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Scheme of Delegation
I, Judith Robertson, Chair of the Scottish Human Rights Commission, delegate to the under noted post-holders, the authority to exercise the following duties:

	ITEM
	AUTHORISED SIGNATORY (OR ANY MORE SENIOR OFFICER)

	FINANCE
	

	Purchase Orders for goods and services requested by staff members:
	

	· Up to £3000
	One of the following other than the requester:

· Line Manager of the requester

· Head of Corporate Services

	· £3000 to £15000
	· The Chair of the Commission 

	· £15000 and over
	Both of the following:

· The Chair of the Commission 
· A Commissioner

	Invoice authorization,
	

	· Up to £3000
	One of the following other than the requester:

· Line Manager

· Head of Corporate Services

	· £3000 to £15000
	· The Chair of the Commission 

	· £15000 and over
	Both of the following:

· The Chair of the Commission 
· A Commissioner

	Electronic Payments up to £20,000, following invoice authorisation as detailed above.
	· Head of Corporate Services 

· Finance Assistant

	Cheque Payments over £10,000 following invoice authorisation as detailed above.
	· The Chair of the Commission


	ITEM
	AUTHORISED SIGNATORY (OR ANY MORE SENIOR OFFICER)

	Spend on Scottish Human Rights Commission credit card
	· Cardholder

	Use of Petty Cash Account – The Commission does not generally hold petty cash, where there is a need for cash this is approved by the Chair of the Commission on an exceptions basis
	· The Chair of the Commission

	Approval of expenses Claims
	· Line Manager of expense claim submitter

	Monthly review of Bank statements following reconciliation by the Finance Assistant 
	· Head of Corporate Services

	Monthly review of Payroll Summary prepared by the Finance Assistant
	· Head of Corporate Services 

· The Chair of the Commission



	Funding Drawdown request
	· Head of Corporate Services

	DOCUMENTATION
	

	Formal Deeds, Agreements, Memoranda and Concordats
	· The Chair of the Commission 

	Formal Approval of SHRC Publications
	· The Chair of the Commission 

	Formal Approval of SHRC Press Releases
	The Chair of the Commission or one of the following:

· Head of Legal and Strategy

· Communications Manager

	Freedom of Information requests
	One of the following:
· Head of Legal and Strategy

· Communications Manager

· Head of Corporate Services

	Freedom of Information review requests
	Any of the following who did not deal with the original request:

· Head of Legal and Strategy

· Communications Manager

· Head of Corporate Services


	ITEM
	AUTHORISED SIGNATORY (OR ANY MORE SENIOR OFFICER)

	STAFFING
	

	Approving annual, TOIL and flexi-leave requests 
	· Employee’s Line Manager

	Letters of appointment
	· The Chair of the Commission (1)

	Letters of regret – no interview
	· Head of Corporate Services 

· Business Support: RRPA

	Letters of regret – after interview
	· Business Manager

· Recruiting Manager

· Business Support: RRPA

	Approval of training requests
	· The Chair of the Commission (1) 
· Line Manager

	Disciplinary Matters
	· Employees Line Manager

· The Chair of the Commission (1)

	Staff Objectives


	· Employee’s Line Manager 

	Staff Performance Reviews
	· Employee’s Line Manager

	COMPLAINTS
	· 

	Internal Complaints
	Should be directed to your Line Manager or;

· To the Head of Corporate Services if the complaint is about your  own Line Manager)

· The Chair if the complaint is about Head of Corporate Services

· To the Commission if the complaint concerns the Chair

	CORRESPONDENCE
	· 

	Oral and written correspondence will be dealt with by the particular team member with responsibility for the particular area
	· Head of Legal and Strategy

· Communications Manager

· Head of Corporate Services 
· The Chair of the Commission


	SHRC ABSENCE PROVISION
	

	In the event of the Chair’s prolonged absence:
	· To be determined by the Chair in advance if planned or by convening of the Commission if unplanned. SPCB to be informed.

	In the event of the Chair’s planned absence of two weeks or more:
	· Head of Strategy and Legal or a Commissioner at the advance request of the Chair. 

	In the event of the Chair and Head of Strategy and Legal prolonged leave of absence:
	· To be determined by the Chair in advance if planned or by convening of the Commission if unplanned. SPCB to be informed.

	In the event of short-term absence or planned leave, duties will be assigned as follows:
	

	· Head of Legal and Strategy
	Communications Manager and Head of Corporate Services

	· Communications Manager
	Head of Legal and Strategy and Head of Corporate Services

	· Head of Corporate Services
	Head of Legal and Strategy


Fraud Prevention Policy

The integrity of public funds is at all times a matter of concern.  The Scottish Human Rights Commission has controls in place for the prevention and detection of fraud and irregularities.

