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PART 1: POLICY PURPOSE

The purpose of the policy is to ensure:

That publicly funded purchases of goods and services, including construction, and information
technology are acquired through a process that is compliant, open, fair and transparent;

Responsibilities of the Town and staff throughout each stage of the procurement process and;

That procurement process are managed consistently.

PART 2: POLICY STATEMENT

The procurement policy of the Town of LaSalle is as follows:

(4)

()
(6)

To acquire and dispose of Goods and Services in an efficient and cost-effective manner having regard
to the objectives of openness, fairness and transparency in procurement while ensuring the Town’s
operational requirements are always met;

To ensure compliance with the Trade Agreements and applicable laws;

To procure necessary Goods and Services with due regard to the preservation of the natural
environment.

In this policy, all capitalized terms have the meaning assigned in Schedule A (Definitions).

PART 3: APPLICATION AND ACCOUNTABILITIES

(1)

(@)

Application. This policy applies to all purchases of Goods and Services by the Town except for the
contracts and transactions listed in Schedule B (Exclusions from Policy Procurement Rules).

General Responsibilities. Anyone purchasing Goods and Services on behalf of the Town must
comply with this policy and related procedures.

Role of Council. As set out in s.224 of the Ontario Municipal Act 2001, it is the role of Council to
develop and evaluate the policies of the Town and to ensure that policies, practices and procedures
and controllership policies, practices and procedures are in place to implement decisions of Council.
As permitted by s.23 of the Municipal Act 2001, Council may delegate responsibilities to officers and
employees of the Town as Council deems appropriate, whether through policy or otherwise. Only
Council is authorized to approve exceptions to this policy.

CAO Responsibilities and Authority. The CAO is the officer responsible for exercising general control
over the activities contemplated by this policy, including ensuring officers, employees and other
persons conducting procurements on behalf of the Town comply with the requirements of this policy.

Treasurer Responsibilities. The Treasurer is the officer delegated the responsibility for establishing
procedures pursuant to this Policy. The Treasurer, directly or through their delegate(s), shall assist
Department Heads, as appropriate, in the administration and compliance with this policy and related
procedures.
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(6) Department Head Responsibilities. Department Heads shall:

Be responsible for all procurement activities within their service areas and ensure compliance
with this policy and related procedures.

Make required reports to the Treasurer, CAO, Council or any other party regarding
compliance with this policy and procedures.

As necessary, delegate Approval Authority to appropriate staff while retaining the
accountability for their delegates’ actions.

Maintain procurement-related records for a minimum of three (3) years (oQrca, ceTA) and, if
required, for a longer period in accordance with the Town’s Record Retention Policy from the
date of contract award of procurement transactions.

(7) Prohibitions. In carrying out procurement activities for the Town, a person must not:

(@)

(e)

Circumvent the requirements of this policy including, but not limited to, biasing Specifications
or scheduling events to prevent Vendors from meeting requirements, dividing purchases to
avoid the requirements of the Policy by any method, which includes purchases made using
Purchasing Cards;

Purchase any Goods and Services through Town Contracts for personal use by or on behalf
of any member of Council, employees of the Town and their immediate families;

Provide information to one Vendor to give that Vendor an advantage over other Vendors;
(CFTA, CETA, OQTCA)

For procurements with a Dollar Value of $100,000 or more, the following are strictly prohibited
(CFTA), unless otherwise approved by Council:

¢ Imposing a condition that, in order for a Vendor to participate in the procurement, the
Vendor must have previously been awarded one or more contracts by the Town

¢ Requiring prior experience where it is not essential to the procurement

e Favouring Goods or Services of a province or region

e Favouring Vendors of Goods or Services of a province or region

For procurements with a Dollar Value of $365,000 or more, the following are strictly prohibited
(CETA), unless otherwise approved by Council:

e Favouring Goods or Services of Canada over those of the European Union
e Favouring Vendors of Canada over those of the European Union

(8) Failure to Abide by the Policy. Any person who fails to act in accordance with the provisions of the

policy, may be subject to appropriate disciplinary action up to and including, for employees,
termination of employment.

PART 4:

PROCUREMENT APPROVAL AUTHORITY

(1) Funds Must be Available. Any person delegated Approval Authority shall ensure that, prior to

engaging in any procurement activity, an approved budget exists to cover the Dollar Value of the
proposed procurement and resulting Contract. In the case of multi-year Contracts involving
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operating funds, the funding for future years of the Contract can reasonably be expected to be
made available if the funding is included in the current year’s approved operating budget and is
based on a multi-year forecast, subject to confirmation from the Finance Department.

Levels of Approval Authority. Procurement approvals must be obtained from the designated
Approval Authority, or their duly appointed delegate, for the following: (i) for the procurement, prior
to releasing an RFx or publishing a tender notice (whichever is earlier); (ii) for the Contract, prior to
releasing the proposed contract or PO to any Vendor; and (iii) for any amendment to, or assignment
of, a Contract. Only Council shall have the authority to approve terminating a Contract previously
approved by Council and only the CAO or delegate may approve terminating any other Contract.

Authorization to Purchase — Department Signing List. The Town will maintain a list that controls
signature authorization for all major financial transactions, including authority to commit funds and
sign contracts (“Department Signing List”). Only persons officially designated on the Department
Signing List, or their duly appointed delegates, shall have the authority to commit funds allocated
to a budget in connection with their spending limits, approve initiating a procurement process of
Goods and Services and approve entering into a Contract for Goods or Services.

Delegation of Signing Authority. The CAO or a Department Head designates the person(s) within
the Department who are authorized to sign-off on financial and procurement transactions on
accounts attributed to the Department. The Finance Department will maintain the Department
Signing List.

Procurement and Contracting Approvals Based on Dollar Value. Unlike the authority to commit
funds in a budget, the procurement Approval Authority is based on the Dollar Value of the
procurement or Contract as determined in accordance with Part 6 (Determining the Dollar Value).
If, after a procurement process is completed and actual prices are known, it is determined that the
Dollar Value of the Contract is elevated into the higher level of Approval Authority, then higher level
Approval Authority shall be the Approval Authority for subsequent approvals and signatures.

Delegation of Approval Authority. Delegation of an approver’s Approval Authority may be made as
deemed appropriate by the person with Approval Authority and in accordance with this policy.
Department Heads, at their discretion, may delegate approval authority to a lower level manager or
supervisor up to a maximum Dollar Value of $100,000.00. Approval Authority that has been delegated
may not be further sub-delegated. All delegations must be made in writing and signed by the
delegating Approval Authority. To be valid, copies of delegations must be forwarded to the Finance
Department.

