


DJP.105.003.6258

From: Alex Kamenev (DEDJTR)

Sent: Fri, 27 Mar 2020 22:14:00 +1100

To: Alex Kamenev (DEDJTR);Katrina Currie (DEDJTR);David Clements (DEDJTR)
Subject: Conversation with Alex Kamenev (DEDJTR), Katrina Currie (DEDJTR)

Alex Kamenev (DEDJTR) 10:05 PM:
any good options of who Security labour hire companies urgently?

Katrina Currie (DEDJTR) 10:09 PM:

Wilson's Security

Katrina Currie (DEDJTR) 10:10 PM:

securecorp

Alex Kamenev (DEDJTR) 10:10 PM:

okay.. great... can i put you in touch with Donna to ascertain requirements and lock’some in for
omtorro night?

































DJP.105.004.0937

Cameron Nolan (DEDJTR) shared a file with
you

Hi David and Katrina

Here is a doc that Colin and | are going to send to DHHS to completeso.they
can properly brief our security firms. Anything you would like to see added?

Thanks
Cam

EE Security in hotels - roles and responsibilities

This link only works for the djréet recipients of this message.

BT Microsoft Privacy Statement
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Katrina
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Procurement Policy

The people of Victoria expect the public sector to act with integrity, accountability, ethics and
transparency in performing all aspects of its roles. Given the significant volume and value of the
outlays involved and the impact of procurement on the delivery of government programs and services
to the community, it is vital that public sector procurement is conducted well.

This Procurement Policy (the Policy) sets out the fundamental rules, behaviours and standards
applicable to procurement activity within the Department of Jobs, Precincts and Regions (DJPR/the
department).

Procurement can be defined as the acquisition, whether under formal contract or otherwise, of goods
and/or services from third parties.

Procurement Policy
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1. Policy Statement

This Policy is fully compliant with the supply policies of the Victorian Government Purchasing Board
(VGPB) which governs the procurement lifecycle of non-construction goods and services across all
Victorian Government departments, including DJPR.

The VGPB procurement principles underpin this Policy to ensure all public procurement (procurement)
is undertaken with the highest standards of integrity, ethics, probity and financial prudence, achieves
value for money, and protects the department’s reputation.

All departmental procurement activities, regardless of the value, are to be conducted in a manner
consistent with the mandatory minimum requirements contained in this Policy.

This Policy is applicable to all staff of DJPR. For the purposes of this Policy, staff is a person‘employed
under the Public Administration Act 2004 or is a consultant or a contractor to the department or
Statutory Appointment or Administrative Offices. Contractors from labour hire companies are subject
to the same conditions as DJPR employees.

The onus is on all staff involved in the procurement of goods and/or services and the associated
Financial Delegates to understand, and correctly apply the Policy acrossall procurements within their
control. Advice should be sought from the Strategic Procurement Unitionany areas of procurement
where a Business Unit proposes to deviate from this Policy or requires-assistance to manage the
procurement.

All staff involved in procuring goods and/or services should understand how best to manage the
procurement process, analyse, and engage the market, and ensure that the procurement activity is
managed by an appropriately skilled person with procurement capability. Alternatively, they should
seek advice from the Strategic Procurement Unit prior to.commencing the procurement process.

This Policy requires staff, as representatives of the department, to conduct themselves in a manner
that complies with the VPS Code of Conduct-andthe Public-Sector Values as specified in the Public
Administration Act 2004.

Failure to comply with this Policy may-result'inidisciplinary action in accordance with local law and/or
internal procedure, up to and including. termination of employment or contract for services.

This Policy, in conjunction with-its accompanying procedure document, and supporting tools and
templates (located on the DIPR intranet), will assist staff to procure goods and services in accordance
with Victorian Government requirements.

Figure 1: DJPR procurement policy basis

A robust and consistent risk-based approach to the procurement process that

DJPR Policy

encompasses governance, capability, integrity, value for money and enhanced objective

procurement outcomes for all Victorians

VGPB
Value for money Accountability Scalability procurement
principles

VGPB
supply
policies

DJPR
resources

Procurement procedure and supporting tools and templates
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1.1. Scope

This Policy covers purchasing and procurement of non-construction goods and services by DJPR
staff and staff within Statutory Appointments and Administrative Offices. This includes third-party
procurements, where DIPR procures on behalf of another entity.

This Policy covers State Purchasing Contracts (SPCs) and Sole Entity Purchasing Contracts (SEPCs), as
described in Section 5 of this Policy.

This Policy does not cover:

e non-procurement activities (e.g. grants, sponsorships) except where they involve
procurement activities.

e intra-government transactions or where another agency procures goods and services on
the department’s behalf. In this situation the appropriate Financial Delegate .is responsible
for ensuring value for money.

e Collaborative Research Agreements where the following criteria are"satisfied:

i.  The collaborator is named by the funding agency in writing; either in the Head
Agreement, or in a letter from the funding agency Program Manager or Director
approving the subcontract;

ii.  The collaborator is contributing intellectual property-and/or resources and/or
financially to the project;

iii.  The payments made to the collaborator are externally funded by the funding
agency.”

e procurement of building and construction'works’ and ‘construction related’ expenditure
that fall under Ministerial Directions made ‘under the Project Development and
Construction Management Act 1994 (PDCM Act). The Ministerial Directions and
Instructions for public construction prescribe principles and procedures that Victorian
government departments and-public bodies must follow when they procure public
construction works and services; These Ministerial Directions are supported by:

i mandatory Instructions for Public Construction in Victoria (effective 1 July 2018),

ii. non-mandatory Guidance for Public Construction in Victoria (effective 1 July
2018).

‘Construction related’procurement above $250,000 (GST Inclusive) must be referred to the
Strategic Procurement:Unit for advice and noting.

1.2. Objective

The objective of this Policy is to ensure that the department’s procurement procedures are efficient,
clearly defined; maximise value for money and do so in accordance with legislation, VGPB Supply
Policies and best-practice governance principles.

