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	1. Specification of Requirements 


Introduction

The specification of requirements for the Integrated HR and Payroll system has been provided in the table below. From reading through the requirements please propose a system that provides a solution to the requirements stated. Please provide a summary of the proposed solution below and complete the table with the information required. Instructions on how to complete this table is provided in Volume One (1) Instructions and Information, Section 5.3 Award.

	Brief Summary of Proposed Solution:




1.1
Functional Requirements

1.1.1
Cross-System Requirements

1.1.1.1
General

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	1
	The solution must remain in line with current and future statutory and regulatory requirements, including RTI, and Workplace Pensions Reform.
  
	N/A
	Yes
	
	

	2
	Provide a short review of your company's plans for the product for the next 18 months (in relation to the local government market place).

	2
	No
	
	

	3
	Describe any short cuts, where experienced users can rapidly access frequently used functions without having to go through menus. 
Describe any functionality where users can customise screens, web forms, menus, etc.

	2
	No
	
	

	4
	The solution must utilise pick lists to simplify data entry. Please describe where the solution uses pick lists, which can be maintained by system administrators.  


	3
	Yes
	
	

	5
	Prompts, warnings and exceptions reported must be accurate and easily understood.

Describe the functionality provided by the solution to generate and administer event driven auto-prompts and/or exceptions or warnings to relevant managers/officers.

Information may be generated on screen and/or via exception reports, at the time of data entry and/or subsequently in accordance with pre-determined profiles.


	3
	Yes
	
	

	6
	Please confirm and explain, in what scenarios, the solution will either auto generate or prompt all correspondence related to all events or transactions in the system and retain and attach these to employee records.


	3
	No 
	
	

	7
	Describe how and where the solution can hold free text notes against posts and people. The notes must be date stamped, marked with user id of author, searchable and linkable to a diary to prompt subsequent action.

	2
	No
	
	

	8
	Describe the areas of the solution where real time entry of data is not available.
	2
	No
	
	

	9
	What do you believe sets your product apart from similar systems on the market?

	3
	No
	
	

	10
	Describe any other additional functionally (relevant to this Tender) that may be beneficial to the Authority.
	3
	No
	
	


1.1.1.2
System Integration, Interfacing and Partnerships

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	11
	The solution needs to facilitate the ‘upload and download’ of information ‘from and to’ various formats/sources.  These would include:

Upload from (for example):

· bulk update (spreadsheet)

· batch input

· interface

Download to (for example):

· Council’s Financial System (ABS E5.3)

· Councils Budgeting System  (ABS CP)

· Microsoft Office software

Please outline the methods available in your solution and any controls associated with them. 


	3
	Yes
	
	

	12
	Explain how the system will enable the user to amend multiple employee data, either with an integral function or by importing an external file.
Please advise of any limitations or data entry fields that cannot be manipulated by this function


	3
	Yes
	
	

	13
	Please confirm that the solution will be able to send and/or receive information from a variety of external bodies. 
Please outline methods by which the solution will facilitate interaction/link-ups/electronic data interchange with systems used by any external bodies, for example but not limited to:
· HMRC

· Recipients of other statutory and/or voluntary deductions from pay

· Teachers Pensions – Capita,  

· Devon County Pension Fund

· Office of National Statistics

· Third Party Suppliers

	3
	Yes
	
	

	14
	Describe how the solution enables users to import and export data under controlled conditions, which may require functionality to match data on these files, for example by NINO, to data in the Payroll system.

	2
	No
	
	

	15
	Please confirm if the solution can interact with the Schools SIMS systems, for Schools to fulfil general management information requirements and to eradicate duplication of administrative tasks.
If the solution can meet this requirement please explain how this could be met and also if this would be at additional cost?


	2
	No
	
	

	16
	Describe what Address lookup functionality is available with the solution. 
Give details of any instances of how and where you have performed integration with third party address validation tools.

Include any associated costs in Volume Three (3) Pricing Schedule.  

	3
	No
	
	

	17
	Give details of any instances of how and where you have performed integration with third party person databases.

 Include any associated costs in Volume Three (3) Pricing Schedule.  

	3
	No
	
	

	18
	The system must integrate with Microsoft products such as Word, Excel and Outlook. Please give details (how and where) of any instances where the solution does this.

Include any associated costs in Volume Three (3) Pricing Schedule.  

	3
	Yes
	
	

	19
	Details on all interfaces, web services, XML, SOAP or other APIs not previously listed.

Provide a full list of all interfaces, web services, XML, SOAP or other APIs not previously listed, giving details of what they do.
If there are any costs, please ensure they are listed in Volume Three (3) Pricing Schedule.  

	2
	No
	
	

	20
	If a User registration process is allowed for outside organisations/individuals please give details of how the process works.

Give details of any options of use of third party solutions.
	3
	No
	
	


1.1.1.3
Web Enablement

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	21
	The User interface must be web based, for at least Self Service transactions, to ensure full exploitation of the opportunities available through the Internet and associated technologies.
List any GUI components that are not web based. 


	3
	Yes
	
	

	22
	Describe how individual branding of web pages can be implemented for individual payrolls, including external customers.

	3
	No
	
	

	23
	Pre-populate web forms from data already held in other modules of the solution.
Please list the web forms to which this applies.


	2
	No
	
	

	24
	Confirm that the solution supports data entry and manipulation through the use of on-line e-forms.

	N/A
	Yes
	
	


1.1.1.4
Integrated Post Based Records and Role-based Access

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	25
	Confirm that the solution fully supports a central posts and people database common to all modules, thus ensuring that data is not duplicated and that an update in one part of the system is immediately reflected in all other relevant parts of the system and will be post driven.


	N/A
	Yes
	
	

	26
	The solution must have the potential to record a range of unique identifiers, for example post and unique employee & employment reference numbers. Also unique identifiers as required by Government departments or regulatory bodies.

Please describe the unique identifier fields available throughout the solution.


	3
	Yes
	
	


1.1.1.5
Electronic Document Management (EDM) and Workflow

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	27
	Please confirm that the solution has the functionality to link to the Council’s EDM system (Civica W2), another third party EDM or incorporate this functionality. 


	N/A
	Yes
	
	

	28
	Please give details of any instances of how and where you have performed integration with Civica W2 to provide a link to scanned documents.

In particular, please describe how an image may be retrieved.
If you have not linked to Civica W2, please give details on where you have done this with other EDM systems, including your own.

 Please include any associated costs in Volume Three (3) Pricing Schedule.  

	3
	No
	
	

	29
	Using your knowledge of the proposed solution and experience of other implementations within local government, please suggest processes and/or functional areas where the rapid implementation of workflow, integrated with the proposed solution, could be achieved.  
Please:
· Broadly describe your proposals;
· Explain how they would deliver efficiency gains;
· Quantify the expected efficiency gains;
· Recommend an outline implementation programme.


Identify if/where your response to this topic is dealt with in more detail in this specification.

	2
	No
	
	

	30
	In recommending the above workflow processes, please state if the following recommendations will be achieved:

· Using workflow processes already incorporated into the proposed solution, or 

· Using new workflow processes developed specifically for Torbay Council.


	2
	No
	
	

	31
	Please describe your approach to identifying, designing and implementing workflow within the proposed solution giving examples of those workflow processes incorporated within the proposed solution and examples of where additional workflow processes would be developed during implementation.

Identify if/where your response to this topic is dealt with in more detail in this specification.

	2
	No
	
	

	32
	The solution should have the capability to amend existing and create new workflow procedures.

Please describe the facilities available for Council staff to develop new or amend existing workflow processes. 


	3
	No
	
	

	33
	At what level(s) can workflow be attached, for example employee, post, element, etc? 

Please give examples and any limitations
	3
	No
	
	

	34
	Please outline the extent to which workflow functionality, workflow design & implementation is included in the fixed price for the Tender.

Please ensure that any costs are included in the Pricing Schedule (Volume 3).


	3
	No
	
	


1.1.1.6
Printing

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	35
	Needs to be capable of Linking to the Authority's new corporate printing solution (SEFAS for bulk output). SEFAS accepts data feeds more readily than print-capable documents and is used to format and control the print location of fields and text.

Please give details of any instances of how and where you have performed integration with SEFAS. 

If you have not previously done this, please describe the functionality within the solution which will enable this to be done.

Please include any associated costs in Volume Three (3) Pricing Schedule.  

	3
	Yes
	
	

	35a
	Sefas Ad hoc print integration

Explain  how the solution can be made to feed Sefas (Front Desk) for ad hoc letter production
	2
	No
	
	


1.1.1.7
System Administration

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	36
	Devolved administration for external organisations.

Please describe the facilities available for external organisations, e.g. schools, to perform their own admin functions.


	2
	No
	
	

	37
	Confirm that the solution will enable the administration of user definable fields including for example :- 

· Sickness categories.
· Leave categories
· Pay elements

	N/A
	Yes
	
	

	38
	The solution must be capable of providing a  self service capability in a secure way to staff who may not have access to a corporately supplied computer and who may therefore be required to access the solution from either home, external agencies or from 'Internet Café' computer services offered from outside the Council’s network. 

Please explain what authentication, encryption or other access controls can be delivered as part of the proposed solution.


	3
	Yes
	
	

	39
	The solution must provide the facilities to administer user and Self Service accounts on the system.  
Explain what the administration features are.


	3
	Yes
	
	

	40
	Does the solution provide facilities to administer public accounts on the system (e-recruitment)?

Explain what the administration features are.


	2
	No
	
	

	41
	The solution must provide a password reminder capability for all types of accounts


	N/A
	No
	
	


1.1.1.8
Search Facilities

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	42
	The solution must provide a search facility within each module on all key data fields held within the system.
Functionality should also include searches by partial details, text strings, wild card and Soundex or equivalent. 

Please describe the types of Search facilities incorporated within the solution and which fields are “key”.

	3
	Yes
	
	

	43
	Please explain how the solution provides the facility to search from within one module for data in another module subject to security.

