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[bookmark: _Toc386458061][bookmark: _Toc471285720][bookmark: _Toc219827006][bookmark: _Ref414791485][bookmark: _Ref414791537]Introduction and background 
[bookmark: _Toc471285721][bookmark: _Toc219827007]Purpose of this document 
The University of Chichester is conducting Preliminary Market Engagement (PME) to understand current market capability, delivery approaches, innovation, risks, and commercial models for an integrated HR, payroll and finance system.
This Request for Information (RFI) is not a call for competition and does not form part of any selection or award process. Responses are non-binding and will be used solely to inform our procurement strategy, specification, lotting approach, and evaluation model. The RFI can be engaged with in 3 ways. 
· Through the supplier engagement event 
· Through emailing questions and receiving answers through our website
· By submitting information, including that relative to the suggested areas in Appendix A,
The purpose of this document is to explain the general outline of our requirements, and to enable suppliers to engage us in an open, fair and transparent conversation on how to establish a positive way forward as our existing Finance / HR and Payroll systems reach the end of their term contracts. For example, how we might address that within the lifetime of a subsequent supply contract (which we anticipate would be 5 years +2 +2) there is potential for there to be an evolution of the accountable body, including novation into shared service arrangements.  
We wish to fulfil all aspects of good procurement practices, as defined in the Public Procurement Act (2023) and where applicable the Public Contracts Act (2015)  and within this to demonstrate that we are open to learn in partnership with suppliers to  adapt our ways of working to achieve the maximum effectiveness and efficiency, using standards based approaches, and to enable a low cost of ownership and high value for all parties.  
We understand that the market is ever changing and that the supplier community can help us towards achieving the best functional fit, to express this to attract those with the most relevant proposal to our needs. 
Our focus is agnostic to whatever solution or combinations of solutions might be proposed, and in the tender stage of our procurement, proposals will be reviewed for how well they deliver the tender specification (and the assessment criteria we will publish with it) for what we need today and for the foreseeable future. Simplicity, standards based, security, supportability, shareability and sustainability of the outcomes are all key criteria, alongside the standards of value, reliability and performance. 
It is critical to our current and future operation that these systems have a flexible outlook, with simple to build and maintain interfacing to enable them to serve new functions such as resource planning for educational modules and courses as well as the other services we provide. It is also important to reflect that Finance and HR are a key, core critical cluster of services whose confidentiality, integrity and availability underpin all our other activity.   
We are required to either tender or procure through eligible buying framework services, where that is of greater benefit to the HE community and, or to the University. To maximise opportunity for innovative solutions, we have proposed to engage the market, and then invite tenders informed by the market engagement process. 
[bookmark: _Toc219827008]Background 
The Finance, HR and Payroll systems are in continuous operation 24/7/365. The existing Unit 4 ERP, with the WPM Flywire e-Payments integration, has been in operation for around 10 years. Midland iTrent Payroll and HR (which includes the Docebo Learning Management System, has been in operation for nearly 20 years.
The Finance system contract end date is December 2026, extendable to December 2027. The HR/Payroll system’s contract end date is July 2027. Until we have understood the range of proposals for the future, we have not explored extensions and or course the incumbent suppliers are equally as welcome to submit their proposals for our subsequent services and will receive no advantage or disadvantage in the procurement processes. 