1.3 Compliance

Accountability for compliance rests with the:
e Secretary as the Accountable Officer for the department as a whole
e Deputy Secretary for their Groups

e Financial Delegate for the specific procurement activity relating to them exercising their
financial delegation.

The Strategic Procurement Unit will manage Policy compliance by:
e Generating and issuing compliance reports to Deputy Secretaries and the Executive Board
e Addressing any non-compliance issues raised by an audit

e Developing recommendations for each Business Unit and the department as a whole, that if
implemented will improve compliance.

Procurement Policy
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In the event of serious and/or repeated instances of non-compliance, the relevant Deputy Secretary
will be notified, and if required the matter will be escalated to the Secretary.

The department procurement governance model is outlined in Appendix Al.1 to this Policy.

2. Procurement Principles

When applying the procurement policies, the department must ensure that all procurement activities-. - ~_-
meet the following principles, as set by VGPB, which are mandatory throughout all stages of the Oé Qv

procurement process. & QQ’O
Figure 2: Procurement principles &VQ}?
O L

Value for money

A balanced judgement across a A governance structure that clearly
range of financial and non-financial defines and sets the roles and

factors, considering the mix of responsibiities of staff to allow the
quality, cost and resources, fitness Accountable Officer the flexibility to

for purpose, total cost of ) conduct procurement activities using

ownershipl, and risk. «‘2‘ appropriate capability to provide
value for money outcomes. Well-
documented procurement processes
should support the governance
structure.

High standards of behaviour and
actions in the conduct of
procurement processes. Equity,
confidentiality, avoiding conflicts
of interest, and
consumer/supplier confidence in
the integrity of government
procurement processes.

\// OQ~ %
&\?* 1F T@oods this includes the acquisition costs, maintenance and net cost of disposal. For services it includes the
((/é O@Q/ Q nsitioning in, contract period and transitioning out phases of the contractual relationship.

Coa
S - Procurement Process and Approvals
ISP
%OSQQ‘ 3.1. Procurement Process

The department has adopted a four-stage approach to the procurement lifecycle, from identifying
procurement needs through to contract award and management, as shown in Figure 3.

Procurement Policy
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Figure 3: Procurement lifecycle stages

C. Evaluate,
B. Invitation & Negotiate, D. Contract

A. Plan Procurement Tender Recommend and Management

Award

While department staff conduct procurement activity on behalf of the State, decisions to spend
relevant monies within the overall procurement lifecycle must be approved by those that have been
delegated authority by the Accountable Officer within delegation thresholds prior to the acquisition of
goods and/or the commencement of services.

This Policy adopts an agile approach to procurement requirements and approvals in line.with the
VGPB principles, to ensure that the approval process and the approach to market are adequate but
without being unduly onerous. Approvals are required for three types of procurement activities, as
follows:

New procurement - Approval to procure goods/services, including DIJPR entering into a new
contract with a supplier.

Exemption - Approval to procure new goods/services in a way that differs-from the prescribed
market approach.

Contract variation - Approval to vary the price and/or scope-of an.existing agreement with a
supplier.

Within each of these three procurement types, approval s required at key points by those that have
been delegated authority by the Accountable Officer, to confirm the procurement is in accordance
with this Policy. Table 1 lists the approvals that areto be obtained for procurement activity, noting
that an exemption may be sought from the prescribed market approach.

Table 1: Approval requirements

Procurement stage Required approvals — Required approvals —
standard process exemption process

A. Plan Procurement Approval brief: Market Approval brief: Exemption from
Engagement Strategy procurement process requirements

B. Invitation & Tender N/A N/A

C. Evaluate, Negotiate; Approval brief: Supplier N/A

Recommend‘and Award Engagement

D. ConfEact Approval brief: Contract Variation

Management

The' approvals process is also applicable to State Purchasing Contracts (SPCs) and Sole Entity
Purchasing Contracts (SEPCs), except those related to Legal Services or Staffing Services. In the case
of external Legal Services or Staffing Services, approvals are undertaken in accordance with the rules
of the associated SPC and in consultation with either the Legal and Legislation Unit or People and
Workplace Services, as appropriate.

Figure 4 illustrates the Policy framework and the required procurement approvals, based on the
activity and contract value.

Procurement Policy
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Figure 4: Procurement approvals framework

Activity

Value

Policy

Approval

Activity

Policy

Approval

Non-Standard Procurement Activities

New Procurement Activity

<$2,000
GST
Inclusive

Section 3.2

Section 3.2

<$50,000 > $50,000
GST GST
Inclusive Inclusive

Section 3.3 Section 3.4

Table 2 Table 3

Exemption
to Policy

Section 3.5

Table 4

Contract
Management

Variation to scope
and/or price

Section 4.2

Table 6

Policy Section

Overseas Victorian Government Business Offices

Section 10

3.1.1 Order Splitting

“Order Splitting” is purchasing a good/service in instalments or individually purchasing the
components of a single good/service with a view to reducing the total estimated value of the

procured goods/services, and therefore avoiding the prescribed requirements of a
procurement process.

“Order splitting” must not be undertaken. The estimate of the total procurement value is to
reflect the contract value over the full contract period, including other costs that may be
incurred in the procurement of the goods and/or services.

Procurement Policy
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Example

The scope of a service provider, intended to be engaged to perform a specific function, is
split into multiple orders, to reduce the value of each order below applicable thresholds for
a competitive procurement process.

4
This constitutes “order splitting” and must not be undertaken. Oé\/(

3.2. Purchases below $2,000
For one off purchases below $2,000 (GST inclusive), the purchase may be conducted in 4 ways:
e Purchases made using a Purchasing Card (P-Card), in line with the DJPR P-Card.Policy

e A Purchase Order, which must be approved by the appropriate Financial Delegate in advance
of the purchase of goods or services

e Agriculture Victoria staff may directly pay invoices up to a value of -up‘to $200 (GST inclusive)
for specified activity

e Where a P-Card or Purchase Order is not available, if appropriate, staff may use the Expense
Reimbursement process or petty cash as appropriate.

