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PROCUREMENT POLICY 
 

 
1. INTRODUCTION 
 
The Scottish Canals (SC) Procurement Policy supports the SC Procurement Strategy and sets 
out the method of delivery of day-to-day procurement activity to reflect SC’s corporate aims 
and maintain compliance with legal requirements. 
 
1.1. OBJECTIVES 
 
The purpose of this Procurement Policy is to provide support and guidance to those 
undertaking procurement and contract management activities on behalf of SC, thereby 
ensuring that all such activities are underpinned by compliant processes in line with SC’s 
Framework Agreement,  our internal Scheme of Delegated Authority, and are supported – or 
led where appropriate - by the procurement team.  
 
Procurement is defined as the overall process of acquiring goods or services from the initial 
identification of need, through to the end of the contract or disposal of an asset. It ranges from 
the purchase of routine supplies or services to tendering and awarding contracts for large 
scale projects.  
 
The processes set out within this policy are key in enabling the delivery of SC’s day-to-day 
operational requirements and achieving SC’s strategic objectives.  
 
These processes are designed to ensure that procurement activity undertaken on behalf of 
SC is: 
 

• focussed on the delivery of value for money; 
• conducted to high professional standards and compliant with relevant legislative and 

other government requirements;  
• meets operational delivery requirements e.g. fit for purpose through close 

consultation and communication with stakeholders; 
• ensures open and fair treatment of suppliers; 
• that more complex, higher risk activities are overseen by appropriately skilled and 

authorised staff to minimise the risk of legal challenge. 
 

It should be noted that this Policy is designed to provide core guidance only. Detailed guidance 
and/or support for complex/high risk procurements should always be sought from the 
procurement team.  
 
1.2. SCOPE 

 
This policy applies to all staff, agents, contractors and representatives acting on behalf of SC 
involved in: 
 

• a purchasing process, whether as requisitioner, specifier or tender evaluator or 
procurement team member, PO approver or contract approver; 

• authorising expenditure or payments; 
• negotiating and agreeing terms and conditions of contract; 
• committing SC to expenditure, scopes of work or terms of contract; 
• business interactions with suppliers on behalf of SC. 
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1.3. ROLES & RESPONSIBILITIES 
 
1.3.1. The Procurement Team 
The procurement team provide professional expertise, advice and guidance in the 
procurement and contract management process. The team reflects and supports SC’s aims 
by working with buyers and suppliers to optimise the procurement of works, goods and 
services by: 
 

• operating collaboratively, ensuring stakeholders actively input to the procurement 
process as required; 

• supporting the definition of requirements and associated procurement exercises;  
• taking a strategic view of the benefits and risks to SC of any proposed procurement, 

whether regulatory, value for money or reputational;  
• ensuring all procurement activity undertaken on behalf of SC meets regulatory and 

legislative requirements, minimising exposure to risk and delivering value for money; 
• fully managing and facilitating procurement activity with a value greater or equal to 

£25,000 (£50,000 for works) and all external Framework Agreement call-off 
contracts; 

• review and compliance approval of all proposed ‘Buyer’ contract awards between 
£10,000-£24,999 (for goods and services) or £10,000-£49,999 (for works);  

• liaising with Scottish Government Sponsor Team on a buyer’s behalf for a proposed 
non-competitive actions / single source suppliers over £10,000, and for any 
consultancy contract over £100,000; 

• maintaining a Contracts Register for all contracts over £1,000; 
• developing and maintaining a procurement pipeline plan based on the Contracts 

Register and liaise with stakeholders on required contract renewal activity to ensure 
appropriate contract cover is in place at all times. 
 

1.3.2. The Buyer 
The term “Buyer” used within this document describes the individuals involved in the 
procurement process, whether as requisitioner, specifier of requirements, tender evaluator, 
PO approver or contract approver.  This will normally a person outwith the procurement team 
within one of the business areas. The buyer’s responsibilities in the procurement process are 
to: 
 

• take full responsibility for the request for quotations for goods, services contracts up 
to the value of £24,999 for goods and services or £49,999 for works (subject to 
receiving compliance approval in advance of contract award as indicated below); 

• seek compliance approval to proceed with proposed contract award from the 
Procurement team via procurement@scottishcanals.co.uk in advance of award any 
contract between £10,000 and £24,999 for goods and services (or between £10,000 
and £49,999 for works);  

• ensure that the requirement and subsequent request for quotation takes account of 
SC’s policy requirements and is aligned against organisational objectives; 

• where appropriate develop a business case, ensuring adequate funding is in place 
and approvals have been granted prior to obtaining quotes; 

• ensuring value for money is being achieved through the delivery of the contract being 
awarded;  

• ensure the process is fully documented in accordance with SC procurement policy 
and guidance; 

mailto:procurement@scottishcanals.co.uk
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• ensure that appropriate contract cover is in place at all times with related procurement 
activity undertaken in line with this policy; and  

• for contracts £1,000 or over, forward a copy of the contract award acceptance letter 
or similar alongside a copy of the successful quote to 
procurement@scottishcanals.co.uk for addition to the Contracts Register. 

