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1. Policy summary 
 

The Procurement Policy is the first of three policies which cover the procurement lifecycle. The process 

of procuring goods and services on behalf of a public sector organisation is called public procurement. 

There are various levels of legislation which apply to public procurement in Scotland. A high proportion 

of the financial resources available to Skills Development Scotland (SDS) are used to procure goods 

and services from third parties.  

 

This policy provides information and guidance for all staff in relation to the procurement process to 

minimise the risk to SDS of negative exposure and prosecution through the proper spending of public 

money. 

 

 

Much of Scotland’s public procurement legislation comes from European Directives. At 11pm on 31 

December 2020 the Brexit Transition Period will end. Changes are being made to the procurement 

regulations that apply in Scotland to fix deficiencies that would otherwise arise in the regulations as a 

result of the UK’s exit from the EU. 

 

The Scottish Government has legislated for the technical changes that will be incurred, such as 

changes to thresholds, but none of these technical changes will fundamentally change the procedures 

and processes of advertising and awarding public contracts. The basic requirements to advertise 

contracts, observe minimum timescales, and follow rules on technical specifications and award criteria, 

for example, will remain in place. The requirement to afford equal treatment to bidders from countries 

which are signatories to the World Trade Organisation’s Government Procurement Agreement will also 

remain. 

 

The Legal & Procurement Department keep watching brief on all new legislation, policy and guidance 

regarding Brexit. 
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2. Policy purpose and objectives  
 
The purpose of this Procurement Policy is to set out the key principles of, and approach to 
procurement across SDS. Procurement is an integral part of resource, finance and budgetary 
management. It is essential that internal controls, governance and processes are in place to 
minimise both financial and reputational damage to SDS when spending public money. 
 
Public sector procurement in Scotland takes place within the framework of European, UK and 
Scottish legislation. These are based on the key principles of; 
 

1. Equal Treatment 
2. Transparency 
3.  Open Competition 
4.  Sound procedural management 

 
This policy provides all colleagues procuring goods, services and works on behalf of SDS a 
consistent and compliant approach to take. It outlines the roles and responsibilities of the budget 
holder and purchaser as well as the support available from the Central Procurement Team. 

 

3. Strategic context 
 
As a non-departmental public body in Scotland, SDS’s procurement processes must fully comply 
with; 

• Scottish Procurement Legislation 

• the EU Procurement Directives, and;  

• the World Trade Organisation Government Procurement Agreement. 
 
The rules for Public Procurement are bound within: 

• EU Treaty Obligations 

• EC Procurement Directives 

• The Procurement (Scotland) Regulations 2016 

• The Procurement Reform (Scotland) Act 2014 

• The Public Contracts (Scotland) Regulations 2015 

• The Utilities Contracts (Scotland) Regulations 2016 
 
Depending on the commodity to be procured and value of the purchase, different elements of the 
legislation applies. 
 
A summary of EU thresholds are detailed in the following link: 
http://www.scotland.gov.uk/Topics/Government/Procurement/policy/10613  
 
The Procurement Reform (Scotland) Act 2014 requires public sector contracting authorities to; 

• publish a procurement strategy each financial year and as soon as reasonably practical 
following conclusion of that year, publish a report reviewing the activity within that year 

• keep and maintain a register of contracts which is publicly available online, and holds the 
details of all regulated contracts placed 

• consider the Sustainable Procurement Duty in procurements with a value of £50,000 excl. 
VAT (“Regulated Procurements”) 

• publicise the award of contracts with a value of £50,000 excl. VAT 

 
 
 

https://www.legislation.gov.uk/sdsi/2016/9780111030868
https://www.legislation.gov.uk/asp/2014/12/contents
https://www.legislation.gov.uk/ssi/2015/446/contents/made
https://www.legislation.gov.uk/ssi/2016/49/contents/made
http://www.scotland.gov.uk/Topics/Government/Procurement/policy/10613
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4. Definitions 
 
The following abbreviations are used within this policy, and related procurement activity. 
 
ITT: Invitation to Tender (Over £50K) - A request made to potential suppliers to submit bids on 
goods, works and services to be purchased. Depending on the value, an ITT will be advertised via 
Public Contract Scotland (PCS) or via OJEU publication (Official Journal of the European Union). 
 
ITQ: Invitation to Quote (£5K-£50K) - A request made to potential suppliers to submit bids on 
goods, works and services to be purchased. An ITQ should be issued to a minimum of three 
capable suppliers. 
 