CAO Must Seek Council Approval. The CAO (or delegate) must seek Council approval prior to an
award of Contract if: (a) the value of the Bid or the aggregate cost of a project is in excess of the
greater of $10,000 or 10% of the Council approved budget; (b) there is a legislative or policy
requirement for Council approval; (c) if there is an irregularity in a material procurement; or (d) for any
other reason the CAO deems appropriate.

Limited Tendering Recommendations where Dollar Value > $100,000. The applicable Department
Head and Procurement must jointly submit a report to the Treasurer recommending a Direct
Purchase of $100,000 or greater where supported by a justification listed in Part 8 (Limited
Tendering Procurements/Direct Purchase). If the Treasurer is the “applicable Department Head”
for purposes of a procurement, the joint recommendation for a Direct Purchase must be made to
the CAO.
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(9)

Quarterly Report to Council. The Treasurer shall prepare a quarterly status report to Council on all
RFx processes and purchases with Dollar Values of $50,000 or more published or released during
the applicable period. The report shall also list all Contracts valued at $50,000 or more awarded to
Vendors since the previous status report.

Summary Table of Approval Authority. The following table indicates the Approval Authority for a

procurement as well as the persons having the authority to approve and execute contracts and
related documentation in accordance with this Policy.
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SUMMARY TABLE OF PROCUREMENT APPROVAL AUTHORITY

Approval Authority )
Type of Procurement Dollar Value
(exclusive of Procurement Final RFx Contracts and related
taxes) Strategy @ Document®?: | documentation — (approval
® and signature) @
COMPETITIVE
$10,000 up to Department Head Department Department Head
Informal Request for Quotations $50,000 or Delegate Head or See Note (4)
Delegate
>$50,000 up to Department Head Department Department Head
Formal Request for Quotations $100,000 or Delegate Head or See Note (4)
Delegate
>$100,000 up to | Department Head Department Co-signed by
Public Tendering $250,000 and Procurement Head and Department Head and
(RFPQ, RFP, RFT, RFSO) Treasurer Treasurer or CAO
See Note (4)
Public Tendering >$250,000 Department Head Department Co-signed by
(RFPQ, RFP, RFT, RFSO) and Procurement Head and Department Head and
Treasurer or Treasurer or CAO
CAO See Note (4)(6)
DIRECT PURCHASE
(Type of Contract/Purchase)
Petty Cash Under $10,000 Department Head N/A Department Head
Purchase Order or Delegate (if applicable, see Note (5))
Contract
Co-signed by
Purchase Order or Contract $5,000 up to Department Head N/A Department Head and
$100,000 and Treasurer Treasurer
>$100,000 Treasurer N/A Co-signed by
Contract Department Head and
Treasurer or CAO
See Note (6)
Notes:

(1

)

(3)
(4)

®)
(6)

Regardless of the Approval Authority set out in the summary table, the higher-level Approval Authority may either approve
or sign documents in place of lower level staff, or override the decisions made by lower level Approval Authorities, if
necessary.

The CAO, Treasurer and Department Heads may delegate their Approval Authority to a lower level staff person at a
manager or supervisor level. To be valid, any delegation (permanent or temporary) must be documented in writing and
communicated to the Finance Department. Approval Authorities may not be sub-delegated.

Competitive solicitation documents must be approved prior to public posting or release to bidders.

Contract must not be approved and signed by the same person that conducted the competitive solicitation process
unless there is a co-signer. If the delegation designates that same person to approve and sign the contract, then to
resolve the conflict, the contract should be approved by the higher-level Approval Authority. For example, if Department
Head ran a RFQ-F procurement directly, then the CAO should approve and co-sign the final contract.

Department Heads do not need to approve petty cash expenses or PO’s, the signing authority for such expenses shall be
as set out in the Department Signing List.

Approval and/or signature of Town Council must be sought for contracts and related documentation that exceed a value
of $250,000.
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PART 5: DETERMINING THE DOLLAR VALUE

The Dollar Value is the Town'’s estimated value, exclusive of taxes, of the requirement determined as set
out in this Part. When estimating the Dollar Value of a procurement, the Town must:

(1)

(2)

(4)

Include the estimated maximum total value of the procurement over the entire duration of the

Contract(s), including options and renewal periods, whether awarded to one or more Vendors. (CFTA,
CETA)

Include all forms of remuneration including premiums, disbursements, fees, commissions, and
interest. For greater clarity, travel expenses and per diems are not a “form of remuneration” unless
they are included in a fixed fee contract and not reimbursed separately. (cF7A, CETA)

Include associated costs of installation, operation, maintenance, or manufacture for Goods. (CF7A,
CETA)

If an individual requirement for a procurement results in the award of more than one Contract, or in
the award of Contracts in separate parts (“Recurring Contracts”) the calculation of the estimated
maximum total value shall be based on: (a) the value of Recurring Contracts of the same type of
Good or Service awarded during the preceding 12 months, adjusted to take into account anticipated
changes in the quantity or value of the Good or Service being procured over the following 12
months; or (b) the estimated value of Recurring Contracts of the same type of Good or Service to
be awarded during the 12 months following the initial contract award. (CETA, oQTca)

In the case of procurement by lease, rental or hire purchase of a Good or Service, or procurement
for which a total price is not specified, the basis for valuation shall be: (ceTa, oqQtca)

(a) in the case of a fixed-term contract:

(i) if the term of the contract is 12 months or less, the total estimated maximum value for its
duration; or

(i) if the term of the contract exceeds 12 months, the total estimated maximum value,
including any estimated residual value;

(b) if the contract is for an indefinite period, the estimated monthly instalment multiplied by 48;
and

(c) ifitis not certain whether the contract is to be a fixed-term contract, subparagraph (b) shall
be used.
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PART 6: PREPARING THE PROCUREMENT DOCUMENTS

(1)

3)

Mandatory Use of Standard Town Templates. Where the Town has implemented approved
standard procurement templates and related documents (“Standard Town Template”), such
templates must be used in Town contracting activities, including to prepare Town procurement
documents. The use of other forms of solicitation documents, agreements, templates or documents
is only permitted where approved in advance by the Treasurer.

No Changes to Standard Town Templates Unless Pre-Approved. No changes may be made to the
Standard Town Templates unless pre-approved by the Treasurer. All proposed changes to the
Standard Town Templates and related documents shall be reviewed by legal and approved by the
CAO, Treasurer and/or the Town's solicitor.

Responsibility for Preparing RFx and Specifications. The preparation of the RFx, Deliverables and
Specifications shall be the responsibility of the originating Department working with the support of the
Finance Department and must be approved by the appropriate Approval Authority prior to being
used in a procurement process.

