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Policy Statement

This document sets out the Rotunda Hospital’s Procurement Policy for procuring
supplies and services. The aim of the policy is to assist the Executive Management
Team and Board of Governors of Rotunda Hospital meet its obligations in relation to
EU, National and internal procurement rules and to make good procurement decisions
in managing the expenditure of public funds.

The purpose of the Purchasing and Procurement Policy is to outline clear and accurate
procedures and provide guidelines of the Procurement functions to the stakeholders
within The Rotunda Hospital.

11 Guiding Principles

The following Guidelines, Policies, Directives & Circulars have been referenced in this

document.

. Directive 2014/24/EU on Public Procurement (goods, services and works)

. National Public Procurement Policy Framework, November 2019

. Public Procurement Guidelines for Goods & Services, v2, January 2019

. EU Thresholds 1st January 2022 to 31st December 2023

. HSE National Financial Regulations, NFR1, Purchase to Pay; VFR 4.0,
14/07/2022

. Circular 20/2019: Promoting the wuse of Environmental and Social
Considerations in Public Procurement

. Circular 10/2014 Initiatives to Assist SMEs in Public Procurement 2014

. Circular 16/2013 Revision of Arrangements Concerning the Use of Central
Contracts put in place by the National Procurement Service

. Circular 40/2002 Circular 40/2002; Procedures for Approval of Certain

Contracts in the Central Government Sector

1.2 Updates

This Procurement Policy is dynamic in nature and will be subject to amendment and
review periodically when EU, National or Hospital guidelines are updated. Updated
versions of this Procurement Policy will be published via Q Pulse.

1.3 Accountability

Rotunda Hospital is an organisation publicly funded under Section 38 of the Health Act
2004 and the Hospital’s Procurement practices are subject to audit and scrutiny under
the Comptroller and Auditor General (Amendment Act) 1993, and the Local
Government Reform Act 2014.

Procurement transactions and decisions must in all respects be fair, equitable and
ensure value for money. Specifically, the Hospital’'s Accounting Officers must be able
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to justify decisions made and actions taken, and are publicly accountable for
expenditure incurred.

The Hospital’s Board of Governors is responsible for establishing arrangements for
ensuring the proper conduct of the Hospital’s affairs, including conformance to
standards of good governance and accountability with regard to procurement.

14 Procurement Governance

Annual expenditure on goods and services in support of the Rotunda Hospital's
activities as a leading maternity hospital represents a significant portion of the hospital’s
overall annual budget. As a result, this necessitates a strong governance structure to
ensure that procurement activities are carried out in accordance with policies and
guidelines which are influenced by many stakeholders including but not limited to the
European Union, the Department of Health, the Department of Public Expenditure and
Reform and the HSE.

The Board of Governors has ultimate responsibility to ensure compliant procurement
is undertaken at Rotunda Hospital. The Board of Governors delegates budgetary and
procurement responsibilities to the Master / CEO and members of the Executive
Management Team, each of whom take responsibility for the compliant procurement of
all goods, services and works for which they authorise spend.

15 Authority to purchase of goods or services

Rotunda Hospital purchasing is devolved to departments which require the goods and
/ or services for their own area of operation.

Following departments are authorised to issue Purchase Orders on behalf of the
Hospital:

Procurement and Supplies Department
Laboratory

IT

Support Services and its constituent departments
Pharmacy

HR services

Patient Services

Finance Department

The above mentioned departments are authorised to purchase goods or services which
pertain to their own area of expertise, subject to the Hospital's finance and procurement
processes only and within agreed limits and signing protocols as approved by the
Secretary / General Manager and Head of Finance. All other purchases not specific to
their area of expertise and any new or replacement equipment must be purchased
through the Procurement and Supplies Department in the manner detailed in this

policy.
2.0 Scope of Policy

The Purchasing and Procurement Policy refers to the procurement of all supplies and
services in The Rotunda Hospital and applies to all staff working within this function.

All Rotunda Hospital employees have a responsibility to be aware of the procedures
within this policy that have a direct impact on the requisitioning, issuing, receiving and
returning of hospital products, equipment and services.
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All Suppliers and Contractors to The Rotunda Hospital must adhere to the procedures
referring to the delivery, collection and introduction of products, equipment and services
to the hospital.

All procurement within Rotunda Hospital is governed by EU / Irish legislation and
Government guidelines.

Public sector procurement regulations requires Rotunda Hospital to ensure its
compliance with the various thresholds.

All purchases above €25k expenditure in a 3 year contract period, must either be a
draw down from an OGP (Office of Government Procurement) or HSE framework or a
formal tendering process is required. This latter process will be supported by the
Procurement and Supply department.

3.0 Objectives

Increase efficiencies and value for money through use of established Frameworks and
by developing a central contracts register in place in all departments which will enable
multi annual tendering / procurement plans to be developed and maintained.

