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Terms of Reference 

Organisational Performance and Audit Committee 
 

Council assigns to the Committee responsibilities from time-to-time, and the Committee 
provides advice and reports back to Council on: 
 
1. oversight of tasks associated with the development of organisational strategic plan; 

 
2. governance input into the development of output plans and budgets together with 

associated financial policies which support the delivery of the strategic plans, especially 
Long-term Plans and Annual Plans; 

 
3. governance oversight of performance reporting to Council regularly, including making 

recommendations as required, relating to Local Government Act annual reporting and 
audit by: 

 reviewing periodic high level output reporting against targets and investigating 
areas of significant non-performance; 

 reviewing related financial performance against budget and investigating areas of 
significant non-performance; 

 monitoring overall financial wellbeing against budget; 

 monitoring investment performance and receiving periodic briefings from fund 
managers; 

 providing governance oversight to the completion of external audits including 
consideration of internal controls; 
 

4. governance oversight to the maintenance and development of corporate disciplines and 
infrastructure, including facilities, systems and risk management procedures; 
 

5. governance oversight to delegations of authority and associated internal organisational 
policy development. 

  

3



Organisational Performance and Audit Committee – 14 October 2020 

 

2020 October 14 - Organisational 
Performance and Audit Committee 
Agenda 

 Page 4 

 

 

 
 
 
 

Confirmation of Minutes 
 
 
 
 

 Organisational Performance and Audit Committee 
Meeting – 2 September 2020 

  
 
 
 
 

4



 
 

Environment Southland is the brand name of 
Southland Regional Council 

 

 Minutes of the Organisational Performance and Audit 
Committee (Arataki Mahi me Tätaki Kauta) Meeting of 

the Southland Regional Council, held onsite on 
Wednesday 2 September 2020 at 9.00 am 

_________________________________________ 

 

 
Present: Cr L Ludlow (Chair) 
 Chairman N Horrell 
 Cr A Baird   
 Cr Cook      
 Cr L McCallum  
 Cr J McPhail  
 Mr B Robertson  
  
Also Present: Cr E Roy (joined from 9.15 am)  
    
In Attendance: Mr R A Phillips (Chief Executive)  
 Mr N Selman (General Manager, Corporate Services) 
 Mrs W Falconer (General Manager, Strategy & Engagement) 
 Ms A Kubrycht (General Manager, People & Capability)  
 Mrs T Hawkins (Finance Manager) 
 Mrs T McCann  (Senior Communications Coordinator) 
 Mr B Rickertsen (Digital Media Coordinator) 
 Mrs P Toomey (Principal Records Systems and Office Support)  
 Mr J Prince  (Science Informatics and Operations Manager) 
 Mrs M Weston (PA)  
   

1 Welcome (Haere mai) 

 
           The Chairman welcomed members to the Organisational Performance and Audit 

Committee meeting for September 2020 and those attending the live stream of this event. 
    

2 Apologies (Nga Pa Pouri) 

 
       There were no apologies for absence as all members were present.  

    

3 Declarations of Interest 

 
 There were no declarations of interest made by members.   
 

4 Public Forum, Petitions and Deputations (He Huinga tuku korero)  

 
 There were no public forum, petitions or deputations presented at the meeting. 
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5 Confirmation of Minutes (Whakau korero) – 22 July 2020 

  
 Resolved: 

Moved Cr Cook, seconded Cr McCallum that the minutes of the 
Organisational Performance and Audit Committee meeting, held on 
22 July 2020, be taken as read and amended, to record Cr Cook as being 
present, and confirmed as a true and correct record.   

 
Carried 

 

6 Notification of Extraordinary and Urgent Business (He Panui Autaia hei Totoia 
Pakihi)  

 
6.1 Supplementary Reports  

 
 There were no supplementary reports tabled for inclusion in the agenda.  
 
6.2 Other 

 
 There were no other items raised by Councillors for inclusion in the agenda. 

  

7 Questions (Patai) 

 
There were no questions asked by the meeting. 
 

8 Chairman and Councillors’ Reports (Nga Purongo-a-Tumuaki me nga Kaunihera) 

 
Neither the Chairman nor any Councillors presented reports to the meeting. 
 

9 General Manager, Corporate Services Report – 20/OPAC/70 

 

 Item 1 – Financial Report to 30 June 2020  
 

This report covered the 12-month period from 1 July 2019 to 30 June 2020, and recorded 
a tumultuous year with two flood emergencies followed by the COVID-19 emergency and 
lockdown.   
 
Council forecasts during the year signalled a significant deficit resulting from flood 
expenses, a loss of income from the investment portfolio and the loss of income from 
cruise ships.  
 
A focus on expenditure reduction plus reallocation of catchment resources to flood 
repairs, resulted in overall operating savings being made.  Despite the earlier falls income 
from the investment portfolio also finished the year ahead of budget. 
 
The draft full year surplus was $392,000 which was $578,000 better than budget.  Total 
expenses were $788,000 above budget; income was $1.2 million above budget while 
investment income finished $191,000 above budget.  
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The February flood emergency was a lengthy event involving a large amount of 
administration work in preparing insurance claims.  The current infrastructure claim is 
estimated at $2.4m, while the Emergency Management Southland (EMS) cost recovery 
claim is estimated at $800,000.  Environment Southland’s first insurance claim through 
AON is being progressed in London.  
 
Council were advised that the Auditors may need certainty on the insurance amounts for 
both NEMA and AON, at the time of completion of the Annual Report.  Alternatively, these 
items may need to be reported in the Annual Report for the following year.  
 
Further items raised in the discussion included the following:  

 the Debt Management Central Agreement (DMC) was completed 

 Debt Management Central (DMC) sent out letters on our behalf to Customers owing 
on rates.   

 $2M of fees and charges are being sent out, noting that this is part of Council’s 
annual Compliance and Consents charges. 

 
Resolved: 
 

Moved Cr McCallum, seconded Mr Robertson that Council note the 
Financial Report to 30 June 2020.  

 
Carried 

 
 Item 2 – Investment Report to 31 July 2020 

At 31 July 2020, the total of Council’s managed fund investments amounted to 
$28,839,407, an increase of $531,062 from 30 June 2020.  As at the date of the meeting 
the managed fund investment amount has increased to $29.4m. 

Staff advised a correction was needed to the table entitled “statement of position” found 
on pg. 20 of the Agenda.  The column marked “inc/dec” requires an update in the formula 
to reflect the correct values.  

Council noted a rolling 12 month return on the portfolio of 7.51%. 

Resolved: 
 

Moved Chairman Horrell, seconded Cr Baird that Council note the 
Investment Report to 31 July 2020. 
 

Carried 
 

 Item 3 – Cash Forecast to June 2021  

Each year Council projects its cash flow requirements for the coming year and 
recommends any drawdowns from the investment portfolio.  

Council ended the 2019/20 financial year with a better financial result than forecast during 
lockdown.  Expenditure in the last quarter ended below the original budget and flood 
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repairs were completed below the original estimates.  As a result, Council ended the year 
with a lower bank overdraft.    It is anticipated that the amount required to drawdown  

maybe less than had been anticipated, however staff continue to carefully monitor and 
assess through the year. 

Resolved: 
 

Moved Cr McCallum, seconded Cr Baird that Council note the Cash Forecast 
to June 2021. 
 

Carried 
 

 Item 4 – Deferral of Adoption of 2019/20 Annual Report   
 

(Chief Executive, Rob Phillips left the room)  

 
Each year Council adopts the Annual Report prior to or on 31 October as required by the 
Local Government Act 2002.  As a result of the COVID-19 emergency and lockdown, an 
extension has been granted to all local government authorities to acknowledge the 
challenges resulting from COVID-19.   
 
The Auditors had submitted a request for a two-week delay and the additional time would 
allow more time to finalise numbers in relation to the Insurance Claims.  This would not 
affect the ability of the Financial team to provide financial reports to the Committee.  Staff 
therefore proposed to defer the adoption of the 2019/20 Annual Report to 
26 November 2020 to accommodate both Auditors and staff needs. 
 

 (Chief Executive, Rob Phillips returned to the room)  
 

 Resolved: 
 

Moved Cr Cook, seconded Cr McPhail that Council defer the Adoption of 
2019/2020 Annual Report to 26 November 2020.    
 

Carried 
 

 Item 5 – Annual Vehicle Report for 2020/21  
 

The Annual Vehicle Report for 2020/21 was presented to Council by Neil Selman.  In the 
2019/20 financial year, Council approval was obtained to replace up to eleven vehicles.  
To-date only two vehicles were officially replaced and under the current circumstances, 
vehicles will not automatically be replaced.   
 
A Fleet Management Programme was recently implemented and moving forward the 
report information generated from this would be used to inform the replacement 
programme.  This will ensure that Environment Southland has the correct number of 
vehicles and will assist with the following:     
 

 introducing a pooling system 

 reducing the number of Utes for more economic vehicles, thereby generating less 
emissions  
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 diversification of the fleet 
  
Resolved: 
 

Moved Cr McCallum, seconded Cr McPhail that Council receive the annual 
vehicle report and resolve to:  
 

1. approve the Chief Executive undertaking a vehicle replacement 
programme of up to 11 vehicles in the 2020/21 financial year; and   

2. note the other vehicle fleet management changes being progressed.   

 
Carried 

   
 Item 6 – Update to Staff Delegations Manual  

 
The report summarised further amendments to the Staff Delegations Manual.  This 
manual is to be kept up-to-date with role changes in order that staff have the ability to 
make required decisions to undertake their duties, and to ensure that those decisions have 
the requisite authority and legal standing.   
 
Resolved: 
 

Moved Cr Cook, seconded Chairman Horrell that Council approve the 
proposed changes to the Staff Delegations Manual as outlined in 
Schedule 1, effective immediately.    

Carried 
 

(Due to a technical issue with zoom, a short break from 10.10 am to 10.25 am was taken). 

 
 Item 7 – Long-term Plan Progress Report      

 
Every three months, Council is provided with a progress report on the status of the work 
programmes as set out in the Long-term Plan.   This item was presented by Wilma Falconer 
who drew attention to:   
 

 Trends have changed and that was reflected in the report by a few amber signals 
which indicates a slow-down of work in the last quarter due to COVID-19 and the 
lockdown.  An example of this can be seen in some of the work programmes e.g. 
Policy and Planning 

 Consents and Compliance reported an increase in their work programmes during 
this time 

 Further discussion is required with Managers in relation to the Science Programme, 
the levels of service and measures;  

 Biodiversity with ongoing complexity of their work.    
 
Other items raised included the following:  

 how staff report the information when there is not a “green signal” 

 COVID-19 delays – are we able to carry over to next year?  

 the amount of work which Council has coming at it 
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 how will measures and targets be recorded when dealing with external partners and 
external pressures e.g. floods  

 
  Resolved: 
 

Moved Mr Robertson, seconded Cr McPhail that Council note the end-of 
year Long-term Plan progress report for the 2019/20 year.    
 

Carried 
 

 Item 8 –  Annual Activity Plan     
 

Staff advised that this item will be revisited at the Council Workshop set for 
22 September 2020.     
  
Resolved: 
 

Moved Cr McCallum, seconded Chairman Horrell that Council note the 
Annual Activity Plan.      
 

Carried 
 

10 Extraordinary and Urgent Business (Panui Autaia hei Totoia Pakihi) 

 
There were no items discussed.    
 