 
2. POLICY PRINCIPLES 
2.1. VALUE FOR MONEY 
 
In addition to all procurement activity being carried out in accordance with SC’s policies and 
procedures, they must demonstrate value for money.  
 
Value for money is defined as “the optimum combination of whole life costs and quality to meet 
the customer’s requirements “.  
 
It is not about achieving the lowest price although in some cases this may well be the outcome. 
 
2.2. LEGISLATIVE PRINCIPLES OF PROCUREMENT POLICY 
 
All procurement activity must comply with the legislative principles of procurement: 
 

• transparency - contract procedures must be transparent and contract opportunities 
should generally be publicised; 

• equal treatment and non-discrimination - potential suppliers must be treated equally; 
• proportionality - procurement procedures and decisions must be proportionate; and 

 
2.3. LEGAL FRAMEWORK 
 
Public Sector procurement operates within a framework of rules including, but not limited to: 
 

• EU Treaty Obligations 
• EU Procurement Directives 
• Public Contracts (Scotland) Regulations 2015 
• Procurement (Scotland) Regulations 2016 (including the Procurement Reform 

(Scotland) Act 2014 
• Concession Contracts (Scotland) Regulations 2016 (for contracts commenced on or 

after 18 April 2016) 
• Case law. 

 
And advisory notifications from Scottish Government as released on a regular basis through 
each year: 
 

• Scottish Procurement Policy Notes 
• Scottish Government Procurement Journey. 

 
2.4. OTHER RELEVANT GOVERNANCE 
 
Other relevant governance which also must be adhered to also includes but not limited to: 
 

• Scottish Canals Internal Delegated Scheme of Authority 
• Scottish Canals Framework Document 
• Scottish Public Finance Manual 

mailto:procurement@scottishcanals.co.uk
https://ec.europa.eu/growth/single-market/public-procurement_en
https://ec.europa.eu/environment/gpp/eu_public_directives_en.htm
https://www.legislation.gov.uk/ssi/2015/446/contents/made?regulation-1-2
https://www.legislation.gov.uk/sdsi/2016/9780111030868?view=plain
https://www.legislation.gov.uk/ssi/2016/65/regulation/19/made
https://www.gov.scot/collections/scottish-procurement-policy-notes-sppns/
https://www.procurementjourney.scot/
file://sbws0042f/group/019%20Corporate%20Governance/Delegated%20Authorities/Delegated%20Financial%20Authorities%20-%20Board%20approved%20Jan%202021.xlsx
https://www.transport.gov.scot/publication/scottish-canals-framework-document-revised-february-2019/
https://www.gov.scot/publications/scottish-public-finance-manual/background-and-applicability/background-and-applicability/
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• Scottish Procurement Policy Handbook. 
 

Further details on the any of the above can be provided through the procurement team. 
 
3. GOVERNANCE 
3.1. AUDIT REQUIREMENTS 
 
All procurement, supplier and contract management activity should be clearly documented, 
and records retained in line with SC’s Records Retention & Disposal Policy so that it is possible 
to determine: 
 

• the procurement process undertaken to comply with this policy; 
• who requested, made, and approved the expenditure; 
• the purpose of the expenditure; 
• the process by which all key decisions were made and by whom; and 
• the recipient of any goods and/or services received and of any payments made. 

 
3.2. SEGREGATION OF DUTIES 
 
In order to ensure probity and integrity throughout the procurement process, there should be 
clear segregation of duties between those who raise requisitions to those who receive goods, 
services or works and authorise purchase orders for payment. No one individual should be 
responsible for the end to end process, from initiation to approval.  
3.3. CODE OF CONDUCT 
 
SC has a commitment to observe the highest standards of probity, integrity, and fairness in 
the conduct of business and to comply with all applicable laws and regulations. Any member 
of SC staff undertaking procurement and contract management activities must do so in an 
ethical manner. Any irregularity, or suspected irregularity, should be brought to the attention 
of the Head of Procurement or Head of Legal Services immediately.  Further guidance on 
ethical issues such as conflicts of interest, confidentiality and the receipt of gifts and hospitality 
is available in the Manual. 
 
SC has various policies (which can be found in NetConsent) in relation to ethics and these 
should always be taken into consideration during any procurement activity: 
 

• Anti-fraud Standard 
• Anti-bribery Standard 
• Code of Conduct. 

 
3.4. SCOTTISH CANALS INTERNAL SCHEME OF DELEGATED AUTHORITY 
 
All procurement activity undertaken at SC is subject to an approval process as set out in the 
Scottish Canals Internal Scheme of Delegated Authority. Staff must not enter into a contract 
for goods, services and works (including the process leading up to and including the award of 
a contract) or any subsequent contract extensions or changes without the necessary written 
authority provided by the relevant individual, as outlined within the SC Internal Scheme of 
Delegated Authority.  
 