Controls the Commission have in place are:

Invoices that are to be paid must have correct authorisation. 

· Values of less than £3000 to be authorised by Business Manager or Line Manager

· Values of more than £3000 but less than £15000 to be authorised by Chair of the Commission

· Values of more than £15000 to be authorised by the Chair of the Commission and one part time commissioner.

The Commission does not generally hold petty cash, where there is a need for cash this is approved by the Chair of the Commission on an exceptions basis.

Any expenses that are claimed must be approved by claimants Line Manager or above according to the Scheme of Delegation.  Expense Claims are checked separately by two members of staff other than the claimant and signed off.  Receipts must be provided where appropriate.

The staff payroll is checked by two members of staff and authorised by the Chair of the Commission.

We maintain and balance our bank reconciliations.

We are required to prepare annual accounts that comply with the Accounts Direction issued by Scottish Ministers.
Expenses
Reimbursement of Expenses

If you have to travel on official business, you will be reimbursed for the cost of any travel and expenses which you actually and necessarily incur. You will also be reimbursed for any necessary expenditure incurred by you if you have to stay away from home overnight, up to the limit set out below.

	EXPENSES TYPE
	AMOUNT

	Overnight (London)
	Up to £ 175 per night (including accommodation)

	Overnight (Elsewhere)
	Up to £ 150 per night (including accommodation)

	Motor Mileage
	£0.45p per mile for first 10,000 miles and 25p per mile thereafter 

	Motor Cycle
	£0.24p per mile

	Pedal Cycle
	£0.20p per mile


Any claims for reimbursement of travelling expenses must be accompanied by a receipt and submitted to the Finance Assistant.  You will find the appropriate forms for making such claims in the Staff Forms folder.

Foreign Travel

If you are required to travel abroad on official business, you should contact the Business Manager to find out what you will be entitled to claim. Your entitlement will be based on actual, receipted expenditure.
Claims

If you are claiming for expenses you must submit a claim form which must be accompanied by valid receipts. Please complete all relevant sections on the form, print it out and then ensure it is signed by your line manager before submitting the claim form to the Finance Assistant. 
Expenses will be reimbursed via payroll, thus expenses will be reimbursed in your monthly pay which is the last working day of the month. Expense claim forms must be received 10 working days before this date. The exception to this is the December payroll when Commission staff will be paid on Friday prior to Christmas Day. 
For staff members who need to travel between Glasgow and Edinburgh for work purposes (not including regular commuting) we have a booklet of single train tickets.  Please ask the Executive Assistant for tickets as and when required. You will need to complete the date you are travelling and also input the company name, along with the reason for travel.  The ticket must be presented to a member of staff at the barrier door in Glasgow Queen Street and Edinburgh Haymarket and Waverley stations.

Enquiries

If you have any enquiries about the reimbursement of expenses, you should contact the Business Manager. This policy forms part of your contract of employment
Commission Expenses

Commission Members should also adhere to the limits specified above. Expense claims should be submitted monthly to the Scottish Parliament.
Budget Setting

Prior to the beginning of each financial year, teams discuss the budget requirements for each programme of work. This is compiled by identification of projects and associated tasks within each programme. A realistic cost for each task is then allocated. These costs will be added to reach an overall budget for each project. In July of each year Parliament supplies a template for budget submission which is completed and submitted to Parliament for approval.
Budget Monitoring
The budget is monitored throughout the financial year to ensure actual expenditure matches predicted expenditure. The Business Manager requests a monthly update from each Project Manager on actual expenditure. The Project Manager will be accountable for explaining any discrepancies between projected and actual spend and the Business Manager reports this quarterly to the Finance, Risk and Audit Committee and to the Commission. 

Bank Reconciliation

Each month when the Commission receives its bank statements they need to be reconciled as soon as possible with any payments and receipts that we have in our records.  

This ensures that our records are accurate and complete. Any charges/interest applied to our bank account are identified and adjustments are made to account for these. Any erroneous transactions are identified which can then be disputed with the relevant financial organisation.
To do the bank reconciliation the Finance Assistant uses the reconcile function in SAGE.  Dates that we wish to reconcile are entered and transactions matched off accordingly. This is then printed and checked by the Business Manager against the bank statement.
Childcare Vouchers

Childcare Vouchers are set up as follows:
Member of staff informs us that they require childcare vouchers.

We create an order and invoice on the EDENRED website www.childcarevouchers.co.uk  for the voucher, setting the release date as the last working day of the month.

Inform member of staff that the childcare voucher should reach them by the last working day of the month.