	2
	No
	
	


1.1.1.9
Manager and Employee Self Service Requirements

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Tenderer Response

	44
	Please explain how the solution supports the concept of manager and employee self service (subject to appropriate security).


	3
	Yes
	
	

	45
	It is a requirement that the solution is user friendly and that all employees can gain access to the solution in order to update personal information, for example home address, emergency contact details and to enquire on personal information.  

Please explain how this requirement is met.


	3
	Yes
	
	

	46
	Please confirm and explain what information managers would have access to.

As a minimum, team details, organisation charts, attendance/absence monitoring records, employee home telephone numbers, emergency contact details and next of kin details.

	3
	Yes
	
	

	47
	Please confirm and explain how the solution will prompt all new starters (and periodically prompt) employees to check the accuracy of their personal information, including a facility to mail information to employees who do not have direct access to the solution.


	2
	No
	
	

	48
	Please confirm and explain how the solution can facilitate the production and completion of on-line staff satisfaction surveys together with anonymised analysis of results.


	1
	No
	
	

	49
	The solution must be able to enable employees to gain  on-line access to employees to obtain P60s, P11Ds, historic payslips, including payslips from previous years.  Please explain how the solution meets this requirement?


	3
	Yes 
	
	

	50
	Describe how and where the solution will notify managers and employees inputting temporary or permanent changes after the payroll deadline for current period payment. 


	2
	No
	
	

	51
	Please confirm and explain how the solution will provide the facility to allow staff to apply for any type of leave (in advance or retrospectively) and the request is work flowed through to the appropriate manager for approval.
Please confirm whether this is part of the core system. Where not, please quote price in Volume 3.


	3
	No
	
	

	52
	Please confirm that the solution facilitates real time entry of data at point of receipt including at remote locations by line managers, administrators or employees and prompt subsequent actions to be taken with the information at all relevant points in its life cycle.

Please explain how this requirement is met.
	3
	Yes
	
	


1.1.1.10
Mail Merge, Forms and Letter Production Requirements

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	53
	Please confirm and describe how the solution allows users to create and generate individually addressed standard letters and documents combining user-definable text with information held in the master client database.


	2
	Yes
	
	

	54
	Please explain how the solution provides user control over the checking of letters. This may be achieved through a facility for letters to be checked on screen before dispatch. 


	2
	Yes
	
	

	55
	Please explain how the solution provides a record of all letters generated (manual and system generated), together with the user ID and the date produced.


	2
	Yes
	
	

	56
	Please explain how the solution provides the facility to schedule automatic letter/form/document production. 

	2
	No
	
	

	57
	Please confirm that the solution provides the facility to set-up and store standard letters for use as templates.

Please explain how it is provided in the proposed solution.


	3
	Yes
	
	

	58
	What letter templates are provided with the solution as standard?
	3
	No
	
	


1.1.1.11
Data Retention and Archiving 

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	59
	Is an Archiving facility available as part of the system? 
If so, please give details (including whether this is normally a user or an IT activity and how the process is triggered).
Also explain how the system flags employee records if there is archived related material.

Where we need to retain data for the lifetime of the employee and ex-employees, explain where this will be kept.


	2
	No
	
	


1.1.2
Recruitment Requirements

Torbay Council currently uses a mixture of in-house e-government systems and data bases and a third party supplier (Devon Recruitment Services) to deliver its Recruitment advertising and response handling service to the Council.   We would like a Recruitment solution to replace these stand alone systems and processes.  

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	60
	Please confirm that the solution will prompt managers that a vacancy exists together with the relevant action to be taken.  Please explain how the solution meets this requirement.


	2
	No
	
	

	61
	The solution should only allow v vacancy  procedures to be instigated where a vacancy exists within the establishment or where a new post has been established.
Please explain how this requirement is met by the solution?
	3
	No 
	
	

	62
	The solution should be  deployable to managers and recruiting officers across the Council.  
Please describe how this would be deployable? 

	3
	 No 
	
	

	63
	Please confirm if the solution will be able to connect to third party systems such advertising agencies to ensure electronic transfer of advertising copy. 

Please describe how connection would be possible and confirm whether there would be any additional cost?


	3
	No
	
	

	64
	HR have to check all advertisements raised for final checking /authorisation, please confirm and explain how the solution would meet this requirement. 

	3
	No
	
	

	65
	Please confirm that the solution would enable HR/Managers to track each vacant post through each stage of the recruitment process, prompting action to be taken by relevant officers when this is required.  Please describe how requirement would be met?


	3
	No


	
	

	66
	Please confirm  and explain if the  the solution would enable managers to compose/call up and amend advertisements and store advertising copy/narrative in advance of publication date.

	2
	No
	
	

	67
	Please confirm that the solution will record key information relating to each post to be advertised/filled including for example salary, location, post reference number,  business unit, post title.
	N/A
	No
	
	

	68
	Please confirm that the solution will be able to store Equal Opportunities Monitoring information.

Please describe how the solution will meet this requirement.
	3
	No
	
	

	69
	Please confirm that the solution will be able to retain a library of Job Descriptions, Person Specifications, and other information related to the job role such as advert templates. 

	N/A
	No 
	
	

	70
	Please confirm that the solution will be able to record recruitment authorisations and order numbers and details relevant to each vacancy.  Please describe how this is met?

	2
	No
	
	

	71
	Applicants for jobs may wish to contact the Councils in a variety of ways. This will include:

· Telephone 

· E-mail

· Internet (see section below)

· Intranet 

· In writing

· Via a Council Contact Centre
The solution must be able to record requests for applicant information packs by whatever means these are received. 
Please confirm and explain how the solution meets this requirement.


	3
	No
	
	

	72
	The solution should be able to enter alternative Council addresses for the purpose of obtaining and returning application forms etc from a predefined list as required.  Please confirm the solution meets this requirement.

	N/A
	No
	
	

	73
	Please confirm the solution will be able to automate the production of applicant information packs i.e. Job Descriptions, Person Specifications and any additional information to be sent by mail where these are not being sent electronically.  Please explain how this is met?


	2
	No
	
	

	74
	Please confirm that the solution will record key dates of the Recruitment process i.e. date application form received.

Please confirm that the solution will enable automatic production of follow up correspondence with applicants, i.e. confirmation of receipt of application.

Please explain how?


	2
	No
	
	

	75
	Please describe any features or innovations of the solution that may aid or automate the applicant interview short-listing process.

	2
	No
	
	

	76
	Please confirm that the solution will provide exception reporting/prompts to flag up missing information not returned by managers.

	N/A
	No
	
	

	77
	Please confirm the solution will be able to produce both regular and ad-hoc reports on all Recruitment information fields.  Please explain what your solution provides?   
	2
	No
	
	

	78
	Please confirm that the solution will highlight candidate special needs, i.e. disability where candidates need adjustments to be made. Please explain what you solution offers?


	2
	No
	
	

	79
	Please confirm the solution will automate the display of Council jobs via the Internet on the Councils own and other websites third party websites such as Devon Jobs and National Jobs Boards etc. Links may also need to be maintained with other agencies for example Job Centre Plus.  Please explain how this is met?


	3
	No
	
	

	80
	Please confirm the solution will facilitate online application using e-forms, including downloading of Application Forms, Person Specifications, Job Descriptions and other relevant information.  The application forms and supporting information will be made available for viewing, printing and completion offline or for completion online.  Please explain how this is met?


	3
	No
	
	

	81
	Please confirm that the solution will be able to provide links to other on-line resources e.g. family friendly and other employment policies, staff benefits and working conditions.  Please explain how this is met?


	2
	No
	
	

	82
	Please confirm the solution will enable logging of unique identification, confirmation of receipt within one working day and tracking of all electronic communication. 


	N/A
	No
	
	

	83
	Please confirm the solution will store applicant e-mail addresses to enable appropriate communications.

	N/A
	No
	
	


1.1.3
Human Resources Requirements 

The Councils Human Resources service currently uses a range of systems to fulfil their Human Resources (HR) administration and operational requirements. Many of the systems have been developed in-house or are a mixture of spreadsheets and word documents. HR and Management across the Council also use a mixture of manual records and spreadsheets to fulfil people management information needs.    We would like a solution that can replace manual systems and need to record information in separate word/spreadsheets documents and a solution enables efficiency through automating much of the HR Administration and Operational HR process.  
1.1.3.1 Human Resource Requirements
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	84
	Please confirm the solution will automate and administer routine HR tasks and transactions.  For example generate letters and contracts.  Please explain what your solution offers?
	3
	No 
	
	

	85
	Briefly describe how the solution manages all key HR life events required by the Council for example: -

· Maternity, paternity and adoption leave,

· Promotion, 

· Career break;

· Unpaid leave

· Parental Leave

· Will enable a contract to be suspended for a temporary arrangement to take effect

· Records next of kin information.

· Records details of who to contact in an emergency involving an employee


	3
	No 
	
	

	86
	Please confirm that the solution will provide triggers for those individuals or posts requiring regular health checks and/or eye tests. Please explain how this requirement is met, including how payments are recorded.


	3
	No
	
	

	87
	Please confirm that the solution can support the Council in meeting its management of health and safety requirements. 

Please explain what the solution offers in terms of Health and Safety management.  


	3
	No 
	
	

	88
	Please confirm that the solution will provide lists of First aiders including for example locations and triggers for date certification expiry.  Please explain how this requirement is met.


	2
	No
	
	

	89
	Please confirm that the solution will record staff that require redeployment, please explain how the solution will meet this requirement.


	2
	No
	
	

	90
	Please confirm if the solution would be able to skills/pay grade matching of employees on the Councils redeployment register against current vacancies. Please explain how this requirement would be met?


	2
	No
	
	

	91
	Please confirm if the solution would be able to suspend an advert for a pre-determined period if matched against a current employee requiring redeployment and notify the appropriate person(s) of the match.  Please explain how the solution would meet this requirement.


