Procurement governance policy
This is a mandated policy under the operational policy framework. Any edits to this page must follow
the process outlined on the creating, updating and deleting operational policies page.

Overview
This policy outlines the authorities, accountabilities and relationships that have been created to
ensure a high-performing procurement function across the department.

Scope
The policy applies to all employees, school governing councils, school councils, preschool
management committees and public authorities operating within the department’s procurement
framework.
The policy covers activities related to the acquisition of goods and services required by the
department for its:
•
•

operations, regardless of value
construction works up to and including $165,000 (GST inclusive) through third-party sources.

It does not apply to works above $165,000 (GST inclusive) or government office accommodation,
leasing and fit outs, and grants as defined in Treasurer’s Instruction 15.
A procurement operation is the procurement of goods and services required by the department to
perform its core operations and responsibilities. It also applies when the department receives the
predominate benefit from the expenditure of departmental funds. See the procurement operation
or grants user guide (PDF 617KB) for more information.
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Detail
Role of Procurement
Procurement and Contracting forms part of the Procurement, Contracting and Transport Directorate
within the Office of the Chief Executive of the department’s corporate structure. Procurement is an
important contributor to the department’s strategic plan to build a world-class education system
and a stronger future South Australia’s children. Procurement acts as an enabler for Education’s
1100 sites to support the department to achieve its identified goals, in particular, providing target
resources and better support for schools and preschools.

Procurement Spend Profile
The State Budget 2020-21 Agency Statements highlights the department’s goods and services
budget for the 2020-21 financial year is $896,756,000. This includes consultancy expenses and is the
combined budgeted spend across corporate office, schools and preschools.
In 2019-20, expenditure on goods and services across the department totaled $760,487,000.
$565,693,000 was aligned to corporate Education, of which 70.3% related to services.

Procurement Principles
Treasurer’s Instruction 18 and its associated policies requires public authorities to adhere to five key
principles:
1.

Achieving value for money

Value for money is the optimum outcome from the combination of whole-of-life costs and
qualitative factors. Cost is not the only determining factor in assessing value for money.
For the purchase of standard, low-value items, the cost of the items may be the defining factor.
However, for more complex purchases, a value for money assessment should include consideration
of a range of factors, including:
•
•
•
•
•
•

2.

quality of product
potential additional costs
maintenance, running costs, delivery charges
warranties
disposal costs at end of life
environmental and sustainability considerations.

Supporting and strengthening collaborative relationships

Building and maintaining strong relationships between procurement and internal and external
stakeholders provides an excellent foundation to maximise the benefits and outcomes of the
procurement process.
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3.

Maximising opportunities for South Australian businesses

The South Australian Industry Participation Policy will be applied, where applicable, to maximise the
opportunities offered to local South Australian suppliers.
4.

Promoting innovation through outcomes-based procurement

Effective industry engagement, detailed market analysis, outcomes-based procurement practices
and a desire for continuous improvement will encourage innovation.
5.

Maintaining probity, accountability, transparency and ethical procurement

Procurement processes must be undertaken in a manner that ensures:
•
•
•
•
•
•

probity is upheld at every stage
appropriate record keeping is maintained and auditable
conflicts of interest are identified, declared and appropriately managed
commercial information and other confidential information is kept confidential
there is transparency in the decision-making process
public officers are kept accountable for their actions.

Throughout the procurement process, staff should adhere to the Code of Ethics for the South
Australian Public Sector (PDF 607KB), a code of conduct for the purposes of the Public Sector Act
2009, details the professional, ethical and behavioural standards for public sector employees. The
Code of Ethics applies to all public sector employees regardless of the nature or level of
employment.
Where an unethical procurement practice is suspected at a site, the Procurement and Contracting
Unit should be notified via education.procurementunit@sa.gov.au. Procurement and Contracting
will determine an appropriate course of action and work with the site to manage the issue.
Further information regarding probity and ethical conduct is available in DTF’s probity and ethical
procurement guideline.

Key stakeholders
The Chief Executive
The Chief Executive is ultimately responsible for the effective management and governance of the
department’s procurement function, including the compliance with SA Government requirements
and ensuring the successful management of procurements, regardless of value.
The Chief Executive has established a Procurement Governance Committee (PGC) to oversee the
department’s procurement function and to ensure government requirements are met. Accordingly,
the Chief Executive has delegated the department’s procurement delegation to the PGC. Specific
procurement delegations have also been assigned to individual officers as detailed in the financial
and procurement authorisations listing.
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The Chief Executive must approve the department’s Activity Plan prior to publication to ensure the
accurate reporting of forecast and confirmed procurements above $550,000 for the next 12 month
period in the Procurement Activity Reporting System (PARS). The Chief Executive must also approve
single source arrangements above $550,000 and exemptions to PC027 – Disclosure of government
contracts. For the avoidance of doubt, these functions cannot be delegated.

