TOWN OF

3 Bassendean

Purchasing Policy

1. Objectives
The objectives of this Policy are to:

(@) Align procurement at the Town of Bassendean with the strategic and
operational objectives of Council, consistent with Council’s priorities to support
the local economy and environmentally sustainable outcomes, while providing
value for money; and

(b) Ensure procurement at the Town is conducted in compliance with applicable
legislation, regulation, standards, and policy.

2. Scope

The Policy applies to all Town officers undertaking procurement on behalf of the
Town.

3. Policy Statement

The Town is committed to best practice in the procurement of goods and services
that align with the principles of transparency, probity and good governance and
complies with the Local Government Act 1995 and Part 4 of the Local Government
(Functions and General) Regulations 1996.

4. Policy Details

4.1  Ethics and Integrity

All officers of the Town are to observe the highest standards of ethics, honesty,
fairness, and integrity when undertaking purchasing activities and act in an honest,
fair, and professional manner consistent with the Town’s values. Ethical behaviour
includes avoiding conflicts of interest and disclosing any actual or perceived conflict
of interest.

The Town’s Code of Conduct details the behavioural expectations of Town Officers.
4.2  Value for Money

Value for money is the overarching principle guiding all procurement activities. Value
for money does not mean accepting the lowest quote. Value for money is achieved
through the critical assessment of price, risk, safety and quality standards, financial
viability of suppliers, timeliness, past contractor performance, specified qualitative
criteria, as well as environmental sustainability, social and local outcomes to
determine the best value for the Town.

4.3 Procurement Risk

The Town will effectively manage risk in procuring goods and services from external
contractors and suppliers to achieve the best procurement outcomes in accordance
with this Policy. The Town may engage an independent Probity Auditor for projects

assessed as presenting high reputational, financial or community risk.
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The Town’s Procurement Manual provides a best practice procurement resource for
each stage of the procurement process and must be followed for all procurement
activity within the Town.

4.4  Purchasing Thresholds and Practices
4.4.1 Defining the Purchasing Value

The Town will apply the following principles to assess and determine purchasing
values to ensure appropriate purchasing practice and threshold management for all
purchasing activities:

(@) Exclude Goods and Services Tax (GST);

(b) Use the actual or expected value of a contract over the full contract period
including the value of all contract extension options; and

(c) Determine the appropriate length of a contract based on the nature of goods
and services to be provided, historical purchasing activity, an assessment of
expected future purchasing requirements, and market conditions.

Procurement activities for the same goods or services should be aggregated into a
single procurement activity to achieve the best value for money and efficiencies for
the Town. Multiple procurement activities for the same goods or services must not
be conducted, where the effect (whether intentional or otherwise) is to avoid a
procurement threshold specified in 4.4.2.

The calculated estimated purchasing value will determine the applicable threshold
and purchasing practice.

4.4.2 Purchasing Thresholds

The purchasing value determines the applicable purchasing threshold and the
sourcing requirements, as specified in the following table:

Purchase
Value . _
Threshold Sourcing Requirement
(ex GST)
Direct purchase from supplier; quotations not required.
Up to $1,000 Note: Town purchasing cards may be used for purchases up to $1,000,

pursuant to the Town’s Purchasing Card Procedures

Obtain at least one written quotation from a suitable supplier.

Where a competitive market exists for the good or service, a written
quotation may include an advertisement, catalogue, supplier website, or
From $1,001 to | similar.

$5,000 The Town will use its general knowledge of the market to ascertain

whether the purchase represents value for money. The Town should
seek more than one quotation if they are not satisfied that the first
choice of supplier would represent value for money.
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Purchase
Value
Threshold

(ex GST)

Sourcing Requirement

From $5,001 to
$20,000

Obtain at least two (2) written quotations from suitable suppliers.

A record of the purchasing decision must be kept in accordance with
the Town’s Procurement Manual.

From $20,001
and up to
$60,000

Seek at least three (3) written quotations from suitable suppliers using
the applicable RFQ documentation specified in the Town's Procurement
Manual.