	2
	No 
	
	

	92
	Please confirm that the solution will record against each individual employee all the necessary pre-appointment checks, dates sent & returned with outcome and will prompt  to aid the administration of all pre-appointment processes, including for example:

· Checking /Taking references

· Teacher Reference number

· Employment Visa Checks (including carry forward and flagging up of expiry/renewal dates)

· Disclosure and baring service checks, HCPC checks  

Please describe how this requirement is met?


	3
	No
	
	

	93
	Please confirm that the solution can hold employee working patterns on the employees record


	1
	No 
	
	

	94
	Please describe how the solution will ensure that key leaver details are captured, for example reasons for leaving, and future employment, so that leaver analysis and reporting can be undertaken and trends can be explored and projected.
	3
	No
	
	

	95
	Please confirm that the solution prompts and records the questions and results of Exit Questionnaire or Interview.  Please explain how this requirement is met.


	2
	No
	
	

	96
	Please confirm that the solution would be able to  interact with other Council solutions and procedures to disestablish leavers from key business processes and systems, for example IT systems and building access.  Please explain how this is met?


	3
	No
	
	

	97
	The Authority would like a solution that can support the management of HR casework by individual or across the Council, for example, this list is not exhaustive:

· Disciplinary policy process.

· Capability policy process. 

· Grievance policy and process.

· Managing Attendance policy and process.

· Maternity (including ‘keeping in touch days’ and variable start dates), Paternity and Adoption schemes 
· Hold a historical list of casework and associated actions indicating whether in progress or complete.
· Support the monitoring of processes and procedures i.e. appeal stages and tracking of cases through to completion.
Please explain what your solution offers? 
	3
	No
	
	

	98
	Confirm that the solution will enable the allocation of a unique person reference number to employees for life.  Please explain how this is met.
	3
	Yes 
	
	

	99
	For fixed term and temporary contracts confirm that the solution records and monitors end dates and prompts action in advance of the effective date. Please explain what your solution offers?
	3
	No
	
	

	100
	Please confirm that your solution will manage the probationary periods, confirm that the solution adheres to the relevant policy, which may include adjustments to pay due to, for instance, sickness absence. Please explain what your solution offers?


	3
	No
	
	


1.1.3.2
Sickness and Absence Recording Requirements

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	101
	Please confirm that the solution allows all types of paid and unpaid absence to be recorded against an employee, along with the reason for absence and dates applicable.


	N/A
	Yes
	
	.

	102
	Confirm that the system separately identifies absence due to a disability within the definition of the Disability Discrimination Act.  


	N/A
	Yes
	
	

	103
	Please describe how the solution will define absences accurately in numbers of days, part-days and/or hours in conjunction with the employee’s working pattern. 

	3
	Yes
	
	

	104
	Please describe how the solution will manage the impact of all types of absence with regards to secondary employments. 


	3
	Yes
	
	

	105
	Please describe how the solution will enable changes to the sickness reason to be made during a period of sickness and if appropriate re-calculate pay accordingly.  


	2
	No
	
	

	106
	Please confirm that the solution will recognise continuous local government service when calculating payment /non payment of salary to employees.  

	N/A
	Yes
	
	

	107
	Please describe how  the solution will be able to record Health & Safety accident recording and be able to:-

· Enable notification of accidents and incidents

· Trigger reminders where a sickness notification has not been supported by an accident report and vice versa

· Produce reports in various formats in relation to Health and Safety absence/accident reporting.


	3
	No
	
	

	108
	Please confirm that the solution will calculate the cost of sickness including employers’ on-costs.

	N/A
	No
	
	

	109
	Confirm that the solution allows for the recording and payment of absence at post level, thus allowing for the calculation of absence against one post while still allowing contracted payments to be made against any additional post that the employee may hold.


	N/A
	No
	
	


1.1.3.3
Annual Leave Requirements

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	110
	Please describe the mechanism within the solution for calculating annual leave entitlement. 

Describe how re-calculations are made on receipt of additional information.

Please ensure that any costs are included in the Pricing Schedule (Volume 3).


	2
	No
	
	

	111
	Please describe the functionality in the system which allows leave entitlement for casual workers to be calculated on actual hours worked. 

	2
	No
	
	


1.1.3.4
Posts and People Records Requirements

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting 
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	112
	Please describe how the solution is structured to permit separate records for Posts and Employees, with a combination of the two providing an employment record.  


	3
	Yes
	
	

	113
	Please confirm that the solution will allow for key data to be held against the posts. For example, creation date, grade, etc.

Please provide a list of fields that can be populated


	3
	Yes
	
	

	114
	Please confirm that the solution links employees to posts enabling multiple employees to be attached to a post and employees to be attached to more than one post, within pre-determined constraints.  

	N/A
	Yes
	
	

	115
	Please confirm that the solution records dates of continuous service including service with other organisations covered by the Local Government Services Redundancy Modification Order.  


	N/A
	Yes
	
	

	115a
	Please describe how the solution records dates of aggregated service including service with other organisations (e.g. NHS) and those covered by the Local Government Services Redundancy Modification Order.  


	2
	No
	
	

	116
	Please confirm that the solution can attach pay and allowance elements to posts and employees, for example, first aid allowance.  


	N/A
	Yes
	
	

	117
	Please describe how the solution allows regular changes in the organisational structure.


	3
	Yes
	
	

	118
	How does the solution support and automate the Declaration of Interests of employee process?


	3
	No
	
	

	119
	Please confirm that the solution will hold location information at post level.


	N/A
	Yes
	
	


1.1.4
Payroll Requirements
1.1.4.1
Payroll Records Management
The Council employs a diverse workforce subject to a variety of terms and conditions of service and pay and pension schemes. Many employees have multiple jobs, paid both negatively and positively. The Council also acts as payroll bureau for a number of organisations with separate HMRC employer references.
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	120
	The essentials of a Payroll system are to:

· Setup and maintain accurate employee and employer records

· Record the entitlement to and calculate payments due

· Initiate timely payments

· Fulfil statutory and regulatory obligations

· Maintain financial records
Please confirm your solution is post based and date driven, which can handle the above as standard 

	N/A
	Yes
	
	

	121
	Explain how the system will enable calculation of pay (including occupational payments) in accordance with a wide range of rules relating to differing terms and conditions of service, pay and pension schemes and Council policies and procedures. This will include for example people employed under the following terms and conditions:

· Local Government staff

· Teachers

· Chief Officers

· Soulbury

· Coroner, Youth, various local agreements

· NHS


	3
	Yes
	
	

	122
	Confirm that the solution will allow the maintenance of up to date salary pay tables with effective dates.


	N/A
	Yes
	
	

	123
	Explain how the system will enable payroll processing for multiple organisations as the Council acts as payroll bureau for a number of organisations using separate HMRC employer’s references.

	3
	Yes
	
	

	124
	Confirm that the solution stores and allows for ad hoc adjustments to the cumulative data by the system administrator


	3
	Yes
	
	

	125
	Explain how the system will ensure that ‘protected pay’ (i.e. employee paid at a rate different to grade of post) is accommodated and recorded.

	2
	No
	
	

	126
	Explain how the system will split basic pay between normal salary and protection element if required to separate general ledger account codes.

	2
	No
	
	

	127
	Explain how the system will provide a facility for any element entered onto the Solution to have an effective date/pay period attached to it by the user which must be the date an element starts or ends, or the date that the value of the element is amended

	3
	Yes
	
	

	128
	Please describe how the solution will readily facilitate transfer of large numbers of employees, as a minimum for example:

· from positive to negative pay

· to different pay schemes, or 

· different pay frequencies

· payroll to payroll,

· dept to dept.
Please ensure that any costs are included in the Pricing Schedule (Volume 3).


	2
	No
	
	

	129
	Please confirm that the solution is able to hold history records to allow a recalculation for any payment, for a minimum period of up to 6 closed years.

	N/A
	Yes
	
	

	130
	Please describe how the solution is able to recalculate both permanent and temporary elements of pay, for both individuals and groups of employees.


	3
	Yes
	
	

	131
	Please describe how the solution will, in the case of employees with multiple contracts, be able to recalculate all or some of the contracts within the same pay period, effective from different dates, if required by the terms of the individual contracts.

	3
	Yes
	
	

	132
	Please confirm that the solution is able to calculate and recalculate payments/deductions on a part pay period, for example where an employee starts or leaves during a pay period or where a pay change becomes effective during a pay period.

	N/A
	Yes
	
	

	
	A significant number of employees have more than one job with the Council. In order to avoid repetition in the details specified below, it will be assumed that the required functionality will be available for employees with a single contract of employment with the Council. Please state clearly if this is not the case.

	133
	The solution must allow for any number of multiple contracts of employment. Please state any limits to this.

	3
	Yes
	
	

	134
	Confirm that when an employee's National Insurance and Income Tax are calculated, the solution takes into account all employments so that the details are aggregated when reported to the HMRC.

	N/A
	Yes
	
	

	135
	Please confirm that the solution will display on a single screen, basic details of all employments for an employee.

	N/A
	No
	
	

	136
	Confirm that the solution ensures that employees who rejoin the Council in the same tax year in which they left have no carry forward of year-to-date data.

	N/A
	Yes
	
	

	137
	Confirm that the solution does not allow incompatible NI categories, e.g. A & B, D & E, A & E, D & B, or C with any other Category and provide a warning message.
	N/A
	Yes
	
	

	138
	Confirm that the solution allows for negative payments on individual multiple employment contracts but ensure that the total net pay, taking into account all contracts, is positive or zero.

	N/A
	No
	
	

	139
	Confirm that the solution holds cumulative details for employees and employers at post level. Are there any limitations to this?


	3
	Yes
	
	

	140
	Confirm that the solution allows each post to have different Negotiating Bodies and Conditions of Service, if required.

	N/A
	Yes
	
	

	141
	Please explain how the solution will recalculate NI for employees who retrospectively opt in and out of pension schemes, across all their posts where appropriate.