3.3. Procurement below $50,000 (GST inclusive)

For procurements below $50,000 (GST inclusive) a minimum-of one written quotation must be
received. It is the responsibility of the staff involved in the ‘procurement and the Financial Delegate to
assess if a competitive procurement process is more appropriate, specifically considering the value for
money objective.

Approval is provided by the Financial Delegate within the applicable Business Unit. In the case of
approval being sought from within Business Units, the requestor of the goods or services cannot be
the same person as the approver, to adhere to'separation of duties requirements.

Approvals Framework: Below- $50,000 (GST inclusive)

Table 2 outlines the required<approvals for each procurement stage of a procurement activity
below $50,000(GST .inclusive).

Table 2: New Procurements below $50,000

Cumulative Procurement Procurement lifecycle stage and approval point
contract Process
value (GST Stage A. Plan Stage B. Stage C. Evaluate,
inciusive) procurement Invitation to Negotiate,
supply process Recommend and
Award
Approval brief: Market =~ N/A Approval brief:
Engagement Strategy Supplier
engagement
Below Obtain a minimum of N/A N/A Business Unit
$50,000 one written quote (Financial Delegate)

3.4. Procurement $50,000 (GST inclusive) and above

For all procurements of $50,000 (GST inclusive) and above, the approval route is determined by the
Procurement Approvals Framework set out in Table 3 and is also applicable to multi-supplier State
Purchase Contracts (as per Section 5).

Procurement Policy
April 2019 Page 9



DJP.006.002.0012

Procurement Policy

Table 3: Approvals Framework

Cumulative Procurement Procurement lifecycle stage and approval point
tract P
sgru;a(cGST rOCEss Stage A. Plan Stage B. Stage C. Evaluate, Negotiate,
inclusive) procurement Invitation to Recommend and Award
supply
Approval brief: Market = N/A Approval brief: Supplier engagement
Engagement Strategy
$50,000 to Obtain a Business Unit N/A Business Unit (Financial Delegate)
$249,999 minimum of (Financial Delegate)
three written
quotes
$250,000 Selective or Executive Director of N/A Executive Director-of Finance and
and above Open Public Finance and Procurement? 2
Tender, or RFT | Procurement?
/ RFQ

1 Approval may be delegated by the Executive Director of Finance and Procureément to the Business Unit
(Financial Delegate)

2 The Executive Director of Finance and Procurement may seek expert.advice in relation to any
procurement in the exercise of the Executive Director of Finance and Procurement’s duties

Where approval is required within the Business Unit, this may.only be provided by the relevant
Financial Delegate. The Financial Delegate must also confirm that the procurement has been fully
undertaken in line with the Policy.

Approval processes involving the Executive Director of Finance and Procurement will require the
responsible project manager to liaise with the:relevant Procurement Specialist within the Strategic
Procurement Unit who will guide them through-the approval process.

3.5. Exemptions

Although an appropriate competitive procurement process best supports the department’s
procurement principles, there maybe occasions when this approach cannot be adopted, or, if adopted
will be (or is highly likely to be).inappropriate, unfeasible or unduly prohibitive. In such circumstances,
an exemption from the prescribed -market approach could be considered.

The responsible Project Manager (and all subsequent approvers) must be satisfied that the
exemption is justified and not for the purposes of:

¢ ““avoiding-the procurement process
¢ < avoiding public scrutiny of government process

e < masking poor planning, including insufficient time allowed to engage the market.

3.5.1 Exemptions — Grounds For

Proposed exemptions following the prescribed market approach will be assessed on a case-by-
case basis and will consider a number of relevant factors. The list (non-exhaustive) below
outlines possible factors that may be considered as part of an exemption request.

o A demonstrated absence of competition (e.g. Sole Supplier). Market analysis
must show there is no other supplier capable of providing the goods or services

o Goods and/or services that are intended either as replacements for, or extensions
to, existing assets (including ICT hardware and software) in circumstances where a
change in supplier would necessitate the procurement of goods and/or services that
do not meet interoperability or interchangeability requirements

o To procure a good and/or service prototype intended for a limited trial, providing
that this would not give an advantage to the supplier of the prototype in a future

Procurement Policy
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related procurement, and/or the absence of competition in the supply of the
prototype would not have the potential to limit future competition in a related
procurement

o Where a good and/or service is formed during and for a specific contract pertaining to
research, studies, experiments, or other original developments

o Goods purchased on a commodity market, or for purchases made under
advantageous conditions, including unsolicited innovative proposals

o Matters of urgency, including the protection of human, animal and/or plant fife, as
a consequence of an unforeseen event or occurrence. This criterion does not
accommodate procurement processes for which adequate timing has not been
allowed and is separate to the Critical Incident Procurement Process.

o Exceptional circumstances, as determined and approved by a-Minister or the
Accountable Officer.

All proposed exemptions from procurement process requirements (other than the automatic
exemptions defined in 3.5.2 below) must be requested and approved in-accordance with Table 4.

Table 4: Approvals to an exemption from the prescribed market approach

Contract Value Approver

(GST Inclusive)

Below $50,000 Not applicable — Engaging.in-a competitive procurement process is not appr
mandatory for procurements below $50,000 (GST inclusive). oval
by
) . the
$50,000 to $249,999 Financial Delegate Fina
ncial
$250,000 and above Endorsed by:the Executive Director of Finance and Procurement prior to Dele
approval by the Secretary. gate,
it is
reco

mmended that each DJPR Group nominates an Executive Officer to review all exemption requests
(between $50,000 and$249;999) on behalf of their Group, prior to approval by the Financial
Delegate.

The department’s Contract Management System record that will subsequently be created must also
show that the procurement approach used was an exemption.

