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About this policy
RNIB is committed to the highest standards of openness, probity and accountability. In line with that commitment, RNIB recognises that an important aspect of accountability and transparency is a mechanism to enable employees to voice concerns about breaches or failures in a reasonable and effective manner.

This policy is intended to assist workers who believe they have discovered malpractice or impropriety and to protect workers from victimisation and reprisal should they ‘blow the whistle’.

In order to retain the trust of those we are trying to help, RNIB aims to take all reasonable steps to ensure a culture of openness and a freedom to express views and concerns.

This policy and procedure provides a mechanism for workers to be able to freely communicate their concerns about illegal or unethical practices to management or trustees and know that their concerns will be taken seriously and investigated thoroughly.
 
Scope
This policy applies to RNIB and its subsidiaries, and to all employees and officers of the organisation, as well as trustees, trainees, volunteers, agency staff and contractors. All of these ‘workers’ may be the subject of, or raise, concerns.

It is important to the business that any fraud, misconduct or wrongdoing by workers or officers of the organisation is reported and properly dealt with. The organisation therefore encourages all individuals to raise any concerns that they may have about the conduct of others in the business or the way in which the business is run.

Review
This policy is due for review every three years or following any legislative changes, whichever comes first. This policy expires on 28 February 2023.



[image: ]
The policy will be reviewed by the Head of Compliance Risk and Assurance. The final draft of the policy will then go to the Chief Financial Officer, and where there are substantive changes to the Executive Leadership Team (ELT) and Audit and Risk Committee, before being approved by Board of Trustees.
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1. [bookmark: _Toc116979377]
Policy
The Public Interest Disclosure Act 1998 amended the Employment Rights Act 1996 to provide protection for workers who raise legitimate concerns about specified matters. These are called "qualifying disclosures". A qualifying disclosure is one made in good faith by an individual who has a reasonable belief that:

a criminal offence, including safeguarding concerns;
a breach of any legal obligation;
a miscarriage of justice;
an act creating risk to health and safety;
an act causing damage to the environment; or
concealment of any of the above;
is being, has been, or is likely to be, committed. It is not necessary for the individual to have proof that such an act is being, has been, or is likely to be, committed - a reasonable belief is sufficient. The individual has no responsibility for investigating the matter – it is the organisation's responsibility to ensure that an investigation takes place.

To raise a concern, the whistle blower does not need to prove that any the above has been committed. They need to have reasonable grounds to believe that one or more of the above has been, is being, or is likely to be committed. The report must be made in good faith. A worker who makes such a protected disclosure has the right not to be dismissed, or be subjected to any other detriment, or victimised, because he/she has made a disclosure.

The items in the above list are all very serious matters. The Whistle Blowing procedure is only to be used in these circumstances. It is not intended as a route through which more routine issues should be raised e.g. Grievances; these should be initiated with HR. [See the HR Policies.]

Policy Statement
This policy provides a framework for how concerns at work can be raised by workers. Its intention is to ensure that all workers are aware of their responsibility to raise such concerns. RNIB recognises and encourages the contribution that issues raised by workers under this policy can have in improving services and will ensure that concerns raised are handled honestly, promptly and effectively.

Issues raised under the policy will, wherever possible, be dealt with informally and in a way that produces speedy and effective outcomes which minimise the risk of any breach of confidentiality.

RNIB recognises that raising a concern (whistle blowing) can be a difficult experience for some workers. We therefore expect managers to treat concerns raised seriously and to deal with them promptly in line with the policy.

If you have done something wrong and raise it under the policy you will not necessarily have immunity for your own wrongdoing and the matter may be dealt with under the Disciplinary Policy. However, RNIB will take proper account of your coming forward or raising the issue.

If any allegation of misconduct arises from a whistle blowing concern relevant managers have a duty to thoroughly investigate and, where appropriate, take action through formal procedures. Attempts to cover up any issue raised through the whistle blowing process will not be tolerated.

All workers have a duty and a personal responsibility to share any and all concerns of a safeguarding nature in relation to the suspected abuse of children and vulnerable adults to the Head of Safeguarding. RNIB operates a zero tolerance approach in relation to the abuse of children and vulnerable adults and as such doing nothing about concerns is not acceptable.

A worker who victimises another worker who has raised a concern, or attempts to deter a person from raising a concern, may face disciplinary action, subject to an investigation. Similarly, if an employee raises a concern for personal gain or malice, they too may face disciplinary action.

It is recognised that a worker may want to raise a concern in confidence under this policy. If you ask for your identity to be protected, this will not be disclosed without your consent, other than in limited circumstances that would be considered with you on a case by case basis. If a situation arises where the issue/concern raised is not able to be resolved without revealing your identity (e.g. because your evidence is needed in disciplinary and/or legal proceedings) we will discuss with you how we can best support you as it may not always be feasible or possible to maintain confidentiality in disciplinary and/or legal proceedings. RNIB will always ensure that there is a legal basis for any disclosure.

Sometimes concerns are raised anonymously. This makes it more difficult to look into a matter properly, and impossible to give feedback. Workers are therefore encouraged to provide their name at the time of raising their concern.

Guiding Principles
RNIB will support whistle blowers and protect them from reprisals or victimisation. If a worker comes forward with a concern that is genuinely held, it will not adversely affect their job security, position or career. This approach will also apply if a concern is raised in good faith which later turns out not to have been justified.