PART 7: DETERMINING THE PROCUREMENT STRATEGY

(1)

Procurement Strategy. The appropriate procurement strategy, including the procurement method and
contract, for a procurement will depend on whether the requirement falls under a Limited Tendering
exemption listed in Part 8 (Limited Tendering / Direct Purchase) or must be competitively tendered.
If the requirement falls under a Limited Tendering exemption, a contract negotiation may be required
prior to execution of the Contract as set out in Part 12 (Negotiation of Contracts).

Procurement Methods. The following table sets out the permitted procurement methods based on
the Dollar Value of the procurement.

Dollar Value Type of Procurement Permitted Procurement Methods

e Petty Cash (up to $100)
e Purchasing Card

e Purchase Order
Optional:

FQ-l, RFQ-F

RFPQ, RFP, RFT, RFSO

Under $10,000 Direct Purchase

e RFQ-I($10,000-$50,000)
Invitation Informal Process | Optional:
¢ RFPQ, RFP, RFT, RFSO

$10,000 - $50,000

e RFQ-F ($50,000-$100,000)

3?800836 Competitive Process Optional:
, e RFPQ, RFP, RFT, RFSO
>$100,000 Open Competitive Process | RFPQ, RFP, RFT, RFSO

¢ RFQ may be used with Department Head and
Treasurer or delegate approval

Page 7 of 25




In selecting the appropriate procurement method, regard should be had to using the most efficient
and effective method permitted in consideration for the time required to prepare the procurement
document as compared to the Dollar Value. For example, if a Dollar Value is less than $10,000, while
not strictly prohibited, it is generally not efficient to spend resources preparing a detailed RFT; use of
a purchasing card is more efficient and therefore more appropriate.

PART 8: PROCUREMENT METHODS

(1)

8.2
(1)

(2)

There are a variety of procurement methods that may be used for procuring Goods and Services
for the Town including but not limited to:

Low Dollar Value Procurements (under $10,000)

Request for Quotations - Informal (up to $50,000)

Request for Quotations - Formal (>$50,000 up to $100,000)
Request For Tenders (>$100,000)

Request For Proposals (>$100,000)

Request For Standing Offer (>$100,000)

Request For Supplier Pre-Qualification (for selective tendering)
Sole Source / Direct Purchase (limited tendering)

Cooperative Purchasing

CoNOGORwWN =

Procurements with a Dollar Value of over $100,000 shall be conducted in accordance with
applicable Trade Agreement requirements.

The Treasurer shall implement procedures and templates in support of the procurement methods
described in this Part.

Low Dollar Value Procurements: Purchasing Card/PO/Petty Cash (under $10,000)

A Purchasing Card, Purchase Order, or Petty Cash (NTE $100) may be used for Low Dollar Value
Procurements.

Staff are encouraged to research or obtain prices from at least three (3) different Vendors prior to
making purchases under $10,000.

Informal Request for Quotations (RFQ-I) ($10,000 up to $50,000)

For procurements with a Dollar Value of $10,000 and up to $50,000, the originating Department
may use an informal Request for Quotations (“RFQ-I") and conduct an Invitational Competitive
Process by sending the RFQ-I to a select number of Vendors.

Staff must seek a minimum three (3) written quotes to ensure a competitive process. Department
Heads may waive the requirement for three (3) quotes but will only do so where the staff has
demonstrated to the satisfaction of the Department Head that a minimum of three (3) quotes cannot
be obtained.
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8.3

(2)

8.4

8.5
(1)

8.6

(@)

Formal Request for Quotations (RFQ-F) ($50,000 up to $100,000)

For procurements with a Dollar Value of $50,000 and up to $100,000, the originating Department
may use a formal Request for Quotation (“RFQ-F”) and conduct an Invitational Competitive Process
by sending the RFQ-F to a select number of Vendors. The RFQ-F is a short solicitation document
and seeks a price quote from the bidder rather than a formal written proposal.

Staff must seek a minimum three (3) written quotes to ensure a more competitive process.
Department Heads may waive the requirement for three (3) price quotes but will only do so where
the staff has demonstrated to the satisfaction of the Department Head that a minimum of three (3)
quotes cannot be obtained.

Request for Tenders (RFT) (>$100,000)

An RFT is used when the Town is seeking the lowest cost proposal and the Specifications for
Goods or Services is sufficiently detailed so as to allow a bidder to compete for the Contract based
on price alone.

Request for Proposals (RFP) (>$100,000)

The RFP is the preferred method of procurement where: (a) the Town is looking for the best value
proposal, meaning the decision on preferred Vendor, Goods or Services is not based solely on the
lowest priced Goods or Services; (b) the Specifications are not so detailed as to allow for an
evaluation on price alone; (c) when solutions are being sought to perform a certain function or
service.

Request for Standing Offer (Standing Arrangement)

The RFSO is a procurement method that results in a Standing Arrangement with the winning
Vendors. A “Standing Arrangement” means an arrangement with a Vendor(s) under which a
procuring entity may buy, but is not committed to buy, Goods or Services from the Vendor(s) over a
period specified in the arrangement. Contrary to the RFPQ, the arrangement includes all terms
applicable to the procurement, such as the cost of the Good or Service and delivery requirements.

An RFSO may be used where the anticipated need for Goods or Services is inconsistent but
recurring (such as for office supplies or other consumables, services e.g. tree trimming, etc.) and
the Town wishes to consolidate all such recurring purchases under a single, or several Vendors, in
order to secure the best prices over the term of the resulting Contract.

In each RFSO, the Town must indicate how subsequent purchases will be made from a Vendor under
a Standing Arrangement. (cF1A) For example, if three (3) Vendors will be awarded a Standing
Arrangement, also called a “standing offer agreement”, the RFSO must indicate if the Vendors will
be called upon to supply the Goods or Services on a rotational basis, whether there will be quotes
requested from each Vendor prior to a decision being made on who will supply the Goods or Services,
whether a Vendor will be given the right of first refusal over all requirements over other Vendors or
any other approach.

Purchase commitments under a standing offer agreement are only made upon the issuance of a
Purchase Order or call-up made pursuant to the terms of the standing offer agreement.
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8.7 Prequalification of Vendors (RFPQ)/Selective Tendering (Rostering)

(1) The Town may elect to maintain a list of prequalified Vendors of Goods or Services on a roster.

(2) Rosters shall be maintained for a term not to exceed three (3) year at which the depart shall issue
a RFPQ to establish a new roster.

(3) Prequalification of Vendors should be considered in the following circumstances:

(a) there is a business need to ensure Vendors have the capacity to perform the work as a

condition of participating in an RFx process and there could be a substantial impact on Town
operations if the work is not satisfactorily performed the first time;

(b) where the requirement for the specific Goods or Services often arise unexpectedly and

efficiency in procurement is necessary to ensure the Town’s operational requirements are
always met;

(c) any other circumstances deemed appropriate by Department Head.

