THE LONDON SCHOOL
oF ECONOMICS AND
POLITICAL SCIENCE W

Operational

Procurement Policy and Procedures

This document sets out the Procurement Procedures referred to in the School’s
Financial Regulations. All staff involved in the commitment of School funds
(regardless of the source of the funding) are required to follow these
Procedures.

Scope

. All staff involved in the commitment of School funds (regardless of the source of the funding)
are required to follow these Procedures.

. All staff have a responsibility to secure value for money when incurring any expenditure
and to ensure that all expenditures are for legitimate School purposes.

. Due to the various sources of funding the School receives, it is not obliged to follow the
EU Regulations for public sector procurement when undertaking its own competitive
processes. However, the School does make use of various consortium framework
agreements that have been put in place following EU procurement processes. When using
these frameworks, it is essential to follow the framework guidelines for their use, to ensure
adherence with the EU Regulations that govern them.

. The Procurement Policy and Procedures also apply to companies and individuals
undertaking specific pieces of work on a self-employed basis.

1 Responsibility and Contacts

1.1 The LSE Procurement team is responsible for: setting the School's procurement strategy
and procurement procedures; publishing user guidance; maintaining a contracts database;
providing a suite of contractual terms and procurement documentation; maintaining a list
of approved suppliers; managing the school’s travel service contract; advising on high
value procurements; providing user guidance for lower value procurements; helping with



placing orders on OneFinance; maintaining the OneFinance catalogue; approving high
value requisitions; and completing sourcing requests.

1.2 The Procurement team is responsible for ensuring that a robust competitive process is
undertaken when procuring the School’s requirements. It should be appropriate for the
value and criticality of the contract.

1.3 Procurement Guidance and the Procurement Team’s contact details can be found on the
Finance Division website.

2 Budget

2.1 A business case ensuring suitable appraisal and appropriate budget must be established
for a procurement process. The Financial Planning & Analysis (FP&A) team must be
contacted to confirm that a budget is available to cover the complete cost of the proposed
contract.

2.2 If FP&A are unable to confirm that the budget is available, the procurement process cannot
proceed without the written approval of the Finance Director.

3 Competition Thresholds

3.1 To ensure the School receives value for money, there is an obligation to seek pricing
proposals from a range of suppliers before award of contract. These should be obtained
on the following contract value basis.

3.2 The contract value is the lifetime value of the contract, not the annual cost. For ongoing

requirements, the value should be estimated over the proposed duration of the contract,
up to a maximum period of four years.

Contracts estimated to cost from £0 to £7,999.99 (excluding VAT) - Single Source

For contracts with a value below £8k it is acceptable to procure on a single source basis
without any cost comparison.

Contracts estimated to cost from £8,000 to £49,999.99 (excluding VAT) - At least 3
written quotations

A specification of the requirement (together with a copy of the School’s standard terms and
conditions, which should form the basis of the contract) must be issued to a sufficient number
of suppliers to obtain three written quotations. Quotations should be kept for audit purposes.
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Although quality of service criteria is essential, as quotations are usually a simple comparison
of price, award to a supplier that has not submitted the lowest quote requires the written
approval of the Finance Director.

Contracts estimated to cost £50,000 and above (excluding VAT) - at least 4 sealed bids

Where the total value of a contract is expected to be £50,000 or above, it is the responsibility of
the Budget Controller to ensure that LSE Procurement are contacted for advice on the
appropriate procurement route and tendering process. In the majority of cases, LSE
Procurement will advise undertaking a sealed bid tendering process via the School's e-
tendering portal, Bravo.

Contracts should be awarded to the supplier that provides the most economically
advantageous tender, using criteria of both cost and quality. This may not necessarily be the
cheapest but would provide the best value for money to the School over the lifetime of the
contract.

If not awarding to the lowest priced bid, an evaluation report providing evidence of why the
successful company has been selected must be sent to the Finance Director for approval of
award. Both the report and written approval must be retained as part of the selection process
audit trail.

3.3 Itis the responsibility of the Budget Controller to ensure that the above thresholds are not
avoided by splitting requirements. If there is a reasonable expectation that a supplier will
be used on an ongoing basis, then orders should be aggregated and the above thresholds
applied for competition purposes.

