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$1.18, Stirling Campus 4.30pm

AGENDA
Publish  Type Lead
on Web?
1 Apologies, Declaration of Interests N/A Discussion Liam @
and Changes to Members’ Register
of Interest
2 Draft Minutes and Matters Arising of Yes Appr, cCabe

al
meeting of 27 March 2025

(Elements of paper 2 are withheld from publication on the Forth Valley C e web under Section

36 Confidentiality of the Freedom of Information (Scotland) Act@002.)

3 Review of Action Tracker Yes ussion Alison Stewart
SLWG — Financial Sustainability
(Elements of paper 3 are withheld from publication on t h ollege website under Section
36 Confidentiality of the Freedom of Informatioa, (Scot 002.)
HR
4 People Strategy 2025-20 es Approval Ralph Burns
5 Protection of Vul Yes Approval Ralph Burns
Scheme Pol
6 Yes Approval Ralph Burns
7 Yes Discussion Alison Stewart
8 rocurement Yes Approval Ester Vasallo
Strategy 2025-2028
Policy and Procedures 2025-26
Procurement Contract Approvals No Approval Ester Vasallo

per 9 is withheld from publication on the Forth Valley College website under Section 33
ommercial Interests and the Economy of the Freedom of Information (Scotland) Act 2002.)

10 Accounting Policies for year ended Yes Approval Moira France
31 July 2025
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11 Q3 High Level Forecast Outturn No Discussion Moira France
2024-25

(Paper 11 is withheld from publication on the Forth Valley College website under Section 36

Confidentiality of the Freedom of Information (Scotland) Act 2002.)

12 Revenue Budget 2025-26 No Approval Senga
(Paper 12 is withheld from publication on the Forth Valley College website under Section 36
Confidentiality of the Freedom of Information (Scotland) Act 2002.)

13 Capital Budget 2025-26 No Discus rse cKerr

(Paper 13 is withheld from publication on the Forth Valley College websi
Confidentiality of the Freedom of Information (Scotland) Act 2002.)

14 Financial Forecast Return 2024-28 No
(Paper 14 is withheld from publication on the Forth Valley Colleg
Confidentiality of the Freedom of Information (Scotland) Act 2

Discuss Senga McKerr
bsite under Section 36

OTHER

15 Review of Risk Discussion All

FOR INFORMATION

16 Forward Agenda Yes Information
17 HR Policies No Information In sub folder
on admin

control

Short Life Working Group Notes No Information In sub folder
on admin
control

apenl9 is withheld from publication on the Forth Valley College website under Section 36
nfidentiality of the Freedom of Information (Scotland) Act 2002.)

9 Finance Update 9 months to April No Information
2025
(Paper 19 is withheld from publication on the Forth Valley College website under Section 36
Confidentiality of the Freedom of Information (Scotland) Act 2002.)




N
wn (O

College

2. Draft Minutes of Meeting of 27 March 2025
For Approval

12 June 2025
FINANCE, RESOURCE & INFRASTRUCTURE COMMITTEE

Steeple Suite, Falkirk Campus (commencing at 4pm)

Present:

Apologies:

In Attendance:

Liam McCabe
Craig Arthur
Philip Harris
Suzanne Reynolds

Kirsten Kennedy, FVSA Vice President
Campbell Ure

Kenny Maclnnes, Principal
Alison Stewart, Vice Principal Finance and Corporate Affai

Colin McMurray, Vice Principal Business and InnaWation (VPB
Senga McKerr, Director of Finance (DOF)
Moira France, Finance Manager (FM)

Stephen Jarvie, Corporate Governance and Plan

The Chair welcomed Suzanne Reynolds rst Committee meeting.
F/24/028 Apologies, Declaratioh,of r d Changes to Members’ Register of
Interest

The apologies were note

F/24/029 Dr i@rs Arising of meeting of 21 November 2024
Members coasideregithe Minutes of the meeting of 21 November 2024

ACA presented the tracker which covers actions both from FRAIC and the
cufkent FRAIC short life working group.

a) Members noted the content of the update
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F/24/031 Health & Safety Dashboard

The VPIC presented the dashboard to members. He outlined that there had been a
slight increase in mandatory training levels.

He highlighted a positive downward trend in accident and incident levels. He regortead
that despite this there had been an increase in one area and that this was owing
increase in activity levels. He confirmed that more safety precautions h pt
place.

The Principal noted that the induction processes for thij
reviewed.

Members queried if the reduction in accidents afid incidents to a reduction

in courses.

The VPIC confirmed that this was not the cas
related to additional mitigations put in pl gspikes in accident rates had
been identified in the past.

a) Members noted the content@f.th sh

The HHR presented
the majority

He inform em the Discipline and Grievance procedure was included in
roval. He noted that this topic was subject to national bargaining
new sector wide policy was expected in the near future when it

chted some more significant changes such as the change to law relating to
seXtal harassment in the workplace which had necessitated an update to the
ention of Harassment and Bullying policy.

Members noted the zero tolerance approach outlined in the draft policy and queried
how this would be implemented. The HHR confirmed this approach was taken to
prevent situations possibly being ignored and due process being followed to ensure a
proportionate response to the matter under investigation.

a) Members approved the revised policy documents
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F/24/033 Hybrid Working Survey

The HHR presented members with the result of the latest hybrid working survey. He
noted that there were good levels of participation with the survey.

He reported that the results did not highlight any anomaly or trend among
particular groups of staff.

Overall staff were happy with hybrid working and the associated wo
with some noting this was preferable to hot desking and noj ro

One trend that was identified was a preference amongst staff for meetings to be face
to face where possible.

Members noted that other staff surveys had hig ted overworking as a concern
and asked if this was reflected here.

The HHR confirmed that it had come u ad been highlighted to the
relevant line managers.

The Principal noted that the re e | curve in attendance with Mondays
and Fridays being the days with taff working remotely and that business

a) Members agreed t 7 hybrid working policy for another year.

F/24/034 Equ A

ery two years.

% hatYmany historical issues had been addressed so were not part of the
na .\ argaining job evaluation was still being worked on.

embers approved the publication of the equal pay audit report
F/24/035 People Strategy Dashboard
The HHR presented the dashboard outlining progress against the people strategy. He
highlighted some positive recent activity including the positive feedback from both

the team days and the movement hour.

He also highlighted some staffing changes within the HR team which would have some
knock on effect on the timing of some of the people strategy activity.
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He informed members that the wellbeing survey had been conducted again and that,
while the volume of work remained a pressure point, job security and organisational
change were now key concerns.

a) Members noted the content of the dashboard

F/24/036 Tuition Fees and Fee Waiver Policy

remain set by Scottish Government and that these had not this

The VPIC presented the annual review of the policy. He noted that th % fe
were to change the College would adopt the newer levels

A review of the impact of inflationary changes had’a een conducted and the return
was not felt to be enough justification to increas ther when comparing to
others in the sector.

He reported that international
proposed increases in the
international fees had had on re
had increased but that ove

creased previously and there were no

ueried the impact the increased

The Principal confirmed that recruitment
er of international students was very low.

Members recommen emain under review and in particular that in the
absence of a u cre al increase in fees a more significant fee adjustment
may be requir o) oint in the future.

a) Membdrs a ved®he Tuition Fees and Fee Waiver Policy

ncial Regulations 2025

esented updated financial regulations for members consideration. She

d that the proposed changes related primarily to reductions in delegated

adthority levels for managers across the College and also a change to factor in
rovals for multi-year contracts to ensure the total cost is considered.

There was also an update to the section on staff with other paid employment.

Members queried what impact the reduction in delegated authority levels might have
on senior staff who would now need to approve larger purchases.

The VPFACA confirmed that this would not have a significant impact and that, after
the Fuel Change issue, a more cautious approach is warranted.

a) Members approved the financial regulations




2. Draft Minutes of Meeting of 27 March 2025
For Approval

~N
wn (O

College

12 June 2025
FINANCE, RESOURCE & INFRASTRUCTURE COMMITTEE

F/24/038 Q2 Forecast / SFC Mid-Year Return 2024-25

The FM presented the Q2 forecast and requested approval from members to utilise
the figures in the forecast to complete and return the SFC Mid-year Return 2024-25

She outlined the content of the paper noting the challenges and the risk
running out by the end of the year.

She confirmed to members that staff have been instructed to halt i ding
and that all vacancies now require SMT approval to recruit.

earmarked funds to pay for the back dating by
need to reflect the costs in our figures '

entre Project Falkirk and Grangemouth Growth Deal

an update on progress with the STC project. He noted that the
as in place with additional procurement and administration support
asing in the first year had caused some challenges, with accelerated spend
he interim.

Heoutlined the areas being purchased for, commercial opportunities identified and
the reporting and governance arrangements put in place.

Members queried whether the new staffing resource is internal. The VPBI confirmed
it was with necessary backfill provided.

Members queried if the capital spend outlined needed to be completed by 31 March.
The VPFACA confirmed this was the case.

The DOF confirmed that a dedicated Procurement Manager was solely focussed on
this at the moment to ensure all requirements are met.

a) Members noted the content of the report
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F/24/040 Travel & Expenses Policy
The DOF presented the revised policy for consideration and approval.
She highlighted that the College had changed travel agency provider and al

necessary systems integration and training had been completed. She noteg
benchmarking had taken place against the sector when recruiting for the new 3

She noted a new approval process for travel based on the introduction@ RE
system and that this was reflected in the updated policy do

She also informed members that the draft policy had been reviewed\against HMRC
guidelines.

She also confirmed to members that finance woul duct sample auditing to ensure
the new processes are being followed.

Members queried whether the Collegei n rs staff and student while
travelling on College business.

The DOF confirmed this was t

a policy on cost relating to international
t this was dependent on where the travel was to
3| approval.

Members queried whethg
accommodation. The DOF
and that this was su i

a) Members a ed Travel and Expenses Policy

F/24/041Andi cation (verbal)

formed members that the indicative allocation was due to have been
ay but that Colleges were notified the day before that this would not

nd may be subject to a two week delay.

Shereported this related to SFC looking at the funding model with a view to address
overfunding / underfunding of some colleges.

She confirmed to members that the College was of the opinion that it was one of the
underfunded colleges being referred to.

She provided further context that the College was aware of at this time.

a) Members noted the content of the update
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F/24/042 Review of Risk
Members noted the risks as outlined in the papers

F/24/043 Other Competent Business

Project Willow
The Principal informed members that , the government plan for

Grangemouth, was announced last wee
He outlined the proposed areasiand je upport this.

He informed members t 3 ormed Scottish Ministers on the challenges
facing the College and wh 1@ mpact on the ability of the College to support this

activity.
He reported sigpificant @agagement from Ministers following this and that the College
has been a to elop’a proposal to put to them.

a) Mem noteddhe content of the update




Meeting |Date |Minute Ref |Action |Assigned to Deadline to report? Status Output Required |Comment
FRAICSLWG [N [ -
FRAIC SLWG 12/2/25 None Kenny Maclnnes 17/03/2025 Initial paper going to SLWG
Curriculum Model update 15/5/25
FRAIC SLWG I I
FRAIC SLWG I . e
I
|
I
I
I
FRAIC SLWG
Benchmarking findings to be reported
FRAIC SLWG 15/5/25(None to a meeting on 12 June prior to FRAIC|Alison Stewart Presentation Meeting in diaries
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1. Purpose

To present members with the proposed new People Strategy 2025-30

2. Recommendation

That member’s note the new strategy, contribute through suggestions, and agree to its la

3. Background

The People Strategy 2022-25 is nearly complete with progress havin
updates provided to this committee throughout its life span.

A new People Strategy 2025-30 (appendix 1) for the next 5 s has being developed in line with

the new College Strategic Plan and in particular the followin nder ‘We will focus on people,

promoting equality, integrity & wellbeing’:

e By focusing on people, we will strengthen s and improve health and wellbeing

e By embedding equality, diversity an usi all do

e By helping our staff excel and offe opportunities

e By creating a culture that promotes i i d empowers our staff to be successful
These objectives are challenging in the able environment we live in. Financial challenges
aside, the dynamics of our workfdkce a ng and staff expect more, not simply in monetary
terms but in personal gro i ctual respect and greater contribution to shape the direction
of the college. The People egy s to meet these needs through a consultative approach,
career development o niti engagement.

4. Key Considerations

new People Strategy is one that links directly with the aims of the college
ise its contribution to the overall college aims.

The concept
strategi

A reviemsof the2022-25 People Strategy found that the core objectives were robust and continued
both in comparison to the wider business sector and to the college strategic
. Our proposed ambition statement cements this, and reads:

“O0r ambition, realised through our People Strategy, is to be an employer of choice, in attracting
talent, in retention and in career development. The college will be a place of work that
demonstrates its values through its actions, and one that combines results with a nurturing
culture.”
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Our proposed objectives are as follows:

i We will develop and nurture our holistic approach to health and wellbeing
ii. We will recognise the contributions of all, as one unified team
iii.  We will empower our people to reach their full potential
iv. We will nurture a progressive leadership culture that aligns with our strategic goals
inclusive values

the overarching goals of the college strategic plan and specifically
strategy.

Feedback was sought and will continue to be gathered from ke
Key input from Listening to Employees included a target to4
been added. Also for staff to better relate to the strategy w
the final version.

It is proposed that, once finalised, the peoplelstra willJindergo a visual facelift to further
mirror the look of the college strategic pla

)

5. Resource Implications (Financial, Peop ate d Communications)
e Maintaining TQFE numbers i Q college strategic objective measurement: Course
fees and remission requir,
e Provision of manage
managers to under,

raining both bespoke and certificated. This requires
ining such as CMI, bespoke training on college wide demands
S training, and individualised training such as coaching skills.
a and associated costs including maintaining H&W coordinator

ormational learning courses, including change management and digital skills.
ssion planning requires investment in skills development.

Who does this impact? Directly all staff, indirectly all stakeholders
Assessment in Place? — Yes
Limited health and wellbeing budget means limited provision and maintaining what we currently

have as opposed to developing bespoke initiatives that reduce disadvantage and focus on areas
of greatest impact.
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Focus on mandatory needs only, limits development of practices that reduce disadvantage to
some protected groups. Providing equality of opportunity requires investment in disadvantaged
groups, particularly in lower grades where funding has a key bearing on access

Communities and Partners
This strategy demonstrates our commitment to our people and thus our ethical position,
that we are living our values, in turn enhancing our external reputation. O

Risk and Impact

Likelihood | Impact
Very High (5)
High (4) X
Medium (3)
Low (2) X
Very Low (1)

Total Risk Score -8

Lack of investment in our human resource
operational goals, short and long term. A

C e failing to achieve our strategic and
f greatest demands on our resources, the need
d lack of investment places an extra burden

BoM Risk Categorics £ Risl Appetite (Select one area only)
Cautious <15 Open 15> <20 ‘ Eager >20

Governance People
Legal Project/Programme
Property

Is the Board Risk Appetite level? No

Action Owner — Ralph Burns

per hor — Ralph Burns SMT Owner — Alison Stewart
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1. Purpose

To seek approval for the revised Protection of Vulnerable Groups Policy.
2. Recommendation

That the committee approves the revised Policy.
3. Background

The Policy required updating due to a significant change in legislation fence

to employ someone to undertake a regulated role without having a v

The Protecting Vulnerable Groups (PVG) scheme is becomi
implementation of the Disclosure Act 2020. This legislation

a legal req as part of the
aere to safeguard children and
gulated roles (From 1 April

This means that from this date, all individuals,i : gl rales are required to be members of
the PVG scheme. There is a three-month i :
for:

e Individuals to carry out a regu
e Organisations to offer a regu

scheme
For further information ab nges, here is a summary from Disclosure Scotland.
4. Key Considerations
What is a Re
Regul 0 both paid and volunteering positions and is not limited to employed staff.

Thisc egory ludes people working directly with both children and vulnerable adults and others
pasition of responsibility, including Board Members.

includes, in an educational establishment, the opportunity for unsupervised access to
ren, including via on-line communication, or to manage someone who has a regulated role.
Some of the activities refer to ‘providing’ a certain type of service. The definition of providing
these services as stated by Disclosure Scotland “this should be taken to mean those who, as a
necessary part of their role, are undertaking tasks that are connected to the delivery of the service
to children and protected adults.”



https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.disclosure.gov.scot%2Fnews%2F2025%2F02%2Fregulated-roles-and-pvg&data=05%7C02%7Crobbie.greer%40thirdsectorpk.org.uk%7C17506ca86e074737e38308dd7113b606%7C9a50a9c75a3848488693d4338f5ddd3b%7C0%7C0%7C638791051657993595%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=at6MoiGnCW%2FJo9wgj2Bm4dXp5H16xsQedRmBDSaoHto%3D&reserved=0
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As an example of the rationale please read the following extract from Disclosure Scotland
Guidance:

Being engaged in the provision of a domestic service that is provided for children in a
educational establishment, hospital, nursery, day care premises, hospice, hostel, residenti
setting or secure accommodation for children®?

This activity is intended to include individuals providing domestic services for chi
named locations - a school or further education college (educational es
nursery, day care premises, hospice, hostel, residential care settings (in
or secure accommodation for children.

janitorial, cleaning, preparing food, acting as a caretaker of prémises or carry
of premises.

of the above establishments. In this circumstance, tHo ividuals who, as a necessary part of
their role, are providing the domestic servic e site that falls within one of these
named locations would be carrying out t cti

Third parties

or in the college; including contractors, external students who
undertake a pla ithin the College, agency staff, and partner organisations to the College
whose staff in the College; are not barred from working with children and/or

PVG
sighific ange is that membership will change from being lifelong, to expiring after 5 years
hen ill need renewed. There is no guidance on this part of the process as of yet.

