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1 Introduction
1.1 These Rules apply to all spend made by employees or agents of Ascham Homes for goods, work and services. They cover any purchase, lease, rental or combination but exclude employment arrangements.

1.2 These Rules ensure competition, provide protection against inappropriate use of funds, look at full life costs of any purchase, assist legislative compliance and deliver best value supported by our policies and codes of practice.

1.3 Any explanation or clarification of these Rules should come exclusively from the Director of Finance and / or Head of Legal Services.
2 Employees’ responsibilities 

2.1 These Rules are mandatory for all Ascham Homes procurement and all employees must follow them in full. Failure to do so may constitute misconduct leading to disciplinary action. If any employee witnesses or identifies a failure to comply with these rules, they should raise it with their manager or report it confidentially under the Whistle blowing policy. 

2.2 The Code of Conduct for employees applies to all procurement and, in particular, the sections on relationships with contractors, personal interests, equalities, separation of roles in tendering, corruption, use of financial resources, gifts and hospitality.

3 Procurement Process Review Group

3.1 A Procurement Process Review Group (PPRG) will review progress on all procurements at defined stages unless a special project Board has been set up to handle the procurement process e.g. Decent Homes Project Board in which case the special project group will review the process.

3.2 The PPRG will comprise the Head of Finance, the Head of Legal and a procurement specialist.

3.3 The role of the PPRG is not to approve or make decisions but to ensure that the process, as defined in these rules, have been properly observed and to provide comment and advice.

3.4 The PPRG will receive a report from the lead manager on each procurement at each of the following stages:

3.4.1    Inception Stage: Route chosen (OJEU or non-OJEU); No of tenders or waivers considered;  Exceptions to tender considered; leaseholder involvement; TUPE implications if any; proposed form of contract, etc.

3.4.2    Pre-tender Stage: Review of tender; insurance requirements; data protection; evaluation criteria and matrix; financial appraisal of tenderers; conflicts of interest considered; etc.

3.4.3    Pre Contract Award Stage: Evaluation Process has been robust; acts as final challenge to tender acceptance report.

4 Application of Procurement Procedure Rules

4.1 These Rules apply to all procurement by Ascham Homes which will result in a commitment entered into by the Company itself (i.e. it will be paid for from the management fee). Where the commitment will be entered into by the Council (i.e. the procurement will be paid from managed budgets), the Council’s rules must be followed.

4.2 Unless any procurement is expressly excepted under these Rules, or subject to a Waiver, the Rules apply to all procurement activity including:

· One off spot purchasing of goods, services or works;

· Call off arrangements for defined goods, services or works where the price structure is defined and quantities are called off as and when required;  

· Framework agreements where the overall terms and conditions are agreed but the cost of each call-off will be determined by the requirement; 

· Term contracts for goods, services or works over a defined period of time;

· All forms of contract such as partnering, industry standard or bespoke;

· Consultants used by the Company who must be appointed in accordance with these Rules;

· Income generating contracts, where the Company is exploiting its physical and / or intellectual assets, or is involved in the provision of services through a joint venture with other public / private sector organisations;

· Contracts funded by grants, where the Company is named as a party to the contract with the contractor.

4.3 As Ascham Homes is wholly owned by the Council, European Union procurement regulations apply to all spend over £156,442 whole life value for goods or services and £3,927,260 for works or as varied by EU from time to time. For procurements below these thresholds consideration should still be given to any potential EU interest.
4.4 No procurement shall take place, nor any tender invited, nor any contract entered into, unless there is sufficient budget provision. All contracts must be managed in accordance with the Company’s Financial Regulations relating to contracts.

5 Exceptions to the Procurement Procedure Rules
5.1 When procuring goods and services from an approved central purchasing body such as the London Contracts and Supplies Group or Office of Government Commerce (OGC), the financial thresholds of the Procurement Rules do not apply.  In these instances the procedures laid out in the contract prevail, which may require a mini competition (or quotation exercise) to be completed. 

5.2 Waiver of all or part of the Rules can only be approved by the Chief Executive ortheir nominee for purchases with an estimated value of up to £50,000, or by the Board for all other procurements.

