
 

 

Scottish Canals Procurement Policy 

 
Introduction 
 

The Scottish Canals Procurement Policy supports the Scottish Canals Procurement Strategy and sets 

out the method of delivery of the day-to-day procurement activity to reflect Scottish Canals 

corporate aims compliant with current legal requirements. 

Procurement Policies, Tools and Procedures 
 
Key to a strategic approach to procurement are a number of specific processes carried out during 
the life cycle of a contract. The management of these key processes helps to deliver an embedded 
approach to procurement that can easily be understood, followed and delivered by the organisation. 
The majority of these tasks are driven directly from The Procurement (Scotland) Regulations 2016. 
 
The following tasks may be further supplemented by assistance from the procurement team, 
template documents that require to be completed, training in the use of specific websites, or 
further instructions and guidance from bodies such as the Chartered Institute of Purchasing and 
Supply (CIPS). 
 
A simple Procurement Process Flow diagram is shown in Appendix 1 and should be considered when 
carrying out spend. 
 
a. Procurement Journey 

The Procurement Journey is a toolkit developed by the Scottish Government to embed a 
standardised strategic process for procurement across the public sector. The Procurement Journey 
provides guidance and a number of template documents to assist in the delivery of the procurement 
function. The Procurement Journey should form the basis of any procurement exercise. 

https://www.procurementjourney.scot/  

b. Project Executive Review Board / Stakeholder Consultation and Engagement 

During early strategic procurement discussions with project managers, options available will be 
discussed and agreed to ensure the most appropriate route is developed to meet their needs and 
ensure value for money is achieved. This information is routed through the Project Executive Review 
Board process that exists within Scottish Canals and aligns with the User Intelligence Group (UIG) 
process referred to in the Procurement Journey.  

Across the organisation there are a number of interested parties for each contract procured. These 
can include internal customers, external funders, and many other stakeholders. It is important that 
the views of all interested parties are represented when a procurement exercise is being developed. 
While it may not be possible or appropriate to engage directly with all stakeholders, a clear line of 
responsibility should be developed to allow stakeholders to feed into the process. A group of key 
stakeholders form the Project Executive Review Board / UIG and will feed in the requirements from 
areas such as Operations, Finance, IT, Estates or Engineering as required. These key stakeholders can 

https://www.procurementjourney.scot/


 

 

collate and present feedback from their own areas of responsibility allowing a wider representation 
of views to be possible. 
 
Scottish Canals will continue to use Scottish Procurement frameworks and Crown Commercial 
Service frameworks where appropriate.  Where there are no appropriate frameworks available, for 
regulated procurement (over £50,000), the procurement team will work with our internal customers 
to design, develop and procure contracts that are fit for purpose, ensure value for money and are 
compliant with legislation. We will use the open tender procedure for the majority of our 
procurement to open up the opportunity to suppliers, in particular, to SMEs, and reduce paperwork 
and timescales. 
 
c. Supply Market Engagement 

During any procurement exercise it is necessary to understand the current state of the market as 
well as options and alternatives. The number, size, capacity and type of suppliers is the basic level of 
information required. Additional information on suppliers who offer innovative or alternative 
methods of provision of the requirements of the contract will also be investigated. As appropriate to 
the size and value of the contract, open meetings with all interested suppliers to explain the needs 
and the requirements of the procurement exercise will be held. The output of the market 
engagement exercise will be an option appraisal to assist Scottish Canals to make a reasoned and 
informed decision on the best route to secure the requirement. 
 
d. Transparent and Proportionate Procurement 

While the principles of being fair, open and transparent apply to all procurement activity and the 
organisation seeks best value at all times, there is more focus and regulation on higher value and 
higher risk procurement activity. 
 
It is the responsibility of the service area and budget holder to ensure that spend is carried out in 
accordance with this policy, and in particular with the table below. 

Regulations and internal controls are in place that require certain values of procurement be treated 
in different ways. A full list of current procurement thresholds is shown in the table in Appendix 2. 

With all new procurement exercises, the first consideration will be if the procurement activity is a 
one-off or a recurring purchase. If the purchase is likely to be repeated in the future then the value 
will be estimated based on the expected number of purchases over a suitable period such as one, 
two or four years based on justifiable evidence of demand, length of specific project or other 
suitable evidence.  

