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1

Introduction
This document has been prepared to assist buyers at the CSG Tooting Campus to understand the
concepts and principles of good and responsible procurement.

The key drivers for procurement are identified and an explanation of how the Corporate
Procurement Unit will contribute to the delivery of value for money across the institution is provided.

The processes and procedures outlined within this guide are underpinned by the University’s Financial
Regulations and should be used in relation to all non-pay expenditure whether recurrent or capital across
the campus.

1.1 Context

As an exempt charity, it is essential that the University’s procurement practices demonstrate adherence
to and, where legally required, comply with the following fundamentals:

e Establishing need in the first instance

e Applying the highest professional standards

e Delivering Value for Money (VFM)

e Compliance with public procurement legislation
e Appropriate governance

e Added value benefits

It is against this context that the University’s procurement policies, processes, procedures and systems
are developed.

1.2 Scope

This document sets out the key concepts and principles of good and responsible procurement. The
processes and procedures outlined in the policy and guide are underpinned by the University’s Financial
Regulations and should be used in relation to all non-pay expenditure whether recurrent or capital across
the University.

The document applies across the whole of the CSG Tooting campus and provides all the steps from
procuring to payment.

1.3 Links to related documents
This procurement policy and guide is influenced by and has links to:

e The University’s Financial Regulations and Policies

e Public procurement legislation e.g. Public Contracts Regulations 2015, Procurement Act
2023.
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1.4 Policy Statement

This procurement policy is to:

Facilitate a legally-compliant approach to procurement.

Facilitate the delivery of value for money targets for all requirements covering products/
services/ works which are sourced from external providers via legally-compliant
contracts/framework agreements and meet the need of stakeholders.

Enable stakeholders to have an input to the procurement process to ensure that all new
contracts/agreements meet the wider needs of the University.

Deliver added value opportunities and enhance the student experience.

Ensure a consistent approach to procurement across the University and provide professional
guidance for internal colleagues throughout the procurement process

Provide opportunities to consolidate contracts to enable greater leverage in obtaining
improved deals and supplier performance.

Promote the use of collaborative framework agreements (where feasible and beneficial).
Facilitate the effective implementation of a category management approach to procurement.
Enable the identification and effective management of key procurement risks.

Ensure compliance with the Institutions’ Financial Regulations.

Secure sustainable and effective supply chains across all areas of the university’s activities.

1.5 Sustainable procurement

A sustainable procurement policy statement is provided at Annex A.

1.6

Value for money statement

This policy seeks to promote the maximisation of value for money, ideally on a whole-life cost
basis.

End user representation (where appropriate) is required to have an input into determining the
criteria and weightings that will determine a measurement of value for money within each
contract/agreement.

Although cost will remain an important criterion, quality will normally account for an equal or
higher proportion of the weighting for new and replacement contracts, especially where this
will justifiably enhance the student experience.

All value for money benefits, delivered through procurement, are to be identified in a value for
money benefits register.

The transfer of risk to contractors (where commercially and operationally beneficial) is to be
considered for each contract/framework agreement.
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1.7 Procurement Toolkit
A Procurement toolkit is available which provides buyers and the Corporate Procurement Unit team
with the following:

e Advisory information

e Procurement document templates

o Databases and registers

e Strategy and Policy documents

1.8 Corporate Procurement Unit (CPU)

CSG Tooting’s procurement service is outsourced to Kingston University’s Corporate Procurement Unit.

The CPU is responsible for:
e A category management approach
e Promoting best and responsible procurement practice across the University
e Providing professional procurement advice and guidance (toolkit)
¢ Managing all tendering processes with an anticipated or known value above £50,000
e Ensuring compliance to public procurement legislation
¢ Minimising risk to the University in terms of its finances and reputation
e Achieving benefits of aggregate demand
e Delivering value for money and added value
¢ Enhancing sustainable procurement opportunities
e Vetting and approving new suppliers
¢ Managing supplier relationships and performance via devolved contract managers
e Developing suitable Performance Indicators
¢ Developing management information to enable informed decision making
e Collaborating with other institutions and bodies to benefit the University

o Developing procurement policies, processes, procedures and systems appropriate to the
University’s strategic and operational needs

The team is managed by the Head of Procurement for Kingston University.
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2 The Procurement Approach

All new/replacement non-pay contracts and agreements deemed to be strategic or above £50,000 will
be delivered by the CPU. However, the CPU team will work with all institutes and Professional Services
departments across the CSG Tooting campus and in liaison with CSG’s Procurement team based at
the main campus to ensure all key requirements are met.

