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1. Introduction 

1.1 Public procurement is the acquisition, usually by means of a contractual arrangement after 
public competition of goods, services, works and other supplies by a public sector 
organisation.  Providing Accountable Civic Leadership is a strategic priority for Causeway 
Coast and Glens District Council and underpins its strategic objectives with a number of 
values and behaviours, most notably with regards this policy, equality, integrity, 
transparency and professionalism.  Out ethos must be to seek competition, maximising 
value for money for our ratepayers through efficient procurement even for the smaller 
purchases.  In turn this will deliver good quality services for our citizens.  The procedures 
described must also be simple and replicable.  In order to make the best use of our available 
resources our procurement procedures must not create a bureaucracy that adversely 
outweighs the benefits of our actions.  In addition, the Council is aware of its obligations to 
minimise any negative environmental impact incurred through its procurement and 
recognises the critical need to carry out procurement in an environmentally responsible 
manner. 
 

1.2 This policy outlines the procedures that will be applied to procurement activities across the 
Council, except for capital works contacts where separate arrangements apply.  Following 
this policy should not only ensure fairness, but should reduce the risk of complaints and legal 
challenges, which are both time consuming and costly to Council.  Challenges to public 
procurement are, at this time, more common in the Northern Ireland courts, than in other 
parts of Europe. 
 

2. Policy Statement 
 
2.1 Causeway Coast and Glens District Council is committed to the effective management of its 

procurement in order to ensure that: 
 

 The best use is made by the Council of available resources; 

 The best goods, services and construction works are contracted for the Council, at the 
best price; 

 There is transparency and accountability in relation to procurement activities; 

 Sustainable development and environmental issues are actively considered as part of 
the Council’s procurement; and 

 The policy contributes to better corporate governance and risk management. 
 
Signed:                                                                         Date:                                      
 
Presiding Councillor 
Causeway Coast and Glens District Council 
 
Signed:                                                                         Date:                                      
 
Chief Executive 
Causeway Coast and Glens District Council 
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3. Accountability and Responsibilities 
 

3.1 Accountability for implementation of the Procurement Policy lies ultimately with 
Causeway Coast and Glens District Council.  All elected Members and officers who are 
involved in procurement activities have specific responsibilities.  Council officers are 
expected to actively and demonstrably apply this policy and procedures in all aspects of their 
procurement work on behalf of the Council.  

 
4. Guiding Values and Principles 
 

4.1 Causeway Coast and Glens District Council endorses the 12 guiding principles that 
govern public procurement in Northern Ireland and, notwithstanding that these do 
not currently apply to local councils, believe that the principles, listed below, and 
reflect our statutory obligations: 

 Accountability:  effective mechanisms must be in place in order to enable 
Officers to discharge their personal responsibility on issues of procurement;  

 Competitive Supply:  procurement should be carried out by competition unless 
there are convincing reasons to the contrary; 

 Consistence:  suppliers should, all other things being equal, be able to expect 
the same general procurement policy across the public sector; 

 Effectiveness:  Council should deliver its socio-economic goals in a balanced 
manner appropriate to the procurement requirement; 

 Efficiency:  procurement processes should be carried out as cost effectively as 
possible to ensure maximum benefits for our ratepayers; 

 Fair Dealing:  suppliers should be treated fairly and without unfair 
discrimination, including protection of commercial confidentiality where 
required; 

 Integration:  Where possible, Council should seek to cooperate with other 
Councils and public bodies; 

 Integrity:  there should be no corruption or collusion with suppliers or others; 

 Informed Decision Making:  Council needs to base decisions on accurate 
information and to monitor requirements to ensure that they are being met; 

 Legality: public bodies must conform to European and other legal requirements; 

 Responsiveness:  public bodies should endeavour to meet the aspirations, 
expectations and needs of the community served by the procurement; 

 Transparency:  public bodies should ensure that there is openness and clarity 
on procurement policy and its delivery. 

5. Procurement Procedures 

5.1 General Guidance 
Formal quotations or tender activities are not required where the items or an order 
are completely unrelated and are not more than £1,500 in total.  The occasions 
when supplies or services will require officers to seek written quotations or formal 
tender activities are outlined below and detailed in Table 5: 
a. Where the purchase of individual supplies and services will cost in excess of 

£1,500. 
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b. Where the annual provision (e.g. building materials) will exceed £1,500. 
a. Where there are two or more inter-dependent items that would amount to 

more than £1,500. 
 

5.2 Capital Expenditure 
 
No capital expenditure should be incurred until an economic appraisal (business 
case) and loan sanction has been approved by Council and any other sources of 
funding, for example central government grants, are in place.  Separate rules apply 
to capital works contracts. 

 
5.3 Purchase Limits and Authorisation of Purchases  
 
 Minimum purchase limits and authorisation levels are tabled below.  Council reserves the 

right to upscale the complexity of the process: 

Estimated 
Value 

 
Process to be Used 

Authority to 
Purchase 

Up to 
£1,500 

Formal written quotations or tender action are not required 
where the items on an order are completely unrelated and 
are not more than £1,500 in total.  Care should be taken in 
respect of repeat purchases.  Seeking a number of quotes is 
good practice.  The price should be confirmed in writing and 
retained for reference.  

CMT 
(Convergence 
Management 
Team) 

£1,501 to 
£10,000 

At least 3 written quotations to be obtained by emails or on 
the letterhead of the respondents concerned.  Details of 
written quotations to be recorded and retained on file.  The 
option is available to go out to tender if the quotations are 
not felt to be satisfactory.  Selection will be by lowest price 
unless an assessment panel is convened.  If the lowest 
quotation is not being accepted, approval must be sought 
from the relevant Chief Executive before accepting another 
quotation, for example if the delivery date is not acceptable.  

CMT 

£10,000 to 
£30,000 

At least 4 written quotations to be obtained by emails or on 
the letterhead of the respondents concerned.  Details of 
written quotations to be recorded and retained on file.  The 
option is available to go out to tender if the quotations are 
not felt to be satisfactory.  Selection will be by lowest price 
unless an assessment panel is convened.  If the lowest 
quotation is not being accepted, approval must be sought 
from the Council before accepting another quotation, for 
example if the delivery date is not acceptable.  

CE  
(Chief 
Executive)  

Above 
£30,000 

Open tendering secured by public advertisement. Tenders 
for more than £30,000 must use the formal invitation, 
opening, selection and acceptance process. A two stage 
process may be required for contracts over £50,000 where 
the member of staff running the procurement exercise is of 
the view that supplier capability is of crucial importance. For 
example when delivering specialist services. For the supply of 

CMT then 
Council in 
Committee 
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standard goods a two stage process is not recommended. 
Section 6 refers.  

 Above EU 
Threshold  
 
£172,514  
(€207,000) 
for goods 
and Services  
 
£4,322,,012 
(€5,186,000) 
for works  

Council staff must check the current EU Thresholds via this 
link http://www.ojec.com/Threshholds.aspx.  
 
For reference, Council procurement activity above EU 
threshold is governed by the Public Contracts Regulations 
2006 limits stated on the website.    
 
European Union tendering secured by public advertisement.  
Tenders for more than £172,514 (€207,000) for goods or 
services or more than £4,322,012 (€5,186,000) for works 
must go through the formal invitation, opening and 
acceptance process.  
 
The use of a two stage process, involving a pre-qualification 
exercise, followed by the tender evaluation, is recommended 
for complex goods or service requirements with high value 
when supplier capability is of critical importance. However, 
this approach tends to limit competition from smaller 
businesses or individuals and should not be used as a matter 
of course for the procurement of straightforward goods and 
services. A decision as to whether or not the two stage 
process should be used must be based upon due 
consideration of value and complexity.    

CMT then 
Council 
approval in 
Committee 

Table 5:  Authorisation of Purchases 

*Please note that in respect of services contracts or contracts to supply quantities of goods, 
the predicted value should be for the total estimated spends during the term of the contract, 
not the annual cost. 

5.4 Obtaining the Requisite Number of Quotations  
 

Certain situations may arise where it is not possible to obtain the requisite number of 
quotations, for example, when specialised equipment or service is required or when an 
emergency has been declared.  In such instances, supporting evidence should be kept on file.  
Written approval to proceed must be sought from the Chief Executive.  Exceptions to the 
requisite number of quotations may be granted in certain circumstances with prior approval 
of the Chief Executive:  examples could include the purchase by auction of a rare artefact, or 
the procurement of mediation services, where potentially delicate relationships and social 
outcomes are more important than cost. 
 

5.5 Combining Repeat Purchases  
 

Combining repeat purchases to increase economies of scale is encouraged.  In such 
circumstances a single competitive tender is acceptable and may be needed if the combined 
value exceeds a threshold identified in Table 5 above. 
 
 

http://www.ojec.com/Threshholds.aspx
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5.6   Extensions to Contracts 
   

Contracts can be extended to run for their full lifetime if required. Such practice is 
encouraged where customers are happy with the level of service they are receiving from the 
supplier as this approach minimises the need for additional procurement exercises. 
However, it is essential to include such extension options within the original tender 
documentation. For example an initial three year contract with the option to extend for a 
further two periods of one year each can run for a total of five years. Contracts should not 
be extended beyond the period outlined in the tender documentation unless exceptional, 
unforeseen circumstances arise. Such extensions, if necessary, should only be made for the 
shortest period possible until a new contract can be put in place. The reasons for extending 
a contract beyond its advertised lifetime should be clearly detailed and retained within the 
“post award” folder for the contract concerned.     

 
5.7         Use of the Crown Commercial Service (CCS) and other Frameworks.  

Options exist to draw down goods and supplies from other organisation’s procurement 

frameworks such the Crown Commercial Service (CCS) or Belfast City Council. Care should be 

taken to ensure these frameworks make specific reference to Northern Ireland Local 

Authorities or ideally, Causeway Coast and Glens District Council.  CCS will provide a list of 

suppliers for whom a suitable tendering procedure has already been carried out.  Quotes 

should still be obtained from a number of suppliers on any framework and ultimately call-off 

should be in accordance with the terms of the framework agreement. More information can 

be obtained via the CCS website https://ccs.cabinetoffice.gov.uk/ by clicking on the “I’m a 

Buyer” link from which you can search for agreements to meet your requirement.  