(4) Once a roster of pre-qualified Vendors of specific Goods and Services is established, there is no
further requirement to publish tender notices when a requirement for those Goods or Services arise.
The competitive tenders may be submitted directly to the roster of qualified vendors without any
requirement to publish tender notices. (0QCTA, CFTA, CETA)

PART 9:

LIMITED TENDERING / DIRECT PURCHASE

(1) The Town may procure Goods and Services without a competitive process in the following
circumstances:

(@)

No Compliant Bids Received: If (i) no Bids were submitted or no Vendors requested
participation; (ii) no Bids that conform to the essential requirements of the RFx documentation
were submitted; (iii) no Suppliers satisfied the conditions for participation; or (iv) the submitted
tenders were collusive, provided that the requirements of the tender documentation are not
substantially modified; (0QTCA, CFTA, CETA)

Only One Supplier: if the Goods or Services can be supplied only by a particular Supplier and
no reasonable alternative or substitute Goods or Services exist for any of the following
reasons: (i) the requirement is for a work of art; (ii) the protection of patents, copyrights, or
other exclusive rights; (iii) due to an absence of competition for technical reasons; (oQrca,
CFTA, ceTA) (iv) the supply of Goods or Services is controlled by a Supplier that is a statutory
monopoly; (v) to ensure compatibility with existing Goods, or to maintain specialized Goods
that must be maintained by the manufacturer of those Goods or its representative; (vi) work
is to be performed on property by a contractor according to provisions of a warranty or
guarantee held in respect of the property or the original work; (vii) work is to be performed on
a leased building or related property, or portions thereof, that may be performed only by the
lessor; or (viii) the procurement is for subscriptions to newspapers, magazines, or other
periodicals; (CFTA)

Additional Deliveries: for additional deliveries by the original Supplier of Goods or Services
that were not included in the initial procurement, if a change of Supplier for such additional
Goods or Services: (i) cannot be made for economic or technical reasons such as
requirements of interchangeability or interoperability with existing equipment, software,
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(@)

(d)

(e)

(h)

(i)

()

Services, or installations procured under the initial procurement; and (ii) would cause

significant inconvenience or substantial duplication of costs for the procuring entity; (crra,
CETA)

Commodity Market Goods: for Goods purchased on a commodity market such as electricity,
postal Services, postage, water, fuel, natural gas, furnace oil; (0QTcA, CFTA, CETA)

Prototypes: if the Town procures a prototype or a first Good or Service that is developed in
the course of, and for, a particular contract for research, experiment, study, or original
development. Original development of a first Good or Service may include limited production
or supply in order to incorporate the results of field testing and to demonstrate that the Good
or Service is suitable for production or supply in quantity to acceptable quality standards, but
does not include quantity production or supply to establish commercial viability or to recover
research and development costs; (0OQTCA, CFTA, CETA)

Exceptionally Advantageous Conditions: for purchases made under exceptionally
advantageous conditions that only arise in the very short term in the case of unusual disposals
such as those arising from liquidation, receivership, or bankruptcy, but not for routine
purchases from regular Suppliers; (0QTCA, CFTA, CETA)

Winner of Design Contest: if a contract is awarded to a winner of a design contest provided
that: (i) the contest has been organized in a manner that is consistent with this Policy, in
particular relating to the publication of a tender notice; and (ii) the participants are judged by
an independent jury with a view to a design contract being awarded to a winner; (0QTCA, CFTA,
CETA) Or

Confidential or Privileged Goods or Services: if Goods or consulting Services regarding
matters of a confidential or privileged nature are to be purchased and the disclosure of those
matters through an open tendering process could reasonably be expected to compromise
government confidentiality, result in the waiver of privilege, cause economic disruption, or
otherwise be contrary to the public interest; (cF7a)

Emergency: if strictly necessary, and for reasons of urgency brought about by events

unforeseeable by the Town, the Goods or Services could not be obtained in time using an

open competitive process. (0QTCA, CFTA, CETA) An Emergency is an exceptional situation that

could include:

i. An imminent or actual danger to the life, health or safety of any person,

i An imminent or actual danger of injury to or destruction of real or personal property,

iii. An imminent or actual unexpected interruption of a public service essential to the
community,

iv. An emergency as defined by the Emergency Management and Civil Protection Act,
R.S.0. 1990, c. E.9 and the emergency plan formulated thereunder by the Town; and

V. An imminent or actual spill of a pollutant as contemplated by Part X (Spills) of the
Environmental Protection Act.

Dollar Value is Less than $10,000. The Dollar Value of the procurement is less than five
thousand dollars ($10,000).

Written Justification Required. All Direct Purchase procurements must be justified in writing based

on one of the above exemptions and approved by the Approval Authority as set out in Part 3
(Approval Authority).
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PART 10: COOPERATIVE PROCUREMENT (BUYING GROUPS)

(1)

(3)

A Department may participate in a procurement process administered by a Buying Group provided
appropriate approvals from the designated Approval Authority are obtained based on the
anticipated Dollar Value.

In participating in a Buying Group: (cF1a)

(a) To the extent practicable, the Town shall ensure that the procurement is carried out in a
manner consistent with the Trade Agreements;

(b) The Town shall publish a notice of its participation with the Buying Group at least annually on
the tendering website normally used and the notice shall direct potential Suppliers to the
buying group tender notices website if it is different from the Town’s tendering website or
systems.

A Department may choose to work collectively with other local Municipalities to leverage the
purchasing power. It is the responsibility of the Department to ensure the purchasing policy of the
lead Municipality either meets or exceeds the Town’s policy.

PART 11: UNSOLICITED PROPOSALS

(1)

(2)

The Town may, from time to time, be approached by proactive Vendors seeking to engage the
Town in a procurement or contract. For example, a proactive Vendor may offer to allow the Town
to test, or pilot, a Good or Service, or suggest that the Town consider an innovative approach, or
solution to an existing Town problem.

Outside of any relevant RFx process, Town staff may engage in discussions with potential Suppliers
on opportunities that exist in the market as part of informing themselves of market changes and
opportunities. Before engaging in any such discussions, however, the Vendor must always be
advised that any procurement or contract can only be initiated pursuant to the Town’s policies.

If an unsolicited proposal (document) is received from any potential Supplier, the unsolicited
proposal should be forwarded to the Treasurer, Procurement and the appropriate Town Department
Head. The Department Head shall first assess such proposals on the basis of whether they align
with the Town’s strategic goals and objectives, do not circumvent the Town’s regular procurement
processes, and the proposal’s scale and scope align with the requirements and funding ability of
the Town.