The solution and its provider must be relevant to Higher Education, recognising the scale of the University (now and future) and  the current and future objectives at the University of Chichester.  Solution providers must recognise and demonstrate an understanding of the changing landscape, including the role of regulatory bodies, drive to greater agility and efficiency, AI and the think tanks that may seek to establish shared services etc. 
[bookmark: _Toc219827009]Current volumes 
In our current finance system, we process about 4,700 transactions per month. In a year we process 14,000 purchase invoices (including bursaries and similar payments) and raise 11,500 sales invoices for tuition, residences and other income. There are about 190 users in the finance system, including 16 core finance users, The University is a provider in transnational education, with collaborative partners world-wide, consequently, system must therefore allow transactions in multiple relevant currencies.
Our financial year end is 31 July. As a relatively small organisation, although we have internal expertise, we frequently rely on external expert assistance in ensuring legal operation, security and data integrity. We are entirely objective as to the best solution overall and have no preconceptions about whether there should be 3rd party support, on-premises or cloud hosting.  
The most fundamental element of this project is for a smooth, reliable and timely transition, with robust support from the system supplier(s). We anticipate this will include dual running of the old, and any new systems side by side before consolidating on the subsequent system, as soon as reasonably possible, with training and support. 
Once in place, it is our aim to work collaboratively with the system provider, ensuring that for example all due legislative returns, and annualised changes, security patching and functional updates are anticipated and implemented. 
The outline of functional requirements is set out in Appendices 4 & 5. This should give some indication of the depth and breadth of the functionality we currently experience, and that we expect to see referred to in the tender stage submissions, and the capabilities of suppliers.  
Allowing for zero based, associates, and peripatetic seasonal workers the total of name individuals on our payroll is around 1850, with weekly, monthly and other payment runs. 
[bookmark: _Toc219827010]How to engage in this 
In Appendix 1, we have included an illustrative set of the sorts of questions we are expected to explore during a procurement of this type and in Appendix 2, we have set out a typical assessment criteria.  We will welcome any statements and illustrations you wish to make at this stage, bearing in mind that the formal submissions and compliance questions will be dealt with within the tendering stage of procurement  that will be launched in March
Appendix 3 provides a crude depiction of our IT ecosystem, and an outline of the functional requirements is set out in Appendices 4 and 5. Equally, we will be interested to learn from the various potential suppliers, their ideas on systems architectures, and their ideas about what a future roadmap might look like. 
Please feel free to send any thoughts or observations to tenders@chi.ac.uk marked as RFI. 
Seeking clarification	
For all queries, from prospective (and incumbent) suppliers in relation to this pre-engagement stage, please contact us by email tenders@chi.ac.uk. Please do not try to contact University staff directly, as this might be considered canvassing and could lead to your organisation being excluded from the tender process. 
Please note that dependent upon the nature of the enquiry, and in so much as it does not identify your organisation, the answers to any questions you raise through tenders@chi.ac.uk. will be set out on the tendering website https://help.chi.ac.uk/tenders . We recommend that all potential candidates review the website regularly.
[bookmark: _Toc219827012]Supplier Briefing – 11 February 2026 @15:00
The supplier briefing I open to all, and will be undertaken using Teams, through the following link 
Join: https://teams.microsoft.com/meet/36507277986023?p=Zy1fsyfyN8G2mQ0sII 
Meeting ID: 365 072 779 860 23 Passcode: gY7Wq7Mz 
This will comprise of a brief presentation of our aims and objectives, and will enable questions to be raised verbally, and through the Teams chat function.  We have allowed up to75 minutes for this briefing. 
[bookmark: _Toc386458066][bookmark: _Toc471285729][bookmark: _Toc219827011]Outline of the potential procurement timetable
The project is working to the following timescale:

	CFTP Stage 1 – Selection Stage (Open to all) 
	Key Dates

	Publication of UK2 Preliminary Market Engagement Notice
Publication of UK3 Planned Procurement Notice
	23 Jan 2026

	Questions submitted to tenders@chi.ac.uk 
Answers via tendering website (https://help.chi.ac.uk/tenders )   
	23 Jan to 13 Feb 2026 

	Submitting ideas through the RFI template (Appendix 1)
	23 Jan to 20 February 

	On-line Supplier Briefing  
	11 February 2026 @ 15:00-16:15 GMT

	Closure of pre-engagement stage 
	W/E 20th February 2026 

	Publication of UK4 Notice1 (The invitation to tender)
	 02 March 2026

	
	


[bookmark: _Toc386458067][bookmark: _Toc471285730][bookmark: _Toc471285734]____________________________________________________________________________________________
1 The UK4 notice will include the formal tender document which will include the specification, methods of submission and the evaluation processes, criteria and confirmed timescale. 

[bookmark: _Toc219827013]Conditions of Participation
Participants shall bear their own costs and expenses incurred in relation to this market engagement, and any subsequent procurement processes. The University will in no case be responsible or liable for those costs, regardless of the outcome in relation to this procurement. 
Participants may withdraw from the Unievsuty’s procurement process at any time. 
Subject to publishing a UK12 notice, the University reserves the right to cancel the market engagement process at any point. The University will accept no liability for any losses caused by any cancellation of this procurement exercise. 
[bookmark: _Toc182307626][bookmark: _Toc219827014]Evaluation of Pre-engagement  
The Pre-engagement process is not assessed. 
[bookmark: _Toc182307629][bookmark: _Toc219827015]Consortia and Subcontracting
We have placed no specific limitation of the composition of any participant, excepting that we anticipate one cohesive supply arrangement.  
[bookmark: _Toc182307630][bookmark: _Toc219827016]Confidentiality and Freedom of Information 
All market engagement and procurement documentation, and any correspondence are treated as strictly confidential.  However, the University is subject to UK Data Protection Legislation, and the Freedom of Information Act 2000.  
This means that the University can be asked to disclose (for example) procurement and contracting information.  Although this should not be a factor of the pre-engagement stage, if applicable, please indicate any areas of your submission that you consider should be exempted from any disclosure requests and identify why they should not be disclosed. 
Please also see Public Procurement Act 2023, for its disclosure requirements 

• • • • 
• 
• • • • 
• 



[bookmark: _Toc219827017]Appendix 1: RFI Template – Suggested Areas for Discussion
Please note, this section is not compulsory but is indicative of the questions we will ask during the tendering stage of the procurement. Any thoughts or observations on what will best enable the wides participation, will be welcomed, and built into the tendering process (provide its does not in and of itself limit other participation) 

	A
	SUPPLIER & SOLUTION PROFILE
	Examples, observations, notes, schematics

	
	[bookmark: _Toc219827018]
	

	A1
	[bookmark: _Toc219827019]Supplier Overview
	

	
	Company size, ownership, and years operating
Experience delivering HR, payroll, finance or ERP solutions
Presence and support capabilities in the UK public sector
	

	A2
	[bookmark: _Toc219827020]Solution Description
	

	
	Product name(s) and modules
Architecture overview (SaaS, multi‑tenant, single‑tenant, private cloud, etc.)
Technology stack and hosting provider(s)
Approach to scalability, high availability, upgrades and maintenance
	

	A3
	[bookmark: _Toc219827021]Product Roadmap
	

	
	EG: a summary of key enhancements planned or released within the past 24 months and major roadmap items for the next 18–24 months.
Module enhancements
Payroll and finance compliance developments
AI/automation features
Reporting/analytics upgrades
Integration and API developments
	

	B
	SECTION B — FUNCTIONAL CAPABILITY (HIGH‑LEVEL)
	Examples, observations, notes, schematics

	B1
	[bookmark: _Toc219827022]HR Capability & Outcomes
	

	
	Describe how your HR module supports modern HR processes and delivers tangible outcomes, e.g.:
Data accuracy and validation
Improved employee experience
Manager self‑service
Case management automation
Talent, performance and succession management
Mobile accessibility
Provide short examples or use cases.
	

	B2
	[bookmark: _Toc219827023]Payroll Capability & Compliance
	

	
	Describe how your payroll solution:
	

	
	Ensures compliance with RTI, pensions (LGPS/Teachers if relevant), statutory payments, holiday pay
Handles retro calculations and payroll corrections
Supports complex payrolls (multiple contracts, allowances, enhancements)
Provides auditability and controls
Please confirm the payroll engine is UK‑compliant.
	

	B3
	[bookmark: _Toc219827024]Finance Capability
	

	
	Describe your core finance functionality, including:
GL, AP, AR
Approvals workflows
Asset management
Budgeting & forecasting
Commitments & accruals
Period close automation
Back‑office reporting
	

	B4
	Reporting & Analytics
	

	
	Describe reporting capabilities, including:
Pre-built dashboards
Ad‑hoc report building
Data exports, APIs, and integration with Power BI/Tableau/etc.
Audit logs and data lineage features
	

	B5
	[bookmark: _Toc219827025]Accessibility Compliance
	

	
	Eg: compliance with WCAG 2.2 and describe
Keyboard navigation
Screen reader support
Accessibility testing processes
Any known exceptions
	

	B6
	[bookmark: _Toc219827026]Security & Privacy
	

	
	Provide an overview of:
Certifications (ISO 27001, SOC 2, Cyber Essentials Plus, etc.)
Data residency options
Role‑based access control
Audit logs and segregation of duties
Encryption (at rest, in transit)
	

	C
	SECTION C — INTEGRATION & DATA
	Examples, observations, notes, schematics

	C1
	[bookmark: _Toc219827027]APIs & Integration Capability
	

	
	Describe:
Available REST/SOAP APIs
Standard connectors (e.g., O365, identity providers, payroll/finance-specific integrations)
Event-driven integration capability (webhooks, message queues)
Data import/export formats
Include documentation links where possible.
	