Procurement exercises must not be treated as a one-off to circumvent the procurement 
regulations.  

Lower value, low risk procurement exercises can be carried out as quotations while higher value or 
medium to high risk exercises will be carried out using a tender process. Tender exercises will be 
carried out in conjunction with the procurement team. 

In the majority of cases, it is likely that involvement or input from the procurement team will be 
needed.   

Regardless of the method above used to determine the supplier, all orders must be raised in line 
with Finance document “Purchases Policy – Purchase Requisitions and Purchase Orders”, available in 
NetConsent, to ensure compliance with delegated purchasing authority. 



 

 

 

e. Collaborative Procurement Exercises 

Scottish Canals can access a number of pre-existing contracts that have been let on a national, 
regional, sectoral, and local basis with or by other public sector bodies. These collaborative contracts 
can offer a quick and efficient compliant route to market for a variety of goods, works and services 
covering many areas of requirement.  

The types of organisations who let contracts that Scottish Canals may be able to utilise include The 
Scottish Government, The Crown Commercial Service, ESPO, SCAPE, and other individual bodies 
acting as a lead procurement body. It is the responsibility of the Scottish Canals procurement team 
to determine eligibility of Scottish Canals to use a particular collaborative contract. 

f. Quotation Requests 

Quotation requests must be issued to at least three suitable suppliers. The minimum level of 
information to be supplied to the prospective suppliers will be a specification outlining the 
requirements, an estimate of the quantity or scope of the requirement, and a set of appropriate 
Terms and Conditions. The preferred route to market for Quotations is via the Scottish Government 
Quick Quote portal. The procurement team are available to assist in the publication of these 
quotations or to train key users in the use of the system to allow them to carry out their own 
quotations on the system. In either case, the result of the quotation should be passed to 
Procurement to be recorded in the Contract Register to allow Finance and Procurement to match 
requests for Purchase Orders to contracted suppliers, as well as to allow monitoring of the 
contract period.  

Quotation Requests should only be used where a short term requirement is needed. If a 
requirement is likely to re-occur, a longer term contract should be put in place through a tender 
exercise. 

Any quotations that are carried out should also be subject to appropriate Terms and Conditions. The 
Terms and Conditions offered by most suppliers responding to quotes are unlikely to offer the 
protection afforded by the Scottish Canals Standard Terms and Conditions. 

g. Tendering Options 

There are a number of options available to carry out a tender exercise under the procurement 
regulations. The options include the use of single or two stage processes depending on the need to 
reduce the potential number of suppliers who may submit a bid. These processes are known as the 
Open and Restricted procedures and will cover the majority of requirements of Scottish Canals.  
There are other more specialist tendering options available to Scottish Canals in the event of 
complex requirements that cannot be sourced using the Open or Restricted process. These will only 
be used following justification and approval by the Project Executive Review Board. 
 
h. Electronic Procurement 

Quotation requests should, where possible, be issued using the Scottish Government Quick Quote 
portal which provides a secure, auditable post box for the recording of details of which suppliers the 
quotations have been issued to as well as allowing the responses to be uploaded to the site by 
invited suppliers. Submitted quotations cannot be accessed until the closing date for submissions 
has passed. This system also allows the posting and answering of questions during the quotation 
process. The issue and receipt of quotations via email does not provide a robust method of 



 

 

demonstrating the transparency and equal treatment of suppliers and should be used only in 
emergency situations. 

Tender opportunities will be advertised electronically using Public Contracts Scotland (PCS) and the 
tender exercise will be carried out using PCS-Tender. These sites offer a fully electronic tendering 
system adopted across the majority of the public sector in Scotland. The benefits of using these 
systems include helping with the Scottish Government aim of adopting common practice across the 
public sector procurement arena, as well as reducing the time and effort spent by individual public 
bodies and suppliers in creating and responding to tender exercises. 

i. Single Source Justifications 

In the event that only one supplier is available to satisfy the needs of a procurement exercise, a 
Single Source Justification Form must be completed. One supplier may only be able to satisfy the 
needs of the organisation for a number of reasons including Compatibility of Spare Parts, Sole UK 
Distributor, Patent Owner, or indeed an Emergency Situation that requires immediate sourcing of 
Goods or Services. This form must be completed in advance of the purchase and needs to be 
authorised as stated on the form in line with relevant authority levels. If there is any doubt as to 
whether a Single Source Justification is possible or not, guidance should be sought from 
Procurement. 

j. Delivering Value for Money through Evaluation Criteria 

The weighting of Evaluation Criteria is used to emphasise the most important elements of a tender 
exercise. The generic headings used are Price, Quality, and Community Benefits. 