5.8 Collaborative Procurement 

To help promote the achievement of best value within a procurement exercise, it is 

important to liaise with colleagues across departments to capture any upcoming 

requirement for similar goods or services. This approach will minimise procurement effort 

and help encourage the development of contracts that are greater in scope which will in 

turn provide more opportunities for cost saving through sourcing a larger volume of goods 

or services at a given time. To facilitate this collaborative approach, all managers should 

outline their future requirements and feed these into monthly procurement meetings. 

These meetings will also provide managers with an opportunity to outline their 

requirements for the next 6 and 12 month period. 

5.9 Joint Tendering with Other Councils  
 

In the interests of best value, it may be beneficial to join with another Council or Councils in 
a joint tendering exercise. In such exercises, there should be clear understanding around 
liability and an indemnity agreement should be produced.  A joint tendering exercise will 
only be undertaken with the prior approval of Council and on obtaining an assurance from 
the other Council(s) that they have appropriate procurement measures in place.  In such 
cases the lead Council must be clearly named and the procurement is to be structured in a 

https://ccs.cabinetoffice.gov.uk/
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manner that makes clear which Councils are to be party to and benefit from the 
procurements.  Financial limits and scope are to be clearly stated. 

 
5.10 European Union Public Procurement Procedures  
 

Contracts above the EU procurement threshold figures for supplies and services of £172,514 
(€207,000) or £4,322,102 (€5,186,000) will be subject to the full EU public procurement 
procedures. Note that these figures apply to the total value not the annual cost.  These limits 
are set in Sterling every 2 years and fixed for that period – the last fix was in January 2014. 
Please check the most recent figures and guidance issued by the EU Procurement authority 
on the following website: 
http://www.ojec.com/Threshholds.aspx 

Please also note the following with regard to EU Procurement: 

 Scoring.  Currently, the NE PEACE III Partnership requires that members score 
competitive tenders; 

 Thresholds.  For EU funded programmes the current guidance from SEUPB is 5 
quotes for £10k to £25k.  If Council guidance is used in these instances and only 4 
quotes obtained, the expenditure would be at risk. 

 Experience as an award criterion.  SEUPB guidance states that “for legal reasons 
experience may not be used as an award criterion for evaluation”.  For EU funded 
programmes or projects, this means that anything above £30,000 must only be scored 
on cost and quality or adopt the two stage process.  

 
Three new EU Directives were agreed by the European Parliament on 15th January 2014.  

These new directives will come into force in the autumn of 2014.   When the interpretation 

of these new directives is agreed Causeway Coast and Glens District Council will update this 

procurement policy to taken into consideration the new directives.  The biggest impact is 

likely to be: 

 Contracting authorities will now be able to consider social aspects amongst other 
criteria for determining which bid is the most economically advantageous.  Price is 
no longer allowed to be the central determining factor.   

 Council will be able to limit competition for specific health, social and cultural 
contracts to Mutuals and social enterprises where those organizations satisfy certain 
conditions. 

 There are new mandatory grounds for excluding suppliers from competitions for 
contracts, and this includes where a bidder falls foul of social and labour laws. 

 The new Directive will force public bodies to exclude suppliers that have been found 
not to have met their tax obligations from bidding or from winning public contracts. 

 Public bodies could be permitted to blacklist companies and prevent them from 
bidding for public contracts.  This would be justified where those companies have, 
for example, shown significant or persistent deficiencies when performing past 
public contracts and where those deficiencies led to early termination of a prior 
contract, damages or other sanctions.  (Although caution is needed here, Council 
cannot seek to blacklist if the prior contract is in dispute between the parties – 
national guidance is needed on this). 

http://www.ojec.com/Threshholds.aspx
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 Electronic communication is now mandatory –all communication and information 
exchange throughout the tender process must be electronic.  From the date of 
publication of an OJEU notice the buyer must make available all procurement 
documents, including the proposed conditions of contract, electronically. 

 New Procedure = The “Innovative Partnership” Procedure gives scope for the 
authority to set out a broad goal for what they are looking to achieve and gives the 
prospective suppliers the opportunity to present potential solutions for meeting the 
brief and carry out further research, as well as deliver the end product. 

 
5.11 Select Lists  
 

 Where repeat purchases are foreseen and can be drawn from multiple suppliers, for 
example, the use of graphic design services, it is acceptable to advertise for appointment on 
to a select list.  It is good practice to set down the criteria for the select list, for example 
quality, delivery dates, or price, and that supplier will be selected accordingly from the list.  
Successful suppliers can then be engaged on an ‘as required’ basis without further 
procurement.  The select list should be re-advertised every 2 years and the total annual 
award of contracts must not exceed EU thresholds. 

 
5.12 Use of a Two-Stage Procurement Process  
 
  Two forms are permitted; 

(a) Single Stage.  Straight tender for a particular item, service or works, where all tenders 
received must be evaluated; or 

(b) Two Stage. Selection of short list prior to competitive tender. 
The circumstances when the use of a two-stage process is appropriate will depend on the 
nature of the goods or services to be supplied.  For example, the supply of specific items 
would only require the single stage process, whereas the appointment of a construction 
contractor may benefit from the use of the two-stage select list process.  The two-stage 
process is recommended for procurement above the relevant EU threshold and allows for 
demonstration of experience during the selection phase (section 6.6 refers).  In short listing 
it is suggested that 5 suitable suppliers are selected. 

 
5.13 Social Considerations   
 

The integration of social aspects into a contract should be considered for each contract 
Issued. CIFNI’s Sustainability Task Group has provided guidance on the nature of social 
clauses that should be considered within construction projects. However, many of these 
social aspects are worth exploring for all contracts and applying when relevant:  

 

 Encouragement of the economically inactive back into the workplace.  

 Encouragement of training and skills development to build a sustainable industry.  

 The promotion of respect for people.  

 The provision of work placement opportunities to students.    
 

Council’s input is required to ensure that social considerations are appropriately considered 

for the maximum benefit to the District.   



PROCUREMENT POLICY AND PROCEDURES 

      

Causeway Coast and Glens Procurement Policy DRAFT v4 

August 2014 

  10 
 

 
Presently Council can legitimately require bidders to offer social benefits, as long as they 
operate within the relevant legislative framework.  The primary sources of law (the EU Public 
Procurement Directive 2004/18/EC and the Public Contracts Regulations 2006) clearly 
recognise the possibility of incorporating social benefits into public procurement. 

 
5.14 Environmental/ Sustainable Development Issues  
 

Consideration shall be given within the specification, where reasonably practicable, to the 
use of environmentally friendly materials and products.  Potential suppliers may also submit 
prices for environmentally friendly alternatives.  Bidders can be asked to produce evidence 
of their approaches to environmental and sustainable development issues, provided that 
these relate to the subject matter of the contract. 

 
This could, for example, include environmental accreditation such as ISO14001.  Where 
relevant to the subject matter of the contract, a points scoring system can be used to 
evaluate tenders which include consideration of environmental and sustainable 
development issues.  Care should be taken to ensure that the weighting assigned to such 
criteria is appropriate.  Appendix G contains information on a suggested scoring system. 

 
5.15 Health and Safety  
 

Note that all applicable Council tenders will be awarded subject to applicants supplying 
satisfactory information relating to health and safety, including health and safety policy, risk 
assessments, method statements and permits to work, registrations with accredited 
professional bodies and sub contracting procedures.  This will normally be considered as a 
mandatory requirement or assessed at the first stage of a two-stage selection process.  
Details of the contractor selection procedure can be found in Appendix K. 

 
5.16 Awarding Contracts  
 

Contracts should be awarded on the basis of one of two criteria:  either “the most 
economically advantageous tender (MEAT)” or the “lowest price”.  However, for EU 
contracts price is no longer allowed to be the central determining factor. Example criteria 
that might be applied to a MEAT procurement include quality, price, technical merit, 
aesthetic and functional characteristics, running costs, cost effectiveness, after sales service, 
delivery date, delivery period, and date of completion.  Table 5 states that lowest price will 
be used for contracts under £30,000 unless an assessment panel is convened.  The tendering 
process is detailed in Section 6.  The tender documentation must clearly state which 
criterion will be used, i.e. lowest price or MEAT, and it is good practice to identify the 
associated weightings. 
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6. Tendering Procedure for Procurements over £30,000 
 

6.1 Overview 
 An overview of the end to end tendering process is shown in Figure 6 below: 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 6: Overview of the Tendering Process 

 
 
6.2 Step 1:  Identify and Agree the need to Procure  
 
 The relevant officer identifies the need for procurement and seeks approval according to the 

estimated value of the contract.  Where procurement is outside planned budget a business 
case will be required.  Business cases are encouraged for any non-routine or high value 
spends.  Sample business cases are included at Appendix J. 

 

Electronic records 

For each procurement exercise undertaken, a new folder on “PROCUREMENT DRIVE” must 

be created with the tender reference and title. This folder must contain the following sub-

folders where information on each stage of the tender process should be held from initiation 

through to contract award and contract management. Each bullet point relates to a 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1:  
Identify and agree 
the need to procure 
(business case/plan) 

Step 8: 

Oversee contract 
(manage performance) 
and review tendering 
process 

Step 2: 
Specify the requirement. 
Prepare tender documents – 
option for two-stage process 

Step 3: 
Advertise and issue 
tender documents 

Step 4:  
Receive tenders 

Step 5:  
Evaluate tenders 
(panel) 

Step 6: 
Communicate 
results 

Step 7: 
Award and implement 
contract 

 

http://www.wpclipart.com/signs_symbol/arrows/round/index.html
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document that could be contained within that folder. The bullet points in red must be 

present within the folder’s 1 & 2 before the tender can be launched to the market: 

 

1. Pre-tender stage 

 Signed conflict of interest forms from all persons participating in the evaluation of 
the tender.  