5.3 Any individual provision within these Procurement Procedure Rules may be waived, in exceptional circumstances, so long as this will not lead to a breach of EU and / or UK legislation. All exemptions require a written report demonstrating that it is the overall interests, including best value, of Ascham Homes to waive all or part of the Rules. This report must include comments from the Head of Legal Services and the Director of Finance. 
5.4 A waiver may be sought, for example, because the goods or services are of an exclusive proprietary nature making it impractical to obtain the required number of quotes and / or a local supplier quote, or and emergency where serious financial loss or loss of life may be concerned.

5.5 No employee, agent or Board member has any authority to waive any matter contained within European or UK law.
6 Interpretation

6.1 These Rules shall be interpreted subject to current European Union (EU) directives and UK statute. Where there is conflict between European Law, UK Law, or Ascham Homes Rules then European Law, UK Law then Ascham Homes Rules shall apply in that order of priority.

7 Record keeping

7.1 Staff must keep a record of compliance with all stages of these Rules. A tender file must be maintained to record all matters associated with each tender exercise. 

7.2 The Lead Officer must keep:

· successful contract files for twelve (12) years after the end of the contract for all sealed contracts;

· successful contract files for six (6) years after the end of the contract for all other contracts;

· Unsuccessful contract files for two (2) years.

7.3 The lead officer must ensure that the signed contract is passed to the Legal Services Team for retention and the details are given to the Finance Team for recording on the contract register.

8 Presumption of competition for contracts

8.1 All contracts shall be competitively tendered, except where allowed by these Rules or a waiver is agreed under Rule 5.

9 Leaseholders

9.1 The costs of goods, services or works can only be re-charged to leaseholders if the necessary consultation has been correctly carried out. Under Section 20 of the Landlord & Tenant Act (1985), as amended by the Commonhold & Leasehold Reform Act (2002), this includes issuing a Notice of Intent to all affected leaseholders, with a thirty day consultation period, before commencing any tender exercise, including advertising it to potential contractors (subject to any further legislative or other agreed variation). For non-EU procurements, leaseholders are entitled to nominate contractors from whom tenders should be sought, provided they meet the Company’s fundamental criteria (including confirmation of company status, financial capacity, public liability insurance, confirmation of VAT status, and copies of equalities & diversity and health & safety policies). 
9.2 Failure to properly consult leaseholders would currently limit the maximum re-charge to £250 per leaseholder for a one-off contract or £100 per leaseholder per year for a long term contract (subject to any further legislative or other agreed variation). This could result in serious financial loss to the Company.
9.3 Where leaseholders are involved the Head of Legal Services should be consulted to ensure compliance with legislation.
10 Tendering thresholds

10.1 The procedure to be followed is determined in bands of whole life cost of the contract (recurring procurements based on four years of value) across the entire organisation. The estimated spend must not be split in any way to avoid the appropriate procedure. The budget must be appropriately approved by the relevant officer prior to spending. Where an exact value is not known then the decision should be based on the estimated value.  

	Estimated value
	Procurement requirements 

	Up to £2,000 
	LBWF / Ascham Homes’ corporate contracts or framework agreements, where they exist, should be used. If none is available, one written quotation must be obtained, from a local supplier if possible.

	Above £2,000 and below £50,000
	LBWF / Ascham Homes’ corporate contracts or framework agreements, where they exist, should be used. If there is none available, three written quotations must be obtained, including at least one quotation from a suitable local supplier if possible.

	Above £50,000 
	Where it will deliver best value, an existing suitable consortium arrangement should be used. If none is available, a formal tender process is required with a minimum of four written competitive tenders sought and evaluated on both quality and price. A tender should be sought from at least one local supplier where available.

All contracts must be advertised on Ascham Homes and LBWF web sites.

	Contracts above EU thresholds
	Full competitive tendering in accordance with the European Union Regulations is required for contracts above the limits - currently £156,442 whole life value for goods and services and £3,927,260 for works. 
In addition to EU advertising requirements, all contracts must be advertised on Ascham Homes and LBWF web sites.


