Procurement Policy and Procedure
(HR2)
Policy Statement
The purpose of the Procurement Policy at Banksia Care is to provide mandatory requirements for Banksia Care staff (particularly the Coordinator) concerning the purchase of goods and services.
Scope
This policy applies to auxiliary staff, management and educators at Banksia Care.
Background
Staff of Banksia are provided with a budget following approval from the Board at the AGM. Dr. Him-Chan Lee (CEO) will discuss the annual budget with the Residential Manager and Care Coordinator.
With support from Dr. Him-Chan Lee, a procurement plan will be created for proposed expenditure across resources, consumables and professional development. Maintenance and grounds will be the responsibility of the Facility and will be allocated in the organisation’s budget.
The Residential Manager must keep a deviation analysis to track spending vs budget areas. All procurement with a value greater than $200 (not including groceries) can only be purchased following a Request for Quote process and completion of a procurement management plan.
Legislative Requirements
· Public Service Act 1999
· The Commonwealth Procurement Rules
Principles that Inform our Policy
All decision-making about our Procurement Procedure is carried out in accordance with the principles of our Procurement Policy.
Objectives
The objectives of this policy and procedure are to:
· obtain value in the expenditure for goods and services
· ensure ethical and fair treatment of participants
· ensure probity, accountability and transparency in purchasing operations
· ensure sustainability forms part of the selection process.
Key Terms
	Term
	Meaning
	Source

	Procurement
	Procurement is the process of acquiring goods or services, usually for business
	www.wix.com

	Deviation Analysis
	The process of comparing what actually happened (was spent) and what you expected to happen (to spend).
	osgoodandassociates.com


 
Links to other Policies and Documents
· Request for Quote Template
· Procurement Management Plan
· Selecting Teaching and Learning Resources Policy
· Staff Management and Professional Development Policy
Induction and Ongoing Training
Banksia Care requires that induction and ongoing training of all staff include the Procurement Policy to enable staff to fulfil their roles effectively. In addition, Banksia Care promotes information sharing at staff meetings, sharing of information received from industry trends or changes in legislation, and consultation at policy review sessions.
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Monitoring, Evaluation and Review
This policy will be reviewed annually or on the occurrence of any relevant legislative change. Management of Banksia Care will conduct reviews in consultation with Teachers at staff meetings.
Procurement Procedure
Management will ensure the following:
· The premises and facilities are designed and maintained to always facilitate the supervision of patients and residents to ensure their safety by utilising Banksia Care’s budget allocation for such purposes.
· Staff are aware of the procurement policy.
· Facilities or services contracted by the organisation have first been assessed to ensure the safety of patients and residents people.
Residential Manager will ensure the following:
· Collaborate with the Board to develop an annual spend allocation for the Banksia Care service based on the budget allocation given.
· Participate in reviewing the effectiveness of the Banksia Care budget.
· Be responsible for ensuring that funds are spent as budgeted and agreed on.
· Ensure all expenditure is for valid Banksia Care expenses by way of them being authorised, appropriate, required and received in good order and as anticipated.
· Comply with the procurement policy.
· Ensure that a Request for Quote Form has been provided and assessed before an authorisation is given for any purchase over $200.
· Ensure a Procurement Management Plan is completed for any purchase over $200.
· Manage annual budget using Banksia Care records/systems provided.
For Purchases Less Than $200
· No quote from suppliers is required.
· No risk identification is required.
· No contract is required.
· Receipts must be obtained and provided to management.
For Purchases Greater Than $200
· A minimum of three quotes must be sought from suppliers, with one quote being sought from a local supplier (if possible) using the Request for Quote Template.
· Record expenditure in the Deviation Analysis.
· Complete a Procurement Management Plan.
Supplier selection should be based on the following selection criteria:
· Quality (technical capability)
· Sustainability
· Value for money/price.
Banksia Care staff will ensure the following:
· Seek approval from the Residential Manager prior to any purchase.
· Provide receipts immediately after purchase to the Residential Manager.
· Agree that where own funds have purchased an item (for example, milk) – no reimbursement will be given if a receipt is not provided.
· Provide ideas/suggestions to the Residential Manager for consideration of any resource in the Banksia Care budget.

