
 
 
 
 
 
 

  
 
 
 
 
 
 
 

GENERAL CONTRACT 
STANDING ORDERS 

 
 
 
 
 
Standing orders for the supply of goods or materials, the provision of services and the 
execution of works 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

4th Edition:      May 2014 

Approved:      2nd June 2014 

Review Date:  May 2015 



 

 

  

INDEX 

 
Paragraph Title Page 

 
1 Definitions 1 
2 Extent  2 
3 Exemptions 3 
4 Estimates of Cost 4 
5 Approved Contractors 4 
6 Ad hoc Restricted List of Contractors 4 
7 Public Contracts Regulations 5 
8 Pre-Tender Market Research and Consultation 6 
9 Submission of Tenders 6 
10 Late Tenders 7 
11 Opening of Tenders 7 

12 Register of Tenders 8 
13 Checking of tenders 8 
14 Acceptance of tenders 9 
15 Form of Contract 10 
16 Evaluation of Tenders 10 
17 Freedom of Information (Scotland) Act 2002 11 
18 Post-contract monitoring and evaluation 11 
19 Nomination of Sub-Contractor 12 
20 Serial, Two Stage and Negotiated Tenders and Existing Contracts 12 
21 European Standards 12 
22 Prevention of Collusion and Corrupt or Illegal Practices 13 
23 Equal Opportunity in Employment 13 
24 Race Equality 13 
25 Assignation 13 
26 Authority 13 
27 Circulation 13 
28 Advice 13 
29 Breach 14 
30 
 

Annual Reviews 14 

Appendix 1 Race Relations 
 

 

Appendix 2 Code of Practice – Selection by Quality as well as price  



 

 

NLL General Contract Standing Orders                 May 2014 

      1      

NORTH LANARKSHIRE LEISURE LIMITED 
Standing Orders Relating to Contracts 

 
1. DEFINITIONS 
 
1.1 Authorised 

Officer 
 

The officer designated by the Chief Officer to deal with the contract in 
question. 

1.2 Award 
Criteria 
 

The criteria by which the successful quotation or tender is to be 
awarded. 

1.3 Award 
Procedure 
 

The procedure for awarding a contract as specified in Standing Order 
14. 

1.4 Best Value The requirement to secure continuous improvement in the way in 
which functions are exercised, having regard to a combination of 
economy, efficiency and effectiveness. 
 

1.5 Candidate Any person who asks or is invited to submit a quotation or tender. 
 

1.6 Chief 
Officer 

The Chief Executive or a substitute(s) as authorised by the Chief 
Executive except in cases where it is stated that substitutes may not 
act. The Chief Executive may have different Authorised Substitutes, 
depending on the topic. 
 

1.7 Contract This includes work which is or may be assigned to external contractors 
or to any part of North Lanarkshire Leisure, including its partner 
organisations. 
 

1.8  EU 
Procedure 

The procedure required by the European Union where the total value 
exceeds the EU threshold. 
 

1.9  EU 
Threshold 

The threshold at which European Union public procurement directives 
must be applied. 
 

1.10  Emergency An actual or potential emergency or disaster involving or likely to 
involve any or all of the following: Danger to life or health; serious 
damage to or destruction of property; or major financial penalties. 
 

1.11  Invitation to 
Tender 
 

Invitation to tender documents in the form required by Standing 
Orders. 

1.12  Tender A Candidate’s proposal submitted in response to an invitation to 
tender. 
 

1.13  Tender 
Record 
book 
 

The log kept by the Chief Executive to record details of tenders. 
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2. EXTENT 
 

2.1 These Orders shall apply to arrangements made by or on behalf of North 
Lanarkshire Leisure Limited relating to the supply of goods and materials, 
the provision of services including Consultancy Services and the execution 
of works. In addition, every employee of North Lanarkshire Leisure Limited 
shall apply the Orders. 

 
2.2 Any action which may be taken on North Lanarkshire Leisure Limited’s 

behalf may be subject also to the terms of North Lanarkshire Leisure 
Limited’s specific delegations of responsibilities to particular officers and the 
Financial Regulations as approved from time to time by North Lanarkshire 
Leisure Limited. 

 
2.3 These Orders shall apply to all contracts between the value of £50,000 and 

£172,514 unless any legislation requires otherwise, in which case that 
legislation shall apply together with those parts of the Orders which are 
unaffected by such legislation. 