Under 16’s

The status of under 16’s has now been added for clarification with each case taken on merit.
Referrals to Disclosure Scotland

Our responsibilities to refer staff whose actions are inappropriate, and where these activities
relate to children and vulnerable adults, is clarified in the policy.



https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.mygov.scot%2Fbinaries%2Fcontent%2Fdocuments%2Fmygov%2Fbrowse%2Fworking-jobs%2Ffinding-a-job%2Fdisclosure%2Fdocuments-disclosure-scotland%2Fguidance%2Fpvg-scheme-regulated-roles-guidance%2Fpvg-scheme-regulated-roles-guidance%2Fpublishing%253Adocuments%2Fpublishing%253Adocument&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.mygov.scot%2Fbinaries%2Fcontent%2Fdocuments%2Fmygov%2Fbrowse%2Fworking-jobs%2Ffinding-a-job%2Fdisclosure%2Fdocuments-disclosure-scotland%2Fguidance%2Fpvg-scheme-regulated-roles-guidance%2Fpvg-scheme-regulated-roles-guidance%2Fpublishing%253Adocuments%2Fpublishing%253Adocument&wdOrigin=BROWSELINK
https://www.mygov.scot/pvg-scheme/regulated-roles
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Basic Disclosures (now Level 1)

These were only used intermittently to support risk assessments for e.g. agency workers who we
were/are unable to PVG as they are employed by third parties, the agency itself. Basic disclosur
cannot now be used and Agency staff must hold a valid PVG (undertaken by the Agency)

confirmation of such from the agency must be received in advance of deployment. Thi
same for all third parties.

Resource Implications (Financial, People, Estates and Communications)

New staff etc. cannot undertake their work, even with a risk assessmeént, until a P ceived
and verified.

Equalities
Assessment in Place? — Yes

Ongoing monitoring and analysis of the outcomes 4 nsure no disadvantage to
employees with protected characteristics.

Please complete the si elow. Risk is scored against Likelihood x Impact, with each category
scored from Very Lo Very High. Risks should be robustly scored and, if the combined
score (Likelihag 1 is higher than the Board Risk appetite for the risk category identified,
additional jus be provided on why this risk is necessary.

Communities and Partners

students on certain placements, certain
require to be a PVG member through the college

All workers, agency staff, associate
contractors, third parties using the co
or through their direct employer.

Risk and Impact

If the paper is an@pproval, please reflect on whether the approval will have any direct or indirect
impactfor anyl@ther areas of operational activity internally or externally within the College —

Likelihood | Impact
Very High (5)
High (4) X
Medium (3)
Low (2) X
Very Low (1)

Total Risk Score — 8
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The College has a Strategic Risk appetite for categories of risk as defined by the Board of
Management. Decisions being taken at LMT/SMT/Board level must have cognisance of this. Please
indicate the single most relevant risk category in the table below.

BoM Risk Categories & Risk Appetite (Select one area only)
Cautious <15 Open 15> <20 ‘ Eager >20
Governance Strategy People X
Legal Financial Project/Programme
Property Reputational O

Technology

Is the score above the Board Risk Appetite level? No

Risk Owner — Alison Stewart Action Owner —

ph Burns/ Archibald

Paper Author — Ralph Burns SMT Owner — A
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FORTH VALLEY COLLEGE

| EQUALITESIMPACT-ASSESSMENTEqualities Impact Assessment

We welcome feedback on this Policy and the way it operates. We are interested to know of
any possible or actual adverse impact that this Policy may have on any protected
characteristic.

An initial Equalities Impact Assessment of this Policy has been carried out. The policy has
been written to fully comply with all obligations in respect of employment law and eq
legislation and to take account of recommended best practice. It is therefore not anti
that this policy will result in a negative of adverse impact on one or more groups J
of any protected characteristics.

POLICY

PURPOSE-ANDB-SCOPE-OFFHEPOLICYPurpose and Scope

The Protecting Vulnerable Groups Scheme (PVG Scheme) is e the Protection
of Vulnerable Groups (Scotland) Act 2007. The PVG Scheme allo alley College as
a registered body to request and obtain information ‘@l whether an individual has any
criminal convictions and whether or not they are barred deinrg-undertaking a regulated
work—role with children or protected adults either as ployee or as a student on
placement_or any other person who by direct associati® taking a requlated role on
behalf of the College. This document sets out C policy in relation to the PVG
Scheme application process, its use of P mation to inform decisions, and its

storage and period of retention of PV, nation. This document also sets out

Forth Valley College is committed t recruitment and selection practices are fair
and comply with current emplo agislation and best practice. The College also
recognises its obligation unde 0 carry out the necessary checks in respect of
staff and other people g with children or protected adults. The fact that an

individual has a conV|ct
College. The appro
Department/Director,

epresentative in consultation with the Head of
ill consider the person's suitability as a whole in light of all
light of all the information available, it will be up to College
Management to_detetmi ether the individual is suitable for employment. However, the
pon an individual to de-undertake a regulated werk-role of the

| The t€rms o policy and its associated procedure will apply to applicants considered for
emp entfexisting employees of Forth Valley College and members of the Board of
gement who undertake regulated work with children or protected adults or
| both'&.The terms of this policy and its associated procedure also applies to students who
ply t0 study on courses which include work placements involving working with children or
ected adults, where this constitutes regulated work, and to any person who by direct

association is undertaking a regulated role on behalf of the college.

The College will also require to be satisfied through relevant checks that all, who by indirect
association undertake work for or in the college; including contractors, external students
who undertake a placement within the College,_agency staff, and partner organisations to

the College whose staff regularly work in the College; to—be-—satisfied-through—relevant
cheeks-thatthey-are not barred from working with children and/or protected adults.




This policy and procedures have been prepared by the College in consultation with
UNISON and EIS — FELA and with the needs of the College and its staff in mind.

Data Protection

The College processes personal data collected whilst processing PVG applications in
compliance with the Data Protection Act 2018 (DPA) and any future data protection law
enacted in the UK, including UKGDPR. The College is the data controller for your data and
is registered with the Information Commissioner’s Office. The College will collect

process information relating to you in accordance with the privacy notice which is i
on the College website.

Inappropriate access or disclosure of employee data constitutes a data breg
be reported in accordance with the College Data Policy immediately. It ma
a disciplinary offence, which will be dealt with under the College: ip
Employees should use College data for organisational purpose

personal copies of College data under any circumstances.

If you are unhappy with any aspect of the way your data is han
Data Protection Officer at dataprotection@forthvalley.a

Definitions

Forth Valley College is a registered body with
established to provide registered organi
individuals applying for or holding relg

land, the agency in Scotland
criminal history information on

The PVG scheme is
Scottish Government),
barred from working wit

responsibility for taking decisions about whom should be
vulnerable adults.



https://www.forthvalley.ac.uk/media/3653/college-data-policy.pdf
mailto:dataprotection@forthvalley.ac.uk
https://www.mygov.scot/about-disclosure-scotland

Children are those under 18 years of age.

A protected adult is a person aged 16 or over who is protected by the Act because he or
she is receiving certain services as set out in the Act: health, care or welfare service.

A PVG Scheme Record or scheme record update:

replaces—an-Enhanced DisclosureCertificate—Forth Valley College will apply

last 5 years before it needs to be renewed.

A PVG scheme disclosure shows:

o the baseline information shown for all Level 2 disclosure

o that you're a member of the Protecting Vulnerall roups (P scheme

o if you're under consideration for inclusion on thg lists for work with children or

adults

o if you have had any prescribed civil coug

This disclosure level is known as a 'L&

All Level 2 checks show:

e unspent convictions



https://www.mygov.scot/pvg-scheme-lists
https://www.mygov.scot/pvg-scheme-lists

Lead Signatory and Counter-Signatory — Members of staff who are authorised to request
and receive Disclosure and criminal history information on behalf of the College.
PROCEDURE

Key Principles

With effect from 1 April 2025, PVG membership will become a legal requiremsg

requlated roles with children and protected adults, therefore, anyone joining the S
any capacnv cannot legally commence until the Colleqe is in receipt of sg

derlegislation to carry out necessary
in the College are not barred from

someone to

re barred. To this end, the College will

ugh the PVG Scheme-orthrough-a-Basie

orm decisions on an individual's suitability for a

Forth Valley College recognises its
checks to ensure that those underta
doing so. The College cannot by
typeundertake a requlated role fronagwhic

%

Where a post, role or st p ent constitutes a regulated werk-role with children, the
College is permitte eck against the list of persons barred from working with
children.

Where a po

il comply with the Code of Practice and other guidance issued by Disclosure
aling with requests for and in making decisions on PVG Scheme/Basic

College will:

e Only use PVG Scheme/Basic-Biselesure information for the purposes for
which it has been provided.

e Comply with any guidance issued by Disclosure Scotland on the use,
storage and destruction of this information.

¢ Not unfairly discriminate against an individual on the basis of a conviction or
other information revealed through the disclosure process.



For regulated work, the terms of the Rehabilitation of Offenders Act 1974 (Exclusions and
Exceptions) (Scotland) Order 2013 apply. The College is therefore entitled to ask about
previous convictions, whether spent or unspent. Applicants are not entitled to withhold
information on a criminal conviction on the grounds that it is spent under the Rehabilitation
of Offenders Act 1974.

This is because it is considered appropriate that relevant spent convictions should be taken
account of when employers are making recruitment decisions for jobs that involve a
particular level of trust. This is to ensure there is adequate protection for children and
vulnerable people in particular by allowing specific employers to be informed about

background of potential/actual employees even when the relevant conviction has

spent.

Having an unrelated criminal conviction will not necessarily debar an individ
or role within Forth Valley College or from undertaking a student place
programme of study. This will depend on the nature of the positi
and background of the offence or other information contained o
Basie—Disclosure Certificate or information provided directly
Force.

In such cases where a criminal conviction has been bro ht to the College's attention either
by the person or through a PVG Scheme Record._ L
HR representative or relevant Director/Head of Depart nager or Nominee in respect
of students, will meet with the individual to discuss and
any action:

o Whether the individual is, barted undertaking regulated work of the type

proposed.
e Whether the conviction or ter is relevant to the position in question.
e The severity of the g er matter
e The length of tim @ bffence or other matter
e Whether the i pattern of offending behaviour
e Whethe rcumstances have changed since the offending
behaviou atters.

ith children (under 18) or protected adults.
ision the person will receive.

ividual’s Line Manager/Head/Director or nominee will discuss any information
ealed in a PVG Scheme Record or letter/Basic-Disclosure-Certificate- with the individual
re considering withdrawing any conditional offer of employment or place on a course of
study. It must be noted that the College is not permitted in law to discuss or disclose any
information sent directly from a Police Force as part of the PVG Scheme/Disclosure
Scotland certification process.

The College will ensure that all PVG Scheme/other Disclosure information will be stored
securely Access shall be restricted to authorised persons only. The PVG Scheme Record
{Basie-Disclosure-Certificate number and whether it is clear or further action is required, will
be noted and retained on personal data records.



Disclosure Scotland may carry out compliance audits to ensure the College is complying
with the Code of Practice and legislative requirements governing the application for and use
of PVG Scheme/Disclosure Information.

Under 16’s

Children under 16 cannot normally become PVG scheme members.

Anyone under 16 can still carry out activities that would amount to a requlated role if
were aged 16 or over. However, the college should consider what activities are suitaaie

join until they're 16) using the offline application process. Fo
almost 16 and starting a requlated role on a college placement.

Responsibilities

The Vice Principal Finance & Corporate Affairs, as pali
ensuring the proper application of the policy terms 3
confidentiality of individuals’ personal information This Shall inglt®de the provision of relevant
training to those involved in recruitment and s 2s and to Lead and Counter-

Signatories who are entitled to receive clleme/Basie—_Disclosure Scotland

information and any other relevant criginalthist nfogmation.

The Lead Signatory and Counter-Signat receive PVG Scheme /Basie-Disclosure
C e

Scotland information and any nt criminal history information shall be
responsible for ensuring the safe-ke proper use and destruction of that information, in
accordance with the Disclosur, and Code of Practice, PVG Scheme Guidance and the
College policy and procedur

ner, shall be responsible for
all authorised staff maintain

It is the responsibility_o jvid applicants to ensure a full and proper disclosure of
e's decisions and assessment of PVG Scheme/Basic

1, Disclosure Scotland terminated the use of paper applications by
introduicing oRliNe applications. : ' ! |

NBly moamha 0 0 Aan An amaili han | ad tn the mMmamhbha
ny 8 s 8

cata w O aH——oO tC 0 o H O c

oy elbaLC tuesting-the-completion-of Ps of- the-applicationThe College will submit all
appli€ations via Disclosure Scotland’s online portal. Once successfully complete, the
ounter-signatory at the College and the applicant will receive an emailed-electronic copy of

PVG cCertificate, -with-a-paper-copy-following-shortly-thereafter

Where the post, role, position or placement is covered by the terms of the Rehabilitation of
Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2013, individuals should
note that failure to disclose relevant information may affect their employment or offer of
employment or study with the College.

It is the responsibility of Director/Heads of Department/Manager and relevant teaching staff
to ensure that all students who require a PVG Scheme Record prior to undertaking a work



placement have such a record. The Student Administration team carry out the completion
of the PVG’s for students who undertake work placements and provide a report to the
Curriculum Manager on the status of a student’'s PVG application.

Referrals to Disclosure Scotland

As the college has employees or volunteers and other associated workers dai
a requlated role, it has a legal duty to report harmful behaviour to Disclosure Scotland.

This duty applies whether the person is a member of the PVG scheme or not. It’
making a ‘referral’.

By law, organisations must report harmful behaviour even if it takes place
or if the organisation only finds out about it after the person has le

adults. When
itable to work

Referrals are important because they help protect children a
Disclosure Scotland receives a referral, it will consider if the p
with these groups

)


https://www.mygov.scot/pvg-scheme/regulated-roles
https://www.mygov.scot/pvg-scheme

\
E/%Wé“y(/ Equalities Impact Assessment (EQIA)

College
revised 10/17

The purpose of this template is to ensure that decision makers consider impacts on equality when
making decisions which may impact on people in some way, or develop new - or revise existing -

policies, practices or operating guidelines. This EQIA template should be completed in conjuncti
with the Guidance Notes.

Protection of Vulnerable Groups Sche
Title of the Policy/Decision considered: | and Procedure

Impact Assessed by: Ralph Burns
Signature(s) of assessor(s):
Date of Impact Assessment: April 2025

Step 1: (a) Identify the aims of the policy/decision

licy/decision been

(i) What is the purpose of the policy/decisi
developed/reached?

(ii) How does the policy/decision seek to

(iii) How do the aims of the policy/the d¢ ate to equality?

The Protecting Vulnerable Groups Sch eme) is established by the Protection of Vulnerable
Groups (Scotland) Act 2007. Th heme allows Forth Valley College as a registered body to
request and obtain information on an,individual has any criminal convictions and whether or not
they are barred from doing reg children or protected adults either as an employee or as
' nt“sets out the College's policy in relation to the PVG Scheme
me information to inform decisions, and its storage and period

application process, its use
of retention of PVG Sche i

ation and best practice. The College also recognises its obligation under
necessary checks in respect of staff and other people who will be working with
Its. The fact that an individual has a conviction will not necessarily make them
the College and College Management will consider the person's suitability as a
the information available. However, the College cannot lawfully employ an individual




Step 1: (b) Identify who is affected by the policy/decision

(i) Who benefits from this policy/decision?

(ii) How does the group of people benefit from the policy/decision?

(iii) Who does not benefit from the policy/decision? Is anyone disadvantaged?
(iv) If so, how is the group of people disadvantaged by this policy/decision?

All current and potential future staff as well as students and those undertaking a regulated role on
of the college. Forth Valley College recognises its obligations under legislation to carry out ne
checks to ensure that those undertaking a regulated role in the College are not barred from doin@
College cannot by law employ someone to do a regulated role from which they are barred.
the College will seek information from Disclosure Scotland, through the PVG Scheme to i

on an individual's suitability for a post, role or student placement.

Where a post, role or student placement constitutes a regulated role with chil ermitted
to request a check against the list of persons barred from working with chil

Where a post, role or student placement constitutes a regulated role with pro s, the College is
permitted to request a check against the list of persons barred fro ected adults.

The College will comply with the Code of Practice and other guid ed by Disclosure Scotland in

Students will be safe in the knowledge that everyoge em @ by the college will not be barred from
carrying out a regulated role.

Potential future staff will be disadvantaged where barred from carrying out a regulated role
— we will not be able to employ them. lItis a nce for people to seek employment carrying
out a regulated role where they are barred g compliant PVG as it is also a criminal office
to employ someone without a PVG.

Current staff will be disadvantag he ey become barred from carrying out regulated work —
their employment will need to er t order to protect vulnerable groups.

Step 2: (a vidence and impact assess

(i)

ta gfevidence have you used to consider the impact of the policy/decision on each

ted Characteristic group? E.g. student/staff demographic data, consultation responses,

u lack data/evidence, please outline your plan for obtaining up-to-date data/evidence
e.g. consultation, survey, focus group responses, national research.

Referring to the evidence you have available, would this policy positively or negatively
impact on the following Protected Characteristics groups? If so, then how? Detail how it
would be possible to minimise negative impact (an action plan may be required to ensure

minimal negative impact in practice/change an aspect of the policy). Refer to the following




Duties where possible: elimination of discrimination; advancing equality of opportunity; and

fostering good relations.

Protected Evidence Impact (and how to minimise negative impact).
Characteristic
Disability In terms of this process, This policy has no direct bearing on this

there is no evidence to

indicate any disadvantage

to anyone in this category

by the process itself.

It is noted however that a
Disabled person is most
likely to be a victim of
crimes.

protected characteristic. However is desig
to protect the most vulnerable therefor
an indirect potentially positive impac

Sex (man or woman)

Men continue to have a
higher rate of criminal
activity compared to
woman and so men are
more likely to be impacted
by this process.