It is the responsibility of all budget holders to ensure that all members of staff within their area 
are aware of and follow all relevant procurement and finance-related policies and procedures.  
 

https://www.gov.scot/publications/public-procurement-reform-programme-scottish-procurement-policy-handbook/
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4. PROCUREMENT WITHIN SCOTTISH CANALS 
 
4.1. PROCUREMENT AUTHORITY 
 
In respect of procurement, there are two types of delegated authority:  
 

• Authority to undertake procurement activity: In this context procurement activity 
includes market engagement, determining the sourcing strategy and procurement 
route to be used, advertising and tendering, managing tender evaluation, negotiation 
of contract terms  

• Authority to accept offers and award contracts: This is the authority required to 
approve a recommendation to award a contract following any required procurement 
procedure and/or to award a new contract, contract extension or contract 
amendment.  

 
The Head of Procurement is responsible for authorising all procurement activity within the 
Organisation. Procurement within the organisation is split into Routes depending on the type 
of contract and Value in accordance with the Scottish Government Procurement Journey: 
 

 
 
4.2. PROCUREMENT THRESHOLDS 
 
There are various sets of thresholds which apply to procurement procedures and contract 
award approvals depending on the type and value of contract. Those most commonly used 
are described below. The procurement team are responsible for determining if any other 
thresholds apply, particular for contracts for consultancy, novel, and contentious procurement 
activities etc. 
 
Spend should be considered from an aggregated perspective if the expenditure is likely to 
recur, with the expenditure value should be calculated on the basis of the anticipated required 
duration (see section 4.6).  If this is period exceeds 4 years, then dialogue must be undertaken 
with the procurement team as to the most appropriate tender and contract structure. 
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4.2.1. Purchases less than £1,000 in value 
The order should be placed via procurement card under the Purchase Card Policy, or by 
purchase order where a purchase card is not available.   
 
A single quotation/order confirmation is sufficient evidence alongside the instruction by 
letter/email to proceed with or accept the quote as long as the procurement is not 
repetitive/recurring in nature. Buyers will be required to keep a copy of the evidence on file. 
 
Quoted prices should be challenged where it is believed best value is not being offered.  

 
4.2.2. Other Procurement Route Thresholds 
A summary of the thresholds (for purchases valued at £1,000 and above) for types and value 
of contract within each route and who has responsibility for conducting the procurement 
activity is provided in the table below. 
 
All new planned contract awards equal to or exceeding £10,000 must be sent for review and 
approval to procurement@scottishcanals.co.uk.  
 
 

 
 
4.2.3. Contract Award Thresholds 
The Internal Delegated Scheme of Authority and Framework Document are currently under 
review by SC. These documents define the level of accountability and who is authorised to 
approve certain activities.  
 
All new contract awards exceeding £10,000 must be sent to 
procurement@scottishcanals.co.uk for initial review and they will liaise with the Director of 
Finance & Business Services to secure signature approval.  Contract extensions and 
variations (regardless of value), should follow the same route.  Contract awards under £10,000 
must be signed by the appropriate business area budget holder who is funding the 
procurement and in line with the Delegated Scheme of Authority. 
 
Buyers must not enter into a contract for goods, services and/or works (including the process 
leading up to and including the award of a contract) or any subsequent contract extensions or 
variations without the necessary written authority. 
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4.3. PROCUREMENT JOURNEY 
 
The ‘Scottish Government Procurement Journey’ provides a toolkit to embed a standardised 
strategic process for procurement across the public sector. It provides guidance and a number 
of template documents to assist in the delivery of the procurement function and should form 
the basis of any procurement exercise. 
 
4.4. STAKEHOLDER CONSULTATION AND ENGAGEMENT / USER INTELLIGENCE 

GROUPS 
 
During early strategic procurement discussions with stakeholders, 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 process aligns with the User Intelligence Group 
(UIG) process referred to in the Procurement Journey.  Stakeholder group sizes will vary from 
one individual to several stakeholders depending on the nature of the procurement and who 
needs to provide input into the tender/quotation specification, evaluation process and 
approvals.  
 
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. It is 
important to note that buyers who are representing the views of any wider stakeholder group 
are expected to collate and present feedback from their own areas of responsibility allowing a 
wider representation of views to be possible. They are also expected to provide 
communication updates on the progress of the procurement to the wider groups as and when 
required. 
 
SC will continue to use Public Sector Framework agreements such as 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 internal customers to design, develop and procure contracts 
that are fit for purpose, ensure value for money and are compliant with legislation.  
 
As an operating principle, the procurement team will use the open tender procedure where 
feasible in order to open up the opportunity to suppliers, in particular, to small and medium-
sized enterprises (SMEs). 
 
4.5 SUPPLY MARKET ENGAGEMENT 

 
Prior to 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 complexity, risk and value of the contract, pre-market engagement (open 
meetings) to explain SC’s needs may be held.  The output of the market engagement exercise 
will help inform an options appraisal to assist SC to make a reasoned and informed decision 
on the best route to secure the requirement.  This may also help SC to better define their 
requirements in order to optimise the procurement activity and achieve the best outcomes for 
SC. 
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If any meetings are held prior to issuing a quotation, mini-competition or tender, these must 
be clearly defined to the supplier(s) as pre-market engagement.  Under no circumstances, 
should any commitments be made to suppliers and it should be clear that the purpose of the 
meeting is to help inform SC’s procurement considerations and that a competitive procurement 
will be undertaken.   
 