Department Procurement Governance Council (PGC)
The PGC supports the Chief Executive to ensure purchasing activities are driven by business needs,
use best practise, manage risk exposure and comply with the government’s procurement objectives.
The functions, membership and operating guidelines of the PGC are outlined in the committee’s
Terms of Reference.

Chief Procurement Officer
The Chief Procurement Officer leads the Procurement and Contracting Unit and is responsible for
managing the strategic direction of procurement within the department, including undertaking an
annual internal suitability review of the department’s procurement framework.
PGC has sub-delegated the approval of acquisition plans and purchase recommendations to the
Chief Procurement Officer for the procurement of cleaning services, canteen services, out of schools
hours care services, provision of uniform and accessories services and transport services, regardless
of value or complexity.

Procurement and Contracting Unit
In supporting the department’s broader strategic objectives, the Procurement and Contracting Unit
aims to provide quality expert services. It also aims to equip sites with the skills and ability to
undertake effective procurement processes that meet the government’s requirements. This is done
by:
•
•
•
•
•
•
•

providing a secretariat role to the PGC and implementing PGC decisions
developing, implementing, monitoring and reviewing procurement policies, guidelines and
practices incorporating department and across government requirements
providing excellence in delivering services to meet client needs through expert advice and
support
providing leadership and direction both within the Procurement Unit and to clients with a
focus on good practice, continuous improvement and staff training and development
managing tender processes and coordinating purchasing (if relevant)
communicating relevant procurement information throughout the department
maintaining the department’s contract register and coordinating the procurement reporting
requirements.

Education sites and staff
All sites and employees must:
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•
•
•
•

comply with procurement policies, procedures and guidelines
purchase goods and services from established contracts where appropriate
purchase within delegated authorities.
maintain accurate records regarding the decision-making process for transactional
purchases.

Reporting requirements
Quarterly report
A quarterly reporting schedule is required to be submitted by Procurement and Contracting to DTF
via PARS, which provides data related to financial reporting, procurement and contracting activity,
people, operational reporting and contract management. The quarterly report will reflect the
requirements outlined in DTF’s reporting schedule.

Annual requirements
Procurement and Contracting will provide a copy of the department’s procurement-related
capability assessment, capability development plan and industry engagement plan to DTF –
Procurement Services on an annual basis.

Forward procurement plan and activity plan
The department will utilise PARS to maintain a rolling 24-month forward procurement plan for
procurements estimated to be valued above $55,000. This includes current contracts due for expiry
or renewal.
Procurements valued above $55,000 must be recorded in the forward procurement plan prior to
approaching the market.
The department will also submit an annual Procurement Activity Plan, approved by the Chief
Executive, by 1 July each year for all procurement activities with an estimated value above $550,000
that are earmarked to take place in the next 12 month period.
Procurements valued above $550,000, and that do not appear in the annual activity plan, can’t
proceed until the activity plan has been updated, approved by the Chief Executive and resubmitted
to DTF.

Internal and external reviews
An internal audit of the department’s procurement function, including performance and capability,
spend and risk profile, will be undertaken on an annual basis. Details of the review will be provided
to DTF by 31 October each year.
An external supplier must be engaged every two years to undertake a review of the department’s
procurement and contract management processes. The final report must be provided to DTF Procurement Services within 30 days of the report being finalised and delivered to the department.
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Contract management activity
The annual review reports completed for complex and strategic contracts, and routine contracts
valued above $550,000 (GST inclusive), will be utilised by Procurement and Contracting to prepare
an annual report to the procurement governance committee which will detail key criteria including
contract expenditure, contract management resources, contract outcomes and suppler
performance, contract variations and risk.

Pre-procurement authority
Pre-procurement authorisation is the written endorsement from an appropriate financial delegate
that confirms the availability of relevant funding so the procurement can proceed.
Funds must be available and approval obtained from an appropriate delegate before any
procurement process can start.
Delegations can be located in the financial and procurement authorisations listing (XLSX, 303.9 KB),
which are maintained by the Financial Management Compliance Unit and are reviewed yearly as a
minimum.

Procurement authority
The Chief Executive has delegated procurement authority and approval of acquisition plans and
purchase recommendations to individual officers in line with the procurement delegations.
In addition, principals and preschool directors may sub-delegate their purchase authority to other
key staff if needed, provided that it is approved and minuted by the relevant school governing
council, school council or preschool management committee.

Contractual authority
Contractual authority is unique and differs to both expenditure and procurement authority.
Refer to the contractual and commercial agreements section of the department’s finance and
procurement authorisations register (XLSX, 303.9 KB) for information on the delegates approved to
authorise specific contracts and agreements.