11 Local business

11.1 Every procurement exercise below the EU thresholds must consider whether a local business could supply the goods, services or works to be procured. A local business is any business that has a physical presence within the borough’s boundaries. To increase the use of BME / SME / local contractors and suppliers, such companies should be considered where appropriate, within the limits of the current EU and UK legislation.

12 Exceptions to competitive tendering

12.1 Competitive tendering is not required where:

· A call off contract or framework agreement is in place (although this might require a “mini” competition; 

· The supply of goods, services, materials and / or the execution of works is procured through the agency of any public authority supplies organisation or consortium;

· Effective competition is prevented by government or statutory control;

· Any goods, services or works are of a proprietary nature and / or involve a sole supplier or a fixed price;

· It is an extension of an existing contract - see Rule 25 below; 

· Urgent works and / or supplies are necessary for the protection of life or property; 

12.2
This must be reviewed by the PPRG at Inception Stage and agreed by a member of EMT.  

13
EU Procurement Routes
13.1
There are four possible procedures for procurements above the EU thresholds – Open, Restricted, Competitive Dialogue or Negotiated.
13.2
The Open procedure is a single stage process in that all organisations that respond to an advertised notice are sent an invitation to tender, with no pre-qualification, and all tenders received must be considered. Consequently, it is only suitable where there are likely to be a limited of applicants.

13.3
The Restricted procedure is a two stage process whereby respondents to an advertised notice are required to complete a Pre Qualification Questionnaire (PQQ) and these are assessed in order to determine a shortlist of organisations to be invited to tender. This avoids having to deal with an unmanageable number of tenders. The PQQ can only assess the capability of the applicants to undertake the proposed contract, in terms of financial capacity and technical ability / experience. The basis on which the PQQs will be assessed (both criteria and weightings) need to be set out in the PQQ and criteria used at PQQ stage cannot then be used at tender evaluation stage.
13.4
The Competitive Dialogue procedure involves an initial selection process, by means of a PQQ, followed by a dialogue with potential bidders to develop one or more suitable solutions to meet the contract requirements on which the chosen bidders will then be invited to tender. The Competitive Dialogue procedure is only available where the contract cannot be awarded using the Open or Restricted procedures.

13.5 
The Negotiated procedure involves the selection of one or more potential bidders with whom to negotiate the terms of the contract. This procedure can only be used in the limited circumstances set out in the Regulations. 
14 Invitation to tender
14.1 Employees shall take reasonable steps to ensure that potential contractors have access to information about forthcoming tender opportunities in particular ensuring access by local business.
14.2 All invitations to tender must include:

· A description of the requirements with enough detail to allow the bidder to make a competitive offer;

· A requirement for bidders to declare that they have not given the tender content and price to any other organisation (unless if necessary in confidence);

· A requirement for bidders to fully fill in and sign all tender documents (electronically signed for e-tenders); 

· A statement that tenders are put forward at the bidder’s expense; 

· If the evaluation includes quality as well as price, a list of the award conditions and scoring / weighting system;

· A statement that, if the tender is being returned by post, no tender will be considered unless it is enclosed in a sealed envelope or container which has the word ‘tender’ followed by the tender description / reference, but no other name or mark showing who sent it;

· A statement advising how any pricing mistakes discovered in the tender will be dealt with; 

· A statement of the time period that bidders must hold their tenders open for acceptance from the date of opening (usually 90 days);

· A statement that Ascham Homes does not have to accept the lowest, or indeed any, tender; 

· A copy of the relevant standard contract conditions - for works related contracts the appropriate industry standard form of contract should be used (e.g. JCT, ICE, NEC, PPC); and 

· A statement that Ascham Homes will seek to recover costs from the cancellation of any contract in the event the Contractor should offer, agree to offer or provide an officer, member or person associated with the organisation, partner or its agent an inducement or reward in respect of a contract.
· A statement on any conflicts of interest


14.3 For non-EU procurements, bidders must be given adequate time to respond, consistent with the level of complexity of the requirement and, except where the industry norm is otherwise, this should be a minimum of 15 working days. For EU procurements, the minimum timescales are set out in the Regulations. 
15 Tender specification

15.1 The specification and evaluation criteria must take into account the Company’s priorities regarding Equality, Sustainable Procurement, Health and Safety and Value for Money. 