	3
	Yes
	
	

	142
	Confirm that the solution calculates SSP, SAP, ASPP, OSPP and SMP at employee level resulting in one appropriate statutory payment.

	N/A
	Yes
	
	

	143
	Confirm that the solution allows OPP, OAP and OMP to be calculated at post level to enable separate contractual payments to be calculated and paid using the appropriate general ledger account code and percentage


	N/A
	No
	
	

	144
	Confirm that the solution allows separate OPP, OAP and OMP records for each post.

	N/A
	No
	
	

	145
	Confirm that the solution aggregates earnings from all posts for the calculation of court orders, attachment of earnings and other associated deductions.

	N/A
	Yes
	
	

	
	Supply Teachers

	146
	Confirm that the solution is capable of identifying Supply Teachers, along with the dates they have worked.
	N/A
	No
	
	

	147
	Describe how the solution applies automatic increments if the Supply Teacher has worked for 26 separate weeks within the school year, in accordance with current regulations.

	2
	No
	
	


1.1.4.2 
Bulk Update and Batch input

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	148
	Please describe how the solution provides a method of assigning temporary pay elements for a batch of employees using a single screen.

This single screen would need to be able to allow the user to select the employees posts (both open and closed) and override the general ledger account code and rates of pay for the selected post

Please ensure that any costs are included in the Pricing Schedule (Volume 3).


	3
	Yes
	
	


	149
	Please describe how the solution allows for bulk amendments for multiple employees in a single operation. For example adding to, amending or deleting data for past, current and future dates.

Please provide any limitations to this functionality


	3
	Yes
	
	

	150
	Confirm that the solution produces a report as a result of bulk or batch updates which reproduces the information input along with any errors that the solution has identified  
	N/A
	Yes
	
	

	151
	Describe the functionality in the solution to re-band pay and deduction elements based on user defined parameters. For example, pension contribution rates and union contributions.


	3
	Yes
	
	

	152
	Describe how the solution performs an increment process and the parameters that can be defined by the user.


	3
	Yes
	
	


1.1.4.3
New Starters

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	153
	When entering details of a new appointment, confirm the solution will : 
· check the NI number to ascertain if there is a current contract for that employee,

· check that NI number prefix letters are valid (conforms to the list issued by HMRC)

· issue a warning to payroll staff if duplicate NINO and allow override facility/allocation of employee unique ID.

	N/A
	Yes
	
	

	154
	Describe how the solution enables appropriate line managers or designated staff to enter all details required to start a new employee. 


	3
	Yes
	
	

	155
	Describe how the solution enables vetting/acceptance of the new records described above by Payroll staff. 


	3
	Yes
	
	

	156
	Please confirm that the solution has a P45 checker.
	N/A
	Yes
	
	

	157
	Please confirm that the solution enables a default tax code to be applied in line with HMRC guidelines.


	N/A
	Yes
	
	


1.1.4.4
Pay Records – Calculation of Entitlement and Variations to Pay
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	158
	The solution must be able to capture external timesheet data. Please explain the various methods and solutions of getting this into the system.
	3
	Yes
	
	

	159
	Confirm that the solution contains user defined validations to be applied at time of entry and meaningful warnings and error messages displayed.
	N/A
	Yes
	
	

	160
	Confirm that the solution has the functionality to enable Payroll users to manually override and amend data as required.
	N/A
	Yes
	
	

	161
	Please describe how the system will apply and record permanent pay, tax codes, NI categories, pension schemes, allowances and deductions elements to each payment made.


	3
	Yes
	
	

	162
	Confirm the solution will validate that all NI categories D & E & L employments have pension deductions.

	N/A
	No
	
	

	
	Compliance with Statutory Schemes - Sickness And Maternity, Paternity and Adoption

	163
	Confirm that the solution contains the functionality to correctly apply the user defined pension scheme regulations to the above statutory payments.

	N/A
	Yes
	
	

	164
	Confirm that the solution calculates any Employer’s refunds or contributions due from HMRC arising from these statutory schemes.

	N/A
	Yes
	
	

	165
	Describe how the solution allows for automatic recalculation of maternity payments when backdated pay awards affect the averaging period (Alabaster).

	3
	Yes
	
	

	166
	Confirm that the solution can calculate the employee's average gross earnings in accordance with statutory regulations.


	N/A
	Yes
	
	

	167
	Confirm that the solution is able to exclude employees from receipt of SSP and record the reason for exclusion.  

	N/A
	Yes
	
	

	168
	Confirm that the solution can specify different numbers of qualifying days in the week, depending on terms and conditions of service.


	N/A
	Yes
	
	

	169
	Confirm that the solution can automatically update sickness entitlement in accordance with the sick pay scheme of the employee.

	N/A
	Yes
	
	

	170
	Confirm that the solution is able to recalculate OSP in respect of employees relating to backdated pay awards for a user defined period of time


	N/A
	No
	
	

	171
	Confirm that the solution adheres to statutory guidelines concerning the aggregation of statutory and occupational payments. 


	N/A
	Yes
	
	

	172
	Confirm that, for new employees, the solution allows their historical sickness record to be entered.


	N/A
	No
	
	

	173
	Confirm that the solution is able to keep separate entitlements for employees absent due to an Industrial Injury. 


	N/A
	Yes
	
	

	174
	Confirm that the solution will automatically generate a standard letter to the employee one month in advance of :
· End of full OSP
· End of half OSP
· Approaching end of SSP

Advise of any limitations to this functionality


	3
	No
	
	

	175
	Describe how the system records the appropriate information to enable calculation for statutory and occupational payments. 


	2
	Yes
	
	

	176
	Describe how the solution can calculate, but delay a payment where indicated for occupational half pay, with the facility to either release for payment at a later date or cancel.

	3
	Yes
	
	

	177
	Confirm that solution is able to record Keeping in Touch days (KIT) and offset SMP as required.

	N/A
	No
	
	

	178
	Please describe how the solution is able to record all paid and unpaid leave by type, e.g. strike, jury service, unpaid leave. Where applicable calculate the deduction according to specified rules or allow for manual input as a temporary deduction. 


	2
	Yes
	
	


1.1.4.5
Deductions and Allowances 

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	179
	Confirm the solution will enable the permanent elements to be attached to post or employee and be date driven.


	N/A
	Yes
	
	

	180
	Confirm the solution has the ability to calculate permanent element pro rata using start and end date.


	N/A
	Yes
	
	

	181
	Describe the functionality provided by the solution to operate “salary sacrifice” schemes and generate notional deductions. 


	3
	Yes
	
	

	182
	Confirm that the solution allows for tax refunds to be made when the employee is on nil pay without any deductions being made. 

	N/A
	Yes
	
	

	183
	Describe how the solution enables the user to forward tax period at group or individual level, for example to pay holiday or Xmas pay to weekly paid employees.

	2
	Yes
	
	

	184
	Describe how the solution re-calculates National Insurance if a wrong code has been applied by entering correction dates and correct code.

	3
	Yes
	
	

	185
	Describe how the solution provides a warning message at the time of input on both the NI screen and Pension screen if an employee's N.I. category is incompatible with their pension status.

	2
	No
	
	

	186
	Confirm that the solution will allow an employee to have multiple non-statutory deductions made in a relevant pay period. 
Please state any limitations.


	2
	Yes
	
	

	187
	Confirm that the solution will allow users to alter the cumulative balance and debt if necessary.

	N/A
	Yes
	
	

	188
	Confirm that the solution will enable a reference to be held against each deduction.

	N/A
	Yes
	
	

	189
	Confirm that the solution allows for a credit (negative) deduction.
	N/A
	Yes
	
	

	190
	For people whose pay needs adjusting/amending, describe how the solution facilitates:-
· Keeping balances in respect of specified payments and deductions and cease the element once the pre-determined amount has been reached
· The user indicating whether or not the balance for the element is printed on the pay advice.
· Calculating a final residual amount due where a pre-determined amount previously applied.
· Payroll users having the ability to amend and delete the cumulative record (according to security access levels).
· Increasing and reducing balances which must not be affected by the change of a financial year.

	2
	No
	
	

	191
	Describe how the solution allows permanent and temporary allowances or payments to be recorded and paid as per the arrangements for deductions noted above. 
	3
	Yes
	
	

	
	Court Orders

	192
	Describe how the solution differentiates between the various types of Court Order, i.e. Priority, Non-priority, Council Tax and others

	2
	No
	
	

	193
	Describe how the solution records the following information for each Order as mentioned above: Type of Order, Court Ref., No. Operative, Date, Protected earnings, Standard deduction, Reducing Balance.

	3
	No
	
	

	194
	Describe how the solution holds the details of a completed Court Order and simultaneously deducts further uncompleted Court Orders.  

	2
	No
	
	

	195
	Confirm that the solution can process unlimited Court Orders for each employee as per guidelines.


	N/A
	Yes
	
	

	196
	Confirm that the solution carries forward to the next pay period any amount not deducted from the current pay in the case of Priority Orders.

	N/A
	Yes
	
	

	197
	Describe how the solution performs the following functions with regard to Court Orders:

· Update the reducing balance after each pay period.
· Automatically stop deduction when the Court Order is completed.
· Recalculate the final payment if the outstanding balance is less than the pre-determined payment.
· Deduct an administration fee allowed by the Court Order for each order.
· Account for the administration fee first in any deduction.
· Allow the user to input negative court orders to adjust any errors that may occur.
	3
	Yes
	
	

	198
	Describe how the solution produces a statement for all court orders, every time a deduction is made.

	2
	Yes
	
	

	199
	Describe how the solution produces a child maintenance deduction of earnings order schedule report.


	2
	Yes
	
	


1.1.4.6
Payments and Control

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	200
	Confirm that the solution generates both negative and positive payments. 

	N/A
	Yes
	
	

	201
	Describe the functionality within the solution that ensures that the employee is not in a negative Net pay situation.

