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Introduction 
 
This document outlines the University’s policy for procuring goods, services and works. It 
is a University-wide policy and applies to all staff, and must also be applied to outsourced 
procurement activity being performed on behalf of the University by external agents. 
 
Procurement plays an important role in the delivery of the University’s outcomes, with a 
wide variety of goods, services and works being purchased from third party suppliers.  
 
As an entity within the wider state sector which is subject to New Zealand Legislation, the 
University must consider its responsibility to external stakeholders and the public regarding 
expenditure, and the manner in which purchases are made. It is important to understand 
the impact of our sourcing and buying decisions to ensure University procurement activity 
is ethical and sustainable (socially, economically & environmentally). 
 
 

Policy 
 
Purpose  
 
This policy states the procurement principles of the University, and aims to 

 inform University staff, and those acting on behalf of the University, of the objectives, 
behaviours and principles appropriate when conducting procurement; 

 ensure that University procurement activity is conducted within a clearly defined 
internal control framework; 

 encourage a common understanding and consistent management practice across the 
University to realise procurement-related benefits; 

 promote transparency in how the University manages its procurement; 

 maximise efficiency of procurement and distribution; 
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 ensure procurement practices are always consistent with legislation;  

 provide a framework for common understanding of University procurement practices 
for potential suppliers; and 

 manage the risks associated with project delivery in order to achieve project benefits. 
 
 
Scope 
 
Procurement and contract management are significant activities of the University. The 
University procures a wide range of goods, services and works from an array of different 
markets. The requirements are diverse and complex, ranging from major and minor 
contracts with long term partnerships (e.g., Hawkins) to one-off purchases.    
 
This policy allows staff, whilst working within legislation, to also make well considered 
value and risk decisions by working to the Procurement Policy guidelines. 
 
This policy applies to the acquisition of all goods and services made by University 
(including controlled entities) staff, students or contractors, either purchased or leased 
from suppliers external to the University for and on behalf of the University. The acquisition 
of goods and services includes but is not limited to  

 consumables, including office supplies;  

 office, teaching and research equipment;  

 facilities management and construction;  

 information and communications technology; 

 contractors and consultants;  

 motor vehicles; and 

 plant, materials, equipment and substances.  

 

Objectives and Application  
 
The objectives of this policy are to provide clear direction to management and staff in 
relation to the procurement and purchasing function, and establishes a decision framework 
that 

 ensures purchases are made in a transparent and accountable manner; 

 delivers best value through the most appropriate service provider; 

 ensures open and effective competition; 

 supports, in a sustainable manner, environmental and ethical practices; 

 appropriately manages risk, e.g., contractual, financial, sustainability; 

 promotes efficient purchasing practices and their continuous improvement; and 

 ensures the University’s purchasing activities are in accordance with its legal 
responsibilities. 
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The University expects all staff and business units to follow the principles and procurement 
policies when procuring goods, services and works. Government principles of procurement 
set a helpful benchmark but are not mandatory. 

 

1. Thresholds 
 
The University’s procurement processes are detailed in Procurement Services (University 
Financial Services intranet) and are based on monetary thresholds. As a rule of thumb: 
 
Goods and services 

 Under $10,000: buy directly from a suitable supplier. 

 $10,001 to $99,999: three quotations or closed tender. 

 Over $100,000: open tendering, using the Government Electronic Tender Service 
(GETS). 

 
Construction works (applies to Learning Resources only) 

Procurement for significant works require procurement plan that outlines the approach to 
be taken. Plans should be fit for purpose and designed to deliver project benefits and 
value for money. From time to time other procurement methods may be recommended; 
however, as a rule of thumb: 

 Under $10 million: open or closed market engagement (refer to procedures). 

 Over $10 million: open tendering, using the Government Electronic Tender Service 
(GETS). 

 
 
2. Ethics, Transparency and Accountability 
 
The University is accountable for the use of public money through procurement, and must 
be able to give complete and accurate accounts of how public funds have been used and 
contracts awarded.  
 
This will be achieved by the following: 

 Following consistent processes and procedures that are in line with accepted good 
practice for state sector organisations and allow for transparency of decision-making.  