Additionally, there should be no meetings with prospective suppliers during a live procurement 
(e.g. once the quote/tender has been issued out to bidders).  This excludes normal operational 
meetings with incumbent suppliers but any questions related to live tenders should be directed 
to the procurement team and no live tenders should be discussed with any prospective or 
incumbent suppliers to protect the integrity of the procurement process and to avoid potential 
accusations of supplier bias and contract award challenge. 
 
4.5. 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 Section 5 below. Regulations and internal 
controls are in place that require certain values of procurement be treated in different ways. 
 
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.  
 
Regardless of the method above used to determine the supplier, all orders must be raised in 
line with finance policy which is available on request from the finance team to ensure 
compliance with delegated purchasing authority. 
 
4.6. COLLABORATIVE PROCUREMENT EXERCISES 
 
SC 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 SC may be able to utilise include Scottish 
Government, Crown Commercial Service, ESPO, SCAPE, and other individual bodies acting 
as a lead procurement body. It is the responsibility of the SC procurement team to determine 
eligibility of SC to use a particular collaborative contract and also to manage any procurement 
process from external framework agreements to ensure these processes are robust and 
compliantly managed. 
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5. PROCUREMENT ROUTES TO MARKET 
 
There are many potential routes available to source goods, services and works. The 
procurement team maintain a range of standard templates to support these processes 
including templates for the buyers to utilise to support the quotation request, evaluation and 
award processes. 
  
A summary of the procurement routes to market at the applicable expenditure thresholds is 
listed below. 
 

 
 
• Public Tender – A public contract notice is published to invite any interested parties 

who meet the relevant selection criteria to participate in a procurement process. 
Tenders must be evaluated on the basis of the most economically advantageous 
tender according to criteria published in the contract notice and cannot be evaluated 
on price alone.  

 
• Framework Agreements - Where a Framework Agreement has been concluded by 

Scottish Government or other Public Sector body and the Framework Agreement has 
been approved for use by the Head of Procurement, a contract can be awarded in 
accordance with the terms of the framework. This can include the option to directly 
award based on the rates and prices in the framework or run a further mini-
competition between the suppliers on the framework when price and quality can 
usually be rescored and prices within the framework can be improved upon.  

 
• Quick Quote – A Quick Quote is a less onerous tender process where a limited 

number of tenderers are invited to quote for a requirement below a certain value 
without openly advertising the tender process via contract notice. Quick Quotes are 
generally used for lower value requirements (<£50k) and may have minimal or no 
quality evaluation requirements. 
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• Single Source Approval Request (Non-Competitive Action) – A Single Source 

Approval Request can be used in a very narrow range and exceptional circumstances 
to award a contract to a particular supplier without conducting a competitive tender 
process. It is recommended that Buyers engage with the procurement team to 
ascertain if a Single Source route is viable prior to completing the Approval request 
form. 
 

5.1. ROUTE ZERO – LOW VALUE QUOTATION 
 
If there is no existing suitable corporate contract or other authorised purchasing route, and as 
long as the procurement is not repetitive/recurring in nature, budget holders may authorise a 
suitable person within their department to carry out a low value quotation process to source 
goods, services or works in accordance with the rules and procedures in this policy without 
the need to refer to the procurement journey. 
 
Quotation requests between £1,000 and £24,999 (goods and services) or between £1,000 
and £49,999 (works) must be issued to at least three suitable suppliers, although five suppliers 
is preferable to ensure open competition. 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.  
 
Compliance approval to proceed with any proposed contract award from the Procurement 
team via procurement@scottishcanals.co.uk in advance of award for contracts between 
£10,000 and £24,999 for goods and services (or between £10,000 and £49,999 for works). 
 
A copy of the award letter for any contract awards made for £1,000 or over alongside a copy 
of the successful quote must be passed to procurement to be recorded in the contracts 
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.  
 
Quotations unless stated otherwise in the quotation request to suppliers must be evaluated 
on the basis of the lowest priced quote received. This is generally sufficient if the requirement 
is very explicit and there does not need to be any evaluation as to whether the 
goods/services/works adequately meets SC’s needs.  
 
If quotations are not to be based on the lowest price submission, then they must be evaluated 
on the basis of quality and price. The price and quality evaluation weighting and scoring criteria 
must be explicitly detailed in the invitation to quote request and adhered to in terms of the 
evaluation of quote returns. The procurement team have provided templates to support this 
process and can advise on the process if buyers have any questions or need support. 
 
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 SC Standard Terms and Conditions. 
 
All quotation requests and responses must be retained by the buyer for audit purposes. 
 