3.4 In circumstances where it is proposed to award a contract on fewer than the specified
number of quotations/tenders obtained from suppliers, the following approval must be
obtained in writing proactively through the Single Source Justification Form:

e Contracts up to a value of £25k — Must be approved by the Head of Procurement;
e Contracts exceeding £25k — Must be approved by the Finance Director

3.4 The threshold requirements do not apply in certain instances. These include but are not
limited to:

e Orders from the OneFinance catalogue

e Pre-tendered Consortia framework agreements, for example, LUPC

e Situations where the requirement could not have been known in advance and would
place staff/students/property in jeopardy if not purchased immediately

e Expenditure such as business rates, fees to examining bodies, or other such expenses

e Individual orders placed under Consortia Framework Agreement or Measured Term
Contracts which have been subject to a tendered process that is still valid

e Research Collaborations with other institutes



3.5

3.6

3.7

3.8

Where any doubt remains in this area, advice must be sought from the LSE Procurement
team.

Contracts for the supply of goods, services and works that cover a period greater than four
years must be approved by the Finance Director before the relevant procurement process
is undertaken.

Approval should be sought from the Finance Director before entering into any lease
agreements. There must be sufficient evidence that leasing provides the best value for
money option. Approval is required before the commencement of any procurement
process.

The School encourages the use of Small to Medium Size Enterprises (SME) where
appropriate, but when considering the use of an SME for ongoing critical services, any risks
associated with using an SME must be mitigated. The risks and mitigation to be considered
should include, but are not limited to:

Action taken/to be

taken to mitigate the
risk

Frequency

Responsible

Supplier’s Require supplier to During the LSE
financial identify their profit procurement Procurement
position margin as part of their process for contracts
insufficient for a tender bid to ensure of £50k and
long term they are not ‘suicide above
contract for a bidding’ or operating
critical service. to unsustainable Budget
Risk of supplier profit margins Controller
going into for under
liquidation £50k
Undertake a financial Before and LSE
assessment of during the Procurement
supplier procurement for contracts
process of £50k and
above
Budget
Controller
for under
£50k
Supplier failure Receive alerts via Ongoing LSE
during life of Creditsafe on Procurement
contract changes in the
financial position of
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Action taken/to be

taken to mitigate the
risk

Frequency

Responsible

LSE's critical
suppliers
Request either of the During the LSE
following from the procurement Procurement
supplier: process for contracts
of £50k and
1. Parent Company above
Guarantee (unlikely to
2. Bank Guarantee be cost
effective for
smaller
contracts).
Limit contract length Before LSE
to minimum period contract Procurement
required for service award and
completion stakeholder
for contracts
of £50k and
above
Budget
Controller
for under
£50k.
Research alternative Before Stakeholder
sources of supply for contract and Service
critical services award and Manager
during
contract
period
For contracts Before and LSE
requiring both goods during the Procurement
and services, consider procurement and
buying goods directly process stakeholder

from the
manufacturer to
reduce the total
contract value and

for contracts
of £50k and
above




Action taken/to be

taken to mitigate the
risk

Frequency

Responsible

ensure warranties and

guarantees are Budget
provided Controller
for under
£50k
Request for Only essential costs Before LSE
payment in incurred by the contract Procurement
advance supplier on contract award and
commencement to be stakeholder
considered and for contracts
specified in the of £50k and
contract above
Budget
Controller
for under
£50k
Request for Payments linked to At agreed Budget
stage payments service delivery milestones Controller
milestones.
Payment not released
until acceptance of
delivery
Supplier staff Agree key personnel Before and Procurement
resource and time dedicated to during and
insufficient to the School's contract stakeholder

cover growing
business
commitments
and any
unforeseen
absences

contracted service
and include in
contract

Ensure that

alternative suitable
supplier resource is
available if required

for contracts
£50k and
above

Budget
Controller

for under
£50k

Service
Manager
during
contract




3.9

3.10

4.1

4.2

4.3

4.4

4.5

5.1

5.2

The annual value of a contract awarded to a supplier must not be greater than 30% of the
supplier’s total annual turnover. In exceptional circumstances, approval for an exemption to
this rule can be requested from the Finance Director, via the Head of Procurement. The
request must include a case setting out how any associated risks have been mitigated.