The CPU Team will provide professional procurement advice and services and a procurement toolkit
will be provided and maintained by the CPU to assist colleagues involved in procurement to ensure
procurement best practice is achieved and best value delivered.

The CPU team will challenge any area which is failing to comply with the public procurement legislation
and best practice.

Where appropriate, representatives from relevant directorates and academic departments will be
encouraged to participate in buyer forums and provide their input and support throughout the
procurement process as part of a procurement group.

The CPU will ensure that the most effective configuration of contracts/agreements is in place to:
¢ Maximise value for money
¢ Maximise the use of collaborative framework agreements
e Provide employment and placement opportunities for our students
¢ Promote sustainable and ethical supply sources
¢ Allow innovative and environmentally-friendly opportunities to be explored

o Exert greater influence over our suppliers and a more streamlined approach to contract
management.

All contracts/agreements are to be managed to ensure that their performance meets the needs of the
respective University and company/market information is obtained to assist with the development of
Category strategies.

The Corporate Procurement Team will ensure that all procurement risks are identified, recorded and
effectively managed.

All key supply chains are to be reviewed to ensure they are effective, ethical and sustainable. Where
possible, small/medium enterprises (SMESs) and local supply chains are to be encouraged.

All key contractors are to be assessed for financial viability and contingency arrangements maintained
to ensure continuity of supply/service should any contracted key supplier cease operating or encounter
short-term difficulties.

Stakeholder consultation is to be encouraged and incorporated throughout the procurement process to
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ensure that the end users’ requirements are adequately considered (where appropriate).

3 Procurement Principles and Definitions

3.1 Demonstrating value for money

All staff engaged in a procurement exercise should aim to obtain best value for money (VFM) and should
be able to demonstrate that reasonable steps have been taken to achieve VFM through the procedures
outlined in this guide.

3.2 Establishing the need

Consideration must be given to the better use of University resources and to its corporate social
responsibilities (sustainability, environmental impact, carbon footprint etc.) when determining the need
by challenging the following:

e Is it essential?

o Does an existing or similar product/service exist within the University or partner institutions
that can be used instead?

¢ |s a more environmentally-friendly option available?

Once the need has been established the appropriate procurement process should be followed.

3.3 Quotation and tendering

The University needs to demonstrate VFM through the use of appropriate levels of competition between
potential suppliers. The use of quotations and tendering procedures serve this purpose and as part of
this process, buyers should endeavor to:

¢ Identify potential suppliers that are capable of supplying the requirement in terms of quality,
price, quantity and timescales.

e Provide evidence of a fair, open, transparent and non-discriminatory method of placing
business with a supplier.

e Ensure an auditable process by providing a formal record and prices are sought from
reputable suppliers and within a prescribed time period.

A guotation is a simple process using standard documentation to investigate the availability of suppliers
for a required product or service and to identify the prices, delivery timescales etc. for them.

A tender is a much more detailed and robust process used to investigate the availability of a supplier
for the product/services/works needed and to identify the prices, delivery timescales etc. for them.
Higher value procurements are subject to competition under public procurement rules.
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3.4 Supplier classification

For procurement purposes, suppliers are classified as Preferred and Secondary suppliers.

3.4.1 Preferred Supplier

A preferred supplier is selected through a formal tendering process undertaken by the University or by
other organisations to which the University has an affiliation e.g. the London Universities Purchasing
Consortium (LUPC), Crown Commercial Services (CCS) etc.

Every opportunity should be taken to use preferred suppliers as the process of selection ensures
compliance, best value and appropriate governance.

The Preferred Supplier List (PSL) is the University’s official register of all valid and authorised preferred
suppliers. The CPU will update this list after any tendering process and publish it on the Procurement
website.

3.4.2 Secondary Supplier

Secondary suppliers are selected through the quotation process. Existing secondary suppliers can be
used for future quotations.