 Maintaining appropriate records and minutes relating to procurement activities that 
allow for subsequent review of the decision making process.  

 Conducting all procurement in a fair, consistent, accurate and unbiased manner, 
acting in good faith. 

 Ensuring the University is only involved in the procurement of goods, works or services 
where budget provision has been made through the University planning process, or by 
specific University resolution. 

 Ensuring that where the University is procuring goods, works or services which require 
non-budgeted expenditure the rationale is clearly documented and the procurement is 
approved by the appropriate delegated authority before the expenditure is incurred. 

https://intranet.canterbury.ac.nz/finance/procurement/
https://intranet.canterbury.ac.nz/finance/procurement/
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 All procurement decisions and commitments being made in accordance with 
delegations recorded in the Financial Delegations schedule and compliant with 
purchasing procedures. 

 Not accepting gifts or gratuities from prospective suppliers who are actively tendering 
or negotiating for University contracts. Nor should staff request gifts, favours or forms 
of entertainment in return for business services or information. 

 Declaring all personal interests that may affect (or could be perceived to affect) their 
impartiality, consistent with the Conflict of Interest Policy, Principles and Guidelines 
(PDF, 406KB) (a disclosure is used in evaluation processes). 

 Complying with the University’s Fraud Response Policy (PDF, 220KB). 
 
 

3. Value for Money 
 
The University has a responsibility to manage its resources in an effective and efficient 
manner. The University will seek the best possible outcome and will achieve this by 

 Basing procurement decisions, where practicable, on whole-of-life costs (or total cost 
of ownership) rather than just consideration of the lowest price. 

 Including an appropriate balance of financial and non-financial (e.g., functional, 
technical, sustainability, environmental, quality, performance, risk) selection criteria in 
procurement decision-making. 

 Subjecting proposals and tenders received by suppliers to robust evaluation 
processes, including benchmarking, and/or comparison of value between proposals or 
bids. 

 Periodically reviewing and benchmarking the University’s supply arrangements, to 
ensure best value is being achieved. 

 Selecting procurement methods and forms of contract appropriate to the scale (value 
risk and complexity) of the University’s requirements. 

 Ensuring that suppliers acknowledge and agree that any disbursements, surcharges or 
margins invoiced to the University must be an identifiable cost relating to the 
respective project and pre-approved by the University in writing.  

 
 
4. Thinking Strategically and Acting as One Organisation 
 
When making procurement decisions the University will consider long term benefits, 
economic impacts, consequences and implications to the whole organisation and wider 
community. The University’s service units and colleges are expected to act collaboratively, 
to leverage supply requirements and achieve best value. This will be supported by 

 Forward planning procurement activities and contract expiries to ensure sufficient time 
is allowed and appropriate resources are available. 

 Ensuring that staff with the responsibility for managing and overseeing procurement 
activities are suitably skilled and experienced, and external advice and capability is 
utilised when appropriate. 

http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Conflict-Of-Interest-Policy-Principles-And-Guidelines.pdf
http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Conflict-Of-Interest-Policy-Principles-And-Guidelines.pdf
http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Fraud-Response-Policy.pdf
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 Ensuring that suppliers enter into the University’s preferred terms and conditions at all 
times.  

 Ensuring that if the University engages a third party to procure goods, services or 
works on the University’s behalf, that third party adheres to this Policy.  

 Asking suppliers to apply innovative thinking and provide advice to the University to 
ensure continuous improvement of goods, services and works procured. 

 
 

5. Effective Market Competition 
 
The University recognises that the development of competitive supply markets will ensure 
sustainable sources of supply, and where mature markets exist a competitive procurement 
process is likely to result in a better procurement outcome for the University. Therefore, all 
qualified suppliers must have a reasonable opportunity to participate in University 
procurements. This will be achieved by 

 Ensuring that the University’s default position is to engage suppliers by way of an open 
tender unless an approved procurement plan determines otherwise, and such 
rationale is clearly recorded and authorised by staff with the appropriate delegated 
authority. 

 Ensuring that sourcing activity is designed for inclusivity and supplier diversity. 