Quotations received are subject to relevant evaluation, review and
approvals, in accordance with the Town’s Evaluation Handbook and
Procurement Manual.

From $60,001
and up to
$250,000

Request For Quotation (RFQ).

Conduct an open market RFQ process in accordance with this Policy
and the Town’s Procurement Manual.

Or

Seek at least three (3) written quotations from suitable suppliers using
the WALGA Preferred Supplier Program or the State Government CUA.

Or

Seek at least one (1) written quotation from an Aboriginal Business or
Australian Disability Enterprise, in accordance with clauses 5.2.1 and
5.2.2 of this Policy, respectively.

The above process must be conducted by the Town's Procurement Unit
and are subject to formal evaluation, review and approvals, in
accordance with the Town’s Evaluation Handbook and Procurement
Manual.

Over $250,000

Request for Tender (RFT)

Conduct an open market public RFT process in accordance with Part 4
of the Local Government (Functions and General) Regulations 1996

Or

Seek written quotations from suitable suppliers using the WALGA
Preferred Supplier Program or the State Government CUA. A sufficient
number of quotations should be sought to provide a competitive field.

Or

Seek at least one (1) written quotation from an Australian Disability
Enterprise, in accordance with clause 5.2.2 of this Policy.

The above processes must be conducted by the Town's Procurement
Unit and are subject to formal evaluation, review and approvals, in
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Purchase

Value _ _
Threshold Sourcing Requirement

(ex GST)

accordance with the Town’s Evaluation Handbook and Procurement
Manual.

4.5 Inviting Tenders Though not Required to do so

The Town may decide to invite a Public Tender, despite the estimated purchase
value being less than the prescribed tender threshold, where it considers a public
tender process will provide better value for money, in accordance with clause 4.2 of
this Policy. In such cases, the tender process must comply with the legislative
requirements and the Town’s Procurement Manual.

4.6  Unique Nature of Supply (Sole Supplier)

An arrangement with a supplier based on the unique nature of the goods or services
required or for any other reason, where it is unlikely that there is more than one
potential supplier, may be approved where the:

(&) Purchasing value is estimated to be over $5,000 and less than $60,000; and
(b) Purchasing requirement has been documented in a detailed specification.

The CEO may approve a sole supplier arrangement for purchases of up to $60,000.
A sole supplier arrangement may be approved for a maximum period of three (3)
years.

4.7 Expressions of Interest

Expressions of Interest (EOI) will be considered as a prerequisite to a tender process
where one or more of the following criteria apply:

(&) An inability to sufficiently scope or specify the requirement;
(b) Significant variability for how the requirement may be met;

(c) Potential for suppliers to offer unique solutions and / or multiple options for how
the purchasing requirement may be obtained, specified, created or delivered;

(d) Significant creative element; or

(e) A procurement methodology that allows for the assessment of a significant
number of potential tenderers leading to a shortlisting process based on non-
price assessment.

The EOI process is to be conducted in line with an RFT process and similar rules
apply. An RFT should follow an EOI process, with those shortlisted under the EOI
invited to participate.
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4.8 Emergency Purchases

An emergency purchase is exempt from the purchasing thresholds and practices
specified in this Policy.

An emergency purchase is defined as an unanticipated and unbudgeted purchase,
which is required to respond to an emergency. An emergency purchase does not
include a purchase that was not planned for due to time constraints.

The Town must make every effort to anticipate required purchases in advance and to
allow sufficient time to apply the other clauses of this Policy.

Purchases or contracts entered in to under an emergency must be limited in scope
to that which is necessary only to deal with the emergency. Once the immediacy of
the emergency has passed, an appropriate procurement process must be
undertaken for replacement or reinstatement works.

The CEO shall approve an emergency purchase.
49 Anti-Avoidance

The Town will not conduct multiple purchasing activities with the intent (inadvertent
or otherwise) of "splitting" the purchase value, so that the effect is to avoid a
particular purchasing threshold or the need to call a public tender. This includes the
creation of two or more contracts or creating multiple purchase order transactions of
a similar nature.