If a suitable business case can be made to invite a supplier to tender that does not meet the
30% turnover criteria above, the risk must be mitigated during the tendering process, by the
use of contractual caveats or written assurances from the supplier. Finance Director
approval would be required before contract award.

Specifications

It is the responsibility of the Budget Controller to provide a comprehensive and clearly
written specification of their requirement. It should be an output based (rather than process
specified) specification to ensure that supplier expertise and innovation is obtained during
the competitive process.

The Budget Controller should ensure that affordability and value for money aspects are
thoroughly considered when completing the specification.

All invitations to tender/quote must be accompanied by the School’s specification of
requirement.

Divisions should not separately compete their own requirement if it is for a service that is
likely to be required across other areas of the School, where a school-wide approach would
be advantageous and offer better value for money. To take advantage of: volume discounts;
the administrative savings of using a single supplier; and a consistent, compatible school-
wide service, a business strategy for the procurement of a School-wide service must be
considered before a divisional procurement is undertaken.

For most services of the type covered under paragraph 4.4 above, LSE Procurement will be
able to advise whether similar requirements are likely to be required in other areas of the
School and whether a business strategy would be required. If users consider they are able
to make a business case to compete their own requirement separately, it would need to be
approved by either the Finance Director, or in the case of IT services the relevant IT approval
board.

Contractual Terms and Conditions

The School has a suite of standard terms and conditions that where possible, should form
the basis of the contract for all contracts awarded on behalf of the School (unless awarding
under an approved framework agreement). The standard terms can be found on the
Procurement webpage.

A copy of an appropriate set of the School’s terms should be issued with all invitations to
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5.3

54

5.5

6.1

6.2

6.3

6.4

6.5

6.6

6.7

7.1

tender/quote. Seek LSE Procurement advice if unsure of the most suitable terms.

The Procurement team must review requests for amendments to the School’s standard
contract terms and conditions and/or the terms and conditions of suppliers. Such contracts
can then be authorised by the School Secretary.

LSE payment terms should be 30 days net. If a supplier requires advanced payment prior to
delivering the goods or services, approval must be sought from the Finance Director.

LSE Procurement must be contacted for advice if the proposed contract will involve the
transfer of any staff or contractors under the Transfer of Understakings (Protection of
Employment) Regulations (TUPE). LSE has specific contract terms for contracts involving
TUPE.

Invitations to Tender (ITT)

Unless exempt under paragraph 3.4, all requirements of £50k and above must be tendered
via the School’s e-tendering portal (Bravo), using the School’s standard ITT templates. This
will be a sealed bid tender process controlled by LSE Procurement, with a specified deadline
for receipt of tenders.

The Procurement team should ensure those invited for tender are a suitable selection of
suppliers to ensure a fair competition.

The composition of the tender selection panel should include representatives of key
stakeholders, Service Managers and service user representatives of the requirement. A
member of Procurement must be included.

The criteria and weighting for the selection process should ensure both service quality and
appropriate cost, giving due consideration to affordability.

The Procurement team or the Finance Director has the authority to advise and propose
amendments to the composition of selection panels and criteria.

If the purpose of the procurement is to address any divisional or operational risk, please
outline the mitigating factors. The School's Operational and Divisional risk registers are
available from the Risk Manager on request,

Tenders are initiated using the Procurement Initiation Document (PRID) outlining roles &
responsibilities of those involved in the tender, the tender timeline and a declaration from
all those involved in the tender that no conflicts of interest are known in advance and should
they become known during the tender process, they are to be declared to Procurement for
immediate consideration.

Signing of Contracts

The School's Scheme of Delegated Legal Authority sets out who can sign legal documents
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7.2

7.3

7.4

7.5

7.6

7.7

7.8

7.9

and execute deeds on behalf of the School. The Scheme must be followed in conjunction
with the Procurement Policy and Procedures for all of the School's contractual
arrangements.

Budget Controllers (or nominated Budget Holders) can sign contracts up to a contract value
threshold of £100k, providing the contract uses one of the School's Approved templates
(see paragraph 7.6 below).

For LSE Estates’ major capital and building projects, the Budget Controller (or nominated
Budget Holders) can sign contracts up to a contract value threshold of £500k, providing the
contract uses one of the School’'s Approved templates (see paragraph 7.6 below).