3.5 Aggregation

Aggregation is the calculation of the University’s expenditure by category and/or supplier and can be
broken down as follows:

e Goods / equipment — whole life cost (purchase price / maintenance / supplies / disposal)

e Services — total cost over the contract term (4 years if the requirement is recurring)

o Category — the range of goods and / or services applicable to each area of spend or supplier

e Supplier — total spend by the whole University with single supplier/s or a range of suppliers
The aggregated value is then used to determine the procurement route. For instance, if the spend

exceeds the UK threshold in any of the areas or categories above then a UK tendering procedure must
be used.

For these purposes, spend is exclusive of VAT.

3.6 Framework Agreements

A framework agreement is developed through a tendering process and therefore ensures compliance,
appropriate governance and best value.

The framework can consist of a single supplier or multiple suppliers and sets out the terms and
conditions under which specific purchases (call-offs) from the selected supplier(s) can be made
throughout the term of the agreement.
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The University has access to framework agreements developed by other Public Sector Bodies or Higher
Education purchasing consortia. The University will always seek to use these frameworks where
appropriate as this saves time, resources and can provide better value for money.

Supplier(s) within a framework used by the University are classified as Preferred Suppliers. Framework
agreements used by the University can have a single supplier or multiple suppliers.

3.6.1 Single Supplier Frameworks

Here the framework is established with only one provider and with an established price and delivery
schedule.

3.6.2 Multiple Supplier Frameworks

Here the framework agreement has been established with a number of providers (2 or more).

Depending on the rules of the specific framework, where the price and terms laid down in the framework
agreement are sufficiently adequate to cover the particular requirement, the University can usually
award the call-off without further competition.

Where the price and/or terms laid down in the framework agreement are not precise or complete enough
for the particular call-off, a further or mini competition should be held with all the suppliers, within the
framework, capable of meeting the particular need.

3.6.3 Mandatory/Permissive contracts and framework agreements

All contracts/framework agreements classified as ‘Mandatory’ (please refer to the Procurement website
for the latest list) must be used for all related requirements. Any request for deviation from this mandate
must be directed to the Head of Procurement. Only in exceptional circumstances will a deviation be
allowed by the Head of Procurement.

Where products, services or works are covered by a mandated contract/framework agreement, under
no circumstances should buyers make any purchases from suppliers/contractors outside of the
mandated contract/framework agreement.

Where contracts/framework agreements are classified as ‘Permissive’ a buyer may use an alternative
supplier/contractor providing that compliance with the Financial Regulations and value for money is
maintained and due diligence checks have been conducted on the company to ensure that any risks
are able to be managed effectively.

3.6.4 Types of Procurement Routes

Depending on spend values and other criteria, the University can use three different procurement routes
to select a supplier:

(a)  Tendering competitively via the CPU (for purchases in excess of £50k). Where the value exceeds
the UK threshold the CPU will ensure that public procurement legislation is complied with.
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(b)  Seeking competitive quotations for purchases ranging between £2k and £50k. This is usually
undertaken by buyers devolved across the University and can be done by contacting capable
suppliers directly or via the eMarketplace. Templates, help and advice are available from the
CPU (please refer to the table in 3.6.5 for the various thresholds and the number of quotes
required).

3.6.5 Expenditure Levels and Procurement Route

The following limits and thresholds, as endorsed by the Financial Regulations, apply to the University,
its non-pay recurring revenue and capital expenditure.

Transaction Whole Minimum Required Procedure
Life Value*
Under £2,000 One written quotation must be obtained from the market, and the buyer has

market knowledge to satisfy that the quotation provides value for money.

£2,001 - £10,000 At least two written quotations (received at the same time) must be
obtained from the market to satisfy the selected quotation provides value
for money.

£10,001 - £50,000 An Invitation to Quote (ITQ) tender document outlining the scope of the
requirement and essential criteria should be issued under CSG Tooting’s
standard terms and conditions to at least three suppliers. At least three
written quotations should be obtained at the same time.

On UKRI funded projects, any purchases over £25k (excluding VAT)
the Procurement team should be consulted before the procurement
process begins.

