
 
PURPOSE OF REPORT To seek approval of a Procurement Strategy for the period 

2016-18. 

COMPETENCE 

1.1 The Procurement Reform (Scotland) Act 2014 requires a contracting authority to prepare a 
procurement strategy setting out how the authority intends to carry out regulated procurements.  As 
part of this requirement consultation on the strategy should be undertaken. 

1.2 There are no legal, financial or other constraints to the implementation of this Strategy. 

1.3 An Equalities Impact Assessment will be undertaken prior to the Strategy approval in December 2016.  
At this stage no issues have been identified. 

 SUMMARY 

2.1 The Procurement Strategy has been reviewed in the light of requirements under the Procurement 
Reform (Scotland) Act 2014 (“the Act”). 

2.2 Consultation on the proposed Strategy was carried out following the approval of the Consultative Draft 
by the Comhairle in September 2016. 

2.3 Following the consultation wording has been changed to emphasise the contribution the Strategy 
makes to carbon reduction.  An updated Strategy and Targets are included as Appendices 1 and 2 to 
the Report.  Procurement targets and actual performance in 2015/16 have also been included in 
Appendix 2.  In line with the requirements in the Act an annual performance report will be required for 
the year 2017/18 which will include details of performance against these measures. 

2.4 The Procurement and Sustainable Procurement Policies underpin this process and reference has 
been made to them in the updated Strategy.  The Policies are included in Appendices 3 and 4 to the 
Report for approval.  The policies have been updated to ensure all of the requirements of the Act have 
been included in relation to food, equalities, whole life costing and innovation. 

2.5 The Procurement Guide is produced to provide officers with a road map when a requirement to spend 
is identified.  The Guide, which is included as Appendix 5 to the Report for noting has been updated to 
ensure the relevant requirements of the Act have been incorporated. 

2.6 A monitoring Report on the achievement of the 2016/17 Action Plan is included as Appendix 6 to the 
Report.  This shows good progress in a number of areas with some slippage due to unplanned staffing 
absences in the Purchase to Pay section.  An Action Plan to support the delivery of the Procurement 
Strategy has been developed and is included as Appendix 7.   

RECOMMENDATIONS 

3.1 It is recommended that the Comhairle: 

(a) approve the Procurement Strategy and Targets 2016-18 detailed in Appendices 1 and 2 to 
the Report respectively; 

(b) approve the Procurement Policy detailed in Appendix 3 to the Report; 

(c) approve the Sustainable Procurement Policy detailed in Appendix 4 to the Report; 

(d) note the Procurement Guide as detailed in Appendix 5 to the Report and authorise the 
Director of Finance and Corporate Resources to amend the Guide to reflect any changes 
agreed to the Contract Regulations; 

(e) note the progress made to achieve the Procurement Strategy Action Plan 2016/17 as 
detailed in Appendix 6 to the Report; and 

(f) approve the Procurement Strategy Action Plan 2017/18 as detailed in Appendix 7 to the 
Report 
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 APPENDIX 1

 

PROCUREMENT STRATEGY 2016-18 
 

 

1. INTRODUCTION 

1.1 This Procurement Strategy has been prepared in the context of the Comhairle’s Strategic 
Objectives and the financial climate in which public bodies are now required to operate. 

1.2 It also takes into account the statutory requirements included in the Procurement Reform 
(Scotland) Act 2014 (“the Act”) which relate to the production of an annual procurement strategy. 

1.3 The Strategy will direct procurement practice over the coming two-year period to maximise 
impact and benefit to the Comhairle and deliver excellence throughout the organisation. 

1.4 The Strategy includes priorities, objectives and targets for achievement over the three-year 
period. 

1.5 This Strategy can only be achieved through building on the existing partnerships between the 
Strategic Procurement and Purchase to Pay Section and departments and taking action 
together. 

2. STRATEGIC CONTEXT 

2.1 The Procurement Strategy needs to take into account the policy, financial and operational 
context in which the Comhairle currently operates. 

Comhairle Policy 

2.2 The Comhairle, as a member of the Outer Hebrides Community Planning Partnership, has 
signed up to the achievement of Forward Together, the Single Outcome Agreement. 

2.3 Within the Single Outcome Agreement there are seven local outcomes.  Whilst procurement is a 
key enabler for all seven outcomes, Local Outcomes 2 and 7 are those where a direct impact 
can be made. 

 
Local Outcome 2: The economy of the Outer Hebrides and the economies within 

the Outer Hebrides are thriving 
 
Local Outcome 7: The services of the Outer Hebrides are of high quality, 

continuously improving and reflective of local needs 
 

 

2.4 The Comhairle approved a Corporate Strategy in 2012 which covers the period to 2017.  A 
review of the current strategic actions included reinforces the assessment that procurement is a 
key enabler. 

2.5 The Single Outcome Agreement and Corporate Strategy link into the Departmental Business 
Plans.  The contribution made by procurement to the achievement of these Business Plans is 
included in the Departmental Procurement Plans. 

2.6 The Comhairle will be reviewing the Corporate Strategy in 2017 in the light of the new Local 
Outcomes Improvement Plan and the election of a new council.  The Procurement Strategy will 
be updated if strategic priorities change. 



2.7 The Comhairle, in common with all public bodies, is operating within the financial constraints 
required to reduce the UK Budget Deficit.  An approved Comhairle Budget Strategy is in place. 

2.8 Given the challenging financial times the Comhairle finds itself in, procurement must play a key 
role in supporting service redesign and efficiency programmes, to realise the cost savings 
required to balance the budget going forward. 

2.9 Annual savings targets are included in this Strategy to focus activity in this area. 

2.10 The Comhairle has given a Carbon Reduction Commitment and is working to achieve the 
challenging targets set by the Scottish Government; namely a 42% reduction by 2020 and 80% 
reduction by 2050. 

2.11 Procurement is playing a key supporting role in the achievement of these targets primarily 
through the development and promotion of Sustainable Procurement. 

2.12 The Comhairle recognises the way in which procurement can support the achievement of 
organisational corporate and social responsibilities.  The Comhairle has approved the 
consideration of the use of community benefit clauses in all contracts where a procurement 
strategy is developed. 

2.13 Experience has demonstrated that the Comhairle needs to have a flexible approach to the 
delivery of community benefits.  Adopting an approach which restricts community benefits to 
requirements, for example apprenticeships, will not deliver the best solutions for Comhairle 
contracts. 

2.14 Through the Outer Hebrides Community Planning Partnership, the Comhairle seeks to support 
ethical procurement, in particular that promoted through the Fair Trade Movement.  This strategy 
seeks to develop ethical procurement and aspires to the achievement of the CIPS (Chartered 
Institute of Purchasing and Supply) Corporate Ethics Mark potentially during the lifetime of this 
strategy. 

Government Policy 

2.15 The Procurement Reform (Scotland) Act 2014 includes a number of measures to continue the 
reform of public procurement in Scotland.  Measures such as the publication of procurement 
strategies, inclusion of community benefit clauses and taking account of the living wage are 
included in the requirements of the Act. 

2.16 The Comhairle uses the Scottish Government Procurement Journey as the basis of its 
procurement process.  The Comhairle’s Procurement Policy underpins this process. 

2.17 In October 2013 the Scottish Government published the report on the Review of Scottish Public 
Sector Procurement in Construction.  The review contains a number of recommendations which 
seek to improve the way construction procurement is carried out including a review of how 
retentions are operated for works contracts. 

2.18 The Comhairle supports the recommendations in so far as they apply to the smaller scale 
construction contracts which are procured locally. 

2.19 The Scottish Government continues to fund the Public Contracts Scotland advertising portal and 
the eSourcing tool PCS Tender.  PCS Tender has been introduced to make the submission and 
evaluation of tenders easier for both buyers and suppliers.  The Comhairle has implemented 
PCS Tender, is using it for all new contracts and will seek to utilise the evaluation and contract 
management functionality available over the lifetime of this strategy. 