 
 
 
 

mailto:procurement@scottishcanals.co.uk
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5.2. ROUTE ONE – UNREGULATED PROCUREMENT / QUICK QUOTE 
 
Where the estimated value of a contract is equal to or in excess of £25,000 and less than 
£49,999 for goods or services or in excess of £50,000 and less than £1,999,999 for works, a 
simple formal quotation process will be undertaken on the buyer’s behalf by the procurement 
team.  
 
This will typically be on the bases of inviting a restricted number of tenderers (a minimum of 3 
is required but 5 is preferred where feasible) via the Public Contracts Scotland Quick Quote 
system. The Quick Quote procedure must be carried out using the procurement team standard 
templates.  
 
Even when a quick quote procedure has been selected, the procurement team may still 
recommend that a Prior Information Notice (PIN) or Contract Notice is published to generate 
interest in the market to ensure that sufficient suitable bids are available to evaluate and 
ensure competition and best value are secured. 
 
5.3. ROUTE TWO – SCOTTISH REGULATED PROCUREMENT 

 
In Scotland, under the 2014 Act, Regulated Procurement is defined as any procurement 
procedure leading to the award of a Regulated Contract. A Regulated Contract is a contract 
for: 
 

• goods or services equal to or greater than £50,000, or  
• works equal to or greater than £2,000,000.  

 
Those thresholds apply to the aggregate value of such contracts e.g. the total value of similar 
goods purchased over a 12-month period or of similar services provided over a 48 month 
period (or longer if the contract is intended to extend beyond this time). This also includes the 
award of any contract where a negotiated procedure has been utilised i.e. to award a contract 
via a Single Source Approval Request.  
 
Regulated procurement is subject to specific rules defined in the 2014 Act and other related 
legislation, and it is essential that the Procurement team carry out any regulated procurement 
as prescribed as a failure to comply with the legislation is open to legal challenges which may 
result in cancellation or the contract, shortening of the contract, fines and damages.  
 
Specifically, there are rules which require advertising of the opportunity, the technical 
specification of requirements and publication of public notices for transparency when contracts 
are awarded. There are exceptions to those rules for certain types of contracts including 
exemption of certain type of contracts as well as the ability to opt out of certain elements of 
the transparency requirements for security or commercial reasons, but these are exceptions 
which must be assessed and managed by the Procurement team. 
  
In addition, there are certain duties placed upon organisations by the 2014 Act such as the 
sustainable procurement duty, the requirement to produce a procurement strategy and the 
requirement to publish an annual report on regulated procurement activity. It is essential that 
the procurement team record and report all regulated contracts in accordance with the 
requirements under the 2014 Act. 
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5.4. ROUTE THREE – EU PROCUREMENT 
 

In addition to the Scottish thresholds for Regulated Contracts in the 2014 Act, there are EU 
thresholds, defined in the EU procurement directives, which require the application of EU 
procurement procedures above those thresholds. The thresholds are defined in the 2015 
Regulations by reference to the relevant EU Directive and valued in Euros.  
 
The equivalent GBP values of the EU thresholds are assessed every two years and published 
in the Official Journal of the European Union (“OJEU”) and reproduced on the Scottish 
Procurement Directorate’s website. With effect from 1 January 2020, the thresholds are as 
follows: 
 

• contracts for the execution of works: £4,733,252  
• contracts for the supply of goods/materials/services: £189,330. 

 
Values are exclusive of VAT and relate to the full life of the contract.  
 
In addition, there are specific thresholds for some special types of contract which require 
complex analysis of the subject matter to determine the nature of such contracts and the 
required procedures. 
 
5.5. SINGLE SOURCE APPROVAL REQUESTS (NON-COMPETITIVE ACTION) 
 
The Public Contracts (Scotland) Regulations 2015 outline exceptional circumstances where 
the requirement for competition may be deviated from: 

 
• an already completed OJEU competition has not resulted in any viable responses 

and the requirements are not substantially altered from those competed by the same 
body; 

• competition is absent for technical reasons; 
• exclusive rights, including intellectual property rights have to be protected; or 
• extreme urgency has been caused by events unforeseeable by SC such that the time 

limits for competitive procedures cannot be complied with. 
 
Urgency resulting from poor planning that was within SC’s control is not a legal justification.  
 
The Single Source Approval Request process must be followed for all procurement 
requirements valued at £1,000 and over which are not being competed through a Request for 
Quotation process, called-off from a relevant framework or subject to a tender process.  
 
It is important to note that SC must still be able to demonstrate value for money in these 
circumstances. Suppliers are therefore required to submit a proposal capable of evaluation, 
and SC must be satisfied as to the viability of and value for money offered by the proposal.  
 
Single Source Approval Requests will not be approved so as to avoid competition or for 
administrative convenience. Legitimate urgent and unforeseen requirements should be rare, 
and justifications based on time, familiarity of brand, types of equipment or materials will not 
be approved.  
 