£50,001 — UK public | The Corporate Procurement Unit manages all tenders over £50,000. If a
procurement contract with a preferred supplier is not available to meet a requirement, an
threshold Invitation to Tender (ITT) document outlining the scope of requirements and
essential criteria must be issued to at least 5 suppliers.

Exceeding UK UK tendering procedures apply.
public procurement
threshold for ‘Other
contracting
authorities’

The current thresholds are £214,904 for supplies and services,
£5,372,609 for works and concessions contracts and £663,540 for Light
Touch Regime (LTR) contracts for services.

* These values include VAT; Any purchases from externally funded research grants must
be flagged with the JRES who will ensure compliance with the funder’s terms.
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3.6.6 Exceptional circumstances

Where sufficient quotations or tenders are unable to be sought in accordance with the table at 3.6.5,
please contact the CPU to discuss the circumstances and what action will be required to proceed with
the proposed procurement/contract.

3.7 Procurement routes
3.7.1 Under £2,000

(@) Does a preferred supplier exist?

Yes Place an order with the supplier. Just one quotation is required.
No Check to see if a secondary supplier exists.

(b) Does a secondary supplier exist?

Yes Place an order with the supplier and quotations are not required.
No Search for suitable supplier and place an order.

A New Supplier Setup Form should be completed and sent to the CPU for
authorisation, unless a purchasing card is used for this particular requirement.

3.7.2 Between £2,001 and £10,000
() Does a preferred supplier exist for the same product or service?
Yes  Place an order with the supplier and quotations are not required.
No Check to see if a secondary supplier exists.
(b) Does a secondary supplier exist?

Yes If you have used the supplier within the last 12 months for the same product/service
and the same terms are available then place the order with the supplier and no
further quotations required. Otherwise two written competitive quotations are
required, ideally from existing suppliers where this is feasible. Where an existing
secondary supplier is chosen, the quotations should be retained on file within the
Directorate/Department to satisfy audits and for compliance with Financial
Regulations.

No Two competitive quotations (obtained at the same time) are required from suitable
companies before an order is placed.

A New Supplier Setup Form should be completed and sent to the CPU for
authorisation. Quotes must be attached to the new supplier request.

3.7.3 Between £10,001 and £50,000

() Does a preferred supplier exist for the same product or service?

Yes  Place an order with the supplier and quotations are not required.

No Check to see if a secondary supplier exists.
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(b) Does a secondary supplier exist?

Yes If you have used the supplier within the last 12 months for the same product/service
and the same terms are available then place the order with the supplier and no
further quotations required. Otherwise three written competitive quotations are
required, ideally from existing suppliers where this is feasible. Where an existing
secondary supplier is chosen, the quotations should be retained on file within the
Directorate/Department to satisfy audits and for compliance with Financial
Regulations.

No Three competitive quotations (obtained at the same time) are required from
suitable companies before an order is placed.

A New Supplier Setup Form should be completed and sent to the CPU for
authorisation. Quotes must be attached to the new supplier request.

3.7.4 Between £50,001 and UK threshold
Please refer to the CPU.

3.7.5 Exceeding UK Threshold
Please refer to the CPU.

3.8 CPUtendering classification (above £50k)

The University’s tendering procedures fall under the following two classifications:
Institutional Tendering

This procedure should be followed by the CPU team for expenditure between £50,001 and the UK
public procurement threshold. The procurement may be conducted as a bespoke competitive tender
exercise (and advertised as appropriate) or a call-off or mini competition via a suitable existing
framework agreement.

UK Tendering

This procedure should be followed by the CPU team for expenditure that exceeds the UK public
procurement thresholds. The procurement may either be conducted as a bespoke competitive tender
exercise of a call off or mini competition via a suitable existing compliant framework agreement. A
minimum period of four months should be allowed for a bespoke compliant contract to be developed
but please liaise with the CPU to determine the likely timeframe required.
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3.9 Involvementin tendering procedures

A procurement group (comprising of key stakeholders and/or subject matter experts) will be convened
by a member of the CPU.