Update SAGE with the invoice details.

Update Childcare Vouchers figures on budget spreadsheet.
Procurement Summary
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Requirements not exceeding £5k (excluding VAT)
 

The following quote is taken from The Scottish Parliament, Procurement Process document;

Small value purchases, not exceeding £5k (excluding VAT) do not require formal competition.  However, it remains the purchaser’s responsibility to ensure that the purchase represents overall value for money and offers fair & equitable treatment to suppliers.  It may therefore be necessary from time to time to obtain two or more quotations (verbal quotations are fine), but this should be considered in conjunction with the administrative costs of obtaining low value requirements competitively. 

When any member of Commission staff wishes to purchase a product or service under £5K please refer to the above guidance. As we are using public funds, public accountability must be considered at all times. It is also important that we comply with the above for auditing purposes. 

All staff must ensure they consider the following key points:

· What is the item/service and why is it required?

· What are the key details/benefits of the item/service, including cost?

· Which suppliers were contacted and how do they compare?

· How was a decision reached on which supplier to choose?

· Ensure appropriate approval sign off is received (in most cases this will be either the Head of the Commission or the Business Manager)
· Follow the Purchase Order process diagram above

£5,000 up to £30,000 (excluding VAT)

Purchasers are required to obtain a minimum of three written quotations.  The value should include, wherever appropriate, potential extensions to the contract.

The Public Contracts (Scotland) Regulations 2006 require a degree of advertising “which is sufficient to enable open competition and meet the requirements of the principles of equal treatment, non-discrimination and transparency”.  

As a general rule, the greater the value of the contract and likely market interest, the greater the advertising coverage should be.  For example, a requirement of around £10-15k that is realistically of interest only to small, local firms should not be advertised widely or at all.  We should consider whether an advertisement in a local newspaper would be appropriate (e.g. if appropriate suppliers are difficult to identify), otherwise the Supplier database should be used. 

 At least one supplier (SME wherever available) from the Procurement Service Supplier Database should be invited to quote wherever possible. Faxed or e-mailed quotations are acceptable. 

Requirements between £30k and the current EU threshold
Formal tendering procedures must be used for all procurements with a value greater than £30k (excluding VAT), and for any lower value procurements that are potentially complex/high risk.   However, the extent & complexity of the documentation should be no greater than is necessary for the nature/value of the requirement. All tenders should be advertised appropriately (including via the Public Contracts Scotland website).
Requirements above the EU Threshold

The Public Contracts (Scotland) Regulations 2006 and the Public Contracts and Utilities (Scotland) Amendment regulations must be complied with. Failure to comply with this legislation carries severe penalties.
Non-Competitive Action

All requests to proceed with Non-Competitive Action must receive prior written approval from the Chair.
NCA is required when purchases that need to be made cannot be obtained through the normal competitive process. However, great care should be taken when authorising NCA and it remains essential to achieve best value for money and to demonstrate fair and equal treatment of suppliers. The procurement process selected must always be fully defensible.

Specifications

For requirements in excess of £30k (excluding VAT) a full specification must be produced. The specification should be developed in output terms (i.e. by defining what is to be achieved and not be stating how it is to be achieved). For requirements below £30k, the specification should be appropriate to the value and complexity of the purchase. It must be written in a way that does not give an advantage to and particular supplier(s) and enables suppliers to produce a meaningful submission that can be effectively evaluated.
Evaluation of Bids

Evaluation criteria and any associated weightings and guidance must be determined prior to invitations to tender or quote being issued.
The successful bid should meet the specification in full and, where the lowest total price (over the lifetime of the contract) was not selected, the reasons should be recorded.

Awarding the Contract

For purchases above £30k, a contract award recommendation will be produced and submitted to the Chair for approval. The recommendation will demonstrate the procurement process that took place, provide a brief summary of the submissions received and justify the award recommendation.
Cost of Item





£30000 up to current EU threshold





Up to £5000


(May sometimes be necessary to obtain two or more quotes)





£5000 up to £30,000





Define the Business need





Apply to Finance Assistant for Purchase Order Number





Book/Buy Item quoting PO number





Forward invoice to Finance Assistant





Complete Supplier Set Up Form and Purchase Requisition Form





Award Contract & debrief tenderers





Obtain a minimum of three quotations





Evaluate and decide upon which supplier to go with





Complete Procurement request form





Procurement Request Form to be signed off by Chair





Decide procurement strategy





Business Case  to be signed off by Chair and Commissioner





Prepare a Business Case





Invite Tenders





Evaluate & Refine Tenders





Obtain correct approval for  Purchase Requisition Form
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