MEAT: Most Economically Advantageous Tender- Contracts are award by evaluating the cost, 
quality, and where applicable, taking into account sustainability considerations  
 
STA: A Single Tender Action - An internal request for approval to approach a single supplier to 
contract for a particular requirement with a total value of £5,000 excl VAT and greater 
 
A full list of definitions and a glossary of terms are available here. 
 

5. Scope 
 
Public procurement involves spending public funds and therefore procurement activity should be 
open, transparent and fair. This policy should be adhered to for all SDS purchases. There are 
three procurement process thresholds within SDS: 
 
1. Requirements below £5,000 (excluding VAT) are Low Value Procurements. 
2. Requirements above £5,000 (excluding VAT) and below £50,000 (excluding VAT) are Medium 
Value Procurements. 
3. Requirements above £50,000 (excluding VAT) are considered High Value Procurements within 
SDS and are formally “Regulated Procurements” under Scottish Procurement legislation.   
 
Please see Annex 1 for an overview of expected activity within each threshold of activity level. 
 
This policy applies to all SDS staff, as well as any contractors who may be involved in the 
procurement of goods, services and works from third parties to SDS. 
 
This policy will be reviewed on a regular basis as legislation and statutory guidance changes. 
 
 

6. Policy detail 
 
A high proportion of SDS’s available financial resources are used to procure and commission 
service delivery requirements from third parties. The SDS Procurement team provides colleagues 
with professional advice and guidance in relation to the compliant procurement of goods, services 
and works on behalf of SDS.   
 
6.1 Value for Money 
  
The Scottish Government’s Scottish Model of Procurement seeks to achieve the best balance of 
cost, quality and sustainability for the taxpayers’ money. These three key considerations should be 
considered when SDS buys a product or service. 

 

https://skillsdevelopmentscotland.sharepoint.com/:w:/s/IShare/Connectcontent/Ef8JDAxL0rlDqJh1z7aFuuUBfwm-3rmxewXxJ0RHyA2Jzw
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SDS award contracts on the basis of most economically 
advantageous tender (MEAT), evaluating the cost, quality, and 
where applicable, taking into account sustainability 
considerations. Quality can include a number of factors 
including technical merit and functional characteristics. 
 
To assess MEAT, a Price:Quality ratio will be applied which 
balances the relative importance of price and quality (including 
sustainability, where appropriate) in the opportunity. The 
relative importance of the criteria on which the contract will be 
awarded will be listed in either the “Invitation to Quote (ITQ)” or 
“Invitation to Tender (ITT)” documentation.   

 
6.2 Competition  
 
Public Procurement involves spending of taxpayers’ money and therefore procurement activity 
should be open, transparent and fair. A written audit trail should be maintained for each purchase, 
whether that is via the Agresso approvals system or Purchasing Card transactions paperwork for 
routine purchases, or via contract documents for contracting processes. Contracting opportunities 
should be able to demonstrate that a level of competition has taken place for the requirement, 
unless robust and justifiable reasons exist as to why this would not be possible. This policy should 
be adhered to for all SDS purchases.   
 
There are three procurement process thresholds within SDS: 
 
1. Requirements below £5,000 (exclusive of VAT) are Low Value Procurements. 
2. Requirements above £5,000 (excl VAT) and below £50,000 (excl VAT) are Medium Value 
Procurements. 
3. Requirements above £50,000 (excl VAT) are considered High Value Procurements within SDS 
and are formally “Regulated Procurements” under Scottish Procurement legislation.   
 
Information in relation to the procurement thresholds and processes can be found on the 
Procurement area of Connect alongside a library of templates. Please also see Annex 1 for an 
overview of expected activity within each threshold of activity level. 
 
It should be noted that the SDS Delegated Authority Policy lists thresholds for appropriate 
signatory levels based on the value inclusive of VAT and that it is the buyer’s responsibility to 
ensure that the correct level of signatory is applied.  
 
All procurements with a value of £5,000 (excl VAT) and above must be directed through the 
Central Procurement Team. The Central Procurement Team will provide advice and guidance as to 
the routes to market available for the requirement, which includes options such as utilising an 
established framework agreement or conducting a competition via the Public Contracts Scotland 
advertising portal. The Central Procurement Team are responsible for managing the procurement 
process. 

 
6.3 Procurement Process 
 
Scottish Procurement’s Procurement Journey is a toolkit intended to support all levels of 
procurement activity and help manage the expectations of stakeholders, customers and suppliers 
alike. It facilitates best practice and consistency across the Scottish Public Sector and incorporates 
relevant procurement legislation and Statutory Guidance. 
 
As a non-departmental public body in Scotland, SDS adhere to the Procurement Journey and it 
can be used to support all phases of the procurement process. 