 Copy of the draft specification. . 
 

2. Competition phase  

 Copy of the specification with an email from the author of the specification 
confirming that it is the final version.  

 All other tender documents including pricing schedule and all other standard policies 
that are applicable such as health and safety policy, environmental policy etc.  

 

3. Evaluation & award  

 Copies of the tender submissions received – it is important to create a new sub-
folder for each bid received to enable straightforward identification of submissions.   

 Fully signed Tender Evaluation Report  

 Award letters  

 Regret letters 
 

4. Post-award  

 Confirmation that supplier is set up on financial system for payment.  
 

5. Contract extension  

 Extension request letter issued to supplier  

 Contractor’s responses to extension requests  

 Details of any negotiations and outcomes  

 Extension approval documents  
 

6. Current contract information  

 Contract pricing information  

 Any changes to specification or pricing throughout the lifetime of the contract and 
agreement of such changes from supplier and Council staff.   
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7. Emails & correspondence  

 Any general emails or communications related to the tender or contract that would be 
useful for reference.   

 

8. OJEU notices   

 PIN notice (if issued)  

 Contract notices  

 Award notices  

 Any amendments to OJEU notices 
 
 
6.3 Step 2: Tender Documentation  
 
 Invitations to tender will set out a brief description of what the Council wishes to procure 

and invite interested parties to request tender documentation or view tender information 
on the Council’s website.  A specified time (normally 12.00 noon) should be stated for return 
of the tenders on the day fixed for their return.  Addressed envelopes (not prepaid) for the 
return of tenders can be issued on request with the invitations to tender.  Tender 
documentation must be addressed to the Town Clerk and Chief Executive, will bear the full 
address of the Council and will be clearly marked in the top left hand corner. 

 
Tender for (insert contract name):     
and in the bottom left-hand corner: 
Tender due (insert specified date/time) on:    
Received by:                                                        Time:                                 Date:   
Invitations to tender should request 3 hard copies (2 bound, one loose for photocopying).  
Tenders can be supported by an electronic PDF copy on CD ROM or memory stick, but this is 
not to replace the hard copy.  Sole use of electronic documents transfers an unacceptable 
level of risk to Council.  Note the requirement in Section 7.1 below to include a statement on 
Freedom of Information with tenders and contractual documentation.  
 

6.4 Step 3:  Invitations to Tender (ITT)  
 
 For tenders above £30,000, invitations to tender will be publicly advertised in the Belfast 

Telegraph.  Trade journals can also be used, particularly for specialist products or services.  
The Council’s website (www.causewaycoastandglens.gov.uk) will also be used in all instances 
to advertise Council tenders above £30,000.  

 
All invitations to tender should be developed in accordance with the “Standard ITT 
Template”. This template provides a guide as to how the ITT should be drawn up and what 
information it should contain. Using this template throughout all areas of the Council will 
help promote a common approach to tender documentation.     

 
 
 
 

http://www.causewaycoastandglens.gov.uk/
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6.5 Queries on Tenders  
 
 Prior to the closing date responses to any queries received from potential bidders in relation 

to a tender should be made in writing. The response to the query should, save in exceptional 
circumstances, also be provided in writing to all those who receive tender documentation to 
ensure that all potential bidders receive the same information.  A cut off period of 3 working 
days prior to the tender deadline shall apply to queries.  This should be stipulated in the 
tender documentation, after which Council will not be required to respond. 

 
6.6 Step 4:  Receipt of Tenders  
 
 The following process is to be followed: 

 Administrative Services will receive tender documentation on behalf of Council (the 
Chief Executive is the named recipient).  This does not absolve the lead officer of 
responsibility for overseeing their tender, but will help to ensure consistent practice. 
Tender envelopes will be endorsed with the time and date of receipt, numbered in the 
order in which they are received and signed and stored in a safe location, unopened 
until the appointed time of opening.  Receipt of tender documentation is included at 
Appendix A; 

 Tenders must be submitted in writing and their content shall remain confidential until 
the time limit for reply has expired; 

 Tenders must reach the designated point of receipt not later than the time and date 
indicated in the invitation to tender; 

 Any tender received after the due time will not be considered.  It should be marked 
“late”, noted with the exact time of receipt and retained unopened  with the other 
tender papers; 

 Tenders submitted either by telephone, facsimile or email will not be considered.  
Electronic copies of tender documents can be accepted in addition to hard copy as long 
as the hard copy is received prior to the closing date and time for receipt of tenders; 

 Where a 2-stage process is being allowed, a pre-qualification meeting will take place to 
short list against selection criteria. 
 

6.7 Opening of Tenders  
 

 The following process is to be followed: 

 After the tender deadline, the tender envelopes shall be opened by at least 2 Council 
officers, to include the officer leading the procurement; 

 The date of opening, Company name and amount quoted will be recorded on a Tender 
schedule and signed in the appropriate place by these officers.  To ensure that no other 
tenders can be introduced at a later date the unused portion of the schedule will be 
ruled through; 

Officers will not make alterations to or write comments on tenders or associated 
correspondence, as these are original documents, which in the event of any dispute, may 
have to be produced in a Court of Law; 
Tender documentation can be released to panel members for evaluation in advance of the 
evaluation meeting on a confidential basis. 
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6.8 Step 5: Evaluation of Tenders  
 
 The following process is to be followed: 
 

 Open tenders will be evaluated by a panel of a minimum of three Council officers, including 
the tender lead, a manager, and one representative from another Council Department.   
Tenders are to be evaluated separately then moderated.  All panel members are to be 
familiar with Council’s procurement policy; 

 All tenders received within the specified closing date and time will be evaluated for 
completeness, compliance and quality.  A points scoring schedule based on criteria included 
in the tender specification will be agreed and used to evaluate each tender received. 

 How to score.  Panel members are to score individually, then come together for combined 
scoring and moderation of any significant variance. 

 Scoring criteria.  The criteria which the Council will use to determine that an offer is the 
most economically advantageous may include  price, delivery date, running costs, cost 
effectiveness, quality, aesthetic and functional characteristics, technical merit, after sales 
service, technical assistance, sustainability, environmental and social considerations.  
Choice of criteria will depend on the desired outcome for Council but for consistency Council 
advocates that each criteria scores up to 5 points and that the number of assessment criteria 
should not exceed 10 in total.  Normally a weighting will be applied however this must be 
disclosed.  Criteria, the approach to scoring, and associated weightings must be declared 
within the initial tender documentation. Please see the “Standard ITT Template” for 
further details.  

 Experience can still be used as a criterion for the assessment of tenders below EU threshold.  
For tenders above £50,000 a two stage process is recommended.  During the first, pre-
qualification stage it is permissible to ask that tenders demonstrate a minimum level of 
experience to ensure that Council is contracting with competent organisations.  For a two-
stage process the awards criteria should be different from the short listing criteria. 

 Communication of tenders at Council meetings or Council Committee meetings is to be “in 
Committee” to ensure that commercial sensitivities are observed. 

 
6.9 Incomplete, Amended or revised Tenders 
 

The following considerations should be made: 
 

 An ‘incomplete tender’ is one where information necessary for the adjudication of the 
tender is omitted.  In general an incomplete tender should not be considered but 
clarifications can be sought, in certain circumstances, from the bidder on minor issues, i.e. a 
minor point of fact or a minor point of lack of information.   
Consideration should be made on a case-by-case basis; 

 ‘Clarification’ of a tender is the process by which the Council discusses with the bidder the 
contents of his tender in order to clarity points before the award of the contract.  It is 
important not to expand the clarification process and questions should be carefully phrased 
for example as “Could you clarify…xyz”  This is to ensure that the clarification process does 
not become a negotiation which is not permitted.  If a tender lacks important information, 
for example a pricing schedule, that tender should not be considered further in the 
tendering procedure. 
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 An ‘amended/revised tender; is one which is amended/revised in writing, by the bidder 
upon his own initiative.  This is only permissible before the submission deadline and must be 
initialled by the bidder.  Important information must not be added to the tender after 
opening.   

 
6.10 Step 6:  Award of Contracts.   
 

The following process is to be followed:  
 

 Following approval, the preferred bidder, together with the unsuccessful bidders shall be 
notified as early as possible as to whether or not they have been successful.  (The structure 
of this letter is at Appendices D and E.  this letter fulfils all requirements for a formal 
debrief); 

 Standstill period.  For all tenders above £30,000, including those exceeding the EU 
Procurement Threshold, the principle of a mandatory minimum standstill period of 10- days 
will apply (see Appendix VII).  Although this is only a legal requirement for the above EU 
Threshold Procurement.  It represents best practice in terms of risk management.  Where 
communication of tender results is by post rather than email, the mandatory period is 
extended to 15 days.  In practice this means that Council most allow at least 10 days 
between the date of dispatch off this information (the ‘notice of award’_ and the date on 
which is proposes to enter into the contract.  Where the 10 day period expires on a non-
working day, the period should be extended to the next working day; 

 This provision allows unsuccessful tenders a reasonable opportunity to understand more 
fully why they have been unsuccessful and could see them apply for interim measures which 
results in the award decision being overturned;  

 Debrief requirements.  The Council must inform any supplier, contractor or service provider 
that has submitted a tender of its decision in relation to the award of the contract (‘notice of 
award’).  Note that scoring is to be disclosed as described below  This should be done in 
writing by the quickest means available (preferably e-mail) as soon as possible after decision 
has been made and includes details of; 

 The award criteria; 

 The score obtained by the supplier, contractor or service provider; 

 The preferred bidder’s (winning) score and name; 

 Outline any technical non-compliance; 

 When the standstill period ends; 

 The earliest date for signing; 

 The characteristics and relative advantages of the successful tender. 
(The structure of this letter is at Appendices D and E.  This letter fulfils all 
requirements for a formal debrief) 

 If circumstances dictate, the requirement to use the mandatory standstill period can be 
extended on the approval of the Chief Executive or relevant Director.  This will normally be 
an additional 5 or 10 working days; 

 A tender may be withdrawn at any time before its acceptance.  The offer and acceptance 
becomes a contract at the point where a specific contract is entered into; 

 The letter of acceptance of the tender will be sent by recorded delivery. 
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6.11 Step 7:   Acceptance.   
 