15.2 The specification for the requirement must be adequate and fair to allow Tenders to be sought and fit for purpose.

16 Receipt of tenders

16.1 All tenders must be addressed to: 

Ascham Homes

Head of Legal Services

Willow House

869 Forest Road

Walthamstow

London E17 4UH

16.2 Legal Services shall make appropriate arrangements for the receipt and custody of tenders prior to opening. Tender packets or envelopes received must be date stamped/recorded and locked away until the specified time for their opening.
16.3 Tenders submitted by fax, e-mail or other electronic means will not be considered unless specifically instructed by the Company in the Invitation to Tender.  
16.4 Ascham Homes recognises the following E-Procurement activities, including sourcing, ordering, receiving goods and making payments to achieve best value in line with the Procurement Rules:
· Corporate purchase cards; 

· Electronic tendering; 

· Electronic auctions; 

· Purchase-to-pay systems;

· Consolidated Invoicing.

16.5 An electronic signature is acceptable to make a contract legally binding. 

17 Opening of tenders

17.1 Legal Services shall maintain a list of all tenders received and open all tenders at one time in the presence of the Head of Service from the contracting department or authorised alternate, and for contracts over £250,000 the Head of Service from the contracting department.
17.2 The opened Tenders must be date stamped, the tender price recorded at the time of opening on a Tender Return Form, and the form signed by the two officers. Tenders should be opened within 5 working days of the tender closing date. Tenders must be kept securely and strictly confidential before and after opening.
17.3 Tenders received after the set time for receiving them, but before officers have begun to open them, may be included if all the officers involved agree that it is appropriate to do so. This is only intended to cover special circumstances such as traffic or weather problems. Tenders received after the tenders have begun to be opened will not be considered and will be returned. 

17.4 Once opened, all tenders must be evaluated in a timely manner against the advertised award conditions.

18 Tender evaluation

18.1 All contracts must have award conditions, which need to be different at pre-qualification (if applicable) and tender stages, and should be clearly stated in any advertisement and the invitation to tender documents.  Contractors assessed against these conditions have access to their results and records must be kept of these results.  

18.2 Tenders can only be awarded against the following criteria:

· lowest cost or highest income to Ascham Homes; or 

· the most economically advantageous tender, where considerations other than price also apply.

18.3 There must be an assessment of the quality of both Tenderers and Tenders by pre determined non-discriminatory evaluation criteria and weightings, including whole life cycle cost where appropriate. The pre-determined evaluation criteria and weightings must be included in the appropriate section of the standard Invitation to Tender document.

18.4 The risks associated with the contract must be assessed and documented on file. Appropriate actions should be taken to ensure that the Company’s potential and actual exposure is minimised.

18.5 The results of the Tender evaluation must be retained on the tender file and reported to PPRG.

19 Post-tender negotiations

19.1 The Company may seek clarification from one or more suppliers on their Tender where appropriate. 

19.2 Post-tender negotiations (discussions after tenders have been received) may only take place if the tender documents allow for negotiation and the basis for such negotiations otherwise comply with the EU and English law. For EU procurements, no negotiation is permitted unless the contract was advertised under the negotiated procedure.  

19.3 The Chief Executive or Board can decide that a contract should be awarded by post-tender negotiation, subject to these rules, EU and national legislation, when:

· There is a realistic possibility of getting better value for money, or if there is a need to negotiate reductions in or changes to the specification because a tender is more than the estimate or available budget, Heads of Service can decide to enter into negotiations after a tender has been received. All bidders must be invited to negotiate on equal terms. If there has been a significant change in the specification or contract terms, all bidders must be advised and invited to re-submit their proposals; or  
· No tenders are received following a competitive tendering exercise or there are only inappropriate / invalid tenders and the conditions have not been substantially altered.