 

https://connect.sds.co.uk/Interact/Pages/Section/Default.aspx?section=5313
https://skillsdevelopmentscotland.sharepoint.com/:b:/s/IShare/CPPR/StrategyandPolicy/SandP/EYoBim7VDZtCtJKgutz2rjcB2-IIzd32csiKcfSLzhojaw?e=PtEWiI
https://www.procurementjourney.scot/
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6.4 Separation of Duties  
 
The term “separation of duties” means that roles within the stages of the process are divided 
between two or more people so that no one is responsible for the entire purchasing process to 
minimise the risk of fraud to the organisation. In any procurement process the key roles of budget 
holder and purchaser should not be performed by the same individual.  
 
The two key roles are as follows; 
 

(i) The budget holder – this individual should have the authority to commission goods, 
services or works and to provide financial authority for the expenditure.  

(ii) The purchaser – this individual should ensure that the Procurement Policy has been 
followed and have authority to commit the organisation to a contract for the purchase of 
goods, services or works. 

 
SDS have the third role of payment for goods and services which is carried out by the Finance 
department. 
 
Separation of these roles within a procurement process provides the necessary safeguards against 
impropriety or unethical practice. Accountable officers are required to ensure that procedures exist 
to allow only those staff with appropriate purchasing authority to commit SDS to a new contractual 
relationship. 
 
The authorities relating to the contracting and procurement process are separated between the 
following stages: 
 

• Commitment (contract signatory) 

• Requisition (purchase) 

• Receipt (acceptance of the goods/services) 

• Payment 
 
No one individual can have the authority to control two consecutive stages in the separation of 
duties. 
 
SDS’s finance and purchasing system has three levels of approval for standard purchase 
requisitions; 

• Requisitions are created by the purchaser 

• Requisitions require to be approved as compliant by the Procurement department 

• Requisitions are then approved by the Finance department 

 
6.5 Specification Development  
 
The buying department is responsible for the specification (also known as the “brief” or “Statement 
of Requirements”) of the goods or services they require to procure on behalf of SDS. Specifications 
should be as generic as possible and not include brand names, as this increases the ability of 
suppliers to compete and aids the delivery of value for money. Specifications should be framed so 
that, as far as possible, the resulting offers can be judged against objective criteria. 
 
The buying department must be able to clearly articulate their requirements for use in the 
procurement process. Specifications can take different forms and appropriate advice and 
guidance, including sustainability considerations, can be provided by the Procurement Team. The 
specification will form part of the invitation to quote or invitation to tender and will be published with 
the pricing schedule, response questionnaire, and terms and conditions to apply to the resultant 
contract. 
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6.6 Sustainability 
 
The Procurement Reform (Scotland) Act 2014 also puts statutory duties on contracting authorities 
to consider sustainability in procurements, as follows; 

• Sustainable procurement duty (Section 9 of The Act); this can include Fair Work 

• Community benefits for contracts with an estimated value of £4 million or greater (Section 
25 of The Act).  The SDS Community Benefits Procedure 2018 states that SDS will 
consider community benefits in procurements estimated at £1 million or greater. 

 
The Scottish Government has developed a number of tools which can be used in the contract 
development phase to help public sector organisations identify and address how they can optimise 
the economic, social and environmental outcomes of their procurement activity; 
 
 

• Prioritisation tool 
The prioritisation tool is designed to assist early stage strategic planning, and brings a 
standard, structured approach to the assessment of spend categories. 

• Sustainability test 
The sustainability test is designed to help embed relevant and proportionate sustainability 
requirements in the development of frameworks and contracts. 
It can be used in isolation or by reference to the results of prioritisation assessment, where 
undertaken. 

• Life cycle impact mapping (part of the sustainability test) 
Life cycle impact mapping is used to identify and assess the social and environmental 
impacts of raw materials, manufacturing and logistics, use and disposal or end of life 
management. 
Every product and service has a 'life cycle' or number of stages it goes through: 

o from the extraction and sourcing of raw materials, such as mining 
o to the transportation of sub-assemblies and parts, often through a global supply 

chain 
o to the use of products or works and the delivery of services 
o to the re-use, recycling, remanufacture and final disposal of materials 

 
The tools listed above can be used by contracting authorities to demonstrate that they have met 
their obligations under the Procurement Reform (Scotland) Act 2014.  

 
 
6.7 Fair Work 
 
The Scottish Government established the independent Fair Work Convention in 2015 which 
published the Fair Work Framework in 2016. In 2019 the Scottish Government set out a Fair Work 
Action Plan which set out the move towards the Fair Work First. 
 