10 become barred whilst in

. However the college policy
careful consideration to other charges
ated to the role in question before

ing any decision

Race (refersto a
group of people
defined by their race,
colour and nationality
(including citizenship)
ethnic or national
origins)

White people ar

There is nothing the college can do to change
the impact on race. It is a criminal offence for
someone barred to seek employment at the
college where they are barred from regulated
work and the college can no longer employ
someone who become barred whilst in
employment. However the college policy
supports careful consideration to other charges
not related to the role in question before
making any decision

Age

oung adults are more
likely to commit crime than
older adults. That said the
PVG process means that
significant crimes are
recorded for all age groups.

There is nothing the college can do to change
the impact on age. Itis a criminal offence for
someone barred to seek employment at the
college where they are barred from regulated
work and the college can no longer employ
someone who become barred whilst in
employment. However the college policy
supports careful consideration to other charges
not related to the role in question before
making any decision.

However it is designed to protect vulnerable
younger people




Gender
reassignment (the
process of
transitioning from one
gender to another)

In terms of this process,
there is no evidence to
indicate any disadvantage
to anyone in this category
by the process itself.

This policy has no bearing on this protected
characteristic.

Sexual orientation
(whether a person's
sexual attraction is

the opposite sex or to
both sexes)

towards their own sex,

In terms of this process,
there is no evidence to
indicate any disadvantage
to anyone in this category
by the process itself.

This policy has no bearing on this protected
characteristic.

Religion and belief
(inc. no belief)

In terms of this process,
there is no evidence to
indicate any disadvantage
to anyone in this category
by the process itself.

This policy hasno b ted

characteristic.

ng on th

Pregnancy and
maternity

In terms of this process,
there is no evidence to
indicate any disadvantage
to anyone in this category
by the process itself.

Marriage and civil
partnership

In terms of this process,
there is no evidence ta

This polic
characteri

earing on this protected

Other identified
groups (e.g. carers)

This policy has no bearing on other groups.

(ii) Action Plan t

d evidence for impact assessment:

check statistics. Disclosure Scotland guidance and the law will continually be
policy/procedure updated where appropriate.

tep 3: Consultation

arising from the impleme

ntation of this policy?

Is a consultation required? Are the views of other people required to be sought, in case they may highlight issues

xYes

o No



http://www.gov.uk/

Please provide reasons why you did/did not offer a consultation:

Standard practice to gain input from staff via their representatives.

If ‘yes’, please complete the following sections.

Analysis of the views/evidence gathered from the consultation:

Recommendation(s):

Step 4: Decision Making

Spite the potential for adverse impact);

4.4 Stop and remove the policy/do not proceed with de ere adverse effects are not justified and

cannot be mitigated or where the policy leads Wi
4.1

O

Equiality Impact Assessments must be published.

Does this group need to be How to inform this group:
aware of this EQIA?
(tick if applicable)

Students (service users) Y
Employees Y
Partner organisations & Y

stakeholders




Other - please state:

Are there any barriers to o Yes xNo
communication?

If ‘yes’, how will barriers to communication be overcome?

Step 6: Monitoring and Review

Staff member/designation responsible for writing the
monitoring report:

Monitoring report publication date:

Review date:
(no later than 3 years after the policy/decision has been imp
assessed)
Please send the completed to ality@forthvalley.ac.uk

If you require any assis co ting an EQIA, please contact
equality@forthvalley. k


mailto:equality@forthvalley.ac.uk
mailto:equality@forthvalley.ac.uk

6. Home Working Policy
For Approval

~N
fafré'y(./

College

12 June 2025
FINANCE, RESOURCE AND INFRASTRUCTURE COMMITTEE

Purpose

To seek approval for the revised Home Working Policy.

Recommendation

That the committee approves the revised Home Working Policy.

Background

The home working policy has been in place since October 2021, this isa policy upda nsure

the policy remains fit for purpose and in line with guidance.

Key Considerations

The aim of a home working policy is to provide clear guideli diexpectations for employees
who work from home. The policy is in place to:

1. Set clear expectations regarding workin , communication, and
productivity when working from hom

2. Ensure that employees follow college
safety regulations, data protection laws, a
remotely.

3. Ensure that employees have th
work from home, including

4. Set expectations for h ill stay'in touch, collaborate, and share updates, such as
through regular check-i

5. Create an environ
ensure work is

alfequirements, such as health and
ntiality standards, while working

removing an

been a

mplications (Financial, People, Estates and Communications)

e updated

Assessment in Place? — Yes

Ongoing monitoring and analysis of the outcomes is required to ensure no disadvantage to
employees with protected characteristics.




6. Home Working Policy
For Approval
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College

12 June 2025
FINANCE, RESOURCE AND INFRASTRUCTURE COMMITTEE

Communities and Partners
This does not impact on our communities or partners.

Risk and Impact

additional justification must be provided on why this risk is necessary.

If the paper is an approval, please reflect on whether the approval wil
impact for any other areas of operational activity internally or external

The policy has minimal changes so should not have any impact:

Likelihood | Impact
Very High (5)
High (4)
Medium (3)
Low (2) X X
Very Low (1)

Total Risk Score — 4

tite for categories of risk as defined by the Board of
t LMT/SMT/Board level must have cognisance of this. Please
t risk category in the table below.

The College has a Strate
Management. Decisio i
indicate the single most rel

BoM Fisk Cate:ories & Risk Appetite (Select one area only)
Cautious <15 Open 15> <20  Eager >20

Strategy People X
Financial Project/Programme
Reputational

Technology

Is the score above the Board Risk Appetite level? No

Risk Owner — Alison Stewart Action Owner — Ralph Burns

Paper Author - Gill Donald SMT Owner — Alison Stewart




7. National Recognition and Procedures Agreement

D (NRPA)
Forth R .
Valley For Discussion

College

12 June 2025
FINANCE, RESOURCE & INFRASTRUCTURE COMMITTEE

Purpose

To inform members of recent discussions regarding the National Recognition and Procedur
Agreement (NRPA) between Scottish FE Colleges and The Educational Institute of Scotlan
General Municipal & Boilermakers Union (GMB,) UNISON and UNITE the Union.

Recommendation
That members note the discussions taking place and the likelihood t oard o ent

approval for a new NRPA will be required.

Background

The current NRPA, Appendix 1, has been in place between Colleges and Trade Unions since 2015
and sets out:
e That the Colleges and Unions will negotiate the agre€ and conditions of service of
defined staff employed by the colleges thro ational Joint Negotiating Committee
(NJNC) and
e That terms and conditions of ser
take precedence over any locally a
on their bargaining unit.
e The structure and procedure esentation and bargaining units
e The scope of the agreemefs, icular; pay, working hours, sick pay, annual leave
and certain policigs. A otab dditional terms and conditions can be included as
agreed by the NJN
e The withdrawal proce

iss o by the NJNC, under the agreement
s and conditions of service for staff based

Colleges Employers Scotland (CES) view, supported by legal advisers, is that the current NRPA
cannot continue to operate for the GMB in the absence of UNISON and Unite.




7. National Recognition and Procedures Agreement
(NRPA)
For Discussion

12 June 2025
FINANCE, RESOURCE & INFRASTRUCTURE COMMITTEE

4. Current Position
GMB and EIS-FELA

At a meeting at the end of April, there was eventually an acceptance by the trade union
employers would not amend the current NRPA to allow it to continue for only the EIS-FELA

the GMB.
ill op @ e
i 0 line

ent NRPA at this

The CES Team informed the EIS-FELA that, although the current NRPA can
regardless of the resignations of UNISON and Unite, there remains a n
with the recommendations of the Lessons Learned review.

At this meeting, the GMB formally requested to be part of negotiations
only NRPA, even though its stated position was still not to résign from the
time.

UNISON & Unite
The Director of CES spoke with the UNISON Regio
informed that UNISON and Unite would not
only NRPA with the GMB present, if the

esday 6 May 2025 and was
egotiations on a new support staff

dates are unlikely to be found wi S'due to the position of UNISON and Unite on the
participation of the GMB. How cussions with UNISON and Unite have continued
in a broadly positive man

impacting industrial relations at a local level.

extra-ordinary meeting of CES is being scheduled for Wednesday 25 June 2025 to continue
disqussions on possible developments regarding the Support Staff NRPA and Pay.
Resource Implications (Financial, People and Estate): None

6. Equalities: An equalities assessment is not applicable given the nature of this report.
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7. National Recognition and Procedures Agreement
(NRPA)
For Discussion

12 June 2025
FINANCE, RESOURCE & INFRASTRUCTURE COMMITTEE

7. Risk and Impact

Likelihood Impact
Very High
High
Medium X
Low
Very Low

Total Risk Score -3

There is a risk that UNISON and Unite may not agree to the
staff only given the current tensions between UNISON and
is relatively low, although a number of UNISON members ha
following the decision by UNISON to place the UNISON Scot
regional supervision. All three of FVC’'s UNISON representat
who are seeking local recognition.

Risk Owner — Kenny Maclnnes

Paper Author — Alison Stewart

S

B joinin A for support
3. Locally, the GMB membership
tly resigned and joined GMB
er Education Branch under

ction Owner — Alison Stewart

SMT Owner — Kenny Maclnnes




8. Procurement Policy, Procedures and Strategy
For Approval

Colle{’;e

12 June 2025
FINANCE, RESOURCE AND INFRASTRUCTURE COMMITTEE

1. Purpose

To seek approval from members on the new procurement strategy 2025 to 2030, and updated
policy and procedures.

2. Recommendation
That members approve the new procurement strategy and the proposed change p
and procedures.

3. Background

The Procurement Reform (Scotland) Act 2014 introduced a regulatory on public contracting
authorities with over £5m procurement expenditure to pdklish a pro t strategy and

Our Procurement documentation was last updated in June
provide greater clarity and ensure alignment to the f :
e Updated guidance on Sustainable Progurem ir Work First.

e Strategic Plan 2025-2030.
e Scottish Government’s Public Proc entiStr for Scotland 2023-2028.
e Net Zero Plan.

4. Key Considerations

Please see appendices 1, anges in the procurement documentation include:

Appendix 1 - Procure
o Updated mj
revised to

r commitment to supporting the College in delivering
ucation and skills, an excellent student experience, and innovation.

° he agtion plan has been updated to include new outcomes, ongoing actions and
tments and KPIs linked to each strategic objective.

endix 2 - Procurement Policy
Updated references to new procurement strategy, FRalC, Net Zero Plan and the Sector
Supply Chain Climate & Ecological Emergency Strategy.

Appendix 3 - Procurement Procedures
e A new paragraph has been added to emphasise that budget managers are responsible for
ensuring the correct procurement route is followed based on the total contract value. This
includes monitoring cumulative spend over time and initiating the appropriate Invitation
to Quote or Tender process when required.




8. Procurement Policy, Procedures and Strategy
For Approval

Colleée

12 June 2025
FINANCE, RESOURCE AND INFRASTRUCTURE COMMITTEE

e Revised quotation threshold: the upper limit for the quotation process has been updated
to £25,000 excluding VAT (previously of £25k incl. VAT), ensuring alignment with the SFC
non-competitive action threshold.

e Updated Government Procurement Agreement (GPA) thresholds: The GPA threshold
which are revised biennially by Scottish Ministers to align with the World
Organisation’s GPA, were last updated in January 2024 and will be reviewed ag
January 2026.

e Fair Work First guidance: Website link has been updated to reflect the la
First guidance issued by the Scottish Government in April 2024.

e Additional guidance has been included in the Sustainable Procu
environmentally responsible purchasing decisions and align
Zero Plan.

e The Invitation to Quote section now includes clearer guidance
Standard Terms and Conditions and payment terms.

o Appendix 4 (within the last section of procedures) — Awakd Recommendation Report has
been amended to include additional Benefit type nd BT1b. This new benefit
methodology has been applicable since in August 20

o Appendix 5 (within the last section of proced
been amended to reflect the new Stfategic
guidance.

to Quote Template: This has
e latest Sustainable Procurement

The new procurement strategy and upd p rement policy will be published on the College
website.

All three documents, strategy, cy a dures, will also be made available on SharePoint
and communicated to Fid S focus and email. Relevant updates will also be incorporated
into the Procurement Moo urs

Resource Implicati i ial, People, Estates and Communications)
Other than staff tim r futufe procurement activity from both the procurement team and
stakeholders,

quality Duty applies to FVC procurements. The APR contains a list of the
at contained Equality as evaluation criteria. We carry out a risk/opportunity

The Strategy is aimed to all internal and external stakeholders. This includes local communities.



8. Procurement Policy, Procedures and Strategy
For Approval

Colleée

12 June 2025
FINANCE, RESOURCE AND INFRASTRUCTURE COMMITTEE

8. Risk and Impact
Risk has been considered in relation to meeting the APR publication requirements.

Likelihood Impact
Very High (5)
High (4)
Medium (3)
Low (2)
Very Low (1) X X

Total Risk Score — 2

Governance Strategy People

Legal Financial x | Project/Prg

Property Reputational |
Technology 2 Dd

Is the score above the Board Risk Appeti ‘
Risk Owner — Senga McKerr Action Owner - Ester Vasallo

Paper Author - Ester Vasallo SMT Owner — Alison Stewart
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1. Introduction

The Procurement Reform (Scotland) Act 2014 requires a contracting authority with
expected annual procurement spend above £5 million to produce a procurement
strategy.

This document sets out our Procurement Strategy covering August 2025 to July 2030
and fully reflects the Scottish Model of Procurement, the College strategic objeg
and outcomes, and Scottish Funding Council (SFC) key priorities and commit

Procedures, sets out our strategic approach to procurement wi
development of our procurement activities over the next 5 yea

The formation of this Strategy has been guided
Procurement service and is the culmination of engageme
groups affected by the College’s approach to procu his Strategy has also
been informed by the Scottish Procurement : guidance under the
Procurement Reform (Scotland) Act 2014 with t rt of APUC!, the procurement
centre of expertise for all of Scotland’sgo s ersities.

e College’s
with different stakeholder

This Strategy is aimed at all internal anehex
by the College’s procurement acti
potential suppliers, students, us
and the wider public.

al'stakeholders involved in or impacted
ncludes College staff, suppliers and
tracts, residents in our local communities

The Strategy was app
Finance, Resource
on our website
Procurement Re

b ollege’s Leadership Management Team and the
ucture Committee (FRalC) and subsequently published

Scotland) Act 2014 to make sure it remains fit for purpose.

The FRalC will approve, review and monitor the progress of the procurement strategy,
repQuti o th€ College’s Board of Management or equivalent, where required.

ress against strategic objectives will be reported to the College FRalC annually.

1 Advanced Procurement for Universities and Colleges

Procurement Strategy for Forth Valley College 2025 to 2030



2. Our Spend Profile

The College’s spend profile for 2023/2024 is displayed below with a total non-pay
spend in the region of £8.69m, of which £1.75m was non-core spend?.

Forth Valley College Spend Profile 2023/2024 *
20% .
i Regulated spend (£5.07m < ?
H Non-regulate nd
)

H Non-coref§pend (£1.

58%

22%

Our annual influenceable procuremenysp m is made up of £5.07m of
regulated spend (above threshold®) a 86m of non-regulated spend (below
threshold).

3. Procurement Migsi % egic Objectives

Our Procurement missi up orth Valley College’s vision, purpose, values and
strategic aims as s i Strategic Plan 2025-30 and is "to deliver a best-in-
class, co-ordig nd efficient procurement function that achieves

sustainable b d supports the College in delivering transformational
educatio

This Str y re@ognises that our procurement practice is based on the Scottish Model

, Which sees procurement as an integral part of policy development
delivery and is essentially about achieving the best balance of cost, quality
tainability.

2 For example, spend on statutory requirements such as tax and other expenditure not covered by
procurement legislation.
3 The regulated threshold is £50,000 and above for goods and services and £2 million and above for works.
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Scottish Procurement

Quality Cost
Embedding

sustainability
inallwe do

Maximising
efficiency
and
collaboration

Delivering
savings and
benefits

Sustainability

Scottish Model of Procure t %

agrana e N AZ0

This Strategy also supports the vision of the Pu
2023 to 2028* of putting public procurem@&ht at eaft of a sustainable economy to
maximise value for the people of Scotland the outcomes outlined by the
Sustainable Procurement Duty, which requiies u§,to buy in a way which is:
e good for businesses and em
e good for society

e good for places and communi
e open and connect

nt Strategy for Scotland

4 https://www.gov.scot/publications/public-procurement-strategy-scotland-2023-2028/documents/

Procurement Strategy for Forth Valley College 2025 to 2030


https://www.gov.scot/publications/public-procurement-strategy-scotland-2023-2028/documents/

A Good for

businesses
and their
employees

Our Purpose
To use our collective
spending power to
deliver sustainable and
inclusive economic
growth

Good for

places and
fm communities

Open and
connected

contract and procurement process to co
objectives and outcomes, in a way that@gchi
accessible to business, the third sector a

Our Procurement Strategic Object
Procurement Strategy. Each o
and the objectives of the ic

)

curement Strategy for Scotland 2023 to 2028.
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College Procurement Strategic
Objectives
1) To maximise value for money through

College Strategic Objectives

We will deliver an excellent student experience for

Public Procurement Sirategy for Scotiand

Objectives

ety: Ensure that we are efficient, effective
and forward thinking through continuous improvement to
elp achieve a fairer and more equal society.

en and Connected: Ensure procurement in Scotland
s open, transparent and connected at local, national and
international levels.

efficient, transparent, and compliant | all learners.
practices that reduce risk to support the ] ) ] ]
delivery of an excellent student We .WI|| drive transformation to deliver a
: sustainable future.
experience.
2) To strengthen collaboration and | We will grow throug in tion and
partnerships across the College, within | entrepreneurship.
the sector, with other publicly funded
bodies and suppliers to deliver shared We will deliver an exc @ pnt experience for
value and innovation. all learners.
We will e sformation to deliver a

sustainable’f

Good for Businesses and their Employees: Maximise the
impact of procurement to boost a green, inclusive and
wellbeing economy, promoting and enabling innovation
in procurement.