Confidentiality will be respected in all cases.

RNIB will be fair to all parties involved and investigate carefully and thoroughly both sides of the issue.

If a worker tries to discourage another worker from coming forward to express a legitimate concern of a level of gravity that makes it suitable for whistle blowing, this may be treated as a disciplinary offence. Anyone who criticises or victimises a worker after voicing a legitimate concern may be treated in the same way.

Persons who deliberately abuse this process by raising allegations that they know are untrue may be subject to disciplinary action. Disciplinary or redundancy processes will not necessarily be halted because an employee subsequently blows the whistle.

Given the readiness of the organisation to allow its workers to blow the whistle to legitimate regulatory agencies, there is never any justification for taking a concern to the media. (See the talking to the media and media training policy).

2. [bookmark: _Toc116979378]Roles and responsibilities
Chief Executive
The Chief Executive has delegated responsibility for ensuring compliance with this policy to the Chief Financial Officer (CFO). In the absence of the CFO, the Chief Executive may delegate this responsibility to a suitable alternative at the Executive level.

RNIB Chief Financial Officer 
The RNIB Chief Financial Officer (CFO) has a responsibility to ensure that there are adequate systems and processes in place to enable timely investigation and resolution to disclosures of information.

Head of Compliance, Risk and Assurance
The Head of Compliance, Risk and Assurance has responsibility for the implementation of this policy on a day to day basis, and reports to the CFO in this respect.

Managers and Team Leaders
Managers and Team Leaders have a responsibility to ensure that all workers are aware of this policy should they wish to disclose information.

HR Business Partners
The HR Business Partners have a responsibility to ensure that the advice given to workers regarding this policy is accurate and in line with the content and spirit of the policy and values of RNIB.

All workers
All trustees, senior managers, employees, trainees, volunteers, home-workers, agency staff and contractors have a responsibility to report, or ‘blow the whistle’ on any ‘qualifying disclosure’ (as defined above) that has been or is likely to be committed.

3. [bookmark: _Toc116979379]Who to contact?
Internal whistle blowing
You should raise your concerns with your line manager in the first instance. Your line manager will make the Head of Compliance, Risk and Assurance aware of the concerns. The Head of Compliance, Risk and Assurance will ensure that the CFO is also informed. If the nature of these concerns makes reporting to your line manager difficult, or your manager is absent, you can report the concerns to the Head of Compliance, Risk and Assurance direct (see contact details in Appendix 3). In the case of the Head of Compliance, Risk and Assurance not being available, or the nature of the concerns making it difficult to report them to the Head of Compliance, Risk and Assurance, the concerns can be reported to the CFO (see contact details in Appendix 3) or another member of the Executive Leadership Team (ELT).

Contact details for reporting options are provided in Appendix 3.

If you do not feel comfortable about making a report directly to management, the independent charity Protect (https://protect-advice.org.uk/), formerly called Public Concern at Work, can provide advice on reporting concerns and is available on 020 3117 2520.

Do not confront an individual concerned or try to investigate a matter yourself. Correct procedures must be followed to maintain the integrity of evidence.

External whistle blowing
RNIB encourages a culture and environment whereby all workers feel safe and supported to report any concerns, actual or suspected, to their line manager, the Head of Compliance, Risk and Assurance, the CFO or another member of the Executive Leadership Team (ELT). However, if you feel that these internal lines of reporting are not suitable, then please contact:
in the case of a criminal offence, the Police.
in the case of abuse of vulnerable people in a residential or care facility, the Local Authority Social Services Department, or the Care Quality Commission (England and Wales) or the Scottish Care Inspectorate.
in the case of abuse of children or vulnerable people in an educational or care facility, Ofsted.
the NHS whistle blowing advice line (Speak Up) in relation to social care staff: 08000 724 725. The helpline is open on weekdays between 08.00 and 18.00 and their website provides a Contact Us webform (https://speakup.direct/contact-us/).
in the case of any fraud, RNIB’s External Auditors and/or the Police.
HM Revenue & Customs;
the Financial Conduct Authority;
the Office of Fair Trading;
the Health and Safety Executive; and
the Environment Agency.

4. [bookmark: _Toc116979380]Further information
This policy is issued in conjunction / alignment with the Fraud, Theft and Bribery Policy, Safeguarding Policy and Disciplinary Policy, as well as in conjunction / alignment with other policies within RNIB as applicable, including RNIB’s documented process for Serious Incident Reporting that covers reporting serious incidents to the Charity Commission.

For further information about the topics covered in this policy, please see:
· Chartered Institute of Personnel and Development (CIPD) Whistle Blowing Factsheets: https://www.cipd.co.uk/knowledge/fundamentals/emp-law/whistleblowing
The independent charity Protect (https://protect-advice.org.uk/), formerly called Public Concern at Work

For further information or if any questions please contact the Head of Compliance, Risk and Assurance.

5. [bookmark: _Toc116979381]Version control
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[bookmark: _Toc116979382]Appendix 1 - Procedure
How do I raise a concern? 
We urge individuals to raise any concerns at an early stage, and before problems become serious.