Limitation of liability
The default liability cap for standard goods and services contracts is 1-5 times the contract value.
The Chief Executive is authorised to approve cap limits outside this range. Where a default liability
cap is not applicable, the Chief Executive has sub-delegated limitation of liability approval to the
Chief Procurement Officer. This authority may be exercised on projects classed as low risk and that
fall below the value of $110,000 (GST inclusive).
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Where the standard goods and services contract is not applicable, the Crown Solicitor’s Office must
be consulted to develop a contract with appropriate liability provisions. The Procurement and
Contracting Unit will help sites regarding liability limitation provisions.

Leasing
Lease arrangements should not be considered unless it’s determined to be the only viable method of
procurement. Property leasing and vehicle leasing through the mandated across government fleet
arrangements are exempt from this directive.
When considering any leasing option, contact the Procurement and Contracting Unit at
education.procurementunit@sa.gov.au for more information and advice.

Engaging consultants
A consultant is defined in DTF’s Procurement glossary as:
A person or entity that is engaged by a public authority for a specified period to carry out a task that
requires specialist skills and knowledge not available in the public authority. The objectives of the
task will be achieved by the consultant free from direction by the public authority as to the way it is
performed and in circumstances in which the engagement of a person under normal circumstances
is not a feasible alternative.
The engagement of a consultant is appropriate when specific skills, knowledge or expertise required
to carry out certain functions are not available from within the organisation and are not
conveniently available elsewhere within the public sector.
All consultancies, irrespective of value, must be disclosed in accordance with PC027 – Disclosure of
Government Contracts.
Therefore, before engaging a consultant, regardless of the contract value, contact the Procurement
and Contracting Unit at education.procurementunit@sa.gov.au for help and advice to make sure the
correct procurement and departmental processes are followed.

Emergency situation procurement procedures
Emergency procurement provisions should be limited to situations where a real emergency, crisis or
disaster has arisen and undertaken in compliance with DTF’s Emergency Situations Procurement
Schedule. An emergency (as defined in the Emergency Management Act 2004) is an event that
causes, or threatens to cause:
•
•
•
•

the death of, or injury or other damage to the health of, any person
the destruction of, or damage to, any property
a disruption to essential services or to services usually enjoyed by the community
harm to the environment, or to flora or fauna.
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In an emergency situation, the procurement process must remain in line with this policy and the
procurement procedure, where possible. A streamlined and flexible procurement process may be
warranted to facilitate an immediate response to an emergency. Financial approvals must be
obtained in accordance with the Treasurer’s instructions and contract disclosure requirements still
apply.
At a minimum, the following information must be recorded for emergency procurements:
•
•
•
•
•
•

goods/services being procured;
the purpose of the procurement;
total value (GST inclusive);
supplier name and contact details;
short summary of the procurement process and associated risk; and
contact details of the party managing the procurement.

Where a site believes that an emergency situation requires the procurement of goods or services
outside of this policy, contact the Chief Procurement Officer (8226 3332 or 8226 1610) for direction
on an appropriate procurement process. Where the Chief Procurement Officer can’t be contacted,
seek direction from the relevant Director.
Procurement in an emergency situation should be consistent with any risk management, health and
safety and business continuity plans in place within the department.

Unsolicited proposals
Any unsolicited proposals valued greater than $1,100,000 must be assessed in line with the
Guidelines for Assessment of Unsolicited Proposals and DPC Circular 038 – Unsolicited Proposals.
Unsolicited proposals valued up to and including $1,100,000 must be managed in accordance with
DTF’s Unsolicited Proposals Schedule and will not be used to avoid competitive procurement or
tender processes.

Supplier complaints
Supplier complaints must be managed in accordance with Education’s complaint management
procedure, DTF’s Supplier complaints schedule and PC039 – Complaint management in the South
Australian public sector.
Complaints regarding the procurement process must be submitted in writing, addressed to the Chief
Procurement Officer, to education.procurementunit@sa.gov.au.
Following receipt of the complaint, the details will be documented in the complaints register and
allocated to a Procurement and Contracting employee for investigation, in an attempt to resolve the
issue with the assistance of any identified stakeholders. Depending on the nature of the complaint
or the result of the initial investigation by Procurement and Contracting, the complaint will be
referred to an independent officer for investigation.
Complaints will be escalated to SA Government’s Procurement Review Committee (PRC) if the issues
can’t be resolved to the satisfaction of the Department for Education and the complainant. If the
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complaint remains unresolved after intervention by the PRC, the complainant can be referred to
Ombudsman SA.
The actions and final outcomes of the supplier complaint process must be updated in the complaints
register.
All contractual complaints must be managed in line with the established resolution of dispute
provisions detailed in the contract.