If it is determined that there is a legitimate need for the Goods or Services offered by way of an
unsolicited proposal, then the procurement process shall be conducted in accordance with this

policy.
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PART 12: PUBLISHING TENDER NOTICES / ADVERTISING

3)

OPPORTUNITIES

All RFPQ notices and Open Competitive Processes exceeding a Dollar Value of $100,000 shall be
advertised using a tender notice. (0QTCA, CFTA, CETA)

Each tender notice must be in the form prescribed by the Trade Agreements and advertised on the
tendering website authorized by the CAO for posting tender notices, from the date that the RFx is
issued up to and including the date on which the RFx closes.

Advertising opportunities are posted on Bids and Tenders the Town’s preferred electronic tendering
system.

PART 13: NEGOTIATION OF CONTRACTS

(1)

(2)

Negotiation as Part of a Competitive Process:

(@) The Town may only conduct negotiations with the successful bidder if the Town has indicated
its intent to conduct negotiations in the tender notice or the RFx. (cF7A, CETA, oQTcA). The
process to be used is as stipulated in the Standard Town Template.

(b) The Town shall ensure that any elimination of bidders participating in negotiations is carried
out in accordance with the evaluation criteria set out in the RFx documentation, this Policy,
and Standard Town Template.

(c) Inthe course of negotiations, the Town shall not give an unfair advantage to, or discriminate
against, a bidder.

Negotiation of Direct Purchase Contract:
(@) Unless otherwise approved by the CAO, the Town shall use the Town’s Standard Town
Template form of agreement as the basis of any contract negotiation of a Direct Purchase

Contract.

(b) All Contracts must include a provision allowing the Town to terminate the contract for any
reason upon thirty (30) days prior notice unless otherwise approved by the CAO.

(c) Only the CAO may authorize changes to the terms in the Town’s template agreements.

PART 14: AUTHORITY TO EXECUTE CONTRACTS AND RELATED

(1)

DOCUMENTATION

Only the designated Approval Authority may execute Contracts and related contract documents on
behalf of the Town.

If an amendment to a Contract increases the Dollar Value and Approval Authority, then the higher

level Approval Authority is required to approve and sign that amendment, and any further
amendments and contract documents relating to that Contract.
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PART 15: BIDDER DEBRIEFING (>$100,000)

(1)

The Town shall offer debriefs to unsuccessful bidders of a competitive process providing bidders
with an explanation of the reasons why the procuring entity did not select its tender. (CF7A, CETA,
oaqrcA) The debriefing shall include the Department head or manager and Procurement. The debrief
session may be held in person, by telephone or by other electronic means that permits all parties
to be heard.

PART 16: BIDDER COMPLAINT RESOLUTION

(1)

(@)

(©)

(4)

()

The Town encourages the use of open and competitive procurement processes and the objective
and equitable treatment of all Vendors.

Any Vendor that wishes to challenge or is otherwise aggrieved by a decision made by the Town, its
staff or Council under this Policy is required to provide a written complaint to the Town Clerk, within
five (5) business days of the date of the award or other decision. The Town Clerk will distribute to
Procurement to respond.

Jointly Procurement and applicable Department Head shall respond to the complaint within ten (10)
working days.

In the event the Vendor is not satisfied with response provided, they can request a meeting with the
Town. The Vendor’s request shall be in writing and shall provide a detailed statement of the grounds
of the complaint, including copies of relevant documents, and identify the form of relief requested.

If no resolution satisfactory to both parties has been achieved, the Vendor will have three (3) business
days from the date of the meeting with the Town to make a formal written request to meet with
Procurement, the Department Head, the Treasurer or the CAO regarding the Vendor's complaint.
The Department Head, Treasurer and CAO will make the final decision regarding the Vendor’s
complaint, which decision will be made in writing.

PART 17: CONTRACT MANAGEMENT

171

(1)

(2)

3)

Responsibility for Managing the Contract

With the assistant of the procurement officer, each Department Head or their delegate (the
“Contract Manager”) is responsible for ensuring all Contract requirements are satisfied by the
Vendor throughout the term, including ensuring bonds and insurance certificates, WSIB, or any
specified license requirements, are provided as required by the Contract.

The Contract Manager must ensure proper oversight of the Vendor and proper inspection of Goods
and Services throughout the Contract term, promptly report and address deficiencies in
performance and keep records of Vendor performance.

All Contract documentation must be maintained in a central location in accordance with the Town’s
document retention policies.
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(4)

As a condition of paying for Goods and Services: (a) Department Heads or their delegate must
ensure and certify that Goods and Services supplied by a Vendor conform with the requirement of
the Contract; and (b) that invoices are made in accordance with provisions of the Contract.

17.2 Vendor Performance Evaluation

(1)

At the completion of every Contract where the tender documents identified a performance evalution
review will be performed for Goods or Services, the Project Manager or applicable Department
Head should complete a Vendor performance evaluation (“Vendor Performance Evaluation”).
Such evaluation must be kept in accordance with the Town’s record retention policies and be
available to review.

Documented poor performance or non-performance on any Town Contract should be reported to
Procurement and may be used to determine the eligibility of a Vendor to (a) continue to provide
Goods or Services to the Town on a current Contract; (b) remain a qualified Vendor; and (c)
participate in future procurements as set out in Part 19 (Bidder Eligibility).

PART 18: DISPOSAL OF SURPLUS ASSETS

(1)

(2)

(6)

(7)

Department Heads may submit to Finance Department from time to time and upon request, a list
of furniture, vehicles, equipment, stocks and other assets, which are obsolete, damaged or surplus
to that Department 's needs ("Surplus Assets").

All Surplus Assets shall first be offered to other Departments within the Corporation. Upon this first
step, surplus assets to be sold to entities outside the Corporation must be approved by the Director
of Financial Services.

All Surplus Assets not required by any Department may then be offered to public sector agencies
and charitable organizations within the Town prior to any public disposal procedure, donation or
sale to area municipalities.

Subsequent to subsection (c), surplus assets may be donated to non-profit agencies or non-profit
institutions for educational or teaching purposes only. Donated items shall not be re-sold.

Department Heads shall have the authority to sell or dispose of all Surplus Assets, by sealed bid
or public auction through the municipal website or any other online classified site(s).

The respective Department shall be credited with the net proceeds, if any, from the disposal of its
Surplus Assets unless otherwise agreed.

Surplus Assets shall not be sold directly to an employee or to a member of Council, although this
does not prohibit any employee or member of Council from purchasing Surplus Assets being sold
through a public process.