What reports are provided to make the user aware of this situation?
	2
	Yes
	
	

	202
	Confirm that an employee with negative Net pay will not appear on any net pay list.

	N/A
	Yes
	
	

	203
	Describe the functionality within the solution to enable a group or individual employee’s salary to be re-calculated on an ad hoc basis, ensuring the new amount replaces any previous calculation.

	3
	Yes
	
	

	204
	Describe how the solution enables Payroll users to run supplementary/additional payroll cycles, which take into account pay and deductions already taken place in the same tax period, aggregating this information where necessary. 

This process should have all of the same functionality of the main payroll cycle.


	3
	Yes
	
	

	205
	Describe the functionality in the solution to:

· Have the facility to cancel and rework a closed tax period
· Have the facility to cost the cancelled amounts and re-cost the reversed amounts to a future period

· Have the facility to update all YTD entries with the revised payslip entries ,whilst still retaining the original entries in view only mode

· Produce a report advising of the cancelled amounts to enable balancing at year end


	3
	Yes
	
	

	206
	Confirm that the solution produces RTI-compliant payment/transaction files and the relevant control information for Payments via the Council’s secure BACS system (Albany).
	N/A
	Yes
	
	


1.1.4.7
Leavers

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	207
	Please confirm that the solution has the functionality to:

· Flag the employee's status as a leaver
· Flag the employee as a leaver this period so that the employee's pay is processed in the current pay period and then the employee becomes a leaver.
· Reinstate an employee for further payments, ensuring that all tax and NI is deducted according to HMRC regulations.
· Allow the user to set a leaver status in advance.  A warning message must be given whenever the record is accessed prior to the termination date.
Please explain how the solution meet this requirement?

	3
	Yes
	
	

	208
	Please describe how the solution will allow certain outstanding deductions with a balance, i.e. loans, to be fully recovered in the final payment if possible and give a warning message on payroll reports if the recovery has not been successful.

	3
	No
	
	

	209
	If a leaver is terminating only their main post, there should be a message to warn users to transfer the main post indicator.
Describe the functionality in the solution to provide this.


	2
	No
	
	

	210
	Confirm that the solution will automatically produce a P45 for the employee if all employments cease.


	N/A
	Yes
	
	


1.1.4.8
Pensions

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	211
	The solution must  as a minimum deal with the following Pension requirements, please explain how the solution meets this requirement and also explain any additional benefits or innovations that your solution offers. 
The recording of pension-related dates

· The deduction and recording of AVCs

· The deduction and recording of the purchase of additional years’ service

· Calculating employees and employers percentage at specific dates

· Re-band employees’ percentage deduction rates according to salary amounts on a regular basis.


	3
	Yes
	
	

	212
	The solution is required to assist the Council in meeting its Statutory Auto-enrolment responsibilities.  Please advise how the solution will deliver the Councils responsibility for Auto-enrolment. The response should include as a minimum but not limited to: 

· Enable assessments of employees categories

· Produce relevant documentation for employees

· Record keeping requirements 

· Assist the opt-out process including NI recalculations

· Administer the transitional period and postponement
Please explain how your solutions meets these requirements and also further explain any benefits or innovations that your solution offers?

	3
	Yes
	
	

	213
	Please explain if your solution has any  limitation on the number of Pension schemes an employee can contribute to over a period of time.

	2
	Yes
	
	


1.1.4.9
Payroll Run Reports 
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	214
	For employees not paid in period but whose cumulative has changed, confirm that the solution will show the movement in the cumulative and the reason for change on the payroll report.
	N/A
	No
	
	

	215
	Confirm that the solution will produce a gross to net report, which will include an exceptions report. The parameters of this exception report should be set by the Systems Administrator, for example:  salary exceeds £x, salary percentage variation increase >x compared with previous x periods.

	N/A
	Yes
	
	

	216
	The solution must provide a summary report of all elements paid and deducted during the pay period to include the cumulative amounts for the tax year

See example in Appendix A, Section G


	3
	Yes
	
	.

	217
	The solution must produce an exceptions report after the payroll has been calculated showing any pre-defined warnings to include, but not limited to

· Gross pay over a pre defined threshold

· Net pay over a pre defined threshold

· Employee reached state pension age and incorrect NI category used

· Temp pay element producing NIL pay

· Tax Refund made

· Payments made to employee after leaving

· Employee currently in the pay cycle

Provide a full list of exception warnings and details as to what extent these parameters can be customised by the system administrator


	3
	Yes
	
	

	218
	Torbay Council currently uses a variety of reports to validate and check the payroll and to balance any payroll costs before and after the payrolls are processed.

Attached at Appendix A, Section F is a list of reports and a brief explanation of them.  Please confirm that the solution can produce these reports and whether these reports are integral to the solution or are obtained from a third party reporting tool.


	3
	No
	
	

	219
	Please describe the ad-hoc reporting facilities which would aid the control and reconciliation of the payroll.


	2
	No
	
	

	220
	Each month the Council must provide the Local Government Pension Scheme data electronically to Heywoods Axis system. It must include:
· Full payroll reference
· National Insurance number
· Surname
· Forenames
· Employee's basic percentage
· Total pensionable pay
· Addresses
Describe the functionality in the solution to provide this.


	3
	No
	
	

	221
	Describe the functionality within the solution which enables any monthly reporting requirements for the relevant Pension providers, for example Devon Pension Fund / Teachers Pensions / NHS, etc, and how these details are to be submitted electronically to the relevant Pension Fund

	2
	No
	
	


1.1.4.10
Pay Advices
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	222


	The solution must produce a pay advice for each employee, in a layout to be specified by the Council, which can either be printed, e-mailed or accessed on line via employee self service.
See example at Appendix A, Section H

Describe the delivery methods available, how they are produced and any limitations in pay advice layout.

Please ensure that any costs are included in the Pricing Schedule (Volume 3).
	3
	Yes
	
	

	223
	Confirm that the solution will produce only one pay advice per employee regardless of the number of posts within the same PAYE reference.


	N/A
	Yes
	
	

	224
	Confirm that the solution will enable Pay advices to be produced in various sequences, for example but not limited to, location and surname. 


	N/A
	No
	
	

	225
	Please describe the functionality available to enquire on historical pay advices.

The details should include but not limited to, selection, sequence of pay advices displayed, the information displayed on each pay advice and the ability to reprint.
	3
	Yes
	
	


1.1.4.11
Back Dated Pay Awards and Arrears

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	226
	Please describe how the solution is able to recalculate permanent or temporary elements of an employee's pay over a specified period of time and provide a breakdown of the arrears for employees.

	3
	Yes
	
	

	227
	Please confirm that the solution is able to recalculate elements of pay where the value of the employee's rate has changed.


	N/A
	Yes
	
	

	228


	A report must be produced after an arrears calculation and prior to the arrears being posted for payment, which contains the following information: 

· Pay reference, 

· Name, 
· Split by Post
Describe the functionality in the solution to provide this.


	3
	Yes
	
	

	229
	Describe the functionality in the solution to enable users to cancel and re-run the calculation before payment.
	3
	Yes
	
	

	230
	Confirm that the solution produces an arrears exception report, generated before payment, which indicates any errors that may occur.  
	N/A
	Yes
	
	

	231
	Please describe how the solution is able to deduct National Insurance contributions, where payable, using the NI category held against the contract for which the arrears applies or to calculate NI according to the rules applicable to ex-employees.

	3
	No
	
	

	232
	Please describe how the solution will ensure the transfer of an employee or a change of grade or circumstance within the back pay period does not affect the calculation of any arrears due.

	2
	No
	
	


1.1.4.12
End of Year pension Reports

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	233


	Describe the functionality in the solution which produces a complete Teachers Annual Return, that must conform to the Department for Education & Skills regulations


	3
	Yes
	
	

	234
	Explain how the solution will enable a separate payroll/solution to be maintained, for schools not using the Council’s payroll service that allows records of service and pension contribution details for Teachers to be held, updated and processed as part of the Councils’ Teachers Pensions Annual Service Return. If held as a payroll, this Payroll must never be processed for payment.

	3
	No
	
	

	235
	Describe the functionality in the solution to produce a TR17 in line with Teachers Pensions Regulations.


	3
	Yes
	
	

	236
	The solution must provide annual data for the Local Government Pension Scheme electronically to Heywoods Axis system to include :
· Full payroll reference
· National Insurance number
· Surname
· Initials
· Employee's basic percentage
· Total employee's pension contributions
· Total employee's additional pension contributions per employee
· Total pensionable pay
· Total contracted out pay
· AVC contributions
Describe the functionality in the solution to produce this.
	3
	Yes
	
	


1.1.4.13
Year End Requirements

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	237
	Describe the functionality within the solution to run end of year supplementary payrolls, to include refunds, manually calculated payments and any change of data for the old year even after the new tax year is set up and running.

	3
	No


	
	

	238
	Confirm that the solution will enable users to access and report on both the "old” and “new” tax years’ records.


	N/A
	Yes
	
	

	239
	Describe the functionality within the solution to report exceptions, including but not limited to, incompatible NI details, incompatible pension details, negative cumulative and invalid HMRC character fields.

	3
	Yes
	
	

	240
	The solution must provide statutory reports such as:
· P60s (hardcopy and electronic)
· Facility for payroll users to reproduce P60s.

· Ad hoc reports based on final year-end figures.
Describe the functionality in the solution to produce this.
	3
	Yes
	
	

	241
	Describe the functionality in the solution which will enable users to upload external data to the system to calculate P11Ds i.e. car loans, vans with private mileage, vouchers, private health insurance and clothing.


	3
	No
	
	

	242
	Describe the functionality in the solution to calculate and report Class 1A NICs, split by General Ledger Account Codes, and facilitate the automatic electronic reporting of P11Ds and P11b to HMRC and the production of employees’ notifications.


	3
	No
	
	


1.1.4.14
Elections Payroll

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	243


	Describe the functionality in the solution to pay staff associated with election duties in accordance with HMRC regulations which are different to other employees.  
	2
	No
	
	

	244
	Describe the functionality in the solution to import personal and work related details for election staff from files and generate payments accordingly.  

