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Appendix 3

HEIW Summary Procurement Policy

Introduction

Procurement is the process of purchasing supplies, services and works from another external organisation. Procurement can range from contracting for a large service over a number of years to purchasing one-off items for the office.

The procurement process is a formal process which is governed by both European and UK legislation. In order to support the Welsh Government inclusive approach to procurement for the Third Sector in Wales, all purchasing must also comply with Welsh Government guidance
(https://gov.wales/topics/improvingservices/bettervfm/publications/procurement-policy-statement/?lang=en). These rules set out how buyers should enter into and manage contracts with suppliers. A formal procurement always results in a contractual agreement between the buyer (the public sector organisation) and the supplier, which is legally binding on both sides.

The underlying aim of public procurement is to ensure fair and open competition, which is viewed as a key factor in achieving the twin objectives of accountability in the spending of public money and transparency in decision-making. All public procurement must be based on value for money, defined as “the best mix of quality and effectiveness for the least outlay for the period of use of the goods or services bought”. Furthermore, procurement guidance seeks to ensure that there are no conflicts of interest between the purchaser and supplier to protect the interests of both parties, and to help demonstrate that fair competition has been achieved.

The procurement process for Health Education and Improvement Wales (HEIW) is supported through a Service Level Agreement (SLA) with NHS Wales Shared Services Partnership (NWSSP). The key objectives of the SLA are to enable the provision of an effective and efficient procurement function, securing Value for Money for NHS Wales Health Organisations, and the achievement of Procurement Savings Targets. The roles of both organisations are detailed in the information below.  

The detailed process can be viewed on the Financial Control Process (FCP 15) Procurement, which can be found on the HEIW intranet.

The Procurement Process

The procurement process can be complex and time consuming depending on the type and value of items being purchased, but the following steps should be followed for ALL procurement exercises to ensure that the various legislative requirements are met:

Step 1 - Identification of Need
Step 2 - Identification of Funding
(Capital/Revenue)
Step 3 - Identify Procurement Requirement
Step 4 – Raise Ticket with HEIW Service Desk
Step 6 – Requisition Reviewed by NWSSP & Order Raised on ORACLE
Step 7 – Goods/Service Receipted by HEIW
Step 8 – Invoice Paid by NWSSP
Step 5 – Requisition Raised by HEIW Service Desk



Step 1 – Identification of Need

The first step in the procurement process is the identification of the need to buy a good or service. This may be as a result of an on-going requirement, a new project or the expiry of an existing contract. Officers should always challenge the need to buy a specific item to ensure that it is the most efficient and effective option available and should consider alternative ways of working – Are there more innovative solutions available?

Step 2 – Identification of Funding

The estimated cost of the purchase needs to be calculated in order to identify if funding is available. This must be the WHOLE LIFE COST, which includes the price of the goods/service, VAT, delivery charges, maintenance/running costs and also any disposal costs that may be incurred at the end of the useful life of the asset.
 
Once the costs have been calculated the Budget Holder/Budget Manager must confirm that funding is available and that they have appropriate authorisation levels.  Budget Holders/Budget Managers do not have any delegated power or authority to overspend on their budget or to approve expenditure in excess of their delegated levels.

In HEIW the Directors are the approved Budget Holders and each Director has approved a range of managers to be defined as Budget Managers. 

Early advice should be sought from the relevant Finance Business Partner when starting a procurement process, and where significant schemes are planned the Director of Finance should be notified.

Step 3 – Identification of Procurement Requirement

This stage identifies how the procurement exercise will be carried out and is largely dependent on the WHOLE LIFE COST of the goods/services and the type of item being procured. Selecting the correct route to market is essential to ensure that HEIW adheres to the public procurement regulations and to ensure that we allow appropriate timescales to complete the process. The following are the broad requirements, but further information should be sought from NWSSP if in doubt:

	Contract Value (Excluding VAT)
	Requirement

	Under £1,000
	· One written quote from the supplier, or evidence that a form of cost evaluation has been undertaken must be attached to the Service Desk ticket, e.g. booking contract or emailed quote from the supplier. 

	Between £1,000 and £2,499
	· Two written quotes from the supplier, or evidence that a form of cost evaluation has been undertaken must be attached to the Service Desk request, e.g. booking contract or emailed quote from the supplier. 

	Between £2,500 an £4,999
	· Three written quotes from the supplier, or evidence that a form of cost evaluation has been undertaken must be attached to the Service Desk request, e.g. booking contract or emailed quote from the supplier. 