 
2.4 Order 7 relates to contracts to which the European Union's Public 

Procurement Directives apply, these are contracts exceeding the value of 
£172,514 for Supplies / Services and £4,322,012 for Works. The directives 
broadly require organisations like North Lanarkshire Leisure to use one of 
four types of tendering procedure for contracts above the relevant 
thresholds. The four types of tendering procedure are: 

 

 the "open tendering procedure", under which the tender must be 

publicly advertised and all interested parties are able to tender; 

 

 the second type of tendering is the "restricted tendering procedure", 

whereby previously approved listed contractors may bid. These 

contractors will usually have been selected by advertisement and 

competition. If there is good reason why that procedure would be 

inappropriate then the third or must be considered; 

 

 the third  type of tendering is the "negotiated tendering procedure" 

when the company selects potential contractors with whom to 

negotiate and awards the Contract to one of these firms without 

necessarily following any formal tendering procedure. There are two 

types of negotiated procedure: 

 
(a) the negotiated procedure with advertisement under which the 

organisation must advertise to find suitable firms with which to 
negotiate; and 

 
(b) the negotiated procedure without advertisement whereby the 

organisation is permitted to select a person or persons with 
whom to negotiate without advertisement. 

 
As a general rule, and to achieve best value, the open or restricted 
procedures should be used to select contractors. The negotiated 
procedure is an exceptional procedure to be used in limited circumstances 
and is strictly governed. Where the Chief Officer proposes to use the 
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negotiated procedure legal advice must be sought before starting the 
tender process. 

2.5 These Orders shall not apply to contracts made on North Lanarkshire 
Leisure Limited’s behalf by means of framework agreements made with 
other organisations, including North Lanarkshire Council, the Authorities 
Buying Consortium (ABC), the Stationery Office and the Government 
Catalogue.  North Lanarkshire Leisure Limited shall not seek offers for 
contracts which these organisations are entitled to seek on North 
Lanarkshire Leisure Limited’s behalf, except in such cases as North 
Lanarkshire Leisure Limited deems it likely that better value will be obtained 
by seeking tenders by other means, or as otherwise permitted by the 
framework agreements. 

 
3. EXEMPTIONS 

 
3.1 There shall be exempted from the provision of these orders as follows: 

 contracts where the total estimated value does not exceed £10,000, 
subject always to the need to demonstrate value for money and 
probity when entering into any such contract. 

 contracts where the estimated contact value exceeds £10,000 but 
does not exceed £50,000, including those on a recurring basis.  In this 
instance there is the requirement to seek competitive quotes – the 
details of which are outlined in sections 3.2 – 3.4 

 contracts where it is established that one supplier or contractor is the 
only possible or practicable choice.  That fact should be recorded and 
the agreement of the Chief Executive should be obtained before the 
contract is awarded; where possible such contracts should not exceed 
one year’s duration and arrangements should be made annually to 
seek alternative suppliers or contractors in the interests of obtaining 
best value. 

 
3.2 All contracts between the value of £10,000 and £50,000, must have at least 

3 competitive quotes obtained.  Such quotations shall be recorded in 
registers of quotations and kept by the appropriate Chief Officer.  This shall 
include the number of quotations received in respect of each contract, the 
name and address of each tenderer, the value or amount of each quote, 
and a statement as to the acceptance or otherwise of the quote.  These 
registers shall be kept for a period of 7 years from the date of the last 
contract measurement and be made available for inspection by North 
Lanarkshire Leisure Limited's Board of Directors. 

 
3.3 Where three suitable contractors cannot be found, the fact, together with a 

note of the efforts made to secure three quotes, should be recorded. 
 
3.4 These Orders shall not apply to any contract if an officer who has been 

given specific responsibility in this regard by North Lanarkshire Leisure 
Limited (an "authorised officer") believes that a contract would avert, 
alleviate or eradicate the effects or potential effects of an Emergency.  An 
authorised officer may enter into an emergency contract and as soon as 
possible afterwards report fully on the circumstances to the Board of 
Directors. 
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3.5 North Lanarkshire Leisure Limited's Board of Directors, by reason of special 
circumstances, may decide that some or all of these Orders shall not apply 
to any contract. 

 
3.6 These orders do not apply to contracts of employment. 

 
4. ESTIMATES OF COST 

 
4.1 No contract shall be entered into unless the estimated expenditure involved 

is either included within North Lanarkshire Leisure Limited’s approved 
budgets or can otherwise be provided from financial resources available to 
North Lanarkshire Leisure Limited. 

 
5. APPROVED CONTRACTORS 

 
5.1 The Chief Executive (Principle Budget Holder) shall approve all  persons to 

be invited to tender for each individual contract  for the supply of goods or 
materials or for the provision of services of specified categories, values or 
amounts, or for the execution of specified categories and values of works, 
and except as provided for in Orders 6 and 7, invitations to tender for a 
contract shall be limited to persons whose names approved by the Chief 
Executive.   

5.2 Where appropriate the Chief Executive should endeavour to include local 
businesses within the selections detailed in section 5.1. 

 
5.3 Details of the persons to be invited to tender shall be kept by the Chief 

Executive or as delegated to the responsible Budget Holder.  
 