11 Public Excluded Business (He hui Pakihi e hara mo te iwi)  

 
Resolved: 

 
Moved Chairman Horrell, seconded Cr Cook,  that in accordance with 
section 48(1) of the Local Government Official Information and Meetings 
Act 1987 and the particular interest/s protected by section 6 or section 7 
of that Act (or sections 6, 7 or 9 of the Official Information Act 1982, as the 
case may be), the public be excluded from the following parts of the 
proceedings of this meeting, namely: 
 

 Confirmation of Minutes – 22 July 2020  

 Item 9 –  Local Government Official Information and Meetings Act 
                         1987 – Summary of Enquiries for 1 January to 30 June 2020   

 Item 10 –  Divisional Update 

 Item 11 – Overview Governance Level Risk Management  
 

The general subject of the matters to be considered while the public is 
excluded, the reason for passing this resolution in relation to the matter, 
and the specific grounds for excluding the public, as specified by Section 
48(1) of the Local Government Official Information and Meetings Act 1987, 
are set out below: 
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General Subject Matter 

 

Reason for Passing the 

Resolution 

Grounds under  

S. 48(1) 

 

→ Confirmation of Minutes –  
22 July 2020 

 
 
 
 
 
 
 
 
 
 
 
 
→  Item 9 – Local 

Government Official 
Information and Meetings 
Act 1987 – Summary of 
Enquiries for 1 January to 
30 June 2020  

 
 
 
→  Item 10 – Divisional 

update 
 
 
 
 
→  Item 11 – Overview 

Governance Level Risk 
Management  

  

 

 

To enable the Council 
holding the information to 
carry out, without prejudice 
or disadvantage, 
commercial activities. 
 
To protect the privacy of 
natural persons. 
 
To prevent the disclosure or 
use of information for 
improper gain or advantage. 
 
 
To prevent the disclosure or 
use of information for 
improper gain or 
advantage. 
 
To protect the privacy of 
natural persons 
 
 
To prevent the disclosure or 
use of information for 
improper gain or 
advantage. 
 
 
To prevent the disclosure or 
use of information for 
improper gain or 
advantage. 

 

 
S.7(2)(i) 
 
 
 
 
 
S.7(2)(a) 
 
 
S.7(2)(j) 
 
 
 
 
 
S.7(2)(j) 
 
 
 
S.7(2)(a) 
 
 
 
 
S.7(2)(j) 
 
 
 
 
S.7(2)(j) 
 

 
It is further moved that Rob Phillips, Neil Selman, Tanea Hawkins, Amy 
Kubrycht, Wilma Falconer, Adrienne Henderson, Boi Rickertsen, Tania 
McCann, John Prince and Mel Weston be permitted to remain at this 
meeting, after the public has been excluded, because of their knowledge of 
the item they are associated with will be of assistance in relation to the 
matter to be discussed. 

Carried 

          

Resumed in Open Meeting  

 
 

Termination 

 
There being no further business, the meeting closed at 3.37 pm. 
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Item 1  Risk Management Policy 
 
MORF ID: A597163 Strategic Direction:  Council Policy 

Report by: Neil Selman, General Manager, Corporate 
Services 

Approved by: Rob Phillips, Chief Executive  

Executive Approval:  Rob Phillips, Chief Executive  

 
Purpose 
 
For Council to adopt the updated Risk Management Policy and to note the next steps in the 
implementation of the risk management framework.   
 
Summary 
 
Earlier this year Council commenced a programme of work to develop its practice, processes and 
culture around risk management.  This programme has progressed and now seeks adoption of an 
updated Risk Management Policy and to advise Council on the next steps in the implementation of 
the risk management framework.  
 
Recommendation  
 
It is recommended that Council resolve to: 
 
1. adopt the updated Risk Management Policy, subject to any amendments as requested; 
 
2. note the design and implementation pathway of the risk management framework.  
 
Report 
 
Background  
 
Earlier this year Council engaged Cook & Associates to assist in the design and implementation of 
the framework for managing risk.  
 
The first phase of the project was to provide: 
 

 risk themes gained from interviews with Councillors, Executive and key staff; 

 a risk maturity assessment; 

 recommendations for a revised risk management policy; 

 the design of a risk framework; 

 a roadmap to achieve it. 
 
Cook & Associates reviewed the existing risk management policy and has made suggestions for 
revising it.  The suggestions are designed to ensure alignment with the international standards and 
to separate policy matters from operational matters. 
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The suggestions aim to be pragmatic and to keep it simple while remaining consistent with ISO 
31000: Risk management principles and guidelines.  The focus of the suggestions for a revision is on 
purpose, principles and requirements. 
 
The policy is attached for review and adoption. 
 
Current situation  
 
The first step on the road to better risk management maturity is to adopt a risk management policy.  
Following the adoption of the policy activity can then move to the development and 
implementation of the risk management framework. 
 
Risk Management Framework  
 
Cook & Associates has proposed a design for a risk management framework that identifies the 
elements needed to ensure that risk management is effective in practice.  The proposed framework 
is comprehensive to ensure that risk thinking is a standard function of management.  As such it will 
need to be integrated into Councils performance management processes and embedded in all 
council decision making.  The proposed framework includes, in general and in some form: 
 
Mandate: 

- Policy 
- Leadership 
- Funding 

 
People: 

- Roles and responsibilities 
- Training 
- Assessment 
- Culture 

 
Processes: 

- Management 
- Risk Management 
- Timing/cycles 
- Communications 

 
Tools and information: 

- Guidance 
- Planning and reporting 
- Data.   

 
The development of the elements of the framework is expected to take six to eight months.  Once 
developed they will continue to evolve to meet the requirements of the Council.  In 12 months’ 
time Council’s level of risk maturity will be reassessed, in order to measure progress.  
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Risk Leadership Group 
 
A key feature of Council’s approach to developing its risk maturity is to establish a risk leadership 
group to drive the development and implementation of the framework across Council.  The 
purpose of creating a group, rather than putting the responsibility into an individual is to: 
 

 ensure that we have diversity of thinking and are well informed; 

 increase the spread of the risk understanding and consideration; 

 share the load of a risk management function;  

 accelerate the standardisation and integration of the Council’s approach. 
 
Cook & Associates is preparing the terms of reference for the risk leadership group, incorporating 
the group into the risk management framework.   
 
Compliance with Significance and Engagement Policy 
 
There are no issues within this report which trigger matters in this policy. 
 
Considerations 
 
Financial Implications  
There are no additional financial or resource implications.  
 
Legal Implications  
This report and the associated recommendations comply with the appropriate statutory 
requirements placed upon the Council.   
 
Attachments 
 
 1. Risk Management Policy  
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Policy – Risk Management 
 
This policy has been developed to guide the risk management system that Council has in place to 
identify and manage risks which could prevent the Council from achieving its strategic and business 
objectives.  
 
 

 
 

1. Contents 
 

1. Contents 
2. Purpose  
3. Objectives  
4. Principles  
5. Scope 
6. Roles  
7. Requirements  

 
 
 
 
 
 

Policy  
No. 

Policy Sponsor Approval Date and Date of Next 
Scheduled Review 

Approved By MORF 
Reference 

Related 
Standards 

 Organisational 
Performance & 
Audit Committee 

  Council   
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2. Purpose  

The purpose of this policy is to set out the scope, principles and requirements for managing risk in 

Environment Southland. 

 
 

3. Objectives  

The objectives for managing risk in Environment Southland are to: 
 

 help ensure that we deliver on our objectives and achieve our desired outcomes 

 create and protect value for our region 

 improve and enhance our operational management 

 facilitate continual improvement of Environment Southland and our region. 

 
 

4. Principles   

 Risk should always be understood in relation to our goals and objectives. 

 We should understand how risks in different areas affect other parts of the organisation and 

the organisation as a whole. 

 Risk management is management: effective management enables effective risk 

management and effective risk management underpins effective management. 

 Risk management is integral to all of our processes and decisions and therefore applies to 

existing operations as well as to consideration of opportunities to do things differently or to 

do new things. 

 Everyone is responsible for identifying and managing risk within the scope of the functions 

and delegations of their role. 

 Risk is dynamic; therefore, risk management is a continual process. 

 Risks are everywhere all the time, not every risk needs formal assessment and recording: we 

understand the principles and guidelines set out in ISO 31000, and strive for practicality in 

managing, reporting and escalating risk. 

 Risk is complex and often has multiple potential impacts and degrees of impact. 

 Issues and risks are often bundled together: issues, risks and responses to them can all 

trigger further risks. 

 Except in specific areas where quantitative risk tolerance boundaries can be established, for 

example for investment policy, tolerance for risk will be subjective in relation to the risk and 

the circumstances the risk occurs in.   

 

5. Scope    

The scope of the risk management policy includes anything that could have a positive or negative 
impact on the objectives and outcomes sought by council. This could include things that impact 
directly or indirectly on: 
 

 the region: its environment, economy and people (social and cultural) 

 the council: its people and operations. 
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This can include risks arising in relation to, but not limited to: 

 strategic or tactical objectives 

 projects 

 contracts and partnerships 

 business as usual/operational functions 

 our people, including workplace health and safety 

 finance and investment 

 relationships with tangata whenua, iwi, ratepayers, the community and other interested 
parties and groups 

 relationships with central government 

 compliance. 
 

Circumstances that could give rise to risk could include: 

 internal or external factors 

 physical hazards 

 existing activities and obligations 

 decisions on new activities and investments 
 

Risks could have impacts on Council’s: 

 finances  

 reputation  

 achievement of milestones 
 

or the region’s 

 economy 

 health and well-being 

 environment 
 

6. Roles    

Everyone employed by or elected to Environment Southland has a responsibility to manage risk in 
accordance with the Risk Management Policy. This includes: 
 

 all staff and contractors 

 the chief executive and senior leaders 

 elected council members and co-opted committee members 
 

7. Requirements /Policy Statements  
  

 Environment Southland will develop and continually improve an operating framework to 
support and promote the efficient and effective management of risk as part of our planning 
and performance management framework. 

 The risk management operating framework will include the necessary features to support all 
staff to meet these requirements, including: a mandate (of which this policy forms part), 
people, processes, tools and information. 

 The risk management operating framework will include the operational frameworks to 
support workplace health and safety and to respond to emergencies. 
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 All staff (including contractors) will identify, assess and treat risk within the scope of their 
authority. This includes risk associated with business as usual, projects, emergency 
response, investment decisions. 

 Staff will escalate risks that fall outside of the scope of their authority or ability to 
understand or respond to them to the role with the appropriate authority. 

 Staff will inform their managers of risks that have the potential to have significant impact 
beyond the scope of their authority, even where they have the authority and ability to treat 
them. 

 Risks will be recorded, and actions and plans to treat risks will be developed, implemented 
and monitored as part of normal management processes. 
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Item 2 Procurement 
 
MORF ID: A595762 Strategic Direction:  Council Policy 

Report by: Neil Selman, General Manager, Corporate 
Services 

Approved by: Rob Phillips, Chief Executive  

Executive Approval:  Rob Phillips, Chief Executive  

 
Purpose 
 
To update the Committee on the development of Council’s procurement practices and culture.   
 
Summary 
 
Late last year Council commenced a programme of work to develop a culture of good procurement 
within the Council.  While the programme was interrupted by the lockdown, good progress has 
been made and Council is on track to complete the programme of work later this year.  
 
Recommendation  
 
It is recommended that Council note the progress of the organisation in developing its overall 
approach to procurement.  
 
Report 
 
Background  
 
Late last year Council commenced a programme of work to develop a culture of good procurement 
within the Council.  It was a broad programme aimed at developing good practice and processes 
supported by various tools, skills and controls to seek greater effectiveness and efficiency.  It was 
also intended to reduce the risks associated with the processes and to create greater value from 
our relationships with our suppliers. 
 
The programme was underpinned by the five principles of government procurement.  Those being: 
 
1. Plan and manage for great results; 
2. Be fair to all suppliers; 
3. Get the right supplier; 
4. Get the best deal for everyone; 
5. Play by the rules. 
 
The core elements of the programme of work include: 
 

 develop a Procurement Policy and Manual; 

 update Councils Financial Delegations; 

 develop internal capability and capacity; 

 develop a Contracts Register; 

 develop ES standard contract templates; 

 develop a supplier monitoring programme; 
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 develop internal controls (probity audit) and reporting. 
 
In May this year the Office of the Auditor General (OAG) released an article that asked a series of 
questions about procurement practice and culture within an organisation.  The purpose of the 
article was to encourage councils to reflect on their procurement processes and procedures and to 
assess if they are working effectively and whether they can be improved.  
 
The article had a series of questions covering the following key topics: 
 

 Good governance for procurement;  

 planning for significant capital expenditure; 

 conflicts of interest; 

 emergency procurement; 

 procurement capability and capacity; 

 procurement policies and training; 

 contract management; and 

 achieving broader outcomes through procurement.   
 