3.5.2 Exemptions — Automatic Grounds

A small number of circumstances, and goods and services types, qualify for automatic
exemption from adopting the prescribed market approach. The following list of
procurement activities do not require approval of an exemption from procurement
process requirements as per Section 3.5.1. The Financial Delegate from the relevant
Business Unit can approve the Exemption Brief for transactions under the following
categories, regardless of the value of the procurement:

o Critical incidents as referred to in Section 11 of this Policy

o Expenditure on goods or services by overseas Victorian Government Business
Offices, as referred to in Section 10 of this Policy

o Purchasing of goods and services from an established State Purchase Contract
(SPC) or Sole Entity Purchase Contract (SEPC) that is a single supplier

Procurement Policy
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contract (for example, Stationery and Workplace Consumables), as per Section 5.1
of this Policy

o Unit Expenditure on print subscriptions and electronic subscriptions, such as
journals, newspapers, and the use of subscription credit information services

o Expenditure on attendance fees for conferences and seminars

o Hosting of conferences or events and related spend at Government venues (e.g.
The State Library of Victoria, Federation Square, The Arts Centre, etc)

o Expenditure to secure stall/display space at exhibitions or conventions
o Engagement of board member appointments

o Spend on corporate memberships of professional bodies. This does not include
personal professional memberships where the benefits accrue to the’individual rather
than to DJPR

o For assets acquired prior to the start date of this Policy, expenditure on maintenance
where there is a sole supplier of a proprietary product. Where‘the asset has been
acquired after the start date of the policy, the whole of life, maintenance and
consumables for the asset must be considered in the'procurement of the asset.

3.5.3 Exemptions — Mandatory State Purchase Contracts

o If a mandatory State Purchase Contract exists for particular goods or services, then
this must be used (for all contract values) unless an SPC exemption has been
approved by the Executive Director of -Finance and Procurement and the relevant SPC
category manager (within the SPC'lead department).

o The SPC exemption process requires the Project Manager to put forward their
rationale for the exemption<to a member of the Strategic Procurement Unit, by email.
If supported by the ExecutiveDirector of Finance and Procurement, the Strategic
Procurement Unit will then‘submit the exemption request to the SPC lead department
and advise the Project Manager of the outcome.

o The Strategic Procurement Unit will keep a central record of all SPC exemption
requests, including the outcome. The business area must ensure that within the
contract record created in the Contract Management System, the “"SPC Exemption”
option<s-selected within the “Pre-qualified or Panel Supplier” field.

3.6. Post Tender 'Negotiations

Post tender negotiations are an acceptable and important step in achieving and demonstrating value
for moneyNegotiations may be in relation to cost, service quality, risks, and innovation.

For high“value,<above $1Million (GST Inclusive) procurements, the Strategic Procurement Unit must be
consulted, and a Procurement Specialist within the Strategic Procurement Unit may lead the
development of a negotiation strategy that aligns with the overarching strategy outlined in the
Evaluation Plan.

For\lower value procurements, the Strategic Procurement Unit can be requested to provide
negotiation support as required.

4 Contract Management & Disclosure

4.1. Contract Management Approach

Contract Management (post contract award) is the effective and efficient management of all activities
during the contract period. It is essential for maximising financial and operational performance,
minimising risk, and ensuring value for money is achieved.

Contract Managers are responsible for all aspects of contract management for their assigned contracts
(post contract award), including:

Procurement Policy
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e creating a compliant contract record within the Contract Management System, and

maintaining that record

e managing the Supplier’'s and DJPR’s respective performance of their contractual obligations

e meeting contract disclosure requirements, in conjunction with the Strategic Procurement Unit

e escalating material supplier performance issues and/or disputes to the relevant Procurement
Specialist within the Strategic Procurement Unit, the Legal and Legislation Unit and their

Financial Delegate.

In line with VGPB requirements, the department requires that contracts are managed in a manner

which:

e is commensurate with the criticality of the goods and/or services provided under.the contract

e considers the balance between the potential value for money that can be achieved through

contract management versus the effort required.

Except for purchases less than $2,000 (GST inclusive) , all contracts must be registered in the

department’s Contract Management System within 30 days of the award of contract.

For all procurements that establish a contractual commitment of greater than one year and value
above $250,000, the Contract Manager must ensure that a Contract: Management Plan is prepared.

4.2. Contract Disclosure

The department will disclose individual procurement contracts‘in accordance with VGPB Policy
requirements. VGPB's policy has a mandatory requirement for contracts with total estimated value
equal to or exceeding $100,000 (GST inclusive) to have summary details disclosed on the Contracts

Publishing System within 60 days of contract award.

Accordingly, this Policy requires that contract ‘details must be recorded on the DJPR Contract
Management System and the Contract Publishing System as soon as practicable after contract award.
The nominated Contract Manager (post-initial contract award) is responsible for the recording into the
DJPR Contract Management System.and the Strategic Procurement Unit will then upload the details

into the Contract Publishing System:

Each individual variation, or variations-with a cumulative value exceeding $100,000 (GST inclusive)
must be disclosed on the Contract Publishing System against the contract to which the variation

relates.

Contracts greater than'$10 million (GST inclusive) must be fully disclosed. Only trade secrets or
genuinely confidential-business information will be withheld from voluntary disclosure, along with
material which<if disclosed would seriously harm the public interest. The department will be guided by

the criteria established by the Freedom of Information Act 1982.

4.3. | Contract Variations

A variation.to’a contract must be agreed between both parties to the contract via formal legal
documentation. The Contract Manager must ensure that the appropriate approvals are attained prior
to“any variation being conducted, and that relevant records of supporting documentation are

maintained once the variation is finalised.

In requesting approval of a variation, Contract Managers must adequately consider advice from the
Legal and Legislation Branch prior to proposing any amendments to the terms and conditions of the

contract.

Variations must not:

e be used to mask poor performance, poor planning or serious underlying problems (albeit

these concerns may give rise to the need for variations)

e be requested primarily to avoid a competitive process.
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There are three types of contract variation, detailed in Table 5: Contract Variation Types.