You should raise your concerns with your line manager in the first instance. Your line manager will make the Head of Compliance, Risk and Assurance aware of the concerns. The Head of Compliance, Risk and Assurance will ensure that the CFO is also informed. If the nature of these concerns makes reporting to your line manager difficult, or your manager is absent, you can report the concerns to the Head of Compliance, Risk and Assurance direct (see contact details in Appendix 3). In the case of the Head of Compliance, Risk and Assurance not being available, or the nature of the concerns making it difficult to report them to the Head of Compliance, Risk and Assurance, the concerns can be reported to the CFO (see contact details in Appendix 3) or another member of the Executive Leadership Team (ELT).

Contact details for reporting options are provided in Appendix 3.

If you do not feel comfortable about making a report directly to management, the independent charity Protect (https://protect-advice.org.uk/), formerly called Public Concern at Work, can provide advice on reporting concerns and is available on 020 3117 2520.

Do not confront an individual concerned or try to investigate a matter yourself. Correct procedures must be followed to maintain the integrity of evidence.

HR has a duty to support workers’ whistle blowing and can be contacted for advice regarding whom to contact. Where a concern relates to a child or vulnerable adult in our care, we may have to involve external agencies that are responsible for either investigating or regulating services.

We accept that employees may feel concerned or worried about approaching any level of management to raise a concern, and this is why various reporting options are provided above and support is available from HR.

Wherever possible, a report should be made in writing with a clear statement that a concern is raised under the “Whistle Blowing” policy. Ideally this should set out the background and history of the concerns, giving relevant names, dates and places where possible, and the reasons why the whistle blower is particularly concerned about the situation. The report should also clearly identify what the relevant ‘qualifying disclosure(s)’ is/are (please refer to page 3).

What if I don’t want my identity disclosed?
In certain circumstances we recognise that you may wish that your identity is not disclosed. In this case concerns must still be reported as above, but make your wishes known to the person to whom you are reporting your concerns. Your identity will not be disclosed unless it is essential to do so. If a situation arises where the issue/concern raised is not able to be resolved without revealing your identity (e.g. because your evidence is needed in disciplinary and/or legal proceeding) we will discuss with you how we can best support you as it may not always for feasible or possible to maintain confidentiality in disciplinary and/or legal proceedings. Disclosure without consent would only be in limited circumstances that would be considered with you on a case by case basis. RNIB will always ensure that there is a legal basis for any disclosure.

What if I wish to raise an allegation on an anonymous basis?
Persons wishing to raise an allegation on an anonymous basis should contact the Head of Compliance, Risk and Assurance or the CFO by phone or by post. Contact details for reporting options, including postal addresses for the Head of Compliance, Risk and Assurance and the CFO , are provided in Appendix 3.

Persons wishing to raise an allegation on an anonymous basis are advised that their anonymity will tend to reduce its credibility. In dealing with anonymous allegations, RNIB will balance the seriousness of the issues raised, the credibility of the concern and likelihood of confirming the allegation from attributable sources before taking any action.

What happens next?
Your manager or the person to whom you raised your concerns will ensure that the whistle blowing policy is applicable and, if it is applicable, will then arrange to meet with you within 5 working days of notification. If this policy is not applicable, the manager will signpost you to the relevant alternative policy.

RNIB staff and Trustees receiving a report should take the matter to the Head of Compliance, Risk and Assurance, or in the case of the Head of Compliance, Risk and Assurance not being available, or the nature of the concerns making it difficult to report them to the Head of Compliance, Risk and Assurance, the concerns can be reported to the CFO or another member of the Executive Leadership Team (ELT). Records of reports and investigations will be kept for at least seven years.

If for practical reasons a meeting within 5 working days isn’t possible, this time frame can be extended by mutual agreement by up to a further 5 working days, or longer in exceptional circumstances. The meeting can take place away from the office if you prefer.

You will be advised as soon as possible after the meeting, what action, if any, is to be taken. It may not always be possible to reveal the full extent of the investigation or the action taken, where this relates to personal issues involving a third party.

If no action is taken, you will be informed of the reasons.

Wherever possible, the matter will be addressed within 30 days of you raising it.

Can I be accompanied?
Yes, you can be accompanied either by a work colleague or Trade Union representative, but it may depend on the nature of the matter you are raising. Please be aware that the matter should be discussed with as few people as possible and confidentiality retained.

Outcome
Once an investigation is complete, a decision will be made about future action. This may include disciplinary action, where appropriate.

If disciplinary action is taken, paperwork will be held on the appropriate personnel file in accordance with the Disciplinary Policy.

Without breaching other areas of confidentiality, wherever possible, any results of an investigation will be reported back to the individual who raised the concern.

Can I appeal if I am not happy with the response to the concerns I have raised?
If you do not consider that your concerns have been adequately addressed, you should in the first instance notify the next level of Management or the Chief Executive as appropriate. Your appeal should be in writing, and should be raised within 5 working days of the original decision. You must clearly state the grounds and reasons of your appeal. Where possible you will receive a response within 10 working days, unless further meetings or investigation is required.

Recording the information
A written record of your concerns together with a record of action taken in response will be retained on a central file. If your complaint is about a colleague, action taken against the colleague will be retained on their file without disclosing your details.

The information will be retained for as long as the personal files are kept.