For Data Technology Services (DTS) IT infrastructure projects, the Budget Controller (or
nominated Budget Holders) can sign contracts up to the value threshold of £250k, providing
that the contract uses one of the Schools Approved Templates (see paragraph 7.6 below)

The Scheme of Delegated Legal Authority stipulates that a contract risk assessment is
required if not using an Approved template (see paragraph 7.6 below for definition). The risk
assessment must include confirmation that unapproved terms have been reviewed by LSE
Procurement and the supplier selection process followed the School's Procurement
Procedures. For guidance and support in compiling a risk assessment, contact the Risk

Manager.

The School’s Approved templates are defined as:

- One of the School’'s own standard sets of terms

- Approved consortium framework terms (including but not limited to: London
Universities Purchasing Consortium (LUPC); Crown Commercial Services (CCS); The
Universities Catering Organisation (TUCO))

- Approved model terms for Estates contracts (including but not limited to: JCT, GC Works
and NEC);

- Contractual terms approved by the Procurement or Legal team;

- Any other contractual terms already approved (in writing) by the Director or School
Secretary for use by the School.

If there is any doubt whether the contract falls under the definition in paragraph 8.6 above,
the Procurement team must advise and confirm before the contract is signed.

Under no circumstances should a ‘Letter of intent’ be issued as it puts the School into a
legally binding situation. Advice and guidance must be sought from Procurement where it
is essential to provide an expression of intent before contract is agreed.

Whenever possible, no order should be placed with a supplier until a contract has been
signed by both parties. If it is impossible to arrange for the contract to be signed before the
need for an urgent order, then to reduce the risk:

e The intended contract must use one of the School’s approved templates

e and the terms associated with the contract need to be referenced in the order

e if the order exceeds £100k (£500k for Estates division’s major capital and building
projects), it will require the prior approval of the School Secretary.
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Contract extensions must be referred to Procurement before contacting the supplier. Any
extension to a contract with a value exceeding £100k (£500k for LSE Estates’ major capital
and building projects) must be signed by the School Secretary.

If a proposed contract extension will take the contract beyond the School's standard
contract duration of four years, it must be approved by the Finance Director.

Approval of Requisitions/Purchase Orders

Budget Controllers (or nominated Budget Holders) can approve requisitions within the
following thresholds in OneFinance: up to the value of £1k; between £1k - £10k; above £10k.

All orders should be authorised by someone one other than the initiator.

Requisitions above the value of £50k will be routed to the Finance Director for additional
approval.

Requisitions above £8k will be routed to the Procurement team to ensure that the order
complies with the Procurement procedures.

Requisitions related to IT goods and/or services will be routed to a DTS team to ensure that
the purchase complies with the IT Procurement Procedure

Requisitions related to certain Estates spend categories will be routed to LSE Estates to
check that the purchase is valid.

Where arequisition is being raised with a sole trader or through a personal service company,
it will be routed to the Payroll team to check that the HMRC’s Employment Status
Questionnaire has been completed.

Where a requisition is related to Research, it will be routed to the LSE Research team for
approval.

All purchase orders must be delivered to a School address. No order should be delivered to
a personal address.

It is the responsibility of the requisitioner and the Budget Holder to organise the return of
orders with suppliers and gain the necessary credit note if an order requires returning.

Approved Suppliers

The School’s list of approved suppliers can be found on the Procurement webpage.

This list should be used to source suitable suppliers to invite to tender/quote, but all new
requirements should follow the competition guidelines outlined in paragraph 3 above. It is

10
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inappropriate to award a contract on a sole source basis unless your requirement is covered
by an existing call off agreement, or the contract value is below £8k.

For certain service areas, where purchases should be made via a category division (e.g.
Catering; IT; Print services) the suppliers are only available to the category divisions.

New suppliers cannot be added to the School's approved suppliers list without the prior
approval of the Procurement team via the OneFinance ‘Supplier Set Up’ form.

Such nominations will be reviewed, taking into account existing approved suppliers of a
similar nature and any preferred consortium arrangements available.

Budget Controllers shall advise the Procurement team of any suppliers to be removed from
the list for reasons such as: failure to perform satisfactorily; are no longer used; have gone
into receivership; or believed to be in financial difficulties.