Table 5: Contract Variation Types

Variations to Scope

Variation to Price

Variation to Time Only
(non-price)

Changes to contractual
arrangements that impact the
scope may include variations to
the quantity or nature of the
deliverables and can potentially
impact the overall viability of the
original contract. All requests for
variations to the originally
approved scope must:

o not significantly change the
contract requirements and/or
substantial parts of the
original transaction

o consider the costs and risks
of retendering or
supplementary tendering
versus the costs and risks of
continuing to use the existing
supplier.

Significant variations to the
original scope must be approved
in accordance with Table 6 prior
to any commitment to vary the
agreement, regardless of any
change in price.

All contract variations that
require an increase to the
approved total contract value
must seek approval based on
the cumulative contract value
(original approved spend plus
the value of all approved and
proposed variations) in
accordance with Table 6.

Time-only variations relate to-a
change of the contract expiry
date, where no additional
expenditure is required. These
variations are contract
management related,and no
procurement-approvals are
required. The varied contract
must still satisfy the core
procurement principles and must
not’'change the scope of the
contract.

Requests for time-only variations
should not be sought to bring
forward scope from a future stage
of a project (or introduce new
scope) that was not approved
under the original procurement.

4.3.1 Approval Framework: Contract Variations

All contract variations-must be approved in accordance with Table 6 prior to any commitment
to vary the agreement. All approvals must first obtain the approval of the relevant Financial
Delegate within.the Business Unit.

Table 6: Variation Approvals

Cumulative Contract Value (GST

inclusive)

Approval

Below $250,000

Business Unit (Financial Delegate)

$250,000 and above

Procurement

Executive Director of Finance and

L if the Executive Director of Finance and Procurement is not satisfied with the merits of the variation
request, the Executive Director of Finance and Procurement may escalate the request to the Secretary.
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5 Whole of Government Panels and Standard Contracts

5.1. State Government purchasing arrangements

DJP.006.002.0017

DJPR is currently a signatory to a number of State Purchase Contracts (SPCs), which are panel
arrangements or standing offer agreements for Victorian Government common use goods and

services.

Individual departments can also be the lead entity for the procurement of SPCs. Where DJPR is‘the
lead entity for establishing an SPC, this process must be undertaken with and managed:by the

Strategic Procurement Unit.

Sole Entity Purchase Contracts (SEPCs) are similar to SPCs, in that they are an aggregated supply
contract for the supply of goods or services. SEPCs are raised by an individual-department or agency
for specific use by that entity only. Staff wishing to establish an SEPC should contact a member of the

Strategic Procurement Unit regarding the process for establishing an SEPC:

The following applies in relation to State Government purchasing arrangements:

¢ Where the scope of a Mandatory SPC or SEPC satisfactorily'meets the procurement needs,
these must be used unless an exemption from using the SPC is sought and approved (see

section 3.5.3).

e Where legal and/or staffing services form part of’a’broader procurement project requirement,
such procurements should be included as part of the approval process for the broader project

e All approval frameworks still apply to procurements from SPCs or SEPCs (including the need to
select the correct procurement process), except for purchasing of goods and services from an
established SPC or SEPC that is a single supplier contract (for example, Stationery and
Workplace Consumables), which isiexempt from requiring Executive Director of Finance and

Procurement approval.

For more information, refer to the full.détails of current State Purchase Contracts at
http://www.procurement.vic.goV.at/State-Purchase-Contracts

5.2. Contract Types

A suite of baseline contracts has been developed for procurement of goods and services by the
Victorian Government. Eurther advice can be sought from the Legal and Legislation Unit on the most
appropriate standard contract to use for the goods and/or services required. Legal and Legislation Unit

can provide guidance ;on how to complete contract schedules and specifications.

These standard contracts can be used without consultation with the Legal and Legislation Unit

providing that.:no departures or amendments are made.

Standard Whole of Government contracts and department contracts must be used for all

procurements where available for the required goods and/or services.

In instances where suppliers will only engage based on their own form of agreement, for example

“standard software licences”, these agreements must be:
e referred to the Legal and Legislation Unit for review and advice

approved in writing (typically via email) by the Legal and Legislation Unit (including any negotiated
amendments), prior to any recommendation being made, or commitment given, to enter in to any

such agreement.
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6 Probity

6.1. Overview

Probity is a fundamental VGPB procurement principle, which must be adopted throughout all stages
of the procurement process, as outlined in Section 2 of this Policy. The department has a high regard
to probity and staff must apply appropriate behaviours and actions in the conduct of procurement
processes, including:

e Identifying, preventing and managing conflicts of interest

e Acting with integrity and impartiality, and reducing the risk of corruption
e Securing confidential market engagement information

e Applying and documenting consistent and transparent processes

e Engaging a probity practitioner(s) where the complexity of the procurement activity warrants
independent process oversight.

This section outlines these key probity concepts, for which the department has put in place a number
of policies and controls to be adopted for procurement activity:

6.2. External Probity Services

Engaging external probity helps ensure high standards-of probity in the conduct of procurement
activity. The decision to engage external probity services'is based on whether the complexity of the
procurement activity warrants independent process oversight. External probity services should add
value to the capability of the procurement team in‘conducting the procurement process. Probity
covers two dimensions of probity service: probity auditor and probity advisor.

A probity auditor ensures process compliance and a probity advisor provides guidance on achieving
standards of probity across the entire’procurement process. A probity auditor works independently of
the procurement team and is not'subjectto direction by the project manager for the relevant
procurement. They monitor progress of .the procurement for probity compliance and contribute as
required to ensure probity objectives-are achieved.

An external probity advisor - must be engaged whenever the anticipated Procurement value is
$1,000,000 (GST inclusive) and above.

6.3. Conflict of Interest

A conflict of interest is where an involved staff member or an approver has private interests that could
improperly influence, or be perceived to influence, their decisions or actions in the performance of
their public-duties.

All*staff involved in procurement activities should be briefed on their responsibilities with regard to
advising.of actual, potential or perceived conflicts of interest, both before and during the procurement
process. DIPR staff must disclose all actual, potential and perceived conflicts of interest, in line with
the Conflict of Interest Policy.