A central register is also maintained by the Head of Compliance, Risk and Assurance which records all occurrences of whistle blowing and all allegations of theft, bribery and fraud together with the outcome of the investigation. Incidents are also reported to the Audit and Risk Committee and the Board, and, if appropriate, the Charity Commission. RNIB has a documented process for Serious Incident Reporting that covers reporting serious incidents to the Charity Commission.

Training and awareness
The whistle blowing policy and this procedure needs to be clear, practical and accessible, and embedded and understood throughout the organisation. Awareness raising is incorporated into the corporate induction with evidence that this policy is explained to all new members of staff during their probationary period. This will ensure that individuals are clear regarding how they raise any concern they have. Training and support will also be provided to those with whom concerns may particularly be raised. Corporate communications will ensure ongoing awareness across RNIB in relation to whistle blowing, with training progressed as appropriate to make sure responsibilities and reporting options are clear and linking to other relevant corporate policies.

Notes
Unavoidable variations to the timescales set out within this procedure which are due to exceptional circumstances will be notified to you.

[bookmark: _Toc257025544]It is preferable that a serious concern is raised responsibly rather than not at all. If you are uncertain about whom to approach with your concerns, you should speak to the Head of Compliance, Risk and Assurance or the CFO, or seek support from HR.
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Confidential

Whistle Blowing Policy Reporting Form

Name*

Date

Job Title*

Location*

I want to make a disclosure that I believe is in the public interest in relation to (please provide as much detail as possible about the disclosure you are making):













The following qualifying disclosure is applicable in this instance (please delete as appropriate):

A criminal offence – Yes/No

The breach of a legal obligation – Yes/No

A miscarriage of justice – Yes/No

A danger to health and safety of an individual – Yes/No

Damage to the environment – Yes/No

Deliberate attempt to conceal any of the above – Yes/No




*N.B – If you do not wish to provide your details please leave blank.


[bookmark: _Toc116979384]Appendix 3 – Contact details for reporting options

Contact details for reporting options other than in the first instance reporting to your line manager are as follows:

Main contacts
Mark Jordan, Head of Compliance, Risk and Assurance
Phone 07874 395797 or email mark.jordan@rnib.org.uk
Or write to:
Mark Jordan
Head of Compliance, Risk and Assurance
RNIB
Northminster House
Peterborough PE1 1YN
Stuart Fox, Chief Financial Officer 
Phone 020 8175 1420 or email stuart.fox@rnib.org.uk
Or write to:
Stuart Fox
Chief Financial Officer
RNIB
105 Judd St
London WC1H 9NE

ELT contacts (in addition to Stuart Fox, CFO)
Matt Stringer, Chief Executive
Email matt.stringer@rnib.org.uk
David Clarke, Chief Operating Officer
Email david.clarke@rnib.org.uk
Chris Jarrett, Chief Income and Engagement Officer
Email chris.jarrett@rnib.org.uk
Vivienne Francis, Chief Social Change Officer
Email vivienne.francis@rnib.org.uk
Kerry Eldridge, Chief People Officer
Email kerry.eldridge@rnib.org.uk
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[bookmark: _GoBack]Procurement Policy

[bookmark: _Ref22382223]About this policy	

Policy Statement

This Policy sets out the principles on which all Procurement activity for RNIB and all trading subsidiaries will be undertaken.  Compliance with the policy will:



Ensure compliance with all relevant legal obligations

Achieve Value for Money (VFM) Procurement

Ensure Procurement decisions are both Accountable and auditable 

Protect against loss, waste, bribery, theft or fraud, or mistakes or mismanaged conflicts of interest

Apply and maintain ethical and environmental standards

Promote accessibility, equality, diversity and inclusion



This Policy applies to all trustees, employees and volunteers of RNIB and all related subsidiary companies in any situation where they are involved in Procurement.  Whether as requisitoners, purchasers, negotiators, or those who validate or authorise procurement decisions, requests and payments. 



Adherence to this Policy is both an individual and organisational responsibility. Wilful breach of this policy, or unauthorised departure from the Procedures derived from this Policy, may constitute a disciplinary offence. 



This Policy Statement is a public document - it may be quoted in Annual Reports, Operating & Financial Reviews, shareholder/ stakeholder information, and is freely available to all current and potential suppliers.  It confirms to all, the principles on which this organisation procures and contracts with our supply chain. 

 

This Policy Statement (Section 1), can only be revised or altered with the authority of the Executive Leadership Team (ELT), and Board of Trustees where there are substantive changes.  





It is permissible to modify Section 2, through Section 5 and all Procedures, Standards and Guidelines referenced at Section 6, after appropriate authorisation through the Procurement Team.  Changes will only be made providing they do not conflict with the aims and objectives of the Policy Statement. 

Risks and Implications

Sufficiently rigorous awareness and controls will provide protection for our charitable assets and is the best defence for our trustees against the charge of failing to protect the charity’s assets and funds.  

Failure to comply with this Policy places the organisation at risk of failure.  That failing may be through a loss of reputation, operational risk to our supply chain or strategic risk but the implications overall could be significant.  

Procuring goods/services in a structured way protects the organisation and ensures we can deliver our See Differently RNIB Strategy.

Scope

Who does this policy apply to?