The full article is attached.   
 
The approach promoted by the OAG is consistent with the direction sought from Council’s 
procurement programme.  The questions contained in the article provide a good “check sheet” that 
staff will use as a guide in the ongoing development of the programme. 
 
Current situation  
 
Environment Southland developed and adopted the attached Procurement Policy at the end of last 
year.  Following the adoption of the policy a comprehensive Procurement Manual was developed, 
which set out the detailed operation of the policy.   
 
The progress of implementation was interrupted by events, however, it is now back on track.   
 
In September 2020, staff training was held and a Procurement Advisory Group was established.  
Council does not have the resources to have a dedicated Procurement Manager so the functions of 
the Procurement Manager’s role are going to be shared amongst this team.  The team will provide 
internal procurement support, ensuring that the critical functions are performed, included 
developing good procurement strategy, contract monitoring and probity auditing, and that the 
knowledge and skills are spread across the Council.   
 
Prior to the year end, the financial delegations will be updated, the contract register and contract 
templates will be developed and the terms of reference and operations of the 
Procurement Advisory Group will be determined and implemented.   
 
At the completion of the programme, the Procurement Advisory Group will test Council’s practices 
against the questions from the Office of the Auditor General’s article to assess Council’s 
procurement practices and guide their continual development. 
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Compliance with Significance and Engagement Policy 
 
There are no issues within this report which trigger matters in this policy. 
 
Considerations 
 
Financial Implications  
There are no additional financial or resource implications.  
 
Legal Implications  
This report and the associated recommendations comply with the appropriate statutory 
requirements placed upon the Council.   
 
Attachments 
 
1. Local Government Procurement Guidance 
2. Environment Southland Procurement Policy 
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1

Local government procurement
Introduction
Each year councils spend more than $8 billion (more 
than two thirds of their revenue) on goods and 
services to provide and maintain vital infrastructure, 
facilities, and services for their communities. 

People expect that their rates will be spent 
appropriately and competently. They also expect 
value for money. These expectations for how public 
money is spent apply to all public organisations, and 
failure to deliver on them goes to the heart of trust 
and confidence in our public sector.

We visited 21 councils throughout New Zealand 
to see how they carry out procurement. During 
these visits, we heard common messages about the 
challenges councils are facing and where they felt 
they could improve. 

Through our Office’s other audit and inquiry work, we 
have seen many situations where procurement goes 
wrong. In our view, this is more likely to happen when 
public organisations do not have the right culture, 
leadership, or systems in place for procurement. This 
applies to councils as much as it does across the 
public sector, as our council visits confirmed. 

In this article, we ask a series of questions about the 
procurement practice and culture in a council. These 
questions have been informed by some of the concerns 
that we heard from council staff and observations that 
we have made from our other work. The topics the 
questions cover are:

• good governance for procurement;

• planning for significant capital projects;

• conflicts of interest;

• emergency procurement;

• procurement capability and capacity;

• procurement policies and training;

• contract management; and

• achieving broader outcomes through 
procurement.

We encourage councils to reflect on these questions 
and, where they see gaps, implement the necessary 
changes to strengthen their processes and procedures.
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Good governance for procurement
• Does your council have appropriate governance 

arrangements in place for procurement?

• Do the governance arrangements in place for 
procurement support effective accountability of 
management and elected members? 

• Are there effective delegations to allow 
procurement to be managed effectively? 

• Does your council have effective means for 
informing and engaging with elected members 
about procurements so they can make informed 
decisions when required?

For an organisation to function well, and to be able 
to account properly to its stakeholders, there needs 
to be a clear distinction between those managing 
the organisation and those governing it. 

It is the role of managers to carry out the day-to-
day operations of the organisation. It is the role of 
the governing body to ensure that systems and 
processes are in place that shape, enable, and 
oversee the management of the organisation. 

Governors have an important role in setting the 
organisation’s procurement strategy. To do this, 
they need good information on the organisation’s 
pattern of expenditure and a clear understanding 
of which suppliers are strategically important. 
However, when governors become involved in 
operational decisions, it interferes with their ability 
to hold management to account. 

Unfortunately, our Office often sees examples of 
procurements where the lines between governance 
and management are blurred. For example, mayors 
or other elected members might be part of tender 
evaluation panels. This is not good practice. 

We expect to see appropriate delegations and 
reporting systems in place for procurement. For 
councils, policies and delegations should clearly 
outline the authority of the chief executive and other 
staff to commit to particular types of expenditure. 
Delegations need to be flexible enough for councils to 
deliver day-to-day services and not be unnecessarily 

constrained by schedules for council meetings. 
However, it is entirely appropriate for major 
procurements to require sign-off by the governing 
body. In order for elected members to approve 
procurement decisions when required, they need 
enough information to make informed decisions.

Planning for significant capital projects
• How confident are you about your council’s 

forecasting of capital expenditure and that 
enough resources are available to achieve  
current forecasts?

• How has your council engaged with suppliers to 
determine their capacity and levels of interest?

• Has your council shared its plans with the  
New Zealand Infrastructure Commission – 
Te Waihanga?

In our report, Matters arising from our audits of the 
2018-28 long-term plans, we noted that some: 

... councils are responding to unprecedented 
levels of growth. All councils are responding to 
increasing requirements for levels of service, 
including as a result of regulatory changes. 
They also need to reinvest in their existing 
infrastructure, often at higher levels than in the 
past to address historical underinvestment and 
improve services to meet community expectations. 

These challenges mean that councils will need to do 
more, and larger, procurements. So it is even more 
important that councils do procurement well.

Although the situation will differ for each council, 
we expect all councils to carefully plan, prioritise, 
and monitor their future capital programmes so 
they can realistically achieve capital programme 
budgets and deliver the levels of service agreed 
with their communities. Procurement is an 
important part of this.

When we visited councils, many told us they were 
starting to see a decrease in the number of suppliers 
bidding for contracts, especially for construction 
projects. Although this had not yet affected their 
ability to meet their capital programme and deliver 
services, it could become a greater problem as the 
effects of growth are felt more widely. Only a few 
of the councils we visited actively discussed with 
suppliers upcoming works and ways of reducing any 
barriers to participate in procurement.

In 2019, the Government set up the New Zealand 
Infrastructure Commission – Te Waihanga (the 
Commission), which is an independent body to 

We expect to see appropriate 
delegations and reporting systems in 
place for procurement.

“

”
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support infrastructure investment to improve 
long-term economic performance and social well-
being. One area of focus for the Commission is an 
infrastructure pipeline of major capital projects that 
will be added to over time. The pipeline is intended to 
give more visibility and certainty about future projects 
to help suppliers plan and secure the capability and 
capacity that will be required for these projects.

A few councils have already started to include their 
planned infrastructure projects in the pipeline. 
The 4th edition of the Government Procurement 
Rules, which came into force on 1 October 2019, 
includes a requirement for agencies to engage 
with the Commission when considering procuring 
infrastructure with a total cost of ownership of more 
than $50 million.1 Although it is not mandatory 
for councils to comply with the Government 
Procurement Rules, they are encouraged to do so. We 
recommend that all councils consider engaging with 
the Commission so that their planned infrastructure 
projects can start being included in the pipeline.

The Commission also has procurement and 
delivery advice and support functions. Its capacity 
and capability in this area will develop over time. 
We recommend that councils look into how the 
Commission might be able to support them.

Conflicts of interest
• Does your council have adequate policies 

and processes in place for staff and elected 
members to:

 - declare and manage risks from conflicts of 
interest (which might affect all stages in the 
procurement life cycle)?

 - record gifts and hospitality from suppliers 
and potential suppliers?

Too often we find individuals and organisations 
with a poor appreciation of how conflicts of interest, 
whether actual or perceived, can undermine public 
trust and confidence. Although organisations might 
have a process for staff to declare actual, potential, 
or perceived conflicts, we often find that people’s 
understanding of what needs to be declared, or how 
it is best managed, is limited. 

As noted in our good practice guide Procurement 
guidance for public entities, individuals should 
be aware of the potential for conflicts of interest 

whether they are elected members, staff members, 
or advisers directly or indirectly involved in any part 
of the procurement process. Anyone involved in the 
procurement process should be required to declare 
any personal interest that might affect, or could 
be perceived to affect, their impartiality. When an 
interest is declared, consideration will need to be 
given to what steps are necessary to manage the 
conflict. Councils should maintain a register of 
declarations of interests and record any conflicts of 
interest and how they will be managed.

Conflicts of interest can have both legal and ethical 
dimensions. Under no circumstances should a 
procurement process allow council staff or elected 
members to receive preferential treatment.

There are two specific restrictions that apply to 
elected members under the Local Authorities 
(Members’ Interests) Act 1968. Under the Act, an 
elected member cannot:

• enter into contracts with their local authority 
worth more than $25,000 in a financial year; or

• discuss or vote on matters before their authority 
in which they have a direct or indirect pecuniary 
interest, other than an interest in common with 
the public.

Councils also need to consider the treatment of 
gifts, hospitality, or other incentives from suppliers. 
Concerns might arise, for example, if a person who 
is managing a current contract has received gifts or 
hospitality from the supplier and then participates in 
the selection process for a new contract.

Further information is available in our good 
practice guides available on our website.

All those involved in the procurement 
process should be required to declare 

any personal interest that might 
affect, or could be perceived to affect, 

their impartiality. 

“

”
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Emergency procurement
• Does your council have guidance for staff and 

elected members about:

 - what constitutes an emergency; and

 - the procedures that should be followed for 
an emergency procurement? 

• How does your council ensure that anyone 
making an emergency procurement can be 
appropriately held to account for their decisions 
and actions?

Councils sometimes need to procure goods and services 
quickly to respond to an emergency. An emergency 
is when there are genuine unforeseen and urgent 
circumstances. Examples include earthquakes, flooding, 
a pandemic, or a terrorist attack. 

An urgent situation that has occurred because of 
a lack of planning, or a failure to mitigate a known 
risk, is not a genuine emergency. When there is no 
genuine emergency, we expect councils to follow 
the usual steps for any procurement, even if there 
is some urgency. These steps include making an 
informed decision, using a competitive process 
to select a supplier,2 and getting appropriate 
authorisations before making any decisions. All 
decisions and agreements should also be recorded at 
the time they are made.

When there is a genuine emergency, procurement 
can be more flexible. For example, direct 
procurement might be needed to avoid delays in 
providing emergency relief. Other examples include 
staff making decisions without delegated authority 
or making a verbal agreement with a supplier instead 
of a written contract.

In any urgent situation, procurement can sometimes 
be done more quickly by using contracts that are 
already in place, such as an all-of-government or 
syndicated contract or a panel arrangement. In a 
genuine emergency, a council could consider using 
another agency’s suppliers where they have been 
appointed through a competitive process.

During emergencies, councils are still accountable to 
their communities. This accountability needs to be 
balanced against avoiding delays in responding to 
the emergency. To help maintain accountability for 
emergency procurement, councils should ensure that 
they fully document each procurement, including 
any decisions made, as soon as possible. Councils 
still need to identify and manage conflicts of interest 
and actively manage other procurement risks that 

can occur in an emergency situation. The Ministry of 
Business, Innovation and Employment provides more 
examples of emergency situations and guidance 
on emergency procurement in its Quick Guide to 
Emergency Procurement.3

Although an emergency is an unforeseen situation, 
we understand that emergencies can and do occur. 
Under the Civil Defence Emergency Management 
Act 2002, councils are required to plan for future 
emergency situations and to be able to function 
to the fullest possible extent during and after an 
emergency. We expect councils to plan for emergency 
procurement and to have guidance available for 
staff. This guidance should include criteria for what 
constitutes an emergency and procedures that 
should be followed. Our Procurement guidance for 
public entities includes more information on this.

Procurement capability and capacity
• Does your council have enough staff capable of 

leading procurement practice in your council?

• Are all relevant staff receiving appropriate 
procurement training, development, and support?

Procurement staff are often responsible for advising 
councils on spending large sums of money and 
on selecting the best suppliers for critical projects 
and services. Each staff member involved in a 
procurement process should have the required skills 
for the type and level of the procurement concerned. 