	C2
	[bookmark: _Toc219827028]Data Migration Approach
	

	
	Outline your standard migration methodology, including:
Recommended number of test cycles
Approach to data cleansing and transformation
Legacy system compatibility
Migration tools/scripts
Risks and dependencies
	

	C3
	[bookmark: _Toc219827029]Identity & Access Management
	

	
	Detail your support for:
Single Sign-On (SSO)
Multi‑factor authentication (MFA)
SCIM / Just‑in‑Time provisioning
Integration with Active Directory / Entra ID
	

	D
	SECTION D — IMPLEMENTATION & CHANGE
	Examples, observations, notes, schematics

	D1
	[bookmark: _Toc219827030]Typical Implementation Timeline
	

	
	Provide your typical deployment timeline for an implementation covering HR, payroll, and finance for an organisation of our size (provide assumptions).
Include:
Discovery
Configuration
Data migration cycles
Payroll parallel runs
Testing
Go‑live cutover
	

	D2
	[bookmark: _Toc219827031]Delivery Model & Partner Ecosystem
	

	
	Describe:
Whether you deliver projects directly or via partners
Role split between vendor and partner (if applicable)
Expected client resourcing model
	

	D3
	[bookmark: _Toc219827032]Payroll Assurance & Controls
	

	
	Explain your approach to:
Parallel run strategy
Data reconciliations
Error detection and correction
Pre‑payroll validations and quality checks
	

	D4
	[bookmark: _Toc219827033]Training & Adoption
	

	
	Outline your approach to user enablement, including:
In‑app help and guided learning
E-learning, video tutorials, knowledge base
Super‑user networks
Train‑the‑trainer models
	

	E
	SECTION E — SERVICE MODEL & OPERATIONS
	Examples, observations, notes, schematics

	E1
	[bookmark: _Toc219827034]Support & Service Levels
	

	
	Provide details of:
Support tiers (e.g., L1–L4)
Standard SLAs for incident response/resolution
Target availability (% uptime)
Release and patching approach
	

	E2
	[bookmark: _Toc219827035]Configuration vs Customisation
	

	
	Explain your platform parameters, including:
Extensibility
Low‑code/no‑code features
Where customisation is permitted or not permitted
Governance controls around extensions
	

	E3
	[bookmark: _Toc219827036]Business Continuity & Disaster Recovery
	

	
	Describe:
DR architecture & failover model
RTO/RPO values
Backup frequency
Evidence of routine DR testing
	

	F
	SECTION F — COMMERCIALS (NON‑BINDING)
	Examples, observations, notes, schematics

	F1
	[bookmark: _Toc219827037]Pricing Model
	

	
	Describe your commercial model (non‑binding):
Per user / per employee / consumption‑based
Module‑based pricing
Premium options or add‑ons
Minimum contract size or commitments
	

	F2
	[bookmark: _Toc219827038]Cost Drivers & Levers
	

	
	Outline the variables that typically influence price, such as:
Number of employees/users
Number of environments
Storage volumes
Reporting/analytics packages
Integration volumes
	

	F3
	[bookmark: _Toc219827039]Contract Length & Indexation
	

	
	Provide:
Typical contract lengths (e.g., 3+2, 5+2)
Indexation method (e.g., CPIx)
Renewal terms
	

	F4
	[bookmark: _Toc219827040]Optional Services
	

	
	List additional services you offer, such as:
Testing support
Change management
Specialist payroll assurance
Managed service / outsourced payroll
Data quality services
	

	G
	SECTION G — RISKS & INNOVATION
	Examples, observations, notes, schematics

	G1
	[bookmark: _Toc219827041]Key Delivery Risks
	

	
	Identify the top five risks you see in similar implementations, including:
Description
Likelihood
Impact
Your recommended mitigations
	

	G2
	[bookmark: _Toc219827042]Innovation & Roadmap Highlights
	

	
	Describe innovative elements of your platform, such as:
AI‑driven insights
Predictive analytics
Payroll automation and controls
Finance process optimisation
Conversational interfaces or copilot features
	

	G3
	[bookmark: _Toc219827043]ESG & Social Value
	

	
	Describe how your company and solution support:
Carbon reduction
Workforce development
Local economic growth
Social value reporting
	

	H
	SECTION H — PROCUREMENT APPROACH FEEDBACK
	Examples, observations, notes, schematics

	H1
	[bookmark: _Toc219827044]Feedback on Procedure
	

	
	Provide views on our potential use of:
Competitive Flexible Procedure
Open Procedure
Indicate which best supports a fair and effective competition for your product.
	