5.4 These officers must ensure for those persons being invited to tender that: 

   their technical capability, professional fitness and financial standing 
has been satisfactorily investigated; and 

 They have given assurance to North Lanarkshire Leisure in writing 
that they will comply with the appropriate conditions of contract laid 
down by North Lanarkshire Leisure Limited.  

 
5.5 An invitation to tender for a contract shall be sent to at least four persons as 

approved by the Chief Executive and as being approved for a contract of 
that category or for that value or amount or, if there are four or fewer than 
four persons, to all such persons deemed appropriate by the Chief 
Executive.   

 
5.6 For construction work, the Chief Executive may elect to use a list of 

acceptable contractors maintained by Constructionline. 
 
5.7 Officers responsible for the short-listing of approved contractor listings must 

have regard to the financial and technical standards relevant to the contract 
and should have regard to Award Criteria. 

 
6. AD HOC RESTRICTED LIST OF CONTRACTORS 

 
6.1 This Order shall apply to all contracts below the values specified in Order 

7.1, where the Board of Directors has authorised that invitations to tender 
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for a particular contract shall be limited to persons who reply to a public 
notice. 

 
6.2 Public notice shall be given in one or more newspapers circulating in the 

appropriate part of North Lanarkshire Leisure Limited’s area and in such 
trade journals as the appropriate Chief Officer may consider necessary, 
setting out particulars of the contract into which North Lanarkshire Leisure 
Limited wish to enter and inviting persons interested to apply within such 
period, not less than fourteen days, as may be specified, for permission to 
tender. 

 
6.3 After expiration of the period specified in the public notice, if more than four 

persons have applied for permission to tender, invitations to tender for the 
contract shall be sent to four or more such persons selected in the manner 
provided for in Order 5.8 or, if four or fewer than four persons have applied 
and are considered suitable by the appropriate Chief Officer, to all such 
persons.  Provided that no person shall be invited to tender unless he has 
met with the requirements of Orders 5.3. 

 
7. PUBLIC CONTRACTS REGULATIONS 

 
 Tendering Procedures 

7.1 Under the EU Procedure, the Board of Directors may approve the open, 
restricted or negotiated procedures for the purpose of seeking offers to 
enter into contracts as prescribed by the Public Contracts (Scotland) 
Regulations 2012 (“the Public Contracts Regulations”).  As from 1st January 
2012, the EU thresholds relating to Public Sector procurement obligations 
were (a) services and supplies estimated to cost in excess of £172,514 and 
(b) works estimated to cost in excess of £4,322,012. 

 
7.2 A Chief Officer shall report to the Board of Directors concerning any 

proposed contract governed by the Public Contracts Regulations. That 
report shall include recommendations as to the type of tendering procedure 
which should be adopted for the particular contract. 

 
Open Tendering Procedure 

7.3 This procedure allows any competent contractor to bid in response to public 
advertisement.  If the open procedure is not recommended specific reason 
shall be given for recommending any other tendering procedure. 

 
Restricted Tendering Procedure 

7.4 If the Board of Directors has decided that the open procedure would not be 
appropriate for a particular contract, the Board may approve the restricted 
procedure for the purpose of seeking offers to enter into contracts as 
prescribed by the Public Contracts Regulations. 

 
7.5 If neither the open nor the restricted procedure is recommended, specific 

reason shall be given for recommending the negotiated procedure. 
 

Negotiated Tendering Procedure 

7.6 If the Board of Directors has decided that neither the open nor the restricted 
procedure would be appropriate for a particular contract the Board may 
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approve the negotiated procedure for the purpose of seeking offers to enter 
into contracts as prescribed by the Public Contracts Regulations. 

 
Advertising Arrangements 

7.7 The Chief Executive shall approve an electronic means of posting 
procurement notices to the supplement of the Official Journal of the 
European Union (“OJEU”) to be used by North Lanarkshire Leisure to 
advertise contracts subject to the Public Contracts Regulations. 

 
 
8. PRE-TENDER MARKET RESEARCH AND CONSULTATION 

 
8.1 The Officer responsible for the purchase may consult potential suppliers 

prior to the issue of the Invitation to Offer in general terms about the nature, 
level and standard of the supply, contract packaging and other relevant 
matters provided this does not prejudice any potential candidate, but must 
not seek or accept technical advice on the preparation of an Invitation to 
Tender or Quotation from anyone who may have a commercial interest in 
them if this may prejudice the equal treatment of all potential Candidates or 
distort competition. 

 
8.2 Sections should ensure that, wherever possible, an initial estimate of the 

likely costs is prepared and documented at the planning stage of each 
contract to ensure that the correct form of Quote/ Tender is sought. 

 
9. SUBMISSION OF TENDERS 
 
9.1 The Invitation to Tender shall state that no Tender will be considered unless 

it is received by the date and time stipulated in the Invitation to Tender. No 
Tender delivered in contravention of this clause shall be considered. 