Price should be used to determine all commercial aspects of the costing of a tender. It should be 
thought of in terms of Whole Life Costing (WLC) where all aspects of the cost of the contract are 
considered. For goods this would include price, delivery costs, storage costs, installation costs, 
consumables, de-commissioning as well as disposal. For services this may also include service 
provision, training, licensing, support, and maintenance.  

Quality can relate to any relevant non-price element or attribute that needs to be evaluated. This 
can include form, function, aesthetics, delivery, service provision, methodology, and many more. 

Community Benefits are covered in greater detail in the following section. 

The starting point for weighting of evaluation criteria would normally be 40% Price, 40% Quality, 
20% Community Benefits. 

k. Sustainability Considerations 

During the development phase of each contract, suitable consideration should be given to the social, 
economic, and environmental benefits that could be delivered during the delivery of the contract. 
For larger, long term contracts, this could be a number of apprentices employed to help deliver the 
contract over its life. For smaller or short term contracts, this could be a number of work experience 
placements for marginalised and disadvantaged groups.  

There are also many goods that can be purchased from reserved contracts which help deliver work 
to supported businesses, as well as products and services that can offer environmentally aware 
solutions that help us to reduce the impact of the business on the surrounding and global 
environment.  



 

 

Community Benefits should be evaluated within the tender if they can be shown to be directly 
relevant to the project that is being procured and delivered as part of the outcome of the project. As 
a minimum, a statement should be requested from each supplier stating what Community Benefits 
they can offer in providing their proposed solution for the project. The proposal from the successful 
bidder should then be incorporated into the contract. 

Each tender response should also include a statement from the supplier on their position on fair 
working practices and the living wage. 

l. Contract Recording 

Each contract that is put in place will be recorded in the Contract Register. The Contract Register is 
used to centrally hold all information of the contracts that are available, the contract period, the 
suppliers who can be used, as well as other information in relation to key stakeholders, community 
benefits, contract spend and savings.  

The current version of the Procurement Contract Register is in the form of a Microsoft Access 

Database and reports can be provided by Procurement as required. 

All spend over £1,000 must be reported to procurement for inclusion in the Contract Register. 

m. Contract and Supplier Management 

Contract and Supplier Management is a critical role during the life of a contract. It is vital that the 
determination of importance of the contract itself as well as the method used to identify the key 
success factors within a contract is carried out in a way that can focus resources in a targeted way. A 
segmentation method to rank contracts in terms of Value, Risk and Delivery is used to prioritise the 
contracts for a higher level of contract management throughout their duration. Within each 
individual contract, the review of performance indicators that have been agreed during contract 
mobilisation is key to ensuring that all parties are focusing and reporting on the critical success 
factors of the contract. 

n. Payment of Suppliers 

Payments to suppliers should be made in accordance with the Procurement (Scotland) Regulations 
2016. Supplier invoices must be submitted electronically to purchases@scottishcanals.co.uk in order 
to assist in meeting these targets. It is the longer term aim of Scottish Canals to further adopt 
electronic payment methods in line with the Procurement (Scotland) Regulations 2016 as these 
options are made available. 

Payment Terms should be agreed in advance with the supplier and should be recorded on the 
paperwork submitted to Finance for creating a new supplier. 

o. SME Participation 

Scottish Canals are committed to encouraging SME participation in as many contracts as possible. 
The use of electronic tendering through Public Contracts Scotland, expanding the use of Quick Quote 
where possible, and splitting suitable contracts into lots are examples of the type of work that can 
easily be carried out and help to achieve this. 

p. Procurement Review 

At the end of each regulated procurement, Scottish Canals will review the procurement exercise 
including lessons learned where appropriate. We will work continuously to improve our policies and 

mailto:purchases@scottishcanals.co.uk


 