Some councils told us they bring in specialist 
procurement capability when required, for example 
when doing a large, one-off procurement. Dedicated 
procurement resources within councils are typically 
small. Sometimes this consists of only one person, 
or even less than one full-time role. This means that 
procurement staff can be quite isolated. Councils 
need to consider ways to help those staff connect 
with people, including from other councils, to share 
experience and expertise.

3 The guide is available at procurement.govt.nz.

When there is no genuine emergency, 
we expect councils to follow the usual 
steps for any procurement, even if 
there is some urgency. 

“

”
2 Unless there is a good reason not to, for example if the procurement is 

below the council’s threshold for a competitive procurement process. 25



5

In many councils, procurement expertise and 
procurement activity is dispersed throughout the 
organisation – even when there is a centralised 
procurement function. This arrangement, or 
devolved model, can be appropriate given the 
size and scale of many councils and the way their 
operations are organised. However, such devolved 
models rely on all staff involved in procurement 
having an appropriate level of skills, knowledge, 
and competence. These staff also need to be able to 
understand and interpret policies and procedures so 
they can apply them effectively.

In devolved models, procurement expertise can 
sometimes be held by only a few people in an 
organisation, such as long-serving staff members 
who have many years’ experience in procurement. 
This depth of experience has benefits and risks. For 
example, when those staff leave or retire there can be 
a loss of their accumulated knowledge. Councils can 
mitigate this risk by, for example, having up-to-date 
policies and processes for procurement and ensuring 
that staff comply with them. 

There are opportunities for councils to collaborate 
to reduce costs and improve efficiency, including 
increasing capability. Many councils already work 
together in different ways. This can range from 
developing a shared procurement framework to 
joint contracts. Collaboration can take place through 
formal structures such as shared-services companies 
that are jointly owned by member councils, regional 
working groups and forums, and less formally on an 
as-required basis. Procurement staff from several 
councils also get together to share practices through 
the Local Government Strategic Procurement Group.

Procurement policies and training
• Does your council provide training and 

development so that all staff involved 
in procurement are kept up to date with 
procurement policy and processes?

• What assurance is there that staff are complying 
with council procurement policy and processes?

We expect every council to have their own 
procurement policy and processes that are tailored to 
their operating environment. These policies should be 
regularly reviewed as procurement processes evolve, 
new priorities emerge, laws and rules change, and 
market conditions develop. Staff need to be familiar 
with these policies and processes to ensure that they 
are consistently applied. Governors need assurance 
that those policies and processes are being followed. 

We found that the councils we visited did have up-
to-date procurement policies and processes or were 
updating them. Training was almost always provided, 
however this varied in content. Although some 
councils were satisfied with the training available, 
others felt there was not much training available 
beyond procurement basics. It is important that 
councils provide staff involved in procurement with 
regular and appropriate training so that they know 
what is the current best practice and current council 
policies and processes. Many councils are supporting 
staff to gain professional procurement qualifications, 
which can be a suitable option for staff who are 
procurement specialists.

Councils also need to ensure that there are regular 
internal audits, or other reviews, of procurement 
activity. The findings from these reviews should 
be reported to the governing body either directly 
or through the audit and risk committee. Regular 
reviews of procurement practice can also help to 
identify training needs and other risks.

Contract management
• Does your council know which suppliers it is 

contracting with and what its obligations are?

• What assurance is there that:

 - your council is fulfilling its own contractual 
obligations; and

 - suppliers are meeting contracted 
performance requirements, and that 
actions are taken when performance falls 
below contracted levels?

• Does your council monitor contracts throughout 
their life cycle to ensure that they deliver the 
intended value for money? 

We expect councils to have ongoing management of 
the contract and the relationship with the supplier. 
Councils need to monitor and manage supplier 
performance to assess whether they are receiving 
value for money.

We found that most councils could 
improve the way they manage 

contracts.

“

”
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We found that most councils could improve the 
way they manage contracts. Although councils have 
systems and processes in place for recording and 
managing contracts, these are often very basic and 
not always used consistently. For example, a lack 
of discipline in entering contracts into the system 
means that records are incomplete. Several councils 
told us they could not easily provide a list of all their 
current contracts. 

Council staff believe they have enough day-to-day 
oversight over large contracts. Council staff also 
told us that supplier performance is monitored and 
action is taken when supplier performance falls 
below the agreed service level. However, some of 
our other work in this area indicates that this could 
be done better. For smaller contracts there is often 
little oversight, and there is a risk that the cumulative 
effect of many smaller contracts with less oversight 
can sometimes be greater than a larger contract that 
receives more oversight and attention. 

Councils need to ensure that they are committing 
enough resources to properly manage the many 
contracts that they have. Although this might 
require significant investment for some councils, the 
benefits, in our view, of having proper systems and 
processes are worth the investment.

For example, one council had a contract where it shared 
the risks and rewards with the contractor (also known 
as a contract with a pain/gain share). The council had 
entered into this contract without having the systems 
and resources in place to manage it adequately. 
Consequently, the council had not monitored the 
contract or the contractor’s performance for several 
years. This meant that the council was not in a position 
to enforce the pain/gain provisions in the contract, and 
might have had an unknown liability to the contractor 
or, alternatively, been owed money that it had a duty to 
its ratepayers to collect.

4 Rule 16 of the Government Procurement Rules. The rules can be found at 
procurement.govt.nz.

Achieving broader outcomes  
through procurement
• Is your council clear about its role in promoting 

the social, economic, environmental, and 
cultural well-being of communities now and in 
the future?

• Does your council understand how procurement 
can contribute to those outcomes?

• How have those outcomes been incorporated into 
your council’s procurement policy and processes?

Price and value for money will always be important 
factors in procurement decisions. However, councils 
must consider other important factors that might be 
relevant to determining value and, as a result, how 
value for money is assessed. 

Amendments to the Local Government Act 2002 in 
2019 have reinstated that: 

... the purpose of local government is to promote 
the social, economic, environmental, and cultural 
well-being of communities in the present and for 
the future. 

Councils have to determine the outcomes they aim 
to achieve and consider the four aspects of well-
being when making decisions, and plan how their 
activities will contribute to their desired outcomes 
for their communities.

The Government Procurement Rules also reinforce this 
message. The rules require agencies to “consider, and 
incorporate where appropriate, broader outcomes 
when purchasing goods, services or works”. The 
rules define broader outcomes “as the secondary 
benefits that are generated from the procurement 
activity. They can be environmental, social, economic 
or cultural benefits”.4 Although it is not mandatory 
for councils to comply with the rules, they are 
encouraged to do so.

Councils that fail to comply with legislative 
requirements, or follow best practice, in their 
procurement practices will be at risk of legal 
challenge and additional scrutiny and criticism from 
stakeholders and other third parties.

Councils can mitigate some of this risk by engaging 
with their elected members about their strategic 
objectives and how they can align these with their 
intended procurement outcomes. For example, 
if elected members want to prioritise using local 
suppliers, or support suppliers that pay a living wage, 
councils should be exploring ways to build those 
objectives into procurement policies and processes.

Councils need to ensure that they 
are committing enough resources to 
properly manage the many contracts 
that they have. 

“

”
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Policy – Procurement 
 
This procurement policy contains the high-level statements of the principles and values that guide 
procurement decisions for Environment Southland (the Council) in regard to planning, sourcing and 
managing procurement.  
 

It contains: 
 
 the definition of procurement 
 guiding statement 
 purpose and scope 
 high level objectives 
 principles 
 considerations 
 key policies 
 supporting rationale. 
 
A separate high-level map of the procurement policy is available as a separate document.  It is also 
included in Appendix Two.  Notes for this process are in the Procurement Manual. 
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2. Introduction 
 
Definition of Procurement 
Procurement is all the business processes associated with purchasing, spanning the whole cycle from 
the identification of needs to the end of a service contract or the end of the useful life and 
subsequent disposal of an asset.   
 
Policy versus strategy 
The procurement policy is the guiding principles and objectives that set Council’s procurement 
process.  A procurement strategy is how this is achieved. 
 
Vision 
The Council’s vision statement is “A thriving Southland – te taurikura o Murihiku”. 
 
Mission 
The Council’s mission statement is “Working with our communities to improve Southland’s 
environment”. 
 
Where the Policy fits 
There are a number of things that guide procurement for councils.  These include: 
 
 Legal process – first and foremost it is a legal process and it is governed by New Zealand law.  

It is called an invitation to treat and when the Council enters into a procurement process it is 
entering into a process contract with the market.  A lot of New Zealand case law is based on 
issues with councils. 

 Legislation – there are specific pieces of legislation that also guide Council procurement, 
depending on the nature of the procurement. 

 Government Procurement Rules – these rules are not compulsory for councils, but they are a 
benchmark against which councils are measured. 

 Office of the Auditor General (OAG) – the OAG is vested with making sure councils conduct 
their business properly and procurement is a part of that.  It is an area that auditors look 
closely at. 

 Council Policies – this procurement policy and other relevant policies and delegations. 
 Council Procurement Objectives – high level goals for the Council’s procurement. 
 Council Procurement Strategy – strategies to achieve the objectives and goals in line with the 

principles. 
 Council Processes and Procedures – the detailed processes, procedures, checklists and 

templates to conduct the procurement processes in line with the policy. 
 Health and Safety – workers and other persons should be given the highest level of protection 

against harm to their health, safety, and welfare from work risks, as far as a reasonably 
practicable. 

 Major funders requirements – major funders for councils such as NZTA, Ministry for the 
Environment and the Ministry of Health have specific procurement requirements in order for 
the Council to attract funding. 

 
Relevant Legislation 

Legislation that is relevant to this policy includes: 

 the Local Government Official Information and Meetings Act 1987 
 the Contract and Commercial Law Act 2017 
 the Commerce Act 1986 
 the Fair Trading Act 1986 
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 the Public Records Act 2005 
 the Local Government Act 2002 
 the Local Authorities (Members’ Interests) Act 1968 
 the Public Finance Act 1989 
 the Electronic Transactions Act 2002 
 the Health and Safety at Work Act 2015 
 the Privacy Act 1993. 

 
 

3. Glossary of Terms 
 
General terms The following terms are general terms that have been used in the Policy. 

 

 

 Term Description 

 Contract Manager The person responsible for managing the contract on 
behalf of the Council  
 

 Councillors Elected members of the Council 
 

 Delegated Financial Authority The role that has the powers, functions and duties to 
approve the financial amount of the proposed 
contract 
 

 Delegations Manual Record of the current delegations made to the 
Council’s committees, subcommittees and staff 
 

 Leakage Leakage is goods or services purchased by the 
Council outside the preferred supplier or preferred 
supplier panel arrangement. 
 

 Organisational Support Team The Council staff who specifically look after the 
relationship with the Councillors.  Meeting agendas, 
minutes etc. 
 

 Procurement Signoff The person or people that have the Delegated 
Financial Authority to approve the procurement: 
 procurement strategy and approach 
 contract award 
 contract signing 
Based on levels set out in the Delegations Manual 
 

 Preferred Respondent Having run the procurement process the Council 
selects the Preferred Respondent, they then enter 
into discussions with them and if both parties can 
agree the terms of the contract then they become 
the contracted party. 
 
If they can’t agree the terms the Council can enter 
into discussions with the next Preferred Respondent 
or abandon the process. 
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 Term Description 

 Probity Auditor An independent party that is appointed to make sure 
the procurement project is being conducted: 
 ethically and honestly 
 within the law and rules 
 within the procurement policy 
 within the procurement plan 
and that there are no conflicts of interest. 
 

 ROI Registration of Interest: 
 first step in a formal 2 stage (ROI followed by an 

RFP) go to market process 
 same as an EOI (Expression of Interest) 
 used to develop a short list of suppliers to go 

through to the RFP 
 not to be used to select a preferred supplier 
 not to be confused with an RFI (Request for 

Information) which is a pre-market information 
gathering tool 
 

 RFP Request for Proposal from one or more suppliers.  
For the purpose of this Policy this includes: 
 RFQ – Request for Quote 
 RFT – Request for Tender 
 Tender 

 

 Significant Where a project or decision requires Councillor 
signoff.  This is determined by reference to the 
Significance and Engagement Policy. 
 