2.20 Promoting opportunities for Small and Medium sized Enterprises (SMEs) is a theme which runs 
through all government policy.  The Comhairle’s support for this sector is recognised in this 
strategy. 

2.21 The Comhairle aspires to the use of supported businesses wherever this represents best value 
and will work to develop new opportunities for businesses locally using the new criteria for 
disadvantaged contained in the Act. 

2.22 The Comhairle recognises that procurement can play an important role in empowering 
communities.  Work has already been undertaken to develop a community engagement 
approach which can used throughout the lifecycle of a contract. 



Best Value and Risk Management 

2.23 The Comhairle has been undertaken an assessment under the new Procurement and 
Commercial Improvement Programme (PCIP). 

2.24 In 2016 the Comhairle was assessed at 60.4% which sets the baseline for measuring 
improvement in the coming period. 

2.25 As procedures for undertaking procurement are largely now in place, the Procurement Strategy 
must now focus on the priorities for improvement laid out in the PCIP in particular a commercial 
approach. 

2.26 The strategic procurement risks as identified by the Procurement Steering Group are as follows: 

 Opportunities for cost savings or service improvements missed during the specification 
process 

 Errors or omissions in specifications 

 Tender prices received in excess of budget 

 Limited suppliers in the market leading to increased contract prices 

 Risks to service delivery arising from the inability to enforce supplier performance 
through appropriate contract management 

2.27 This Strategy seeks to implement control measures where appropriate for these risks. 

2.28 The Audit Scotland report “Procurement in Local Government” identified a number of 
recommendations for Scottish Councils. 

2.29 Whilst the Comhairle was cited as a good practice example of investing in staff to improve 
procurement performance in the report, the recommendations for all councils are relevant and 
should be implemented. 

2.30 Recommendation themes include: 

 The use of national procurement information hub information for research and 
benchmarking performance; 

 Earlier engagement with service users and suppliers to improve specifications and 
enable innovation; 

 Using Public Contracts Scotland Tender (PCS-T) for all contracts; and 

 Improve benefits reporting (financial and non-financial). 

2.31 This Strategy seeks to continue the progress being made to address the recommendations 
raised by this report. 

2.32 In line with the recommendations in the British Chamber of Commerce manifesto published in 
early 2015, the Comhairle will seek to put in place evaluation criteria that recognise quality as 
well as lowest cost to ensure better value is achieved from contracts.  This is in line with legal 
requirements. 

Sustainable Procurement 

2.33 The Comhairle has a Sustainable Procurement Policy in place which determines procurement 
practice in this area. 

2.34 This policy sets out the economic, social and environmental considerations which must be taken 
into account when undertaking procurement. 

2.35 A risk assessment tool issued by the Scottish Government has been used to identify which 
commodities and suppliers would reap the maximum sustainability impact and benefit. 

2.36 Analysis of spend suggests that the focus should be on construction and care contracts where 
the largest proportion of spend is concentrated. 



2.37 The Strategy objectives and targets in this area reflect the outcome of this risk assessment 
process. 

3. CONTEXT 

3.1 In 2015/16, 93% of expenditure was actively influenced by the Comhairle’s Procurement Section 
compared to 85% in 2014/15. 

3.2 An estimated £0.72m efficiency savings were made from procurement projects in 2014/15 and 
an estimated 95% of relevant annual spend was with contracted suppliers. 

3.3 In 2015/16, 22 contracts were awarded with all contact notices being published on the Public 
Contracts Scotland web site. 

3.4 Procurement spend in 2015/16 was £45.5m. 

4. GUIDING PRINCIPLES 

4.1 The following guiding principles should govern all procurement activity in the Comhairle. 

Where a local or national contract is in place for a commodity this will be used in all but 
exceptional circumstances. 

4.2 For amounts between £1,000 and £25,000 permission must always be sought for off contract 
spend.  For amounts over £25,000 the Comhairle’s contract regulations must be applied and a 
procurement strategy produced. 

Where a range of options for a commodity are available through a local or national 
contract, the best value alternative will be selected. 

4.3 Heads of Service are asked to enforce this principle through communication with those ordering 
goods and scrutiny of orders placed and challenge where appropriate. 

  



 

5. PRIORITY THEMES FOR ACTION 

5.1 The five priority themes for action for the period ending 2018 are: 

 Winning ways for local suppliers 

 Developing strong supplier relationships 

 Strengthening the Comhairle’s hand 

 Promoting sustainability 

 Efficiency in purchase to pay 

 

5.2 Winning ways for local suppliers 

What? Suppliers from the Western Isles secure more public contracts 

Why? More income from public contracts both with the Comhairle and other local and 
mainland public bodies means more revenue for businesses and jobs based 
locally. 

 The measure will demonstrate…. 

 Percentage of local spend with 
suppliers 

the share of the Comhairle’s spend with 
local suppliers and their success in our 
tendering and quotation processes. 

 Percentage of contracts where a 
local supplier submits a tender 

that the Comhairle’s procurement processes 
are accessible and local suppliers are able 
to bid 

 Number of Scotland Excel 
frameworks with a Western Isles 
supply base where a tender is 
submitted 

whether proactive work by the Comhairle 
and Scotland Excel is resulting in more 
growth opportunities for local businesses 

 

5.3 Developing strong supplier relationships 

What? Suppliers are seen as partners working with the Comhairle to improve 
performance, reduce costs and foster innovation 

Why? An adversarial relationship with suppliers is both time consuming and counter-
productive.  Better supplier relationships can help the Comhairle to deliver better, 
more cost effective services both now and in the future. 

 The measure will demonstrate…. 

Measure Percentage of contracts with an 
appropriate contract management 
plan in place 

a process is in place to deliver contract 
management commensurate with the risk 
and impact of the goods, service or works 
being procured. 

 Value of savings negotiated during 
the contract period 

an ongoing dialogue with suppliers about 
the cost of the contract and the potential to 
reduce them. 

 Number of contracts where 
improvements have been agreed 
and implemented 

a partnership with suppliers to find ways to 
improve including innovative new solutions. 

 



5.4 Strengthening the Comhairle’s buying power 

What? The Comhairle’s procurement processes deliver benefits and savings. 

Why? Good procurement should add value and be able to demonstrate it is doing so. 

 The measure will demonstrate…. 

Measure The value of savings secured 
through the procurement process 

collaborative contracts and local tendering 
processes are effective in delivering 
financial savings for the Comhairle. 

 Percentage of procurement spend 
covered by a commodity strategy 

rigorous processes are in place which 
consider the best use of competition and 
how benefits and sustainability can be 
delivered. 

 Percentage of procurement spend 
covered by a contract 

compliance across the organisation with 
procurement policy. 

5.5 Promoting sustainability 

What? All Comhairle procurement maximises the benefits to the Outer Hebrides and 
wider world which may rise from a purchase 

Why? It is important that the needs of tomorrow are safeguarded whilst the needs of 
today are met.  Under the Procurement Reform (Scotland) Act the Comhairle has 
a sustainable procurement duty. 

 The measure will demonstrate…. 

Measure Number of community benefit 
clauses in place 

value is added to contracts through 
community benefit clauses which can 
deliver a range of outcomes including 
apprenticeships and work placements. 

 Value of spend avoided  a culture of carbon reduction reuse and 
sharing is in place across the Comhairle 

 Percentage of spend with the third 
sector and supported businesses 

these organisations are valued and there is 
recognition of what they put back into our 
communities through social outcomes and 
support for vulnerable people 

 Number of contracts which use 
participatory budgeting approach 

the Comhairle is continuing to put power 
back into the hands of the communities it 
serves. 

 

  



 

5.6 Efficiency in Purchase to Pay 

What? The Comhairle has a purchase to pay (P2P) process that delivers value for money 
and an excellent service to suppliers 

Why? It is important not only to keep P2P costs low but also to ensure efficient ordering 
and processes which benefit suppliers 

 The measure will demonstrate…. 