PART 19: BIDDER ELIGIBILITY

(1)

Without limiting or restricting any other right or privilege of the Town and regardless of whether or
not a Bid otherwise satisfies the requirements of an RFx, the Town may bar a Vendor, refuse any
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Bid from a Vendor, or remove the Vendor from a prequalified Vendor list where:

(a)

There is supporting evidence that the commercial integrity of the Vendor has been impaired
by the act(s) or omission(s) of such Vendor (oQrca, crFTa, ceTa) including but not limited to any
one or more of the following having occurred within the five (5) year period immediately
preceding either the date on which the RFx is released or while the Vendor is on the
prequalified Vendor list:

(vii)

(viii)

the Town commenced litigation against the Vendor for wrongdoing;

act(s) or omission(s) resulting in a claim by the Town under any security submitted by
the Vendor on an RF, including but not limited to a Bid bond, a performance bond, or
warranty bond;

the failure of the Vendor to pay, in full, all outstanding payments (and, where applicable,
interest and costs) owing to the Town by such Vendor, after the Town has made
demand for payment of same;

the Vendor’s refusal to follow reasonable directions of the Town or to cure a default
under any Contract with the Town as and when required by the Town;

the Vendor’s refusal to enter into a Contract with the Town after the Vendor’s Bid has
been accepted by the Town;

poor performance of a Vendor, including the Vendor’s refusal to perform or to complete
performance of a Contract with the Town;

the Vendor having unlawfully or unreasonably threatened, intimidated, harassed, or
otherwise interfered with an attempt by any other prospective Vendor to Bid for a Town
Contract or to perform any Contract awarded by the Town to that Vendor;

the Vendor having discussed or communicated, directly or indirectly, with any other
Vendor or their agent or representative about the preparation of the Vendor’s Bid
including, but not limited to, any connection, comparison of figures or arrangements
with, or knowledge of any other Vendor making a Bid for the same work except in the
instance of a joint venture Bid where one is permitted;

the Vendor having unlawfully or unreasonably threatened, intimidated, harassed,
assaulted or committed battery against, or otherwise interfered with an official,
employee, representative, agent or independent consultant or contractor of the Town
in the performance of his or her duties or in any way attempted to influence such
persons;

the Vendor has on one or more occasions, in the performance of a Contract with the
Town, deliberately, with wilful blindness or negligence, save and except an inadvertent
error corrected to the satisfaction of the Town within a reasonable time, as determined
by the Town:

1. over-billed, double-billed and/or retained a known over-payment, or has failed to
notify the Town of an over-payment or duplicate payment;

2. Dbilled for items not supplied;

3. Dbilled for items of one grade, while supplying items of an inferior grade;

4. made a misrepresentation as to the quality or origin of Goods, their functionality or
suitability for a purpose, or their performance characteristics;

5. submitted false or misleading information to the Town;

6. acted in conflict with the Town’s interests;
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7. misappropriated any property or right of the Town, in any form; or
8. committed any other form of sharp or deceptive practice

(xi) any other act or omission by the Vendor that the Town deems to impair the commercial
relationship between the Town and the Vendor.

(b) There is supporting evidence that it would not be in the best interests of the Town to enter into a
Contract with the Vendor, including but not limited to:

(i)  the conviction of that Vendor or any person with whom that Vendor is not at arm’s length
within the meaning of the Income Tax Act (Canada) of an offence under any taxation
statute in Canada;

(i)  the conviction or finding of liability of that Vendor under the Criminal Code or other
Legislation or law, whether in Canada or elsewhere and whether of a civil, quasi-
criminal or criminal nature, of moral turpitude including but not limited to fraud, theft,
extortion, threatening, influence peddling and fraudulent misrepresentation;

(iii)  the conviction or finding of liability of that Vendor under any environmental Legislation,
whether of Canada or elsewhere, where the circumstances of that conviction evidence
a gross disregard on the part of that Vendor for the environmental well-being of the
communities in which it carries on business;

(iv) the conviction or finding of liability of that Vendor relating to product liability or
occupational health or safety, whether of Canada or elsewhere, where the
circumstances of that conviction evidence a gross disregard on the part of that Vendor
for the health and safety of its workers or customers;

(v) the conviction or finding of liability of that Vendor under the financial securities
Legislation whether of Canada or elsewhere, where the circumstances of that
conviction evidence a gross disregard on the part of that Vendor for its stakeholders.

(c) There is supporting evidence that the Vendor has been declared bankrupt (oQTca, CFTA, CETA)
or is insolvent. (OQTCA, CFTA)

(2) For the purposes of this Part, a reference to a Vendor shall also include: an officer, a director, a
majority or controlling shareholder, or a member of the Vendor, if a corporation; a partner of the
Vendor, if a partnership; any corporation to which the Vendor is an affiliate of or successor to, or
an officer, a director or a majority or controlling shareholder of such corporation; and any person
with whom that the Vendor is not at arm’s length within the meaning of the Income Tax Act
(Canada).

PART 20: EMPLOYEE CONFLICTS OF INTEREST

(1) Employees of the Town shall not have an interest, either directly or indirectly, in any Town Contract
unless such interest has been declared and such employee is excluded from involvement with the
procurement decisions related to the Contract.

(2) Employees must declare any pecuniary interest, either direct or indirect, in writing to their

Department Head, Treasurer or CAO indicating the specific nature of the conflict and shall be
excluded from any involvement with the procurement of such Goods and/or Services.
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PART 21: STATEMENT OF ETHICS FOR PUBLIC PROCUREMENT

(1) The following ethical principles shall govern the conduct of every Town employee delegated with
the authority to procure.

(@)

(b)

The Town’s employees must conduct themselves with the utmost integrity in carrying out their
duties as public servants including avoiding any apparent, potential and actual conflicts of
interest.

Every Town employee shall abide by the highest ideals of honour and integrity in all public
and personal relationships in order to merit the respect and inspire the confidence of the
organization and the public being served.

(2) Employee’s responsibility to the Town:

(@)

Follow the lawful instructions, by-law, policies and procedures of the Town.
Understand the limits of the authority granted by the Town.

Avoid activities which would compromise or give the perception of compromising the best
interest of the Town and the public.

Obtain the maximum benefit for funds spent as agents for the Town.

(3) Employees’ relationship with Vendors:

(@)

Maintain and practice, to the highest degree possible, business ethics, professional courtesy
and competence in all transactions.

Undertake all purchasing activities without positive or negative bias.
Strive to obtain the maximum value for each dollar of expenditure.
Consistently reject any offer of favours, gifts, gratuities, loans regardless of the Dollar Value.

Adhere to and protect Vendors’ business and legal rights to confidentiality over pricing
information, trade secrets, and other proprietary information.

PART 22: PROCUREMENT POLICY AND REVIEWS

(1) The Treasurer shall from time to time and not less than once per year consult with the Department
Heads to obtain feedback on this Policy.