	2
	No
	
	

	245
	Describe the functionality in the solution to produce end of year reports and returns for elections staff either on paper or to be transmitted electronically immediately following the election rather than at year-end.  

	2
	No
	
	


1.1.5 Allowances and Expenses
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	246
	The solution must be flexible to comply with a range of national and local expenses schemes including but not limited to:-

· Mileage over AMAP rates (NI/P11D implications) 

· Variable mileage rates

· Different rates for different engine sizes

· Lower mileage rates after a certain distance 

· Essential user lump sums

· VATable and non-VATable expenses

· PAYE and P11Dable expenses

Describe the functionality in the solution to produce this.


	3
	Yes
	
	

	247
	The solution must be configurable, preferably by system administrators, to deal with all aspects and exceptions to such schemes, including but not limited to:-

· Local and national rates including taxable mileage for home to work journeys

· Excess miles where employees are relocated and all journeys are taxable and set at a daily maximum.

Describe the functionality to produce this.


	2
	No
	
	

	248
	Describe how the solution will enable eligibility to an expense scheme(s) to be attached either to a post or to a person. 


	2
	No
	
	

	249
	Describe how the solution will allow the direct input of claims onto the system by payroll staff.


	3
	Yes
	
	

	250
	Confirm that the solution will pay relocation in line with HMRC regulations and report any payments in excess of the HMRC limit on the P11D.

	N/A
	Yes
	
	

	251
	Describe how the solution will calculate negative profit where less than AMAP rates per mile has been paid in line with the MARORS scheme and produce relevant data in a report format.


	2
	No
	
	

	252
	Confirm that the solution will calculate a profit element and be capable of deducting national insurance and tax at source, or produce a P11D or substitute.

	N/A
	Yes
	
	

	253
	Confirm that the solution will calculate the VAT element on mileage and expenses (where applicable) and code to a VAT code for reclaiming.  


	N/A
	Yes
	
	.

	254
	Please describe how the Allowances and Expenses process will be enhanced by the system’s Self Service functionality in this area. Details to include but not limited to:

· Direct entry of claims by employees

· Manager Approval

· Tracking of claims 

· Generating a unique reference number for each claim

· Highlighting potential duplicate entries

· Prompting employees to submit their claim for approval at the end of the claiming period.


	3
	Yes
	
	

	255
	Describe how the solution provides the following typical management information and reporting requirements:

· Identify the cost of employee expenses by scheme, category, department and individual

· Facilitate reviews of car usage and trends.

· Identify essential users with mileage claims below a specified amount for the year.

· Produce end of month and end of year statements to identify payments to employees by cost centre/Department.


	2
	No
	
	


1.1.6
Accounting, Financial and Other Regulatory Requirements
1.1.6.1
Accounting Policies and Conventions
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	257
	The solution will be required to accommodate Torbay’s General Ledger account code structure, with the flexibility to accommodate any future changes that may occur.  The length of the code may vary and can be a mixture of alpha or numeric

Torbay’s main current GL account code format  is:     xxxxx nnnnn xxxxx 
A mandatory 15 digits where ‘x’ is either alpha or numeric
The first 5 digits represent the Cost Centre (i.e. Business Unit), the middle 5 are the Subjective Code (i.e. nominal coding) and the last 5 are a Detail Code (further breakdown of cost centre or project etc)
We also use variations of this format for different external establishments’ i.e. ACA2000 (7 digits)

Please advise if the solution can facilitate.


	N/A
	Yes
	
	

	258
	The full 15 digit GL account code (or variation) will need to be held against various records to facilitate the detailed level of costing required.  i.e. Post, Employee, Element, Temporary Input etc

Please advise if the solution can facilitate this.


	N/A
	Yes
	
	

	259
	The solution will be required to carry out an online validation upon the entry of a GL account code throughout the system (including Self-Service).  To facilitate this, the solution will need to hold a background table of valid account codes to check against.  It is important that this table can be updated by a file upload (either automatically scheduled or manually uploaded) and by manual input.  

Input against an invalid code should not be allowed

Please confirm that the solution will comply with this requirement. 


	N/A
	Yes
	
	

	260
	Can the system allow for GL Account Codes on the ‘account code’ table to be further restricted at departmental / manager level (i.e. for Self Service)?


	N/A
	No
	
	

	261
	Can the system allow for temporary GL account codes to be entered against data and override the system derived default code?


	N/A
	Yes
	
	

	262
	Detailed costing records will be required per employee, per post, per pay element, per account code (and possibly per contract) for all payments and deductions used.  It will therefore be necessary for the solution to have the ability to perform ‘account code substitution’ (or similar functionality) to deliver this. For example

Basic cost code =   1234A 00120

NI cost code =        1234A 01120

Pension code =      1234A 02120

All GL account codes held should be date driven and may require a % split 

Please confirm that the solution will accurately post all payroll costs including the results of complex payroll calculations to the financial system, including (but not limited to):

· People with multiple jobs/pension schemes;

· Split posts (multiple cost allocations to various depts) to NI and Pensions separately identifiable;

· Aggregate pay to calculate NI then pro-rata NI contributions across relevant GL account codes and posts.

This should be based on the NI able pay chargeable to each code;

· Enable relevant double entry accounting posting.


	N/A
	Yes
	
	

	263
	We may need to code arrears to the same cost code(s) as the original payment or be able to specify a new account code
Can the solution facilitate this?

	N/A
	No
	
	

	264
	Can the solution provide costing records where a prior period payslip has been cancelled/re-worked, and automatically generate the corrections as a result to the next available costing file?


	N/A
	Yes
	
	

	265
	The solution must be able to account separately for the recoverable part certain statutory elements. Please explain (in respect of SSP, SAP, OSPP, SMP, OMP, OAP, ASPP, OPP and OSP etc), where the general ledger account code is generated from and how the recoverable aspect is coded for costing purposes, especially for employees with multiple posts.

Detail how this will change in line with any statutory rule changes regarding this type of element


	3
	Yes
	
	

	266
	We require the ability to specify if costing records are summarised or detailed at element level, and to allow for different costing rules/codes to be set up for EES and ERS records (example shown in Appendix A)

Can the solution facilitate this?


	N/A
	Yes
	
	

	267
	Where a deduction is made on a pay element, does the solution facilitate the ability to set a value/percentage charge against the value deducted as an additional ‘on-cost’ on a specified GL account code?

	N/A
	Yes
	
	

	268
	Please confirm that any additional supplementary payroll run would have its own aggregated totals & costing files, and not affect /change the original payroll run figures for that period.  

	N/A
	Yes
	
	


1.1.6.2
Interface Requirements

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	269
	Appendix A details our current GL Costing Interface File required for each pay group per run. 

From the background costing database and for each pay group we would require an output file to be interfaced to the Financial System.  

The file should balance to zero and include individual transaction records (including VAT records) and summary records of all deductions, net pay etc.

Account code substitution should allow us to take the account code set up on the post (for example) and apply rules to ‘change’ the subjective (nominal) code to reflect different elements i.e. Basic Pay, National Insurance, Pension etc.

This file should also include all costing entries in relation to cancelled and re-worked payslips.

The user should be able to specify the week / period / financial year when requesting the file.

This file will need to be reconciled back to the Payroll Summary report to ensure that the two systems are kept in balance.

Please confirm if your solution is able to provide a similar file.


	N/A
	Yes
	
	

	270
	We require individual records per employee, per post, per element and per account code.  (Records should only be aggregated if all of these are the same).

Posting to the financial system may require aggregation of costs to create contra control records which may need to be on different GL Account Codes per payroll. 

Please confirm the solution will be able to accommodate this requirement.


	N/A
	Yes
	
	

	271
	Appendix A details our current Collaborative Planning (budgeting) Interface File required for all core employees (not school based). 
The information for this interface amalgamates data from a number of background payroll tables and uses a number of specific filters and conditions.

Please confirm your solution will be able to produce a similar file.


	N/A
	Yes
	
	

	272
	Appendix A details the interface file required to update Torbay’s financial system with Employee Details

 Please confirm your solution will be able to produce a similar file automatically

 
	N/A
	Yes
	
	

	273
	In respect of the various interface requirements, please provide details of how your solution is able to provide these, and any cost implications.


	3
	Yes
	
	


1.1.6.3
General
	Ref
	It is envisaged that any solution would be able to:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	274
	A number of reports we currently use are listed in Appendix A. Please confirm if your solution is able to provide these.  (This list is not exhaustive) 


	N/A
	No
	
	

	275
	Can your solution produce VAT reports for mileage & expenses showing the gross / Net / VAT amounts per employee per pay element?


	N/A
	No
	
	

	276
	Please describe how the solution will help administer wide ranging/fundamental changes to GL Account Code structures, mass change facility and also organisational reviews.


	3
	No
	
	

	277
	Does the solution support an on-line facility for users/managers to calculate the cost of employing a person including on-costs as a “what if” scenario?

Please explain how this would be done?

	2
	No
	
	


1.1.7
Management Information and User Reporting Requirements
1.1.7.1
Reporting Tools  

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N

	Applicant Response

	278
	The solution should provide a user-friendly flexible interrogation tool integral to the system to allow end user development of reports, which can be saved and made available to users.  

Please describe how this is achieved.

What reports are provided as part of the standard package?
Please ensure that any costs are included in the Pricing Schedule (Volume 3).


	3
	Yes


	
	.

	279
	Confirm that an external Reporting tool such as Cognos, Crystal Reports or Business Objects can be used on the solutions background database(s).
Is the database structure set as standard, or can it be changed to suit our reporting requirements?

What reports are provided as part of the standard package?
Please ensure that any costs are included in the Pricing Schedule (Volume 3).