All employees, volunteers, contractors, consultants, temporary and other workers at RNIB and its subsidiaries are required to follow this policy and its statements.

What does this policy apply to?

All Procurement activities including leasing and hiring of Goods and/or services and may where appropriate include other activities accompanying the life cycle of goods (or service contracts) and the end-of-life disposal of goods which have been procured. 



Effective implementation requires that each person involved in Procurement activities are made aware of this Policy and the related Procedures.  It is management responsibility to disseminate and raise awareness of this policy through induction procedures and whenever version updates are issued.  

Exceptions to this policy

All exceptions to this policy must be approved by the Procurement Team via the Exceptions Process (see section 5). 

[bookmark: _Toc257025548]Roles and responsibilities

[bookmark: _Toc257025549]Volunteers

Where volunteers are involved in procurement they should be aware of this Policy and ensure that it is applied to their work activities, and to abide by, follow and provide feedback on the policy

Employees, contractors and temporary resource

To understand what Procurement is, how it applies to their work, and to abide by, follow, and provide feedback on the policy.

[bookmark: _Toc257025550]Managers

To ensure that volunteers, appointed consultants and employees act as above, monitor and review compliance and report non-compliance as necessary. To ensure that feedback is provided to the document owner if necessary and support the document owner in regular reviews.

[bookmark: _Toc257025553]Management group

[bookmark: _Toc257025544]RNIB’s Operational Delivery Group (ODG) helps raise awareness in relation to procurement matters and members ensure that this policy is complied with across their areas of responsibility. 

Board and governance committee

RNIB’s Procurement Policy and any substantive changes to it should be endorsed by the Executive Leadership Team (ELT) and Audit and Risk Committee before being approved by the Board of Trustees. The content is initially endorsed by the Director of Finance. Non-substantive changes can be approved by the Director of Finance.

Definitions

In this policy 



“Competitive activity” refers to a formal Procurement process, be that a Request for Quotation (RFQ), Request for Proposal (RFP) or Invitation to Tender (ITT) where such a process has both structure and evidence and is required to be applied under the Procedures directed by this Policy.



“Disabled person” or “disabled people” is used to describe people with a range of impairments or conditions and those who are blind or partially sighted (BPS).



“Goods and/or services” describes everything that we acquire through a process of purchasing; in summary there is an offer, acceptance and method of consideration, i.e. we pay for the goods/services.



“Procurement” describes all activities associated to sourcing, purchasing, contracting, managing and terminating supply provision of Goods and/or Services acquired. 



“Significant expenditure” describes a relationship with a supplier where the total gross payments will or is expected to exceed £100k in a financial or calendar year period or 12 months.  



“we” or “us” means RNIB and our subsidiary charities and “you” or “colleague” means a person working for us (unless specified otherwise).

Objectives of this Policy

This Policy commits all those with a role or responsibility in Procurement and supplier management processes, to use their best endeavours to ensure that our Procurement and contracting objectives are:

· Compliant with our RNIB’s Code of Conduct

· Legal

· Accountable and auditable

· Ethically, environmentally and socially responsible

· Undertaken to maximise appropriate technological and organisational developments as they arise

· Cost efficient and maximise opportunities

· Capable of identifying, minimising and managing risk

· Focused on continuous improvement and development to include supplier performance, training and developing all those with a role in Procurement.

· Considerate of Inclusive Procurement - 

· Aligned with supporting organisational Policy and Procedures 

Of these, legality, accountability and auditability are non-negotiable. There are no circumstances in which it is permissible for the Procurement activity / those engaged in it to consciously break, or knowingly to risk breaking, the laws or associated Policies or Procedures that apply. 

Unless exemption has been granted, there are no circumstances in which it is permissible to requisition or buy goods or services or commit the organisation’s funds without documenting the transaction in such a way that at a future date it is possible to determine:

who requested, made and approved the expenditure

the purpose of the expenditure

the process by which all key decisions were arrived at, and by whom

the destination of any Goods and/or services received and of any payments made. 

Code of Conduct and Ethics

In addition to our objectives, and as far as is within our power, we will only employ suppliers and contractors who subscribe to and operate on similar principles to those directed in this Policy and associated Procedures.  On this basis we expect all our suppliers to sign up to our Code of Conduct issued on first appointment (Refer to Procedure A1)  

 

All organisational suppliers, and the management of outsourced activities on an organisation’s behalf, are expected to abide by and promote our Code of Conduct to their supply chain.



On that very basis you are also committed to the operating within a code of ethics and our Code of Conduct and this should be considered and applied in all instances of undertaking your Procurement activities.  The Code of Code is documented under Procedures

[bookmark: _Ref22382151]Legality

Procurement and contracting activity will fully respect and comply with:



· All applicable UK laws and regulations.

· Applicable European Union (EU) laws, directives and regulations (including those governing Public Procurement procedure where relevant or applied to funding granted to the organisation).

· The relevant laws, regulations and so on of other agencies, commissioners or organisations who operate to support our services, to which we supply, or from which we source.  Providing these do not conflict with our organisational values and behaviours.

· International laws, treaties and agreements to which the UK government is party 

· RNIB Contracts Policy

· RNIB Professional Code of Behaviour

· Other applicable policies of RNIB, including Acceptance of Gifts and Hospitality Policy, Fraud, Theft and Bribery Policy and Whistle Blowing Policy

 

Note: this includes not only those laws directly applicable to the buying and selling of all Goods and/or services - it includes amongst others all laws associated to our Code of Conduct.