Open and Connected: Ensure procurement in Scotland
is open, transparent and connected at local, national and
international levels.

Good for Places and Communities: Maximising the
impact of procurement with strong community
engagement and development to deliver social and
economic outcomes as a means to drive wellbeing by
creating quality employment and skills.

Procurement Strategy for Va

College 2025 to 2030




College Procurement Strategic College Strategic Objectives Public Procurement Strategy for Scotland

Objectives Objectives

3) To embed responsible procurement | We will focus on people, promoting equality,
practices into all procurement activity | integrity & wellbeing.
ensuring compliance with Scottish and
UK legislation, fulfilling our sustainable
procurement duty and advancing the
College’s commitment to achieving net- - curement with strong community
zero emissions. nd development to deliver social and

economic outcomes as a means to drive wellbeing by
reating quality employment and skills.

We will drive transformation to deliver a
sustainable future.

: Ensure that we are efficient, effective
nd forward thinking through continuous improvement to
help achieve a fairer and more equal society.
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Procurement S

egy for

val

College 2025 to 2030

Objective 3:

To embed responsible
procurement practices into all
procurement activity ensuring
compliance with Scottish and

UK legislation, fulfilling our
sustainable procurement duty
and advancing the College’s
commitment to achieving net-
zero emissions..



The Procurement Action Plan (see Section 6) shows the outcomes that we will deliver,
and the associated actions and commitments. These actions are measured and
reported through our involvement in the Scottish Government’s Procurement and
Commercial Improvement Programme (PCIP) and through the publication of an
Annual Procurement Report (see Section 5).

4. Ensuring compliance with general duties and specific measures o
the Procurement Reform (Scotland) Act 2014

Act are stated below:

4.1. Contributing to the carrying out of our fun n and t ievement of
our purposes
Effective procurement makes a key contributio high quality learning in

an inclusive, efficient and sustainable w y Isifg the resources available for
learning priorities. This includes:

e Analysing our non-pay expe
e Seeking best value throu
e Whole life costing pro
e Ensuring that projegtistrategies align to the College’s strategic objectives and

ntify regulated procurements.
e procurement exercises.

outcomes.
e Effective useg@f contkact and supplier management to monitor and further
improve Q ct outcomes.

4.2. Delj ) e for Money

\% , as defined by the Scottish Model of Procurement, is not just about

tan ality but about the best balance of cost, quality and sustainability.

lege through its Procurement Policy and Procedures will seek to consistently

apply the principle of Value for Money, albeit the balance of cost, quality and

stainability will vary for each procurement depending on the particular commodity,
category and market.

The College will consider the whole-life cost of what is being procured and when
applying the above principle of value for money, ensure that it does so in a clear,

Procurement Strategy for Forth Valley College 2025 to 2030
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transparent and proportionate manner; in line with the principles of non-discrimination,
transparency, procedural fairness and in complying with the general duties of the Act
as well as the sustainable procurement duty.

4.3. Treating relevant economic operators equally and without discrimination

The College will conduct all its regulated procurements in compliance with the
principles of non-discrimination, transparency, procedural fairness and we
consider early engagement with the supply market where relevant prior %
publication of a contract notice.

All regulated procurements will be posted on portals such as Pu
(PCS) and Public Contracts Scotland-Tender (PCS-T) and shall strive t@iensure the
use of separate lots, where appropriate, with straightf
specifications and clear evaluation criteria to ensure t
as many bidders as possible.

4.4. Acting in a transparent and proportion

The College will engage with its localysu and use clear and precise
language in our specifications.

The College shall ensure contract @
sustainability factors as well _

arded using appropriate quality, risk and
ding to declared score weightings specific
to each contract.

The College will acti to make it easier for smaller and local businesses

to bid for contracts t
e The useot Publi ntracts Scotland and Quick Quotes.
e Informa @ ined on the Procurement page of the College website.
e T ro of training and/or provide information on third party training
opportunjties (such as the Supplier Development Programme).
local supplier/buyer engagement events (such as Meet the Buyer).

t st
gh:

Sustainable Procurement Duty

e College will seek to take account of climate impacts and the circular economy in
its procurement activity contributing to the College’s pledge to join the United Nations’
climate change campaign in the Race to Net Zero, the Scottish Colleges Statement of
Commitment on the Climate Emergency and the College’s Net Zero Plan. It will also
seek to involve SMEs, third sector bodies and supported businesses in our

Procurement Strategy for Forth Valley College 2025 to 2030
11



procurement activities. In so doing, these areas shall benefit not only the College but
the wider Forth Valley region as well as contribute to the wider global climate agenda.

The College has also committed to the Scottish University and College Sectors Supply
Chain Climate & Ecological Emergency Strategy 2022 to 2030, coordinated by APUC.
The sector-wide initiative aims to reduce greenhouse gas (GHG) emissions and
enhance sustainability across the supply chains of Scotland’s Universities and
Colleges®.

With regards to the Public Sector Equality Duty (PSED) under the Equality Ac
the College (as a Public Authority) will, within its procurement practicesggi
regard to the need to:

e Eliminate discrimination, harassment, victimisation and er that
is prohibited by the Act.

e Advance equality of opportunity between persons share’a relevant
protected characteristic and persons who do nofgshare it.

e Foster good relations between persons who re a relevant protected

characteristic and persons who do not share it.

The College will manage procurement in ways te equality and fairness,
by embedding equality considerations in r Policy and Procedures.
The College meets the Sustainable Cc uty® through the use of the
following Scottish Government tools’:

e Scottish Public Procuremen a Tool.

e Sustainability Test.

e Life Cycle Impact

e The Scottish Flexi
We also ask our 0o meet the APUC’s Sustain Code of Conduct and

Electronics Wa
procurement.

Where relevant and proportionate to the scope of the

4.6. OMr poli applying community benefit requirements in our contracts

mmupity benefit requirement is defined in the Procurement Reform (Scotland) Act
0 S a contractual requirement imposed by a contracting authority:
a) relating to:
(i) training and recruitment, or
(if) the availability of sub-contracting opportunities, or

5 https://www.apuc-scot.ac.uk/#!/UCSSCCEEStrategy.php
% https://www.gov.scot/policies/public-sector-procurement/sustainable-procurement-duty/
7 https://sustainableprocurementtools.scot/

Procurement Strategy for Forth Valley College 2025 to 2030
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(b) which is otherwise intended to improve the economic, social or
environmental wellbeing of the authority’s area in a way additional to the main
purpose of the contract in which the requirement is included.

The delivery of community benefits through procurement is in line with the College
strategic objective of ‘driving transformation to deliver a sustainable future.’

If there is an opportunity to benefit the community, we will include appropge
requirements in our contracts. We will consider these opportunities at the develQg
phase of all regulated procurements (£50,000 and above for goods and service
million and above for works).

We will collect information about delivered benefits an
formal report of our performance against this Strategy

4.7. Our policy on consulting and in
procurements

e affected by our

ential suppliers and others to help us
procirement will take.

Where appropriate, we work with use
design procurements and the route

Individual procurements are,i Spo to an identified need and we identify and
involve the relevant stake rs'as,appropriate.
The College considess for procurement, the community affected by the resultant

contract and en affected organisations/persons are consulted (e.g. impact
, persons or groups with relevant protected characteristics
stments may be considered as part of a specification, or a local
be combined with other similar institution’s needs). Such

Iways be on a scale and approach relevant to the procurement in

8. ur policy on paying the Living Wage to people involved in delivering our
contracts

The College became an accredited Living Wage employer in May 2016. This is a clear
commitment to pay the Living Wage for all staff we directly employ and those who
work on our contracts by actively encouraging employers to pay the Living Wage as
part of a package of fair work practice in relevant contracts.

Procurement Strategy for Forth Valley College 2025 to 2030
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Our policy on paying the Living Wage to those who deliver our public contracts is
influenced by our belief that a positive approach to fair work practices can have a
positive effect on the quality of the services, goods and work delivered. We target this
policy through award criteria which are in proportion to and relevant to the contract.
The College also follows the Scottish Government statutory guidance on Fair Work
First®.

If a commitment has been made in a tender to pay the Living Wage, it will form part o

our annual report of our performance against this strategy.

4.9. Our policy on making sure our contractors and sub ct@
the Health and Safety at Work Act 1974 and any proviSion ma der the
act

It is important that those bidding for our contracts are o demonstrate that they
responsible contractors who keep their legal duties, duties to health and
safety.

It is a standard condition of our contracts
apply, all requirements of regulatory o
also includes any relevant health and
on our premises, under the terms
health and safety requirements.

ntractor must keep to all laws that

d good industry practice. This
“Also, whenever contractors’ staff are
tanelard contracts they must keep to our

Where appropriate, and tract by contract basis, health and safety will be
monitored as part of our_contiact management processes. Where proportionate, the
College also seek to th mpliance of subcontractors.

4.10. Our poli curing fairly and ethically traded goods and services

he sourcing of goods that are fairly and ethically traded. Where

it shall make use of appropriate standards and labels in its
take account of fair and ethical trading considerations as well as
equivalent offerings from suppliers that can demonstrate they can meet
cified criteria without necessarily having the specific certification.

Owr standard terms and conditions allow us to end a contract if the contractor or
bcontractor fails to keep to their legal duties in the areas of environmental, social or
employment law when carrying out the contract.

8 https://www.gov.scot/publications/publication-of-updated-fair-work-first-in-procurement-guidance/

Procurement Strategy for Forth Valley College 2025 to 2030
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4.11. Our policy on using contracts involving food to improve the health,
wellbeing and education of communities in the College’s area, and the
promotion of the highest standards of animal welfare

The College will find practical ways to supply healthy, fresh, seasonal, and sustainably
grown food which represents value for money whilst improving the health, wellbein

and education of our teaching and learning communities, coupled with promoting the
highest standards of animal welfare.

and guidance such as that made available by The University
(TUCO) and any other relevant bodies.

The College utilises APUC and TUCO framework agreements e vast majority of
our food and catering requirements, and the produ and ser under these
frameworks must comply with all relevant legislation a dards.

4.12. Our policy on paying invoices in 30 days_o our contractors and

sub-contractors

The College recognises the importance O suppliers promptly once a service
has been performed or goods delivere d" that late payment is particularly

Our standard payment te ithin"30 days from receipt of valid invoices. We also
require contractors to pay contpactors in no more than 30 days after the receipt of
ill report our payment performance in our Annual

with the Scottish Procurement Policy Note (SPPN) on
upply chain, which came into force in June 2022°.

rocurement Report

Procurement Reform (Scotland) Act 2014 we have to prepare a
ment report each year. Our first report for this Strategy will cover the period 1%
Allgust 2025 to 315t July 2026. It will include as a minimum:
e information on regulated procurements that have been completed during the
period.
e a review of whether those procurements kept to this procurement strategy.

9 https://www.gov.scot/publications/prompt-payment-in-the-supply-chain-sppn-2-2022/

Procurement Strategy for Forth Valley College 2025 to 2030
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e if any procurements did not comply with regulations, a statement of how we
intend to ensure they do in future.
e a summary of community benefit requirements set as part of a regulated
procurement that were fulfilled during the financial year covered by the report.
e a summary of any steps we have taken to involve supported businesses in
regulated procurements during the year.
e a summary of the regulated procurements we expect to commence in the ne
two financial years; and
e such other information as the Scottish Ministers may by order speci
where applicable that demonstrates compliance with other legisiaii@
places specific requirements on the College with respect to its
activities, the College will also consider including:
o A summary of benefits that have had a positive impa
change.
o What it has learned from its consultation an ement with
stakeholders and those affected by its procikements, and what it is doing
to respond to these views, including ho % ment has furthered the

imate

College’s work with regard to the Genera ,
o What it is doing to improve its ge¥and impact, drawing on

relevant information — f X end analysis — and what
improvements have bee hi [ Its last report.
o How it is working with other'gedi for example procurement centres

of expertise — to maxig
o Reporting data'® as,re

eCliveness and efficiency; and
through SPPNs?!L,

We will publish our repor our website and make sure it is accessible.

6. Procureme ct an

5tsOf a number of specific actions and commitments in relation
to each of t gic objectives and their desired outcomes, and are cross
referencgd to the¥@levant section of the Procurement and Commercial Improvement

res ainst this Action Plan (see below) will be regularly monitored by the
ol ’'s Procurement service and Finance, Resource and Infrastructure Committee.

part of the formal annual review of this Strategy, as indicated in section 1 above,
is Action Plan will be reviewed and updated as required, to maintain alignment of the
College’s procurement activity with its broader priorities.

10 https://www.gov.scot/publications/public-procurement-annual-procurement-reports-for-2022-2023-and-
2023-2024-sppn-2-2023/
1 https://www.gov.scot/collections/scottish-procurement-policy-notes-sppns/
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Objective 1 = To maximise value for money through efficient, transparent, and compliant practices that reduce risk to suppgort the delivery of

an excellent student experience.

Outcomes Full compliance with procurement legislation and internal policies.

Achieving maximum value in procurement decisions.

Increased stakeholder satisfaction with procurement services.

Reduced risks in procurement activities.

Ongoing Main Actions & Commitments

Conduct all regulated procurements through open and fair competition.

Plan and measure benefits and savings to ensure value for money in all tendering activitie

Regularly review and update procurement procedures to ensure compliance.

Provide training and guidance to staff on procurement best practices.

@
@
&

Maintain a procurement risk register, review it regularly and communicate ke Director of Finance.

Key Performance Indicators Benchmark Data Target PCIP Ref Red-Green
2023/2024 Lite Thresholds for
2025/2026

Compliant regulated expenditure as % of influenceable Maintain or increase 1.1 ® =297%
expenditure. annually. 1.6 ® <97%
4.1
Benefit Types (cash and non-cash savings). Bl £222,546 Maintain. Varies year Dashboard | @ = £500,000
BT2P£460,471 on year depending on 15 ® < £500,000
BT8: £23,333 activity. 2.1
Numbers of staff that have completed procu @ 25 Maintain or increase 1.4 ® =25
training. annually. ®<2>s
Average internal staff satisfaction sc 12 4.14 (35 responses) Maintain or increase 1.5 O =414
annually. ® <414

Procurement Str Valley College 2025 to 2030
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Key Performance Indicators Benchmark Data Red-Green

2023/2024 i Thresholds for
2025/2026
Procurement risk register review frequency 4 reviews a year 3 reviews ar " 5 ®:=3
® <3

12 Average satisfaction scor aff in response to the question “How satisfied are you with the procurement service?” (rated on a 1-5 scale).

Valley College 2025 to 2030
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To strengthen collaboration and partnerships across the College, within the sector, with other publicly iunded bodies and
suppliers to deliver shared value and innovation.
Increased use of collaborative frameworks and joint procurement initiatives.

Objective 2

Outcomes

Stronger supplier relationships and increased early market engagement.

Contracts that better meet the College’s needs through supplier input and sector co

Main Actions & Commitments

Expenditure analysis to identify and optimise use of collaborative contracts.

Promote use of national and sectoral frameworks.

Participate in sector-wide procurement groups and initiatives (e.g. APUC promoted frame

Engage suppliers early in the procurement process.

Key Performance Indicators Benchmark Data : PCIP Ref Red-Green
2023/2024 Lite Thresholds for
2025/2026

% of influenceable expenditure through 42% . ® =42%
collaborative frameworks and contracts. 3.3 ® < 42%
Supplier engagement satisfaction rate?s. 82% (17 res Maintain or increase annually. 15 O =82%
® <82%
Internal satisfaction with procurement Maintain or increase annually. 15 ® =60%
outcomes?4. ® <60%
13 percentage of suppliers who {Strongly Agree” or “Agree” to the statement: “Overall, | am satisfied with the way FVC engaged with my business.”
14 percentage of staff wh ly Agree” or “Agree” to the statement: “Contracts negotiated by the procurement service deliver quality and value for

money.”

19



Objective 3 To continue embedding responsible procurement practices into all procurement activity, ensuring
compliance with legislation and advancing the College’s commitment to achicviiig net-zeio emissions.

All regulated procurements demonstrate compliance with the Sustainable Proc

Outcomes

Main Actions & Commitments

Key Performance Indicators Benchmark Data PCIP Ref Red-Green
2023/2024 Lite Thresholds for
2025/2026

% of contracts > £25k with secured sustainability Maintain. Varies year on year | 1.5 O =40%
benefits (BT14). depending on activity. Climate Change ® < 40%
Number of suppliers with completed SCM Increase annually. Climate Change | @ =27
(Responsible Procurement). 3.1 o <27
Estimated GHG emissions from procured g¢ Report annually in the Public | Climate Change | @ Reported.
and services. Bodies Climate Change @ Not reported

Duties Reporting (PBCCD)
and in the Annual
Procurement Report.

Procurement Str for ForthyVvalley College 2025 to 2030
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7. Glossary of Terms

A, B, C and C1 Contracts

Category A Collaborative Contracts available to all public bodies

e Scottish Procurement

Category B Collaborative Contracts available to public bodies within a sp
sector
e Scottish Procurement
« APUC and other UK FHE Consortia

¢ Scotland Excel
¢« NHS National Procurement

Category C Local Contracts for use by individua bodies

Category C1 Local or regional collaboration lic bodies

at replace pre-existing supply
revious price paid at the end of the
are for something that has not been

BT1 - Direct Price Based Savings - fo
agreements, these savings are calculate
previous contract(s) period. For cox
bought before / an ad hoc requij
top 5 acceptable compliapt (omgall the
bids.