 Ensuring that at the expiry of a contract term (for non-panel contracts), the goods, 
services or works required by the University are re-tendered and contracts are not 
automatically rolled over unless there is good reason to do so and such rationale is 
clearly recorded and authorised by staff with the appropriate delegated authority. 

 Other procurement methods that require cyclical re-tendering include pre-qualified 
panels. 

 
 
6. Emergency Procurement 
 
In an emergency, it may not be possible to satisfy the principle of open and effective 
competition throughout the procurement process. Parts of the procurement process may 
therefore be dispensed with to react quickly to genuinely unforeseen, urgent 
circumstances.  Relevant criteria are 

 life, property or equipment is immediately at risk; or 

 standards of public health, welfare or safety need to be re-established without delay 
(such as disaster relief). 

 
The University must still act lawfully and with integrity, be prepared to account for all 
emergency procurements and act within delegated authority. The University acknowledges 
that in emergency situations there can be a higher risk of fraud, bribery, corruption and 
inflated prices. The University will seek to take action to safeguard against these 
possibilities. 
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7. Sustainable Procurement 
 
Sustainable procurement considers the environmental, social and economic 
consequences of design, materials used, manufacturing methods, logistics and disposal. 
 
a. Environmental Considerations 
 
The University considers environmental issues as an increasingly important element in its 
procurement and purchasing activity. The University will address the environmental 
credentials and characteristics of goods/services and suppliers within each sourcing 
process to an extent which is appropriate, practicable, and remains consistent with whole-
of-life, value-for-money philosophy and other sources of good practice. 
 
The University is certified by the Certified Emissions Measurement and Reduction Scheme 
(CEMARS) and as such is committed to a path of understanding its own impact on the 
environment, and creating strategies to reduce its carbon footprint. 
 
b. Fair Trade 
 
The University is committed to achieving and sustaining the status of an accredited Fair 
Trade University. To achieve this the University will comply with the minimum 
requirements as defined by the Fair Trade Association of Australia and New Zealand 
(FTAANZ) (Fair Trade Association of Australia and New Zealand website). Refer to the 
Fair Trade Communities Guidelines for Universities (Fair Trade Association of Australia 
and New Zealand website).  

The process of maintaining Fair Trade status is co-ordinated by a Fair Trade Steering 
Group. This group will prepare and oversee the implementation of an action plan to 
maintain Fair Trade status for the University. Membership of the group shall be drawn from 
the Student Union and other relevant stakeholders within the University, such as 
Procurement and the Sustainability Office. 

The University’s preferred supplier of canteen consumables (University Financial Services 
intranet) will only offer Fair Trade tea and coffee options.  
 
 
8. The Value of Relationships 
 
The University recognises the value of effective and honest relationships with suppliers 
and other stakeholders involved in procurement activities. Developing long term and 
mutually beneficial relationships with key suppliers and commercial partners will support 
the University in achieving best value. The University will actively manage contracts and 
relationships, to sustain and increase supplier performance through the full contract term. 

 

 
9. Fairness and Lawfulness 
 
The University’s overriding and fundamental public law obligation is always to act fairly and 
reasonably. The University must at all times comply with all relevant and applicable 
legislation.   
 

http://www.fta.org.nz/
http://www.fta.org.nz/
http://www.fta.org.nz/uploads/1/9/7/4/19743811/fair_trade_assoc_communities_universities_guidelines_(1).pdf
http://www.fta.org.nz/uploads/1/9/7/4/19743811/fair_trade_assoc_communities_universities_guidelines_(1).pdf
https://intranet.canterbury.ac.nz/finance/procurement/canteenconsumables/index.shtml
https://intranet.canterbury.ac.nz/finance/procurement/canteenconsumables/index.shtml
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The University must not, except to the extent required by law (Official Information Act 1982 
(New Zealand Legislation website)), disclose confidential information that would prejudice 
legitimate commercial interests of a particular supplier or might prejudice fair competition 
between suppliers, without the written authorisation of the supplier that provided the 
information. The University’s Official Information Policy (PDF, 194KB) should be referred 
to.  
 