	H2
	[bookmark: _Toc219827045]Timeframes
	

	
	Indicate the minimum reasonable time you believe suppliers need to:
Produce a compliant selection questionnaire response
Prepare high‑quality bids following PME
Prepare for structured demonstrations
Provide suggested durations based on your experience.
	

	H3
	[bookmark: _Toc219827046]Lotting Options
	

	
	Provide feedback on potential lot structures:
Single integrated lot
HR / Payroll / Finance split
Separate systems integrator lot
Highlight risks, benefits and market considerations for each.
	

	H4
	[bookmark: _Toc219827047]Evaluation Model Feedback
	

	
	Comment on the proposed evaluation themes (quality, commercial, demos/trials).
Provide feedback on:
Weightings
Scoring clarity
Risks of over‑emphasis
Recommended improvements
	

	
	
	








[bookmark: _Toc219827048]Appendix 2: Indicative Evaluation Model 

	[bookmark: _Hlk22642327]Tender Evaluation Criteria
	
	Sub Criteria
	Weighting

	Satisfactory details of the product and proposition for its delivery  
	A
	The information must be accurate and relevant and must address the requirements in context for the University. 
	Pass/fail

	Supply Chain Risk Management 
	B
	Clear demonstration of Minimum Security Standards, throughout the Supplier’s Supply Chain 
	Pass/fail

	Declaration of Interests 
	C
	Satisfactory and clear interests (see Appendix 2) and details in relation to any exclusion criteria 
	Pass/fail

	Partnering Arrangements  
	D
	Whether directly as a consortium, all aspects of the service must be offered within a single contracting relationship.  
	Pass/fail

	
Organisational experience and capability	
	E1
	Industry Knowledge (Standards, and suppliers) 
	Pass/fail

	
	E2
	Identifiable as operating in partnership with other HEIs in similar context 
	Pass/fail

	
	E3
	Adherence to UK Data Protection Legislation and the Minimum Security Standard (see Appendix 4) 
	Pass/fail

	Identifies capabilities to 
deliver the functional Specification 
	F4
	Must be a coherent, relevant solution that is identified in how it meets the functions described in appendices 
	Pass/fail

	
	F5
	Must be clear on architectural and responsibility for relationships to partners’ products (if non-integrated)  
	Pass/fail

	Satisfactory details of the product and proposition for its delivery  
	G
	The information must be accurate and relevant and must address the requirements in context for the University. 
	Pass/fail

	Business Continuity
	H1
	Coherent explanation of implementation of product(s) 
	10%

	
	H2
	Adoption of existing interfacing, and capabilities in relation to integration with external systems 
	10%

	
	H3
	Coherent, clear explanation of how the migration of current and archive data is undertaken, and clarity of associated costs, responsibilities and risks. 
	10%

	Finance and Commercial 
	I1
	Availability through a procurement framework that is available to UK HEIs
	For information only

	
	I2
	Costs and Value for Money (VFM) – EG Banding 
	30%

	
	I3
	Installation costs 
	

	
	I4
	System licensing (e.g. Banding to number of Students)
	

	
	I5
	Hosting requirements and costs 
	

	
	I6
	Annuities and support costs / open book accounting / limited increase guarantees / payment scheduling  
	

	Functional Specification 
	J1
	Must be either. 