 Whole of Life Cost The Whole of Life Cost includes: 
 up front purchase cost 
 cost of the goods or services used during the life 

of the contract 
 servicing cost 
 disposal cost 
 less any residual value 

 

 
 
 

4. Guiding Procurement Statement 
 
The Local Government Act 2002 requires the Council to manage its revenues, expenses, assets, 
liabilities, investments, and general financial dealings prudently and in a safe manner that promotes 
the current and future interests of the community. 
 
Councils should also play a broad role in promoting the: 
 
 social  
 economic 
 environmental 
 cultural  

 
wellbeing of their communities, taking a sustainable development approach (the Four Well Beings). 
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Procurement covers all the business processes associated with purchasing the goods and services 
the Council uses to run its business and deliver its public service objectives.  This includes: 
 
 identifying Council needs 
 planning the best way to meet them 
 sourcing the goods and services 
 managing the contract 
 
and ends with expiry of either the contract or the asset’s useful life. 
 
In particular, the focus is on providing goods, infrastructure and public services to the region that are 
fit for purpose and best value over their full lifecycle. 
 
This includes taking into account the Four Wellbeings and the Council’s vision and mission. 
 
 

5. Purpose, Compliance and Scope 
 
Purpose 
This policy and the Council’s procurement and contracts procedures outline the approach that the 
Council will take to planning, sourcing and managing its procurement and contracts for the full 
lifecycle. 
 
They must be followed by all our temporary and permanent employees, consultants and 
contractors. Any departure from this approach must first be approved by the Director Corporate 
Services.  Most procurement scenarios are allowed for in this procurement policy.  There may be 
instances where the procurement is outside the financial limits set in this policy and there are sound 
reasons for approving a departure from the normal policy.  Reasons include: 
 
 the costs to all parties or risks associated with any other form of procurement would be out of 

proportion to the value of the procurement or the benefits likely to be gained  
 tendering is not practical – e.g. in an emergency (being late does not constitute an 

emergency) 
 the required goods or services are available from only one source or only one supplier has the 

capability and capacity to deliver in the time required (must be proven) 
 standardisation or compatibility with existing equipment or services is essential, and can only 

be achieved through one supplier 
 continuity of advice is required 
 there is a legislative requirement to use a particular supplier. 
 
Compliance 
Full compliance with this policy is required in order to meet contractual obligations, legislative 
requirements, and to be fair to suppliers/contractors. A breach of this policy may constitute 
misconduct or serious misconduct under the staff policy, depending on the circumstances. 
 
Scope 
This policy applies to the procurement of all goods and services required by the Council with the 
exception of: 
 
 procuring fixed-term and permanent employment contracts 
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 gifts/koha 
 volunteer projects 
 where the Council is the contractor 
 applying for grant funding 
 providing grants 
 leases for leasehold land. 

 
Where-ever possible the principles in this procurement policy and best practise should be applied to 
these exempted areas too, but they are not mandated. 
 
 

6 High Level Procurement Objectives 
 
The high level procurement objectives for the Council are based on guidelines from the Office of the 
Auditor General with the Council’s specific objectives added.  Procurement should: 
 
 be fit for purpose and meet an approved business purpose 
 provide the best value for money – including Whole of Life Cost 
 be properly planned 
 be effective and efficient 
 be conducted ethically and transparently 
 enable fair competition & encourage competitive and efficient markets 
 have defendable and evidenced decisions  
 be flexible 
 be accessible by all parts of the council and be consistently applied across council 
 enhance the Council’s reputation and brand 
 make sure that health and safety of all parties are not compromised 
 make regulation easy and user friendly 
 enable meeting the Council’s vision and mission 

 

 
7 Principles of Procurement 
 
Introduction 
The Government’s principles of procurement are robust and appropriate for all organisations. 
 
The summary is set out below and detail is included in Appendix 1. 
 
The Council will apply these principles when planning, sourcing and managing its procurement, as 
these set the standard for good practice (including financial thresholds and procedures for 
advertising procurement opportunities).   
 
The way the Council buys goods and services will vary depending on the value, complexity and risk 
involved. It will apply the approach best-suited to the individual purchase, within the framework of 
the principles and rules – encouraging competitive tendering whenever possible (refer to the high 
level decision making process in Appendix 2). 
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Principles 
                               
 

  
 
 

9 Considerations 
 

Main Focus 
The main focus for the Council is to get the best value for money procurement over the long-term is 
to have a paradigm of procurement that is: 
 
 collaborative 
 courteous 
 considerate 
 
Collaborative – the Council and the suppliers collaborate to get the best for both parties.  This is 
opposed to traditional “master/servant relationships”. 
Courteous – mutual courtesy and respect. 
Considerate – treat people well and think about them and what they have to do as part of your 
procurement process. 
 
The fundamental objectives are: 
 know what the Council wants and needs 
 attract the best suppliers 
 choose the right ones 
 manage them fairly and properly 
 
In order to do this the Council has to be attractive.  This is dependent on the Council doing 
procurement well and building a strong reputation with the market. 
 
The following considerations are important. 
 
 

Plan and manage 
for great results 

Be fair to all 
suppliers 

Get the right 
supplier

Get the best deal 
for everyone

Play by the rules
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Considerations 
There are a number of considerations: 
 
 attractiveness – become the client of choice 
 the outcomes (open to other new and innovative ideas and solutions) 
 simplicity and proportionality 
 context 
 insurance 
 business viability 
 relationships 
 appropriate 
 ethical 
 balanced 
 Section 17A of the Local Government Act 2002 
 Health and Safety at Work Act 2015  
 shared services 
 probity auditor 
 the Four Well Beings 
 contract term. 
 
Attractiveness – become the client of choice 
The procurement process can be very expensive and time consuming for suppliers.  In a market 
where there are multiple clients competing for the same suppliers it is essential to become the client 
of choice.  Otherwise the Council ends up with: 
 
 few or no suppliers responding to their procurement processes 
 inability to deliver projects and agreed levels of service 
 increased costs. 
 
In order to attract the best suppliers, keep the market interested in doing business with the Council 
and being the client of choice the Council needs to make the process: 
 
 sensible – processes, documents, criteria 
 simple – documents, not too many questions, right questions 
 fair to all suppliers 
 based on best value for money - not necessarily the cheapest 
 open - not just choosing the incumbent because it is easy 
 timely – deadlines are met, sufficient timeframes, right time of year 
 mutually beneficial. 
 
This means that the Council needs to be more attractive than other clients. 
 
  

35



Procurement Policy Page 9 

In general, the key things to consider are: 
 
 make the process as low cost and effortless as possible for suppliers 
 run the process so that there is a short-list of suppliers that is actually short (3 or 4 suppliers) 

as this increases their chances of success.  This can be achieved through running a simple and 
short Registration of Interest (ROI) that only asks the bare minimum of questions (so the 
effort and cost are minimised), to select the short list 

 make the rewards from winning as attractive as possible.  Things that can dilute the rewards 
include: 
 panels of suppliers (with too many suppliers on them) 
 leakage to non-preferred suppliers. 

 
The Outcomes  
The procurement process should focus on the outcomes, not the process.  While it is important to 
get the process right, it is equally important to get the right outcomes to meet the business needs.  
This is as opposed to ticking the boxes on a process, but not delivering what the business needs. 
 
Simple and Proportional 
Keep everything in the process as simple as possible and in proportion to the complexity, scale and 
risk of the procurement.  This includes: 
 
 the documents 
 the requirements – just enough to make a decision, not everything the team can think of 
 the process 
 
Context 
The procurement process and outcomes need to fit with the overall context of what the Council has 
to deliver and external funding arrangements. 
 
Insurance 
Only require suppliers to have insurance that is appropriate: 
 
 types 
 levels of cover. 
 
This is a cost to suppliers and ultimately gets passed onto the Council.  This should be discussed with 
the Council’s insurance providers. 
 
Business viability 
Only ask for financials and proof of business viability if that supplier’s going out of business would 
materially adversely affect the Council.  In some cases, it would not really matter. 
 
Relationships 
It is important that relationships with suppliers are: 
 
 appropriate 
 ethical 
 balanced. 
 
Relationships must be able to stand scrutiny.  This does not mean that the Council cannot have 
strong working relationships with suppliers.  It does mean that they have to be appropriate for the 
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goods and services being delivered and the contractual relationship. 
 
It is also important that: 
 
 the relationships are ethical 
 there are no conflicts of interest  
 Council staff do not benefit personally from decisions.  Taking inducements of any sort from 

suppliers, wining and dining, sports games or shows can be construed as bribery.  The safest 
form of dealing with this is to make it clear to the suppliers that the Council would prefer not 
to receive any gifts of any sort (refer to the Prizes or Gifts Policy). 

 
Relationships with suppliers should also be balanced.  If it is considered important to be able to meet 
and socialise with them, then make sure that it is balanced and each party takes an equal turn in 
paying. 
 
Balance is also about working collaboratively with suppliers and not in a master servant style (in 
either direction). 
 
Section 17A 
Section 17A of the Local Government Act 2002 requires the Council to review the cost effectiveness 
of current arrangements for meeting the needs of the communities within the region for good 
quality local infrastructure, local public services and the performance of regulatory functions.   
 
Procurement reviews should consider whether a Section 17A review is required in regard to the 
goods or services being supplied. (Even where a Section 17A review is not required, procurement 
reviews should consider the best way to supply the goods or services and consider the options set 
out in Section 17A). 
 
This requirement may have an impact on the strategy adopted in the procurement review.  
Sometimes the procurement review is required to inform the Section 17A review, in terms of the 
costs of delivering goods and services through different delivery models and contracts.  Other times 
the Section 17A analysis is required to inform the procurement strategy in terms of what the best 
contract or delivery model is that the procurement process is based on. 
 
The key questions to answer during the strategy development phase is: 
 
 is a Section 17A review required by the Act – refer to the Act to determine these requirements 
 does the Council need to conduct a procurement review to determine the outcome of the 

Section 17A review.  This will be determined by the information that is required to make 
decisions in regard to the best way of delivering the goods and services. 

 
Health and Safety at Work Act 2015 
Health and Safety at Work Act 2015 (s34) requires the Council as the Persons Conducting a Business 
or Undertaking (PCBU) to consult, cooperate and coordinate activities, so far as reasonably 
practicable, with all other PCBUs who have a duty in relation to the same matter. The duties of 
PCBUs can be found in Sections 36 – 43 of the Health and Safety at Work Act 2015. 
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Probity Auditor 
A Probity Auditor may be used for high value and/or high-risk categories.  
 
The reason why the Council would use one is to provide a level of comfort that the procurement 
process is being run soundly from a probity point of view. If the decision is to use one, ensure that 
they have the appropriate skills and experience. 
 
Shared Services 
The Council may enter into shared service or joint arrangements with other councils or 
organisations.  In all cases the Council will only do this if it is in the best interests of the Council.  Best 
interests may include: 
 
 financial savings 
 better outcomes 
 better contract models 
 reduced administration 
 better access to resources 
 
Four Wellbeings 
Councils should also play a broad role in promoting the: 
 
 social  
 economic 
 environmental 
 cultural  
 wellbeing of their communities, taking a sustainable development approach.   

 
The procurement strategy should consider how the procurement process and the outcome could 
assist with this role 
 
Contract Term 
In general, the longer the contract term the more attractive it is to the suppliers.  When setting the 
length of the contract consider: 
 
 what the Council is able to commit in terms of budget approved by the LTP 
 capital investment that the suppliers might make.  Larger investments require longer terms 
 the likely life of equipment involved in delivering the services (the term should match the 

expected life of the equipment to optimise amortisation costs) 
 stability of the market. 
 
 

10 Requirements 
 
Introduction 
This section of the policy covers the areas that are required by the Council when doing procurement 
projects. 
 