Relevant project and procurement staff must keep documentation to evidence the management of
conflicts of interest. Areas of the department may elect to implement more stringent conflict of
interest processes.

If a member of staff fails to appropriately identify, disclose and manage an actual, potential or
perceived conflict of interest, they may be in breach of the VPS Code of Conduct, and subject to
disciplinary action.
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6.4. Gifts, Benefits and Hospitality

DJP.006.002.0019

Acceptance of gifts may give rise to a conflict of interest, or a perception of a conflict of interest. The
requirements of the Acceptance Gifts, Benefits and Hospitality Policy must be followed, including for
responding to gifts, benefits and hospitality offered by suppliers, tenderers and contractors.

Procurement may also be a high-risk area for corruption. Staff involved in procurement activity are
more likely to be offered gifts, benefits and hospitality by suppliers and potential suppliers. These
must not be accepted. Staff should be vigilant and minimise the possibility of such occurrences.

6.5. Confidentiality

Procurement documents and information received from suppliers must be kept confidential.

It is the responsibility of the manager of the procurement process to ensure confidentiality
requirements are met, and that bids are seen only by appropriate staff who form patrt of the
evaluation process and/or have signed a confidentiality declaration as part of the process.

6.6. Recording and Storage of Procurement Documents

Actions and decisions need to be accounted for and, in particular, good-record keeping of decisions is

imperative for auditing and accountability purposes.

Project managers are responsible for maintaining appropriate documentation for each procurement to
provide sufficient detail to enable independent review (e.g. by external auditors). Each project
manager must create a compliant contract record within the Contract Management System, and

maintain that record, including ensuring a signed contract is-available.

The Project Manager must establish an official DJPR<TRIM file at the beginning of each procurement
and maintain soft copy procurement files to demonstrate that a transparent procurement process has
been undertaken consistent with this Policy. Post contract award, a Contract Manager is assigned who

must keep appropriate documentation such-as_supplier review and payment invoices.

7 Asset Disposal

Disposal of assets should be considered when the asset is identified as being obsolete, no longer
complying with occupational healthrand 'safety standards, reaching its optimum selling time to

maximise returns, beyond repair or surplus to requirements.

The disposal of assets is'a key consideration in the forward planning of any procurement activity.
Department assets are tocbe disposed of in a way that considers probity, security, sustainability and

transparency, as well asenvironmental and social factors.

If the evaluation of disposal options does not warrant modification to extend the life of the asset or
transferring_it to’another party or recycling, the asset must ordinarily be disposed of by way of public
auction or'public tender. An alternative approach must be sought where cost of disposal process

exceeds the residual value of the asset.

8 Local Jobs First (LJF)

Local Jobs First requires government departments and agencies to consider competitive local suppliers

(incl. SMEs) when awarding contracts related to Projects valued at:

e $1 million (GST exclusive) or more in regional Victoria

e $3 million (GST exclusive) or more in metropolitan Melbourne or for state-wide activities

If LJF applies;

e it should be considered as part of the Market Engagement Strategy
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e the procurement must be registered with the Industry Capability Network (ICN) before going
to market.

9 Social and Sustainable Procurement

9.1. Social Procurement

Social Procurement involves using the procurement process to generate positive social outcomes in
addition to the efficient delivery of goods and services. It can be applied to address complex
challenges facing Victorian communities, and can be achieved through such means as:

e Economic empowerment by purchasing goods and services from social benefit suppliers
e Employing and training socially and economically disadvantaged people.

The Strategic Procurement Unit supports Social Procurement principles and objectives;-and. will work
to implement:

e Social procurement outcomes into future DIPR policy and procedure, including strategy and
KPIs

e Ways to encourage proactive and innovative thinking and practice to increase social value.

9.2. Sustainable Procurement

DJPR is committed to procuring goods and/or services that minimise environmental impact and
consider the sustainable procurement three pillars approachy-People (Social), Planet (Environmental)
and Profit (Economic).

Sustainable procurement is a process whereby organisations meet their needs for goods, services,
works, and utilities in a way that achieves value for‘money on a whole-of-life basis in terms of
generating benefits not only to the organisation, but/also to society and the economy, whilst
minimising impact to the environment.

Sustainable value for money considerations not only include the price and quality of a product and
service, but also goods/services that contain’ recyclable content, are recyclable, minimise waste and
greenhouse gas emissions, conserve energy-and water, minimise habitat destruction and
environmental degradation, and are-non-toxic.

Staff involved in procurement activities are to have a high regard for suppliers that can demonstrate
how their own operations,and;the’goods and/or services they are providing have a reduced
environmental impact.and promote sustainable procurement principles.

10 Overseas Victorian Government Business Offices

Procurement of goods-and services by Victorian Government Business Offices (VGBOs) outside
Australia, for consumption outside Australia is not included within the scope of this Policy.

However, VGBOs should adopt procurement processes appropriate to the local situation, and the
prescribed market approach and procurement approvals framework outlined in Table 2, Table 4 and
Table -6 of sections 3.2 and 3.4 of this Policy do not apply.

All'procurement activity by VGBOs outside Australia must continue to satisfy the core procurement
principles of value for money, probity, scalability and accountability.

To achieve this, overseas VGBOs should establish guidance on optimal approaches to market to be
adopted based on the complexity of procurement activities, having regard to the local environment.
Seeking a minimum of three written quotes from suitable suppliers is generally appropriate for small
to medium procurements.

Overseas VGBOs should establish approval frameworks for procurement activity, including established
documented processes for approval of:

e Market Engagement Strategy
e Release to Market
e Supplier Engagement
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e All procurement activity must obtain approval from the appropriate Financial Delegate prior to
supplier engagement. The Executive Director of Finance and Procurement must be notified of
any procurement activity with a total estimated contract value of greater than AUD $250,000
equivalent.