We are committed to the fair and effective application of laws and regulations. RNIB’s Whistle Blowing Policy covers reporting reasonably founded suspicions of illegal activity (for example, attempts at corruption, evidence of anti-competitive activity, breaches of employment or environment law). 

1.1.1. Gifts, hospitality and other inducements

The Procurement Policy in acknowledgment of the above is to support, protect and where possible preserve the anonymity of ‘whistle-blowers’, inside or outside of our organisation, who act in good faith, even if their suspicions should subsequently prove to be unfounded.  See Section 6 for reference to the Professional Code of Behaviour, Whistle Blowing Policy, Acceptance of Gifts and Hospitality Policy and other applicable policies.

[bookmark: _Ref22382320]Accountable and Auditable

The organisation will maintain systems, whether manual or electronic, that will, for all purchases, contracts and external commitments above the level of ‘petty cash’ and minor allowable personal expenses, record, identify and as appropriate provide justification for: 

· the originator of the requirement

· the purpose for which the requisition was made 

· the route by which the requisition was approved if not through Microsoft Navision (NAV) system

· In accordance with the Low Value Purchasing Card Procedure if a Payment Card is used

· the methods adopted in accordance with the Procedures below (or any variation from Procedure, with reasons) to procure the requirement, with all relevant documentation 

· to ensure that all Competitive activity is documented to evidence the reasons for decisions made

· to document and undertake ongoing appraisal of the source of supply 

· the compliance or otherwise of the Goods and/or services, and of the supplier or contractor, with the requirement as specified in the contract or other agreement (including RNIB’s standard Terms and Conditions of Purchase)

· all actions taken to remedy any defect as recorded above; and the result

· the route by which payment was authorised, and when, to whom and in what sum any payment(s) are made. 

 

Note: The above is the minimum requirement – there may be other Procurements for which much more detailed accountability is required. 

 

It is a fundamental of this Policy that as far as is possible (and subject to the Procedures for low-value purchases), the requisitoners, the buyer, negotiator or contractor, and the processor/authoriser of payment, will be different persons, all identifiable in the records maintained and authorised in accordance with RNIB’s Scheme of Delegation.

Ethical, environmental and social responsibility

Beyond the requirements of law and other regulations the organisation has responsibilities often referred to as Corporate Social Responsibility (CSR) to the wider community. 



RNIB promotes a Code of Conduct throughout our supply chain and adopts a process on continual review.  Through this Policy we commit that we will fully respect and comply with our Code of Conduct.



Guidance on our Code of Conduct and the general application of CSR in our Procurement and supply can be found on Your RNIB and is further referenced in Section 6 for ease of access.



Maximise Technology and Organisational Development

New source-to-pay (S2P) processes that will drive down costs and improve resource allocation and supplier management.  This policy will ensure process improvements are not just step improvements, but actively work to create a new digital environment and revolutionise the way procurement operates and is managed within RNIB.  



We are promoting and empowering those undertaking procurement activities to focus on following:



Embrace a “Digital First” attitude and leverage existing and emerging technologies such as Artificial Intelligence (AI), cloud-based solutions, advanced predictive analytics, cognitive computing, and natural language processing to create innovative and competitive processes, products and services.

Support Procurement as they implement new technology to improve requisition to pay processes, source to contracts solutions and supplier relationship services that will empower you to manage your supply chain effectively.

Step out of your comfort zone and invite others to your procurement planning teams 

Support the organisation as we transition through our digital procurement transformation

Cost Efficiency and Maximising opportunities

The organisation expends a considerable portion of its income on bought-in Goods and/or services, it is therefore the responsibility of those involved in Procurement to maximise the benefit from these activities.



Subject to the legal, ethical and other restraints outlined in this Policy you will have regard to the following during any Procurement activity:



· Only Suppliers “Available for use” are to be contracted to supply Goods and/or Services; refer to “Understanding Vendor Records in NAV” (see section 6.4).

· Where the value of the Goods and/or services are below £2.5k, and the purchase is considered irregular or a one-off purchase consideration should be given to the use of the purchasing card procedure.

· Where the contract value or purchase order is between £2.5k and £50k two written quotations must be obtained in advance.

· Where the contract value or purchase order is between £50k and £100k then a minimum of three written quotations must be obtained in advance

· If above £100k the Significant Expenditure Procedure (SEP) must be followed (see section 6.1).

· the desired outcome is that of greatest value gained at lowest total cost, i.e. the aim is to achieve good Value for Money (VFM) in all procurement activity

· total cost will as appropriate consider the full anticipated life-cycle costs of the Goods and/or services, including such factors as maintenance, servicing, reliability costs, and costs of ultimate disposal where this organisation may be responsible for them

· value may and should, where appropriate, be assigned, however approximately, to such factors as our Code of Conduct, sustainability, environmental and social benefits and of improving the competitiveness of the supplier base on which we depend

· in addition to the total cost of acquisition or ownership, it is our Policy to reduce where possible the administrative cost of acquiring and owning goods and/or services. 