 
9.2 All Invitations to Tender shall include the following: 
 

 A specification that describes North Lanarkshire Leisure Limited’s 
requirements in sufficient detail to enable the submission of competitive 
offers; 

 

 A requirement for tenderers to declare that the tender content, price or 
any other figure or particulars concerning the Tender have not been 
disclosed by the tenderer to any other party (except where such a 
disclosure is made in confidence for a necessary purpose); 

 

 A requirement for tenderers to complete fully and sign all tender 
documents including a form of tender and certificates relating to 
canvassing and non-collusion; 

 

 Notification that tenders are submitted to North Lanarkshire Leisure 
Limited on the basis that they are compiled at the tenderer’s expense; 

 

 A description of the award procedure and, unless defined in a prior 
advertisement, evaluation criteria (including quality/price ratio, weighted 
quality criteria and price scoring model).  The award procedure and 
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evaluation criteria must remain unchanged throughout the tender 
process. 

 

 A stipulation that any Tenders submitted by fax or other electronic means 
shall not be considered; 

 

 The method by which any arithmetical errors discovered in the submitted 
tenders is to be dealt with. In particular, whether the overall price prevails 
over the rates in the tender or vice versa. 

 
9.3 All Invitations to Tender or Quotations must specify the goods, services or 

works that are required, together with the terms and conditions of contract 
that will apply. 

 
9.4 The Invitation to Tender or Quotation must state that North Lanarkshire 

Leisure Limited is not bound to accept any Quotation or Tender. 
 
9.5 All Candidates invited to tender or quote must be issued with the same 

information at the same time and subject to the same conditions. Any 
supplementary information must be given on the same basis. 

 
9.6 Candidates invited to respond must be given an adequate period in which to 

prepare and submit a proper Quotation or Tender, consistent with the 
urgency of the contract requirement. Normally at least 4 weeks should be 
allowed for submission of tenders. 

 
9.7 Where, in pursuance of these Orders, an invitation to tender is required, for 

a contract above the exemption limit every notice of such invitation shall 
state that no tender will be received except in a plain sealed envelope which 
shall only bear the words "Tender for ...." followed by the subject to which it 
relates and the name or other indication of the sender.  The envelope 
should not contain any other distinguishing marks other than the name of 
the tender to ensure that no responses can be identified prior to opening. 
The envelope containing the tender shall be addressed and delivered to the 
office of the Chief Executive in whose custody it shall remain until the time 
appointed for its opening. 

 
9.8 Candidates should be encouraged to submit their invitations to tender using 

recorded delivery mail or other services which ensure that they have 
adequate proof of posting. 

 
9.9 Tenders shall be kept secure and unopened until the time designated for 

their opening. 

 
10. LATE TENDERS 

 
10.1 No tenders received after the closing date and time for submission shall be 

considered. 
 

11. OPENING OF TENDERS 
 

11.1 The Officer responsible for the preparation of the tender must not disclose 
the names of candidates to any staff involved in the receipt, custody or 
opening of tenders. 
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11.2 Tenders expected to be in excess of the exemption level of £50,000 shall be 

opened in the presence of two officers as nominated by the Chief Executive.  
Two members of the Board of Directors shall also be invited to attend at the 
opening of tenders, although the absence of one or both of these members 
shall not be taken as any indication that the opening of tenders should not 
proceed or should be delayed. 

 
11.3 Tender Invitation sheets should be signed by two officials in all cases as 

evidence that the above procedures have been correctly followed. 

 
12. REGISTER OF TENDERS 

 
12.1 The Chief Executive shall keep and maintain a register of all tenders 

received  and opened in terms of Order 11 and in which shall be entered: 
 

 the number of tenders received in respect of each contract; 
 

 the date and time of opening of each tender; 
 

 the name and address of each tenderer, the value or amount of each 
tender so far as may be ascertained from examinations of each tender 
at the time it is opened and a statement, entered subsequently, as to 
the acceptance or otherwise of each tender; 

 

 a statement of the names and addresses of persons to whom tender 
documents were issued but who declined or failed to submit a tender, 
and 

 

 the register shall be made available for inspection at any time by the 
Board of Directors. 

 
13. CHECKING OF TENDERS 

 
13.1 Tenders shall be checked by the appropriate Chief Officer or his nominee.  

The appropriate Chief Officer or nominated officer of the Chief Executive 
shall thereafter prepare and submit to the Chief Executive a written report in 
respect of all the tenders received in a form suitable for submission to the 
Board of Directors and containing a specific recommendation as to the 
acceptance or otherwise of each tender and the reasons thereof.  

 
13.2 Arithmetical errors identified in the tender documents at the checking stage 

should be notified to the tenderer and dealt with in accordance with the 
procedures detailed in Standing Order 16. 