Competent People 
The Council will ensure that each employee, consultant or agent involved in a procurement process 
has the required skills for the type and level of procurement.  They should also have a good 
knowledge of the Government Procurement Rules. 
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If the Council engages a consultant or an agent to run or assist in the procurement process, the 
engagement should require the consultant or agent to conduct the procurement so that it complies 
with the same: 
 
 principles 
 objectives 
 policies  
 rules 
 
that apply to the Council. 
 
Government Procurement Rules 
Councils are not bound by the Government Procurement Rules.  These rules are a very good basis 
for procurement and have been developed with the market so that suppliers are given a fair 
opportunity.  They should be adhered to unless there is a good business reason not to. 
 
Poor planning does not constitute a good reason: 
 
 for not providing suppliers with adequate time to respond to the Council’s requests 
 choosing non-compliant procurement methods to get the process down to meet timeframes. 
 
Know what Council need and want 
The first step in procuring the best value for money goods and services is understanding what the 
business needs and wants.  This can include: 
 
 engaging with key stakeholders and involving them in the decision making process 
 engaging with suppliers in an appropriate manner – they are the experts 
 getting subject matter expert advice and input 
 providing the market with detailed, complete and accurate information (not rough estimates, 

summaries or samples), so that they can: 
 propose the best solutions 
 price accurately and reduce their risks (otherwise the incumbent has a distinct advantage or 

suppliers have to build a risk margin into their prices) 
 only have criteria and questions that are based on what the Council needs and wants. 
 
Efficient and effective processes 
The procurement process should be run as efficiently and effectively as possible.  This reduces costs 
and effort for suppliers and the Council. 
 
In most cases a two stage approach (ROI then RFP) of going to the market is much more efficient and 
effective.  It means: 
 
 the ROI is a simple document with only a bare minimum of questions.  This means less effort 

and cost for suppliers and less work for evaluators.  It also means that the Council can select a 
small short list.  This is more attractive for suppliers and means there are less full proposals for 
the Council to evaluate 

 the Council can openly discuss the RFP documents with the shortlisted suppliers.  This means 
they have greater clarity and the Council can correct errors or areas that don’t make sense in 
the RFP documents. 

 less work and better results for suppliers and the Council. 
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The procurement process should be well managed, with dedicated effort from the Council.  This 
means good project management and commitment. 
 
The right contractual model also has an impact on the efficiency and effectiveness of the 
relationship.  Options include: 
 
 trusted partners 
 alliance contracts or collaborative working agreements 
 open book contracts 
 panels of preferred suppliers 

 
The engagement model is also important.  How is work allocated to the supplier, particularly if there 
is a panel of suppliers. 
 
Two staged approach 
When going to the open market a two stage approach (open ROI then closed RFP) is required unless 
pre-approved by the General Manager - Corporate Services. 
 
The reasons for this are: 
 
 more attractive to suppliers 
 more efficient 
 allows for discussions with short-listed suppliers as mentioned above. 
 
Best value for money whole of life 
The Council is using ratepayers’ (and sometimes central Government’s) money to provide 
appropriate services to the community.  Therefore, there is an obligation to spend that money 
wisely and get the best value for money.   
 
Best value means the options that optimise the combination of Whole of Life Costs of the goods or 
services supplied as well as other relevant criteria. Considerations include: 
 
 the ability to meet the criteria and requirements that the procurement process and decisions 

are based on, such as: 
 proven track record 
 resources 
 team and qualifications 
 quality of products 
 relationship management 
 reporting and invoicing 
 implementation 
 innovation 
 local presence 
 base price 
 maintenance costs 
 consequential operating costs 
 ongoing supplier and contract management costs 
 price improvement through bulk buying, available discounts and potential leveraged discounts 
 price stability and sustainability over the life of the contract 
 rationalisation of suppliers 
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 ability to leverage existing supply arrangements 
 ability to leverage new contracts for the benefit of the organisation 
 ability to aggregate supply and reduce unit cost 
 sustainability of supply  
 total cost of ownership 
 consistency 
 the Four Wellbeings. 
 
Preferred respondent 
The procurement process and the RFP documents should state that having run the procurement 
process the Council will select a Preferred Respondent.  The Council will then enter into an 
agreement in principle which states: 
 
 they have been selected as the Preferred Respondent  
 the Council and the Preferred Respondent will enter into detailed discussions together to 

agree the terms of the contract, such as: 
 technical specification 
 roles and responsibilities 
 equipment 
 methodology 
 final pricing clarification 
 health and safety requirements. 
 
In the event that the parties cannot agree the terms of the contract the Council reserves the right to 
enter into discussions with a third party (meaning the next best supplier) or abandon the process.   
 
This right is only exercised once the Council has tried and failed to reach an agreement with the 
Preferred Respondent.  It is not an opportunity for Governance to select a respondent other than 
that recommended. 
 
This means that we: 
 
 select the best supplier 
 then work towards an agreement with them that works for the Council 
 if the Council can’t reach agreement then they park the first supplier, select the second best 

supplier and do the same with them 
 
Extended contract approach 
An approach that can be used to extend an existing contract is where the Council requests currently 
active providers to price additional projects (not an extension of the contract term for the original 
contract) as variations to existing contracts and relevant criteria have been met. 
 
This approach reduces costs for both parties associated with: 
 
 compiling additional contract documents 
 tendering 
 tender evaluation  
 administration costs 
 the contractors’ establishment costs 
 
This approach is used under the following conditions: 
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 a supplier has a record of high quality, timely completion of provision of the goods or services 
 the additional goods or services are generally of a similar nature to the work already 

contained within the existing contract that was won through an open market process 
 the new work is of a lower value than the existing contract, and must be less than $100,000 
 the market is stable in terms of pricing for the goods and services provided 
 the last competitive pricing obtained was less than three years ago 
 
When this approach is used, staff must ensure that: 
 
 all of the above conditions have been met 
 approval is sought from the Procurement Signoff of the purchasing unit, to increase the 

contract value to allow the additional goods or services 
 records are kept and: 
 these are to be maintained under the responsibility by the Records Team 
 relationships with the supplier are appropriate, ethical and balanced. 
 
Activity Plans 
Projected procurement activity plans with a 3-year horizon are a required component of annual 
business planning.  Expected procurement activity over the next one to three years are to be 
identified, showing:  
 
 categories of goods and services that the council expects to be procuring  
 the approximate spend involved  
 the expected timing  
 contract expectations  
 
This helps suppliers to a limited extent but means that the Council can start planning for specific 
procurement reviews with enough lead times to do the job properly.  A common issue is where 
councils leave the process too late and end up rolling over the incumbent supplier or shortcutting 
the process to meet a deadline. 
 
Open and honest 
All communications with suppliers should be on an open and honest basis.  Openness and clarity 
gets better results.  This includes: 
 
 allowing suppliers to talk to a contact person during the procurement process 
 making it clear to suppliers which other suppliers are responding to the opportunity 
 making it clear what budgets are available (in most cases) 
 having suppliers input during the process (reviewing draft RFP documents before they are 

released to get the most sensible documents possible) 
 answering questions promptly and clearly 
 letting suppliers know what the Council is trying to achieve 
 suppliers must be given the opportunity for feedback after the process, whether they were 

successful or unsuccessful.  Feedback should be specific and accurate 
 ask suppliers for their feedback on the Council’s procurement process. 
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Buy local 
The Council will treat all potential suppliers equitably and fairly ensuring best value for money. The 
Council will ensure that local suppliers have a full and fair opportunity to compete for council 
business. 
 
This policy does not give preference or weighting to local suppliers or local ownership in itself, 
although the Council may have valid business requirements that require a supplier to have a local 
presence, such as local support or accessibility. 
 
Having given local suppliers full and fair opportunity and assessed any commercial and practical 
value for money advantages associated with local supply the Council will make decisions based on 
the best value for money goods and services. 
 
Sustainability 
The Local Government Act 2002 requires that the Council takes a sustainable development 
approach, by taking into account: 
 
 the social, economic, environmental, and cultural well-being of people and communities 
 the need to maintain and enhance the quality of the environment 
 the needs of future generations. 

 
This needs to be applied in a pragmatic way and in balance with other criteria. 
 
Sustainability considerations include: 
 
 supplier’s reduction or offset of carbon 
 supplier’s waste minimisation plans 
 supplier’s water conservation approach 
 protection of ecosystems, including avoiding sourcing material from endangered or 

threatened environments 
 product’s energy consumption 
 reduction of product packaging 
 avoidance of toxic and carcinogenic materials (where possible) 
 inclusion of the cost of recycling or appropriate disposal in the whole of life cost. 
 
Ethical business practices 
The Council is expected to operate ethically.  Its suppliers should also: 
 
 respect human rights 
 not use forced, bonded or compulsory labour 
 not use child labour in the supply chain 
 refuse to accept unlawful discrimination of any kind in working relations 
 give consideration to flexible working conditions to promote work/life balance 
 provide a healthy and safe working environment for all employees in accordance with New 

Zealand standards and laws. 
 
Fair and reasonable opportunity 
The Council will promote open effective competition in the market and all legitimate suppliers 
should be given a fair and reasonable opportunity to bid for Council business.  In most cases this 
requires an open market process. 
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Open market processes don’t need to take long if run properly and use an efficient approach. 
 
Supplier management 
The best results from suppliers are based on relationships that are: 
 
 collaborative – the Council and the suppliers collaborate to get the best for both parties.  This 

is opposed to traditional “master/servant relationships”  
 courteous – mutual courtesy and respect 
 considerate – treat people well and think about them and what they have to do. 
 
To get the best from our suppliers, the Council will: 
 
 set clear performance measures for both parties, then monitor and manage the contract 

against them 
 encourage and recognise suppliers for delivering great results  
 work with suppliers to make on-going savings and improvements for both entities. 
 
The supplier management programme will include: 
 
 ensuring that key performance indicators (KPIs) are part of the procurement process.  These 

should cover quality of performance, scheduled performance and relationships 
 balanced measures on the council as well as suppliers 
 monitoring the performance against the KPIs 
 regular reviews 
 allowing for mutual feedback and strategic input 
 honour the commitment to suppliers (manage Leakage outside preferred supplier 

arrangements) 
 providing feedback to key stakeholders and management on compliance, savings and cost of 

non-compliance 
 dealing with suppliers even-handedly 
 facilitating resolution of complaints and non-compliances both at supplier level and with 

internal stakeholders 
 recording issues in writing 
 addressing issues early while they are small.  The longer issues take to address the worse they 

get 
 exploring opportunities with suppliers over and above contractual obligations 
 ensuring ethical, safe and honest practice 
 ensuring compliance with health and safety requirements. 
 
Conflicts of interest 
As part of the general obligation to act fairly the council must take care that their decision-making 
processes cannot be challenged on the basis of actual or perceived bias or conflicts of interest. 
 
All staff and consultants involved in the decision-making process should comply with the council’s 
Conflict of Interest Policy and complete a conflict of interest declaration.  Any perceived or real 
conflicts must be managed. 
 
This should take place at all key decision points in the process. 
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Members interests 
Without prior Office of the Auditor General approval the Local Authorities (Members’ Interests) Act 
1968 prohibits a person from being an elected member of the Council or on any committee or sub-
committee of the Council if they have an interest in an organisation that has supplied goods or 
services to the Council totaling more than $25,000, including GST, across all purchases in any one 
financial year, defined as 1 July one year until 30 June the following year. 
 
The onus is on the elected members and committee/sub-committee members to ensure that the 
requirements of the Act are met.   
 
The mayor and councillors complete a declaration of assets and interests at least annually.  This is 
managed by the Organisational Support Team 
 
Risk 
The Council must identify risks in or around the procurement process, assess the materiality of those 
risks (likelihood and consequence) and have a plan to mitigate or manage them. 
 
Risk management includes the balance between the risks and the expected benefits.  Refer to the 
Council’s Risk Policy and Framework 
 
Confidentiality and intellectual property 
Confidentiality is an important aspect of any competitive procurement process and the Council must 
take particular care when handling commercially sensitive information. Confidentiality obligations 
apply throughout the entire procurement process and also after the contract has terminated or 
expired. 
 