Measure Percentage of invoices paid within 
30 days 

suppliers are paid promptly in particular 
small and local businesses 

 Percentage of invoices paid using 
intelligent scanning 

how the drive to pay invoices more 
efficiently is progressing which includes, at 
the start of the process, raising purchase 
orders. 

 Number of supplier invoices paid how effective efforts to work with suppliers 
to find more efficient ways of invoicing, for 
example consolidated invoices, have been 
which will reduce costs for both parties. 

 Percentage of payments made by 
main  or sub-contractors to sub-
contractors within 30 days 

Suppliers throughout the Comhairle’s supply 
chain are paid promptly. 

 

6. DELIVERING THE STRATEGY 

6.1 An action plan with associated risks has been developed to support the delivery of the Strategy. 

6.2 Progress on the achievement of the targets and action plan will continue to be reported to the 
Policy and Resources Committee on an annual basis.  

6.3 In line with the requirements of the Act an Annual Procurement Report will be produced, the first 
one being due for the financial year 2017/18. 

 



APPENDIX 2 

PROCUREMENT STRATEGY TARGETS 2016-18 

 

WINNING WAYS FOR LOCAL SUPPLIERS 

 Actual 2015/16 Target 

Indicator 2012/13 2013/14 2014/15 Target Actual 2016/17 2017/18 

Percentage of local spend with 
suppliers 

30.42% 44.21% 35.77% 40% 42.92% 45% 50% 

Percentage of contracts where a local 
supplier submits a tender 

- 82.25% 85.71% 90% 93.54% 95% 100% 

Number of Scotland Excel frameworks 
with a Western Isles supply base where 
a tender is submitted 

0 0 0 2 *  0 2 2 

 
* One local supplier engaged through a sub-contracting arrangement 

 

DEVELOPING STRONG SUPPLIER RELATIONSHIPS 

Indicator Actual 2015/16 Target 

2012/13 2013/14 2014/15 Target Actual 2016/17 2017/18 

Percentage of contracts with an 
appropriate contract management plan 
in place 

- - 84% 100%
Data being 

compiled
100% 100% 

Value of savings negotiated during the 
contract period  

- - 0 £44k
None 

identified
£48k £53k 

Number of contracts where 
improvements have been agreed and 
implemented 

- - 1 5
Data being 

compiled
10 15 

 
  



 

STRENGTHENING THE COMHAIRLE’S BUYING POWER 

Indicator Actual 2015/16 Target 

2012/13 2013/14 2014/15 Target Actual 2016/17 2017/18 

The value of savings secured through 
the procurement process 

£570,000 £535,248 £605,109 £500,000 £531,835 £400,000 £300,000 

Percentage of procurement spend 
covered by a commodity strategy 

61.70% 72.17% 85.01% 90%
Data being 

compiled
95% 100% 

Percentage of procurement spend 
covered by a contract 

70.55% 74.07% 78.76% 85% 95% 90% 95% 

 

PROMOTING SUSTAINABILITY 

Indicator Actual 2015/16 Target 

2012/13 2013/14 2014/15 Target Actual 2016/17 2017/18 

Number of community benefit clauses in 
place 

- 4 7 10 *  2 10 10 

Value of spend avoided  - - - £75,000 Not captured £75,000 £75,000 

Percentage of spend with the third 
sector and supported businesses 
(1%=£445k) 

- - 7% 7.5%
Data being 

compiled
8% 8.5% 

Number of contracts which use a 
participatory budgeting approach 

- - - No target set 1 1 2 

 

* Community Benefit Clauses considered for all procurement exercises 

  



EFFICIENCY IN PURCHASE TO PAY 

Indicator Actual 2015/16 Target 

2012/13 2013/14 2014/15 Target Actual 2016/17 2017/18 

Percentage of invoices paid within 30 
days 

93.63% 94.41% 94.77% 97%  *  94.57% 97.5% 98% 

Percentage of invoices paid using 
intelligent scanning 

- 24.77% 34.35% 50% 53.24% 75% 100% 

Number of supplier invoices paid 41,887 46,011 51,567 49,000 47,150 47,000 45,000 

Percentage of payments made by main  
or sub-contractors to sub-contractors 
within 30 days 

- - - - -

Data 
collection 
method to be 
determined 

Baseline year 

 

*  Significant unplanned staffing absences in P2P team during this period 
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1 OBJECTIVE 

1.1 The objective of the Procurement Policy is: 

To ensure a consistent, efficient and best practice approach to procurement across the 
Comhairle. 

1.2 The aims of the Policy are to: 

 Ensure that all individuals involved in the procurement of goods services and works have a 
clear understanding of their role and what is required of them; 

 Protect the Comhairle and the officers involved from the risks associated with procurement 
not being properly conducted; and  

 Ensure the outcomes, as detailed in the Comhairle’s Procurement Strategy, are achieved. 

2 SCOPE 

2.1 This policy covers all procurement carried out by the Comhairle, namely the acquisition by 
purchase, lease or other legal means of the goods, works, services and resources required to 
discharge the Comhairle’s functions in an effective, efficient and economic manner. 

2.2 There are two types of procurement 

 Purchasing; and  

 Strategic Procurement 

2.3 Purchasing is the process supporting day to day buying, primarily through contracts which the 
Comhairle or other bodes have put in place. 

2.4 Strategic procurement enables the delivery of specified requirements and takes into account 
legislative requirements, contract and supplier management, the Comhairle’s strategic objectives 
and Procurement Strategy. 

3 PUBLIC PROCUREMENT 

3.1 Public procurement is built on four basic principles: 

 

Transparency The reasons for procurement decisions must be clear. 

Accountability Decisions can be audited to ensure compliance with the law, regulations 
and organisational policy. 

Fairness All potential suppliers must be treated the same and contract opportunities 
must be advertised widely enough to ensure that genuine competition 
between parties is possible. 

Proportionality The requirements made of potential suppliers must be on a scale which is 
consistent with the type and size of contract opportunity in question. 
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3.2 The Procurement Reform (Scotland) Act 2014 also includes the requirements for the Comhairle to 
ensure that all “regulated” procurement (contracts with a value in excess of £50k): 

 Ensures that economic operators are treated equally and without discrimination; and 
 Is carried out in a transparent and proportionate way. 

3.3 The rules governing public procurement are contained within the European Union Consolidated 
Public Procurement Directive and the Procurement Reform (Scotland) Act 2015.  These determine 
how public procurement exercises should be carried out and also identify practices that are 
inappropriate. 

3.4 Further guidance on public procurement is provided by the Scottish Government through Scottish 
Procurement Policy Notes (SPPNs) and the Procurement Journey. 

3.5 Public procurement is carried out in a dynamic environment which is influenced by interpretation of 
legislation and case law. 

3.6 Failure to adhere to the provisions of the EU Directive or the Procurement Reform (Scotland) Act 
may result in legal action against the Comhairle. 

3.7 By adhering to this policy, the Sustainable Procurement Policy and Procurement Guide, Comhairle 
officers can help to ensure that the Comhairle fulfils its statutory requirements in relation to 
procurement. 

4 GOVERNANCE AND ACCOUNTABILITY 

Strategic 

4.1 The remit of the Comhairle’s Policy and Resources Committee includes the formulation and 
implementation of the Comhairle’s procurement strategy, policies and procedures. 

Corporate 

4.2 The Director of Finance and Corporate Resources is the lead director for procurement. 

4.3 The Head of Procurement and Exchequer Services has the responsibility for the development and 
implementation of the Comhairle’s Procurement Strategy and Policy. 

4.4 The Corporate Management Team has established the Procurement Steering Group comprising 
three Directors, the Integrated Joint Board Chief Officer and three Heads of Service to provide 
procurement governance at an officer level. 
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Operational 

4.5 Six procurement roles are required within the Comhairle to achieve the objectives of the policy 
namely: 

Level Role Duties 

1a Purchasing support Requisitions, orders and goods/service received 

1b Purchase to Pay 
Administration 

Scanning and indexing invoices 

Automatic processing of low level change orders 

2 Officers with procurement 
competencies 

Undertakes procurement processes, with support from the 
Strategic Procurement team, including: 

 Authorising purchase orders; 

 Ensuring the correct procedure is followed prior to a 
purchase order being approved; 

 Drafting specifications; 

 Tender or quotation evaluation; and 

 Contract and supplier management. 