Acceptance of a tender in writing (Appendix D) will, in most circumstances, make the 
contract and therefore, care must be taken to ensure that the basis of a good contract exists 
before the acceptance is issued.  The following points in particular should, therefore, be kept 
in mind: 

 The acceptance must refer to the original offer and all correspondence modifying, 
clarifying and/or confirming the offer (usually by reference to the dates of the 
letters); 

 The acceptance will take the form of a letter.  It will mention, where appropriate: 
o The correct name of the contractor/supplier; 
o Description of the good/services; 
o Price in figures and words; 
o Contract period. 

 When the contract is to commence. 

 A set of all documents which have to be completed and/or signed by the successful 
bidder will accompany the letter of acceptance; 

 In certain circumstances acceptance can be qualified as subject to expiry of the 
standstill period or subject to agreement and execution of a legally binding contract. 

 
6.12 Step 8:   Review/Retention of evidence.   
 

Period review of the quality of goods and services is recommended to assess the 
effectiveness of the tendering process and to ensure that contractual obligations are being 
met.  All open tender papers and correspondence relating to the tender and the awarding of 
the contract will be retained on file for 13 years.  This meets with European Union 
regulations.  This is to include a signed scoring matrix, minutes of discussion and the names 
of assessment panel members.  For completeness this should include a copy of the Tender 
Report and any associated report to Council together with a copy of the relevant Council 
minute.  6 years is the mandated period where quotations have been sought. 

 
6.13 Above EU Threshold Procurement.  
 

The following procedures shall apply: 
  

 Standstill period.  For all tenders exceeding the EU Procurement Threshold, the 
principle of a mandatory minimum standstill period of 10 days will apply.  When 
communications of tender results is by post rather than by email or fax, the 
mandatory period is extended to 15 days.  In practice this means that Council must 
allow at least 10 days between the dates of dispatch of this information. (The ‘notice 
of award’) and the date on which it proposes to enter into the contract.  Where the 
10 day period expires on a non-working day, the period should be extended to the 
next working day. 

 Notice of Court proceedings.   For above EU Threshold procurements, where a 
dissatisfied bidder gives formal notice of Court Proceedings, this immediately 
suspends the tender process.  The Council may apply to the Court to have the 
suspension removed.  Dissatisfied bidders currently have a period of three months 
to instigate court action from the date upon which they become aware or should 
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have been made aware of the issue about which they have complaint. In certain 
limited circumstances a court has the discretion to extend this period. 

 

 Contract Award Notice.  As soon as possible after the contract has been awarded 
the Council will publish a Contract Award Notice in the Official Journal of the 
European Union.  This has the effect of reducing the timescales for court challenge 
in certain circumstances. 

 
7.1  Confidentiality / Duty to disclose 
 

Disclosure requirements on contracting authorities are increasing as a result of the Freedom 
of Information Act 2000.  Appendix H provides guidance notes on Freedom of Information 
requirements.  In particular please note the extended statement which must be included 
with tenders and contractual documentation. 

 
8.1  Evaluation and review of this policy 
 

The content and operation of Causeway Coast and Glens District Council’s Procurement 
Policy will be subjected to annual review by the Council’s Convergence Management Team 
and reported to Council through its Governance Committee. 

 
 
9.1  Contact details 
 

Any issues or queries relating to this policy should be addressed to: 
 Ms Elizabeth Beattie 
 Lead Policy Officer 
 Causeway Coast and Glens District Council 
 Cloonavin 
 66 Portstewart Road 
 Coleraine 
 BT52 1EY 
 
 Telephone:  (028) 70347163 
 E-mail:  elizabeth.beattie@causewaycoastandglens.gov.uk 
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APPENDIX A 

RECEIPT OF TENDER SUMMARY FORM 
 

On receipt (unopened) 

TENDER FOR 
 

 

Closing day/date 
 

 

Closing time 
 

 

Received by 
 

 Appointment  

Tender envelope 
no 

 

Date received 
 

 Time  
received 

 

On opening 

Confirm complete 
Tender received 

Yes/No 

Price 
 

£ 

Comments 
 

 

Opened by 
 

 

Date opened 
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APPENDIX B 
SAMPLE INVITATION TO TENDER LETTER  
<Date> 
<Name> 
<Address> 
 
Dear Sir/Madam, 
 
TENDER FOR ___________________________    
 
If you wish to participate in the completion for the award of the above contract, please complete the 
enclosed tender from and return it to arrive at the above address not later than 12 noon on <specify 
a date>. 
 
Tender prices must reflect all circumstances affecting, or likely to affect, the provision of the 
goods/services/works.  Tender documentation must include all information requested and reach its 
destination not later than the specified time and date.  The bidder shall be liable for all costs 
incurred during this tender process.  Tenders received after the specific time will not be 
considered. 
 
The contract sum as specified in the tender should be on the basis of a ‘fixed price’ and time 
limitations on the fixed priced should be clearly stated.  Failure to quote a fixed price may result in 
your tender being excluded for the competition.  Please note that the contract sum as specified in 
the tender should include all delivery, installation, commissioning and handling charges.  We reserve 
the right to accept a part of any tender unless the bidder clearly states that the tender may only be 
considered in its entirety. 
 
Please note that the Council reserves the right not to: 
  

a.  Accept any incomplete tenders; 
b. Necessarily accept the lowest priced or any tender. 

 
In circumstances a standstill period of ten days may be applied between notification of the award 
decision to a tender and contract conclusion to allow unsuccessful bidder a reasonable opportunity 
for debrief.  This period of ten days may be extended for as long as necessary. 
 
Yours faithfully, 
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APPENDIX C 
 

SAMPLE TENDER FORM 
 
Tender for: 
 
Part 1 
I/We hereby offer to provide the above mentioned goods/services/works as detailed in the attached 
invitation to tender for the sum of £ __________ (exclusive of VAT). 
Amount in words ________________________________________ pounds sterling. 
 
I/We have read and understood the Conditions of Contract and the Notes/Instruction to Bidders and 
agree to the terms and conditions set in this tender; to any additional terms and conditions west out 
in the invitation to tender; that having completed this form a binding contract shall be constituted 
by this Tender and our acceptance thereof. 
 
I/We agree that this tender together with your written acceptance thereof shall constitute a 
contract between us in relation to the whole of the tender or any part as may be specified in your 
written acceptance, subject to the execution of a legally binding contract. 
 
Tender’s Signature 
(The Tender must be signed by a person authorised to sign on behalf of the contracting firm). 
 

Signature 
 

 Date  

 

Address 
 
 

   

Telephone 
 

 VAT Registration No  

 
Part 2 
SCHEDULE OF QUANTITIES AND PRICES 
 

Item No 
 

 

Description of Goods 
 

 

Quantity 
 

 

Unit Cost £ 
 

 

Total Contract Price (excl VAT) £ 
 

 

VAT amount £  
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APPENDIX D 
 

SUCCESSFUL TENDER 
 
<Date> 
 
<Name of contractor/supplier> 
<Address> 
 
Dear Sir/Madam 
 
TENDER FOR ________________________________ 
 
Thank you for your tender dated <date tender form was dated by bidder> for the supply and delivery 
of <details of goods/services> at your quotation price of <contract amount in figures>, <amount in 
words>. 
 
I have pleasure in advising you that you have been successful as our preferred bidder in this matter.  
The award decision is summarised in the table below. 
 

The awards criteria 
 

 

The preferred bidder’s (winning) score, 
breakdown of the score and name 

 

Outline any technical nonconformity (if 
applicable) 

 

The characteristic and relevant advantages of 
the winning bid 

 

 
However, our tendering procedure requires that we now enter into a standstill period of 10- days 
between notification of the award decision and the contract conclusion to allow tender process and, 
if necessary apply in Court for interim measures which could lead to the award decision being 
overturned.  We anticipate that the standstill period will end of <enter date>. 
 
We will contact you again by <enter date> to advise you whether we are able to conclude the 
contract following this standstill period. 
 
Yours faithfully, 
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APPENDIX E 

UNSUCCESSFUL TENDER 
 
<Date> 
 
<Name of contract/supplier> 
<Address> 
 
Dear Sir/Madam 
 
TENDER FOR ____________________________________ 
 
Thank you for your tender dated <date tender form was dated by bidder> for the supply and delivery 
of <details of goods/services> at your quotation price of <contract amount in figures>, <amount in 
words>). 
 
I regret to inform you that on this occasion you have been unsuccessful.  The award decision is 
summarised in the table below: 
 

The Award Criteria 
 

 

The score obtained by the 
supplier, contractor or 
service provider 

 

The preferred bidder’s 
(winning) score, breakdown 
of the score, and name 

 

Outline any technical 
nonconformity (if 
applicable) 

 

The characteristic and 
relevant advantages of the 
winning bid 

 

 
However, our tendering procedure requires that we now enter into a standstill period of 10 days 
between notification of the award decision and the contract conclusion to allow unsuccessful 
bidders a reasonable opportunity to seek further information on the tender process.  Under this 
procedure you may also request a debriefing on the tender process. 
 
Please do not hesitate to contact me if you require any further details. 
 
Yours faithfully 
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APPENDIX F 
EVALUATION CRITERIA/ MANDATORY STANDSTILL PROVISION 
 
Following the Alcatel Judgement, the UK government agreed that contracting authorities must 
implement a mandatory minimum standstill period of 10 days between notification of award 
decision and contract conclusion to allow unsuccessful bidders a reasonable opportunity to apply in 
Court for interim measures which could lead to the award decision being overturned. 
 
Application of the Provision 
 
The mandatory standstill procedure must be applied to all contracts covered by the full regime of 
the EU directives i.e. where the EU Procurement Threshold figures apply for supplies and services 
and for works.  It has been agreed by Council that the procedure will also apply to Council tenders 
above £30,000. 
 