This can include: 
 
 not including information that is confidential to a particular supplier in the documents 
 handling questions and answers during the process 
 site visits and discussions with suppliers during the process 
 evaluations of proposals – taking care about storage of documents and where they are 

reviewed 
 not discussing proposals with people outside the decision making process 
 
Seek legal advice where the Council needs to balance confidentiality requirements with statutory 
requirements for disclosure and consultation.  For example, disclosure obligations under the Local 
Government Official Information and Meetings Act 1987 balanced with the protection of sensitive 
information. 
 

Keeping Records 
The Council must keep adequate records of all procurement decisions. The Public Records Act 2005 
requires public entities to maintain full and accurate records in keeping with normal, prudent 
business practice.  
 
The value and risk of the procurement will determine the nature and amount of documentation that 
is required. Key information to be retained by the Council should include adequate records to: 
 
 show that it followed due process and observed the basic principles set out in this policy 
 establish that it identified and appropriately managed potential conflicts of interest issues 
 all key documents that were published to the open market or sent to suppliers 
 questions from suppliers and corresponding answers 
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 supplier responses 
 record the outcomes of team evaluations and decisions 
 governance signoff on key decisions 
 provide evidence for accountability and audit purposes 
 contracts and variations 
 plan any subsequent procurement. 
 
The Council will keep these procurement records in a location that facilitates audit and other 
processes of accountability.  As such, records are required and these are to be maintained under the 
responsibility by the Records Team 
 
Key documents must be retained for seven years after the last delivery of the contract. 
 
This should meet the Council’s retention and disposal policies 
 
Contracts Register 
The council should have a central register of all contracts including: 
 
 category 
 term 
 status  
 
Service contracts are required to be recorded on the Council’s Contracts Register.   
 
It is the responsibility of the Contract Manager to enter contract details onto the Contract Register.   
 
Access and location to the Contracts Register can be confirmed via the Records Team.  
 
A signed copy of the contract should be supplied to the Records Team. 
 
Health and Safety 
The Council has a primary duty of care to ensure, so far as reasonably practicable, the health and 
safety of workers who work for the Council while they are at work.  In this context, workers include 
staff, and the staff of contractors.  Please refer to: 
 
 Health and Safety Manual 
 Risk Policy and Framework 
 
For specific advice please refer to the Council Health and Safety team.  
 
The Council must consider Health and Safety implications at all stages of the process: 
 
 planning 
 design (including product design and product safety features) 
 manufacture  
 supply and installation 
 construction 
 management and controls 
 operation. 
 
The procurement strategy should consider the most appropriate ways to incorporate these 
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considerations. 
 
Contractual arrangements often have a number of parties involved.  The Health and Safety at Work 
Act 2015 refers to these parties as Persons Conducting a Business or Undertaking (PCBU).  If more 
than one PCBU has a duty in relation to the same matter, each PCBU with the duty must, so far as 
reasonably practicable, consult, cooperate and coordinate activities. 
 
The responsibility for Health and Safety is with the Council staff member responsible for the 
contract, with support and advice from the Health and Safety team.  The Contract Manager has to 
ensure that where possible and practical, Health and Safety legislation and practice is being adhered 
to by all persons or contractors undertaking the work or present at the site. 
 
As such, due care must be provided by contractors and an appropriate assessment of a contractor’s 
ability to carry out the work in a safe and healthy manner should be included as part of the 
procurement or contract management process.   
 
The level of process required depends on the level of health and safety risk associated with the 
contract.  Risk is classified Very Low, Low, Medium and High as defined in Risk Framework.  In 
general, standard visitor processes are adequate for Very Low Risk contracts.  A more robust process 
will be required for contractors engaged in High Risk contracts 
 
Please refer to Risk Framework for Contract Risk Level Classification 
 
Robust process to identify stakeholders 
The procurement process should include a robust process at the outset to identify stakeholders.  
Most projects that fail are due to the right people not being involved early enough. 
 
Key internal stakeholders should be involved in developing: 
 
 project objectives 
 specifications  
 evaluation criteria 
 relative weightings for evaluation criteria 
 key performance indicators. 
 
Delegations Manual 
The procurement models applied and who has the authority to sign off elements of the process will 
be guided by the Council’s financial delegations as contained in the Delegations Manual. 
 
Internal reviews 
An important aspect of internal reviews is to ensure that procurement projects and processes have 
been conducted in line with this procurement policy. 
 
This should be done on a regular basis by budget managers, supported by the Finance Team. 
 
Supplier discounts 
Employee discount opportunities with suppliers are arranged by Human Resources.  Information 
about these discount arrangements is available on our Intranet and from Human Resources. 
 
Only these arrangements are approved for Council staff to take advantage of, and discounts are 
offered providing: 
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 the supplier has agreed to staff benefits 
 the staff pay directly for the purchase (it is not charged back to the council and staff reimburse 

the Council) 
 the staff are current employees and have proof of employment 
 
Under no circumstances are the Council staff members to use the Council account to purchase 
goods privately 
 
External funding requirements 
Where external parties (NZTA, Ministry of Health, Ministry for the Environment) are providing 
funding to the Council, they sometimes have specific procurement requirements or policies that the 
Council needs to meet to get the funding. 
 
In these cases, the Council’s procurement policy applies in the first instance.  Any additional 
requirements the funder has are applied in addition to this policy (not instead of). 
 
The Contract Manager is required to confirm from the external agency: 
 
 procurement requirements from that agency 
 agency point of contact 
 in all cases written / email confirmation from the external agency approving the procurement 

strategy prior to initiating the procurement process 
 
This information should be included in the procurement strategy which is required to be approved 
by the Procurement Signoff or person with the required level of authority.  These details should also 
be included in the recommendations report at the end of the procurement process. 
 
 

11 Governance 
 
Introduction 
Procurement projects require different levels of governance and approval.  These levels are set out 
in the Delegations Manual and the Significance and Engagement Policy  
 
It is important to note that dollar limits used to determine who has to approve matters are set on 
the aggregated value of the contract or goods or services being procured over the life of the 
contract.  This includes any extensions to an existing contract.  For example, a $100k extension to an 
existing $350k contract means a total contract value of $450k and would require the signoff level to 
be for $450k, not just $100k. 
 
When calculating a contract’s maximum total estimated value, you must not intentionally avoid 
applying the policy by either: 
 
 designing, structuring or dividing a procurement into separate parts. This means, you can’t split 

a procurement into smaller contracts to avoid applying the policy 
 using a non-standard or alternative valuation method to lower the estimated value. 
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Strategy 
The procurement strategy/plan must be signed off by the Procurement Signoff, who should have the 
appropriate level of delegation, prior to the Council going to the market or engaging the supplier (in 
the case of a direct engagement).  The reason for this is so that the decision maker can review the 
direction and approach for the procurement before it is too late to change. 
 
The procurement process must then be based on the strategy that has been approved. 
 
Award 
When the outcome of the process (normally the Preferred Respondent) is submitted to the 
Procurement Signoff for approval to enter into a commitment with the supplier, the Procurement 
Signoff should check that the process has been run robustly and in line with the approved strategy.  
At that point the options for Procurement Signoff are: 
 
 approve 
 seek further information or clarity 
 decline 
 
In the event that approval is declined, the most likely outcome is that the whole process has to be 
aborted.  The Procurement Signoff cannot override the recommendation and choose an alternative 
supplier.  If it does decline the recommendation it must be documented as to why. 
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Appendix 1 – Principles of Procurement 
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Appendix Two - Procurement Policy High Level Map 
 

Introduction 
Notes for this process are in the Procurement Manual. 
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Item 3  Health, Safety and Wellbeing Management System Report 
 
MORF ID: A595285 Strategic Direction:  Governance 

Report by:  Michelle Carter, Health, Safety and 
Wellness Business Partner 

Approved by:  Amy Kubrycht, General Manager, People & 
Capability 

Executive Approval:  Rob Phillips, Chief Executive 

 

Purpose 
 
To provide a report on the operation of the Health and Safety Management System. 
 
Summary 
 
The Council operates an effective Health, Safety and Wellbeing Management System that is subject 
to continuous improvement and change management.  The following summarises the activity of the 
last quarter to 30 September 2020. 
 
Recommendation  
 
It is recommended that Council resolve to receive the Health, Safety and Wellbeing Management 
Report for the quarter to 30 September 2020. 
 

Report 
 
Background 
 
It is intended that this Committee receive updates on Council’s health and safety obligations. These 
updates include a quarterly governance report on the implementation, development and operation 
of the health, safety and wellbeing management system within the Council.   
 
Health, Safety and Wellbeing (HSW) Operations Report for the quarter to 30 September 2020 
 
1. Significant Item  

 
(a) There was a notifiable event this quarter and Worksafe was notified.  The file was 

closed, with no investigation required. ES did its own investigation into the incident 
and is implementing the key recommendations from that.  

(b) There was also a no-injury quad-bike accident. Staff are reviewing the continued use of 
quad bikes in the fleet as a result. 

(c) The vehicle policy was redrafted to incorporate the driving policy.  It has been updated 
to include the introduction of E-Road, and is being reviewed by the fleet management 
team.  

(d) The COVID-19 Alert level was raised to Level 2 and lowered back to Level 1 during this 
quarter, with the ES response plans implemented by the Incident Management Team 
accordingly.  Although those employees on Council’s “at-risk” list were required to 
work from home until the return to alert Level 1, there were less employees in this 
situation as several had robust health and safety plans in place enabling them to be in 
the workplace.   
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2. Health and Safety Risks  
 
 No new hazards were added to the register.   
 
3. Continuous Improvement 
 

 Hazard training commenced on a team-by-team basis. Four teams have now 
completed this and it is expected that all teams will have completed it by 31 October 
2020.  

 The Health, Safety and Wellbeing Policy Statement was reviewed and updated.  This 
has since been adopted by the organisation (appended). 

 New incident and investigation forms have been developed. These are being trialled by 
the Science Informatics and Operations team and gather more information about 
incidents, enabling better investigations to take place.  They also create a trigger to 
inform the Health, Safety and Wellbeing Business Partner that an event has happened, 
enabling a prompt follow-up of incidents. 

 Early discomfort forms have been developed and will be presented to the HSW 
committee in October 2020. These will allow the organisation to become aware of 
employees’ discomfort earlier, enabling earlier treatment, monitoring and better 
follow-up.  

 The sale of the Winton depot necessitated a review of chemical storage options on the 
North Road site.  Existing storage was not sufficient for current and future needs and 
the purchase of a purpose-built storage container was approved. 

 Four employees attended a mental health first aid training course to ensure there are 
a range of individuals within the organisation able to provide support to others.   
 

4. Health and Wellbeing 
 

 Michael Hempseed, professional speaker in the field of mental health and suicide, 
spoke to many of our people leaders in July 2020 and the wider team in August 2020, 
to help them recognise the signs of poor mental health. Employees reported finding 
this talk helpful.  

 Acknowledging many employees have experienced loss during the pandemic (not just 
bereavements, but also connection with overseas friends and family, or loss of 
opportunity e.g. to travel), staff arranged to have a representative from the Invercargill 
Loss and Grief Centre speak to employees about grief and how to get support.  

 Mental Health Awareness week took place in September 2020. It was promoted with 
daily updates on Workplace, posters around the building and a mental health quiz. 
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5. Operational   
 

 Reports - operational activity is shown in the following table: 
 
 Table 1: Health and Safety Activity   
 

Activity 

Item Descriptor Frequency 

Committee Meetings Meetings held monthly, agenda, minutes and 
action plan available to all staff on the Intranet. 

Monthly - Next due: 15 October 
2020    

HS Policy Statement Identifies ES commitment to health and safety, 
common to and agreed by all Southland 
councils. Displayed in reception and staff café. 

Biennially  
Signed on 3 August 2020. 

Contractor Group and 
SiteWise   

Reviewing contractors on SiteWise for current 
insurance, assessments & ES documents     

Three monthly.  
This is currently underway, 
including a review of better ways 
to manage contractors.  

Electrical Tag and Test Annual check of ES equipment, computers and 
cords to ensure new or replacement items are 
compliant. 

Next due: October 2020 

Hazardous Substances 
Register 

All chemicals on-site checked against chemical 
register and material data sheets. 