Support management and staff in meeting their procurement responsibilities in relation
to EU, National and internal procurement rules and to make optimal procurement
decisions in managing the expenditure of public funds.

By providing advice, assist with, and where necessary undertake any planned and
unplanned procurements for goods, services, capital builds or works that is required by
the hospital.

To increase procurement compliance proactively by continuously analysing existing
expenditure and contracts, and, where this expenditure is not currently compliant,
develop procurement plans to tackle this non-compliant expenditure.

Promote the use of existing Government and Health Service Executive Frameworks
with hospital departments through maintaining a database of OGP and HSE contracts
and proactively making these available to relevant End User Departments.

Provide procurement support as a professional, value-adding function by obtaining
results through tendering for individual departments on key projects.

To keep appraise of developments and changes in national and EU procurement
legislation, thresholds, new framework agreements etc. and to communicate and factor
in same.

Categorising expenditure which will make it easier to align with HSE / OGO contracts

4.0 Procurement Plan

Procurement and Supplies department will prepare and maintain a multi-annual
procurement plan to enable the hospital to plan its Tendering activities.

As well as meeting current / future tendering requirements, improving procurement
compliance within current expenditure is a priority for the Procurement and Supplies
Department.
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4.1 Expenditure Analysis

An expenditure analysis will be conducted at both an organisational and departmental
level annually to help for compliance purposes.

All budget holders / Department Heads (those departments listed in above) will be
requested to provide details of contracts and expenditure over €25k in their area.

Procurement and Supplies Department and Finance Department will collate this
information and for any expenditure over €25k that is not compliant, a tendering
process or alternative commercial agreement put in place over the course of the next
12 months.

4.2 Centralised Contracts Register

A Centralised Contracts Register has been developed (Accord Contracts Register) and
will ultimately capture all contracts put in place by all relevant departments across the
hospital, All budget holders are responsible for maintaining the register.

This register will assist the budget holders with the expenditure analysis and help
develop the rolling procurement plan for the Hospital.

5.0 Procurement Procedures Overview

5.1 Routine’ and non-routine expenditure

Routine expenditure relates to decisions to approve expenditure in respect of goods or

services consumed on a day to day basis to support the provision of existing services.
Non Routine expenditure relates to;

. New or expanded level of service.

. Purchase of new equipment paid from revenue funds.
. Capital Projects

. Property Transactions

All non-routine expenditure require the approval of the Hospital Procurement
Committee and / or Projects Review committee. Once approved, the EU procurement
thresholds apply (see below).

5.1.1 Requirements for Goods & Services < €5k (ex. Vat)

Requirements for Goods and services with an estimated value of less than €5,000
(exclusive of VAT) can be purchased on the basis of one or more written (e.g. e-mail)
quotations from reputable suppliers. Budget holder should be satisfied that the
quotation received offers value for money and if in doubt obtain a second or third
quotation. Approval to proceed with the purchase must be obtained from the Finance
Department and the Procurement Committee and / or the Projects Review Group.

5.1.2 Requirements for Goods & Services €5k - €25k (ex. Vat)

Requirements for Goods and services with an estimated value between €5,000 and
€25,000 (exclusive of VAT) can be awarded on the basis of responses to written
specifications (e.g. sent by email) to at least three suppliers or service providers. Please
check with the hospital’s Tendering Officer if an existing National Framework or Direct
Drawdown contract may be available to meet the requirement. Approval to proceed
with the purchase must be obtained from the Finance Department and the Procurement
Committee and / or the Projects Review Group.

5.1.3 Requirements for Goods & Services €25k —€215k (EU Threshold limit)
Formal tendering process required. Requirements for goods and or services, with an
estimated value of €25,000 (exclusive of VAT) and up to the value of the EU thresholds
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should normally be advertised as part of a formal tendering process on eTenders using
the Open Procedure in line with DPER Circular 10/2014 Initiatives to Assist SMEs in
Public Procurement 2014.

Those wishing to run a tender should seek Procurement Support via the hospital’s
Tendering Manager who will undertake the tendering process on the buyer’s behalf.
Approval to proceed with the purchase must be obtained from the Finance Department
and the Procurement Committee and / or the Projects Review Group.

5.1.4 Requirements for Goods & Services > €215k ex vat (above EU Thresholds)
Formal tendering process required. The procedure will be similar to that as per 2.1.3
above, however the tender must be advertised in the Official Journal of The European
Union (OJEU), in addition to the national eTenders portal. Approval to proceed with the
purchase must be obtained from the Finance Department and the Procurement
Committee and / or the Projects Review Group.

5.2. Budgetary Approval

All goods and services approved must have a budget allocation to meet the purchase.
This will be evaluated and confirmed by the Finance Department prior to any decision
of the Hospital Procurement Committee before progressing to order.