BT2 - Price Versus gs — these savings are reported against market
pricing instead of, n to, the savings achieved against previous baseline
prices (i.e. the savimg scribed at BT1 above). The purpose of BT2 savings is to
identify the sa ' ould be lost if the procurement had not been conducted by

the organi

BT14 - Sustainability Based Benefits - sustainability benefits where costs are not

n r t can be reported but will normally be described in narrative including
ot limited to the following areas:

¢ “Reduction in waste — packaging and / or further use of residue from
processes etc.

¢ Reduction in consumption - use of raw materials (consumables, utilities etc.)
e Recycling and/or reuse of products
e Enhanced Reputation and/or marketing opportunities

Procurement Strategy for Forth Valley College 2025 to 2030
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e Community Benefits delivery
e Carbon Reduction

e Social, equality and / or environmental improvements

Category subject - a collection of commodities or services sourced from the same or
similar supply base, which meet a similar consumer need, or which are inter-relate
or substitutable.

capture key information about the contract (the goot
started, expiry date and procurement category).

Cost avoidance - the act of eliminating costs or
first place. It tends not to show up on, but materj
is normally referred to as a “soft” cost savifg,i
costs, procuring services/goods/ work

market average/median.

istration is the management of contracts
3, or employees. Contract management

Contract management - or contrg
made with customers, suppli
activities can be divided
management; and contrac

covers regulated and non-regulated expenditure
diture.

Core expenditure/gpen
excluding non-core e

GPA regulate ements - those whose values require that they are conducted
in compl 2 Public Contracts (Scotland) Regulations 2015, Procurement
(Scotlan@d) Regdlations 2016 and the Procurement Reform (Scotland) Act 2014.

eement on Government Procurement is a plurilateral agreement within
rk of the World Trade Organisation (WTO). For more information visit
ebsite.

A Thresholds — Higher value regulated procurements are advertised in line with
PA thresholds on a new UK e-notification system called Find a Tender System
(FTS).

Public contracts (GPA) thresholds are revised every 2 years and the present
thresholds are (including VAT): - for Supply, Services and Design Contracts,
£213,477, for Works Contracts £5,336,937.

Procurement Strategy for Forth Valley College 2025 to 2030
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Flexible Framework - Self-Assessment Tool (FFSAT) that enables measurement
against various aspects of sustainable procurement.

Hub (Spikes Cavell) - The Scottish Procurement Information Hub is provided by
Spikes Cavell as a spend analysis tool allowing organisations to:

e |dentify non-pay spend on external goods and services

e Identify key suppliers and how many transactions are made with each

e Highlight common spend across suppliers and categories

e Identify spend with SMEs and/or local suppliers Q

This information means that individual organisations and Centres of EXp C
identify where collaborative opportunities might exist and lonal
efficiencies could be made.

For more information, visit the Scottish Government's Hub®® pa

ijons team. It is a database
d SQL Server) enabling
ontracting activities.

Hunter - Hunter has been developed by the APUC eSo
solution which uses standard Microsoft packages (Acg
organisations to effectively monitor and report on colla

As a solution, it is operational within the HE/F rgdn Scotland and is also being
utilised by the HE consortia in Engl s tiat also provide collaborative
contracting services to the sector. Hun multi-level structure which allows
consortia to share collaborative agke ke them visible to their member
rd their own contracts.

area In the APUC Buyers Portal providing easy
ement reporting data being recorded centrally
currently hosts key regulatory procurement
isters, forward contracting plans, expenditure reporting

access to institutions’ k
through Hunter. Th S
information on Con ts

and APR Data. of reports is planned to expand to cover savings and PCIP
dashboard da

Lotting - ntracts (Scotland) Regulations 2015 encourage the use of lots
(regulati@n 47),%o promote competitiveness and to facilitate the involvement of SMEs
in i curement market, by considering the appropriateness of dividing

tractshinto lots to smaller contracts.

on=gere expenditure/spend — third-party expenditure excluded from the scope of
the Procurement Regulations.

15 See website: https://www.gov.scot/publications/scottish-procurement-information-hub-contract/
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Non-pay expenditure/spend - covers all third-party expenditure including non-core
expenditure. It excludes directly employed workers and associated costs such as
national insurance, pension contributions and administration costs.

Output Specification - requirements are set out in terms of what you want to achieve,
leaving the tenderers to decide on how they will deliver those requirements. This can
lead to innovation by the tenderers. The services detailed in the output specification
should be capable of objective assessment so that the performance of the supplier
can be accurately monitored.

Prioritisation - the Sustainable Public Procurement Prioritisation Tool whichusi

previous Procurement Capability Assessment (PCA
procedures driving procurement performance
deliver.

portantly, the results they

PCS (Public Contracts Scotland) - the'aational advertising portal used to advertise

all public sector goods, services or 5 act opportunities.
@ stem, centrally funded by the Scottish

efficient means for buyers and suppliers to
he standard templates enable buyers to create

PCS-Tender - the national e
Government. The systemais
manage tender exercise lines
consistent tender doc

Segmentation - the
and its criticalit

Small an ed Enterprises (SMEs) encompass:

o 0 enterprises: enterprises which employ fewer than 10 persons and whose
rnover and/or annual balance sheet total does not exceed £1.57

ion.
Small enterprises: enterprises which employ fewer than 50 persons and whose
nnual turnover and/or annual balance sheet total does not exceed £7.86

million.
e Medium enterprises: enterprises which are neither micro nor small, which
employ fewer than 250 persons and which have an annual turnover not

exceeding £39.28 million, and/or an annual balance sheet total not exceeding
£33.78 million.

Procurement Strategy for Forth Valley College 2025 to 2030
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Social Enterprises - revenue-generating businesses with primarily social objectives
whose surpluses are reinvested for that purpose in the business or in the community,
rather than being driven by the need to deliver profit to shareholders and owners.

Supply Chain encompasses all activities, resources, products etc. involved in
creating and moving a product or service from the supplier to the procurer.

Supported business - an economic operator whose main aim is the social an
professional integration of disabled or disadvantaged persons, and where at least
of the employees of the economic operator are disabled or disadvantaged per

Supported employment programme - an employment programme op

economic operator, the main aim of which is the social and professiepal i of
disabled or disadvantaged persons, and where at least 30% o the
programme are disabled or disadvantaged persons.

Sustain Supply Chain Code of Conduct - APUC and igs client co y of colleges
and universities is committed to carrying out prg@urement activities in an
environmentally, socially, ethically and economicall sible manner and to
entering into agreements and contracts with supplier are and adhere to its
vision. To demonstrate this commitment, curre al suppliers are asked to

acknowledge their compliance with the p

Sustain Supply Chain Code
of Conduct with respect to their organis [

Sustainable Procurement - a pro y organisations meet their needs for
goods, services, works and utilities
life basis and generates benefi
economy and the enviro

Third-Party Expendi
upon the total value Qfl
purchase of gooe

S non-core expenditure and it is calculated based
paid per annum, excluding VAT, to all suppliers for the
ices and works. It is defined as including: goods — tangible
products suc @ jonery, which are often also known as supplies. Services —
provision angible product such as refuse collection, elderly home care,
whether(€arriedgout internally or externally. Works — including construction works and
utilid costs. It excludes employee costs, non-cash expenditure (e.qg.
ion), grants, trust payments and other non-controllable payments to other

iture and programme spend on commodities and services.

ird Sector — includes charities, social enterprises and community groups which
deliver essential services and helps to improve people's wellbeing and contributes to
economic growth.

Procurement Strategy for Forth Valley College 2025 to 2030
25
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1. Purpose

1.1. The purpose of this Procurement Policy is to:

set out the operational steps required for the College to meet its key strategic
objectives in the Procurement Strategy

maintain the highest ethical standards linked to procurement matters and the
expenditure of public funds

ensure a uniform approach to quotation/tendering and contract manageme
procedures for use by the College employees with any element of purch
responsibility in their job role

ensure that all potential suppliers are treated in a fair, open and transpatr, n

ensure best value is achieved at all times

promote equality and diversity in relation to relevant{p

comply with all legislative obligations in relatio,
requirements of the Public Contracts (Scotland) R
Reform (Scotland) Act 2014, and the Procur,

all subsequent amendments.

2015, the Procurement
d) Regulations 2016 and

2. Scope

2.1. This Procurement Policy applies to
behalf of the College. The Policy
aspect of purchasing respo [
Operational and Curriculum #&nag

s Of goods, services or works made by/on
adhered to by all College employees with any
ir job role, including Curriculum Directors,

and administrators.

2.2. The Policy shoul re in conjunction with the following related College
Policies/ProcedurgsS/Regulations:

mmitt RalC) Firance-Committee/Board of Management
ege Hinancial Regulations

[ Hospitality Policy

i-Bribery and Corruption Policy

re should be clear separation of budgetary authority and procurement authority.

Budget holders should have authority to initiate purchasing/procurement activity by
specifying their requirements and providing budgetary authority for the expenditure. The
authority to purchase (Delegated Purchasing Authority (DPA)) and ultimately place the
purchase order should be conducted separately. DPA is shown in the College’s Scheme
of Delegation and Finance’s Authorisation Process by Department documents.

2.4. Any proposal to award a contract over £25,000 without competition must be approved in
advance by the Scottish Funding Council, in accordance with the requirements of the



2.5.

Scottish Public Finance Manual (SPFM). A Single Source Justification Form must be
completed and approved prior to the award of such contracts.

Any external consultancy contracts with a value of £100,000 aggregated over 4 years
must be approved in advance by the Scottish Funding Council, in accordance with the
requirements of the Scottish Public Finance Manual (SPFM).

3. Responsibilities

3.1

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

4.1.

This Policy has been approved by the College FRalCFinance-Committee.

The Vice Principal for Finance and Corporate Affairs is accountable for
implementation of this Policy and for continuous review of the Procurement Poli

The Procurement service is responsible for managing the Colle
and compliance with all legislative/regulatory/best practice matt

ent activity

Curriculum Directors, -and-Heads of Service and budd@imanagers responsible for
ensuring that all purchasing activity within their areas is d out in line with this Policy,
associated legislation and regulations.

All College employees with any aspect of purc ent responsibility in their
job role are responsible for adhering th nd complying with associated
Procedures.

Any breach of this Procurement Policy s b estigated. Failure by any employee to

comply with this Policy may give ri inary procedures.

4. Key Principles
Value for Money

4.1.1. A fundamental e Procurement Policy is to ensure the achievement of
I

Value for Moneytin a lly compliant manner.

4.1.2. Value fodMo balance between gquality, cost and sustainability, and will vary
for ever ase depending on the requirements of the College. The two main
) pact on the achievement of Value for Money are:

o U\ Produet/Service specification — appropriate quality and quantity
e of supply — right time, right place, right price

Where you are involved in the purchase of goods, services or works, it is important to
onsider the following criteria as part of the specification:

Purpose/performance of goods/services

Necessary characteristics (size, finish etc.)

Life span

Installation/Maintenance requirements

Sustainability considerations (global climate emergency, circular economy,
recycled and recyclable materials, environmentally friendly characteristics,
packaging, safe disposal, fair work practices)

e Equality and diversity



e Risks
4.2. Collaborative Procurement

4.2.1. The College will seek to maximise opportunities to collaborate in the procurement of
goods, services or works where it can be demonstrated that such collaboration delivers
the best overall Value for Money solution to meet the College’s needs.

4.2.2. Collaboration may include the use of Framework Agreements which have been
procured by collaborative procurement organisations such as APUC, Scottish
Procurement, Scotland Excel and other similar Procurement ‘Centres of Expertrse
Where a Framework Agreement exrsts and can meet the needs of the College

unless otherwise agreed by the Procurement service.

4.2.3. A list of all Framework Agreements currently available to the College c3 ound
Section 6.

4.2.4. The benefits of utilising a collaborative Framework Agreemeiit include:

e Economies of scale — more competitive pricing as a the greater
purchasing power achieved through collaboratio
e Compliance with procurement legislation —
when the Framework Agreement was procure
APUCQC), therefore reducing the burden on the
e Supplier vetting — suppliers on
demonstrated compliance in a
insurances, corporate and i
Management, Equalities and us
e Supplier performance —such

iance has already been met
Centre of Expertise (i.e.

z ork Agreements have
ys including: financial health,
sponsibility, Health and Safety, Quality

greements include well defined terms

mpliant contracts can be time consuming and
for Procurement service and the requisitioning
idden cost often not considered. Utilising Framework
and associated cost for everyone involved.

department, whi
Agreements

4.2.5. CoIIaboratron include maximising opportunities to work across College
departme iver contracts for commonly purchased goods and services, such
as statig Is, equipment or consumables where there are currently no
contract

4.2.6. The benefits of College wide collaboration include:
onality and Standardisation of products and services — this provides a
ollege wide standard for the products and services being purchased, as well as
the re-assurance that all departments are paying the same prices for the same
goods and services.

e Efficiency — by everyone working together in the same way, and using the same
suppliers and buying the same products/services it reduces duplication of time and
effort, thereby creating efficiency benefits

e Supplier performance monitoring — if we are all using the same supplier then it
is easier to monitor supplier performance, identify common issues and feedback
to suppliers.

e Cross functional learning — by working together it helps to identify different ways
of working and requirements within different departments which can all be used to
identify College wide improvements to processes and ways of working



4.3. Legislative Compliance

4.3.1. The College will ensure that it complies with the following procurement legislation and
all subsequent amendments:

e Public Contracts (Scotland) Regulations 2015,
e Procurement Reform (Scotland) Act 2014,

e Procurement (Scotland) Regulations 2016
4.3.2. In addition, the Procurement service will ensure compliance with all relevant legislatio
and all subsequent amendments on a contract by contract basis, including bu

limited to:

Equality Act 2010

Bribery Act 2010

Freedom of Information (Scotland) Act 2002
Health and Safety at Work Act 1974

UK General Data Protection Regulation (GDPR)

4.4, Sustainable Procurement

4.4.1. The College recognises that procurement can play
economic, social and environmental performance
collective approach to the procurement of

ortant role in improving our
% ganisation through our
es and works. This is

Statement, the College’s
Commitment on the Climate
ors _Supply Chain_ Climate &
y procurement representation on

Ecological Emergency Strateqy 202
the College Sustainability Committeg

4.4.2. Additionally, the Procuremept (R Scotland) Act 2014 introduces a number of
duties upon the College i di istainable Procurement Duty.

4.4.3. Inrecognition of the i tan laced on sustainable procurement by the College and
the Scottish Gov llege has embedded Sustainable Procurement within

our Procureme ureS and templates.
4.4.4. This recog of the key measures and tools the Procurement service uses in
order to e'Sustainability outcomes from our procurement activity, including:

g€ with the Sustainable Procurement Duty
account of the Strategic National Priority regarding the Global Climate

considerations in our procurement activities;

o onsider fair work practices and the Fair Work First criteria;
Utilise the Sustainable Procurement Prioritisation Tool to assess sustainability
risks and opportunities for appropriate categories of goods and services

e Complete the Sustainability Test for relevant procurements to assess any possible
social, economic or environmental impacts from a procurement exercise in order
to maximise opportunities for improvement in the wellbeing of the local community

e Utilise the Scottish Government’s Flexible Framework to assess the College’s

performance against best practice indicators.

4.4.5. With regards to the Public Sector Equality Duty (PSED) under the Equality Act 2010,
the College (as a Public Authority), within its procurement practices, gives due regard
to the need to:

6



¢ Eliminate discrimination, harassment, victimisation and any other conduct that is
prohibited by the Act;

e Advance equality of opportunity between persons who share a relevant protected
characteristic and persons who do not share it;

e Foster good relations between persons who share a relevant protected
characteristic and persons who do not share it.

4.5. Efficiency and Effectiveness

4.5.1. Procurement Procedures: The College has developed Procurement Procedures to
align to this Policy, as dictated by the College’s Financial Regulations. Thes
procedures follow the Scottish Government’s Procurement Journey with the intention
of embedding best practice and legal compliance within the College’s procurg @

function.
4.5.2. The aim of the Procedures is to set out clear guidance to College employ,
relative roles and responsibilities depending on their job role an of\te
within the purchasing/procurement process.

4.5.3. The Procedures are intended to be proportionate to the value/risk of procuring the
goods, services or works and to minimise unnecessary s dministrative

requirements throughout the process.
Procurement systems to
10 processes.

4.5.5. The College’s e-Procurement system{R2P) sed for placing purchase orders
with suppliers who have been ap Proglirement service, unless another

4.5.4. E-Procurement: The College currently uses a nu
maximise the efficiency and auditability of its procu

4.5.6. The Procurement service will cg ! ntify appropriate e-Procurement systems

4.5.7. Terms and Conditions: erms and Conditions for the supply of goods
and services will be i Il tender processes.

4.5.8. All purchases/c d into by the College which are not made through an
reement must only be entered into under the College’s
Terms an ns, unless otherwise agreed by the Procurement service. A copy

of these nditions can be found in section 6.

45.9. All tracts entered into using an authorised Framework Agreement must
only be egtered into under the Framework Agreement terms and conditions as set out
byithe relevant purchasing consortia, which the suppliers have agreed to. Please speak

t urement Manager for further information.

4. propriate Skills, Expertise, Integrity

1. The College will ensure that all employees involved in the procurement process are
given the appropriate level of advice and support, whether through access to the
Procurement Policy and Procedures, additional advice, or through further training
provided by the Procurement service.

4.6.2. In order to maintain the highest ethical standards across the College, all employees
involved in the procurement process shall be required to:
e Comply with the College’s Anti-Bribery and Corruption Policy
e Comply with the College’s Gifts and Hospitality Policy



e  Comply with the College’s Ethical Procurement Code of Conduct

4.6.3. Conflict of Interest: Where a potential conflict of interest arises between a College
employee and a potential supplier of goods, services or works which may have an
influence on the award of business to that supplier, the employee must declare such
conflict of interest at the earliest possible opportunity (and before the award of any
business to the supplier) by completing a Declaration of Interest form, and returning it
to the Procurement service, who shall advise of the next steps to be taken.