Requirements of the Provision 
 
The Council must inform any supplier, contractor or service provider that has submitted a tender of 
its decision in relation to the award of the contract (‘notice of award’). 
This must be done in writing by the quickest means available (which may include fax or email) as 
soon as possible after the award decision has been made, and includes details of: 

 The award criteria; 

 The score obtained by the supplier, contractor or service provider; 

 The preferred bidder’s (winning) score and name; 

 Outline any technical non-compliance; 

 When the stand still period ends; 

 The earliest date for signing 

 The characteristic and relevant advantages of the winning bid. 
 
The Council must allow at least 10 days between the date of dispatch of this information (the ‘notice 
of award’) and the date on which it proposes to enter into the contract where the notice has been 
sent electronically (email, fax).  Where the notice is sent by post the Council must allow at least 15 
days between the date of dispatch and the date on which it proposes to enter into the contract. 
 
Request for Debrief 
 
By providing written feedback in the award letters, the need for verbal debrief should be reduced.  
Verbal debriefs can be offered at the discretion of the lead officer. 
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APPENDIX G 
 

ENVIRONMENTAL ANALYSIS AND SCORING MECHANISM FOR TENDERS 
 
It may be useful, when relevant to the subject matter of the tender to use a system to consider and 
score the environmental aspect of tenders.  This suggested assessment and scoring mechanism for 
the environmental aspects of tenders is based on a system known as Development Path Analysis 
(DPA) which was developed as a tool to assist with the monitoring of environmental impact.  DPA 
relies on qualitative assessment to evaluate each tender in relation to the following six development 
paths: 
 
Path 1:  Simply Meeting Environmental Regulations.  Is the bidder offering anything different or 
unusual that helps to protect the environment? If the answer is no, then the tender probably falls 
under Path 1.  Path 1 will include tenders that meet minimum environmental regulations.  While 
important, meeting these regulations is not enough to ensure environmentally sustainable 
development. 
 
Path 2:  Cleaning Up the Mess.  Industrial emissions, extensive vehicular traffic, intensive farming, 
high household consumption have all contributed to degrading air and water quality and to 
compromising the environment.  Path 2 considers whether the tender offer could help the Council to 
clean up this mess. 
 
Path 3:  Environmental Infrastructure.  Path 3 covers tender offers that will put in place 
infrastructure that allows the Council to carry on with its every-day activities but with less damage to 
the environment. 
 
Path 4:  Helping the Council.  Path 4 considers whether the tender offer will help the Council meet 
and exceed environmental regulations and standards. 
 
Path 5:  Resource Efficiency.  One way of improving the impact of human activities on the 
environment is to improve the efficiency of the resources used to support those activities.  Path 5 
covers tender offers that will help improve the efficiency with which resources will be used by the 
Council. 
 
Path 6:  New Behaviour.  Path 6 is for tender offers that actively involve changing the way Council 
behaves, so that our behaviour has a less damaging or a positive effect on the environment.  It 
relates to activities that are not business as usual. 
 
The objective of the tool is to help shift activity away from Path 1 toward activity under Path 6.  The 
paths in between are paths that mitigate the impact of existing Council activity in some way.  As part 
of the tender assessment process, each tender is evaluated on the basis of the development paths 
outlined above and given a score that relates to one of these development paths.  Using the tender 
details supplied, the likely impact of the tender on the environment can be assessed and scored.  
Identify one development path and award the points associated with that development path to the 
tender. 

 Simply meeting environmental regulations – 0 points; 

 Cleaning up the mess – 1 point; 

 Environmental infrastructure – 2 points; 

 Helping the Council – 3 points; 

 Resource efficiency – 4 points; 
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APPENDIX H 
 
Freedom of Information 
 
Tendering Procedure Guidance Notes 
 
Background: 
The Freedom of Information Act 2000 (FOI) is intended to promote a culture of openness and 
accountability amongst public sector bodies by providing people with rights of access to the 
information held by them.  It is expected that these rights will facilitate better public understanding 
of how public authorities carry out their duties, why they make the decisions they do and how they 
spend public money. 
Since January 1 2005, people have the right to make a request for any information held by a public 
authority (although this right is subject to a number of exemptions which permit the withholding of 
information) and the authority will be required to follow the provisions of the Freedom of 
Information Act in dealing with that request. 
Information is defined in Section 84 of the Act as being information recorded in any form, and it 
covers any information held by the public body in connection with the operation of its functions.  
The guidance is intended to cover procurement exercises which will vary from the routine to 
procurement in the wider sense e.g. invitations for expressions of interest or establishing 
partnerships. 
 
Implementation in other Jurisdictions 
It does not appear to be universal practice in the Republic of Ireland that FOI clauses are inserted 
into contractual documentation, but it is generally regarded as best practice to do so.  There did not 
appear to have been any universal communication with suppliers at the time of initial 
implementation of the FOI Act in the Republic. 
Whilst there is no official statement used for inclusion in tender documents in the Republic of 
Ireland, most Councils use a variant of the under noted: 
 
“Causeway Coast and Glens District Council is subject to the provisions of the Freedom of Information 
Act 2000.  Should any bidder consider that any of the information supplied by them is either 
commercially sensitive or confidential in nature, this should be highlighted and the reasons for its 
sensitivity specified.  In such cases, the relevant material will, in response to FOI requests, be 
examined in light of the exemptions provided for in the FOI Act.” 
 
In practice, however, bidders usually either ignore this or else merely state that all information is 
sensitive or confidential.  Some Councils indicate that they consult with bidders prior to release of 
their information, although this does not appear to be universal practice.  Clearly this would delay 
the process somewhat.  It is considered that it is a matter for individual councils to determine, but 
that it is not necessary if the above statement is utilised, and it is made clear that the decision on 
what is, or is not commercially sensitive rests with the Council.  It is important to note that, even if 
information contained within a tender submission is commercially sensitive, the “public interest 
test” may dictate that it be released.  This has been the case in the Republic of Ireland.  The general 
rule in the Republic appears to be that it is probably in the public interest that details of successful 
tenders are disclosed, but not that details of unsuccessful ones are disclosed. 
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An Information Commissioner’s decision in one particular case cites: 
“... The public interest in openness and accountability resulting from disclosing tender prices 
outweighed any public interest in preventing commercial harm to bidders and the tender process”. 
The guidance on the application of exemptions will be key in directing Councils how to respond to 
FOI requests of this type.  Even though the legal interpretation is likely to lean towards disclosure, 
there remains a danger that Councils could be taken to Court for damage done if information is 
wrongly released. 
 
Every opportunity should be taken to provide feedback to unsuccessful bidders outside the formal 
Freedom of Information regime. 
 
Publication Scheme 
Councils are advised to ensure that their general tendering processes are available as part of the 
Publication Scheme.  This will ensure that only requests for detailed information re tenders will be 
subject to FOI procedures.  As disclosure of information is likely to be probably rather than possible, 
the tendering procedures available through the Publication Scheme should reflect this. 
 
General Guidance.  The following general statement may be used in any standard documentation 
which is used by the Council to obtain information e.g. grant application forms: 
 
“Causeway Coast and Glens District Council is subject to the terms of the Freedom of Information 
Act 2000.  Any information, which comes into the possession of Causeway Coast and Glens District 
Council, will be subject to disclosure under the provisions of that Act, unless an exemption applies.  
Only Causeway Coast and Glens District Council can make a decision regarding whether information 
can be disclosed or not.  In arriving at the decision, Causeway Coast and Glens District Council will 
take account of the nature of the information, exemptions provided for in the Act, and the Public 
interest.  If the information can be disclosed, Causeway Coast and Glens District Council has no 
discretion to prevent its disclosure.” 
 
Tenders and Contractual Information.  Up to and including the evaluation process, all the 
information provided by bidders to the Council will be considered to be of a confidential nature and 
it is unlikely that the information would be disclosed at that time.  After evaluation is complete, 
commercial sensitivities which may have to be applied to that point may no longer be applicable.  
The evaluation process will be deemed to have been completed when the Council has made its 
decision, or a Senior Council Officer has decided that the particular tender exercise is not viable. 
 
The following extended statement should be included with tenders and contractual documentation: 
 
“Bidders should be aware that the information provided in the completed tender and contractual 
documents should be disclosed in response to a request under the Freedom of Information Act.  We 
will proceed on the basis of disclosure unless an appropriate exemption applies.  No information 
provided by Bidders will be accepted “in confidence” and Causeway Coast and Glens District Council 
accepts no liability for loss as a result of any information disclosed in response to a request under 
the Freedom of Information Act. 
Causeway Coast and Glens District Council has no discretion whether or not to disclose information 
in response to a request under the Freedom of Information Act, unless an exemption applies.  
Disclosure decisions will be taken by appropriate individuals in Causeway Coast and Glens District 
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Council having due regard to the exemptions available and the Public interest.  Bidders should be 
aware that despite the availability of some exemptions, information may still be disclosed if the 
Public Interest in its disclosure outweighs the Public Interest in maintaining the exemption.  Bidders 
are required to highlight information that they include in the tender documents, which they consider 
to be commercially sensitive or confidential in nature, and should state the precise reasons, why that 
view is taken.  In particular, issues concerning trade secrets and commercial sensitivity should be 
highlighted.  Bidders are advised against recording unnecessary information. 
 
In accordance with the Lord Chancellors Code of Practice on the discharge of public functions1, 
Causeway Coast and Glens District Council will not accept any contractual term that purports to 
restrict the disclosure of information held by the Council in respect of the contract or tender exercise 
save as permitted by the Freedom of Information Act.  The decision whether to disclose information 
rests solely with Causeway Coast and Glens District Council. 
 
Causeway Coast and Glens District Council will consult with bidders, where it is considered 
appropriate in relation to the release of controversial information.  Bidders will be notified by the 
Council of any disclosure of information relating to them.” 
 