(2) Based on the consultation with Department Heads, the Treasurer shall prepare an annual report to
the CAO recommending any changes to this policy to meet the needs and requirements of the Town.

(3) All changes to this Policy require the approval of Council to take effect.

(4) Aformal policy review shall take place every five (5) years or sooner should legislatively be required.
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SCHEDULE A - DEFINITIONS

Words and phrases used in this Policy and related procedures have the following meanings, unless
expressly stated otherwise:

“Approval Authority” means the authority to approve: (i) procurements; and (ii) contract award decisions
and/or the signing of contracts, including any changes to such procurements or contracts.

“Bid” means a response to a competitive Bid issued by the Town.

“Buying Group” means a cooperative arrangement in which individual members administer the
procurement function for specific contracts for the group, and more formal corporate arrangements in
which the Buying Group administers procurement for group members. Buying groups may consist of a
variety of entities, including any combination of procuring entities, private sector entities, or not-for-profit
organizations.

“Chief Administrative Officer” or “CAO” means the Chief Administrative Officer for the Town of LaSalle
or his/her designate.

“Contract” means a written agreement for the purchase of Goods, Services, equipment or construction
and includes a Purchase Order.

“Contract Manager” has the meaning assigned in Part 16 (Contract Management).
“Cooperative Procurement” means the purchase of Goods or Services as part of a Buying Group.
“Council” means the Council of the Town of LaSalle.

“Department” or “Originating Department” means the Town department initiating the acquisition of the
Goods or Services.

“Department Head” means an employee of the Corporation of the Town of LaSalle in charge of a
Department or his/her designate.

“Department Signing List” has the meaning assigned in Part 3 (Approval Authority)

“Direct Purchase” means acquiring a good or service directly from a Supplier without a competitive
process.

“‘Dollar Value” has the meaning assigned in Part 4 (Determining the Dollar Value)
“Emergency” has the meaning assigned in Part 8 (Limited Tendering Procurements/Direct Purchase)
“Formal Request for Quotations” has the meaning assigned in Part 7.3 (Formal Request for Quotations)

“Goods” includes supplies, equipment, materials, products, software, furniture, structures and fixtures to
be delivered, installed or constructed.

“Informal Request For Quotations” has the meaning assigned in Part 7.2 (Informal Request for
Quotations).
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“Invitational Competitive Process” means a general process where the Town acquires Goods or
Services by inviting a select number of Suppliers to submit a Bid.

"Legislation” means all applicable laws, regulations, by-laws, policies and trade treaties/agreements.

“Low Dollar Value Procurements” has the meaning assigned in Part 7.1 (Low Dollar Value
Procurements)

“Open Competitive Process” means a general process where the Town acquires Goods or Services by
publicly advertising an invitation to Suppliers to submit a Bid.

“Petty Cash” means an accessible store of money kept by the Town for expenditure on Low Dollar Value
items.

“Policy” means this procurement policy.

“Purchase Order” or “PO” means a written offer to procure Goods and/or Services or a written acceptance
of an offer.

“Purchasing Card” means a credit card provided by the Town’s Finance Department and its use is bound
by the provisions of the Policy.

“Recurring Contracts” has the meaning assigned in Part 4 (Determining the Dollar Value).

“Request for Prequalification” or “RFPQ” means a Request for Information about Vendors to determine
whether the Vendor has the capability to perform the contract requirements. The Request for
Prequalification process is undertaken with a view to establishing a list of bidders eligible to Bid on future
opportunities.

“Request for Proposals” or “RFP” means a request for Bids comprised of a technical and financial
proposals that involves an evaluation of the elements in the technical proposal as well as prices.

“Request for Quotations” or “RFQ” means a request to a select class of Vendors for prices on specified
Goods and/or Services and refers to a RFQ-I or RFQ-F as the context permits.

“‘Request for Quotations — Informal” or “RFQ-I" has the meaning assigned in Part 7.

“‘Request of Quotations — Formal” or “RFQ-F” has the meaning assigned in Part 7.

“Request for Standing Offers” or “RFSO” means a procurement document issued by the Town
requesting pricing and details to provide certain Goods or Services on an as-required basis, during a
particular period of time, at a predetermined price or discount, generally within a predefined dollar limit.

There is no obligation on the part of the Town to access the Goods or Services.

“Request for Tenders” or “RFT” means a request for Bids comprised of proposed prices for Goods and/or
Services from Vendors, where the Goods and/or Services are specified in detail in the RFT.

“RFx” means any process inviting potential Vendors to submit Bids or information to the Town.
“Services” means all Services, including Construction Services, unless otherwise specified.

“Specifications” means the detailed description of, and written requirements and standards for, Goods
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and/or Services contained in an RFx to the extent known or available to the Department, and includes any
drawings, designs and models.

“Standard Town Template” has the meaning assigned in Part 5 (Preparing the Procurement Documents).
“Standing Arrangement” has the meaning assigned in Part 7.6 (Request for Standing Offer)

“Supplier” or “Vendor” means a person who submits a response to a Town solicitation for Goods or
Services.

“Surplus Assets” has the meaning assigned in Part 17 (Disposal of Surplus Assets).

“Town” or “Corporation” means the Corporation of the Town of LaSalle.

“Trade Agreements” means the Canadian Free Trade Agreement (CFTA), the Canadian and European
Union Comprehensive Economic and Trade Agreement (CETA), and the Trade and Cooperation

Agreement Between Ontario and Quebec (OQTCA), as applicable.

“Vendor Performance Evaluation” has the meaning assigned in Part 16.2 (Vendor Performance
Evaluation).
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SCHEDULE B - EXCLUSIONS FROM POLICY PROCUREMENT RULES

Contracts for, or payment of, the expenses, Goods or Services listed below are not subject to the
competitive procurement requirements in this Policy, save and except for Part 3 (Procurement Approval
Authority) and Part 19 (Employee Conflicts of Interest).

Note: Best practice ensures services are acquired through a compliant, open, fair and transparent
process. The Town continues to encourage competition to acquire the such services assuring value for
money.

(1) General Exclusions: The following are excluded procurements: (CFTA and aligned with CETA)

(a) Goods or Services financed primarily from donations that require the procurement to be
conducted in a manner inconsistent with this Policy;

(b) Procurements by the Town on behalf of an entity not covered by this Policy;

(c) Procurements under a commercial agreement between the Town which operates sporting or
convention facilities and an entity not covered by this Policy that contains provisions inconsistent
with Policy.

(d) Acquisition of Goods for the purpose of commercial sale or re-sale by the Town.

(2) Excluded Professional Services (CFTA and aligned with CETA)

(a) Health or social Services.