The financial stability of suppliers providing business critical contracts will be monitored
via the School’s credit check alert system. The criteria used to identify such suppliers will
be based on: criticality of loss of service; value of contract; and availability of alternative
suppliers.

Preferred Suppliers and Consortium Arrangements

The School has preferred suppliers for a number of common goods and services, which are
available on a call off basis without the need for further competitive tender. They should be
used for these services unless it is possible to provide evidence of an alternative that
provides better value for money. Information on these services can be found here.

The School has access to a number of collaborative consortium arrangements, which utilise
the purchasing power of a large number of member organisations. These arrangements
should be the preferred option for the School’s requirements unless it is possible to provide
evidence of an alternative that provides better value for money.

The collaborative consortium arrangements include but are not limited to: London
Universities Purchasing Consortium (LUPC); Crown Commercial Services (CCS); The
Universities Catering Organisation (TUCO). LSE Procurement will be able to advise on
available arrangements.

Where practical, staff should purchase from the OneFinance internal catalogue.

Procurement of IT Related Goods and Services

The School’s DTS Division has its own additional IT Procurement Procedures, which must
be followed for any IT related procurement, including: ICT equipment; software; mobile
phones or similar devices; and for any peripheral with a value exceeding £200.

The IT Procurement procedures must be read in conjunction with this policy and procedure.

11
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16.1

Major Capital and Buildings Projects

There are additional Procedures for Major Capital and Buildings projects which must be
followed for projects of this type. The Procedures must be read in conjunction with this
policy and procedures.

Ethics

All of the School’s procurement should be undertaken in line with the School’s Ethics Code.

Information of a commercial nature such as prices submitted, tender offers, and prices
currently paid shall be treated as confidential and not disclosed to any party outside the
School. Disclosing such information may lead to disciplinary action.

Any member of the School involved in the evaluation of tenders must sign the School's
Confidentiality and Conflict of Interest Declaration Form before commencing the evaluation
process.

Equity, Diversity and Inclusion

The School's contractual terms state that suppliers should comply “with any and all
applicable anti-discrimination legislation in connection with the performance of the contract
(including in the supplier's employment practices)”.

To ensure compliance, the School’s standard terms should be used whenever possible and

compliance discussed during Service Managers’ review meetings with suppliers,
particularly for contracts with a substantial element of human to human interaction.

Sustainable Procurement

The School is committed to the principles of Sustainable Procurement as detailed in the
Sustainable Procurement Policy.

Consideration must be given to sustainability when drafting the School’'s requirement
specifications and where appropriate, included in evaluation criteria for award of contract.

Service Management

Following award, each contract should be allocated a Service Manager by the Budget
Controller. Service Managers identified will be recorded on the contract database. They will
be responsible for:

¢ building a working relationship with the supplier;
e obtaining feedback from users of the service;

12
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monitoring supplier performance against contractual service levels;
arranging supplier review meetings to discuss performance;
claiming contractual remedies for service level failures;

discussing and agreeing any service improvement plans;

e ensuring legislative compliance;

e ensuring adherence to health and safety policies and procedures;

For contracts with a substantial element of human to human interaction (e.g. security
services), diversity and inclusion issues should be discussed at review meetings,
particularly any discriminatory related complaints received.

Once a contract has been awarded and the School is committed to spending the contracted
charges, it is the Budget Controller’s responsibility to oversee the budget and the payment
of invoices in relation to the contract.

Contract Management

Contract management is required for goods and services purchased by LSE (excludes
research collaboration contracts). The classification of a contract falls within one of two
categories. The Director of Procurement shall propose the list of ‘Group 1’ Contracts to the
CFO on an annual basis.

In order to manage the contract, the School must agree with the supplier suitable Key
Performance Indicators (KPI) to report against, specifying what information they will be
submitting and how this validates the KPI level required. Where possible the Contract
Manager/Budget Controller should compare supplier submitted data with LSE available
datato check the accuracy of what has been submitted. E.g. Onefinance reporting, feedback
from LSE staff or students etc.

The contract management meetings (Annual, Quarterly, or Monthly) or exchanges of
information (e.g. email) must be recorded centrally by Procurement, or be available on
demand with the Budget Controller. Minutes for meetings should be recorded. An example
Contract Management Agenda is available below.