Staff should seek any legal advice on how to reconcile duties of this nature with the 
University’s contractual or common law obligations to maintain commercial confidentiality 
through the Office of the Registrar (University Information and Records Management 
website). 
 
 

10. Practical Considerations 
 
When deciding how to give effect to this Policy, staff will consider the following: 

 The procurement requirements and resulting contractual arrangements should be as 
simple and practical as possible, considering the amounts involved, the complexity, 
and the level of risk. It is appropriate to consider compliance costs for both parties, and 
seek to reduce them where possible. 

 The contractual arrangements may need to fit with the overall context of a more 
general relationship the external party may have with the University or other relevant 
tertiary education and government organisations. 

 The University will identify the risks of the procurement process and contractual 
agreement and consider how to manage those risks. The key is to get the right 
balance between risk and expected benefit, and to do so consciously. 

 
Where a significant risk is identified or there are significant issues with respect to 
contractual terms, staff are required to obtain guidance before proceeding with 
procurement. The Risk Management and Compliance Framework (PDF, 804KB) 
should be used to assess risk and to inform a course of action.  

 

Related Documents and Information 
 
Legislation 

 Crown Entities Act 2004 (New Zealand Legislation website) 

 Education Act 1989 (New Zealand Legislation website) 

 Official Information Act 1982 (New Zealand Legislation website) 

 Public Finance Act 1989 (New Zealand Legislation website) 
 

UC Policy Library 

 Conflict of Interest Policy, Principles and Guidelines (PDF, 406KB) 

 Fraud Response Policy (PDF, 220KB) 

 Gifts Policy (PDF, 197KB) 

http://www.legislation.govt.nz/act/public/1982/0156/latest/DLM64785.html?src=qs
http://www.legislation.govt.nz/act/public/1982/0156/latest/DLM64785.html?src=qs
http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Official-Information-Policy.pdf
http://www.canterbury.ac.nz/irm/privacy.shtml
http://www.canterbury.ac.nz/irm/privacy.shtml
http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Risk-Management-And-Compliance-Framework.pdf
http://www.legislation.govt.nz/act/public/2004/0115/latest/DLM329631.html?src=qs
http://www.legislation.govt.nz/act/public/1989/0080/latest/whole.html
http://www.legislation.govt.nz/act/public/1982/0156/latest/DLM64785.html?src=qs
http://www.legislation.govt.nz/act/public/1989/0044/latest/DLM160809.html?src=qs
http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Conflict-Of-Interest-Policy-Principles-And-Guidelines.pdf
http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Fraud-Response-Policy.pdf
http://www.canterbury.ac.nz/ucpolicy/GetPolicy.aspx?file=Gifts-Policy.pdf
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 Health & Safety Policy (PDF, 2295KB) 

 Official Information Policy (PDF, 194KB) 

 Purchasing Card (P-card) Policy (PDF, 260KB) 

 Records Management Policy (PDF, 183KB) 

 Risk Management & Compliance Framework (PDF, 804KB) 

 Sensitive Expenditure Policy (PDF, 270KB) 

 Travel Policy (PDF, 209KB) 
 

UC Website and Intranet 

 Canteen consumables (University Financial Services intranet) 

 Draft Sustainability Strategy 2012 – 2022 (University Sustainability website, PDF) 

 Office of the Registrar (University Information and Records Management website) 

 Procurement Services (University Financial Services intranet) 

 Statement of Business Ethics (University Financial Services website) 

 UC Procurement Procedures Overview (University Financial Services website, PDF) 
 

External 

 Fair Trade Association of Australia and New Zealand (FTAANZ) (Fair Trade 
Association of Australia and New Zealand website) 

 Fair Trade Communities Guidelines for Universities (Fair Trade Association of 
Australia and New Zealand website) 

 Good Practice Guide, Procurement guidance for public entities. Office of the Auditor 
General, June 2008 (Controller and Auditor General website) 

 Government Rules of Sourcing (Ministry of Business, Innovation and Employment 
Procurement website)  

 Principles of Government Procurement (Ministry of Business, Innovation and 
Employment Procurement website) 
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