Participation in a procurement group will enable key stakeholders to have an input into the development
of a new contract and will involve the following:

A review market conditions and key suppliers

A review of previous contract/s (where appropriate) and the development of an updated
specification and required key performance indicators

Agreeing the timeframe for the procurement

Agreeing the level of involvement of each member of the group to ensure availability and
involvement at each relevant stage

Agreeing evaluation criteria and weightings

Evaluation of bids and submissions as required

Attending bidder presentations/demonstrations and site visits
Determining the successful supplier

Helping to promote the new contract across the University

Providing feedback during the term of the new contract on supplier performance.

3.10 Evaluation criteria

The evaluation criteria must be clearly apportioned and show all commercial and technical weightings.
The following list gives a breakdown of the most commonly used criteria (you do not have to include all
of the criteria listed below, and it is also not an exhaustive list).

Commercial:

Price — The lowest price will score highest. This may be a total price or a calculation of unit
prices against a quantity model. Whole life costing should be determined where appropriate.

Economic and financial standing and stability — assessing audited accounts and credit rating
scores (at selection stage if subject to public procurement legislation).

Technical:

Technical delivery (method statement) — assesses an organisation’s detailed plan on how
they will provide the work or deliver the goods and/or services in line with the specification.

Timeframe for delivery — assesses an organisation’s proposals for delivering the
requirements in accordance with the University’s requirements.
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e Experience & skills of staff proposed - assessment here may be in the form of CV’s or staff
profiles (at selection stage if subject to public procurement legislation).

o Company experience and references — assesses the organisation’s previous work contracts.
Look for evidence of the previous successful delivery of contracts which are similar in volume,
size or value. You may require past University experience etc. (at selection stage if subject to
public procurement legislation).

¢ Quality Assurance — assesses the details or certificates for any quality assurance or relevant
standards required to perform the requirement (at selection stage if subject to public procurement
legislation).

e Legal Compliance — assesses any legal certifications that must be held to perform the
requirement (at selection stage if subject to public procurement legislation).

e Sustainability — assesses compliance with environmental obligations (at selection stage if subject
to public procurement legislation).

Once the criteria list has been finalised (separately for shortlisting and offer stages if subject to public
procurement legislation), their weighting needs to be allocated depending on which criteria is considered
most important.

3.11 Evaluation approach

The evaluations may be broken down into separate elements but each element must be carried out by a
panel (of at least two persons) rather than one individual. This ensures an open and fair assessment of all
bids. The evaluators should score against the criteria set as described above, with the highest scoring bid(s)
winning and, subject to approval, being awarded the contract.

3.12 Systems

Use of the University’s ‘Procure to Pay’ systems will be supported by the CPU for the efficient raising and
receipting of purchase orders and for the payment of suppliers.

A review of payment processes will be made with all relevant parties at the institution to determine the most
suitable and efficient options.

The CPU will use and maintain an e-tendering system for procurements that do not require publication on a
government public procurement platform.

3.13 Procurement Policy Review

The Procurement Policy will be reviewed every two years, commencing August 2020.

4 Procurements via Third Parties

The following guidelines apply when the University (CSG Tooting) wishes to engage a third party, other
than the University’s own staff or Corporate Procurement Unit, in the procurement of goods and/or services:
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4.1 Advice must be sought from the Corporate Procurement Unit before such appointment is made.

4.2 Buyers must ensure that the appointment of the 3rd Party Procurer is made in compliance with the
thresholds in the Financial Regulations and the Procurement Policy.

4.3 Where possible, the contract of appointment must be executed under the University’s standard terms
and conditions of purchase. The University’s Legal function must be consulted before any
modification/s to the standard terms can be made. A review of any proposed modification of the
University’s standard terms and conditions of purchase must be made by the Legal function to ensure
that the University is not exposed to undue risk.

4.4 The procurement processes and procedures carried out by 3rd Party Procurers must be in compliance
with prevailing UK public procurement law such as the Public Contracts Regulations 2015 or the
Procurement Act 2023 as applicable.

4.5 If the appointment is approved, the procurement of the goods and/or services will be assigned a
reference by the Corporate Procurement Unit. This reference must be applied to, and quoted on, all
documentation and correspondence relating to the procurement.

4.6 The Corporate Procurement Unit must be given full access to view, download and review all
documentation relating to the procurement process e.g. access to a data room / tender documents
etc.