3 Authorised Leads complex quotations processes and undertakes 
procurement strategy development and tendering with 
supervision and guidance when required from a qualified 
procurement officer. 

Advertises contracts on PCS and publishes tenders on PCS 
Tender. 

Facilitates or undertakes contract and supplier management. 

4 Qualified Leads procurement strategy for strategic and/or high 
risk/value contracts and provides expert procurement advice 
where required. 

Facilitates or undertakes strategic contract and supplier 
management. 

5 Head of Procurement Leads the development and implementation of Comhairle-
wide strategies, policies and procedures for procurement. 

6 Director Responsible for ensuring compliance with the Comhairle’s 
contract regulations, procurement policies and procedures 
within their department 

 

4.6 Comhairle officers undertaking any of the above procurement roles must be trained to the 
appropriate level of competency to ensure compliance with the Procurement Policy, Contract and 
Financial Regulations. 

4.7 Directors must ensure that the authority to procure is placed with roles at the appropriate level 
within the organisation. 

5 PEOPLE AND SKILLS 

5.1 Training, guides and procedures will be provided, where appropriate, for all procurement roles. 

5.2 These resources will take into account legislation, Scottish Government guidance and the 
Comhairle’s Contract and Financial Regulations. 

5.3 All written resources will be available, in the first instance, through the Comhairle’s Intranet Site. 

5.4 In line with the roles detailed in section 4.5, tendering will only be undertaken by staff deemed to 
be competent at the authorised or qualified levels. 
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6 THE PROCUREMENT PROCESS 

Procurement Planning 

6.1 All departments shall produce a bi-annual procurement plan following the agreement of the 
Comhairle’s revenue budget. 

6.2 The procurement plan shall detail the procurement arrangements relating to each commodity 
purchased by the department. 

6.3 A template will be provided for completion by Departments as part of this process. 

6.4 A procurement plan for the Comhairle’s capital programme shall be produced at the start of each 
three/four year programme period. 

6.5 Category plans will be produced bi-annually at a Comhairle wide level. 

Procurement 

6.6 All procurement shall be carried out in line with the processes detailed in the Comhairle’s Contract 
Regulations and the Procurement Guide. 

6.7 The Comhairle has adopted the Scottish Government’s Procurement Journey and the Scottish 
Construction Procurement Journey best practice guides and templates, as the basis for all 
procurement procedures. 

Contract and Supplier Management 

6.8 All contracts with suppliers will be managed by an appropriate officer either within the service or at 
a corporate level through the implementation of a Contract and Supplier Management Plan. 

6.9 Contracts will be assessed to identify the type of contact management required. 

6.10 Guidance and procedure relating to contract management are provided for this purpose. 

IT Systems 

6.11 In all but exceptional circumstances, eSourcing and eProcurement IT systems will be used for 
ordering, seeking quotations and tendering. 

Performance Management 

6.12 Procurement performance will be managed through an agreed set of performance indicators. 

6.13 Procurement scorecards will be produced on a regular basis at Comhairle-wide, category and 
departmental level to assist in target setting, monitoring and accountability. 

7 COLLABORATION 

7.1 The Comhairle will seek to collaborate with other public sector organisations where best value can 
be demonstrated. 

7.2 Collaboration at a UK (Crown Commercial Services), national (Scottish Government), sectoral 
(Scotland Excel), regional and local level will be considered for all commodities being procured. 

7.3 Internal collaboration will be pursued where more than one service requires a commodity to 
ensure compliance with procurement legislation and best value is secured. 

7.4 Where a national contract exists for a commodity, express permission from the relevant Director 
will be required for any off contract spend, ideally following consideration by the Procurement 
Steering Group. 

8 SUPPLIER ENGAGEMENT AND MANAGEMENT 

8.1 The Scottish Government’s Suppliers Charter which was approved by the Comhairle in June 2008. 

8.2 Every attempt shall be made to ensure that islands-based third sector, small and medium sized 
enterprises are aware of the Comhairle’s procurement processes and how to engage with them. 

8.3 All contracts being tendered will be advertised on the Public Contracts Scotland Portal. 

8.4 Contract packaging will be undertaken bearing paragraphs 8.1 and 8.2 in mind. 
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9 SUSTAINABLE PROCUREMENT 

9.1 All procurement activity will be carried out in line with the Sustainable Procurement Policy which 
will be approved by the Comhairle in addition to this policy. 

9.2 Whole life costing will be used whenever applicable as part of price evaluation. 

10 THE PROCUREMENT IMPROVEMENT PROCESS 

10.1 The Comhairle shall participate in the any national procurement assessment frameworks which 
are put in place which are intended to deliver value for money improvement and support increased 
efficiency across procurement in the Scottish Public Sector. 

10.2 An action plan shall be presented to the Procurement Steering Group following the completion of 
any such assessment to ensure that targets for improvement are set. 

11 MONITORING THE POLICY 
11.1 The implementation of this policy will be monitored using the following indicators: 

a. % spending with suppliers that complies with contract regulations (spend with contracted 
suppliers) 

b. % of authorised and qualified staff who have undertaken EU procurement training and 

c. % of spend undertaken through electronic ordering systems. 
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APPENDIX 4 

1 OBJECTIVE 

1.1 The objective of this Sustainable Procurement Policy is: 

To ensure that all procurement includes a requirement to maximise the benefits to the Outer 
Hebrides and the wider world that may arise from the purchase. 

1.2 The aims of the Policy are to: 

 Set the policy themes which underpin sustainable procurement; 

 Ensure that all individuals involved in the procurement of goods, works and services have a 
clear understanding of their role and what is required of them; 

 Ensure the outcomes, as detailed in the Comhairle’s Procurement Strategy, are achieved; 
and; 

 Ensure compliance with the Sustainable Procurement Duty as stipulated in the Procurement 
Reform (Scotland) Act 2014 (the Reform Act). 

2 SCOPE 

2.1 This policy covers all public procurement carried out by the Comhairle, namely the acquisition by 
purchase, lease or other legal means of the goods, works and services required to discharge the 
Comhairle’s functions in an effective, efficient, economic and sustainable manner. 

3 SUSTAINABLE PROCUREMENT THEMES 

3.1 Sustainable procurement comprises three elements: economic, social and environmental.  There 
are also other themes which must be addressed to comply with the Reform Act. 

3.2 The Comhairle has determined priorities for action for each element which link to the Single 
Outcome Agreement, Corporate Strategy and Procurement Strategy. 

Economic 

3.3 The Comhairle seek to use procurement to support the development of a thriving Outer Hebrides 
economy where people are well educated, well trained and well skilled. 

3.4 The priorities for sustainable procurement relating to the economy are therefore: 

 Increasing the percentage of procurement spend which is with local suppliers; 

 Increasing the number of modern apprenticeships; 

 Increasing the number of placements for students and graduates;  

 Expanding work experience programmes; and 

 Encouraging the payment of the living wage by suppliers. 

Social 

3.5 The Comhairle seek to use procurement to support the improvement of the physical health and 
well being of people within the Outer Hebrides 

3.6 The priorities for sustainable procurement relating to social aspects are therefore: 

 Using Fairtrade and ethically sourced products wherever practicable; 
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 Promoting nutritional, quality and freshness in our food procurement; and 

 Promoting the highest standards of animal welfare. 

Environmental 

3.7 The Comhairle seek to use procurement to derive the maximum benefit from natural resources 
whilst at the same time safeguarding those resources to benefit future generations. 