19.4 Negotiations must be carried out by at least two senior officers, at least one of whom is a member of the Executive Management Team or their representative. Negotiations must be fully recorded and the resultant actions and changes agreed by both parties.

20 Errors in tenders
20.1 The appropriate Head of Service, after taking advice from the Company’s Legal Services, may permit a Tenderer to correct an error or omission that, in the opinion of the Head of Service, is a genuine error. Any such corrections will be recorded on the tender file. 
20.2 Where financial error is identified in a Tender for works contracts the form of contract may require the Tenderer to standby or withdraw their Tender otherwise it is subject to 20.1 above.
21 Acceptance of tenders 

21.1 The Lead Officer must prepare a tender acceptance report for signature in accordance with the table below for any contract in excess of £50,000 and keep that report on the contract file.  This report must be submitted to the PPRG as part of a final challenge process before it is submitted for signature
21.2 All contracts that extend beyond the period of Ascham Homes’ Management Agreement, or which are funded from Council budgets rather than the Management Fee, also require the approval of LBWF.

	Contract Value
	Authorisation required 

	Up to £2,000 
	Manager

	Up to £5,000
	Head of Service

	Up to £200,000
	2 EMT signatures one of whom is Chief Executive or Deputy Chief Executive 

	Above £200,000
	The Board


21.3 The tender acceptance report should include the following information:

· an introduction and summary of the requirement; 

· the estimated and actual value for the life of the contract;

· the length of arrangement including any extension options; 

· the outcomes, efficiencies and savings to be achieved as a consequence of award;

· details of the procurement process followed including the evaluation criteria used, the results of the evaluation, and the make up of the project team, noting any resident and Board involvement;

· confirmation that leasehold consultation has been undertaken if appropriate;

· dates and information regarding previous tendering in the case of a recurring procurement;

· confirmation that a Risk Assessment, Equalities Impact Assessment and Environmental Management Assessment has been considered and undertaken if required;

· comments by the Head of Legal Services; and

· comments by the Director of Finance.

22 Award of contracts – notification

22.1 For non-EU procurements, the Lead Officer must write to the successful bidder telling them that Ascham Homes has accepted its offer(subject to leaseholder consultation, if applicable), and to the unsuccessful bidders telling them that their offer has not been accepted, including in both cases their evaluation scores and the score (but not price) of the winning tender. Unsuccessful tenderers are entitled to a debriefing, on written request. The debriefing may be oral or in writing, and must strictly relate to the tenderers strengths and weaknesses as assessed against the tender evaluation criteria. Information regarding other tenderers must not be divulged under any circumstances. A written record of the debriefing must be retained on file.

22.2 For EU procurements under the Restricted procedure, unsuccessful applicants at PQQ stage must be notified of their scores and those of the shortlisted applicants. At proposed award stage, the Lead Officer must notify bidders that Ascham Homes will accept the proposed successful tender as long as no objections are raised by any of the unsuccessful bidders during the mandatory stand still period (currently 10 days). This notification must include the unsuccessful bidder’s evaluation score, the score (but not price) of the successful bidder, and the reasons why their tender was preferred.
22.3 The Contract must not be confirmed until the standstill period, and if required the leaseholder consultation period (currently 30 days), has passed without objection.

22.4 When the award of contract is confirmed, the staff member responsible for the tendering process must notify Finance and Legal of the start and end date of the contract, and the name and address of the parties to the contract. Finance will update the Procurement Register. 

23 PS Financials

23.1 All orders / contracts shall be authorised through Ascham Homes’ commitment accounting system PS Financials.

24 Form of contracts
24.1 A purchase order can act as a contract for small value items below £250. All contracts over £250 must be in writing and a copy kept by the relevant service.  All contracts over £50,000 in value shall be in a form approved by Ascham Homes Head of Legal Services.  
25 Terms and conditions

25.1 Every written contract shall specify the:

· The works, goods, services or materials to be supplied or performed;

· The price to be paid together with any discounts or other deductions;

· The time or times within which the contract is to be performed; 

· The place or places for delivery or performance;