In compliance with the Procurement Reform (Scotland) Act 2014, for all procurements with a value 
in excess of £50,000 excl VAT, SDS will consider whether it is relevant and proportionate to 
include questions on Fair Work Practices, the Living Wage and the Scottish Business Pledge. 
Whilst SDS is a supporter of the real living wage we cannot mandate it. Where these questions are 
included in a procurement the approach to evaluation will require to be considered and 
documented.  
 
For further guidance in this area, please read the SDS Prevention of Modern Slavery in 
Procurement Policy. 

 
  

https://skillsdevelopmentscotland.sharepoint.com/:b:/s/IShare/CPPR/StrategyandPolicy/SandP/EVL-AZJ7gjRIvHZ7QoFomHIBKQj9P4jpFJQv9VLNPobKVw
https://skillsdevelopmentscotland.sharepoint.com/:b:/s/IShare/CPPR/StrategyandPolicy/SandP/EVL-AZJ7gjRIvHZ7QoFomHIBKQj9P4jpFJQv9VLNPobKVw
https://skillsdevelopmentscotland.sharepoint.com/:b:/s/IShare/CPPR/StrategyandPolicy/SandP/EVL-AZJ7gjRIvHZ7QoFomHIBKQj9P4jpFJQv9VLNPobKVw
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6.8 Consultancy  
 
In line with guidance from the Scottish Government, SDS has procedures in place in relation to the 
procurement of consultancy services, and as a non-departmental public body these must be 
adhered to. Prior to the procurement of any consultancy services, the purchaser must contact the 
Procurement Team. 

 
6.9 Framework Agreements and Collaboration 
 
A framework agreement is an agreement between one or more contracting authorities and one or 
more suppliers which establishes the terms under which the supplier will enter into one or more 
contracts with the contracting authority in the period during which the framework agreement 
applies. 
 
As well as framework agreements put in place by SDS for our own use, SDS also has access to 
framework agreements put in place by other public sector bodies, for example Scottish 
Procurement and Crown Commercial Services. Collaboration across public procurement functions 
provides opportunities for better utilisation of procurement skills and resources, greater purchasing 
leverage through aggregation of spend, encouraging innovation in markets, maximising benefits 
and the spread of best practice. 
 
SDS seeks to collaborate with the Scottish Centres of Procurement Expertise wherever possible. 
The following groupings define how and by whom in the national procurement structure, contracts 
are established for each of the categories. 
 
Category A – National Contracts put in place by Scottish Procurement. 
Category B – Sectoral Specific Contract via the sector specific Centres of Expertise 
Category C1 – Regional 
Category C – Local  
 
The Procurement Team can offer advice and guidance on the use of framework agreements and 
buying departments should always engage the Procurement Team to ascertain if there is an 
established framework agreement in place which would fulfil their requirement. The buying 
departments should always consult with the Procurement Team prior to utilising an established 
framework agreement. 

 
6.11 Ethics 
 
Declaration of interests 
 
The contract manager acts on behalf of SDS as the contracting authority in representing SDS’s 
interests. Where an employee or a close relative of an employee acts as a supplier or, when the 
aforementioned hold significant interest in an organisation which trades or has potential for trading 
with Skills Development Scotland, then the employee is required to declare all such interests in line 
with the Code of Conduct Policy.  
 

In undertaking or participating in any aspect of purchasing/ procurement, employees are required 
to declare any personal interest, which may affect or be seen by others to affect that member of 
staff’s impartiality in a matter relevant to their duties. In the first instance this declaration must be 
made to your line manager, the procurement lead and, in line with the Code of Conduct Policy, and 
CEO Office via the completion of a Declaration of Interest Form. This may be referred to the Head 
of Procurement and or CEO Office representatives for further guidance. If any potential conflicts of 
interest occur during the contract they require to be highlighted to procurement as non-disclosure 
agreements (NDAs) would have been conducted as part of the procurement process. The SDS 
Confidentiality and Non-Disclosure Agreement can be found within the Evaluation Guidance 
documentation found here.   

https://skillsdevelopmentscotland.sharepoint.com/sites/IShare/CPPR/StrategyandPolicy/SandP/Policy%20Management/Forms/undefined
https://skillsdevelopmentscotland.sharepoint.com/:w:/s/IShare/ProcurementandLegalServices/Procurement/DocumentationLibrary/EdoxymxZnaNAlMCVR7WZQrkB1tW1u4b4nCOdGopbOmzzhQ?e=Tacv4w
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6.12 Supplier Inclusion: SME’s/Third Sector/Supported  
 
The Scottish Government’s Economic Recovery Programme specifies that the Government is 
committed to ensuring that SME’s have fair access to public sector contracts in Scotland. 
   