Therefore all requests for new goods and services must be within set budgets before
an official a requisition / purchase order is issued. Where a request is in excess of
budgets available it must first have financial approval from the Head of Finance.

5.3 Hospital Procurement Committee

The Hospital procurement Committee has responsibility for ensuring that procurement
of goods and services is undertaken in line with EU regulations and National Guidelines
and also conforms to the hospital’s standards in relation to infection control, hygiene
and health and safety. It also has responsibility for ensuring that appropriate cost /
benefit analysis has been undertaken to establish if any such procurements achieve
value for money.

All new purchase requests for new or replacement equipment, and new or financially
significant changes in products or services over €5k (incl. VAT) must be submitted for
approval to the Procurement Committee prior to purchase.

The membership of the Procurement Group comprises:

Financial Controller

Support Services Manager
Procurement and Supplies Manager
Tendering Manager

Infection Control Manager

Health and Safety Manager

Clinical Engineering Manager
Assistant Director of Midwifery & Nursing representative
IT Manager

Laboratory Manager

Pharmacy Manager

Other Senior Managers input will be required with regard to submissions pertaining to
their relevant area.
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The group will ensure any such purchases comply with all relevant National guidelines
and standards.

The Procurement Committee will evaluate proposed purchases using an evaluation
form which will be signed by the relevant members of the group to indicate compliance
with the various policies. Where considered necessary or appropriate, written
justification, a clinical evaluation report or supporting documentation may be required
to support a procurement proposal. On foot of its investigations it will make
recommendations to the Executive Management Team of the hospital as to whether or
not to proceed with any procurement proposal.

5.3 General Data Protection Regulation (GRPR)

All potential vendor services which may include processing or holding employee or
patient data must have prior GDPR sign off from the Hospital’s Information Governance
Manager.

Potential vendors or service providers must be supplied with the Rotunda Hospital Data
Processing Agreement to be completed and seek approval from the Information
Governance Manager.

5.4 Orders for Goods & Services

No goods or services, excepting purchases from petty cash and credit card, shall be
ordered unless an Hospital Purchase Order Number is raised and issued.

5.5 Purchase Order Information

Official Orders raised should be complete with the following information:

. The supplier name and address.

. The date of order.

. Full description, size, weight, measure unit and quantity of the item
required.

. The unit price, VAT, other charges, total costs and discounts.

. The area/department where goods are to be delivered.

. Delivery instructions.

. Any Quotation or Contract Reference Number.

. Any other information pertinent to the order.

5.6 Record Keeping

The most integral element to demonstrating procurement compliance is the ability to
provide documentary evidence to support decisions made. Appropriate records
should be maintained throughout the purchasing / tendering process and beyond for
a minimum of 3 years. Records should provide an audit trail of the reasons for making
a particular procurement decision. The type and detail of the record keeping will
depend on the value of the procurement and the complexity or sensitivity of the
particular purchasing issue.

On a practical basis, examples of record keeping include, for low value purchases;
copies of suppliers quotations, and for formal tender processes; the final Invitation to
Tender documents as published on eTenders; signed Tender Receipt and Opening
Records; Tender scoring sheets and tender evaluation commentary; the award and
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regret letters issued to suppliers after the outcome; and a copy of the final services
contract signed by both the Hospital and Supplier.

Records for formal tendering processes undertaken should be kept on a shared drive
accessible by authorised members of staff including the End User who will manage
the contract; Finance who are responsible for the payment of the supplier; Purchasing
who may have to raise ongoing purchase orders for consumables and Tendering as
the office who conducted the tender process, to ensure access is available in the
event of a staff member leaving or being not available should a query arise.

5.6 7Conflict of Interest

Rotunda Hospital is mandated to take “appropriate measures” to prevent, identify and
remedy conflicts of interest in the conduct of a procurement procedure to avoid any
distortion of competition and to ensure equal treatment of tenderers. A conflict of
interest includes any situation where a relevant staff member has directly or indirectly
a financial, economic or other personal interest which might be perceived to
compromise his or her impartiality and independence in the context of the
procurement procedure.

The Tendering Manager will circulate a “Conflict of Interest Declaration Form” to each
staff member of a Procurement Evaluation Group (PEG) prior to commencing a
formal tendering procedure. Any form of personal interest which may impinge, or
might reasonably be deemed by others to impinge, on a staff member’s impartiality in
any matter relevant to his or her duties should be discussed in confidence with the
Tendering Officer. Personal interest includes an interest of a relative or connected

person.

The Tendering Manager, in consultation with the Hospital Secretary & General
Manager, will decide if that person should continue to sit on the PEG.

5.7 Codes of Conduct

Rotunda Hospital staff are required to maintain the highest standards of probity in the
performance of their duties and to comply with codes of standards and behaviour that
apply in respect of them.