3.8 The priorities for sustainable procurement relating to the environment are therefore: 

 Encouraging the reuse and sharing as a preference to purchase of new; 

 Specifying goods and services which are energy efficient; 

 Specifying goods which cause minimal damage to the environment in their manufacture, 
distribution, use and disposal; and 

 Ensuring biodiversity is considered in all appropriate contracts. 

Other 

3.9 The Reform Act requires the Comhairle to facilitate the involvement of small and medium 
enterprises, third sector bodes and supported businesses in the procurement process. 

3.10 The duty to promote innovation is also included in the requirements of the Reform Act. 

3.11 The priorities of other sustainable procurement issues are therefore: 

 Increasing the amount of procurement spend with small and medium enterprises; 

 Encouraging the delivery of services by third sector organisations; 

 Seeking to make use of supported businesses for the delivery of goods and services; and 

 Including the opportunity to innovate in the commodity strategies, contract and supplier 
management. 

 

4 DELIVERING SUSTAINABLE PROCUREMENT 

Overview 

4.1 The Comhairle’s Procurement Policy includes the use of the Scottish Government Procurement 
Journey.  Within the Procurement Journey the development of a Procurement Strategy is required 
for all contracts with a value in excess of £25k. 

4.2 This Strategy must include reference to any sustainable procurement issues that have been 
considered and how they will be included in the procurement process if appropriate. 

4.3 The Procurement Steering Group approves the procurement strategy prior to tendering and/or 
contract award. 

Specification 

4.4 At the specification stage sustainable procurement issues must be considered. 

4.5 The inclusion of requirements relating to, for example, environmental standards or Fair trade can 
be included at this stage. 

4.6 For requirements with a value in excess of £25k where a bespoke contract is required, 
specifications will be presented to the Procurement Steering Group for approval. 

4.7 The Procurement Section will produce sustainable procurement guidance for building materials, 
paper products, vehicles and food. 

4.8 This guidance will apply to all requirements including those where a collaborative contract is in 
place or where the value is below £25k. 

Procurement Strategy 

4.9 All elements of the strategy can be used to promote sustainable procurement. 

4.10 Contract and lotting strategies will be used where appropriate to achieve sustainable procurement 
priorities. 
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Community Benefit Clause 

4.11 The Comhairle has a policy to include community benefit clauses in appropriate Comhairle 
contracts. 

4.12 Community benefit clauses can be used to achieve sustainable procurement priorities priorities by 
forming the contractual basis for any requirement specified in the tender documents or offered by 
a tenderer. 

5 MONITORING THE POLICY 
5.1 The implementation of this policy will be monitored using the following indicators: 

a. The percentage of procurement spend which is with local suppliers 

b. The number of modern apprenticeships included in Comhairle contracts 

c. The number of placements for students and graduates included in Comhairle contracts 

d. The number of work experience programmes included in Comhairle contracts 

e. The number of contracts which include the payment of the living wage 

f. The amount of spend which is avoided by reuse 

g. The number of goods and services in catalogues designated as energy efficient 

h. The number of goods in catalogues which cause minimal damage to the environment in their 
manufacture, distribution, use and disposal 

i. The number of contracts where biodiversity has been considered 

j. The number of Fairtrade products used by the Comhairle 

k. The number of food miles incurred to deliver food to Comhairle establishments 

l. Promoting the highest standards of animal welfare 

m. The amount of procurement spend with small and medium enterprises 

n. The number of Comhairle services delivered by third sector organisations 

o. The number of contracts placed with Supported Businesses 



 

COMHAIRLE NAN EILEAN SIAR 

PPRROOCCUURREEMMEENNTT  GGUUIIDDEE 

 
 

1. ABOUT THE GUIDE 

This guide contains procedures and recommended good practice for procurement.  By following 
the steps laid out in the guide, employees undertaking procurement can ensure compliance with 
the law, the Comhairle’s Procurement Policy, Contract Regulations and other Comhairle Policies. 

 

Following the procedures contained in the guide will give a high level of assurance that the way 
goods, services and works are bought within the Comhairle is effective, complies with Comhairle 
policy and is legal.  The Procurement Guide is not completely exhaustive and neither can it 
replace knowledge and experience which should be applied to particular or peculiar 
circumstances. 

 

Throughout this guide reference is made to instances where the Strategic Procurement Section 
should be consulted and involved. 

2. THE PROCUREMENT PROCESS 

 
 

 

 

For any procurement where a local contract is required, the possibility of collaborating with 
another public body should always be considered.  More advice on collaborative procurement can 
be obtained from the Strategic Procurement Section. 

 

ASSESSING VALUE 

£1 - £999 £1,000 - £24,999 £25,000 + 

CONTRACT? 

YES NO 

IDENTIFYING NEED & 
APPRAISAL OF OPTIONS 

ROUTE 1 ROUTE 2/3 ROUTE 0 

APPENDIX 5 
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There is a policy for the appointment of consultants which is set out in the Contract Regulations.  
A “Request to Engage Consultant” form must be used to secure permission to proceed, in 
advance, from the Chief Executive and Director of Finance and Corporate Resources. 

 

There are some circumstances where the requirements in Route 2 and/or 3 do not need to be 
followed.  These are detailed in Section 7 of this guide. 

 

3. IDENTIFICATION OF NEED AND APPRAISAL OF OPTIONS 

The procurement process begins with the identification of a need.  This may not always result in a 
purchase and the specific need may be able to be met in another way.  “No purchase” is a valid 
answer and will result in maximum savings for the Comhairle.  This may come about through a 
“make or buy” decision where the most effective option is to deliver the solution internally.  It may 
also come about from a “repair or replace” decision where the most effective option is to repair or 
otherwise extend the life of an existing asset.  As a minimum, the following questions should be 
asked when identifying need: 

 

Goods: 

 Does anyone else have one they don’t need which we can use? 

 Can the one we have be repaired or renovated? 

 Can we manage without it? 

 Would there be any risks if we did? 

 

Services: 

 Could we do this ourselves? 

 Could another department of the Comhairle do this for us? 

 Could we manage without this? 

 Would there be any risks if we did? 

 

Works: 

 Have these works been authorised as part of a programme or classified as a piece of 
essential repair or maintenance? 

 Are there any additional revenue costs arising from completion of these works? 

 Is there capacity in-house to do these works? 

 Are there any statutory approvals required to do these works, such as planning 
permission or a building warrant? 

 

If a requirement to purchase is the most effective option it must be described in output terms, i.e. 
by defining what is to be achieved and not by specifying a particular or potential solution or 
product to address a need.  This will enable effective challenge of the status quo. 

 

4. ASSESSING VALUE 

Separating or sub-dividing any procurement into two or more contracts in order to avoid 
application of the Comhairle’s Contract Regulations or the Public Procurement Regime is not 
allowed. 

The value of a contract is the total estimated value of the whole contract, not the estimated 
annual value of the contract.  The value of a contract is calculated by multiplying the annual 
contract cost by the term of the contract.  If the contract is for an indefinite number of years the 
annual cost must be multiplied by 4 to reach an indicative contract value. 
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All contracts for the provision of works, goods or services having a value equal to or exceeding 
the EU thresholds are subject to the requirements of EU Directives on Public Procurement and to 
the UK or Scottish Legislation or Regulations implementing the Directives.  Current values are 
available from the Strategic Procurement Section.  Where the estimated value of a contract is 
80% or more of the EU threshold, specific advice should be sought from the Strategic 
Procurement Section. 

 New rules are also in place relating to the procurement process for contracts valued at over 
£50,000 (goods and services) and £2m (works) as a result of the Procurement Reform (Scotland) 
Act 2015. 

 

5. ROUTE 0 

 

 
 

The Strategic Procurement Section will be able to advise on whether a contract is in place.  
Information about contracts is also available on the Intranet. 