Reports to Council Committee.  It is recommended that reports on tenders taken to 
Council/Committees be as full and detailed as possible, and that Council minutes be sufficiently 
detailed to provide enough details for the reader to understand the reason for Officers’ 
recommendations and Council’s decisions.  Discussions on tenders will be taken “in Committee”. 
 
Commercial Interests.  When considering questions relating to commercial interests or sensitivity, 
Councils should always act in accordance with Section 8 of the Lord Chancellors Code of Practice on 
the discharge of public authorities functions which states that, “Unless an exemption provided for 
under the Act is applicable in relation to any particular information, a public authority will be obliged 
to disclose that information in response to a request, regardless of the terms of any contract”. 
 
The Lord Chancellor’s Code of Practice on the discharge of public authorities functions under Part 1 
of the Freedom of Information Act 2000 Issued under Section 45 of the Act.  Section 43 of the FOI 
Act sets out an exemption from the right to know if: 

 The information requested is a trade secret, although the Council will need to inform the 
applicant whether it holds the information that constitutes the trade secret, or 

 Release of the information is likely to prejudice the commercial interests of any person, 
where the Council can refuse to confirm or deny that it holds such information if this in itself 
would prejudice commercial interests. 

 
However, it is important to bear in mind that the Commercial Interest exemption is the hardest to 
override on public interest grounds.  It is also important to note that when considering the 
Commercial Interest Exemption, the Commercial interests of the Council and not just the bidder 
should be considered.  Councils themselves will have commercial interests in certain circumstances. 
 
 
 
 

                                                           
1  
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APPENDIX I 
 
PURCHASE ORDERS 
 
1. The Use of Purchase Orders 

 Purchase Orders must be used on all possible occasions for the purchase of Goods and 
Services. 

 Confirmation Orders must be written where urgent items and or services have been ordered 
by telephone. 

 Where a specific Contract has been agreed e.g. Service or Maintenance Contract or Tender 
has been awarded, an order is not required providing the appropriate Officer checks prices 
are in accordance with Contract/ Tender. 

 Where a company is used on a frequent basis e.g. at least once per week, the same order 
number would suffice for a maximum period of one month only.  This should only apply if 
ordering the exact same goods on an ongoing basis. 

 Periodical checks must be made of Purchase Orders to ensure that all goods supplied have 
been invoiced. 

 Use of Purchase Orders must be controlled by designated Officers.  All orders over £750 
must be approved in advance by CMT (See authorisation limits for purchase orders and 
invoices on Page 5). 

 Where possible, Orders should be raised in accordance with Annual Tenders detail of 
Quotations procedures. 

 Where relevant, orders should be substantiated by copy Minute documentation with the 
Coding slip referenced accordingly. 

 Orders must be completed to include: 
o Suppliers Full Name and Address; 
o Detailed Narrative of Goods and or Services Required; 
o Cost of Goods and or Services 
o Costing; 
o Date; 
o Authorising Officer’s Signature. 

 All original orders must be issued to Suppliers. 

 When Goods have been received and the invoice has been processed for payment, the copy 
order counterfoil must be detailed as follows: 

o Invoice Number; 
o Invoice Date; 
o Invoice Amount; 
o Month Account Paid. 

 Processed Invoices to be passed to the Finance Section of the Central & Leisure Services 
Department on a weekly basis. 
 

2. Authorisation Limits For Purchase Orders and Invoices 
 

 Orders under £1,500 can be authorised by CMT. 

 Orders over £1,500 must be approved and authorised in advance by CMT. 

 For reasons of financial probity, the person placing the order cannot sign the related 
invoice. 
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 To ensure segregation of duties and proper controls are put in place, Invoices under 

£1,500 must be authorised by CMT. 

 Invoices over £1,500 must be authorised by the CMT on all occasions.   

 

3. Tender Prices 

 Prices charged per Invoice documentation must be checked against Annual 

Tender/Quotation prices.  Evidence of a check, by relevant staff, should be shown on 

each Invoice e.g. checker’s initial appearing on the Coding Slip in the 

tender/quotation box. 

 All written notifications of increases must be filled with the original tenders and be 

readily available for Audit purposes. 

4. Statements  

 No payment should be made on the basis of a Supplier’s Statement. 

 If a Statement is used at all, this must be accompanied by the individual certificated 

Invoice/s and where appropriate.  Delivery Notes should be attached. 

 Monthly Statements from Suppliers should be checked using copy Remittance 

Advice, and evidenced as checked. 

 Statement file review periodically by management and evidenced as such. 

  

 

5. Discount 
All Discounts should be deducted even though the permitted Discount period may have 
elapsed.  The Finance officer should be consulted in difficult cases. 
 
 

6. Arithmetical Check 
Evidence of an arithmetical check, by relevant staff, should be shown on each Invoice.  A tick 
at the bottom of a total would suffice with checker’s initial appearing on the Coding Slip. 
 

7. Credit Notes 
Credit notes should be clearly referenced to the appropriate invoice.  Order books should be 
marked to show that a credit note has been received. 
 

8. Copy Invoices 
Copy Invoices should only be requested from a Supplier after an exhaustive effort to trace 
the original has been made and the permission of the Finance Officer has been obtained. 
 

9. Checking/Certification Procedure 
After Invoices have been thoroughly checked by relevant staff, and the copy Order 
Counterfoil marked in accordance with relevant Invoice/Month of Payment detail, a Coding 
Slip must be attached to each individual Invoice/Credit Note. 
 

10. Coding Slip Completion 
a. Transaction 

 Enter I if you are attaching the Coding Slip to an invoice. 
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 Enter C if you are attaching the Coding Slip to a Credit Note. 
b. Supplier Number.  Each Supplier has been allocated a number and this will be found on 

your supplier listing which is printed in alphabetical order.  If a Supplier does not appear 
on the Supplier Listing, consult the Finance Section and an appropriate number will be 
allocated. 

c. Invoice/Credit Note Date.  Enter as detailed per Invoice/Credit Note. 
d. Invoice/Credit Note Number.  Enter as detailed per Invoice/Credit Note. 
e. Goods Received/Work Done.  To be initialled by Service Manager or his/her Assistant. 
f. Order Number.  Enter as detailed per Order. 
g. Quotation/Tender Minute Reference.  The Officer responsible for checking 

quotations/tenders should initial this box. 
h. Order Counterfoil.  The officer processing the Invoice should initial this box. 
i. Calculations/Totals.  The Officer executing the arithmetical check should initial this box. 
j. Allocation.  Maximum care should be taken to ensure that expenditure is allocated 

accurately on the Coding Slip and that Codes correctly related to the Facility and Cost 
concerned. 
 

11. Petty Cash 

Petty Cash should only be used when the department cannot be Invoiced for the goods or 

services received, or in an emergency.  Petty Cash Requisition Vouchers can be obtained 

from Finance.  Petty Vouchers must be completed to include: 

 

 Name and Address; 

 Date; 

 Details of payment; 

 Amounts should be calculated, that is, NET, VAT and GROSS TOTAL. 

The Correct code should be inserted to enable the amount to be debited from the correct account 
when the voucher is processed on the system.  The signing of Petty Cash Vouchers should follow the 
same principles as purchase orders/invoices ensuring segregation of duties. 

All requests for payment must be issued directly to the Finance Officer.  The voucher must be 
accompanied by relevant vouchers, minutes, receipts etc before payment can be made.  The 
omission of appropriate information will render the voucher incomplete and as such should not be 
passed for payment.  Officers must complete all claim forms to the proper recognised standards. 



PROCUREMENT POLICY AND PROCEDURES 

      

Causeway Coast and Glens Procurement Policy DRAFT v4 

August 2014 

  29 
 

Business Cases / Financial Appraisals 

Project title 

Concept overview Succinctly describe the new 
idea 

 

Link to Corporate 
Plan 

Reference strategic 
priority/objectives 

 

Budget Code Who will pay?  

Target users Who will benefit?  

User needs  Problem solved? 

 Ned filled? 

 Learning required? 

 Service replaced? 

 

Evidence of need Analysis of customers/users?  

Benefits to the 
District 

 Political 

 Social 

 Economic 

 Environmental 

 Legal 

 Wellbeing 

 Service Improvements 

 

Other options What are the alternatives?  

Costs  Initial cost 

 Annual costs for first 5 
years 

 Income/charges? 

 Additional staff effort 
(including internal 
services) 

 

Communications  Consultation required? 

 Press interest? 

  

 

Distribution Roll out plan?  

Risks  Security 

 Health & Safety 

 

Other implications  Equality/disability 

 Environmental 

 Staffing 

 Impact on other 
departments? 

 

Technical  ICT consulted? 

 Technical services 
consulted? 

 

Testing/pilot Required?/How?/Cost?  

Director approval Spend over £750 Approved/not 
approved 

Date: 
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CMT approval Spend over £5,000 Approved/not 
approved 

Date: 

Council approval Spend over £15,000 Approved/note 
approved 

Date: 

Next steps Rework/additional 
Information 

  

 
Full Economic Appraisal 
 
 
Local Government Economic Appraisal  
Pro Forma for Projects up to £1 Million 
 
Title: 
Council: 
Completed: 
Grade: 
Date: 
Signed _________________________  
 
Authorised by: 
Name: 
Grade: 
Date: 
Signed __________________________ 
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Important Note:  All the boxes in this form can be expanded and the size of the box bears 
no relation to the amount of information required.  Sufficient information should be 
included in each box.   
 
If any help is required in filling in this form please contact Local Government Division.  
Alternatively contact Economics Branch for advice and assistance on 02890 540540 or 
02890 540812. 
 

1. Introduction 
Please provide a brief introduction/background to the proposed programme or project. 
 
 
 
 
 
 

2. Strategic Context 
Explain the strategic relevant of the proposed programme or project.  For example, the 
particular strategic aims and objectives to which it will contribute should be highlighted, 
and an explanation of how it is expected to contribute to them should be given. 
 
Reference should be made to relevant statutes, strategy or policy documents e.g. DRD 
Corporate Plan.  Regional Transport Strategy, Belfast Metropolitan Transport Plan, 
Regional Development Strategy, DoE Corporate Plan, Health and Safety legislation, 
Disability Discrimination Act, The Roads (NI) Order 1980, Transport (Amendment) Act 
(NI) 1971, Planning (NI) Order 1991, Road Traffic (NI) Order 1981, etc. 
 
