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Training | 1. Who are Smart Together?

* Ashared procurement and supply chain service hosted by Guy’s and St Thomas’ NHS Foundation Trust (GSTT).

* We provide services to GSTT, Lewisham & Greenwich NHS Foundation Trust, Great Ormond Street for Children NHS
Foundation Trust, South London and Maudsley NHS Foundation Trust and Oxleas NHS Foundation Trust.

* Our structure is built on three key pillars for operating outlined below:

Procurement Commercial & Contracts Performance Excellence

* They key objectives of SmartTogether are to:

e Support Business As Usual activity whilst improving assurance and reducing risk.
* Deliver complex, large-scale procurements through dedicated category expertise.
e Drive continuous improvement and provide robust reporting through performance excellence.




Training | 2. What is Procurement?

Procurement is the process of sourcing, negotiating terms and acquiring goods, services or works
typically through a tendering or competitive bidding process.

The process ensures that the Trust secures goods, services or works at the best possible price, taking
into account factors such as quality, quantity, timeliness, and service.

The process underpins fair and open competition whilst mitigating key risks, such as fraud, collusion
and potential reputational damage to the Trust.




Training | 3. Value for Money & Competition

Trust Standing Financial Instructions / Procurement policy

Tender/Quotation Thresholds (Oxleas NHS Foundation Trust)
* Must demonstrate VFM on all expenditure and comply with Trust Standing Financial Instructions:

Works

Supplies/S
ervices

vale (nc A

> £5,373k Government procurement requirements adhered to. ie published in FTS and formal tender.
Advertisement of the opportunity in contracts finder and procurement process followed in

AU e accordance with the policy.

>£25k <£75k Three (3) written quotations

Under £25k One (1) or more written quotations

Value (inc VAT) Conditions

>£139,688 Government procurement requirements adhered to. ie published in FTS and formal tender.

SE£75K to threshold Advertlsemen‘t of the opportumty in contracts finder and procurement process followed in
accordance with the policy.

>f25k <£75k Three (3) written quotations

Under £25k One (1) or more written quotations




Training | 4. Sourcing, Tendering and Contracts (over £75k)

Sourcing
What to do when you need to source products, services, works: Isa
framework
available?
* Contact the category team: helpdesk@smarttogetherlondon.nhs.uk
Is a contract Will a full
+ The team will review the options and determine the appropriate route to market based on the level already in tender be
of expenditure, then guide you accordingly. plages required?
What is the
Contracts total cost over
contract period?
 All contracts must be recorded and uploaded into the Trust Contract Register system (ATAMIS). Is the spend
over legal Can |
get3
« All contracts must be governed by the NHS Standard Terms and Conditions for Goods and Services, Pr&i‘;ﬁ;‘@”t quotations?
unless they are purchased through a framework agreement or relate to works. Regulations?
Is a waiver
- Contracts may only be signed by an Authorised Officer as listed in the Trust's Scheme of Delegation: tgzt?:r:y
available?
Delegation Arrangements
Value _ . :
Goods & Services (Inc. IT & medical equipment)
Up to £750k Executive Director
Up to £3m Chief Finance Officer

>f3m Chief Executive
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Training | 5. Frameworks — what are they?

* Aframework provides a compliant route to market without the need to run a full tender process
* They are pre-tendered agreements with either a single supplier or multiple suppliers
* Frameworks typically run for up to four years, after which they are re-tendered to allow new entrants into the market

Two compliant sourcing options depending on how the framework is structured:

r

e The terms and conditions governing the provision of the works,
services and/or products (pricing, specification, quality) are
already clearly set out in the framework.

Direct award —< » Has a clear and prescriptive pricing mechanism.

This option is faster and reduces administrative burden but must
be justified and documented

\

e Does not include all the terms governing the provision of the
works, services and supplies
Further » Allows refinement of requirements (e.g., delivery timescales,
competition —< service levels, or pricing) within the framework’s scope
» Need to establish price/cost of goods/service
e Frameworks have templates and supporting guidance for
. running a mini-competition

Key point: The choice between direct award and further competition depends on the framework
rules, the nature of the requirement, and the Trust's internal procurement policy/SFls.
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* Waivers are used when there is no possibility of meeting the Trust SFls (getting quotes/tenders)

* Always put as much supporting information on the waiver to justify your reasons for the waiver. Waiver is the last resort!
* All waivers must be submitted using the waiver form.

* A waiver must only be used in the following circumstances (only under procurement threshold value):

¢ There is a clear benefit from maintaining continuity that outweighs and potential advantage to be gained by
competitive tendering.
SUULWCELCUR o The task is essential to complete a project and engaging different consultants for the new task would compromise

of an e.xisting completion of the project.
project

e Specialist expertise is required and is only available from one source.