Child protection obligations
In line with the Children and Young People (Safety) Act 2017 and Child Safety (Prohibited Persons)
Act 2016 and the department’s screening policy, staff must make sure contractors or personnel
(third-party provider) have a working with children check. This is undertaken through the
Department of Human Services (DHS). The contractors or personnel must be inducted to their child
protection responsibilities at the site. This applies for those engaged to do the following:
•
•
•
•
•

work with children and young people
work in proximity to children and young people without constant supervision by a
department employee
have access to records relating to children and young people
provide overnight care for children and young people
manage or supervise personnel undertaking these roles.

For any new arrangement with third-party providers where working with children checks are
required, a written agreement must be established that contains the model child safety clause as
developed by the Crown Solicitor’s Office. The written agreements are in various forms with the
appropriate type applied depending on the nature of the purchase:
•
•
•
•
•

For Basware – answer the 4 mandated questions when prompted.
For EDSAS or LPO - tick the yes box in the order form.
If the Procurement and Contracting Unit’s standard goods and services agreement (DOTX,
114.7 KB) is used – include the child safety clause in attachment 4 – special conditions.
For a range of standard contracts, the Crown Solicitor’s Office has already included the
model clause in these types of contracts.
For any other contracts that require the clause to be included, contact the Procurement and
Contracting unit (education.procurementunit@sa.gov.au) who will liaise with the Crown
Solicitor’s Office to develop the appropriate agreement.

Information security and privacy
Where information or data is involved in the procurement of goods and services, in line with the
information security management framework, and Cabinet’s top 10 cyber security resilience and
preparedness objectives, staff must:
•
•

consider the value of information and data that may be stored, processed or transmitted
consider information security and privacy risk
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•

include information security and privacy clauses, where appropriate, to protect information
or data commensurate to the risk.

For help to determine the value of information, information security and privacy risk and protection
advice, contact ICT Cyber Security at education.ICTCybersecurity@sa.gov.au.

Records management
Accurate records must be maintained to document the planning, sourcing and contract management
components and activities of the procurement process. The information and records management
policy provides guidance to effective records management.

Roles and responsibilities
Chief Executive
Responsible for the implementation of, and compliance with, Treasurer’s Instruction 18 and the
department’s procurement framework, and for the efficient and effective management of
procurements, regardless of value.
Has delegated procurement authority to the PGC and specific officers.

Managers
Ensure staff undertaking procurement processes are sufficiently informed about relevant
procurement policies and guidelines.
Take reasonable steps to make sure staff are fully informed of legislative, government and
department requirements of the procurement of goods and services.
Managers include executive directors, directors, assistant directors, education directors, principals
and supervisors.

Employees
Employees that are required to undertake procurement functions on behalf of their site should
familiarise themselves and keep up to date with legislation, government and procurement
requirements.

Procurement and Contracting Unit
Monitor and evaluate the effectiveness of the policy through an annual review.
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Definitions
value for money
The achievement of a desired procurement outcome based on the optimum balance of whole-of-life
costs and qualitative factors.

whole of life cost
The total costs and expenses associated with the purchase of a good or service over the entire
contract term, taking into consideration all acquisition, operational, maintenance and disposal costs.

complexity assessment
An assessment undertaken prior to the acquisition planning process and contract handover stage to
determine the category of the procurement and contract, and the department’s requirements to
effectively manage the procurement process and contract management activities.

contract delegation
An authority enabling the Minister, or nominated delegate, to execute contracts.

contractor
A person engaged by an entity for a specified period to carry out a defined task subject to direction
by the entity as to the way in which that task is performed and in circumstances where the
engagement of a person under normal employment conditions is not a feasible alternative.

pre-procurement delegation
An authority that enables a nominated delegate to authorise the commitment of expenditure within
the department’s budget framework.

procurement delegation
Authority enabling the nominated delegate to authorise the purchase of goods and services.

risk
A future condition or circumstance that could impact on objectives if it occurs.
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across government contract
A contract established for and on behalf of all government agencies, the use of which may be
mandated.

Policy information
Supporting information
Procurement flowchart

Related legislation
Public Finance & Audit Act 1987 - Treasurer’s Instruction 18

Related policy documents
routine and acquisition plan (DOCX, 447.1 KB) templates
routine and purchase recommendation (DOCX, 397.9 KB) templates
Procurement procedure
Schools and preschools procurement procedure
Writing procurement specifications guideline
Managing risks in procurement procedure
Purchase order exemption policy
Disposal of goods and equipment procedure
Contract management procedure
DPC’s information privacy principles instruction (PDF 229KB)
Industry participation policy (PDF 818KB)
Screening and suitability – child safety policy
Treasurer’s instructions and guidelines
Information Security Management framework
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