Care should be taken when requesting a Single Source Request, as legislation offers recourse 
to aggrieved suppliers, allowing them to contest the direct award of contracts thus exposing 
SC to the risk of legal challenge and reputational damage.  
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For Single Source Requests, all requests must be sent to the procurement mailbox in 
advance of any commitment being made to suppliers for initial review and decision-
making, alongside a copy of any supplier quotation or documented evidence to support the 
request. The Head of Procurement has delegated authority to approve any compliant Single 
Source Requests up to £10,000. For any requests exceeding £10,000, additional approval will 
be required from the Director of Finance & Business Services and the Scottish Canals SG 
Sponsorship team.  
 
The Head of Procurement will co-ordinate any required approvals before advising the buyer 
of the decision outcome. If approved, a contract award letter will be issued by the procurement 
team in line with the contract approval process above and they will log the Single Source 
Request approval for audit purposes. No prior commitment should be made to any 
supplier and only after these steps have been completed should a purchase requisition/order 
be raised. 
 
5.6. INDICATIVE PROCUREMENT TIMESCALES 
 
In general, the earlier that the procurement team are engaged with informing them of a 
forthcoming contract requirement, the more likely it is that delivery expectations will be able to 
be met.  
 
As well as minimum timescales for tender processes defined in procurement legislation. There 
are also timescales for review and approval of tender strategies, contract award 
recommendations, contract review and approvals in line with SC’s agreed governance. 
 
A summary of the common approval routes and indicative timescales are provided in the table 
below for reference. These will vary according to the complexity of the requirement, availability 
of stakeholders to support the requirements definition and tender evaluation processes and 
procurement team workload. 
As part of the tender preparation, the procurement team will provide a detailed procurement 
plan which will outline all key stages of the procurement including approvals and expected 
contract award date in order to try to meet the required contract start date. 
 
A summary of indicative timescales for types and values of competitive contract is provided 
below: 
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6. ADDITIONAL POLICY GUIDELINES 
 
6.1. ELECTRONIC PROCUREMENT 
 
Quotation requests undertaken by the procurement team should, where possible, be issued 
using the Scottish Government Quick Quote portal.  This provides a secure, auditable post 
box for the recording both the details of suppliers and quotations issued, and supplier 
responses. 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 portal provides a more robust method of demonstrating the 
transparency and equal treatment of suppliers than procurement via email. 
 
Tender opportunities will be advertised electronically using Public Contracts Scotland (PCS) 
with the tender exercise being carried out using PCS-Tender.  
 
These sites offer a fully electronic tendering system adopted across the majority of the public 
sector in Scotland. The use of the sites aligns 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. 
 
6.2. CONTRACT TERMS AND CONDITIONS 

 
A contract is a legally binding agreement between SC and a supplier for the supply of specified 
goods, services or works. The contract sets out the details of what is being procured and the 
rights and obligation of the parties. All supplier engagements with a forecast value of more 
than £25,000 or which are classed as high risk, based on criticality and complexity must be 
subject to a formal contract. 
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All contracts for the purchase of goods, services and works must be in writing and signed by 
an individual with appropriate delegated purchasing authority. Care should be taken in 
discussions with suppliers to ensure a contract is not being unintentionally created, as legal 
contracts can be made by word of mouth or implied by the actions of the parties. The 
procurement team must therefore be involved in all contract negotiations in line with the SC 
Internal Delegated Scheme of Authority. 
 
SC has standard sets of terms and conditions and contracts awarded should be subject to 
Scots Contract Law. Any alternative terms should be subject to approval by the Head of 
Procurement or Head of Legal Services. Specific terms may have to be constructed to protect 
SC’s interests in high risk, complex or high value contracts, and advice from Legal Services 
should therefore be sought when drafting such terms.  
 
Where a Framework Agreement has been used, SC may require special terms in addition to 
the agreed Framework terms. 
  
Supplier terms and conditions should only be used as a last resort and must be reviewed by 
the procurement team in the first instance. Supplier terms will only normally be considered 
where the requirement is low risk, e.g. a software licence.  
 
6.3. 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’ and ‘quality’. 
 
Price should be used to determine all commercial aspects of the costing of a tender. It does 
not necessarily mean the lowest cost and 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 such items as form, function, aesthetics, delivery method and timings, service 
provision, methodology. 
 
6.4. SUSTAINABLE PROCUREMENT DUTY 

 
Sustainable public procurement aims to ensure value for money for the taxpayer, which is the 
overarching aim of public sector procurement activity in Scotland. The sustainable 
procurement duty of the Procurement Reform (Scotland) Act 2014 requires that before the 
organisation buys anything it must consider how it can:  
 

• improve the social, environmental, and economic wellbeing of the area in which it 
operates;  

• facilitate the involvement of small and medium enterprises, third sector and supported 
businesses in the process, and;  

• promote innovation. 
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The sustainable procurement duty applies to all regulated procurement exercises. 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.  
 
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 
  
6.4.1. Community Benefits 
Community Benefits requirements are defined in the Procurement Reform (Scotland) Act 2014 
as a contractual requirement imposed by a contracting authority relating to any of the following: 
 

• training and recruitment; 
• availability of sub-contracting opportunities; 
• otherwise intended to improve the economic, social or environmental wellbeing of the 

authority’s area in a way additional to the main purpose of the contract in which the 
requirement is included. 
 