Next due: October 2020 

Hazards and Risk ID Full ES hazard register review The entire register will be reviewed 
and updated as part of the 
organisation-wide risk review 
project.  Critical risks will be 
monitored every 3 months with 
other hazards every 6 months.   

Self-assessment – 
Internal Divisional 
Audit   

Internal divisional audits quarterly – looking for 
compliance evidence  

Will be done continually for the 
foreseeable future.   

Compliance –  
External Audit   

SafePlus external audit  Biennially  
A full internal review and update of 
the manual completed earlier this 
year highlighted some areas of 
improvement.  These will be 
undertaken prior to conducting  an 
external review which will be in 
2021 

Vehicle First Aid Fire / 
Extinguisher Checks 

This is a review of all extinguishers and first aid 
kits for the ES fleet vehicles. 

Next due: July 2021. 

Committee Meetings Meetings held monthly, agenda, minutes and 
action plan available to all staff on the Intranet. 

Monthly - Next due: October 2021    
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6. Safety incident report 
 
 Chart 1: Safety Incidents 2018-2020 
 

 
 

 Eight incidents were reported in the third quarter for 2020.  These included:  
 

 three vehicle incidents; 

 one back injury; 

 one eye injury (notfiable event); 

 one cut; 

 one hand sprain; 

 one near miss. 
 

 Investigations into those incidents revealed that: 
 

 six resulted from insufficient training or retraining being required.  Where relevant, 
competency checks have been added to training; 

 one was an unidentified hazard, now eliminated; 

 one was an insufficient mitigation and processes have been amended to improve how 
the risk is treated. 

 
 Remedial action is being taken. 
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Chart 2: Incident Report Types 2019 Q3–2020 Q3 
 

 
 
Vehicle incidents remain a consistent feature in the statistics.  This quarter, the two vehicle 
incidents were damage caused by employees one was an accident caused by an employee.  

 

Table 2: Safety incidents by severity for the calendar year to the 30 September 2020 
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7. Risk and Hazard Summary 

  

 Table 3: Hazard Register Summary as at 30 September 2020 

 
The above table shows that there are 89 hazards on the hazard and risk register. Thirteen of 
these are extreme and 33 are high. 

 

Views of Affected Parties  
 
There are no matters in this report which require consideration under this heading. 
 
Compliance with Significance and Engagement Policy  
 
There are no issues within this report which trigger matters in this policy.  
 
Consideration 
 
Financial Implications 
There are no additional financial or resource implications. 
 
Legal Implications 
This report and the associated recommendations comply with the appropriate statutory 
requirements placed upon the Council. 
 
Consistency with Council’s LTP/Annual Plan/Policy/Strategy  
 
Items reported on in this report have been addressed within budgets and approaches taken are 
consistent with Council’s planning documents. 
 
Attachments 
 
1. Safety Incident or Injury Cause/Severity definition sheet 
2. Risk Matrix and Information 
3. Health, Safety and Wellbeing Policy Statement 

 
 

  

Hazard Register Summary  

Hazard Type  
Extreme High Moderate Low 

Hazard 
Totals 

Risk 
Score 

Vehicle    6 60 8 40 1 6 3 10 18 116 
Environment - Field 3 30 5 28 6 30 2 3 16 91 

Environment - Water 3 30 4 24 0 0 0 0 7 54 

People   1 10 1 5 2 9 1 3 5 27 

Biological    0 0 2 9 5 21 1 1 7 30 

Equipment/Mechanical 0 0 6 19 6 27 7 16 19 62 

Chemicals 0 0 4 20 2 6 0 0 6 26 
Environment  - Office/ES 0 0 3 24 2 6 6 10 11 40 

 13 130 33 168 24 105 19 42 89 446 
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Safety Incident or Injury Cause 
 
Body Stressing - Stress or pressure applied to the body by a movement or activity, resulting in body 
tissue being pulled stretched, compressed or crushed. 
 
Cut/bruise, minor superficial – an injury that requires minor treatment, e.g. first aid 
 
Early Reporting – A report of pain or discomfort, this does not necessarily mean there is an injury. 
Pain or discomfort is often the first sign of body stressing.    
 
Electric Shock – A shock received by touching an electric source, most common hazard involves 
electric fences. 
 
Equipment Failure – Any situation where equipment has failed, it may/may not have caused injury. 
 
Fall/Slip/Trip – falls, slips and trips are our most common ES incidents, often causing injury that 
does not usually result in loss time, but often does involve treatment, usually physiotherapy. 
 
Hit by Moving Objects – a person being hit by a moving object, not a usual occurrence however it 
does happen, the other part of this is the body hitting an object. 
 
Intimidation – covers both verbal aggression and verbal threats 
 
Material Substances – covers chemicals and objects in eyes such as seeds from grasses 
 
Near Miss – A near miss is any safety situation that had the potential to cause harm but did not. 
 
Property damage – Property belonging to ES or public, damaged in any way excluding vehicles 
 
Vehicle - relates to any vehicle, car, truck, Ute, motorbikes 
 

Safety Incident or Injury Severity 
 
No Injuries – an incident occurred but no injury has been sustained, often related to a near miss 
 
No Treatment – minor injury or damage has occurred and no treatment or repair required 
 
Repaired – a Vehicle or property has required to be repaired, often will involve insurance 
 
EAP / Support – support available to staff where there might be a situation where they may be 
distressed in some way.  There are varying levels of support depending on the situation  
 
First Aid – immediate treatment that requires no further intervention from a health professional 
 
Loss Time Injury (LTI) – An injury that has required time away from work or reduced working hours 
 
Medical Treatment – Second highest level of severity, this incident may require to be notified to 
WorkSafe.  Treatment is given by a health professional, and can often lead to loss time from work. 
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Permanent Disability/Fatality – Highest level of severity, this incident will often require to be 
notified to WorkSafe.  
Risk Analysis Matrix          
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Risk Level and Management Criteria 
 

 
 

Risk Analysis Matrix 

CONSEQUENCES 

Insignificant Minor Moderate Major Catastrophic 

 No injuries 
First Aid 

Treatment  

Medical 
Treatment 

Injury 

Permanent 
Disability 

Fatality 

LI
K

EL
IH

O
O

D
 

Almost Certain 
expected to 
-daily 

5-H 10-H 15-E 20-E 25-E 

Likely 
probably will 
-weekly 

4-M 8-H 12-H 16-E 20-E 

Possible 
might occur    
 -monthly 

3-L 6-M 9-H 12-E 15-E 

Unlikely 
Could              
-6-12 mths 

2-L 4-L 6-M 8-H 10-E 

Rare 
may occur                 
-1-5 years 

1-L 2-L 3-M 4-H 5-H 

Score Outcome Actions 

E 
Extreme 

Risk 

Immediate 
action 
required 

Consider alternatives, avoid hazard or use a safer method. If not 
possible then apply approved SOP to ensure controls are 
appropriate. Monitor controls for effectiveness. 

H  
High Risk 

Senior 
management 
attention 
needed 

Ensure controls in place are effective and understood by all team 
members, need for SOP is considered and PPE is appropriate.  
Monitor controls for effectiveness. 

M 
Moderate 

Risk 

Management 
responsibility 
must be 
specified 

Ensure controls in place are effective and understood by all team 
members, PPE is appropriate and all necessary steps have been 
taken. Monitor controls for effectiveness. 

L  
Low Risk 

Manage by 
routine 
procedures 

Ensure controls are in place, PPE is appropriate, and risks to others 
have been considered. Monitor controls for effectiveness. 
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Health Safety and Wellbeing Policy 

we are committed to building a mindful, high performing safety culture and to having a safe and 
healthy working environment for all employees, contractors and our public. 

We will ... 

Review 

Promote a system of continuous 
improvement, including annual reviews of 
policies and procedures. Implement and 
develop and review measurable targets. 

Hazards and Risks 

Ensure all workers and others in the vicinity of 
the workplace are aware of all hazards and 
the associated risks, and workers are 
adequately trained so they can carry out their 
duties in a safe manner. 

Information, Training and Communication 

All employees are inducted into the 
organisation to have an understanding of 
their health and safety responsibilities and 
obligations. Provide appropriate resources 
and training and ensure all workers are 
competent in the tasks they are doing. 
All employees are informed of and 
understand all relevant health and safety 
policies 

Encourage Participation 

Encourage and seek employees' engagement 
and participation in all health and safety 
matters. 

Investigate and Learn 

Accurately report, record, investigate, 
improve work practices and learn from all 
workplace incidents and discomfort reports. 

Emergency Planning and Readiness 

Develop, implement and regularly practice 
emergency and evacuation procedures. 

Manage Contractors 

Consult, cooperate and coordinate with all 
contractors. Continually assess contractor 
health, safety and wellbeing through pre
qualification, audits and observations. 

_/'2_ � /?J /'\ Date: __ ?r-/"""""-<g_,/_�_-z,.Q_.,. Authorised by....:,� _ _;_ y_,-,y __ -_ "�---- ' r I Chief Executive, Environment southland 
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Item 4 Annual Activity Plan  
 
MORF ID:  Strategic Direction:  

Report by: Neil Selman, General Manager, 
Corporate Services  

Approved by:  

Executive Approval: Rob Phillips, Chief Executive 

 

Purpose 
 
To present to the Organisational Performance and Audit Committee the annual plan of items to be 
delivered on by the Committee and to obtain ongoing input on the proposed plan. 
 
Background 
 
The table (shown on the following pages) sets out the standard activity plan along with the future 
and to-be-developed items.  The specific timing of the items is indicative and may vary to manage 
the size of the agenda.  Staff seek Committee input to continually develop the plan and to ensure 
the optimal effectiveness of the Committee. 
 
Recommendation  
 
It is recommended that Council review the Annual Activity Plan, provide input and resolve to 
note it. 
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OPAC Activity Report Timetable 2020/21 
 3 Sep 14 Oct 26 Nov  17 Feb 1 Apr 19 May 30 Jun 

Finance 
Q4 

Risk Finance 
Q1 

Risk Finance 
Q2 

Risk Finance 
Q3 

Risk 

Financial – Standard Items 

Financial Report              

Investment Report             

Cash Flow Projection             

Council Reserves               

Debtor Review             

Year-End Forecast             

Capex Report (FAR)              

Statutory 

Annual Plan          

Draft  Annual Report          

Final Annual Report          

Audit Mgmt Letter           

         

Financial – Deep Dive 

LTP Performance 
reporting 

            

Fleet management            

Aged debtor report           

         

Financial – CCO Reporting (SOI, 6 Mth Report, Annual Report) 

RSHL   AR  6 Mth  SOI  

Civic Financial Serv   AR  6 Mth  SOI  

Great South   AR  6 Mth  SOI  

Risk Management – Standard Items 

Risk Mgmt Prog             

Health and Safety             

LGOIMA           

Conflict of interest          

Divisional Managers             

         

Risk Management – Deep Dive 

Procurement Report           

Insurance Report           

Key Programmes:   
IMSG Report 
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OPAC Activity Report Timetable 2020/21 
 3 Sep 14 Oct 26 Nov  17 Feb 1 Apr 19 May 30 Jun 

Finance 
Q4 

Risk Finance 
Q1 

Risk Finance 
Q2 

Risk Finance 
Q3 

Risk 

 

Key Programmes:    
Shovel Ready 
 

           

External Expert Report 

Fund Managers         

Insurance Advisors         

External Auditors   Post 
audit 

 

   Pre audit  

Action Items 

         

 
Notes: 
- Removal of separate Clean Air Loan report, and replaced with loan status in Financial Report 

 

Forward Planning/To be developed 

 2021 2022 2023 2024 2025 2026 2027 2028 

Internal Audit           

Sensitive Expenditure Review          

Financial Delegations Review           

4 Well Beings reporting           

Asset Management Planning – Financial 
Implications  

         

Triennial Agreement (due March 2020)           

IWI contributions Adjustments         

IWI Charter of Understanding review (due 
2021)  

         

S17A review (due 2023)          

Representation review (due 2024)          

Dross Removal Report         

Fund Manager Review (due Oct 2020)          

SIPO 3 yearly review (due Dec 2021)           
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