· The terms and conditions that apply to the contract; and 

· The contract termination arrangements

25.2 Every written contract shall include the following clause: 

“If the contractor or any person employed by them or acting on their behalf (whether with or without the contractors knowledge) in relation to this or any contract with Ascham Homes  does or has done any act that amounts to an inducement or reward to any person for doing or omitting to do any act in relation to the obtaining of this contract; or  has committed an offence under the Prevention of Corruption Acts 1889 to 1916; or  has given a fee or reward the receipt of which is an offence under Section 117(2) of the Local Government Act 1972 Ascham Homes may immediately terminate this contract and recover from the Contractor the amount of any loss resulting from such termination.”.

26 Contract extension

26.1 A contract can be extended if it is provided for in the terms and conditions, and the following conditions are met:

· the extension is for substantially the same works, goods and / or services provided in the original contract;

· the financial terms for the extension are as agreed, or better than, in the original contract;

· the total value of the extension is not more than the total value of the original contract; and

· the extension complies with EU procurement rules and relevant legislation.
26.2 Authorisation of an extension is subject to the same authorisation rule as set out in 21.2 above.

27 Variations to contracts

27.1 Variations may be provided for in contracts. Any intention to vary the terms of a contract where the cost of the variation exceeds the lowest of either 10% of the total contract price or £100,000 must be agreed in advance by the original approver of the award, or the next level up if the cumulative total of the original contract price and the variation exceeds their limit.

27.2 All variations must be in writing and signed by all contracting parties.

28 Dispute resolution

28.1 Claims from contractors in respect of matters not clearly within the terms of any existing contract shall be referred to the Head of Legal Services for consideration of Ascham Homes’ legal liability and, where necessary to the Director of Finance in respect of financial matters, before any settlement is offered.   

29 Termination of contract 
29.1 Early termination of any contract may be authorised by the Board, Chief Executive or Director of Finance in accordance with the terms of that contract. Advice must be sought from the Company’s Head of Legal Services, in the first instance, prior to termination.

30 Risk, insurance and security 

30.1 Every contract, or Framework Agreement, with a value that exceeds £250,000 must have a risk assessment completed by the Lead Officer in line with the organisation’s standard processes which should include the financial and legal risks of the proposed procurement. All contractors must have and maintain Public Liability insurance and Employers Liability insurance (if appropriate) of at least £2 (£5m for all contracts over £250,000) million, together with Professional Indemnity insurance including any contract for service provision.   

30.2 All Contractors shall have a financial appraisal undertaken prior to being invited to tender for procurements in excess of £50,000. As a minimum this will involve the Head of Finance carrying out a credit reference check. For EU procurements under the restricted procedure, this should include the provision of audited accounts for the previous three years at PQQ stage to demonstrate financial capacity. Final credit reference checks should then be included as part of the evaluation criteria at tender stage.

30.3 Procurements exceeding £500,000 are higher risk due to their value and additional security is required in the form of a performance bond for 10% of the contract value, a cash deposit in an amount equivalent to the performance bond, or a parent company guarantee. 

31 Freedom of Information 

31.1 The Freedom of Information Act 2000 came into force on 1 January 2005. The Act gives people the right to see information that is held by any public organisation. It is intended to make public authorities more open and responsible for their actions. The act recognises that there are some valid reasons for withholding information. Contractors must be asked to complete a Freedom of Information Schedule identifying any confidential or commercially sensitive information in their tender response. 
32 Transfer of Undertakings (Protection of Employment) Regulations 2006 (TUPE) 

32.1 Whenever a new contractor is appointed to take over an existing service, the employees of the original contractor (or Ascham Homes, if the service was previously provided in-house) may be affected by transferring the services to another provider.  If so, you must make sure TUPE issues are considered and reviewed by the Head of Legal Services before asking for tenders or quotations.

33 Procurement by third parties 
33.1 Where the Company uses third parties to act on its behalf in relation to any procurement, then the Authorised Officer shall ensure that the third parties carry out any procurement in accordance with these Contract Procedure Rules.