For example, 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.  
 
Community Benefits should be considered during the tender preparation stage by the 
procurement team and buyer, and incorporated as an evaluation criterion if it can be shown to 
be directly relevant or proportionate to the procurement requirement. 
 
A statement should be requested from each supplier stating what Community Benefits they 
can offer in providing their proposal. Any supplier proposals should then be incorporated into 
the contract, monitored, tracked and reported on. 

 
6.4.2. Fair Work First 
As of 1 April 2021, SPPN 03/21 introduced the requirement to apply ‘Fair Work First’ criteria to 
regulated procurement activities (£50k and over for goods and services, £2M and over for 
Works) where it is relevant and proportionate to do so.  
 
Fair work practices can generate a range of benefits for individuals, organisations, and society. 
‘Fair Work First’ asks businesses bidding for a public contract to commit to progressing 
towards adopting the five criteria: 
 

• appropriate channels for effective voice, such as trade union recognition; 
• investment in workforce development; 
• no inappropriate use of zero hours contracts; 
• action to tackle the gender pay gap and create a more diverse and inclusive 

workplace; and 
• providing fair pay for workers (for example, payment of the real Living Wage). 
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The procurement team will have responsibility for considering whether Fair Work First should 
apply to any regulated procurement activities and ensuring that suitable evaluation criterion is 
included and evaluated where applicable. If Fair Work First commitments are made as part of 
any procurement process, these should form part of the supplier contractual obligations and 
steps put in place to monitor and report on progress against these commitments with the 
buyer(s) / supplier(s). 

 
6.4.3. SME & Social Enterprise Participation 
SC is committed to encouraging SME and Social Enterprise 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. Additionally, SC will 
adopt and utilise relevant frameworks as appropriate e.g. SG Supported Businesses 
Framework. 

 
6.4.4. Environmental Impact 
One of SC’s key strategic aims is responding to global challenges and understanding how SC 
can mitigate and adapt to climate change risks. At the outset of any procurement activity, the 
effects of the procurement and acquisition of goods/services/works on the environment should 
be considered with a view to minimising the impact as much as possible in particular with 
respect to the SG Climate Change (Emissions Reduction Targets) (Scotland) Act 2019 and 
also SC’s Environment Strategy. 
 
The more common factors and principles associated with environmentally friendly 
procurement include, but are not limited to: 
 

• the environmental consequences of using a particular supplier; 
• the materials involved and any manufacturing processes which generate excessive 

waste; 
• the lifetime cost of ownership and overall value for money of the purchase. Low-

priced products may be of poorer quality, implying early failure, higher consumption 
rates and consequent increases in wastage and disposal factors; 

• the ability for the product to be recycled and/or disposed of in an environmentally 
friendly manner when it reaches the end of its useful operating life; 

• the amount and type of packaging material and the disposal arrangements required; 
• the consumption of non-renewable natural resources associated with the product and 

the use to which it will be put e.g. scarce timber; inefficient use of fuel or energy; 
• energy consumption and efficiency of the product when in use; and 
• the extent and nature of emissions from the equipment or product under conditions 

of normal use and under situations of abuse.  
 

6.5. CONTRACT RECORDING 
 
All contracts over £1,000 will be recorded in the contracts register. The register is used to 
centrally hold all information of the contracts 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 register is available on request from the procurement team.  
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6.6. 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 
determine the appropriate level of contract management throughout the contract’s term. Within 
each individual contract, the review of performance indicators agreed during contract 
mobilisation is key to ensuring all parties focus and report on the critical success factors of the 
contract. 
 
6.7. PURCHASE TO PAY (P2P) & PAYMENT OF SUPPLIERS 
 
Payments to suppliers should be made in accordance with the Procurement (Scotland) 
Regulations 2016.  
 
Supplier invoices should be submitted directly from the supplier to 
purchases@scottishcanals.co.uk in order to assist in meeting these targets. P2P incorporates 
the systems and processes which underpin the procurement cycle. All purchases made 
outwith the purchase card policy should be supported by a purchase order unless this has 
been approved by the finance team.  
 
Payment terms should be agreed in advance with the supplier and should be recorded on the 
paperwork submitted to procurement for creating a new supplier.  In accordance with the 
Scottish Public Finance Manual, payments should be made in accordance with the Scottish 
Government target for the payment of invoices within 10 working days of their receipt. Many 
suppliers should therefore receive payment in advance of their contractually agreed terms. 
 
6.8. FINANCIAL CHECKS 
 
An important part of supplier selection is ensuring that potential suppliers have the financial 
capacity and stability to fulfil the requirement both during and after the contract (the latter for 
any post-contract requirements such as warranties and further services). Financial stability 
can be checked in a number of ways such as:  
 

• credit/financial health checks;  
• a review of the organisation’s accounts;  
• comparison of contract requirement with a company’s turnover to ensure the value of 

the work is not disproportionate to the company’s finances.  
 