 
13.3 Between the last date and time for the receipt of tenders and the date on 

which a decision is taken as to which, if any, tender is to be accepted, the 
Chief Officer may instruct not less than two officers or consultant's staff to 
contact a tenderer in respect of any contract in cases where such contact 
may be necessary to validate or clarify the terms of the tender or to contact 
all tenderers to effect negotiations as to the content or value of tenders.  A 
full written Tender Record book shall be kept of all such contacts and shall 
be retained with the original tender. 
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13.4 The Chief Officer or his nominee should ensure that all contractors 

submitting a tender are formally informed in writing of the final result of the 
tendering process in a timely manner.  

 
14.  ACCEPTANCE OF TENDERS 

 
14.1 The Officer must define and document Award Criteria that are appropriate to 

the purchase, before tenders are sought. Award Criteria must be designed 
to secure an outcome giving best value for money for North Lanarkshire 
Leisure Limited. The basic criteria should be: 

 
(a) “highest price” if payment is to be received by the North Lanarkshire 

Leisure; or 
 

(b) Where payment is to be made by North Lanarkshire Leisure: 
 

(i) “lowest price” ; or 
 

(ii)  “the most economically advantageous” offer (where 
considerations other than purchase price also apply). 

 
14.2 If the last criterion is adopted, it must be further defined by reference to sub-

criteria. Sub-criteria may refer only to relevant considerations. These may 
include price, service, quality of goods, running costs, whole life cycle costs, 
technical merit, previous experience, delivery date, cost effectiveness, 
quality, relevant environmental considerations, aesthetic and functional 
characteristics (including security and control features), safety, after-sales 
services, technical assistance, partnering, long-term relationships and any 
other relevant matters. 

 
14.3 Further guidance on how to evaluate tenders where considerations other 

than price also apply is contained within the CIPFA Code of Practice on 
selection by quality as well as price, a copy of which is attached at Appendix 
2. 

 
14.4 Award Criteria must not include: 
 

 Non-commercial considerations; 

 matters which discriminate against suppliers form the European 
Economic Area or signatories to the Government Procurement 
Agreement; 

 matters which are anti-competitive 
 
14.5  For all EU tenders, in accordance with a recent ruling (Alcatel judgement), 

no tender shall be accepted to the effect of concluding a Contract before the 
first working day following the expiry of ten calendar days from and after the 
day following notification to all tenderers by fax or email of the award 
decision. If the tenth calendar day shall fall on a non-working day, the day 
on which the ten calendar day period shall be deemed to have expired shall 
be the first working day thereafter. 

 
 The notification to unsuccessful bidders of the Council’s award decision 

must contain: 
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(a)  the Contract award criteria; 

(b)  where appropriate, the score the tenderer obtained against those 
award criteria; 

(c)  where appropriate, the score the winning tenderer obtained; and 

(d)  the name of the winning tenderer. 
 
14.6 Tenders in excess of the exemption level of £50,000 may be accepted by 

the Chief Executive as authorised by the Board of Directors.  Between 
Board meetings, the Chief Executive, after consultation with the Chairman 
of the Board, may accept tenders in order to expedite the contractual 
process.  In all cases, where this occurs, then the contract shall be reported 
to the next appropriate meeting of the Board for their information. 

 
14.7 If none of the tenders submitted is to be accepted, the Chief Officer or, as 

appropriate, the Chief Executive shall notify all tenderers accordingly. 
 
14.8 No tender shall be accepted unless the appropriate Chief Officer and the 

Chief Executive are satisfied as to the technical capability, professional 
fitness and financial standing of the tenderer. 

 
14.9 After a tender has been accepted, the Chief Officer or, as appropriate the 

Chief Executive, shall ensure that unsuccessful tenderers are formally 
informed in writing of the final outcome of the tendering process in a timely 
manner. 

 
15.   FORM OF CONTRACT 
 
 15.1 Every contract shall be in writing in a form approved by the Chief Executive. 

 
16.   EVALUATION OF TENDERS 

  
 16.1  Apart from the notification required or permitted by Standing Order 16.4: 
         

 confidentiality of Quotations, Tenders and the identity of Candidates 
must be preserved at all times 

 

 information about one Candidate’s response must not be given to 
another Candidate. 

 
16.2 Contracts must be evaluated and awarded in accordance with the Award 

Criteria stated in the contract notice or tender documents. 
 
16.3 The arithmetic in compliant Tenders must be checked. If arithmetical errors 

are found they should be notified to the tenderer, who should be requested 
to confirm or withdraw their Tender. Alternatively, if the rates in the Tender, 
rather than the overall price, were stated within the Invitation to Tender as 
being dominant, an amended Tender price may be requested to accord with 
the rates given by the tenderer. 
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16.4 Chief Officers shall ensure that submitted tender prices are compared with 
any pre-tender estimates and that any discrepancies are examined and 
resolved satisfactorily. 

 
16.5 Quotations and Tenders received in respect of proposed contracts should 

only be accepted where they have been sought and evaluated fully in 
accordance with these standing orders. 