Example Agenda:

1
2
3
4.
5.
6
7
8
9
1

. Welcome and apologies for absence

. Approval of Minutes from previous meeting held

. Actions update from previous meeting

Marketplace update from Supplier / School update from Contract Manager

Supplier submitted KPI report

. School feedback on performance

. Supplier code of practice discussion/objective setting (when applicable/appropriate).
. New opportunities discussion (e.g. opportunities to make cost reductions).

. Agreed Actions

0. Date and time for next meeting

13



Contract Classification

Main
Characteristics
of the contract

Responsible

Group 1 Contracts Targeting the Contracts over Agree KPIs during tender process or at (Annual
biggest contracts or 4 years contract commencement. Review)

Typically, the highest those where the Procurement

value, business critical biggest impact is High Contract Mandatory Annual Reviews with & Budget

or School wide contracts had Complexity Procurement & the Budget Controller Controller

where Procurement

supports the Budget Operational Reviews as required e.g. monthly (Operational

Controller with Contract / quarterly. Reviews)

Management (Optional for Procurement attendance) Budget

School Wide Poor performance is escalated to Controller /
Contracts Procurement for a performance Optional —
plan/scheduling retendering if required. Procurement
Records are held centrally by Procurement.

Group 2 Contracts Strongly advised for Multi-year Agree KPIs on contract commencement Budget
contracts over the contracts Controllers

All other contracts where tender threshold e _

the correct level of Swﬁchmg to an Annual Reviews are sent to Procurement If below

contract management is (and discretionary alternative (when conducted). expected

determined by the below the tender supplier would performance,

budget controller. threshold) escalated to

Procurement support Risk of poor Operational Reviews (monthly /quarterly) Procurement

available on request or VEM if

as a point of escalation. unmanaged

E.g. due to poor supplier
performance.
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17.4 The Procurement team will maintain a contract database for all contracts above the

17.5

17.6

17.7

18

tendering threshold. They will provide Service Managers with alerts of approaching contract
expiry dates, allowing sufficient time (normally 9 months, but will depend on the complexity
of the requirement) for an options appraisal by the Service Manager, the time required to
undertake an appropriate competition and implementation. LSE Procurement will advise on
an appropriate procurement route to re-compete the requirement. If a tender timetable is
not agreed before 6 months of contract expiration, procurement shall escalate to the budget
holder.

For centrally managed contracts, an options appraisal meeting should be held in advance
of contract expiry, to review whether alternative options would provide better value for
money to the School. The meeting should include the Service Manager and representatives
from Procurement and FP&A.

During the course of the contract, if the specification or price requires amendment, this must
be approved by The Director of Procurement irrespective of value..

Procurement will need and assess the contract management records held by the Budget
Controller for any request to extend the term, value or scope of an existing contract. The
contract management records (Minutes/KPIs) will be used to establish the Value for Money
(VFM) obtained by the contract to date. Should a contract not be considered VFM or
Contract management records are not available on demand, a new competitive process will
be required at the earliest opportunity to prove that the proposed arrangement is VFM
through the competitive process instead.

Related Documents

Scheme of Delegated Legal Authority

IT Procurement procedures

LSE Sustainable Procurement Policy

Major Capital Projects procedure

LSE Ethics Code

The School's Operational and Divisional Risk Registers
LSE Risk Policy

LSE Risk Procedure

LSE Risk Strategy
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Glossary

Below is a list of terms you may encounter when involved in procurement on behalf of the School.

Approved Suppliers

The School has a list of approved suppliers that should be used to raise Purchase Orders against
and to invite to tender/quote, but all new requirements should follow the competition guidelines
outlined in paragraph 2 above. It is inappropriate to award a contract on a sole source basis
unless your requirement is covered by an existing call off agreement, or the contract value is
below £8k.

Audit Trail

Documents stored as evidence of the evaluation process used when awarding a contract to a
supplier (e.g. evaluation score sheets) or approval of a single-source request where the total value
of a contract is above £8k

Bravo E-tendering System

The School has a contract with Bravo Solutions for the provision of an e-tendering system and a
contracts database. The e-tendering system must be used for all of the School’s procurement for
contracts of £50k and above.

Charges
The supplier's proposed charges which, once accepted, should be included as a schedule to the
contract.