 

6. USING SCOTTISH GOVERNMENT PROCUREMENT JOURNEY 

The Scottish Government has produced guidance and templates for use when carrying out a 
tendering process.  The Comhairle has approved the use of these guidelines for all procurement 
over £25,000.  The guidance can be accessed via this link:  

 

https://www.procurementjourney.scot/node  

 

Detailed planning and evaluation of risk is essential at the earliest possible stage of any 
procurement and a risk register relating to the procurement process and delivery of the overall 
project will be put in place.  The importance of the regular review of risk as a project develops 
also cannot be overstated. 

ROUTE 0

Is there an existing 
contract?

Yes No

Is there an approved 
catalogue? 

Identify at least 1 supplier for 
the goods/service – local 

where appropriate 

Select from 
catalogue/supplier 

Place Order 

NoYes
Obtain a quotation/price 

Select from an 
approved catalogue 
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For Design Consultancy Services such as architecture, structural engineering or quantity 
surveying, the terms and conditions of appointment should be in accordance with the Standard 
Forms of Appointment used for the respective discipline with a detailed indication of the Schedule 
of Services in line with the Standard Forms.  The Director of Technical Services can provide 
advice on procurement of design consultancy. 

There are a number of local variations which need to be followed in addition to the Procurement 
Journey including processes specifically for Works contracts.  These are listed in the following 
sections. 

Please consult with the Strategic Procurement Section before starting the Route 1-3 procurement 
process. 

 

Route 1 

 

The Brief 

While it is good practice to use the Route 1 process for all purchases over £1,000, it is recognised 
that preparing a “brief” document may be over complicated for a low risk or low value 
good/service. 

The Strategic Procurement Section are able to advise on whether a full brief should be prepared. 

 

Securing Quotations 

It is good practice, and the most effective method, to use the Quick Quote Function on the Public 
Contracts Scotland Portal for all non-contract purchases between £1,000 and £24,999.  The 
minimum requirement under Contract Regulations is that three quotations are obtained.  Should 
less than three be submitted evidence or invitations to quote should be retained for audit 
purposes to demonstrate compliance with procedures.  The use of Quick Quote is the easiest way 
to secure the required number of quotations and should be used wherever practicable. 

 

Award of Quick Quote 

Where the quote is within the threshold and budget, the work may be awarded by the procuring 
officer. In the event that the lowest price/most economically advantageous quote exceeds the 
threshold, then, expect in exceptional circumstances it will be re-issued as a tender following 
Route 2. Award in exceptional circumstances will only be made with the approval of the Chief 
Executive. In the event that the lowest price/most economically advantageous quote exceeds the 
budget, the quote can only be awarded once the relevant budget manager has confirmed that 
sufficient budget is in place. 

 

Route 2/3 

 

For all procurement exercises the following steps/authorisation must be followed: 

 

 Sign Off 
Quality 

Assured 
Approval 

Procurement Strategy Document 
(Project Initiation Document) and 
checklist 

Head of 
Service 

Procurement Procurement Steering Group 

Budget Sign Off Director Accountancy 
Director of Finance & Corporate 
Resources 

Specification (see below) Director Procurement Procurement Steering Group 
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 Sign Off 
Quality 

Assured 
Approval 

Evaluation Criteria Director Procurement Chief Executive 

Contract Terms & Conditions Director Legal Services Head of Executive Office 

Contract Award Report Director Procurement Chief Executive 

Contract Management Plan 
Service 
Manager 

Procurement Director 

 

 

Specification – Community and Stakeholder Engagement 

When determining the specification for a requirement, the lead officer must ensure appropriate 
engagement with stakeholders, service users and/or the wider community.  This is particularly 
important in contracts which directly deliver services for people in the Western Isles.  The 
Strategic Procurement Section can provide advice and support for this process if required.   

Particular attention will also be paid to ensuring the Comhairle’s obligations in relation to 
equalities are taken into account. 

 

Specification – Seeking Committee Approval 

Matters which relate to addressing service needs and/or which would impact on the cost of the 
project (in cases where there are alternative means of proceeding) such as, the length of a pier or 
whether a stretch of road should be single or double track, the capacity of a care home or school, 
should be determined by the Service Committee on the advice of and following an options 
appraisal by Officers.  In relation to revenue contracts, matters such as the age of the vehicles, 
the frequency of services are to be provided e.g. in relation to buses or grounds maintenance 
should be referred to the Service Committee on the same basis. 

 

Additional guidance on terms and conditions is contained in the report entitled Contracts - 
Proposed Procedures Prior to Award. 

 

Development of a Procurement (Commodity) Strategy 

A procurement strategy, for approval by the Procurement Steering Group, must be developed for 
all requirements over the tendering limit as approved in the Contract Regulations. 

Where possible early market engagement should be carried out to inform the development of the 
strategy. 

The strategy will also demonstrate how lotting strategy and market engagement supports the 
delivery of the outcomes as approved in the Comhairle’s Procurement Strategy.  The use of 
whole life costing will also be considered at this stage along with issues like health and safety and 
equalities which are statutory requirements under the Procurement Reform (Scotland) Act. 

 

Undertaking the Tendering Exercise 

Only officers who have approval to undertake a level 3 or 4 procurement role are permitted to 
lead a tendering exercise. 

All tenders will be advertised on the Public Contracts Scotland Portal, PCS Tender and, where 
appropriate, in the Official Journal of the European Union. 
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Evaluation 

In relation to evaluation, objectivity, external perception of objectivity and double-checking are all 
key to this process.  It is therefore suggested that evaluation be carried out by a team including 
client officers and, where appropriate technical advisers.  Scores will be determined through a 
moderation process unless otherwise agreed at the procurement strategy stage. 

A guide for evaluation panels has been developed and is issued to all panel members prior to the 
evaluation process. 

 

Contract Award and Notification 

All contracts must be approved by the Chief Executive following consideration of a detailed 
contract award report prepared by the lead procurement officer. 

All contract awards will be published on Public Contracts Scotland. 

 

Contract Implementation and Management 

It is important to ensure that the steps in the Procurement Journey post contract award are 
followed.  The Head of Service must sign off the Contract and Supplier Management Plan and 
following quality assurance submit the Plan to the Director for approval. 

 

Additional guidance for procurement for Works 

The Director of Technical Services takes the lead for procuring and overseeing all construction 
works relating to projects lead by his departments.  Construction Works include building and civil 
and other engineering works as defined in Regulation 2 of the Construction (Design and 
Management ) Regulations (CDM 2015 Regulations) and may include both notifiable and non-
notifiable works.  Occasionally it may also include “Design and Build” projects as well as 
traditional contracts. 

 

Prior to commencing any tendering exercise, it should be confirmed whether or not the 
Comhairle’s in house Property Maintenance Delivery Team has capacity to undertake the 
required construction work within the best value framework. 

 

A Procurement Strategy approved by the Procurement Steering Group and evaluation criteria 
approved by the Chief Executive are required before the tendering process commences. 

 

Only officers who have approval to undertake a level 3 or 4 procurement role for Works contracts 
are permitted to lead a tendering exercise. 

 

7. EXEMPTIONS TO CONTRACT PROCUREMENT RULES 

 

The following circumstances are detailed in the Contract Regulations as being those where Route 
2/3 tendering processes need not be followed: 

 

 Any procurement where the value is less than EU thresholds and a Comhairle decision has 
been taken not to seek tenders; 

 

 Urgent professional services including structural engineering, the appointment of Counsel 
or other legal specialists; 

 

 Contracts of employment 
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 Contract relating to heritable property; 

 

 Contract awarded through a Framework Agreement; 

 

 An urgent requirement for goods or services (as determined by the Chief Executive); 

 

 Collaborative procurement undertaken by another body where a Comhairle decision has 
been made to participate; and 

 

 Special circumstances (as determined by the Chief Executive) including: 

 

- An instance where the proposed supplier is, by reason of recent experience within the 
last three months, the best value for money and would be likely to remain so in another 
competition; 

 

- Where the proposed supplier is the only one known to possess unique or specialised 
goods or services and there are no satisfactory alternatives; and 

 

- Where the goods or services cannot be obtained from another source and there are no 
satisfactory alternatives. 