 
17. FREEDOM INFORMATION (SCOTLAND) ACT 2002 

 
17.1  The Freedom of Information (Scotland) Act 2002 came into force on 1 

January 2005. The Act gives a statutory right of access to all information 
held by Scottish public authorities (including arm’s length organisations 
such as North Lanarkshire Leisure), except where an exemption can be 
applied. All Invitations to Tender, invitations to negotiate and pre-
qualification questionnaires should, accordingly, give notice of this. 

 
17.2 On occasions, parties with whom North Lanarkshire Leisure contracts will 

seek to incorporate stipulations that all or some information is provided in 
confidence. No such provision should be accepted without the prior 
approval of the Chief Executive. 

 
17.3  In all cases other than those specifically approved by the Chief Executive, 

all Contract conditions should include the following provision: 
 

“All information submitted to North Lanarkshire Leisure may need to be 
disclosed and/or published by the NLL. Without prejudice to the foregoing 
generally, NLL may disclose information in compliance with the Freedom 
of Information (Scotland) Act 2002 (the decisions of NLL in the 
interpretation thereof shall be final and conclusive in any dispute, 
difference or question arising in respect of disclosure under its terms), any 
other law or as a consequence of judicial order or order by any court, 
tribunal or body with the authority to order disclosure (including the 
Scottish Information Commissioner). Further, NLL may also disclose all 
information submitted to them to the members, employees, agents and 
contractors of NLL” 

  
18. POST-CONTRACT MONITORING AND EVALUATION  

  
18.1 During the life of the contract  the Officer must monitor in respect of 
 

 performance 

 compliance with specification and contract 

 cost 

 any Best Value requirements 

 user satisfaction and risk management. 
 

18.2 Where the Total Value of the contract exceeds £100,000, the Officer must 
make a written report evaluating the extent to which the purchasing need 
and the contract objectives were met by the contract. This should be done 
normally when the contract is completed. Where the contract is to be re-let, 
a provisional report should also be available early enough to inform the 
approach to re-letting of the subsequent contract.  
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  19. NOMINATION OF SUB CONTRACTOR 
 

19.1 Where a contract provides for the nomination of a sub-contractor or supplier 
for the execution of works or supply of goods or materials or for the 
provision of services, the following provisions shall apply.                                                                                                              

 

 tenders shall be invited by the appropriate Chief Officer from not less 
than three persons whom he considers competent for the purpose 
unless he considers that less than three persons are so competent 
whereupon he, following approval of the Board of Directors, may invite 
tenders from such lesser number of persons; and 

 

 the lowest tenderer shall be nominated as sub-contractor or supplier by 
the appropriate Chief Officer unless consent of the Board of Directors 
shall have been obtained to the acceptance for some good and 
sufficient reason of a tender other than the lowest. 

 
20. SERIAL, TWO STAGE AND NEGOTIATED TENDERS AND EXISTING   

            CONTRACTS 
 

20.1 Where the appropriate Chief Officer considers that tenders should be 
obtained for a series of projects or in two stages for any proposed works, he 
shall first obtain the approval of the Board of Directors to that course both in 
respect of the execution of the works and the tendering procedures. 

 
20.2 Where the appropriate Chief Officer considers that a tender should be 

negotiated with one person, he shall, before entering into negotiations, 
obtain the approval of the Board of Directors both in respect of the 
negotiation and of the person with whom the tender is to be negotiated. 

 
20.3 Where the appropriate Chief Officer considers that an existing contract 

should be extended and that a tender should be negotiated with the existing 
contractor, he shall, before entering into negotiation, obtain the approval of 
the Board of Directors both in respect of the extension and of the 
negotiation with the existing contractor. 

 
21. EUROPEAN STANDARDS 

 
21.1 All contracts shall be based on a defined specification except where North 

Lanarkshire Leisure Limited otherwise decides. 
 
21.2 Where there is an appropriate European Standard current at the date of 

tender, every contract shall require the contract to meet the requirements of 
the European Standard. 

 
21.3 Where there is no such European Standard, if there is an equivalent 

International Standard that shall be used. 
 
21.4 In the absence of either European or International Standard an appropriate 

British Standard "or equivalent" shall be used. 
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22.     PREVENTION OF COLLUSION AND CORRUPT OR ILLEGAL 

PRACTICES 
 
22.1 Every contract shall contain a clause entitling North Lanarkshire Leisure 

Limited to cancel the contract and to recover from the contractor the amount 
of any loss resulting from such cancellation if the contractor or his 
representative or associate or affiliated companies or subsidiary or related 
competitors (whether with or without the knowledge of the contractor) shall 
have practised collusion in tendering for that contract or shall have 
employed any corrupt or illegal practices either in the obtaining or the 
execution of that contract. 