Staff members are required to conduct themselves with honesty, impartiality and
integrity. Staff members are not allowed to use their official positions to benefit
themselves or others with whom they have personal, family, business or other ties,
nor seek to influence decisions on matters pertaining to their official positions. Staff
Members are not permitted to negotiate or arbitrate in any matter affecting a
Government contract or the purchase from or sale of goods to the State where, in
their private capacities, they are interested either as principals or as shareholders in a
company being one of the principals in the matter under consideration.

5.8 Acceptance of Gifts / Bribes

Staff members must not accept benefits of any kind from a third party which might
reasonably be seen to compromise their personal judgement or integrity. The offering
of a bribe and the acceptance of a bribe are both offences under the Prevention of
Corruption Acts 1889 to 2010. These provisions apply to persons in the public and
private sectors. Corruptly accepting or attempting to obtain any gift, consideration or
advantage as an inducement to, or reward for, doing any act or making any omission
in relation to one’s office or position is an offence.

5.9 Segregation of Duties
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Segregation of duties is an important control in the procurement cycle. This control
aims to reduce the likelihood that a single individual can execute both the ordering

and receipt stages of the procurement process, thereby creating a risk that fraud or
error could occur.

5.10 Conditions and Contract

Once a purchase of goods / services is authorised, the supply of goods / service must
be governed by a contract. All proposed contract must be evaluated in advance, prior
to signing, by the Head of Finance to establish the financial and legal implications for
the hospital. A copy of any contract entered into by the hospital must be uploaded on
the Hospital’s Contract Register/Fixed Asset Register. The purchaser is deemed the
contract owner.

If there is a requirement for a SLA (Service Level agreement), this needs to be
agreed and executed as part of the contract process by the contract owner. The SLA
must include details on price and delivery agreements and maintenance agreements
for goods and services. Warranty details and cost of spare parts etc. also need to be
part of SLA where relevant. All documentation relating contract, SLA et alia. need to
be uploaded on Accord, the Hospital's online Contracts Register.

It is the responsibility of the contract owner or the authorised officer appointed to
manage the contract during its duration. Complaints in relation to the conduct of the
contract should be dealt with speedily, and brought to the attention of the contractor or
supplier for any necessary action. Where considered appropriate, review meetings to
include the contractor or supplier should be held during the term of the contract.

At the conclusion of the contract, the contract owner must review the whole
procurement effectiveness of the earlier stages. The Procurement & Supplies
department can assist in this process. This review process can provide information
for future procurements in respect of developing and specifying needs, supplier
selection and contract management.R

5.11 Insurance

Contractors and suppliers must, at a minimum have an up to date tax clearance
certificate and Public and Employer’s Liability Insurance. An order should not be placed
with a contractor or supplier until the relevant documents have been provided.

Any supplier of goods or services to the hospital shall at all times insure and keep itself
insured with a reputable insurance company against all insurable liability in respect of
the supplies maintaining where appropriate the following insurances:

Public Liability insurance

Professional Indemnity policy in relation to professional services

Product Liability insurance

Employer’s Liability insurance in relation to employees of the Supplier servicing
or installing Supplies on the Purchaser’s property.

e Third Party Commercial Motor vehicle liability cover

Where necessary an order should not be placed with a contractor until the relevant
documents have been submitted and approved.

The Supplier shall indemnify and keep indemnified the Purchaser in full against any
liability in connection with breach of any warranty given by the Supplier in relation to
the Supplies, or for any liability in respect of loss, injury or damage arising from any
act, error or negligence of the Supplier.
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5.12 Regulations

Contractors and Suppliers to the Hospital must comply with all relevant Governmental
regulations including Tax Clearance Requirements, Relevant Contracts taxation
requirements, Constructions Procedures and Safety and Employment legislation and
regulations.

Suppliers, Contractors and Service Providers who are expected to carry out business
with the hospital should be pre-qualified and should meet the following minimum
criteria:

e They must be registered for VAT

e They should have at least one year’s relevant experience in the areas in which
they wish to do business with the hospital.

e They must be in possession of a valid C2 or Tax Clearance Certificate.
e They must hold satisfactory levels of insurance.
e They must provide satisfactory reference sites for their business.

e They should complete any company profile document issued and required by
the hospital (New suppliers/Supplier Profile documentation)-Appendix 3

e They must comply with the hospitals Contractors policy for workers and visitors
to the hospital site. This policy will help each Department to ensure that the
highest possible work standards and security are adhered to by all those
engaged to carry out work.

5.13 Disposal of Equipment
Authorisation from the relevant department head must be received for the disposal of

all equipment. When equipment has been sanctioned for disposal the holder of the
Fixed Asset Register (Finance) must be informed prior to the disposal taking place.
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