4.6.4. If an employee is in doubt as to a potential Conflict of Interest, they should speak to
the Procurement service in the first instance.

4.7. Fair and Equal Treatment

4.7.1. A core principle of public procurement regulation, under the procurement legisiati
to ensure that all suppliers are treated in an open, fair, equal and transpare
This principle is carried through into this Policy and asseeiated (R c
Procedures to ensure that all suppliers have a fair and equal opportunityjtegse
contracts with Forth Valley College.

4.8. Ongoing Review of Performance

4.8.1. Review of supplier performance: The College has
Management (C&SM) approach to ensure that cont
the College’s requirements as agreed during the te e5s. This includes quality
of goods/services provided, pricing, custo vels, performance against
KPls, and adherence to Terms and C@nditio inimum.

al Contract and Supplier
ppliers continue to deliver

4.8.2. The C&SM approach is determine y-contract basis during the pre-
tender contract strategy development,Sf,consultation with relevant stakeholders, and

considers the overall risk and va !! h ntract.

4.8.4. The approach4@\Cont and Supplier Management is intended to be proportionate

4.8.3. There are 3 levels of Contr ent within the C&SM approach:

e Strategic
e Managed
e Routine

for both theColl and the supplier.
4.8.5. The Pra service will work in conjunction with relevant stakeholders to
im anage the C&SM process on a contract-by-contract basis.

4.8.6. Angimportant aspect of C&SM is feedback from College employees, which can be
various ways including SharePoint surveys, email or verbal feedback.

4, Detalls of the Contract & Supplier Management process can be found in section 6.

8. Review of Procurement Performance: The College participates in the Procurement and
Commercial Improvement Programme (PCIP) —an assessment across all public sector
organisations’ procurement practices. The PCIP assessment takes place every 3 years
and focuses on the policies and procedures driving procurement performance and
more importantly, the results they deliver. Following the formal PCIP assessment, the
College receives feedback and an action plan with recommendations to continually
improve performance, based upon best practice.




4.8.9. Furthermore, as part of the Procurement Reform (Scotland) Act 2014, the College must
also publish an annual procurement report disclosing how its procurement activity has
complied with its published procurement strategy.

4.8.10.In addition, the Procurement service continually reviews its processes to ensure
continual improvement through lessons learned reviews and stakeholder and supplier
feedback.

5. Review of Procurement Policy

5.1. This Policy will be reviewed on an annual basis, as a minimum, by the Vice Princip
Finance and Corporate Affairs in conjunction with the Procurement Manager.

5.2. Any amendments required to the Policy will be presented to the FR
Committee-for approval.

6. Relevant Links

Procurement Strategy-2022-2025Procurement Strategy 2025-20

List of currently available Framework Agreements

Terms and Conditions

Procurement Journey

Net Zero Plan 2023-27

University and College Sector Suppl a li and Ecological Emergency Strategy
2022-2030



http://apuc-scot.ac.uk/#!/contracts
https://www.forthvalley.ac.uk/about-us/procurement/#procurement-3519
https://www.procurementjourney.scot/
https://www.forthvalley.ac.uk/media/n5ylrf4i/net-zero-plan.pdf
https://www.apuc-scot.ac.uk/#!/UCSSCCEEStrategy.php
https://www.apuc-scot.ac.uk/#!/UCSSCCEEStrategy.php
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2.1

2.1.1

21.2

INTRODUCTION
Purpose

These Procurement Procedures have been developed to guide and support College
employees with any level of input in the requisitioning or purchasing/procurement of
goods, services or works on behalf of the College. These Procedures provide the

operational steps which employees are expected to follow.

These Procedures should be read in conjunction with the College’s Procurement Policy

and Financial Regulations.
Scottish Government Procurement Journey

These Procedures are aligned to the Scottish Government’'s Procurement@dourne

which aims to facilitate best practice, consistency and legal compliance ac

procurement in Scotland.

These Procedures follow a similar format as the Procu nt Y, each
‘route’ outlining the steps required to be followed rela to st alue and
risk of the purchase.

DETERMINING THE VALUE OF A PURCHASE#
ROUTE

VANT PROCUREMENT

Decision Matrix

A useful Decision Matrix has

odu ssist College staff when preparing to

make a purchase using C his Decision Matrix follows the best practice

> Procedures are set out with the intention of providing
e key things to consider when preparing to purchase
on behalf of the College. These are set out in the order in

n should take place during the purchasing process and should

lue by obtaining the required number of written quotations (or tenders). Please


https://www.procurementjourney.scot/
https://www.procurementjourney.scot/

21.4

2.2

221

222

223

2.3

231

2.3.2

2.3.3

contact Procurement to assist you in identifying whether a suitable contract or

framework agreement is in place.

Where no contract or framework exists, a new procurement is required and the route
to follow will be dependent on the anticipated contract (or order) value. Contract value
is based on the aggregate value over full contract duration, inclusive of any available O

contract extensions. Step-by-step guidance for each route dependant on contract

value is provided in Sections 8 and 9 of these Procedures.
Market Research

Once the decision has been made that the purchase is essential and budget has been

allocated and authorised by the Budget Holder, it is important that some
research, proportionate to the likely value of the purchase is conducted.

Market Research may vary from a basic search of the internet to a more

Where possible, market research should consi
product/service rather than a specific brand name (e.g¥ r with XYZ

functionality as opposed to ‘an iPad’ or ‘Microsoft S
Determining the Value

The value of the allocated bud rmine ocurement process to be

followed, it will assist in deciding w. the réguirements should be advertised and it

will influence the timescales re ocurement.

When seeking to determin of a purchase, it is essential to look beyond
the basic purchase pi od or service, and instead consider the whole life
cost.

Whole lif m purchase to purchase, however the most common
aspects Will inclu@é: delivery, installation, training, maintenance, annual

e s and end of life (repair, re-use, recycle).



ONE OFF PURCHASE

Examples:

e Equipment (e.g. machine)

e Refurbishment works

e One-off Service (new website)
e Vehicle Purchase

Characteristics:

e Asingle purchase not likely to be repeated in
the foreseeable future (equipment or
goods)

e Adefined project of works, with a defined
scope and likely to include a defined
timescale (works)

e A clear requirement with a defined scope,
likely to have a defined timescale (new
system, website)

Estimated Value of Purchase:

Goods

e Purchase price

e Delivery

e Installation/Commissioning
e Service/Maintenance

e End of Life (uplift/disposal)

Services/Works

e Daily/Hourly rates multiplied by duration of
works/services

Hourly rates for additional works/services
Training

Annual Licences (systems)
Maintenance/Support (systems)

e o o o

RECURRING PURCHASE
Examples:

e Facilities Management Services
e Software Licence Renewal

e Annual Subscription Service

e Consumables

Characteristics:

e A purchase that is likely to be repeated over
a period of time (e.g. months/years)

e Cost of purchase likely to calculated on a
volume/time bound basis
(Services/Licences/Subscriptions)

e Consumable items may have a low unit
cost, but high volumes due to repeat orders
(stationery, food, course consumables)

Estimated Value of Purchase:

Service
e Hourly/Daily rates for the service(:
multiplied by hours/days servi

equired

by total duration of

s)).

Known duration required, and
hased on this basis if possible (e.g.
e years as opposed to annually).

ables

otal cost of all consumables purchased
within a defined category of items over a
duration (e.g. annually). The Procurement
service can assist by reviewing spend
patterns over a defined period (e.g.
annually/4 yearly)

s, the total contract value must be is—calculated based on

duration of the contract or agreement jncluding any potential

oé

[Formatted: Font: Bold, Underline

[Formatted: Font: Bold, Underline

nsions or renewals. While mMany of our contracts are re-procured

ears,-butcontract durations may varys-ean-be-efanrylength—Contractduration
depending on the complexity and nature of the goods or services. efthe-purchase

ev
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and—aAdvice on calculating contract values can be sought from the Procurement

service.

2.3.6 _When determining the value of a purchase, it is forbidden to look at shorter term
contracts to circumvent any threshold values and processes. A shorter-term contract
shall only be considered where there is sufficient justification to do so and approval

sought by the Procurement Manager.

2:3-62.3.7 Budget managers are responsible for ensuring that the correct

procurement route is followed based on the total contract value. This includes

monitoring spend over time, initiating the appropriate Invitations to Quote where

required and engaging with the Procurement service early where an Inyfation to
Tender is required.

2.4 Selecting the Relevant Procurement Process or Route

2.4.1 Having conducted market research, estimated the total value of t e
meets
2 for the

determined that there is no a compliant contract or fram

the requirements, the next step is to identify the rel
new procurement exercise. Step-by-step guidance fo is provided in

Sections 8 and 9 of these Procedures.

2.4.2 The following contract value thresholds sh g urement of Goods and
Services only. Estimated times arg give ow a e and they will depend on
the complexity of the procurement.

&



Procurement of Goods and Services

Process Contract Value Process Evidence Required Responsibility Estimated
No formal competition required.
Provide written evidence that
) best value for money has been
L than £6, l. . . .
ess ar\}A_(IS_)OOO (inc 1 Written Quote achieved. An internet search artment -3 days
may verify best value for
money.
Quotation
Process You must seek at least 3
comparable quotes.
) It is recommended the
£6,000 (incl. VAT) - . . ;
' - W F 1- k
£24,999 ( ex. VAT) 3 Written Quotations Quotation Summary artment 6 weeks
completed and ret
Department for au
Tenders obtained
£25,000 (inetex. VAT) - Quick Quote. Department and
= Low Value Tender 6-8 weeks
£49,999 (ex. VAT) W u Contact Proc Procurement W
£50,000 - Current relevant ity
GPA threshold National Lower Value Department and 3-4 months
Tender Process (£214,904213.477incl. Regulated Tender Procurement
VAT)
Current relevant GPA
threshold . lated tender opportunity
(£214,.904213 477 incl. | Oner V?L‘;Z:re ised on FTS? Dﬁfgg:‘::;ﬁ?d 6-9 months
VAT) and over Contact Procurement.

1 PCS: Public Contracts Scotland website: https://www.

sscotland.gov.uk/

2 FTS: Find a Tender Service: https://www.gov.u

d-t



https://www.publiccontractsscotland.gov.uk/
https://www.gov.uk/find-tender




2.4.3 The following contract value thresholds and estimated times shall apply to the
procurement of Works only (intended to apply only to Estates and Facilities service).

2.4.4 Works are as defined in the Public Contracts (Scotland) Regulations 2015° and
generally, are construction-related projects ranging from small alterations and
refurbishment to the construction of major building projects creating a new building O

asset. Please see the Construction Procurement Handbook* for guidance for public on

the procurement of construction works.

tracts (Scotland) Regulations 2015: https://www.legislation.gov.uk/ssi/2015/446/schedule/2/made
on Procurement Handbook: https://www.gov.scot/publications/construction-procurement-

10


https://www.legislation.gov.uk/ssi/2015/446/schedule/2/made
https://www.gov.scot/publications/construction-procurement-handbook/
https://www.gov.scot/publications/construction-procurement-handbook/

Procurement of Works

Contract value

Process

Less than £6,000 (incl.

Process

Authorisation Process
No formal competition required.
Provide written evidence that best
value for money has been

Responsibilit

Estimate

VAT) 1 Written Quote achieved. An internet search may Department ° days
verify best value for money.
Quotation You must seek at least 3
Process
comparable quotes.
£6,000 - £24,099 (exinel. | 3 Written Quotations or | |t 'S 'écommended the Quotation
Summary Form is completed an, nt 1-6 weeks
VAT) Low Value Tender .
retained by the Depar;
audit trail.
Tenders obtained us
£25,000 (exinet. VAT) - Quick Quote. Department and 6 weeks - 4
£2,000,000 (ex. VAT) Low Value Tender | Sontact Procuge Procurement months
£2,000,000 (ex. VAT) -
Current relevant GPA National Lower Value Tend po ised via Department and
Tender Process threshold (£ Regulated Tender : Procurement 3-8 months
4,477.1745,336,937 incl. 9 tactBrocurement.
VAT)
Current relevant GPA nder opportunity
threshold (£ Higher Value Regu nFTS Department and 6-9 months

4,477,1745;336;937) and
over

Tender

ct Procurement.

Procurement

11



2.4.5

2.4.6

3.1

3.1.1

3.1.2

3.2

3.2.1

As a minimum, the Procurement service must be notified in advance of any purchase
that exceeds £25,000 (inclex. VAT). One off purchases in excess of £25,000 (exinel.
VAT) will require a tender process to be undertaken which will be led by the

Procurement service.

The Procurement service should also be notified of any purchase that may be below
£25,000 (exinel. VAT), but where there may be a higher level of risk associated with

that purchase. O
OTHER CONSIDERATIONS WHEN PLANNING A PURCHASE
Risk

Procurement risk will depend on the nature and value of the purchase, howeve

risks may include supplier suitability, fitness for purpose of goods
terms and conditions, legislative compliance, value for money, data p

cyber security, safeguarding or IR35.

The Procurement service can advise on relevant cur t and igation

solutions on a purchase by purchase basis.
Sustainable Procurement

Sustainable procurement goes beyond th a oSt of goods, services and

works to include factors such agyecon socia d environmental outcomes.

Sustainability and sustainable proc y objectives of the College Strategic

Plan and Procurement Strateg i considering:

( Field code Changed

benefits

sers should take into account the strategic national priority to tackle the

limate emergency and the College’s Net Zero Plan, and consider how they

12
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could reduce emissions of greenhouse gases linked to relevant purchases, for

example by:

o Choosing products with low carbon footprint, from sustainable sources and that
require low resources (e.g. consumables, materials, energy, transport, paper)
during the product life. Consider the full lifecycle impact of products, including

production, use, and disposal;

o Specifying energy efficient equipment (e.g. ICT, laboratory equipment, white

goods, audio-visual and others);

o Choosing durable products with long life spans that are easy to repair and

upgrade, with modular designs and consider whether spare pa

available;;

items__and packaging, opting for reusable,

o Minimising vehicle movements (e.g. supplier

o Engaging suppliers in our

in_Invitations to Quote or

sustainability credenti

3.2.3 When planning a purchas r should consider the circular economy
hierarchy:
o Reduce: Reth nd: what is needed? Can | borrow what | need from

? Could a product be replaced with a service? Could

is product be shared?

a product is needed, its use phase and end-of-life must be

considlered (e.g. take-back schemes).

13
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3.24

3.25

3.2.6

3.3

o Recycle: If a product cannot be re-used, purchasers should ensure that it is
made of recyclable materials where possible, and even better, made from
recycled materials.

o Recover: Specify design for recovery and procure recovered products. Instead
of purchasing new, can | purchase a re-manufactured or refurbished product?
Could you recover some of the components or materials at the end of use for
a new use cycle?

Design/

manufacture

Recycling
Sector
[ Circular \
Economy |

Re-use/

repair/

recycling

Also, purchasers should aim whe to obtain at least one quote for each

0S
purchase from a company based Wi the
SMEs, supported businesse ird se ganisations

Valley region. This may include

The Procurement service rovideSfurther guidance in relation to sustainable

ported businesses and third sector organisations

000 are subject to the Sustainable Procurement Duty under
ns and therefore the economic, social, and environmental
orth Valley area must be considered, as well as how to facilitate
nt of SMEs, third sector bodies and supported businesses, how to
te innovation and how to secure sustainability improvements.

Estates related purchases

14
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3.3.1

3.3.2

3.3.3

3.4

34.1

3.5

35.1

4.1

411

Any purchase considered to fall under IT (hardware, software, systems, etc.) or Estates

(refurbishments, room alterations, repairs, furniture, etc.) categories should be

discussed with IT/Estates before obtaining any quotes from suppliers. This is to ensure

that the goods/services are required and are in line with the standards expected by the

College.

These departments can then provide advice on the best way to proceed, and will work O

with you to ensure that any requirements are met in the most appropriate and cost
effective manner.

The Procurement service can also provide advice in relation to specification

development, procurement process and suppliers.

Quotation Summary Form and Purchase Orders

Order or attaches the successful quotation with line i

is required, it is recommended a Quotation Summary Fo

by the department for audit trail purposes. Guidanc

as quotations to Fido is available on SharePoint

Audit Trail

All documentation relating to a quo ten ocess and justification for contract
award decision must be retai udi ses. On request, staff may be asked
the C

to produce documentatiol e’s appointed auditor to ensure compliance

with these Procedures
NON-COMPETITI S (SINGLE SOURCE)
Single Salifce Justifte Form

O i er y be purchases that are deemed to be single source and cannot

through the normal competitive process. You are required to seek
the budget holder and Procurement Manager by completing a Single
ustification Form (Appendix 2) which should be completed on SharePoint. The
gle Source Justification Form must be approved by the Head of Service or Director

m where the expenditure is occurring.

15



4.1.2

4.1.3

4.1.4

A Single Source Justification Form will only be approved for one of the following

reasons:

Exceptional Urgency Exceptional urgency caused by unforeseen
circumstances where competitive tendering would
cause unacceptable delay (e.g. after breakdown, storm,
fire, etc.).

Please note that poor planning will not be accepted as

exceptional urgency.

Single Supplier There are no other suppliers who can supply the goods,

services or works (or an equivalent alternative),@nd the

department has undertaken adequate market rese

to demonstrate this.

IPR/Technical For reasons such as Intellectual Property

All requests for Single Source Justification must

is not possible and should never be made in a d the normal competitive

The Single Source Justificati

before it can be apgroved

Benefits to the College

Reason for non-competitive procedure

16




4.15

4.1.6

4.1.7

4.1.8

4.2

421

5.1

5.2

The Procurement Manager may challenge the justification of a single source supplier.