Sole Supplier

¢ The timescale genuinely precludes competitive tendering.
e Failure to plan the work properly is not a justification for single tender waiver

You MUST contact Procurement BEFORE completing the Waiver Form
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Form is submitted to
Requestor/Requisitioner Budget Holder completes Procurement completes Finance who submit it to
completes box 1 box 2 box 3 the Board/Committee for
review

Decision made. Finance
feedback the decision to
all parties
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EEFEREMCE NO-...

REFEREMCE MO

xleas NHE Foundation Trust W ary canfliet or potensal canfict has been denifed, pleases provide detaiis of any planned mibgalion measres
Single Tender Waiver Form {STW
SIngle Tender Walver Process Z.__Jusiification for the Singls Tendsr Walver [Ta be completed by Budgst Holder)
N . . Flaase X el o - - » Fr T i
o = - ; any canflict or potential conflict has been dentified, has the Register of Gordlicts been updated
1 A Single Terder Waiver form should ONLY be used i the reasans in section 2 apply. Please adhers 1o ihe Trust Pleage choose al af the folawing aptions which will apgly to this request below ¥ 9 Yes [ No
Standing Financial Insiructions/ Standng Orders. b Whare the timescale genuinely precldes competitive tendaring (Failure ta plan the work praperdy Checked by [Print N
2 Saction 1 of this form must be complated, in full, by the Requisionsr. would rot be regarded as 3 jussfication for 3 single tnder) Namal Signature:
a Section 2 must be campletad by the Authorised Budget Holder B - -
4 Onee sections 1 & 2 are completed pleaze foreard slestronically o the Procuremant or Estates Depariment, B, Specidis! expertise is required and is available from enly ane sowce Pusition Duste
Pinewsad House, prior to being sent s the Directar of Fnance [DOFL T, When Ihe task & cisenlia o compete The project, and anses gl Foleedeaiieg o] @ reosrly
5 The Procurement or Extates Depariment will complate Section 3 and forward ta the DOF —_— : " ik :
completed assignment and engaqing different cansutants or contractorsisuppliers for the new task
8 The DOF wil cemalete Section 4 and retum the STW to the Procuremet or Estates Deparimant. T e e e M M W e
D. There i5 a clear beneht o b gained Trem mantainng canlinaity with an sarier grojecs. Howeer, in Flemse dalete 2s appregriais APPROVED REJECTED
ch cases, the benefits af such continuity must autweigh any patertial firancial advantage o be T EP— Tam aiBoard |
Detalla of Request (To ba complsted by Req AL St : ame of Doard | ate af Baard |
aingd by campetitive bendaring _ _ Commities in which Cammiitee
Degartment E. The task iz essanlig to complate the project & engaging & different Company would be STW was reviewed Ry
inappropriate. Checked by [Print "
Supplier Name F.  Other (please altach supporting documents) N Signature:
Requisition NumBer | Renuisition Date M"E:E_S"“” Jusshcation o suppon STW Position Dase
- Tates | Reasons for decmion
Description of Goods
of services reguested
(please attach any
supgaring
documents such as
any business plans) Declaration by Buogat Holder
Consideration must be made as o whether any conflict of inlerest for either the Budpe? Holder ar the Trus? may arise or
Purchase Value _ . _ Tatal Vale | _ may be perceived fo anse fom awarding this contract. Patential canflicts of interest incdude but are ot limited to the
[eachuding VAT) | € waT | £ A € ellowing:
Inchuding VAT llering:
REQ Nufnber Date I“'L’I Vakie Inc VAT *  Firancial Intenests in the supplier (2.9, sharshaldings | other awnership | investmants)
Hawe these goads | |y W s, pledse provids +  Personal cannectians ts the supplier and fs management (2.9, inks o famity members)
servions been N " o Other factars such as pror employment f empleyment of former Trust employees et
Mo detais
ordered betare?
Budae! Halders must sion cne of the fallowing statements

Deciaration by Raquisiioner

|am awiare that & confict of interest, aram
I an HOT aware of any conflict of interest. oe ¥

Requisitioner

Reuisitionsr

Cansideratisn must be made as % whether any confict af interest for either the Redquisiianer ar the Trust may aise of may any patential conflict afising fram myself or the | Yes f No potential canflic ’_H-‘-’Afrf-n‘_[i’* awarding this Yes | Mo
be pencaived fo arkse fram awarding this canfract, Potential conflicts of inserest include but are nat limited % the folawing Trust in avarding this cantrsst onirac .
(Pleass provide details below)

