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Executive Summary
The purpose of this document is to establish an alternative procurement process to
operate during a critical incident and in relation to any subsequent relief effort. The
processes under this policy aim to accommodate urgent procurement needs, while
ensuring that the procurement process adopted is reasonable and conducted with
appropriate consideration of good practice purchasing principles.
The Critical Incident Procurement Policy can be activated for all Directorates or for a
specific department depending on the incident.

Context
During a critical incident, streamlined and flexible procurement policies and processes
are required to ensure that all necessary actions can be implemented:
•
•

to coordinate relief efforts in response to a disaster or emergency; or
maintain the operation or restore the functioning of the department as soon as
practicable

Full compliance with existing Darebin City Council’s (Council) procurement policies, for
example, undertaking a public tender would seriously delay departments responding to a
disaster or emergency.

Application
Situation 1:
Actions that cause the policy to come into effect across all directorates:
•

A state of disaster declared under the Emergency Management Act 1986.

•

Notification by the Chief Executive Officer after informing the Executive
Management Team.

Situation 2:
Actions that cause the policy to come into effect at an individual department:
•

An incident that requires activation of a Council’s Business Continuity Plan.

•

An incident declared by an accountable officer where the safety or security of
any person or property associated with the department is threatened.

•

An external incident for which an accountable officer has authorised the
provision of urgent support.
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Note:
Application under situation 1 does not require a formal declaration by each an every
accountable officer to activate the Critical Incident Procurement Policy within a
department.
Application under situation 2 assumes that the incident is department specific and
requires a formal declaration by the department’s accountable officer.

The policy applies to purchases that are required as part of Council’s immediate and
required response which may extend to on-going relief effort associated with the
incident.
The termination of procurement activity under the policy will need to consider at what
point in time normal procurement processes are able to effectively respond to any critical
incident or related relief effort. This decision will reside with the person or party who
activated the policy in the first instance.
It is expected that Council will have business continuity or contingency plans in place for
critical incidents that directly affect the department. Business continuity plans may
establish particular arrangements for the sourcing of urgent supplies and concluding
action under the policy.
To the extent possible, processes outlined in this policy should be integrated with
Council business continuity or contingency plans. The processes under a business
continuity or contingency plan take precedence over this policy.
However, the policy has applicability where no business continuity or contingency plan
has been developed or where the procurement arrangements under a business
continuity or contingency plan are insufficient to enable the required response.
As defined in the Emergency Management Act 1986.
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Key Requirements
Critical Incident Procurement Process:
The procurement process to apply under this policy is detailed in Figure 1.
Figure 1:
State of Disaster
declared under the
Emergency
Management Act 1986,
or any other
emergency declaration
made by the Chief
Executive Officer
under the enactment

Incident that requires
activation of a
Department’s Business
Continuity Plan

Incident declared by
accountable officer in
case of departmental
emergency

Critical Incident Procurement
Policy to apply

External incident to
which an accountable
officer has authorised
assistance

Normal Darebin City Council Procurement
policies / processes suspended.

Procurement Process to address Critical
Incident Procurement Protocols

Adoption of Critical Incident Procurement
Record and Approval Form

End of Critical incident

Normal Darebin City Council Procurement
policies / processes to reapply at
conclusion of emergency

Post Critical Incident Procurement
Protocols to be addressed

Invoices processed through normal
channels
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Procurement Protocol
Critical Incident Procurement Protocols:
As with all procurement, the procurement process adopted during a critical incident
should be undertaken in accordance with the core principles of the Local Government
Act, and all decisions taken must be governed by the overriding principles of integrity,
non corruptibility and impartiality. The procurement process adopted during a critical
incident should also be aligned to the Critical Incident Procurement Protocols outlined in
Figure 2.
The Critical Incident Procurement Protocols balance the need for consideration of
standard Local Government purchasing principles with the need for expediency. They
aim to ensure that the key issues that are integral to achieving an appropriate and
defensible outcome are considered during a critical incident without imposing restrictive
or time consuming requirements.
Officers need to be aware of the protocols to the extent possible given the nature and
urgency of the procurement.
Figure 2:

Standard Local Government Purchasing Principles
•
•
•
•
•

Value for Money
Open and Fair Competition
Risk Management
Probity and Transparency
Accountability

Critical Incident Procurement Protocols
•
•
•
•
•
•
•
•

Price Competition – where practical seek multiple quotes or some for of price competition
for procurement of all values
Price Benchmarking – price comparison and reconciliation with previous purchases should
be conducted where possible
Platform Compatibility – for the procurement of highly specified products or services, the
use of existing and proven suppliers can be considered
Use of Existing Contracts – Existing arrangement such as State Purchase Contracts and
Panels should be utilised wherever appropriate and expedient
Risk Assessment – potential risks associated with the procurement should be identified and
considered (eg. Insurance warranties, deliverables, etc)
Documentation – conversations, communications and instructions associated with the
procurement are to be documented and filed
Conflict of Interest – potential conflicts of interest should be considered and addressed
Scope and Term of Contract – the scope andterm of contracts entered into under this policy
should be limited to the minimum scope and term required to respond appropriately and
efectively to the incident

Post Critical Incident Procurement Protocols
•
•

Transparency – contracts in excess of $100,000 are to be reported on the Contracts6
Publishing System and notified as procurement under the Critical Incident Policy
Reporting – all goods/services in excess of $100,000 that are procured under the Critical
Incident Procurement Policy are to be noted in Councils Annual Report as a special
category
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