Where this occurs, staff are required to follow due procedure.

Where a request for Single Source exceeds £25,000 and/or deemed to be of higher
value and risk, although there may only be a single source available, the Procurement
Manager may advise on a single tender procedure. This shall ensure that the risk to
the College is reduced by having a signed contract on the College’s own terms and
conditions.

Where a request for Single Source exceeds £25,000, the Director of Finance will
request Scottish Funding Council approval.

The single source procedure can only be used in exceptional circumstan and

cannot be used for procurements above GPA thresholds.

Unforeseen Event

Due to an unforeseen event, to ensure that the College oper y be a
requirement for a Non-Competitive Process. In these gikcu ce e Proctirement
Manager shall advise on how to proceed to ensure prop mp e ppropriate

procedures and legislation.

PROCUREMENT PROJECT STRATEGY

A Project Strategy Template shoulghbe co ted fo uirements over £50,000 or

for any lower value high risk/compl equi nts.

High level informati
to be purchased.
Details of ak
provide details of thelUser Intelligence Group (UIG) and Evaluation Panel.
de.

luding Supported Business, SMEs and the Third Sector.

entification and assessment of risks associated with the project.

17




6.1

6.2

6.3

6.4

Summary of the procurement options (including collaborative arrangements) available
to progress the project.

Sustainability Test and details of the social, economic and environmental elements of
the proposed procurement.

Level of contract management required.

Anticipated outcomes and benefits including Sustainability and Community Benefits.

Detailed project/implementation plan including key milestones and target dates.

SPECIFICATION OF REQUIREMENTS

The specification of requirements is part of the Invitation to Tender or Invitation to
Quote documentation issued to suppliers. It is a description of requirements

standards to which the product or service should conform. It is a vital documg

procurement process as the supplier's performance will be measured again

The specification should be unambiguous but allow for innovation fo
output or performance required without being prescriptive the th pplier

should use to deliver the outputs.

The User Intelligence Group is responsible for developing t ecl ion and should

ensure that other end-users, stakeholders and ists are consulted

where appropriate.

You should avoid reference whic e ct of favouring or eliminating particular
suppliers by specifying a particular ial o ds of a specific make or source or
to a particular process, or tra e, origin or means of production e.g.

a vacuum cleaner or "Intel" when you mean

indispensable or ject of the contract cannot otherwise be described in a

manner S precise and intelligible to all bidders. In either

circumstangce, suchtéference should be accompanied by the words "or equivalent”.
r specification include:

Unsuitable suppliers’ responses
interpretation of requirements by suppliers

Difficulties in evaluating the bids

18



e Wrong or unsuitable products/services supplied
e Claims of unfair treatment being made by suppliers
« Difficult contract/project management

e Inability to resolve contract disputes

7. CONTRACT IMPLEMENTATION AND MANAGEMENT
7.1  Contract Implementation

7.1.1 Where a purchase is deemed to be of a high value/risk nature (generally over £50,000)
and/or where there is a long-term contract duration, it is important that the Contract is
properly implemented. Contract implementation should also be considered lower
value purchases where the purchase may impact across College (e.g. T
system/software).

7.1.2 Generally, it will be the responsibility of the department(s) who

contract to manage the implementation, however the Procaremen pgprovide
support and guidance as to what should form part of ag im en

7.2 Contract Management

7.2.1 The College have a formal Contract and Supplig

]

ntYC&SM) approach to

ensure that contracted suppliers continue g8)dé llege’s requirements as

agreed during the tender processhThis des qu of goods/services provided,
pricing, customer service levels, pe anci ainst KPIs, and adherence to Terms

and Conditions as a minimum.

7.2.2 There are 3 levels of C

processes within eac oportionate to the value/risk of the contract:
e Strategic
e Man
e Rodtihe

it will be the responsibility of the department(s) who will be utilising the
nage the Contract on a day to day basis, however the Procurement
se will have an input to the ongoing Contract Management process in order to

sure the supplier continues to adhere to the contract.

19



7.2.4 Supplier performance shall be monitored in a variety of ways depending on the nature
of the Contract, including staff surveys, informal staff feedback, periodic contract
management meetings in liaison with the Procurement Manager (for Works/FM
Contract this is the Head of Facilities Management and Health and Safety).

7.2.5 The contract should be managed to ensure that variation to the original value and
scope of the contract is minimised.

7.2.6 Should it become apparent that there is likely to be a considerable increase in the cost,
a view should be taken as to whether value for money would be obtained by
continuation, or whether a new procurement process is required.

7.2.7 Where contracts provide for payments to be made by instalments, such paymeniSishall
be made only on a certificate which shall show the total amount of the co
value of work executed to date, retention money, the amount previously pa
amount now certified. Departments must ensure that the cost g
contract does not exceed the amount outstanding on the contract.

7.2.8 If it becomes apparent that the approved sum will be ed ods and
services, 15% for works or £10,000, whichever is lower, Vice'Ruincipal of Finance
and Corporate Affairs must be notified immedi di | approval must be
sought for the additional expenditure.

7.2.9 Variations to contract must be aggeed b en th r and the College. These
shall be confirmed in writing by the get supplier and must be issued in liaison
with the Procurement Manager (for FM tract this is the Head of Facilities
Management and Health and

8. QUOTATION PROCE

Estimated expenditure uf cl. VAT) for Goods, Services and Works

At least ONE writte

o@



e Invitation to Quote: Send your prepared linvitation to Qguotation to the identified

suppliers/contractors by e-mail. State a date and time for response giving adequate time for the

supplier/contractor to respond. Please see Appendix 5 — Invitation to Quote template.

e Itis recommended that the Invitation to Quote is accompanied py the College Standard Terms

and Conditions, which can be found on the College website or Appendix 11.

e If a supplier is unwilling to accept the College’s Standard Terms and Conditions, their proposed

terms, including payment terms must be carefully reviewed. Support and advice can be sought

from the Procurement service.

e Please note that our standard payment terms are 30 days from the receipt of a valid invoice and

the College does not normally make advance payments for goods or services.

e Quotation Response: Once the supplier/contractor has submitted a response, you must check

to ensure that the submitted quotation meets your requirements.

e When sourcing goods from the internet via establis ier websites the following steps must
be taken when placing an order:
o All charges must be verified to ens at thelinternet price is the final price including

delivery

o The department must ensure act against the goods is captured on a

particular date for audit pur n change via the internet and the Department
should either print the j ice or copy the page into a Word document and file

electronically.

en £6,000 - £24,999 (incl. VAT) for Goods, Services and Works

otations.

justification to order elsewhere. Please see SharePoint for details of contracts and agreements.
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Specification: Develop a simple specification outlining the goods/services/works, delivery point
and the delivery date required. Please see Section 6.
Identify Suppliers: Identify a minimum of three capable suppliers and invite them to quote.

Invitation to Quote: Send your prepared ilnvitation to Qguote to the identified

suppliers/contractors by e-mail (or where the Procurement Manager is involved, e.g. for higher
value/risk requirements, to the Public Contracts Scotland Advertising Portal — Quick Quote).
Please see Appendix 5 — Invitation to Quote template.

State a date and time for response giving adequate time for suppliers/contractors to respond.
State your criteria for evaluation which is normally lowest price.

It is recommended that the Invitation to Quote is accompanied py the College Standard Terms

and Conditions, which can be found on the College website or Appendix 11.

from the Procurement service.

Please note that our standard payment terms are 30 days from the receipt of a valid i

the College does not normally make advance payments for goods or services

clarifications must be provided prior to the quotation response date:
in writing.

Quotation Receipt and Evaluation: Quotations should be sub

Supplier/Contractor Notificati

be informed of the outco

ustshall be raised withte the successful supplier/contractor

ppropriate budget managerpersen. It is recommended a

22
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where it is difficult to determine the seller's company details, in order to avoid issues such as
receipt of goods, quality of goods, damages/returns policy and receiving refunds where required.

e When sourcing goods from the internet via established supplier websites the following steps must
be taken prior to placing a purchase order:

e All charges must be verified to ensure that the internet price is the final price including delivery

e The successful supplier must accept a purchase order

e The successful supplier must provide credit to the College and invoice in line with the College’s
payment terms. The College shall not pay for goods in advance.

e The Department must ensure that the actual price against the goods is captured on a particular
date for audit purposes. Prices can change via the internet and the Department should either

print the internet price or copy the page into a Word document and file electronically.

9. TENDER PROCESSES

9.1 These Tender Processes are aligned to the Scottish Govern u
Journey.
9.2 The Procurement Manager shall oversee the tender pr (f or| appointed

Design Team will oversee).

9.3 You should review the Decision Matrix flowcha ete market research as
outlined in Section 2.2.

Low Value Tender for procurements (be ngE 0 (iretex- VAT) - £49,999 (ex VAT)
for Goods and Services, and between £25, exi VAT) - £2m (ex VAT) for Works)
9.4 Procurements between £25§000 49, follow Route 1 of the Procurement

Journey.

23
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9.5

9.6

9.7

Prepare a Brief
") identify Suppliers

Prepare Documents

Lessons Leamed

D Contract Management

Specification: Develop a specification or brief (see ion uti t inimum

requirements of your contract including the following:

e Goods/services/works required

e Quantity
e Length of contract

e Start and end date

e Draft evaluation criteria

e Delivery point

o Delivery date required

Contracts for one
final deliver

Invitatio Tende

ents’may not have a defined start and end date. The

S should always be stated in the tender.

Quote: In conjunction with the Procurement Manager, develop

sing the standard tender template.

24
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9.9 Identify Suppliers/Contractors: Identify a minimum of four suitable suppliers who are

in a position to meet your requirements.

9.10 Check that suitable suppliers are registered on the Public Contracts Scotland
Advertising Portal — Quick Quote System www.publiccontractsscotland.gov.uk.

9.11 Carry out a supplier/contractor search on the Portal to ensure that your identified

suppliers/contractors are registered.

9.12 For those suppliers/contractors who are not registered, they should register their
details as a ‘supplier’. Step by step guidance is available on the Public Contract

Scotland website for suppliers.

9.13  You will be unable to invite suppliers/contractors who are not registered as pa r

tender process.

9.14 Advertise the Requirement: All tender processes must be carrie n

with the Procurement Manager. The step by step cess identified

suppliers/contractors to tender shall be followed thro the lic tract: otland

Advertising Portal.

9.15 Consideration shall be given to the length of timg shall be opened to

suppliers/contractors taking into account the the procurement, and

9.16 r_Response: Suppliers/Contractor

9.17 0 to these queries and clarifications prior to the tender
e allowed suppliers/contractors to consider your
is advisable to leave a minimum of three days prior to
ere you are unable to leave this amount of time, you must

and time for responding.

9.18 1 ponses: Receive and open responses via the Public Contracts Scotland

9.19 | responses uploaded to the Portal shall be available to open once the closing date

d time is passed. Late responses shall be automatically rejected by the system. Only

25
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9.20

9.21

9.22

9.23

9.24

9.25

9.26

9.27

9.28

in exceptional circumstances, such as a system problem with the Portal, shall a late

response be acceptable. This shall be at the discretion of the Procurement Manager.

Tender Evaluation: Evaluate responses using the stated tender evaluation criteria

and pre-determined scoring system. Tenders shall be evaluated on the basis of MEAT
(Most Economically Advantageous Tender)

Supplier/Contractor _Clarification — Post Tender Response: Post tender

clarification shall be conducted in liaison with the Procurement Manager.

Award Recommendation Report: On completion of the process, the Procurement

Manager shall complete an Award Recommendation Report outlining the process that
has been followed and that the contract is ready for approval.

Authorisation to Proceed: The Procurement Manager shall return t

Recommendation Report to the leading Department to submit to the ap

authority for approval to award the contract.

Supplier/Contractor Notification: An award letter ghall en the cessful

supplier/contractor.

Letters shall also be sent to the unsuccessful ors advising of the

outcome of the process. Letters shall be sent in i e Procurement Manager.

urchase®order shall be raised to the

d by ppropriate budget managerpersen.
ntract” number must be stated on the

Purchase Order:

successful supplier/contractor auth
N.B The framework referenc
Purchase Order.

Award Notice: An should be placed through the Public Contracts
Scotland Advertisi e successful supplier/contractor and value of the
contract. Thi ed to all suppliers/contractors who participated in the

process.

ct Management: The Department shall put a mechanism in place to ensure

at the’College and the supplier/contractor meet their obligations under the contract.
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Where required, the Procurement Manager shall advise on a contract management

methodology proportionate to the contract.
National Regulated Tender (between £50,000 (ex. VAT) - Current relevant GPA
threshold £214,904 213;477-(incl. VAT) for Goods and Services, and between £2m (ex
VAT) and £5,336,937 (incl. VAT) for Works)

9.30 Procurements for goods and services between £50,000 and the GPA thresholds follow
Route 2 of the Procurement Journey.

®

Q introduction

Q Develop strategy
Q Develop Documents
Q 1ssue Documents
Q Evaluation

Q carification

Q contract Award & implementation
Q contract & Supplier Management
Q Lessons Learned

9.31 This route follows a National tender

ess. e College is subject to Scottish
legislation when following thj ocurement must be advertised to the

open market.

9.32 Project Strategy:
tender process.

must be completed prior to commencing the

9.33 Sustain ent Duty: Economic, social and environmental sustainability

a National Tender. Please see Section 3.2. Consideration also
ow to facilitate the involvement of small and medium enterprises,

ies and supported businesses, and how to promote innovation.
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9.35

9.36

9.37

9.38

9.39

e technical ability

¢ relevant experience and skills

e managerial structure and experience

o staff resources

o financial stability

e reliability and reputation for other similar contracts
e prompt payment in the supply chain

e climate change plan

Prepare Invitation to Tender Document: Develop a specification outlining the

minimum requirements of your contract including the following:

e Goods/services/works required
e  Quantity

e Length of contract

e Startand end date

e Draft evaluation criteria

e Delivery point

e Delivery date required

Contracts for one off requirements may no distart and end date. The

final delivery date for the goods shguld al

Develop and Finalise Tender D eholders in conjunction with the

Procurement Manager, will he document using the standard tender
template.

Advertise the Reg pen advert shall be placed through the Public

rtising Portal - below GPA thresholds

P CTH
Contracts Scol

www.publicg gov.uk. This means that any supplier/contractor can

ing suppliers sufficient time to submit a tender response.

28
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9.40

9.41

9.42

9.43

9.44

9.45

9.46

9.47

9.48

9.49

9.50

Supplier/Contractor_Clarification — Pre Tender Response: Suppliers/Contractors

may submit queries or clarifications regarding the process. These shall be submitted

by a pre-determined date and time.
You are required to respond to these queries and clarifications prior to the tender
response date.
You must allow sufficient time to allow suppliers/contractors to consider your response

and it is advisable to leave a minimum of three days prior to the closing date and time.

Where you are unable to leave this amount of time, you must extend the closing date

and time for responding.

Tender Receipt: All responses uploaded to the Portal shall be available to op e
the closing date and time is passed.

Late responses shall be automatically rejected by the system.

Only in exceptional circumstances, such as a system pro wit ortalyshall a

late response be acceptable. This shall be at the f urement

Manager.

Tender Evaluation: Responses should be gvaluated

evaluation criteria and pre-determined scorjfighs
the basis of MEAT (Most Economi

Supplier/Contractor__Clarification nder Response: Post tender

clarification shall be conducte Procurement Manager.

Manager shall comgle Recommendation Report outlining the process that

has been followed

Authoris oceed: The Procurement Manager shall return the Award

ort to the leading Department to submit to the appropriate
| to award the contract.

lier/Contractor Notification: An award letter shall be sent to the successful

upp! ontractor. Letters shall also be sent to the unsuccessful suppliers/contractors

vising of the outcome of the process.
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9.52

9.53

9.54

9.55

9.56

9.57

Higher Value Regulated Tenders over Curren eva

9.58

Letters shall be sent in liaison with the Procurement Manager.

Purchase Order: Where appropriate, a purchase order shall be raised to the

successful supplier/contractor authorised by the appropriate person.

Award Notice: An award notice should be placed through the Public Contracts
Scotland Advertising Portal stating the successful supplier/contractor and value of the
contract. This shall be published to all suppliers/contractors who participated in the

process.

Contract Implementation: The Department shall liaise with the supplier/contractor to

ensure that there is an implementation plan to meet the requirements of the College.

Contract Management: The Department shall put a mechanism in place toef

Lessons Learnt: A contract review should be held fi usion of the

contract with all participants to discuss lessons learned ommendations

for future re-tendering or requirements of a similg

Procurements over GPA threshol W 3 of the Procurement Journey.

&
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9.59

9.60

9.61

9.62

Introduction

Develop Strategy

Develop Documents

Issue Documents

Evaluation

Clarification

Contract Award

Contract Mobilisation & Implementation

Contract & Supplier Management

Lessons Learned

This route follows a higher value regulated tender progess.<Jhe eis ject to
the GPA and procurement legislation when following t roci T curement

must be advertised in the open market.

Project Strategy: A Project Strateqy must be [€0 diprior to commencing the

tender process.

Sustainable Procurement Duty: ial and environmental sustainability

must be considered for a ten reshold. Please see Section 3.2.
acilitate the involvement of small and

and supported businesses, and how to

perience and skills
agerial structure and experience
staff resources

financial stability

31
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9.63

9.64

9.65

9.66

9.67

9.68

9.69

¢ reliability and reputation for other similar contracts
e prompt payment in the supply chain
e climate change plan

Determine Procurement Procedure: The Project Strategy shall inform your market

research and this shall influence the Procurement Procedure Route selected. The

route to procurement must be referred to the Procurement Manager at all times.