®  Financial Interests in the supglier (e.g. sharehaldings | other ownarship §investments) Details of any potential conflict of interes::

*  Parsonal connections & the suppler and is management (e.0. inks o family members)

a Dtharfacsses such as prior emgloyment / emplaymeant of former Trust amplogeas st
Requisitianers must sign cne of the Tolowing shilements

Tam aware that a confict of inferes), ar an — -
| am NOT aware of any conflict of interest, or i i o Wa conflict of inlerest or any polential confict may anse, please confem that you have signed the Register of
- N ; potential conflict MAY arise awarding this ' Yes | Mo
any patential confiict arising fram myself o the | Yes (o contract Yes i No Canflicts of Interest (plesse confast fhe Procurement Degt) !
Trust in awarding this contract (Please provide detsits belo) Frint Marme of Sigrature of
Details af any potential conflict of interast: Budge! Holder Budget Holder
Pasitian Diate
3. ToBa Pl by fhe T Estafes Dept
Pleaga canfirm that

I a conflict of inerest or any polential conflict may anse, pease confem hat you have signed the Regsier of vesih All praviows sections have been completed & signed Yes /Mo

e i . p + Dlont e Mo — -
Canflicts of Interest (0iease confact the Procurement Dest) Dass STW camply with pelicy Yas /Mo

Pririt Mame of Signacure of Has a STW been previously msued i this supplier ar for these goodsiserice Yas o

Position

Date

Dee 2

e 1 of 3

Fa STW has been previously issued, please pravide details:

Pleaga detad any action plan % avaid repeating this STW reguast
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Training | 7. Requisitions and Purchase Orders

Internal request for goods
and services delivered
against an existing contract
or contract to be initiated

Commitment from you to
spend your departments
budget

Requisitioners need to
know what they are No requisition should be
requisitioning for and what used as a purchase order
info is required

Once approved by
procurement and budget
order, a PO is released

No retrospective purchase
orders should be
generated




Training | 7. Requisitions and Purchase Orders

How to raise a requisition

Products

Not in catalogue?
Create non-catalogue Approved by budget holder Released to supplier
requisition (see below)

Search Catalogue and add

product to requisition

Services and non-catalogued products

Create non- Attach evidence*

(SFI compliance)

Approved by budget Checked by

holder procurement Released o supplict

catalogue
requisition

* Contract Reference number, quotes received etc




Training | 7. Requisitions and Purchase Orders

What do | need to include with my requisition?

* Follow the Trust’s SFI's (quotes/tenders/waiver).

* Attach the evidence to the requisition.

* Not all the following will be applicable to every requisition.

*  Products on catalogue will be released automatically as already on an agreed contract. Please check the catalogue first to see if your product is
already available.

Framework

OIS Reference

Quotations
and Waiver

Reference

Requisition




Training | 8. Frequently Asked Questions

Common questions Procurement response

Procurement of goods and services within the NHS has to follow rules and guidance laid down as described here.
Sometimes that will mean higher prices are paid to ensure longevity and safety. The Trust will put in contracts for
periods of time for multiple products, and at that point in time the basket of products upon which the tendering took
place was the most advantageous for the Trust. The Trust has access to on line retailers and will use these where
appropriate.

| can get my goods online or in a local store much
cheaper

Do we still have a swap shop / can we reuse items

X - We would encourage the Trust to reuse and recycle as much as possible.
in a more efficient way.

Would a centralised inventory of stock items -
stationary, dry goods etc and swapping/sharing
items across the organisation, instead of everyone
ordering in silo be beneficial?

This is certainly something the procurement service can review with the Trust to optimise local stock holding. The Trust
has many different sites across a large geographical spread which makes centralised stock management and holding not
cost effective, however improvements in ordering behaviours and local stock control can realise benefits.




Training | 9. Contact Details

Requisitioner and Approver Training — This is provided by Synchronicity (link to intranet to be added)

Procurement Contact Details:

Procurement Helpdesk: helpdesk@smarttogetherlondon.nhs.uk



mailto:helpdesk@smarttogetherlondon.nhs.uk

Training | 10. Key Contacts

Pia Larsen Chief Procurement Officer

Lyndsey Flenley Director of Performance Excellence

Jane Harrison Director of Procurement

Sonisa Anand Head of Performance Management

Miranda Gordon Associate Director of Clinical Procurement

Rebecca McMahon Associate Director of Non-Clinical Procurement

Tom Lawson Associate Director of Capital Procurement & Contracts
Sanchia Watts Clinical Procurement Specialist

Giovanna Zeuli Senior Procurement Business Partner
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