 

Legal Services or the Strategic Procurement Section can provide advice on whether an 
exemption is applicable. 

Approval must be sought at the outset and a Procurement Strategy, which includes more than 
just the procurement route must be completed and approved by the Procurement Steering 
Group for requirements where the contract value is in excess of £25k. 



APPENDIX 6 

PROCUREMENT STRATEGY 2015/16 

ACTION PLAN UPDATE AS AT NOVEMBER 2016 

 

WINNING WAYS FOR LOCAL SUPPLIERS 

Indicator What Progress to November 2016 

Percentage of local 
spend with suppliers 

Work with the Supplier Development Programme and 
Business Gateway to ensure training and on line resources 
are available for suppliers in the Western Isles 

New contract for Business Skills support includes tendering 
training and one to one sessions. 

Some with SDP – evaluating effectiveness of further 
engagement. 

Undertaken supplier engagement and/or events prior to 
publication of tenders where a local supply base exists 

PINs used for a range of contracts.  Currently PIN out for 
Extra Care/Residential care re-provision. 

Ensure business processes are amended to ensure at least 
one local supplier is asked to quote for requirements under 
£25k 

Included in quick quote checklist. 

Percentage of 
contracts where a local 
supplier submits a 
tender 

Provide bespoke tendering training prior to publication of 
contract notice where needs are identified 

New contract for Business Skills support includes tendering 
training and one to one sessions. One to one provided to 
supplier prior to Scotland Excel contract 

Provide one to one training for suppliers on how to use PCS 
Tender 

Training offered and provided as required (sometimes 
telephone support) 

Number of Scotland 
Excel frameworks with 
a Western Isles supply 
base where a tender is 
submitted 

Identify opportunities for local suppliers Proactive work undertaken relating to vehicle parts. 
Discussed each quarter with SXL and Economic 
Development. 

Hold supplier events in the Western Isles for targeted 
contracts 

Supplier events held for construction and winter 
maintenance.  Event being planned for Children’s Services. 

Participate in a pilot project to identify how local suppliers can 
be supported 

Project undertaken  

 

  



DEVELOPING STRONG SUPPLIER RELATIONSHIPS 

Indicator What Progress to November 2016 

Percentage of 
contracts with an 
appropriate contract 
management plan in 
place 

Secure approval from the Procurement Steering Group for 
segmented approach, based on risk and impact, for the 
development of appropriate contract management plans 

Approved January 2016 

Ensure contract management arrangements are in place for 
all contracts designated as high risk and/or impact 

In place for high value construction projects and the facilities 
management contract for the WISP schools.  Contract 
management process underway for Residential, Nursing and 
Respite care.  Awaiting final contract for Children’s 
Residential Services. 

Ensure contract management arrangements are in place for 
all contracts designated as medium/low risk and/or impact 

Seminar with contract owners held 3 June 2016.   Contract 
management plans in place for majority of contracts 

Value of savings 
negotiated during the 
contract period 

Identify contracts where savings and improvements could be 
made and ensure training is provided to relevant managers to 
enable negotiation and discussion to take place 

Action plans in place for savings and improvements.  
Negotiation training to be organised. 

Number of contracts 
where improvements 
have been agreed and 
implemented 

Use procurement scorecards to capture and report on 
savings information 

New scorecards to be established for 2017/18 using PCS 
Tender where possible 

 

  



STRENGTHENING THE COMHAIRLE’S BUYING POWER 

Indicator What Progress to November 2016 

The value of savings 
secured through the 
procurement process 

Increase the use of quick quotes for requirements £1,000-
£24,999 

Quick quotes have increased from 145 in 2014/15 to 167 in 
2015/16 

Ensure baseline information on current budget/capital 
allocation is agreed at the start of the procurement process 

To be implemented from January 2017 

Undertake training in supply market analysis and cost drivers 
to improve quality of procurement strategy recommendations 

Training ongoing including review of other council’s 
approaches.  Head of Procurement and Exchequer Services 
to deliver training in January 2017.  CIPS training for 
Procurement Manager will be cascaded to rest of the team. 

Percentage of 
procurement spend 
covered by a 
commodity strategy 

Ensure all requirements over £25k have a procurement 
strategy approved by the Procurement Steering Group 

Now in place including those for single suppliers and reports 
to committee which previously haven’t been considered by 
the Procurement Steering Group. 

Undertake a full category review and develop plans for 
categories where procurement strategies are not in place 

Category analysis underway.  Plans to be presented in early 
2017. 

Percentage of 
procurement spend 
covered by a contract 

Develop catalogues for use on the eProcurement system for 
high volume areas of spend, for example stationery  

Catalogue development underway and a number of 
catalogues already being used. 

Monitor spend through the creditors system on a monthly 
basis to ensure off contract spend is quickly identified and 
appropriate action taken to prevent reoccurrence 

Undertaken monthly 

Submit spend information on a quarterly basis to ensure non 
contracted spend is identified and appropriate action taken to 
prevent reoccurrence 

Implemented 

Include commodities where contracts should be put in place in 
the forward Procurement Programme 

Identified as part of off contract spend and department 
procurement planning processes. 

  



PROMOTING SUSTAINABILITY 

Indicator What Progress to November 2016 

Number of community 
benefit clauses in 
place 

Review approach to the development of community benefit 
clauses 

Considered for all contracts 

Value of spend 
avoided  

Introduce a corporate approach to the advertising and sharing 
of surplus goods using the WarpIT software platform 

Postponed due to requirement to cover staffing absences in 
Purchase to Pay.  Working up proposals for a spend to save 
project in 2016/17. 

Ensure specifications over £25k continue to be scrutinised by 
the Procurement Steering Group 

Implemented 

Percentage of spend 
with the third sector 
and supported 
businesses 

Identify at least 1 contract annually where proactive action 
can be taken to ensure third sector organisations are able to 
tender 

Bus contracts in Uist and Barra targeted in 2015/16.  Tenders 
received as part of this process from third sector 
organisations. 

Take proactive action to ensure use of supported businesses 
included on the Scottish Government framework agreement 
by identifying opportunities and making recommendations to 
departments. 

Supported business used for Ardseileach Fit Out.  
Opportunities presented to departments as requirements are 
identified. 

 

EFFICIENCY IN PURCHASE TO PAY 

Indicator What Progress to November 2016 

Percentage of invoices 
paid within 30 days 

Introduce a feedback mechanism for directors to ensure 
action is taken where invoices are not passed for payment 
promptly  

Postponed due to staffing absences in Purchase to Pay.  To 
be implemented January 2017 

Review policy on retentions for works contracts Currently engaging with the Scottish Government’s 
Construction Review Delivery Group in consultation with 
colleagues in Technical Services. 

Percentage of invoices 
paid using intelligent 
scanning 

Complete roll out of electronic ordering in catering 
establishments 

Uist and Barra schools now live.  Care homes being rolled 
out now P2P section is back to full strength. 

Ensure batch processing access on the Creditors System is 
restricted to those who make grant and creditor (non-invoice) 
payments 

Review underway and to be fully implemented for the start of 
financial year 2017/18. 

Number of supplier 
invoices paid 

Work with high invoice volume suppliers to introduce 
methods of reducing volumes 

Engagement with groceries and provision supplier underway.  
Telephone meeting has taken place with Calmac to identify 
P2P improvements. 
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PROCUREMENT STRATEGY 2016-18 
ACTION PLAN 

 

WINNING WAYS FOR LOCAL SUPPLIERS 

Indicator What Who When 

Percentage of local 
spend with suppliers 

Facilitate the provision of one to one support pre tender through the 
Business Gateway Skills contract. 

Procurement Manager As required 

Introduce a method for quality assuring scope of requirements to ensure 
language and terminology is easily understood and responded to. 

Head of Procurement 
and Exchequer 
Services 

January 2017 

Percentage of 
contracts where a local 
supplier submits a 
tender 

Work with the Business Gateway skills provider to ensure up to date 
training can be provided on the European Single Procurement Document, 
the Comhairle’s Procurement Process and the use of PCS Tender. 