4.10 Procurement Governance

The Procurement Unit will manage all RFQ and RFT processes and will exercise
governance and oversight over the Town’s other procurement activities, including
threshold compliance, sole supplier application, procurement probity, audit and
reporting requirements.

4.11 Purchasing Procedures

The procurement of goods and services must comply with the purchasing
procedures specified in the Procurement Manual.

5. Sustainable Procurement

The Town is committed to sustainable procurement practices that favour suppliers
that demonstrate environmentally sustainable business practices and social
outcomes, environmentally preferable products and businesses that provide local
economic benefits.

The Town will give effect to this commitment by, wherever appropriate, designing
guotations and tenders that incorporate a qualitative criterion for sustainable
procurement with a percentage allocation, to provide an advantage to suppliers of
goods and services that demonstrate commitment to these desired environmental,
social and local economic outcomes.

Where a qualitative criterion for sustainable procurement has been included as part
of an RFQ or RFT process, a price tolerance will be applied during price evaluation
to suppliers of goods and services that demonstrate the highest evaluation for that
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criterion. The price tolerance will be up to ten (10) per cent for an RFQ and up to five
(5) per cent for an RFT.

5.1 Environmentally Sustainable Procurement

The Town recognises the need to protect the environment in procurement, including
the waste reduction hierarchy, water and energy efficiency, emissions reduction,
habitat destruction and pollution. Where appropriate specifications will incorporate
minimum requirements for environmental protection and sustainable procurement.
When procuring goods and services, the Town will support businesses that
demonstrate environmentally sustainable practices in its overall assessment of value
for money.

5.2 Social Outcomes
The Town recognises the importance of social and community outcomes.

When procuring goods and services, the Town will support businesses that provide
positive social and community outcomes in its overall assessment of value for
money.

5.2.1 Aboriginal Businesses

The Town is not required to publicly invite tenders (pursuant to Part 4 of the Local
Government (Functions and General) Regulations 1996), if the goods or services are
supplied by an entity on the WA Aboriginal Business Directory, published by the WA
Chamber of Commerce and Industry, or an entity approved by the Australian
Indigenous Minority Supplier Office Limited (trading as Supply Nation), where
consideration under the contract is $250,000 or less.

Aboriginal businesses may be invited to quote for the supply of goods and services
under the tender threshold. Where a quotation has been provided by an Aboriginal
business that is considered to provide value for money to the Town, there is no
requirement for further quotations that would otherwise be required under this Policy.

5.2.2 Australian Disability Enterprises

The Town is not required to publicly invite tenders (pursuant to Part 4 of the Local
Government (Functions and General) Regulations 1996) if the goods or services are
to be supplied by an Australian Disability Enterprise.

Australian Disability Enterprises may be invited to quote for the supply of goods and
services under the tender threshold. Where a quotation has been provided by an
Australian Disability Enterprise that is considered to provide value for money to the
Town, there is no requirement for further quotations that would otherwise be required
under this Policy.

53 Local Economic Benefit

The Town recognises the economic benefits local business and local employment
brings to the community and is committed, to supporting the local economy. The
Town seeks to encourage development of competitive local businesses within its
boundaries. Where appropriate, the Town will seek participation of local business in
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its supply chain when procuring goods and services, by supporting businesses that
provide local economic benefits, through being a local business, and/or the use of
local sub-contractors or local employees, for example.

6. Record Keeping

Records of all purchasing activity, communications and transactions must be
maintained as local government records, in accordance with the State Records Act
2000 (WA) and the Town’s Records Keeping Policy.

The Town also must consider and will include in each contract for the provision of
goods or services the contractor’s obligations for creating, maintaining and where
necessary the transferral of records to the Town relevant to the performance of the
contract.

7. Purchasing Policy Non-Compliance

The Purchasing Policy is mandated under Regulation 11A of the Local Government
(Functions and General) Regulations 1996 and therefore forms part of the legislative
framework in which the Local Government is required to conduct business.

Purchasing activities are subject to financial and performance audits, which examine
compliance with legislative requirements and the Town’s policies and procedures.
Non-compliance with legislation or this Policy must be reported to the Chief
Executive Officer.
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