	Between £5,000 and £24,999
	· In the first instance, the Procurement team within NHS Shared Services must be contacted to obtain 3 quotes. This team will, once details of the request are received, obtain 3 quotes. 
· The Budget Holder/Budget Manager will be sent the quotes and must select the preferred option. This quote must be attached to the Service Desk request for a requisition to be raised.
· If there is only one supplier for the good or service, a single tender action form can be completed (See attached at appendix 1), but suitable evidence must be provided to explain why there is only one available supplier.
· Please contact NWSSP Procurement team to discuss the circumstances before completion.

	£25,000 and over
	· Over £25,000 there is a requirement for a formal tender process to be completed, and if the total contract value exceeds the Official Journal of the European Union (OJEU) value (currently £118,133 for supply, service and design contracts) a full EU tendering exercise will be required.
· Please discuss the procurement exercise with the relevant Finance Business Partner and contact the NWSSP Procurement team for further details. 



Step 4 – Raise Service Desk Ticket

The Budget Holder/Budget Manager will issue a service desk request to the HEIW requisition team ensuring all required information identified in step 3 is included. The service desk can be accessed through the following link:

https://servicedesk.heiw.wales/login.php


Step 5 – Requisition Raised & Issued to NWSSP.

The requisition team will raise the requisition on the ORACLE system and it will need to be approved by the relevant Budget Holder/Budget Manager in accordance with HEIW’s delegated authority limits as per Standing Financial Instructions (SFI’s). Once approved it is sent to NWSSP.

Step 6 – Requisition Reviewed & Order Raised

NWSSP will review the requisition to ensure that all appropriate information has been provided and that the procurement is in line with all required guidance and legislation. Once approved, the order is send electronically to the supplier.

NWSSP Procurement team have up to 3 days to generate a PO number.

Note – Where the procured item is a catalogue item (standard items from agreed contracts that have been uploaded to ORACLE by NWSSP) then no review is carried out at step 6 as the order is automatically raised on the system and issued to the supplier.

Step 7 – Goods/Services Receipted

On receipt of the goods and services it is important that this is recorded within Oracle, and Budget Holders/Budget Managers will be regularly contacted to confirm that goods and services have been received and were of an acceptable standard before a receipt record is created by the requisition team.  Payment will only be made when the authorised requisition, order and receipt record can be matched.


Step 8 – Invoice Paid 

The supplier should send invoices directly to NWSSP in Pontypool (see procedure below), who will match it to the receipt and purchase order and process the payment.. 






Issues to Consider:

1. Time Frame and Urgent Requisitions on Service Desk 

Budget Holders/Budget Managers are advised to raise Service Desk tickets as far in advance as possible (at least 15 working days) to allow the team to prioritise work. If a requisition is urgent, the requestor must contact a member of the HEIW Requisition Team in person or over the phone as an email may not get picked up in time.

1. Invoicing Procedure

HEIW invoices should be addressed to:

Health Education and Improvement Wales 
PO Box 123
Pontypool
NP4 4DW

Suppliers are automatically sent the PO number once a requisition has been approved by Procurement. 

The supplier must add the PO number to the invoice and send it directly to the email address: NWSSP.APHEIW@wales.nhs.uk

If there is no PO, the invoice will be placed on hold (unless on the excepted items list) and will appear on HEIW’s invoice on hold report and reported to the Audit Committee.


1. Further Information

Sarah Muir is HEIW’s Procurement Business Partner and will be working in Ty Dysgu twice a week. Sarah can be contacted by email at Sarah.Muir@wales.nhs.uk or by phone on 01443 848568.

The email address for Procurement team is: HEIW.Procurement@wales.nhs.uk or call 01443 TBC.




1. Public Sector Payment Policy (PSPP)

HEIW is required to meet the PSPP target of paying 95% of Non-NHS invoices within 30 days of the receipt of the invoice or the goods/service, whichever is later. The No Purchase Order No Payment policy in NHS Wales will help improve payment timescales as authorisations are completed as part of the order process. However, to ensure that the payment can be released the goods/services must be receipted in an accurate and timely manner, as outlined in step 7 above.



Appendix 1 – Single Quotation/Tender Request Form
Important Notes
Single quote/tender action shall only be undertaken following the approval of this request in advance of procurement activity commencing and only in exceptional circumstances. 

Important Notes to Aid Completion:
· Advice must be sought from the local Finance Department and Procurement Services in advance of completion, to ensure appropriate financial and procurement procedures are applied and prevent delays in the procurement process.
· Consideration must be given to the Welsh Audit Office Guidance available from the Procurement Team prior to submission. 
· Competition requirements are currently set at the following thresholds: 
· quotations (purchases between £5,000 - £24,999)
· tenders above £25,000. 
· Waiver requests over the prevailing OJEU threshold will require a VEAT notice to be published via Sell2Wales.


It is important that the form is completed IN FULL in order to satisfy the Health Organisation Standing Orders, which incorporate the Standing Financial Instructions, requiring competitive quotations/tenders to be obtained to demonstrate  value for money is still delivered.