 

 

 

 

 

3. Assessment of Need 

Use this section to establish the expenditure is needed.  The proposed service provision 

or financial assistance needs to be justified and the following points should be 

considered: 

 Where appropriate, details should be given of deficiencies in current services, or 

in the assets of other resources used to deliver them.  If possible you should try 

and quantify the problem. 

 Relevant projections of the future nature and levels, of demand for services over 

time should be provided and be suitably quantified. 

 These future projections should be set in context by providing historical 

evidence of the development of need e.g. data for the past three to five years.   

 

 



PROCUREMENT POLICY AND PROCEDURES 

      

Causeway Coast and Glens Procurement Policy DRAFT v4 

August 2014 

  32 
 

 If this is recurrent funding or a recurring project please use the results from the 

evaluation of the last scheme to inform the assessment of need and detail here 

what improvements, if any, are being proposed compared to the last round of 

funding: 

 What are the implications of not going ahead with the project? 

 Would this project go ahead, even if reduced in scope, in the absence of funding 

from the Department? 
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4. Objectives, Targets and Constraints 
In this section the overall objectives of the proposal should be set out.  Targets should 
also be identified to enable an evaluation of the extent to which objectives have/have 
not been achieved.  Targets need to be well defined in order to aid with evaluating the 
project.  Finally, a series of constraints should be identified to ensure that anything 
which could impede the successful delivery of the project can be considered at this 
stage. 

4.1 Objectives 
The following questions may help to set suitable objectives: 

 What are we trying to achieve?  What are our objectives?  What would 
constitute a successful outcome or set of outcomes? 

 Have similar objectives been set in other contexts that could be adapted? 

 Are our objectives consistent with strategic aims and objectives as set out, 
for example, in the council’s service agreements? 

 Are our objectives defined to reflect outcomes et improved health, crime 
reduction or enhanced sustainable economic growth; rather than the 
outputs e.g. operations, prosecutions or job placements, which will be the 
focus of particular projects? 
 

For further information on identifying the objectives and targets please go to 
http://eag.dfpni.gov.uk/steps/step3.htm 
Please identify the objective(s) in the table below. 
 
Table 4.1:  Objectives 

Objective(s) 

 

 

 

 

 

 
4.2 Targets 
It is extremely important that a series of targets are included below.  It is important to 
set out how objectives are measured.  The following questions may help to set suitable 
targets: 

 How might our objectives and outcomes be measured? 

 Are our objectives defined in such a way that progress toward meeting them can 
be monitored? 

 What factors are critical to success? 

 What SMART (Specific, Measurable, Achievable, Relevant, Time bound) targets 
can we then set?  What targets do we need to meet? 

Please identify in the table below. 
 
 
 
 

http://eag.dfpni.gov.uk/steps/step3.htm
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Table 4.2:  Targets 

Targets 

 

 

 

 

 

4.2 Constraints 
Important constraints upon the proposals should be explained.  These may be 
technical, legal, financial or political in nature, or they may have to do with timing or 
location. 
Please identify constraints in the table below. 
 
Table 4.3:  Constraints 

Constraints 

 

 

 

 

 

 

 

NB do not be restricted by the number of rows in the tables above.  It is important to 
add or remove rows in order to identify all factors relevant to the circumstances of 
your particular project. 
 

5. Identification of options 
It is useful to begin by identifying a ‘long list’ of options, containing all the initial ideas 
about possible solutions.  This should include not only the conventional solutions, but 
also any more innovative suggestions, however outlandish they may at first appear. 
 
The options selected for in-depth appraisal should include a baseline or benchmark 
option.  This will usually be the “status quo” option, representing the genuine 
minimum input necessary to maintain services at, or as close as possible to, their 
current level. 
 
Alternatives to the status quo are referred to as the ‘do-something’ options.  These 
should generally cover a range of levels of provision, k for example, from ‘minimum 
acceptable provision’ to the highest standards of provision.  They could reflect 
variations in the scale, content, timing and location of services. 
 
For further information on this section to  
http://eag.dfpni.gov.uk/steps/step4.htm.  The link also provides examples of 
strategic and operational options and gives a flavour for the information to be 
considered when designing options.   
 

http://eag.dfpni.gov.uk/steps/step4.htm
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Give each option a title and provide a short description of the option.  Make sure you 
have at least identified the status quo and one other viable option.  Any other option 
that has been identified can be rejected but an explanation as to why you rejected 
the option should be given. 
 

Status Quo: 
 
As per HMT Green Book, this option must be brought forward for further analysis 

 
 

Option 1: 
 
Reject?      Yes       No 
If yes please explain why? 
 

 

Option 2: 
 
Reject?      Yes        No 
If yes please explain why? 
 

 

Option 3: 
 
Reject       Yes        No 
If yes please explain why? 
 

  Important note:  This pro forma includes four options above, please add additional 

  options if required.  This document is protected; therefore, if it is necessary to  

  include additional options for your project, please contact DOE Economics Branchy 

  who will assist you with this procedure. 

6.  Assessment of Monetary Costs and Benefits 

 

6.1 Monetary Costs and Benefits 

Appraisals should account for all the costs and benefits to NI and UK residents, (i.e. 

consider the total costs of the project not just the cost to the Council). Examples of 

the costs are: 

 

 Capital cost of carrying work out (e.g. new building, new equipment) 

 Cost of contract 

 Researchers 

 Transport Costs 

 In-house cost of managing the project 
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 Overheads (e.g. electricity, rent etc) 

 

 

 

For each option your have brought forward from the previous section identify a 

detailed breakdown of the costs and the benefits (revenue) in the tables below. 

 

Please provide details above each table about how the cost and benefits were 

estimated (i.e. the assumptions). 

STATUS QUO 

 

Assumptions for Status Quo 

 

 

 

 

Table 6.1:  Status Quo Monetary Costs and Benefits 

Status Quo 

Cost and Benefits Year 1 Year 2 Year 3 

*Select Yrs* *Select Yrs* *Select Yrs* 

Capital Costs    

    

    

    

    

    

Total Capital Cost    

Recurrent Costs    

    

    

    

    

Total Recurrent Cost    

    

Total Cost (A)    

    

Benefits    

    

    

    

    

Total Benefits (B)    
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Total Costs (A-B)* 

*A negative total denotes a total benefit 

 

Option 1 

 

Assumptions for Option 1 

 

 

 

 

 

 

Table 6.2:  Option 1 Monetary Costs and Benefits 

Option 1 

Cost and Benefits Year 1 Year 2 Year 3 

*Select Yrs* *Select Yrs* *Select Yrs* 

Capital Costs    

    

    

    

    

    

Total Capital Cost    

Recurrent Costs    

    

    

    

    

Total Recurrent Cost    

    

Total Cost (A)    

    

Benefits    

    

    

    

    

Total Benefits (B)    

 
Total Costs (A-B)* 

   

*A negative total denotes a total benefit 

 

OPTION 2 
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Table 6.3: Option 2 Monetary Costs and benefits 

Option 2 

Costs and Benefits 
Year 1 Year 2 Year 3 

*Select Yrs* *Select Yrs* *Select Yrs* 

 

    

Capital Costs 

    

    

    

    

Total Capital Cost    

Recurrent Costs    

    

    

    

    

Total Recurrent Cost    

    

Total Cost (A)    

    

Benefits 

    

    

    

    

Total Benefits (B)    

 
Total Costs (A-B)* 

   

* A negative total denotes a total benefit 

 

OPTION 3 

Assumptions for Option 3 

 
 

 

Table 6.4 Options 3 Monetary Costs and Benefits 

Option 3 

 
Costs and Benefits 

 

Year 1 Year 2 Year 3 

*Select Yrs* *Select Yrs* *Select Yrs* 

Capital Costs    
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Total Capital Cost    

Recurrent Costs    

    

    

    

    

Total Recurrent Cost    

    

Total Cost (A)    

    

Benefits    

    

    

    

    

Total Benefits (B)*    

 *A negative total denotes a total benefit 

 

6.2 Optimism Bias 
Optimism Bias refers to the demonstrated, systematic tendency for project 
appraisers to be overly optimistic; it can only be applied to capital costs. 
 
Do any of the options have capital costs that have been estimated and therefore you 
are uncertain about? 
 
   Yes     No 
 
If you answered yes than you need to carry out an optimism bias adjustment.  To 
do this you need to follow the following link http://www.hm-
treasury.gov.uk/media/D/B/GreenBook_optimism_bias.pdf.  If further clarification is 
required please correct Economics Branch for assistance. 
 

6.3 Net Present Value 
Appraisals should generally include, for each option, a calculation of its Net Present 
Value (NPV).  This is the name given to the sum of the discounted benefits of an 
option less the sum of its discounted costs, all discounted to the same base date.  
Where the sum of discounted costs exceeds half of the discounted benefits the net 
figure may be referred as the Net Present Cost (NPC). 
Q1 Is the expected economic life of the project expected to be greater than 3 years? 
 
           Yes        No 
 
Q2  Are you trying to compare an option with a high capital cost and to an option 
 with low initial capital cost but high recurrent costs? 

http://www.hm-treasury.gov.uk/media/D/B/GreenBook_optimism_bias.pdf
http://www.hm-treasury.gov.uk/media/D/B/GreenBook_optimism_bias.pdf
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           Yes        No 
If you answered yes to the two questions then you are required to complete NPC 
calculation.  DFP have templates for completing these can be found at 
http://eag/dfpni.gov.uknpc-calculator.xls.  Economics Branch can assist with NPV 
calculations. 
 
Remember that optimism has adjustments must be made prior to NPV calculations 
and included in the NPV calculations. 
 