4.7 The Corporate Procurement Unit will be the central point of contact and will manage the tender via its
e-tendering portal including the uploading/downloading of the tender documents, clarifications and
corresponding with bidders.

4.8 Any contract resulting from the procurement process must be reviewed and approved by the
University’s Legal function and the Corporate Procurement Unit and any revisions by such agreed and
incorporated into the contract before contract execution.

5 Managing Supplier Relationships and Performance

5.1 Periodic supplier reviews

The CPU will enable a Service Level Agreement (comprising key performance indicators) to be developed
during the procurement stages and agreed prior to the award of contracts. The CPU will also provide
contract managers with a guidance document for ongoing contract management.

Regular contract review meetings between the contract manager and the supplier will provide a mechanism
for contract users to comment on the performance of the supplier prior to the review.

Where appropriate key stakeholders should be invited to attend the review meetings to ensure that issues
or performance failure of a technical nature are discussed with the relevant individuals as appropriate.
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5.2 Reporting issues and performance failures
In order to be able to monitor contract performance it is hecessary for contract managers to record, report
and detail all performance issues which could relate to:

e Unsatisfactory performance

e Misunderstanding the requirement

e Poor communication

¢ Contractor insolvency
It is important that all issues and performance failures are reported to the CPU preferably by email and are
evidence-based so matters can be recorded and relayed to the relevant supplier for rectification. Where
appropriate, the CPU will develop a service improvement programme with the failing supplier to identify

achievable measures that can be put in place to bring the performance back to the required standard within
the earliest possible timeframe.

6 Purchase to pay process

Once the procurement procedure is complete and the supplier selected, purchase orders must be raised,
receipted and paid in accordance with the University ordering and payment processes.

Please refer to the University’s Financial Regulations.

7 Purchasing/Procurement Cards

Purchasing cards are managed by Finance and are a quick and convenient way to make payments for
items or services that are for the University’s use. The card is aimed at low value, consumable type
purchases where it would not be efficient to raise a purchase order or where a purchase order cannot be
used.

There is an individual transaction limit of £500 and a monthly spend limit per card of £5,000. These limits
may be increased in limited circumstances on the authorisation of the Deputy Director of Finance/Director
of Finance.

Purchasing cards cannot be used for entertainment and hospitality. Please refer to the Purchasing Card
Policy for full guidelines.

Visit the Finance website to apply for a card or for more information.
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Sustainable Procurement Policy Statement Annex A

The aim of this policy is to ensure that the University’s employees, contractors and suppliers are aware
of the University’s commitment to long-term social, ethical, environmental and economic sustainability.
Through our procurements, we seek to protect and enhance the environment and ensure the well-being
of, and create opportunities for, our students, staff and the people within our local community.

The University recognises the potential impact of its procurement of buildings, goods, and services has
on the environment and it seeks to integrate sustainability, environmental and social issues into its
procurement processes. This policy outlines the approach that will be taken in order to ensure that in
delivering best value for money, the University’s carbon footprint is minimised and that resources are
procured and used prudently and efficiently with due protection of the local environment within which
the University operates.

The University aims to achieve this through its contract managers by:

i. Ensuring all relevant procurement contracts and tenders contain sustainability
considerations as appropriate to the product or service being procured

. Monitoring suppliers’ sustainable performance before, during and after contract award.

iil. Encouraging suppliers to conduct their operations in an environmentally-sensitive
manner.

iv. Working with suppliers to reduce the amount of packaging and require suppliers to take
back packaging on delivery (where possible).

V. Taking a whole life cost approach to procurement and understanding the total cost of
ownership of our resources, including energy consumption, efficiency and disposal.

Vi. Using our procurement activity to promote and progress the University’s sustainability
objectives.
Vii. Taking into account the need to minimise carbon emissions and reduce the negative

impacts of transportation when purchasing goods and services.

Viil. Encouraging the selection of products / services that have minimal effect on the depletion
of natural resources and biodiversity.

iX. Encouraging re-use and the use of recycled products and products derived from
reclaimed materials as appropriate.

X. Giving preference to ethically sourced goods and services where feasible.

Xi. Encouraging local enterprises to bid for contract opportunities.
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