Prior to any new contract or contract extension being agreed, or new suppliers being added 
to the finance system, a financial check will be undertaken by the procurement team using a 
reputable credit checking organisation. An acceptable company credit score is generally 40 or 
higher. Scores of less than 40 will be acceptable under the following conditions: 
 

• where the payment is due to be made after receipt of goods/services/works being 
received by SC or the risk is deemed to be minimal by the Head of Procurement / 
relevant Head of Service / member of the EMT; 

• the procurement team have received suitable justification from the supplier to explain 
reason for their low score e.g. formal statement from their Finance Director or similar; 

• a parent company guarantee has been secured; 

mailto:purchases@scottishcanals.co.uk
https://www.gov.scot/publications/scottish-public-finance-manual/
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• the Head of Procurement and relevant buyer Head of Service/member of EMT have 
acknowledged the risks, mitigated as much as possible and agreed to utilise the 
supplier for the wider benefit of the business. 

 
For higher value and/or higher risk contracts, the procurement team may require additional 
financial checks as part of the procurement process which may include working with the 
finance team to undertake more detailed financial ratio analysis or conducting failure risk 
analysis as appropriate. 
 
Decisions and rationale will be documented and retained on record for audit purposes. 
 
6.9. PROCUREMENT REVIEW 
 
At the end of each regulated procurement, SC should review the procurement exercise 
including lessons learned where appropriate. We will work continuously to improve our policies 
and 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. 
 
6.10. HEALTH AND SAFETY 
 
Health and Safety is of paramount importance to SC. All procurement activity from 
specification design through contract management to contract expiry should be carried out 
with regard to the existing Health and Safety policies. covering this area and securing 
appropriate undertaking from supplier that they will carry out activity on behalf of SC in 
compliance with appropriate Health and Safety legislation and other statutory requirements 
and relevant codes as applicable. 
 
6.11. STEP-BY-STEP GUIDES AND ADDITIONAL DOCUMENTATION 

 
Additional step-by-step guides and supporting documentation are available from procurement 
on request. 
 
6.12. EXISTING CONTRACTS AND SUPPLIERS 

 
The existence of a supplier on the purchase order / finance system (currently Sage 300) 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 Section 5 above. 
 
Existing contract agreements must 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 Management Team where appropriate, 
should be carried out where agreements fall into this category. 
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6.13. 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.  
 
It is the responsibility of the buyer to define the requirements and specification for a particular 
contract. However, the procurement team can assist in the development of requirements and 
specifications to ensure they comply with procurement legislation and secure Best Value.  
 
Where possible, requirements should be defined using an outcome based specification. 
Where this is not possible, a technical specification is acceptable, so long as it does not favour 
any particular supplier and avoids use of brand names etc.  
 
 
7. COMPLIANCE & REVIEW 
7.1. COMPLIANCE 
 
The contents of both this policy apply to all SC staff, agents, contractors and representatives 
acting on behalf of SC, regardless of level, where they are involved in: 
 

• a purchasing process, whether as requisitioner, specifier or buyer; 
• authorising expenditure or payments; 
• negotiating and agreeing terms and conditions of contract; 
• committing SC to expenditure, scopes of work or terms of contract (subject to 

adherence with the Scottish Canals Internal Delegated Scheme of Authority); and 
• business interactions with suppliers on behalf of SC. 

 
Compliance with the content of this policy is both an individual and corporate responsibility, 
with all budget holders being responsible to ensure that all members of staff within their area 
are aware of the Procurement Policy and all related policies and procedures, and that they 
follow the aforementioned accordingly.  
 
Breach of, or unauthorised departure from, the content may constitute a disciplinary offence. 
In case of uncertainty, as to the application of any part of this policy, further advice should be 
sought from the procurement team. 
 
Procurement activity undertaken on behalf of SC must be compliant with all public sector policy 
and best practice as denoted in Section 5 above. The Scottish Public Finance Manual (SPFM) 
sets out specific key expenditure and purchasing responsibilities with regards to compliance, 
value for money, supplier payment & commitment to pay and contract management. All staff 
undertaking procurement and contract management activities on behalf of SC should be 
aware of and understand the principles of the SPFM.  
 
In the discharge of our duties, the Accountable Officer (SC’s CEO) must be able to assure 
Scottish Government and the Public of the highest standards of probity in the management of 
public funds. In addition to the aforementioned controls, procurement activity is subject to 
scrutiny by internal and external audit functions to ensure that internal and external controls 
are being adhered to.  
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7.2. REVIEW 
 
This policy will be reviewed formally on an annual basis by the Head of Procurement (or 
designate) and informally throughout the year in line with any changes to legislation or best 
practice guidelines. 
 
Changes which do not impact on the wider SC stakeholder responsibilities will be subject to 
approval by the Director of Finance and Business Services prior to publication of any updates. 
Material changes which impact the wider SC stakeholder responsibilities will require additional 
approval by the Compliance Forum. 
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Scottish Canals Procurement Process Flow Chart V1.0
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