NB1:	All requests to waive competition requirements are formally reported to Audit Committee for noting.
NB2: 	The form will be returned to the originator if not completed in full.  
NB3: 	Approval cannot be granted retrospectively. Should this be the case, please seek advice from the Procurement department. Expenditure committed without appropriate advance authority/due regard to the Standing Financial Instructions, is also reported to Audit Committee                                								    

Section 1 - To be completed by the Requesting Officer

	Name of Health Organisation:


Hosted Body and Hosted Unit Title to be provided

	

	Please tick as  appropriate
	Single Quotation   Request        
	             
	Single Tender Request
	

	*Supplier:
	



	The granting of this request for a single firm or contractor of a special character is required or a proprietary item or service may be assessed as appropriate:
 
· the service/good/works is follow-up work where a provider has already undertaken initial work in the same area (and where the initial work was awarded from open competition); 
· there is a compatibility issue which needs to be met e.g. specific equipment required, or compliance with a warranty cover clause; 
· there is genuinely only one provider; 
· there is a need to retain a particular contractor for real business continuity issues (not just preferences). 

NB: Evidence of all contact with potential alternative suppliers should be retained.  Where no other supplier has been approached justification must also be included to ensure the request is not delayed


	*Please provide detail of Goods/Services/Works required: 
	





	If Services, is this for Consultancy/Individual?

Please delete as  appropriate
	Yes/ No
	If ‘yes’, has an IR35 assessment been completed
	Yes/ No/ Not Applicable

	Does this requirement have an implication under GDPR? 

Please delete as  appropriate
	Yes/ No
	If ‘yes’, has the IG Department been consulted 
	Yes/ No/ Not applicable

	Proposed agreement period including start and end dates and any extension provision required.


	

	*Unit Cost/Annual Cost:

	

	*Total Cost

(inc delivery & VAT):
	

	*Whole Life Costs: 

(Please state all additional goods/services/works that may be required during the life of the goods/service/works being requested here. E.g. Maintenance, Consumables etc.)
	

	*New or Replacement Equipment/Service:
(Please state)
	

	*Life Expectancy of equipment
	


	*Is this a Recurring Procurement?

(Please tick as  appropriate)
	Yes
	
	No
	

	*Source of Funding: 

(Revenue/Capital/Charity etc.)	
	
	*Please provide Financial Code:
	

	Breakdown of estimated capital and on-going revenue charges per annum.

(Please ensure your Finance Team are consulted before completion)
	

	Have any revenue consequences (particularly staffing or maintenance implications), been agreed?
(Please tick as  appropriate)
	Yes
	No
	If yes give details

	
	
	
	

	Any other financial consideration to be declared e.g. risks to ongoing funding, savings: cash releasing, cost avoidance, cost pressure, VFM impact.

	

	*Background: Reason for single supplier & details of any alternatives considered & reasons for their rejection (supplier(s) details required)
	





	*Explicit Reasons as to how Value for Money will be achieved when a single supplier provides the requirement. 


Sufficient detail should be provided in this section or the request will be returned.
	

	*Have any Trials / Evaluations been undertaken within the Health Organisation? 

NB: Appropriate advice should be sought from Procurement in advance of trials being undertaken

(Please tick as  appropriate)
	Yes
	No
	If Yes, please state the evaluation reference number if available e.g. SMTL trials 
	

	
	
	
	
	

	If Yes, please give full details of evaluation. Including whether or not any relevant Groups have been made aware of this evaluation.

	

	*Consequence & Impact if not approved:


	



	*Is this an Essential or Non-Essential requirement?


	



	*Name:
	 


	*Title:
	


	*Ward/Department:
	


	*Contact No:
	


	*Budget Holder:
	


	I have delegated responsibility for the non-pay expenditure budget specified above. I confirm that sufficient funding is available within the budget code specified, and authorise the expenditure to be coded accordingly.

	*Signature of requestor (please also print name & position):



	
	*Signature of budgetary approver (please also print name & position):
	

	Date of Request:
	

	Date of Approval :
	

	Statement of Support by Approver:
	






** Requestor to Complete**
Section 2

Declaration of Interest
The Health Organisation is obliged to ensure that all procurement processes are carried out in accordance with the public procurement rules and NHS Wales’s guidance.  Where an employee is engaged in a procurement exercise a formal declaration is required to confirm that there is no potential interest, which may give rise to a conflict.

Please confirm the following statements are correct:
	
	
	  

	1.
	Neither I, my family, friends, acquaintances or work colleagues involved in this process, will receive any benefit or gain (financial or otherwise, directly or indirectly) if the contract is awarded to any of the bidders involved in the process as they become known.
	