Consortium

Organisations which work collaboratively to form a consortium to put in place framework
agreements available to all of the consortium members. This type of arrangement should offer
better prices by using bulk purchasing.

Contract Value
The lifetime value of the contract, not the annual cost. For ongoing requirements, the value should
be estimated over a four year period.

Evaluation Criteria
The criteria used during a competitive process to enable selection of a supplier for contract
award.

Framework
A call off arrangement with a supplier(s) that has already been subject to a competitive process.

OneFinance
The LSE Purchasing and Finance system.

Policy Web Page
A useful website holding a number of the School’s policy documents.

Preferred Suppliers

The School’s preferred suppliers for a number of common services, which are available on a call
off basis without the need for further competition. They should be used for these services unless

16


http://www.lse.ac.uk/intranet/LSEServices/policies/home.aspx

it is possible to provide evidence of an alternative supplier that provides better value for money.

Procurement Strategy
The School’s Procurement Strateqy.

Purchase Order
An order that has been approved in OneFinance and sent to a supplier for processing

Purchasing Card
Barclaycard credit cards issued to employees with responsibility for low value purchase
requirements on behalf of the School.

Quotation

A “quote” or “quotation” is a response to a simple and quick request for pricing from a supplier,
used for contracts with a value between £8,000 and £49,999.99, which should be in writing and
stored as evidence of the supplier selection process.

Requisition
An order that is awaiting budget holder approval on OneFinance.

Sole/Single Source
For contracts with a value below £8k it is acceptable to contract with a supplier without the need
for a competitive process.

Specification

A document that describes the requirement to be provided by a supplier under a contractual
agreement. This should be written by the divisional owner of the requirement and included with
any request for quotes/tenders. Specifications are included as schedules in contracts to record
the agreed service to be provided.

Tender

The bid proposal received from a supplier following an invitation to tender (for contracts of £50k
and above) via the School’s Bravo e-tendering system. It should be a sealed bid, which is not
opened until a specified deadline.

Terms and Conditions

The contractual clauses, that together with the specification, charges schedule, and service level
agreement, form the basis of the contract. LSE has its own standard terms and conditions, which
should be used where possible.
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Review schedule

Review interval Next review due by Next review start

Every two years 01/01/2026 01/04/2025

Version history

Version Date Approved by Notes

1 18/06/2019

1.1 10/01/2023 Mike Ferguson 3.4 amended
6.7 added

1.2 09/01/2024 Mike Ferguson 17 amended

1.3 26/06/2024 Cristian Martin Inclusion of Responsible
Procurement Guidance
as an annex below

Contacts
Position Name Email Notes
Director of Procurement | Cristian Martin c.martinl0@lse.ac.uk

Communications and Training

Will this document be publicised through Internal Yes
Communications?
Will training needs arise from this policy Yes

If Yes, please give details

This is an existing financial policy but the OneFinance project will draw attention to it and it will be
made more visible and accessible. It will also be easier to enforce compliance with the contents of this
policy
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THE LONDON SCHOOL
oF ECONOMICS AND
POLITICAL SCIENCE W

Annex 1 — Responsible

Procurement Guidance

Responsible Procurement Guidance

1. Background

1.1 Responsible Procurement seeks to build on and expand the scope of ‘ethical’ and ‘sustainable’
procurement to include the risks and benefits of environmental, economic, equality & social
issues.

1.2 The School has written the Supplier Code of Practice to explain to suppliers what that means for
our contracts, our expectations of our suppliers conduct and that of the supply chain in the
delivery of them. https://info.lse.ac.uk/staff/services/Policies-and-
procedures/Assets/Documents/codSupPra.pdf

1.3 This document is in support of the Supplier Code of Practice as it seeks to describe the
Procurement approach to achieve the aims set in the supplier code of practice in our tendering
documents.

1.4 Our responsible procurement tendering approach aims to reduce environmental and social
negative impacts throughout the lifecycle of the goods and services we buy, and ensure
suppliers and contractors also work transparently towards our sustainability goals. We shall also;

1.4.1 Have a proportional response when considering the above points and others in order to
allocate our effort where we will have the biggest impact.

1.4.2 Actively purchase goods and services that minimise carbon emissions, challenging the
systems and industries driving it to help LSE achieve its goal of a Net Zero impact to the
environment.