7. Assessment of Non-Monetary Costs and Benefits 
 In many assessments there are non-monetary impacts such as environmental, social 
or health effects that cannot be valued cost-effectively.  There are two main 
techniques to illustrate how options compare regarding factors that are not 
expressed in monetary values. 
 
a) Impact Statement 

In essence, it consists of a table summarising the impact of each option upon 
each non monetary benefit. 
 

b) The weighted scoring method 
c) This involves assigning numerical weights to each factor to reflect its comparative 

importance, scoring the performance of each option against each factor on a 
numerical scale and calculating a ‘weighted score’ for each option. 

The weighted scoring method is more detailed and is particularly useful when the monetary costs of 
options are similar and there are minor variations in non-monetary benefits.  This pro forma includes 
an impact statement table but if it is felt necessary to complete a weighted scoring exercise please 
contact Economics Branch for assistance.  Further information regarding non-monetary costs are 
benefits can be found at http://eag.dfpni.gov.uk/steps/step7.htm.   

To complete the table below follow these steps: 

1. Identify the non-monetary benefits in the benefit column; 
2. For each of the non-monetary benefits identified give each option an impact rating using 

the key below the table and the drop-down lists, and  
3. Assess the overall non-monetary benefit of each option. 

Table 7.1  Non-Monetary Costs and Benefits 

Benefit Status Quo Option 1 Option 2 Option 3 

     

     

     

     

     

Overall 
 

    

 

http://eag/dfpni.gov.uknpc-calculator.xls
http://eag.dfpni.gov.uk/steps/step7.htm
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KEY 

-- 
Highly negative 

- 
Negative 

/ 
No impact 

+ 
Positive 

++ 
Highly positive 

 
Please give a short narrative explaining the non-monetary ratings given to each 
option. 
 

Status Quo Ranking 

 

Option 1 Ranking 

 

Option 2 Ranking 

 

Option 3 Ranking 

 
8. Assessment of Risk 

A vital first step in the analysis is to identify and analyse the important risks and 
uncertainties relevant to the case, and to show how they compare under each 
option.  This risk analysis should help inform the adjustments for optimism bias and 
identification of risk management and mitigation measures.   
 
It is good practice to summarise the relevant information in a table, called a ‘Risk Log’ 
or ‘Risk Register’ which identified each relevant risk and compares how it impacts 
upon each option.  For further guidance on completing this section please go to 
http://eag.dfpni.gov.uk/steps/steps6.htm. 
 
Please use the table below to complete an assessment of the risks of each option. 
 
Table 8.1 Risk Assessment 

Risk Impact of 
risk 
(H/M/L) 

 
Likelihood of risk 

 
(H/M/L) 

 

 

SQ Opt 1 Opt 2 Opt 3 

       

       

       

       

       

Overall Risk     

 
Key:  H – high   M – medium   L – low   NA – Not Applicable 
 

9. Preferred Option 
It is important to include a section which draws together the main findings and 
conclusions of the appraisal.  Please use the table below to summarise the main 
results for each option. 

http://eag.dfpni.gov.uk/steps/steps6.htm
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Table 9.1 Summary of Results 

Summary Status Quo Option 1 Option 2 Option 3 

Total Capital 
Cost £ 

    

Net Present 
Cost £ 

    

Average Annual 
Net Recurrent 
Cost £ 

    

Non-Monetary 
Benefits 
Ranking 

    

Risk 
Assessment 

    

 
Please explain in more detail the choice of preferred option and why it was chosen. 
 

 

 
10. Displacement 

Displacement relates to the extent to which the proposed activity under this project 
will affect similar activity in another area, either in a positive or negative way.  That is, 
will some other similar activity be replaced as a consequence of this project?  Ideally, 
displacement should be minimized.  This is particularly relevant for councils given the 
impending changes under RPA.  Councils are encouraged to look beyond their current 
boundaries to ensure that their proposal will not be displacing activity elsewhere. 

  Is it likely that displacement could occur with this project? 

        Yes        No 

  If yes, please give more details in the box below 

 

 

11. Additionally 
Additionally refers to the net impact of the project over and above what would have 
happened if the project did not go ahead.  In other words, it refers to the extent to 
which the project would have gone ahead without public sector support.  Additionally 
may be partial.  For example, without assistance the project may have been carried 
out later, a smaller scale, lower standard of quality or carried out in a location of 
lower priority. 
 
Would the project have gone ahead in any form, without public sector support? 
 
       Yes         No 
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If yes, please give more details in the box below 
 

 

 
12. Financing of Preferred Option 

What percentage of this project is to be funded by the Department?___% 
 
If this is less than 100% please complete the table below 
 
Table 12.1  Financing 
 

Funding 
Organisation 

% Funding Funding 
secured 
Yes/No 

If no at what 
stage of 
negotiations are 
you are? 

    

    

    

    

 
 

13. Management, Monitoring and Post Project Evaluation 
Business cases should explain the proposed management arrangements for the 
proposal.  A brief statement of how the project will be managed should be provided 
eg formal reports, completion of timesheets, meetings. 
 
Where another organisation is to be the managing authority, a statement of the 
project management capabilities of that organisation should be provided. 
 

 

 
Appraisals should generally include a monitoring and evaluation plan.  This should 
provide details of  

 Who will be responsible for monitoring and evaluation (the organisation, 
division, post, individual(s); 

 Who needs to be consulted.  This is important when you have a large number 
of stakeholders. 

 What factors (e.g. costs, outputs, outcomes) will be monitored and 
evaluated, and how this will be done; 

 What staff and other resources will be required; 

 When evaluation will be undertaken (the intervals at which monitoring will 
occur, and the completion dates for evaluations) and 

 How the results will be disseminated, including identification of the target 
audience. 
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Health and Safety considerations in the selection and management of contractors:  Guidance for 
Project Managers 

Introduction 

Causeway Coast and Glens District Council (CC&G) regularly outsources certain aspects of its work.  
The result is that many people working on the premises are not direct employees of the 
organisation, but are controlled through a third party – often termed ‘contractors’.  Typically 
contractors carry out activities such as building work, window cleaning, and other maintenance. 

There are two main areas of consideration with regard to contract work: 

 Ensuring that the contractor is selected to be suitable and capable to do the work required 
safely; and 

 Proper management of the contractor, including suitable information exchange between 
CC&G as the client and the contract organisation. 

To achieve this, the actual work requirements for the work must be properly determined before any 
contractor is sought. 
 
It is a commonly held misconception that when an organisation delegates or hands over its 
responsibilities by using a contractor, then the contractor has full responsibility.  This is not the case.  
The contractor has the responsibility for undertaking their work correctly with the information they 
are given, but the client has the responsibility for ensuring that the contractor is properly selected, has 
been given the correct information and is adequately monitored to ensure they are complying with the 
requirements of the contract.  There should be safe systems of work agreed and there should not be 
any unforeseen interaction between their work and the work of the client organisation.  This policy 
sets out Council’s approach to managing contractors. 
 
Non-notifiable Contracts 
In the case of the above contract works, the individual responsible for coordinating the work on 
behalf of CC&G shall: 

 Define the work that has to be done including the task and the place of work; 

 Consider the hazards that are likely to be introduced by the work and any risks arising from 
our business affecting the contractors; 

 Determine whether it is reasonably practicable to segregate the contractors work from the 
other activities taking place on site; 

 Obtain essential health and safety information about the work (including and residual risks 
identified such as the presence of asbestos, for example, and ensure that the Asbestos 
Register is completed), and safety rules, to enable the contractors to take these into account 
in their tender: 

 Discuss detailed work plans with the successful bidder and review their risk assessment and 
method statements for the work; 

 Ensure that a responsible person meets the contractor’s representatives, ensure they sign 
in/out and brief them with essential health, safety and emergency information; 

 If the work is particularly hazardous ensure that there are arrangements for issuing permits 
to work as detailed below; 

 Monitor the execution of the work to ensure that it is being carried out safely. 
Site rules specific to each site will be made available in writing to each contractor and will be signed 
by the contractor and CC&G representative prior to any work commencing. 
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Competence Assessment 
In particular our assessment process shall involve a review of requested information from the 
contractor including: 

 Record of experience in similar contracts; 

 Membership of reputable trade bodies or approved contractor schemes; 

 Legally required registrations (e.g. Gas Safe Register); 

 Health and safety policies and practices; 

 Health and safety performance (e.g. number of accidents); 

 Selection procedures for sub-contractors; 

 Safety method statements and risk assessments; 

 Supervision arrangements; and  

 Arrangements for consulting their workforce (where applicable). 
 
We shall also review the Health and Safety Executive’s notices and prosecution database to 
determine if the potential contractor has been subject to any formal legal sanction.  Any claim that a 
contractor is a member of a trade or professional body or an approved contractor scheme is verified 
directly with the body to ensure the membership is current and covers the work being offered. 
 
Receiving Information from Contractors 
Before any work begins on any CC&G site the relevant Officer will be informed and the relevant 
documentation detailed above and below made available.  In addition any Building Superintendent/ 
Caretaker and individual departments with responsibility for emergency evacuation must be made 
aware of contractors on site.  Contractors should identify themselves to staff on arrival. 
 
 
Authorisation/ Permits 
For particularly hazardous work, a Permit to Work is required.  This includes; 
 

   Confined space work;    Work on pitched roofs; 

   Work with asbestos containing materials;    Work in a lift shaft or pit; 

   Use of radioactive sources and lasers;    Work on live electrical equipment; and 

   Use of mobile cranes;    Hot work. 

   Use of explosives;  

 

Causeway Coast and Glens District Council representatives will identify work which will require a 
permit and complete the document with details of the work to be undertaken, foreseeable hazards, 
the precautions to be implemented by the contractors and the start and finish time of the permit.  
Both parties will sign to indicate that particular work methods and precautions have been agreed.  
Contractor’s representatives are required to keep a copy of their permit at the place of work which 
may be inspected by our managers.  At the end of the permitted time, the permit will be closed by 
sign off from both parties to indicate that the work is finished and the work area is safe. 

Contract Review/ further guidance 

All contract work will be subject to review on completion.  Further information on this guidance can 
be requested from the relevant Officer for the contact. 