Contracts of total estimated value equal to or exceeding AUD $100,000 equivalent and/or contracts
with the potential to expose the department or the State to significant risk should be reviewed and
endorsed by Legal and Legislation Branch prior to being executed.

11 Management of Critical Incidents

Critical incident protocols and processes are invoked when a relevant Minister, Accountable Officer or
Executive Director of Finance and Procurement declares a critical incident to exist in‘relation to the
operation of procurement processes by reason of:

e An emergency within the meaning of the Emergency Management Act 1986

¢ An incident that causes the department’s business continuity plan‘to be activated

e An incident that represents a serious and urgent threat to the health, safety or security of a
person or property

e A situation that represents a serious or urgent disruption to services provided by the
department.

During a critical incident the department will:

e Take into account value for money, accountability.and probity to the extent that they can be
applied given the severity and urgency of the incident

e Adopt record keeping processes to the extent'that they can be applied given the severity and
urgency of the incident

e Adhere to contract disclosure requirements.

The procurements will be noted by the Executive:Director of Finance and Procurement and Financial
Delegate as required, post the incident.

12 Complaints Management

The department is committed to transparent and accountable practices when seeking goods and
services from suppliers and to,ensuring procurement processes work effectively and fairly for all
parties.

To maintain high standards of probity, procurement complaints must be handled in a consistent, fair
and transparent manner. The department has developed a procurement complaint management
process to ensurethat any potential suppliers who may have concerns relating to a procurement
process conducted by the department can have those concerns addressed through an independent
review process.

The.investigation of a complaint and subsequent response must be overseen by a person not
involved . in‘the subject matter of the complaint.

For:more information, refer to the DJPR Procurement Complaints Management Procedure at
http://economicdevelopment.vic.gov.au/about-us/overview/tenders-quotes-contracts/procurement-
complaint-management-procedure
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Al.1 Procurement Governance - Roles and Accountabilities

The Procurement Governance Model represents the main relationships within the department to
manage an efficient and effective procurement function, as outlined in Figure 5. The governance
framework identifies the roles and responsibilities to ensure compliance with VGPB supply policies,
with key roles identified in this Appendix.

Figure 5: Procurement Governance Model

Victorian Governme \’Q“y
Secretary Procurement Boar@i%ﬁ)

!

Executive Director Finance &
Procurement

AN
« > Stratagic/\ 0 rement Unit

Kiggfen

Accountable Officer

The Secretary is the Accountable Officer.under the requirements of the Financial Management Act
1994. The department Secretary is accountable for all procurement carried out within the department.
The Secretary is responsible for establishing the procurement governance framework and
implementing a robust Procurement Policy.

The Secretary has delegated: responsibilities for particular procurement processes through this Policy
to the Executive Director of Finance and Procurement and other departmental staff. However, the
Secretary retains the ight to make procurement decisions at any time.

For the Accountable Officer to make decisions on when to exercise delegated powers, the Executive
Director of Finance and Procurement needs to provide adequate information as appropriate.

In particular, the Accountable Officer should be informed:

o_. When+the procurement event is of such a magnitude or potential risk exposure for the
department or Victorian Government that the Accountable Officer could reasonably expect to
be informed

e Where significant complaints have been raised with respect to a procurement process or
event.

Victorian Government Purchasing Board (VGPB)

The Victorian Government Purchasing Board has a strategic oversight role focused on compliance with
the VGPB's supply policies to deliver greater value for money during both the market engagement and
contract term. DJPR may nominate complex/strategic procurement activities to the VGPB for advice in
accordance with VGPB's Guide to Oversight of Strategic Procurement.

Procurement Policy
April 2019 Page 20



DJP.006.002.0023

Procurement Policy

Executive Director of Finance and Procurement
The Executive Director of Finance and Procurement has a strategic role to play in:

e Providing expert advice and guidance to the Accountable Officer on matters related to the
procurement governance framework

e Overseeing the development, application and ongoing assessment of the procurement
governance framework as per Figure 5.

e Ensuring that the complaints management process demonstrates due process and integrity

e Ensuring the department adheres to the procurement governance framework with the
highest regard to probity, complies with legislation and policies, operates effectively and has
a strong focus on value for money.

The role champions cost control, efficiency and best practice procurement while seeking-opportunities
to drive supply aggregation and procurement collaboration across DJPR. The Executive Director of
Finance and Procurement also supports and advises the Secretary with respect toctheir-accountabilities
and end-to-end procurement matters.

The Executive Director of Finance and Procurement approves certain procurements as outlined at
Section 3.

Strategic Procurement Unit

The Strategic Procurement Unit provides a strategic centre of expertise and procurement leadership
with an emphasis on building capability and capacity across the department. Among other things, the
Unit:

e Supports the Executive Director of Finance‘and, Procurement by providing professional advice
regarding Procurement Policy, practice and:governance

o Identifies strategic sourcing and category management initiatives to leverage and drive value
for money outcomes

e Works closely with Business Units to deliver measurable benefits by leading or supporting
high value and/or high complexity procurement initiatives

e Assists Business Units in.developing and leading contract negotiation strategies

e Facilitates the development-of procurement capability within the department in line with the
capability assessment

e Reports to the Executive Director of Finance and Procurement as required on any approvals,
deviations from,Policy or’exemption requests.
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Walk Through of site to be conducted to assess Access and Exit points and site specific instructions
will be provide for each

All about Verbal De-escalation of people want to abscond. Vic Pol will have a presence at each site
(likely)

Sufficient staff to cover all critical areas — Reception to deal with family members to drop stuff off
etc. — arranging escorts for smokers

Each site will be different

Crown has security delivering foodstuffs and collecting rubbish
PPE required — Masks, gloves, Hand Sanitiser

People are being spaced in — bus by bus

We will get a heads up from DHHS rep on site

Anyone with health concerns will be re-directed away from hotels and'won get on buses, only
people without symptoms

Sorted into particular hotels — soft handover — AFP will handover to Vic Pol person on bus who will
take over — DJPR person on site

Any issues with people absconding or getting aggressive — Vic Pol — health DHHS — DJPR for any
personnel issues (I don’t like my lunch stuff)

We will get FAQ's

Main requirements will be meal deliveries:and rubbish collection, could be staff on each floor etc.
May be asked to escort to recreation areas or smoking issues

Evac protocols need to be established

All staff need to do'the COVID-19 on-line training — link as follows: https://covid-
19training.gov.au/index:html can be replaced by our information

Issues with enrolment due to volume

Mealscwilloe labelled for rooms and produced largely on site. Guards will need to deliver
appropriately.