 
23.    EQUAL OPPORTUNITY IN EMPLOYMENT 
 
23.1 Before entering into a contract, North Lanarkshire Leisure Limited shall 

obtain from the contractor an assurance in writing that, to the best of his 
knowledge and belief, he has complied with all statutory requirements in 
respect of ensuring equal opportunity in employment. 

 
24.   RACE EQUALITY 
 
24.1 Before entering into a contract, North Lanarkshire Leisure Limited shall 

obtain from the contractor an assurance in writing in the form detailed in the 
Appendix to these Orders that, to the best of his knowledge and belief, he is 
not unlawfully discriminating within the meaning and scope of the provisions 
of the Equality Act 2010 or any statutory modification or re-enactment 
thereof relating to discrimination in employment. 

 
25.   ASSIGNATION 
 
25.1 Except where otherwise provided in the contract a contractor shall not 

assign or sub-let a contract or any part thereof without the previous written 
consent of North Lanarkshire Leisure Limited.             

  
26.    AUTHORITY 
 
26.1 These Orders were approved by North Lanarkshire Leisure Limited on  

27.    CIRCULATION 
 
27.1   Paper copies of these Orders are issued to the Chief Executive and all 

Chief Officers.  Chief Officers are responsible for ensuring that appropriate 
members of staff, contractors or consultants have access to the Orders.  

 
28. ADVICE 

 
28.1    Any queries regarding the Orders or their interpretation should be made in 

the first instance to the Chief Executive. 
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29.   BREACH 
 
 29.1  Any employee discovering a possible breach of these regulations must 

report the matter immediately to the Chief Executive and to his or her own 
Section Head. Failure by any employee to comply with the orders, or in the 
case of staff with appropriate supervisory responsibilities, failure to ensure 
the compliance with others, can be a serious offence, which may give rise 
to disciplinary consequences. 

 
30.    ANNUAL REVIEWS 
 
30.1    The Chief Executive will present proposals for the revision of  the Orders, 

annually, to the Board of Directors for agreement and  approval by North 
Lanarkshire Leisure Limited. 
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EQUALITY ACT 
 
1. Is it your policy as an employer to comply with your statutory obligations 

under the Equality Act 2010 and, accordingly, your practice not to treat one 
group of people less favourably than others because of their colour, race, 
nationality or ethnic origin in relation to decisions to recruit, train or promote 
employees? 

 
 Yes 
 No 
 
2. In the last three years, have any findings of unlawful racial discrimination 

been made against your organisation by any court or industrial tribunal? 
 
 Yes 
 No 
 
3. In the last three years, has your organisation been the subject of formal 

investigation by the Commission for Racial Equality on grounds of alleged 
unlawful discrimination? 

 
 Yes 
 No 
 
4. If the answer to question 2 is in the affirmative or, in relation to question 3, the 

Commission made a finding adverse to your organisation what steps did you 
take in consequence of that finding? 

 
5. Is your policy on race relations set out - (please tick as appropriate). 
 
 (a) in instructions to those concerned with recruitment, training and 

promotion; 
 
 (b) in documents available to employees, recognised trade unions or 

other representative groups of employees; 
 
 (c) in recruitment advertisements of other literature? 
 
6. Do you observe as far as possible the Commission for Racial Equality's Code 

of Practice for Employment, as approved by Parliament in 1983, which gives 
practical guidance to employers and others on the elimination of racial 
discrimination and the promotion of equality of opportunity in employment, 
including the steps that can be taken to encourage members of the ethnic 
minorities to apply for jobs or take up training opportunities? 

 
 Yes 
 No 
 
 Signed................................................................................................................. 
 
 

Designation.......................................................................................................... 
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CIPFA CODE OF PRACTICE – SELECTION BY QUALITY AS WELL AS PRICE 
 
1. ESTABLISH A TENDER PANEL 
 

The first step is to appoint a tender panel, who will be responsible for 
establishing and administering the quality/price evaluation model. The panel 
should normally consist of three to five officers, to include an environmental 
representative where appropriate, who have the skills required to undertake 
the evaluation process. 

 
2. ESTABLISH A QUALITY/PRICE RATIO 
 

The first task of the tender panel should be to determine a quality/price ratio. In 
doing so, the panel needs to address the question ‘How much more are we 
prepared to pay for a potentially higher-quality submission?’ 
 
It is important for the panel to acknowledge that if quality has not previously 
been part of the culture of evaluating tenders, then they are starting from a Q/P 
ratio of 0:100, and that a move to a ratio of 40:60 would represent a major 
change in emphasis. Care should, therefore, be taken when determining the 
ratio not to over-emphasise the importance of quality, but to bear in mind the 
finite funds that are available. 
 