1.4.3 Identify, prevent and mitigate the risks of human rights abuses in the supply chain, including
forced labour, child labour and human trafficking meeting and aiming to exceed the
minimum obligations set by the Modern Slavery Act;

[Adapted from the LUPC 2017 definition www.lupc.ac.uk]

2. Objectives

* The LSE will make Responsible Procurement matters a key consideration of our purchasing decisions and
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supplier relationships through targeted efforts based on value and potential for risk.

10.

11.

3.

LSE aim to reach Net Zero emissions as soon as possible and no later than 2050 for Scope 3
emissions as they relate to its Procurement activities.

No later than 2030, our tender process will require activities from Bidder organisations that will be
directly attributed to the LSE’s activities (and thus the LSE’s Scope 3 carbon emissions) to be made a
requirement of the tender to be calculated, reported and managed to achieve reductions over the
life of the contract.

LSE is committed to Responsible Procurement, as it is defined in this guidance and in the Supplier
Code of Practice.

It embeds Responsible Procurement into every step of the procurement process including the
consideration of environmental and ethical factors throughout the lifecycle of the goods and services we
buy, and ensures suppliers and contractors also work transparently towards our sustainability goals. Part
of our toolkit includes LSE Supplier Code of Practice, full details can be found here.

Energy consumption is considered in the procurement of high energy consuming goods and services in
accordance with the risk approach of this guidance using a whole life cost analysis.

Waste Management Hierarchy shall be followed for goods and services, prevention, re-use, recycling,
recovery and disposal.

Strategic suppliers will report on their responsible procurement performance both for their operations and
supply chain as a fixed agenda item for contract review meetings as defined by our Contract Management
process.

Through its procurement activity it will support diverse and ethical supply chains by ‘Making an
Impact’ and ‘Guiding the Market’. This will create opportunities for LSE might not normally do business
with such as SMEs by openly advertising lower value opportunities.

LSE staff (and their agents) involved in procurement decisions and contract management are properly and
regularly appraised of, and trained in, sustainable procurement best practice.

Progress on this guidance and its implementation is communicated within the LSE and to external parties
regularly.

All suppliers as a minimum will pay the London Living Wage rate for all staff providing services on LSE sites.

Risk Approach

* The LSE Supplier Code of Practice has been incorporated into procurement category management, with
consideration of its risk rating and proposed contract value in the following ways:

EQUIP STAFF Low Value & Low Risk

e Ensure that LSE staff (and their agents) involved in procurement decisions and contract management
are properly and regularly appraised of, and trained in, sustainable procurement best practice from the
government commercial college. (https://www.govcommercialcollege.co.uk/)

GUIDE THE MARKET Low Value and High Risk

* The LSE will share its supplier code of practice which includes guidance for suppliers to improve a
bidder’s ability to respond to Responsible Procurement evaluations.
*  Using the principles of supply chain positioning, the LSE will look to include SME sized businesses where
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possible in order to help them win public sector contracts by helping them gain better understanding of
responsible procurement initiatives through our Procurement processes.

* ACT RESPONSIBLE High Value and Low Risk
* Businesses that have good policies are a signal for good companies for public buyers. Therefore,
winners of high value contracts will be required to fully engage with our risk assessment system
(currently Net Positive Futures), to have their publicly available statements and policies assessed. Where
necessary, improvements are suggested to be made before the next contract management review.

* MAKE AN IMPACT High Value and High Risk
* The Award Criteria will either have 5% minimum weighting or contain pass/fail criteria potentially
rejecting the entire bid, and will focus on Bidders meeting our Responsible Procurement expectations
expressed in our Supplier Code of Practice.
e The Evaluation Panel will invite the Responsible Procurement Manager and a member of the
Sustainability Team to support the Tender Process to co-write and co-evaluate the Responsible

Procurement questions.

ACT RESPONSIBLE MAKE AN IMPACT

LSE Responsible
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EQUIP STAFF GUIDE THE MARKET

Responsible Procurement Risk

4. Guidance review

This guidance and its objectives and targets will be regularly reviewed and updated by the Responsible
Procurement Manager, and approval considered by the Director of Procurement.

Review schedule
Review interval Next review due by Next review start

Every two years 01/06/26 01/02/26
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