	2a.
	I have no material interest in whether the contract is awarded or not.
	

	2b.
	I am not in possession of any Additional Information in respect of the procurement process.  (Save for the information in the ‘Additional Information box below)
	

	3.
	I currently do not benefit in any way, financially or otherwise, including (but not limited to) the receipt of a grant or outside funding, that could influence my decision in respect of the procurement or any of the bidders involved in this process .
	

	4.
	I have not received hospitality (other than of a nominal value or that declared in the register of gifts and hospitality maintained by Corporate Management) or any material gifts, as outlined in the Trusts Standards of Behaviour Framework Policy http://howis.wales.nhs.uk/sitesplus/972/page/51681 from any of the bidders involved in the process.	
	

	5.
	I have read, understood and will abide by the NHS Guidance entitled "Standards of Business Conduct for NHS Staff" (DGM (93)84) and the Trust Standards of Behaviour Framework Policy. http://howis.wales.nhs.uk/sitesplus/972/page/51681
	

	6.
	By signing this declaration, I understand that it is my responsibility that should my circumstance change or a new relationship be established in relation to any bidding organisation, I will consult with the Lead Procurement contact and am aware that I may be required to complete a new Declaration of Interest or be required to withdraw my participation.  
	

	7.
	I will keep the identities of the bidders, the content of the bids and procurement documents confidential.

	



I hereby certify that, to the best of my knowledge and belief, the statements set out above are correct.  I understand that any failure on my part to declare an interest in a contract or otherwise, to breach the rules and instructions mentioned above is a serious matter and could result in further legal or professional action being taken against me, including (but not limited to):
1. Exclusion from the current procurement exercise and future procurement activities
1. For Trust employees, it could result in disciplinary proceedings being initiated.
1. For non-employees of the Trust we reserve the right to report the matter to their relevant employing organisation and professional body as potential professional misconduct
1. Should the matter involve issues that are of a criminal nature e.g. fraud, bribery or corruption then the Trust will notify the appropriate authority to take any necessary action, which may include prosecution.

Signature:

	Signature:


	Print Name: 


	Position:


	Date:






Section 3 – Authorisation – In accordance with Health Organisation Scheme of Delegation	

	Designation 

	Signature/approval
	Date

	Directorate Manager/Head of Service
	
	

	Comments:


	





	
Executive Director/Director/ Divisional Director
(In accordance with Health Organisation procedures)
	
	

	Comments:



	








Please note Single Tender/Quotation Action requests cannot be processed unless supported by the above signatures, electronic signatures will NOT be accepted, unless accompanied by an e-mail trail to prove that the authorisation has been completed correctly. 

	Please now forward to Procurement Services as per the relevant Health Organisation contact email address

**Please forward in Microsoft Word format only, if electronic signature is not an option please attach an email approval from the approver noted above**



	Velindre NHS Trust – Divisions and Hosted Units
NWSSP
NWIS

	Velindre.Procurement@wales.nhs.uk 

	Public Health Wales NHS Trust

	PublicHealthWales.corporate-procurement @wales.nhs.uk 

	Health Education Improvement Wales 
	HEIW.Procurement@wales.nhs.uk




Section 4 - For Procurement Department Completion Only
	Procurement Advice or Rejection Comments: 

(e.g.
· Yes, the SQA or STA is an appropriate course
· No, an alternative option can be pursued
· No option
· Includ any conditions/future actions):

	







	Endorsed 

(Please tick as  appropriate)
	Yes
	No

	
	
	

	If Endorsed, procurement reference assigned:

	

	Head of Procurement   Signature:

	
	Date:
	



NB: in the event the Head of Procurement does not endorse this request, the relevant Procurement Business Partner will inform the requestor immediately.

Section 5 – Finance Approval in accordance with any Health Organisation specific procedures and Scheme of Delegation 

	Director of Finance

	Director of Finance/person with delegated Authority


	Approved
	
	NOT APPROVED
	

	Comment:

	



	Name
	Position
	Signature

	Date

	
	

	
	



	Counter Signature for hosted organisations only
Only if required in line with the Scheme of Delegation and exceeding the Primary Signatory limit)

	Director of Finance/person with delegated Authority


	Approved
	
	NOT APPROVED
	

	Comment:

	



	Name
	Position
	Signature

	Date

	
	

	
	




NB 1:	In the event the Health Organisation does not authorise the request, the Procurement Business Partner will advise the requestor immediately of the decision.
NB 2: 	Requisitions must NOT be created before the SQA/STA request is approved and the associated procurement procedures followed. 
NB 3: 	If approved, this form must be attached to the requisition. 

All Wales V1 Issued 20/06/2018 – Local V1 Issued 01/10/2018
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