33.2 No third party shall make any decision on whether to award a contract or whom a contract should be awarded to unless specifically empowered to do so in writing by an officer or body authorised to confer that power. 

33.3 The Authorised Officer shall ensure that the third party’s performance is monitored.

34 Resident involvement TC “23 Resident involvement” \f C \l “1”  

34.1 Tenants and leaseholders will be invited to participate in the procurement process for all contracts delivering resident-facing services. This should involve their input in determining specifications of requirements, establishing evaluation criteria and weightings, participating in tender evaluation, and contract monitoring.
35 Approved lists (wording under review)
35.1 Approved lists detail contractors who have bid successfully for the delivery of particular goods and services provided they are below the EU threshold or are outside the EU regulations (for example agency provision of temporary staff; legal advisers). They are maintained by the relevant Head of Service after contractors have applied and been approved following a competitive tender and quality assessment process. The approved lists will be reviewed at least every two years.

35.2 Where they are in place, approved lists must be used to identify the most competitive contractor. If two contractors can provide goods or services at an identical cost and quality, a rotation process should be adopted.

36 Equality and diversity

36.1 Building equalities into the procurement process enables Ascham Homes to:

· Improve the quality of services delivered by external providers;

· Make services more appropriate and responsive to the needs of the diverse communities of the Borough;

· Help improve overall value for money; and
· Ensure that our contractors follow good equalities practice.
36.2 Equality in procurement involves ensuring not only that contractors are appointed fairly but also that there is equality in service delivery and that contractor’s practice equality in employment.

36.3 Contractors and partners delivering customer-facing services will need to provide evidence of their arrangements for:

· Equality of opportunity in staff recruitment, selection, retention and training;

· Fostering community cohesion and tackling social exclusion; and 

· Delivering services fairly and equally to diverse customer groups by age, ethnicity, disability, faith, gender, and sexuality. 

36.4 The evidence required should be proportionate to the size of organisation with a higher expectation on larger partners and contractors.

36.5 The specification defines the requirements for the supply of works, goods or services. Where it is decided that equality is a core requirement this needs to be clearly defined in the specification. As far as possible, requirements should be specified in terms of measurable performance outputs rather than inputs. Contractors can then be asked to provide a method statement setting out how they intend to meet the specified equality outcomes.
36.6 The specification should also clearly set out the procedure for dealing with complaints, which are equality related.
37 Contract management 

37.1 All contracts entered into in the name of Ascham Homes should be notified to the Legal and Finance Teams for entering into the register of contracts.  

37.2 All contract amendments and variation orders (orders to amend contracts) must be issued in writing, after appropriate approval and a copy retained in the contract file highlighting any risk to their relevant manager and any other effected department.

37.3 A formal review of all contracts should be undertaken by the lead officer at the completion of the contract or annually in the case of contracts in place for more than one year.

37.4 The register of contracts and contract files will be subject to regular audits.
38 Annual Procurement Report
38.1 There will be an annual review of all procurements to the Audit & Risk Committee in June each year

38.2 This report will include an annual review of all non-repair purchasing arrangements and the market testing of all those exceeding an aggregated £5,000 unless they have been market tested within the last 12 months.
39 Audit & Risk Committee

39.1 The Audit & Risk Committee will be responsible for periodically reviewing the application of the rules by calling in procurements for scrutiny and ensuring that value for money continues to be obtained through the frequency of market-testing for purchases above £5,000.

40
Conflicts and Declarations of Interest

40.1
Any Officer, consultant, contractor or other party involved in any procurement process must make a declaration of interest if there is any possibility that knowledge acquired or a relationship, however remote, could lead to a conflict of interest or could invalidate a company or individual from being included on the tender list. An assessment of any declaration of interest must be addressed to the Head of Legal Services and the Director of Finance for a decision on the impact on the procurement.

41
AMENDMENTS TO THESE PROCUREMENT PROCEDURE RULES 

41.1
The Procurement Procedure Rules are an integral part of the governance of Ascham Homes and can only be amended by the Director of Finance and approved by the Board, except for minor and inconsequential amendments. 
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