 

procedures for our internal customers and suppliers. We will ensure that our regulated 
procurement, so far as reasonably practicable, is carried out in accordance with this procurement 
strategy. 
q. Health and Safety 

Health and Safety is of paramount importance to Scottish Canals and all procurement activity from 
specification design through contract management to contract expiry should be carried out with 
regard to the existing policies covering this area. 

r. Step by Step Guides and Additional Forms 

A number of additional step-by-step Guides as well as forms required to be completed when 

carrying out procurement tasks are available from procurement to assist. 

s. Existing Spend, Suppliers, and Contracts 

A number of suppliers are available to choose from Sage when creating Purchase Orders. The 

existence of a supplier on the Purchase Order system does not indicate that a supplier can be used 

without the need for any further competition. Spend that cannot be placed within an existing 

contract must be carried out in accordance with the table in Appendix 2. 

Existing spend agreements should not be allowed to run for an infinite period of time. A quotation or 

tender carried out a number of years ago cannot be used to remove the need to carry out further 

quotations or tenders. In most cases, a period of one to two years for quotations and five years for a 

contract should not be exceeded unless there is a suitable business justification. Discussions with 

procurement, and the Executive Team where appropriate, should be carried out where agreements 

fall into this category. 

t. Specifications 

When creating a quotation request or a tender, a specification should be created to ensure a clear 

definition of requirements is given. The specification for a quotation for goods may be a 

straightforward list of items, quantities, and delivery information. The specification for services and 

construction works may be a more complex list of requirements including both technical 

specifications such as BS or ISO standards as well as functional requirements or required outputs of 

the contract. The complexity of the specification is likely to increase as the risk and value of the 

requirements increases. The procurement team can offer assistance in creating specification 

documents. 

 



 

 

Appendix 1 

Identify a requirement

Does a contract 
exist?

Is it a Framework?
Can an existing 

contract be varied 
to include item?

No Yes

Does Framework 
have prices for 

item?

Does Contract have 
pricing for item?

Carry out mini-
competition

(New Process)

Get quote from supplier

Is quote 
acceptable?

Seek Procurement 
Assistance to carry 

out Tender 
Exercise 

(New Process)

No Yes

Yes

No Yes

No No

Is value under £1k

Speak to 
Procurement to 

vary contract
(New Process)

Is value under £10k

No

NoYes

Yes

No
Obtain quote from 

supplier, demonstrate 
best value

Use Quick Quote to 
determine suitable 

supplier 
(New Process)

Yes

Yes

Scottish Canals Procurement Flow Chart 

Place Order with supplier 
(Finance Process)



 

 

Appendix 2 
 
Spend thresholds for procurement activity 
 

Contract Value* Documentation 
Required 

Number of Quotations Needed Procurement 
Involvement 
Required 

Up to £1,000 Verbal Description Evidence of Best Value No 

£1,001 to 
£10,000 

Detailed Written 
Specification and 
Suitable Terms and 
Conditions 

3 Quotations Sought (via 
Scottish Government Quick 
Quote Portal where possible) 

Yes – Approval of 
quote issue and 
addition of result 
to contract register 

£10,001 to 
£50,000 

Detailed Written 
Specification, Schedule 
of Prices and Rates, and 
Suitable Terms and 
Conditions 

3 Quotations Sought via Quick 
Quote or Open Tender on Public 
Contracts Scotland (subject to 
suitability) 

Yes – Carry out 
quote or tender 
with input from 
service area 

£50,001 to OJEU 
Threshold 

Detailed Written 
Specification, Schedule 
of Prices and Rates, and 
Suitable Terms and 
Conditions 

Advertised Tender Process on 
Public Contracts Scotland 

Yes – Carry out 
quote or tender 
with input from 
service area 

Above OJEU 
Threshold 
(Click Here for 
OJEU Thresholds) 

Detailed Written 
Specification, Schedule 
of Prices and Rates, and 
Suitable Terms and 
Conditions 

Advertised Tender Process on 
Public Contracts Scotland 

Yes – Carry out 
quote or tender 
with input from 
service area 

 

*Contract Value must be considered over suitable length of contract. This is stated in the Procurement 
Regulations as four years. 

 

https://www.ojec.com/thresholds.aspx
https://www.ojec.com/thresholds.aspx