There will often be instances, however, when a higher emphasis on quality is 
justified and higher ratios appropriate (eg 60:40, 70:30). This will particularly be 
the case when seeking tenders for professional services and the appointment 
of contracting partners where ‘price’ within the tender submissions represents 
only a small proportion of the full cost of the project; for example, when 
requesting potential partners to submit prices for overheads and preliminaries, 
leaving the cost of the ‘work’ to be ascertained later by the compilation of a 
target cost. In these instances, a quality price ratio of 100:0 could be justified. 

 
If the tenderer that is assessed as being able to deliver the best quality has 
also offered the best price, then there is no problem. However, it is likely that 
the best quality submission will not also offer the best price. In such an event, 
there is a need for the tender panel to consider how much more they are 
prepared to pay in order to secure the better-quality bid. 

 
  3.  ESTABLISH THE QUALITY CRITERIA 
 

Having established the quality/price ratio, the next step for the tender panel is 
to determine the criteria that will be used to judge submission, and weight them 
in order of importance accordingly. The criteria should be project specific and 
reflect the professional judgement of the tender panel. The following is an 
example of quality criteria that could be applied to a partnering agreement: 
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Quality Criteria Weighting % 

Capacity to resource the project and ability to deliver the 
proposals  
for the project within the tender price submitted. 

25 

Previous experience of partnering, to include names of clients 
and project values (from whom references may be obtained). 

15 

Approach towards partnering, including proposals for the 
project, eg how it will operate in practice. 

15 

Ability to deliver the project within the agreed target cost. 
Methods of providing management information and cost 
control. 

15 

Approach to developing the design in partnership with the 
appointed consultants, including value engineering and 
whole-life costing. 

10 

Proposals to tender and negotiate work packages for each 
activity to achieve best value. 

10 

Knowledge of the Engineering and Construction Contract – 
Option C Target Cost with Activity Schedule. 

5 

Review of the current programme for the project. 5 

Total 100 

 
 

In order to comply with best practice and, where relevant, EC regulations, 
tenderers should be advised of the criteria that will be used to judge their 
submissions. This can be achieved by including the above details within the 
subsequent tender documentation. 
 
The issues that will be considered to judge each submission within each of the 
selected criterion should also be listed and, if necessary, also weighted 
accordingly. 

 
4.    ESTABLISH THE PRICE SCORING MODEL 
 

The mechanism for establishing price scores is that the lowest price tenderer is 
awarded 100 points. All other tenderers are awarded 100 points, less the 
percentage by which their priced submission is above that of the lowest. For 
example: 

 

Firm Tender Sum Percentage above 
lowest  

Price Score 

A £213,921.90 0 100.00 

B £281,961.90 31.81 68.19 

C £303,921.90 42.07 57.93 

D £317,110.19 48.24 51.76 

E £345,180.66 61.36 38.64 

F £345,766.76 61.63 38.37 

  
To achieve the above, the tender panel must ensure that the tender 
documents provide for a ‘tender sum’ to be submitted. If the tender 
submissions are based on a number of variables, such as time or quantities, 
then estimates of these variables should be made and included within the price 
scoring model accordingly. 
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It is essential that the full evaluation model (including quality/price ratio, 
weighted quality criteria and price scoring model) is established at the outset, 
and prior to the invitation of tenders, so that the model is not influenced by 
subjective decisions as the tender evaluation process proceeds. This can be 
achieved by producing a hard copy of the model that is signed and dated by 
each member of the panel. Depending on the management structure for the 
project, the model may then be formally submitted to a line manager, project 
sponsor or project board for approval. 

 
5. MARKING AND SCORING 
 

After tenders have been received they should be evaluated separately by each 
member of the tender panel. Each member of the panel should compile an 
individual score sheet, on which they record their scores for each issue of the 
selected criteria, together with any comments. Although the scores will be 
based on professional judgements, they should also be based on hard 
evidence such as references from other clients or proposed method 
statements. On completion, each member should sign and date their score 
sheet. 
 
For ease of assimilating the evaluation scores, an objective rating system for 
assessment of the tendered responses should be established. This may be 
done by using an absolute scoring system, by which each issue is scored out 
of 10, and each of the main quality criteria is marked out of 100. 
 
On completion, the scores of each panel member should be brought together, 
totalled and averaged. The weightings stipulated in the model should then be 
applied before calculating the final quality scores for each submission. 
 
If the tender evaluation process is to include presentations by the firms 
concerned and interviews, then this should have been accommodated within 
the model that was established at the outset. Any presentations and interviews 
should be held after the members of the panel have completed their scoring, 
as the purpose of the interviews is to refine the scores that have already been 
recorded. After the interviews, each panel member should compile fresh score 
sheets on which they record any adjustments they have made. 

 
6. FINAL SCORES 
 

On completion of the quality evaluation process, the final quality scores should 
be amalgamated with the price scores to determine the identity of the best 
value submission. A final summary score sheet incorporating both price and 
quality scores should be prepared for approval by a line manager, project 
sponsor or project board. The summary should be signed and dated by each 
member of the panel. 

 