	3
	Yes
	
	

	280
	Please describe the Self Service Reporting capability for example Sickness absence data extraction for Managers.

What reports are provided as part of the standard package?
Please ensure that any costs are included in the Pricing Schedule (Volume 3).
	3
	Yes
	
	


1.1.7.2
Capabilities

In the following section Tenderers should indicate which tool(s), as described above, can provide the required functionality as well as how. For the mandatory requirements, at least one tool should have this functionality.
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response


	281
	We require output from the system in various formats i.e. Spreadsheet, document, PDF, CSV, etc. With appropriate user controls implemented, describe how the tool(s) enable report data to be easily downloaded to PC applications. 

Please detail how the tool(s) facilitates this and list any limitations.


	3
	Yes
	
	

	282
	Please confirm the tool(s) will be able to produce both regular and ad-hoc reports on all information fields. 
Please describe any limitations of this, i.e. fields which cannot be reported on.


	3
	Yes
	
	

	283
	With appropriate user controls implemented, describe how the tool(s) can enable the selection of fields for reporting purposes to be facilitated by the use of field drag and drop and filter functionality. 


	2
	No
	
	

	284
	Describe how  the tool(s) provides the ability to 

automatically schedule the reports and automates report distribution via self service portals, e-mails, etc.

Please explain what controls there are over the scheduling of reports. 


	2
	No
	
	

	285
	Confirm that either the integral or external reporting facility provides the ability to report on:

· all of the system’s environments - Live, Test and Training      

· archived records as well as LIVE records

	N/A
	Yes
	
	

	286
	Describe how the tool(s) can readily combine data from different databases (legacy Payroll systems) to form single reports.


	3
	Yes
	
	

	287
	Describe how the tool(s) provides a facility to enable detailed analysis and display of complex multi-dimensional data.


	2
	No
	
	

	288
	Describe how the tool(s) enables all management information to be produced "as at" a user defined date (back dated as well as current date and future dates) and be varied in accordance with a number of user defined parameters such as a group of properties.


	2
	Yes
	
	

	289
	Describe how the tool(s) facilitates the production of charts, graphs and dashboards. 
	2
	No
	
	

	290
	Please confirm that the tool(s) will provide an option to report on any or all triggers, cautions/warnings and other dates produced by the system.

	N/A
	No 
	
	

	291
	Please list and explain how the solution meets all current statutory and regulatory reporting requirements.


	3
	Yes
	
	

	292
	Confirm that the tool(s) will contain the facility to “drill down”.  Please explain how the solution  meets this requirement.


	2
	No
	
	

	293
	Please describe how the tool(s) will facilitate Payroll accuracy monitoring, i.e.

· Payment and HR errors by reason e.g. Service Unit/School, payroll, system or employee

As a percentage of

· Total payments made

· Transactions per payroll/HR employee


	2
	No
	
	

	294
	Please describe how the tool(s) facilitates organisation charting.
	2
	No
	
	


1.2.
Non Functional Requirements
1.2.1
Technical Architecture
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	295
	The solution must be capable of functioning within a virtual desktop environment.
Describe where this has been done and how it was achieved.

	3
	Yes
	
	

	296
	The Application must work behind a reverse proxy, i.e. use relative links in page navigation
Describe where this has been done and how it was achieved.

	3
	Yes
	
	

	297
	For public facing web functionality, data access must have in-built additional layers of protection, beyond that provided at the business layer (n-tier security architecture).

Describe how the solution has been constructed to cater for this.  


	3
	Yes
	
	

	298
	What language(s) is the solution written in? 

Please specify any software design package(s) used to produce the solution.
	1
	No
	
	

	299
	Other than Microsoft Office and the database (which will be sourced by the Authority), what software is the Authority expected to have in place in order for the proposed solution to work?
	1
	No
	
	

	300
	Describe the technologies used to correctly render your solution for Self Service onto mobile devices.

Please list the devices supported (must include i-phone type devices)


	3
	No
	
	

	301
	The solution will need to be installed into Live, Test and Training environments.

Is the creation of a Test, Training and Live environment included as part of your standard implementation? 

If not, please ensure that any additional costs are included in the Pricing Document (Volume 3)
	2
	No
	
	

	302
	Client software application components provided as part of the solution shall be capable of unattended install. 
Please describe how client software application components will be capable of unattended install.

Please ensure that costs of any third party tools used to deploy the software are listed separately in the Pricing Schedule (Volume 3). 


	2
	No
	
	

	303
	The Authority’s systems, servers and data should not be put at risk.
Describe the measures you have taken to ensure that the application will withstand malicious attacks and will not put the Council’s data at risk.


	3
	No
	
	

	304
	The system Application and Database must be capable of running on Virtual Server(s).
Provide a Specification(s) for the virtual server(s) to be used.  


	3
	Yes
	
	

	305
	Server software must be available on either a windows or Linux operating system.

List the operating systems compatible with your application.


	3
	Yes
	
	

	306
	The system database must either be MS SQL 2008 (or higher) – Standard edition, Oracle Standard Edition or a product that is freely available for commercial use.
List the databases and versions compatible with your application.

	3
	Yes
	
	

	307
	The system must be kept fully functional with all supported versions of third party components, systems etc, for example, databases, operating systems including mobile devices, report tools or any other products.
Describe your policy and SLA for keeping up to date with third party products.

 
	3
	Yes
	
	


1.2.2
Resilience Back up and Archive
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	308
	Confirm that the Authority will not be prevented from making any backups and archive copies that are in line with its prevailing resilience protocols.  

Describe the Terms and Conditions that control the numbers of copies that can be made.
	3
	No
	
	


1.2.3
Security and Audit 

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	309
	Confirm that the solution provides a full Audit trail for all input & changes, applying to both manual and system initiated actions.
Describe how this can be interrogated and what information is available (i.e. user date/time of change; details before/after etc) 

What audit reports are available?

	3
	Yes
	
	

	310
	Give details of the solution’s password policy (i.e. encryption, length, format, user-changeable, limit on login attempts, etc.)

	3
	No
	
	

	311
	Confirm that the solution has the functionality to encrypt all passwords from the point of entry (i.e. all data transmissions of passwords are in encrypted form) 

Please describe how this is achieved.


	3
	Yes
	
	

	312
	Confirm that it will be possible to change any system or scripted passwords from their default settings.
List each system profile and the process required to change its password.


	3
	Yes
	
	

	313
	Please describe how timeouts are set in both the Core System and the Self Service elements.


	3
	Yes
	
	

	314
	All personal data must be encrypted to at least SSL 1024 bits.
Give details of the level of security provided within the application (in terms of encryption).


	3
	Yes
	
	

	315
	Confirm that the solution contains the functionality to create and maintain users (or groups of users), and associated privileges with respect to the use of system functions and database access.
	N/A
	Yes
	
	

	316
	Describe how access is granted at departmental or individual user level (e.g. by function/command/security level). 
How does the system ensure that users have access only to records relevant to their area of work?

	3
	No
	
	

	317
	Can system security be controlled by post rather than employee? Explain the options and implications.


	2
	No
	
	

	318
	It is preferred that the system will integrate with corporate security and authentication systems so that Council officers do not have to log into the system separately from their main workstation login.
Can the system integrate with corporate security and authentication systems, for example Active Directory? If so, please give details.

 
	3
	No
	
	

	319
	The system must have a password management capability for system administrators. Describe the password management facilities within the solution. For example (but not limited to) the issue of new and replacement passwords and resetting passwords. 


	2
	Yes
	
	

	320
	The solution must log unsuccessful attempts to log-on or to access restricted data. The user account should be disabled after repeated unsuccessful attempts until such time as it is re-enabled by the systems administrator.

Please describe the logging process.


	3
	Yes
	
	

	321
	Confirm that the solution will not allow multiple connections for individual user IDs.


	N/A
	Yes
	
	


1.2.4
Web Pages

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	322
	The web based User Interface must be able to render its content inside an ASP.NET MVC4 Template, which Torbay Council hosts internally OR the Council needs to have full editorial capability over the style of the web pages (CSS and HTML).
Please describe how this requirement will be achieved.


	3
	Yes
	
	

	323
	The Applicant must provide up-to-date documentation from a Penetration test undertaken within the last 12 months from a reputable security vendor and evidence that any high priority items have been addressed.
Results of recent Pen Test to be submitted with this Tender.

	3
	Yes
	
	

	324
	Web functionality needs to be compliant to W3C html, CSS and accessibility standards.  
Please give details on the level of compliance the system has achieved and how this has been verified, with respect to W3C html, CSS and accessibility standards.  
Also, details of other Equalities considerations which have been made when developing the system.


	3
	Yes
	
	

	325
	For public-facing web pages, the system must comply with the relevant provision of the “EU cookie law”, giving users clear, concise, understandable, user-friendly information about cookies and other local storage and an opportunity to decline. The Information Commissioner’s Office guidance is currently available from:

http://www.ico.gov.uk/for_organisations/
privacy_and_electronic_communications/

the_guide/cookies.aspx
Describe how the system complies with cookie law.

	3
	Yes
	
	

	326
	Give details of the web browsers (and versions) which can be used with the system. 
What is your policy on supporting older versions of browsers?

	2
	No
	
	


1.3
Implementation Requirements
1.3.1
Implementation Plan and Timetable
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	327
	The core solution must be capable of being installed and live by 20th December 2013
	N/A
	Yes
	
	

	328
	The solution must be capable of being implemented at the Authority with minimal customisation/configuration. 
Describe any customisation/configuration processes the solution needs to go through before the Authority can start using it.

Please provide sample Configuration documents.


	3
	Yes
	
	

	329
	Please provide a project plan illustrating the implementation from Contract Award to the System going live for each of the modules and processes included as part of this contract.

	3
	Yes
	
	

	330
	Briefly describe the Project Management methodology (and the extent of its use), which would be used by your Project Manager in such an implementation, (for example, PRINCE 2 or equivalent).
	2
	No
	
	

	331
	What resources would you expect to be provided by Torbay Council to support the implementation? 
Please list all activities, including receiving training, testing and system configuration. 
For each type of resource, indicate number of man days and the period they would be required.

	2
	No
	
	


1.3.2
Installation
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	332
	Give details on options as to who can perform the initial software installation.