SDS utilise Public Contracts Scotland, the national portal, to conduct contract opportunities in 
excess of £5,000 and where an established framework agreement is not appropriate or available 
as a procurement route. This allows free and readily available access to contracting opportunities. 
 
Where possible and appropriate, SDS will utilise the Scottish Government’s Supported Business’ 
Framework Agreement, or reserve contracts in compliance with legislation, for participation only by 
those organisations which meet the definition of a “supported business”. 
 
6.13 Single Tender Action 
 
A Single Tender Action (STA) is an internal request for approval to approach a single supplier to 
contract for a particular requirement with a total value of £5,000 excl VAT and greater. These will 
only be approved in exceptional circumstances where the buying department can demonstrate that 
there is a justifiable reason to do so, for example there is only one supplier in the marketplace or in 
a case of extreme urgency. Please note that any STA requirements >£100k will require to be 
approved by Scottish Government in line with SDS/Scottish Government NDPB Framework 
document. 

 
6.14 Data Protection 
 
Often contracting opportunities for SDS will include a requirement for the supplier to access 
personal data of various different groups. SDS must ensure that any such requirements provide 
the necessary data protection provisions within the contract, in line with the General Data 
Protection Regulations (GDPR) and the Data Protection Act 2018. 
 
With regards to GDPR, departments should work with the Information Governance & 

Organisational Resilience team to ensure that a Data Protection Information Assessment (DPIA) is 

completed. The department will then work with Procurement to ensure the outcomes of the DPIA 

are considered within the strategy, requirements and the contract. The contract manager is then 

responsible for ensuring that GDPR requirements are followed in line with the contract and any 

issues or incidents are raised with the Information Governance & Organisational Resilience team.  

The department should work with Procurement to determine the level of Cyber Security risk at 

procurement strategy stage. This may also include involvement with the EIS Assurance Team via 

the departments EIS Business Relationship Manager. This level of risk then informs the 

requirements to be incorporated into the contract. It is the contract manager’s and data asset 

owner’s responsibility to monitor conformance with requirements, including accreditations being up 

to date. Any issues should be raised with the EIS Assurance Team. 

 

7. Further guidance 
 

The Scottish Government regularly publish Scottish Procurement Policy Notes (SPPNs) relating to 

particular topics or changes in the public sector procurement landscape. 

SPPNs provide advice to public sector organisations and other relevant bodies on procurement 

policy. SPPNs can be found here.    

https://www.gov.scot/collections/scottish-procurement-policy-notes-sppns/#2020sppns
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Annex 1: Procurement Process Thresholds within SDS 
 
The below gives an overview of expected activity within each threshold of activity level.  Please 
note that the values are cumulative, and requirements should not be broken down to smaller 
procurement activity to circumvent this policy. 
 
Value (excl VAT)     Activity 
£0 - £5,000 This activity can be managed by a buying department, unless advice and 

guidance is requested from Procurement. A minimum of one quote should 
be sought and the use of the Government Procurement Card (GPC) can 
also be applied. The Government Procurement Card is an automated 
payment mechanism with built in controls.  More information in relation to the 
Government Procurement Card can be found on the SDS intranet pages 

 
£5,000 - £49,999 The Central Procurement Team will conduct these procurements on behalf 

of the buying department.   
For requirements not covered by an existing contract or framework 
agreement, a minimum of 3 written quotes will be sought using the SDS 
Invitation to Quote standard template and suppliers will be invited to quote 
using the Public Contracts Scotland Quick Quote facility.  

 
£50,000 and above The Central Procurement Team will conduct these procurements on behalf 

of the buying department.  Requirements of this value are “Regulated” under 
legislation and therefore SDS have to meet particular obligations related to 
these purchases. 
For requirements not covered by an existing contract or framework 
agreement, an open competition (tender) will be advertised on the Public 
Contracts Scotland for interested parties to access the invitation to tender 
documentation and bid if they see fit. The Central Procurement Team will 
manage the process to ensure compliance. By utilising the Public Contracts 
Scotland Portal for the procurement process SDS can ensure that there is a 
secure electronic audit trail in place for the process.  

 
Please note that those values which exceed the threshold sets by the European Commission will 
be subject to the rules in place via The Public Contracts (Scotland) Regulations 2015.  Those 
thresholds are updated every two years and can be found here: 
https://www.ojec.com/thresholds.aspx   
 
Please note that the Procurement team area on Connect holds information and templates for 
use in the procurement process. 
 

 
  

https://www.ojec.com/thresholds.aspx
https://connect.sds.co.uk/Interact/Pages/Section/Default.aspx?section=5313