Advertising Timescales: The College is bound by the legal requirement to advertise

a higher value contracts above GPA thresholds via the Find a Tender Service (FTS)

and follow the required advertising timescales.

Tender Panel: The tender panel for a procurement process above GPA must comm
of a minimum of 3 staff. The tender panel should be stated in the Project S

The Procurement Manager shall advise on appropriate question

methodology to be used.

Specification: Develop a specification outlining the im q of your
contract including the following:

e Goods/services/works required
e  Quantity

e Length of contract
e Start and end date
e Draft evaluation criteria

e Delivery point

e Delivery date required

Contracts for one g e ay not have a defined start and end date. The

final delivery date should always be stated in the tender.

Invitatio Tend onjunction with the Procurement Manager, develop and

finalise th nder d@€ument.

e Requirement: An advert to the open market shall be placed through

ontracts Scotland Advertising Portal — above GPA thresholds

liccontractsscotland.gov.uk.
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9.71

9.72

9.73

9.74

9.75

9.76

9.77

9.78

9.79

9.80

Supplier/Contractor Clarification — Pre Tender Response: Responses to

supplier/contractor queries or clarifications must be made prior to the tender response
date.

Suppliers/Contractors may submit queries or clarifications regarding the process.

These shall be submitted by a pre-determined date and time.

You are required to respond to these queries and clarifications prior to the tender
response date. All suppliers/contractors in the process shall be provided with the
questions and answers. Where it is deemed that a question may be commercially
sensitive, the Procurement Manager shall make a judgement as to whether the

response shall be disclosed to all participants.

You must allow sufficient time to allow suppliers to consider your response
requirement to leave a minimum of six days prior to the closing date and ti

Where you are unable to leave this amount of time, you must exte

and time for responding.

Tender Receipt: Tenders shall be opened electroni via Contracts

Scotland Advertising Portal or Public Contracts Scotland r byithe Procurement

Manager.
All responses uploaded to the Portal sh ava pen by the Procurement
Manager once the closing date an@time is passed.

Late responses shall be autom y r ed e system.

It is imperative that equ upheld at all times. Only in exceptional

circumstances, sucl problem with the Portal, shall a late response be
acceptable. ThisShall beat\the“discretion of the Procurement Manager following

investigation into tR@\reason fOr late response.

Responses should be evaluated using the stated tender

pre-determined scoring system. Tenders shall be evaluated on

(Most Economically Advantageous Tender).

ier Clarification — Post Tender Response: Post tender clarification shall be

nducted in liaison with the Procurement Manager.

33



9.82

9.83

9.84

9.85

9.86

9.87

9.88

9.89

9.90

Award Recommendation Report: On completion of the process, the Procurement

Manager shall complete an Award Recommendation Report outlining the process that

has been followed and that the contract is ready for approval.

Authorisation to Proceed: The Award Recommendation Report shall be submitted

to the relevant authorisation level for approval.

Mandatory Standstill Period: For all procurement processes above GPA thresholds,

upon completion of a tender process and following approval to proceed, the College is

legally required to inform all suppliers of the outcome of the process and impose a

mandatory minimum 10 calendar day standstill period before awarding the contract.

Tenderers shall be notified by electronic means of the outcome of the ten
unsuccessful standstill letters must include the following details:

e The name of the winning supplier/contractor

e The reasons for the decision including the characteristics and j
of the successful tender and score obtained by the wi te
obtained by the supplier receiving the notification

e A precise statement of the standstill period

This letter is considered the supplier’s debrief.

The

requests further debrief

information and where this information h t alrea n provided in the standstill

letter, the College is legally oblige Spo the request within the timescales in

the regulations.

ithin the timescales required by the regulations.

ract Implementation: The Department, in conjunction with the Procurement

an , shall liaise with the supplier/contractor to ensure that there is an

plementation plan to meet the requirements of the College.
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9.93

Contract Management: The Department shall put a mechanism in place to ensure

that the College and the supplier/contractor meet their obligations under the contract.
The Procurement Manager shall advise on a contract management methodology
proportionate to the contract. Contracts of this value shall normally require

performance monitoring meetings on a quarterly or six monthly basis.

Lessons Learnt: A contract review should be held following the conclusion of the
contract with all participants to discuss lessons learned and identify recommendations
for future re-tendering or requirements of a similar nature.

N
&
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Flowchart 1 - Procurement Decision Matrix

CONSIDER:

e Have you carried out research into the products/services available?

e Have you budgeted for all associated costs as part of your purchase? (e.g. delivery, installation, trdifing,
maintenance, servicing, spare parts)

e Have you considered re-conditioned products rather than new?

e Could any other department in the College have a similar requirement? If so, could you work togeth
get a better deal?

e Have you discussed your requirement with relevant service departments (e.g. IT for
licences/systems/hardware/software; Estates for refurbishments/installations/furnit

Could you use an existing Framework Agreement or College Contract to source the goodsio ou
require?
Not Sure? —see Framework Agreements and College Contracts g

1

YES
Check the Framework Agreement or Contract
on SharePoint and follow the instructions.
Alternatively, contact Procurement

pending of the total value
ource the requirements
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Flowchart 2 - Procurement Routes for Goods, Services and Works

1 Written Quote

Up to £5,999 incl.
VAT

Seek 3 Written
Quotes

Between  £6,000
incl. VAT and
£24,999 exinek VAT

GOODS AND SERVICES
Low Value Tender National
Tender
Between £25,000
inekex VAT and
£49,999 ex VAT VAT and

Regulated

Between £50,000 ex

GPA

Higher Value
Regulated Tender

GPA threshol d

l

|

above

Contact Procureme

|

l

1 Written Quote

Up to £5,999 incl.
‘ VAT

Seek 3 Written
Quotes

Between £6,000
incl. VAT and
£24,999  inckex

Low Value Tender

Between £25,000
exinek VAT and
£2m ex VAT

igher Value
Regulated Tender

GPA threshold and

above

Contact Procurement
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D
2
Appendix 1 -
Declaration of Interes
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Appendix 6 -
Quotation Summary

Appendix 7 — Ethi€al Procl ent Code of Conduct
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Appendix 9 -
Contract and Supplier
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10. Accounting Policies for year ended 31 July 2025
For Approval

~N
fafré'y(./

College

12 June 2025
FINANCE, RESOURCE & INFRASTRUCTURE COMMITTEE

Purpose

To present to the members the proposed accounting policies to be applied to the Report and
Financial Statements for the year ended 31 July 2025.

Recommendation
That members approve the accounting policies for application to the Report ina
Statements for the year ended 31 July 2025.
Background

The Finance team has reviewed the accounting policies to ensure t hey refMain the most
appropriate to the College’s particular circumstances. Th llege’s ac g principles are
based on the current Statement of Recommended Practice: unting for Further and Higher
Education (SORP) 2019.

Key Considerations

The proposed accounting policies are attache iderafion. No change has been made to
the accounting policies since they were la alC in relation to the 2024 year end.
The financial statements will include additionalmarrative as requested by the external auditors,
Mazars. This is not repeated in detail W€re, s pecifically relate to the results of the year to
31 July 2025 and the balance shee @ and does not alter the policies being applied.

Resource Implications (Fi ial,People, Estates and Communications)

There are no resource imp ions this report.

Equalities
As this is a finance re on aceounting practices, an equalities assessment is not applicable.

Communitie
Givent his report, it does not involve, or provide benefit to, stakeholder groups.

Risk and Impa

ppl these Accounting Policies is considered very low risk as there has been no change to the
ounting Standards we conform to and no change to Forth Valley College activities.

Likelihood | Impact
Very High (5)
High (4)
Medium (3)
Low (2)
Very Low (1) X X

Total Risk Score — 1
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10. Accounting Policies for year ended 31 July 2025

For Approval

12 June 2025
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BoM Risk Categories & Risk Appetite (Select one area only)

Cautious <15 Open 15> <20 \ Eager >20
Governance Strategy People
Legal Financial Project/Programme
Property Reputational

Technology

Is the score above the Board Risk Appetite level? No, the score is less than the r

this category.

Risk Owner — Alison Stewart
Paper Author — Moira France

Action O
T Owner -

- Sen

QY

f

cKerr
tewart
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Appendix 1

Basis of preparation
These financial statements have been prepared in accordance with the Statement of Recommende
Accounting Practice (SORP) 2019: ‘Accounting for Further and Higher Education’; the Finanei
Reporting Standards FRS 102 and the 2023-24 Government Financial Reporting Manual (FReM
by the Scottish Government and in accordance with applicable Accounting Standards. They c@
to the Accounts Direction and other guidance issued by the Scottish Funding Council,
College is a public benefit entity as defined by FRS102.

Basis of accounting
The financial statements are prepared under the historical cost condention, madified by the
revaluation of certain fixed assets.

The financial statements do not include the income and expendittike of the Students' Union as the

College does not exert control or dominant influence over polic

Going Concern
We have concluded that the use of the going c
financial statements is appropriate. As a publj

ounting in the preparation of the
@lis presumed to be a going concern
es it provides under legislation. We
have not been informed by the Scottish Govern y such intention. Based on the work we

have performed, we have not identified ncertainties relating to events or conditions
that, individually or collectively, may cast sig doubt on the College’s ability to continue to adopt
the going concern basis of accounti diof at least twelve months from when the financial
statements are approved by t ardhof Manag

Recognition of income

Income
Income from gran
completion of th
the income e

and other services rendered is included in proportion to the extent of
or service concerned. All income from short-term deposits is credited to
e account in the period in which it is earned.

Recurrentigrants frl@m the Scottish Funding Council (SFC) are recognised in the period in which they

periods in which the College recognises the related costs for which the grant is intended to
compensate. Where part of a government grant is deferred it is recognised as deferred income within

editors and allocated between creditors due within one year and due after more than one year as
appropriate.

Grants from non-government sources are recognised in income when the College is entitled to the
income and performance related conditions have been met. Income received in advance of




10. Accounting Policies for year ended 31 July 2025
For Approval

~N
E,ziré‘y(./

College

12 June 2025
FINANCE, RESOURCE & INFRASTRUCTURE COMMITTEE

performance related conditions being met is recognised as deferred income within creditors on the
balance sheet and released to income as the conditions are met.

Capital Grants
Government capital grants are recognised in income over the expected useful life of the asset. Qthe
capital grants are recognised in income when the College is entitled to the funds subject
performance related conditions being met.

Tangible fixed assets
In line with FReM all tangible assets must be carried at fair value.

Land and Buildings
Land and buildings are measured using the revaluation model and accordingly, assetsare revalued to
fair value. Where appropriate Depreciated Replacement cost hasddeen used as re of fair value
for land and buildings otherwise Market Value will be used.

ery 3 years such that the
ith the FReM this will be
valuation in the intervening years.
he revalued amount.

The College has a policy of ensuring a full revaluation takes plac
fair value is not materially different to the current
supplemented by an indexation exercise or an interim p
Depreciation and impairment losses are subseque C

Finance costs, which are directly attributable t e truction of land and buildings, are not

er initial purchase or construction, and prior to
valuation, are capitalised to t entithat theyincrease the expected future benefits to the College.
If a building is brought into use{mi rough a year the depreciation charge in the first year will
be pro-rated to reflect the nths that the asset was in use.

ipment
ipment costing less than £10k per individual item or grouped items is written off to the Statement
Comprehensive Income in the year of acquisition. All other equipment and vehicles are capitalised
and depreciated in accordance with the depreciation policy.

Intangible fixed assets
When expenditure meets the recognition criteria for capitalisation as set out in FRS 102, the asset

will be depreciated on a straight line basis over its useful economic life.
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Depreciation

Depreciation is provided to write off the cost or valuation of tangible fixed assets on a straight-line
basis over the expected useful lives of the assets. All campuses are depreciated using a component
accounting approach.

i) Buildings 20 - 50 years
ii) Plant & Equipment 5 years
iii) Building improvements 10 years

iv) IT Equipment

v) Motor vehicles

vi) Equipment acquired for other projects

vii) Specialist Equipment acquired for Oil and Gas teaching

Depreciation methods, useful lives and residual values are reviewe the date of preparation of
each Balance Sheet.

Leased assets

Finance Leases

Leases in which the College assumes substantially he andrewards of ownership of the leased
C by way of finance lease and the
corresponding lease liabilities are initially recogn a amount equal to the lower of their fair
ents at inception of the lease.

Leasing agreements which transfer tofthe € bstantially all the benefits and risks of ownership
of an asset are treated as if t ad been“purchased outright. The assets are included in fixed
assets and the capital elemen the ing commitments is shown as obligations under finance
leases. Assets held under fj depreciated over their useful life.

Where a lease covers d buildings, the land and buildings elements are considered

The lease r S ated as consisting of capital and interest. The capital element is applied to
reduce th@ outst
Comprehensive Iné@me in proportion to the reducing capital element outstanding.

eeting the criteria of a finance lease are treated as an operating lease. Costs in respect
ing leases are charged on a straight-line basis over the lease term. Any lease premiums or
incentives are spread over the minimum lease term.

rrangements that do not have the legal status of a lease but convey a right to use an asset in return
for payment are accounted for under this policy where fulfilment of the arrangement is dependent on
the use of specific assets.
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Revaluation reserve

Surpluses arising on the revaluation of the College’s properties are transferred to the revaluation
reserve. Additional depreciation charged on the revalued amount of these assets is transferred from
the revaluation reserve to the Income and Expenditure Account together with any surplus or defici

on disposal.

Stocks

Stock is held at the lower of cost and net realisable value. Where necessary, provisio d
obsolete, slow-moving and defective stocks.

Cash and cash equivalents
Cash and cash equivalents include sums on short-term deposits with ognised ks, building
societies and government securities.

Taxation
The College has been entered into the Scottish Charity Registe
section 13(1) of the Charities and Trustee Investment (Scotland)
registered in Scotland. The College is recognised by HM
purposes of section 505, Income and Corporatio
on its charitable activities. The College receiv

entitled, in accordance with
refer to itself as a Charity

& stoms as a charity for the
and is exempt from corporation tax
on in respect of Value Added Tax.

The amount recognised as a prevision is\determined by discounting the expected future cash flows at
a pre-tax rate that reflects g i

would other

or the amglint of the'@bligation cannot be measured reliably.
rises where an event has taken place that gives the College a possible asset whose

ill only be confirmed by the occurrence or otherwise of uncertain future events not wholly

tingent assets and liabilities are not recognised in the Balance Sheet but are disclosed in the notes.

gency arrangements
The College acts as an agent in the collection and payment of certain Student Support Funds. These
funds are excluded from the College’s Statement of Comprehensive Income, and movements have
been disclosed in the notes to the accounts. Where the College has more discretion in the manner in
which specific funds are disbursed, and those funds do not meet the definition of agency funds, the
income and expenditure relating to those funds are shown in the College’s Statement of
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Comprehensive Income.

Foreign currency translation

Transactions denominated in foreign currencies are recorded at the rate of exchange ruling at the dat
of the transaction. Monetary assets and liabilities denominated in foreign currencies are trans
into sterling at the year-end rates. The resulting exchange differences are dealt with
determination of income and expenditure.

Employment Benefits
Short term employment benefits such as salaries and compensated abse

accrued and measured as the additional amount the College expects to p
entitlement.

Retirement benefits
The two principal pension schemes for the College are the Local/G0 ment Pension Scheme (LGPS)
and the Scottish Teachers' Superannuation Scheme (STSS).

Local Government Pension Scheme (LGPS)
The LGPS is a pension scheme providing benefits
and a career average scheme from 1 April 2
separately from those of the College. Pension

al sionable pay, prior to 1 April 2015
s d liabilities of the scheme are held
sets are measured using market values.
d unit method and discounted at the current
f equivalent term and currency to the liability.
€ o spread the cost of pensions over employees’
ibutions‘are determined by an actuary on the basis of triennial
. Variations from regular cost are spread over the expected
bers of the scheme, after making allowances for future
Statement of Comprehensive Income represents the service
service in the current year.

working lives with the College
valuations using the Projected
average remaining workinggi

ion Scheme (STSS)
the STSS pension scheme providing benefits based on final pensionable

sion Provision
The College has made provision for the enhanced pensions, payable to former employees who have
ken early retirement, for which it is liable. This provision is calculated based on the actuarial tables
which take account of the enhancement payable, the age, sex and marital status of the former
employee. The annual cost of the enhancement is funded from the provision. The provision is made
in accordance with FRS 102 and any movements are adjusted through the Statement of
Comprehensive Income.
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Derivatives
Derivatives are held on the balance sheet at fair value with movements in fair value recorded in the
Surplus or Deficit.

Derivative financial instruments are initially measured at fair value on the date on which a derivati
contract is entered into and are subsequently measured at fair value through profit or loss. Derij
are carried as assets when the fair value is positive and as liabilities when the fair value is néag
The fair value of interest rate swap contracts are determined by calculating the prese
estimated future cash flows based on observable yield curves.

Reserves

Reserves are classified as restricted or unrestricted. Restricted reserves i
donor has designated a specific purpose and therefore the College is res
funds.

s where the
use of these
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16. Forward Agenda

Sep-25( Nov-25( Mar-26 Jun-26
Apologies, Declaration of Interests and Changes to Members’
Register of Interest v v v v
FOR APPROVAL
Minutes and Matters Arising v v v
Review of Action Tracker v v v
Tution Fees & Fee Waiver Policy v
Budget 2026/27 & FFR
Procurement Stratey
Review of Committee Remit v
Annual Report and Financial Statements 31 July 2025
External Audit Annual Report to the Board of Management v
HR / Estates
Policies
FOR DISCUSSION
Management Accounts - February 2025 v
Management Accounts - May 2025 v
Management Accounts - October 2025 v
Draft Outturn 2024/25 v
Major projects v v
Commercial & International v v
People Strategy update v v
Estates Update v v
FOR INFORMATION
Forward Programme of Committeg v v v v
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