(b) Services that may, under applicable law, only be provided by licensed lawyers or notaries.
(c) Services of expert witnesses or factual witnesses used in court or legal proceedings
(

d) Financial Services respecting the management of government financial assets and liabilities (i.e.
treasury operations), including ancillary advisory and information Services, whether or not
delivered by a financial institution.

(3) Non-Procurement Transactions
(a) Insurance premiums however the purchase of insurance advisory Services is not excluded.
(b) Payments of debts. (cF7a, ceTA)
(c) Procurement or acquisition of fiscal agency or depository Services (banking Services). (CFTA, CETA)

(d) Any form of financial assistance, such as grants, loans, equity infusions, guarantees, and
fiscal incentives. (CFTA, CETA)

(e) Agreements with a governmental authority or agent of government.

(f) Acquisition or rental of land, real property payments including land, buildings, leasehold interests,
easements, encroachments and licenses, or the like. (CFTA, CETA)

(g9) Insurance claims, legal settlements and grievance settlements.
(h) Binding orders, judgments or decisions of an arbitrator, tribunal or court.
(i) Refundable travel expenses.

(j) Other Town and employee related expenses, such as: memberships in professional organizations
(professional dues), staff attendance at seminars, testing or examination fees, and registrations
for workshops, courses, training, trade shows or conferences.

Page 22 of 25



SCHEDULE C — COMPLIANCE WITH THE ONTARIO DISABILITIES ACT, 2005

Policy Statement

When procuring goods, services and facilities, the Town will incorporate accessibility design criteria and
features. Where applicable, procurement documents will specify the desired accessibility criteria to be
met and provide guidelines for the evaluation of proposals in respect of those criteria. Where it is
impractical to incorporate accessibility criteria and features when procuring or acquiring specific goods,
services or facilities, the Department Head responsible for the purchase will provide a written
explanation on request.

Accessibility Criteria

Equitable - Can someone with a disability use the good, service or facility as quickly and easily as a
person without a disability?

Adaptable Flexible - Does the good or service accommodate a wide range of individual preferences
and abilities? Can a user configure the item to meet their specific needs and preferences and will it
work with common assistive technologies?

Size and Space for Approach and Use - Can someone, regardless of their body size, posture or
mobility, approach, reach, manipulate and use the good or facility?

User-friendly - Are the instructions perceptible and intuitive? Can someone with limited physical
strength use the good? If someone makes a mistake while using the good, are the adverse
consequences minimal?

Criteria to Consider with Different Types of Purchases

Type of Purchase Criteria to Consider

Goods Can the good be used by someone:

¢ In a seated position

e Using one hand, with limited upper body strength, or limited fin motor skills

e With vision loss or low vision

e Does the product meet ergonomic standards and can it be customized to
meet a variety of needs?

¢ Are support materials, such as manuals, training or service calls, available
in accessible formats at no additional charge?

e Do documents, reports, and studies meet AODA requirements for visually
impaired.

Services ¢ Does the firm provide accessible customer service, as required under the
Town’s Accessible Customer Service Policy?

e Can the service provider accommodate the needs of people of all abilities?
For example, if you're hiring someone to conduct research, do their surveys
and interviews accommodate people with different types of disabilities?

e Will the company use accessible signage, audio and/or print materials? For
example, if you're hiring an event coordinator, will they use high contrast
signage for the event?
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Type of Purchase Criteria to Consider

Facilities e Can someone using a mobility aid, like a wheelchair or walker, get around
the facility?
o Are signs placed at an accessible height?

e Does the facility have emergency procedures to assist people with
disabilities?

Including accessibility in Tenders/Request for Proposals

When writing a Request for Proposal, accessibility criteria are to be added along with any specific
features being sought. Accessibility requirements are to be included in the evaluation process so that
when bids are scored on cost, quality and timeliness, points are also given for accessibility.

What if an accessible option can't be found?

If a good, service or facility cannot be found that meets accessibility needs, look for ways to make it
more accessible. If someone asks, an explanation must be provided on why the option chosen is not
accessible.

Example: A printer is being purchased but the accessible version is not compatible with the office
computer network. Solution, buy a printer that works with the network and put it on a lower table to
make it more accessible to people in wheelchairs. Make a note that when it's time to buy new
computers, try to find one that is compatible with other accessible technologies.

Accessible self-service kiosks

Accessibility features make kiosks easy for everyone to use, not just people with disabilities. For
example, a self-service checkout that "beeps" when it reads a barcode helps customers scan items
faster, including customers who can't read the display screen.

User controls:

Controls should be visible whether someone is standing or sitting

Make controls easy to use with one hand, without a lot of force, and without having to grasp tightly,
pinch or twist

Avoid steps, bins or signage that could block someone with a walker or wheelchair

Display screens:

Use high contrast colors. Try a dark blue and matte white, black and white or yellow and black.
Avoid flashing images and limit flashes to no more than three times in one second
Screens should be bright enough to be read under different types of lighting

Use a material that isn't reflective and position the screen to minimize reflections (from sunlight or
overhead lights).

Make sure touch screens work with prosthetic limbs and pointing devices

Pin pads:

Use a telephone style pin pad (with 1 in the top left). The 5 should be in the centre and marked with
a raised dot and the OK/Enter button should be in the lower right corner.
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Make sure there is space between the keys and the pad's edges are clearly defined.
Pin pads should be angled (not flat) to accommodate users whether they are standing or sitting.
Keys should have a low glare surface (sandblasted aluminum or stainless steel are good options).

Card readers:

Make the card slot easy to find by highlighting it with strong colors or an indicator light.

If it's a swipe reader, position it vertically and let users swipe up or down. Using a two-headed swipe
reader is best, as it doesn't matter which way the card's stripe is facing

If needed, use a tactile illustration to show how to insert the card.
Let users know their card was accepted (or rejected) with both audible and visible feedback.

Scanners:

Users should be able to identify the scan area by touch.

Handheld scanners should have a cradle that allows customers to move the product past the scanner
without having to pinch, twist or grasp the scanner tightly.
Light from the scanner must not shine in the user's eyes.

Confirm successful scans with both audible and visible feedback.

Instructions:

Instructions should be available in both a visual and audio format. Allow users to turn the audio off
and/or include an earphone jack if your instructions reveal personal information.

Use mid-frequency tones since some people can't hear high or low pitched sounds.

Avoid acronyms, abbreviations and jargon. Make instructions simple and easy for all users to
understand, including people with learning or cognitive disabilities.

Use sans serif fonts and make sure it's easy to tell characters apart (e.g. X from K, 1 from I, O form
Q, U from V).

Don't rely on colour alone to guide users (e.g. don't say 'touch the green square'). Use descriptive
text or icons as well.

Avoid time limits if you can; otherwise warn users when the deadline approaches and let them extend
it.
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