Procurement Manager January - April 2017. 

Number of Scotland 
Excel frameworks with 
a Western Isles supply 
base where a tender is 
submitted 

Review the Scotland Excel forward programme and identify opportunities 
for local suppliers 

Procurement Manager At least quarterly 

Ensure local suppliers are proactively approached to ensure they are 
aware of upcoming opportunities and the support available to assist them 
with tendering. 

Procurement Manager As contracts arise 

 
  



DEVELOPING STRONG SUPPLIER RELATIONSHIPS 

Indicator What Who When 

Percentage of 
contracts with an 
appropriate contract 
management plan in 
place 

Complete the review of the Comhairle’s contract register Procurement Manager December 2016 

Ensure contract management arrangements are in place for all contracts 
designated as high risk and/or impact 

Head of Procurement 
and Exchequer 
Services 

March 2017 

Value of savings 
negotiated during the 
contract period 

Identify contracts where savings and improvements could be made and 
ensure training is provided to relevant managers to enable negotiation 
and discussion to take place 

Head of Procurement 
and Exchequer 
Services 

January 2017 

Number of contracts 
where improvements 
have been agreed and 
implemented 

Use procurement scorecards to capture and report on savings 
information 

Head of Procurement 
and Exchequer 
Services 

April 2017 

 

STRENGTHENING THE COMHAIRLE’S BUYING POWER 

Indicator What Who When 

The value of savings 
secured through the 
procurement process 

Ensure baseline information on current budget/capital allocation is agreed 
at the start of the procurement process 

Procurement Manager January 2017 

Undertake training in supply market analysis and cost drivers to improve 
quality of procurement strategy recommendations 

Head of Procurement 
and Exchequer 
Services 

January – March 
2017 

Percentage of 
procurement spend 
covered by a 
commodity strategy 

Undertake a full category review and develop plans for categories where 
procurement strategies are not in place 

Head of Procurement 
and Exchequer 
Services 

April 2017 

Percentage of 
procurement spend 
covered by a contract 

Implement off contract spend action plan Procurement Manager During 2017 

Ensure catalogues in place for food and IT hardware/consumables 
contracts. 

Procurement Manager By April 2017 

 
  



 

PROMOTING SUSTAINABILITY 

Indicator What Who When 

Number of community 
benefit clauses in place 

Ensure process to monitoring and reporting of community benefit clauses 
is in place 

Procurement Manager By April 2017 

Value of spend avoided  
Introduce a corporate approach to the advertising and sharing of surplus 
goods using an IT software platform. 

Head of Procurement 
and Exchequer 
Services 

During 2017 

Percentage of spend 
with the third sector 
and supported 
businesses  

Identify at least 1 contract annually where proactive action can be taken 
to ensure third sector organisations are able to tender 

Head of Procurement 
and Exchequer 
Services 

During 2017 

Take proactive action to ensure use of supported businesses included on 
the Scottish Government framework agreement by identifying 
opportunities and making recommendations to departments. 

Procurement Manager During 2017 

Number of contracts 
which use a 
participatory budgeting 
approach 

Identify at least 1 contract annually where proactive action can be taken 
to utilise a participatory budgeting approach 

Head of Procurement 
and Exchequer 
Services 

During 2017 

 

  



 

EFFICIENCY IN PURCHASE TO PAY 

Indicator What Who When 

Percentage of invoices 
paid within 30 days 

Introduce a feedback mechanism for directors to ensure action is taken 
where invoices are not passed for payment promptly  

Procurement Manager January 2017 

Review payment performance for key suppliers and prioritise action 
where there is delayed payment 

Procurement Manager December 2017 

Percentage of invoices 
paid using intelligent 
scanning 

Complete roll out of electronic ordering in catering establishments Procurement Manager By 1 April 2017 

Ensure batch processing access on the Creditors System is restricted to 
those who make grant and creditor (non-invoice) payments 

Procurement Manager By 1 April 2017 

Progress work to develop uploads for payments to reduced amount of 
batch processing required 

Procurement Manager June 2017 

Number of supplier 
invoices paid 

Work with high invoice volume suppliers to introduce methods of reducing 
volumes 

Procurement Manager During 2017 

Percentage of 
payments made by 
main  or sub-
contractors to sub-
contractors within 30 
days 

Develop a mechanism for establishing a baseline for the performance 
indicator 

Head of Procurement 
and Exchequer 
Services 

During 2017 

 



APPENDIX 8 

MANDATORY REQUIREMENTS OF THE ACT AND STATUTORY GUIDANCE OBLIGATIONS 

The Procurement Reform (Scotland) Act 2014 lays out some mandatory requirements which the 
procurement strategy must include.  In particular: 

How the organisation intends to make sure that 
it’s regulated procurements will: 

Council Response/Strategy Content 

Contribute to the carrying out of its functions 
and the achievement of its purposes 

The Strategy makes reference to the Policy 
Objectives of the Comhairle and the Outer Hebrides 
Community Planning Partnership 

Relevant consultation when developing… the 
Procurement Strategy

Consultation undertaken following approval in 
September 2016 of a consultative draft 

Effective contract and supplier management Targets and an action plan included in the 
Procurement Strategy 

High level commercial targets Included in the Procurement Strategy 

Community and Stakeholder consultation The Procurement Guide outlines how and when 
consultation will take place. 

Use of clear outcomes Each target in the Strategy is linked to an outcome 

Deliver value for money The Procurement Policy and Guide provide clear 
details of the procurement process which is 
designed to deliver VFM for the Comhairle. 

Whole life costing The Sustainable Procurement Policy outlines how 
this requirement will be delivered.  The Procurement 
Guide provides more information on how this will be 
done. 

Be carried out in compliance with its duty to 
treat relevant economic operators equally and 
without discrimination 

The Procurement Policy sets out how this will be 
delivered. 

Early Market Engagement The Procurement Guide sets out how this will be 
delivered. 

Clear Precise Language An action has been included as part of the 
Procurement Strategy 

Contract Size The Procurement Guide sets out how this will be 
delivered. 

Be undertaken in compliance with its duty to act 
in a transparent and proportionate manner 

The Procurement Policy sets out how this will be 
delivered. 

Use of electronic communication The Procurement Policy sets out how this will be 
delivered. 



How the organisation intends to make sure that 
it’s regulated procurements will: 

Council Response/Strategy Content 

Open public and market engagement The Procurement Policy and Procurement Guide set 
out how this will be delivered. 

Comply with the sustainable procurement duty The Sustainable Procurement Policy outlines how 
this requirement will be delivered.  The Procurement 
Strategy also sets targets in relation to sustainability.

The use of community benefit requirements References to community benefits have included in 
the Procurement Strategy and Sustainable 
Procurement Policy. 

Consulting and engaging with those affected by 
its procurements 

The Procurement Guide outlines how and when 
consultation will take place. 

Payment of a living wage - to persons involved 
in producing, providing or constructing the 
subject matter of regulated procurements  

The Sustainable Procurement Policy outlines how 
this requirement will be delivered.   

Promoting compliance with health and safety at 
work, including how a supplier/ sub-contractor 
demonstrates compliance 

The Procurement Policy and Procurement Guide set 
out how this will be delivered. 

The procurement of fairly and ethically traded 
goods and services 

The Sustainable Procurement Policy outlines how 
this requirement will be delivered.   

Lifecycle costing The Sustainable Procurement Policy outlines how 
this requirement will be delivered.   

Use the provision of food to improve health and 
wellbeing and promote the highest standards of 
animal welfare 

The Sustainable Procurement Policy outlines how 
this requirement will be delivered.   

The provision of prompt payment – no later than 
30 days after invoice by the organisation to a 
supplier and/or sub-contractor, or by a sub-
contractor to a sub-contractor 

A target has been included in the Procurement 
Strategy 

 