For each option, please indicate whether or not there would be a cost.

Please ensure that costs are included in the Pricing Schedule (Volume 3).


	2
	No
	
	


1.3.3
Data Conversion Migration Strategy
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	333
	It is essential that Data is migrated from the Authority’s current HR system (Northgate Arinso) in an accurate, correct and timely manner.

Describe your Data Migration strategy, which will enable the accurate, correct and timely migration of data from our current system (Northgate Arinso).
 Include details on planning, execution and sign off.

Please ensure that any costs are included in the Pricing Schedule (Volume 3)
	3
	Yes
	
	


1.3.4
Training
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	334
	The Council will require employees to be trained on the solution.  Please explain your approach to training and what training is offered.  Please include a  list the recommended courses to support implementation.

For each course: state duration, optimum class size and the type of user the courses are aimed at. 
Is the training held on-site or at your offices? 
Can course content be tailored to the Authority’s requirements? 
Please ensure that costs are included in the Pricing Schedule (Volume Three (3)).
	3
	Yes
	
	


1.3.5
Documentation
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	335
	The Applicant must provide database schema(s) as part of the standard system documentation.
Please describe how this will be kept up to date.


	3
	Yes
	
	

	336
	Describe the system documentation available, apart from the database schema.


	2
	No
	
	


1.3.6
Acceptance Procedure

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	337
	Please provide sample documents relating to Acceptance Tests.


	3
	No
	
	

	338
	The Applicant must comply with the requirement that no component will fail a third Acceptance Test and that faults discovered during the first and second batches of testing will be resolved within ten (10) working days.
Describe the assurances you can provide in this regard.


	3
	Yes
	
	


1.4
Support Capabilities

1.4.1
Support and Maintenance
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	339
	The Applicant must provide comprehensive technical support for the solution with efficient response and resolution of problems. 
Describe your Service Level Agreement (SLA) for providing comprehensive technical support for the System with efficient response and resolution of problems. 
Include method(s) of incident reporting, incident categorisation, response times, methods of support (including remote support), out-of-hours support, escalation processes, volume of use restrictions and any occasions where additional costs would be applicable.

	3
	Yes
	
	

	340
	Software Releases and patches

On average, how often does your organisation produce new releases and patches for the software? 
What documentation, etc is provided for each type of release?

	2
	No


	
	

	341
	Confirm that the Tenderer will provide updates in line with legislation changes and within appropriate time frames to allow sufficient testing by the council.

	3
	Yes
	
	

	342
	In-house Support of the solution

Can Torbay Council users / I.T. staff install software upgrades themselves? If not, would this be chargeable consultancy? 
What level of day-to-day support will Council staff be expected to carry out in order to support the system and what skills are required?

	2
	No
	
	


1.4.2
Helpdesk
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	343
	On average, how many Helpdesk incidents are outstanding at any time? 
What is the average time to resolve Helpdesk incidents? 
How many have been raised on average per month over the past year?

	2
	No
	
	


1.4.3
Remote Access
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	344
	When accessing the Authority’s system remotely for configuration changes and technical support, the Applicant must adhere to the following rules:

• The Authority insists on all remote access for support and maintenance being by prior arrangement with nominated council employees. 

• Council contacts will provide a one-time pass code for each session. Access is achieved via a suitable remote client (e.g. RDP, SSH) hosted by a public terminal server. 

• Data / file transfer must be by prior agreement with council contact. 

• Any non-council device connecting to our network must be running up-to-date anti-virus and anti-spyware software and have an active application firewall.

	N/A
	Yes
	
	


1.4.4
Change Management
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	345
	Describe the process on how enhancements to the standard system would be commissioned?
	3
	No
	
	


1.4.5
Account Management
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	346
	The Applicant shall provide quarterly reports demonstrating performance against the SLA(s). 
Please provide sample reports demonstrating performance against the SLA for Support.  


	2
	No
	
	

	347
	Effective Account Management is imperative for the management of the Contract to ensure that the Service is being delivered as agreed to the required level of performance and quality. 
The Contract will be performance managed through the use of Account Management Meetings.   Please explain your Company’s approach to Account Management.

The Applicant must establish a procedure for resolving any conflict or issues raised with the running of the Contract in a timely and effective manner. Please explain your procedures

Please confirm that you can meet the above requirements.


	3
	Yes
	
	


1.4.6
User Group
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	348
	Is there an independent User Group for the software in the UK? If so, how many members are there? Are they split by region? How often do they meet? 
Please focus your answers in relation to the Public Sector.

Ensure that any subscription costs are included in the Pricing Schedule (Volume 3).
	2
	No
	
	


1.5
Quality Requirements

1.5.1
Quality Standards

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	349
	The Applicant’s System must be fully developed and currently in Live use (not Beta Testing) in at least one (1) site in accordance with all payroll legislation.
Please give details of the number of current customers of the system, with a breakdown of which of these are Live and which are in the Public Sector.


	3
	Yes
	
	


	
	
	
	
	
	

	
	
	
	
	
	


1.6
Commercial Requirements

1.6.1
Contract Arrangements and Warranty
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	350
	What guarantees and/or warranties do you provide with respect to the functioning and performance of the software?
	3
	No
	
	

	351
	Please describe your business continuity procedures (i.e. how the organisation plans to ensure its continued functioning and servicing for this Contract, after a major event, e.g. a flood or fire that results in the loss of computers, telephones, premises etc).

	3
	No
	
	

	352
	Please give details of any technical or procedural security measures your organisation has in place to prevent:
(1) Unauthorised or unlawful processing of Personal Data
(2)  Accidental loss or destruction of or damage to Personal Data.

	3
	No
	
	


1.6.2
Payment principles
	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	353
	The Applicant should accept the principle of payment on acceptance of deliverables.

	N/A
	Yes
	
	


1.6.3
Licensing

	Ref
	The solution being proposed is required to address the following requirements:
	Weighting
	Mandatory
	Solution Meets Requirement Y/N
	Applicant Response

	354
	Please give an overview of how the system is comprised and how each component is licensed

	2
	No
	
	

	355
	Please give details of costs to extend from the initial number of licences, based on the number of employees, users, etc.

	2
	No
	
	

	356
	When was the product first released and which company developed the product(s)? 
Which company owns the product(s)? 
If your organisation does not own the product(s), briefly describe the licence agreement.
The response needs to cover all software components supplied under this contract including any open source.


	1
	No
	
	

	357
	What is your company policy regarding upgrades and to what extent are previous versions supported? 
How many different versions of the software are you currently supporting (including customised versions)?
	2
	No
	
	


2
Additional Requirements
The following are additional system requirements that are non mandatory and are for information purposes only and will not form part of the evaluation. Costings are to be provided separately in Volume Three (3) Pricing to enable the option of taking up this functionality at a later date. 
2.1
Staff Training, Professional Development and Management Requirements

Torbay Council’s corporate training and development function is managed centrally within Human Resources team.  The council does not have a dedicated team.   Part of this service is to provide a portfolio of corporate training and development opportunities to meet organisational, service and individual needs for both mandatory and non-mandatory courses such as Equalities, Health and Safety, Recruitment and Selection.  Courses are either provided through  i-learn, the Council’s DLE (Dynamic Learning Environment) which is hosted by a third party supplier, Learning Pool, and also through traditional class room style training which is provided in-house by external trainers or through partner organisations such as other Local Authorities or  other education and training establishments.    

At this time it is not envisaged that the Council will change it current arrangements in terms of using the i-learn system (the i-learn system gives the ability to develop e-learning courses, manages courses bookings, individual CPD and has reporting functionality.    However, the Council is keen to explore what your solution and can offer for Training, CPD and the management of training and professional development and would like potential bidders to provide a price in the event that the Council decided to take this part of the solution at the a later date.

You will need to ensure that costs are included in the separate “Additional Requirements” section of the Pricing Schedule (Volume 3). This section is for information only. It is not a mandatory requirement to complete this section and this will not effect in any way the current tender evaluation.  
Please provide a method statement as to what your solution offers, outlining any benefits or innovations, as a minimum the solution must offer: 

	Minimum Requirement Statements
	Solution meets requirement (Yes/No)

	Be deployable over both intranet and internet subject to appropriate security controls.


	

	Maintain a complete record of Training, CPD and qualifications for employees, which links to the main employee record.


	

	Support the Training administration function i.e. course bookings, course attendance authorisation, course evaluation (happy sheets), produce attendance certificates, automating as much of the process as possible with the use of emails, but also with the facility to print documents.


	

	Provide reporting as standard, please specify what reports would be standard.
	

	Support and maintain training budget expenditure details.


	

	Proposed Solution Method Statement



2.2
Hosting Service

At some point in the near future the Council may wish to utilise a Hosting service. The following outlines our minimum requirements regarding this service. Please state whether you can meet the minimum level and if so you will also need to ensure that costs are included in the separate “Additional Requirements” section of the Pricing Schedule (Volume 3). This section is for information only. It is not a mandatory requirement to complete this section and this will not effect in any way the current tender evaluation.  

	Minimum Requirement Statements
	Solution meets requirement (Yes/No)

	The Authority must have free access to its data for raw extraction. This can be supplied: (1) By the Applicant providing provide full read access (not limited to standard working hours) to the Authority's dataset for a limited number of individuals within the Authority; or (2) Local replication or (3) Remote replication to the Council’s site.


	

	The datasets shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to the processing of personal data. 
	

	Only the Authority can access its own dataset.

	

	The Authority must be able to take advantage of existing application integration protocols through the use of standardised requests to set up the necessary firewall and connection rules, etc, needing no further input from Council staff. A turnaround of less than 2 working days is required.


	

	The system must provide an availability level of 99.5% measured over a calendar month (24 * 7).

	

	Automatic recovery of application files following a system break and the ability to automatically re-update files to the point of the break without the necessity for manual re-keying of data by the users.

	

	The solution must be able to support a secure connection mechanism from our network to the hosted solution.
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