DHHS, Medical, VicPol and DJPR
Need to be signing confidentiality agreements — no special format.

Likely stand up sites are Mercure Welcome in Melbourne, 4 Points by Sheraton, maybe Novotel
Melbourne on Collins, Novotel Geelong, Travelodge Hotel in Docklands

Cameron Nolan will be key contact
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15 x officers - We have been advised that they will be utilising 5 levels within the Promenade
complex, upon review of these locations, we have established 3 egress points, 2 exit
stairwells and a back of house elevator that can provide you access the basement to ensure
security of these locations 3 officers will be required per level.

1 x site supervisor

3 x relief staff to support toilet breaks and welfare checks

Total number 30 personnel

We where also asked about assisting with meals to the levels... happy to discuss further.

We will review these numbers at the end of the day and provide you an update

Crown Metropole

6 x Officers - to assist with front forecourt support for bus movements, this has been
requested by Victoria Police. These officer where utilised at Crown Promenade

3 x officers - to support escorts up to the floors

1 x Officer - to support security presence with in‘the front foyer

30 x officers - We have been advised that-they will be utilising 15 floors within the
Metropole complex, upon review of these locations, we have established 2 egress points, 2
exit stairwells, thr back of house elevator is-located next to the stair well so we can reduce
numbers in this space

1 x site supervisor

4 x relief staff

Total number 45 personnel

We where also asked about assisting with meals to the levels... happy to discuss further.

We will review these numbers at the end of the day and provide you an update

Werare mindful of the current position and want to ensure that we are meeting the service
needs in the space.

All personnel will be supplied with appropriate PPE.
Emergency Procedures
I have spoken to Crown Security And Victoria Police, in relation to the emergency

evacuation process. Crown have advised that they have a 4 min response to check on the
Alarm prior to a evacuation being made.
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KEEPING
YOUR DISTANCE.

Help stop the spread of coronavinus by keeping your distonce.
Remambear, dont shake hands or exchange physical greatings.
Wharever possible stay 1S metres opart and proctise good
hand Mygiens, especially after being in public ploces.

TOGETHER WE CAN HELP STOP

THE SPREAD AND STAY HEALTHY.

Advies regording Corenavirus (COVID-19)
will change regularty, Keep up to date.

Visit health.gowv.au

Protect yourself and others from getting sick

Wash your hangs

« aiter coughing or
sneszing

« when caring for the
sick

+ before, during and
after you prepare food

+ before eating

« after toilet use

« when hands are
visibly dirty

+ after handling animals
or animal waste

Please consider the environment before printing this email.
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KEEPING
YOUR DISTANCE.

Help stop the spread of coronavinus by keeping your distonce.
Remambear, dont shake hands or exchange physical greatings.
Wharever possible stay 1S metres opart and proctise good
hand Mygiens, especially after being in public ploces.

TOGETHER WE CAN HELP STOP

THE SPREAD AND STAY HEALTHY.

Advies regording Corenavirus (COVID-19)
will change regularty, Keep up to date.

Visit health.gowv.au

Protect yourself and others from getting sick

Wash your hangs

« aiter coughing or
sneszing

« when caring for the
sick

+ before, during and
after you prepare food

+ before eating

« after toilet use

« when hands are
visibly dirty

+ after handling animals
or animal waste

Please consider the environment before printing this email.
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PPE required — Masks, gloves, Hand Sanitiser
People are being spaced in — bus by bus
We will get a heads up from DHHS rep on site

Anyone with health concerns will be re-directed away from hotels and won get on buses, only
people without symptoms

Sorted into particular hotels — soft handover — AFP will handover to Vic Pol person on bus who.will
take over — DJPR person on site

Any issues with people absconding or getting aggressive — Vic Pol — health DHHS — DJPR-for.any
personnel issues (I don’t like my lunch stuff)

We will get FAQ's

Main requirements will be meal deliveries and rubbish collection, could'be staff on each floor etc.
May be asked to escort to recreation areas or smoking issues

Evac protocols need to be established

All staff need to do the COVID-19 on-line training — link as follows: https://covid-
19training.gov.au/index.html can be replaced by our.information

Issues with enrolment due to volume

Meals will be labelled for rooms and produced-largely on site. Guards will need to deliver
appropriately.

DHHS, Medical, VicPol and DJPR
Need to be signing confidentiality agreements — no special format.

Likely stand up sites-aredMiercure Welcome in Melbourne, 4 Points by Sheraton, maybe Novotel
Melbourne on Collins, Novotel Geelong, Travelodge Hotel in Docklands

Cameron Nolan will be key contact
Data to be-provided on jobs saved as a result of this potential additional work

Food willnot be provided for security personnel by department — can leave site to source food.
Storage on site is likely to be available but to be confirmed as part of site visits.

If there is anything | have missed let me know. As an indication | expect the hourly cost for 1 officer x
24 hours per day x 7 days per week will be $51.00 per hour ex GST, but can confirm once we have a
clearer indication of numbers etc.

Jamie Adams
General Manager Victoria & Tasmania
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This email, and any attachments, may contain privileged and confidential
information. If you are not the intended recipient, you may not distribute or
reproduce this e-mail or the attachments. If you have received this message in

error, please notify us by return email.
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Government of Victoria, Victoria, Australia.

This email, and any attachments, may contain privileged and confidential
information. If you are not the intended recipient, you may not distribute or
reproduce this e-mail or the attachments. If you have received this message in

error, please notify us by return email.
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