· In agreement with the Procurement team selection must be based on the most appropriate procedure to obtain an approximation to best value without incurring excessive administrative cost (or without unduly diverting limited resources from other activities and priorities)

· Our Values, Behaviours and Financial Principles

· Our Accessibility Policy (See Section 6)



It is the responsibility of the Managers to monitor and review activities and only approve those where all opportunities to maximise VFM have been explored and evidenced.



Where possible additional value relationships by means of organisational support through positive promotion, fundraising or other benefit should be explored alongside all supplier relationships.

Minimising Risk

The expenditure of resources outside our organisation, and the dependence on an external supply chain, exposes the organisation to a wide variety of risks. A significant function for those undertaking Procurement for our organisation is to identify, and where possible minimise, and otherwise manage the likely impact of such risks.



For any “Significant expenditure”, long-term commitment, or identifiable ‘bottleneck’ supplies (that is where even a small supply problem could have larger ramifications for the well-being of the organisation) formal risk assessments will be made, as appropriate, addressing:



supply risk - risks resulting from the non-performance or poor performance of a supplier or contractor

by obtaining pre-requisite authority for all Procurement activity not exempt through the Exceptions policy.

demand risks - arising from requisitoners ordering too much, too little, or the wrong goods or services, relative to our actual needs

process risks - the risk that the way goods are used, or services supplied may not be optimal for the circumstances - even if they comply with the formal requirements of the tender or contract

control risks - risks arising from deficiencies in internal processes and procedures - including, but not confined to, procedures mandated in this Policy and associated Procedures.

risks associated to acquiring new technological systems as defined in the system acquisition, development and maintenance policy

social – risks arising from issues related to Corporate Social Responsibility (CSR) such as Human Rights and so on.



Risk assessment in the supply chain is necessarily subjective: it is nonetheless required that where a significant risk is identified, the nature of the risk shall be identified to stakeholders, and where possible alternative solutions or fall-back positions considered and documented.

Continuous Improvement

All those involved in procurement supplier relationships are expected to have read and to comply with this policy.  Those joining the organisation either through agency, consultancy or direct recruitment are to be made aware of this policy and associated procedures.  Those newly appointed to our Organisation are to be inducted following Corporate procedures before they are empowered to commit expenditure.  



All those in Scope involved in the Procurement processes are expected to attempt to improve their knowledge and skills, and the organisation will support such activities. The organisation aims to recruit, maintain and develop a core of professionally qualified Procurement and Finance professionals who are available to support you.



Finance and Procurement who identify sub-optimal outcomes in Procurement activity are empowered through this Policy, to review activities, and with your assistance correlate them with appropriate improvement recommendation and supported training provision as required. The organisation’s policy is to encourage such self-assessment, and to make appropriate training provision which should also be documented in personal development plans.

Buying for Inclusion

Removing barriers in the workplace means that staff can work more productively and have a better work-life, this translates into improved business performance.



Accessibility (the usability of Goods and/or services or environment) by Disabled people is a foundation for a barrier free workplace.  Through this Policy, RNIB commits all those involved in Procurement to buy for inclusion.  Our associated Guidance on buying for Inclusion along with the requirements outlined in the Accessibility Policy should be applied to all your purchasing decisions.

Aligned with Corporate Policy and Procedures

This Policy will, wherever relevant and appropriate, provide reference to organisational policies and procedures as a point of reference.  Section 6 of this policy provides quick links making this reference simple and easy.  If you identify any of these links are not working, please contact procurement@rnib.org.uk and we will act to resolve this.



Our aim is to reference, not replicate and with continual improvement through Compliance, Risk and Assurance we will continue to update this policy as a focal point for your purchasing activities. 

[bookmark: _Toc257025554]Compliance

The Procurement Team is authorised by the Board of Trustees and ELT to fulfil the following functions:

Establish the Procurement Policy and ensure this Policy is adhered to

Establish, promulgate and support standard Procedures that will enable us to meet the objectives of this Policy

Promote associated Policies and Procedures where relevant to the Procurement activity

Request information from you relating to any Procurement activities, such information is not to be withheld without reference to ELT

Enforce a Procure to Pay procedure for all non-exempt Procurement Activity

Enforce a Significant Expenditure Procedure for all acquisition above £100k



Non-compliant activity will be reportable to ELT on a monthly basis and intervention / audit will be undertaken.

Significant Expenditure

This Policy directs that the Significant Expenditure Procedure is referenced and followed where the following applies:



Forecast spend is estimated to exceed £100k on first appointment or annually thereafter  

Relates to Capital Expenditure (CAPEX), irrespective of value

Where there is a requirement to comply with the Public Contracts Regulations 2015 as a result of commissioned funding



The figure (£100k) is predominately based on the Public Contracting Regulations but further supported by evidence that a large percentage (65%) of RNIB procurement spend is within this bracket. 



The Significant Expenditure Procedure (SEP) has been developed to ensure you can procure Goods and/or Services in accordance with the objectives of this Policy but moreover to support RNIB’s evidence that internal financial controls are risk managed and to ensure all high value expenditure is undertaken in a managed way.  Please refer to Section 6 for a link to this Procedure.  

[bookmark: _Toc257025556]Exceptions to Policy

Exceptions to this Policy are essential as not all Procurement activities can be managed in accordance with these requirements.  The following activities are examples of where exceptions will be considered:

· Procurement undertaken prior to the implementation of this revised policy (V5).

