's Delegations to CEO
Staff Financial Delegations
Strategies | Council Plan K
Procedures Council’'s Purchasing & Tendering Procedures .
Council's Code of Conduct for Councillors and Officers
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8. Definitions & Abbreviations

Term .

Meaning

Treatment of
GST

All monetary values stated in this poiicy include GST except, where specrficaily stated
otherwise. : _

Act

Local Government Act 1989

Commercial in

| Information that if released may prejudrce the busmess dealings of a party eg prices,

- Confidence discounts, rebates, profits, methodologies and process information, etc.
Conftract The process that ensures both parties to a contract fully meet their respective
Management obligations as efficiently and effectively as possible, in order to deliver the business
: : | and operational objectives reqwred from the contract and in particular, to provide
value for money.
Council Staff Includes full time and pari-time Council officers, and temporary employees,

contractors and consultants while engaged by the Council.

Expression of -
Interest

A response to an open approach, usually by public advertisement, to the market
requesting submissiens from prospective suppliers interested in procurement. The list
of potential suppliers who have provided expressions of interest may be used as the
basis for conductmg a select tender process

Probity

A procurement process that conforms to the expected standards of probity is one in

which clear procedures that are consistent with the Council's policies and legislation |

are established, understood and followed from the outset. These procedures need to

| consider the legitimate interests of suppliers and ensure that all potential suppliers are

treated equitably.

Procurement

Procurement is the whole process of acquisition of goods, services and works, This

process spans the whole life cycle from initial concept through to the end of the useful
life of an asset (including disposal) or the end of a service contract.

Standing Offer
A greement

| A contract that sets out rates for goods and services that are available for the term of

the agreement. However, no cornrmtment is made under the agreement to purchase a

specified value or quantity of goods or services.

" Sustainability

Activities that meet the needs of the present without compromising the ability of future

generations {o meet their needs.

Tender Process

The process of inViting parties to submit a quotation or tender by public advertisement,

followed by evaiuation of submissions a‘nd selection of a successful bidder or tenderer.

| Value for Money

Purchasing decrsmns will be made on the basis of value for money, rather than just
the cheapest upfront purchase price. This includes consideration of both the full life-
cycle and Total Cost of Ownership such as procurement price, operation costs,

maintenance costs and the environmentally friendly disposal of the product at the end-

of-life. Where products that are not environmentally preferred are chosen solely on
the basis of cost, the reasons for not purchasrng envrronmentaily preferred products
will be recorded
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