· Where our bargaining power would be significantly affected by following policy / procedures.

· Emergency or disaster situations.

If you are involved in a Procurement activity and feel that compliance with this policy will detrimentally impact on our financial stability, safety or security you must contact procurement@rnib.org.uk to obtain exemption.  

All exemption requests will be referred, after initial investigation, to the Director of Finance.  Activity to procure Goods and/or services must not commence until authorisation to proceed is granted.   

Associated Policies, Procedures, Standards and Guidelines

Policies

RNIB Contracts Policy

RNIB Whistle Blowing Policy

RNIB Health and Safety Policy (Including Environmental)

Modern Slavery and Human Trafficking Policy

RNIB Professional Code of Behaviour

Fraud, Theft and Bribery Policy

RNIB Accessibility Policy

System Acquisition, Development and Maintenance Policy

RNIB Sustainable Procurement Policy

Acceptance of Gifts and Hospitality Policy

RNIB Ethical Fundraising Policy

Procedures

· PP1 - Code of Conduct

· PP2 - Significant Expenditure 

· PP3 - Sustainable Procurement

· PP4 - Low Value Purchasing

· PP5 - Procure to Pay Procedure

· PP6 - Working with Contractors 

· PP7 - Working with Overseas Suppliers

· PP8 - Procuring Electrical Items



Standards

Code of Fundraising Practice

RNIB Values and Behaviours

RNIB Financial Principles



Guidelines

The following guidelines are hosted in Your RNIB

Purchasing Cards – application, use and management

NAV User Guides

Where to buy from – A guide on national agreements

Buying for Inclusion

CC8 Internal financial controls for Charities

Understanding Vendor Records in NAV

[Further guidelines will be added as links determined in Your RNIB]

Version control and review
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About



 



this policy



 



 



1.1.



 



Policy Statement



 



This Policy sets out the 



principles on which all Procurement activity for 



RNIB and all trading subsidiaries will be undertaken.  



Compliance with 



the policy will



:



 



 



·



 



Ensure c



ompliance with all relevant legal obligations



 



·



 



Achiev



e



 



Value for Money (VFM)



 



Procurement



 



·



 



Ensure Procurement dec



isions are both 



A



ccountab



le 



and auditab



le



 



 



·



 



Protect against 



loss, waste, bribery, theft or fraud, or mistakes or 



mismanaged conflicts of interest



 



·



 



Apply



 



and maint



ain



 



ethical and environmental standards



 



·



 



Promot



e accessibility, 



equality, diversity and 



inclusion



 



 



This Policy



 



applies to all



 



trustees, 



employees 



and volunteers



 



of 



RNIB 



and all related subsidiary companies 



in any situation where they are 



involved in 



P



rocurement



.  W



hether as requisitoners, purchasers



, 



negotiators, or those who validate or auth



orise 



p



rocurement decisions,



 



requests and 



payment



s



. 



 



 



Adherence to th



is



 



Policy is both an individual and 



organisational



 



responsibility. Wilful breach of this policy, or unauthorised departure from 



the Procedures derived from this Policy, may constitute a d



isciplinary 



offence. 



 



 



This Policy 



Statement 



is a public document 



-



 



it may be quoted in Annual 



Reports, Operating & Financial Reviews, shareholder/



 



stakeholder 



information, and is freely available to 



all current and 



potential suppliers. 



 



It confirms to 



all



,



 



the principles on which this organisation procures and 



contracts



 



with our supply chain



. 



 



 



 



Th



is



 



Policy Statement 



(



Section 1)



,



 



can only be revised or altered with the 



authority of the 



Executive Leadership Team (ELT)



, and Board of 



Trustees where there are 



substantive changes



.
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  Policy Statement   This Policy sets out the  principles on which all Procurement activity for  RNIB and all trading subsidiaries will be undertaken.   Compliance with  the policy will :        Ensure c ompliance with all relevant legal obligations      Achiev e   Value for Money (VFM)   Procurement      Ensure Procurement dec isions are both  A ccountab le  and auditab le        Protect against  loss, waste, bribery, theft or fraud, or mistakes or  mismanaged conflicts of interest      Apply   and maint ain   ethical and environmental standards      Promot e accessibility,  equality, diversity and  inclusion     This Policy   applies to all   trustees,  employees  and volunteers   of  RNIB  and all related subsidiary companies  in any situation where they are  involved in  P rocurement .  W hether as requisitoners, purchasers ,  negotiators, or those who validate or auth orise  p rocurement decisions,   requests and  payment s .      Adherence to th is   Policy is both an individual and  organisational   responsibility. Wilful breach of this policy, or unauthorised departure from  the Procedures derived from this Policy, may constitute a d isciplinary  offence.      This Policy  Statement  is a public document  -   it may be quoted in Annual  Reports, Operating & Financial Reviews, shareholder/   stakeholder  information, and is freely available to  all current and  potential suppliers.    It confirms to  all ,   the principles on which this organisation procures and  contracts   with our supply chain .        Th is   Policy Statement  ( Section 1) ,   can only be revised or altered with the  authority of the  Executive Leadership Team (ELT) , and Board of  Trustees where there are  substantive changes .       
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