A coherent, relevant, complete solution that meets the range of functions described in appendices 

OR

A coherent, relevant component (to which there are established, mature interfaces, with clarity of ownership, maintenance and costs). And which is clearly identified against the functionality set out in the functions set out in the appendices.  
	Pass/fail

	
	J2
	Clarity of functions/components (exactly what is in the costed proposition and where if anywhere this does not complete the specification attached) 
	30%

	
	J3
	Clarity of safeguarding functions 
	

	
	J4
	Clarity of Role Based Access
	

	
	J5
	Clarity of Authentication and interoperability with MFA / and Single Sign on mechanisms 
	

	
	J6
	Component interoperability, and ability to enable agentic & generative AI, automation for analytics  
	

	
	J7
	AI and Product Roadmap and advance notifications and flexibility of security updates and functional changes 
	

	
	J8
	Legislative compliance and reporting 
	

	
	J9
	Functional and security release management 
	

	
	J10
	Interoperability with protective security systems 
	

	
	J11
	Management of local and remote access 
	

	
	J12
	Ability / process for responding to incidents 
	

	Social Values 
	K
	Eg, demonstrable understanding and analysis of international sustainability, including for example CO2e, and Carbon Zero planning in system development and delivery, and other company activity 
	10%



























[bookmark: _Toc214180974][bookmark: _Toc219827049]Appendix 3: High level University Information Ecosystem 
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[bookmark: _Toc213689933][bookmark: _Toc214180978][bookmark: _Toc219827050]Appendix 4: Finance – Summary Indicative Specification
Please review the entirety of the specification, our aim is for an integrated platform that is efficient in how it is delivered, alongside and with interoperability with the HR and Payroll requirements of the University. The Contractor shall provide a System with, and without limitation to, the characteristics below.  

	
	New Finance System Primary Objective

	
	
Implement a modern, robust, and scalable finance system that integrates core accounting, procurement, income and budget management functions, ensuring compliance with UK HE regulatory requirements (e.g., FRS102 HE/FE SORP, HESA, TRAC, HMRC).
The high-level requirements below give an indication of functionality required, more detailed assessment will take place at clarification stage.


	1.1
	General ledger and core accounting

	
	• Chart of Accounts (CoA): Must support a multi-dimensional, multi-level, flexible CoA structure (e.g., Entity, Cost Centre, Account, Project, Activity, fund accounting).
• Statutory Reporting: Generation of reports that comply with FRS102 and FE/HE SORP, OfS returns, TRAC, including inter-company consolidation and multiple subsidiary reporting.
• Integration with HR / Payroll system for payroll data importing to GL.
• Multi-Currency: Ability to handle transactions in multiple currencies and perform revaluations.

	1.2
	Accounts Payable (AP) and Procurement

	
	• Procure-to-Pay (P2P): Full automation of the P2P lifecycle, from requisition creation, multi-level value-based, and cost centre, project and commodity code specific approval hierarchies, Purchase Order (PO) generation, goods receipting, to invoice matching and payment run and remittance production.
• Supplier Management: A central, supplier register with full UK bank verification capabilities, with flexible reporting capabilities, supplier groups etc.
• e-Invoicing: Capability to receive, process, and automatically match electronic invoices (e-Invoicing).
• Ability to import non-PO invoices directly into AP.

	1.3
	Accounts Receivable (AR) and Invoicing

	
	• Student Fee Integration: Integration with the Student Records System (SITS) and student accommodation system (Kx) for invoicing. This can be via a full integration or an import facility from the external systems.
• Payment Gateways: Integration with various online payment gateways for tuition fees, accommodation, and departmental sales. Ability to import and match high volume receipts
• Credit Control: Automated tools for managing customer/debtor accounts including payment plans set up at invoice import stage.
• Customer Management: A central customer register with flexible reporting capabilities, supplier groups etc. Including the ability to track individual student debt across multiple customer accounts.

	1.4
	Budgeting, Planning, and Forecasting

	
	• Multi-year budgeting / forecasting (minimum 5 years)
• Scenario modelling and variance analysis
• Commitment Accounting: Real-time recording of commitments (e.g., purchase orders) against budgets. 
• Integration with HR / Payroll system and student number planning.

	1.5
	Fixed Assets 

	
	• Asset register and depreciation management
• Asset lifecycle tracking
• Integration with GL for postings

	[bookmark: _Hlk216097193]1.6
	VAT

	
	• Partial exemption: The system must be able to apply different recovery codes / rates at cost centre level.
• Compliance with HMRC requirements, including MTD.

	1.7
	Bank and cash management

	
	• Automated reconciliation: the system must feature intelligent matching rules to automatically match bank statement lines to system transactions (e.g., matching by value, date, reference number, or payee).
• Simple import of bank statements from banking partner.
• Cash flow forecasting: tools to utilise current bank balance and anticipated payments/receipts for accurate short-term and long-term cash flow prediction.

	1.8
	Reporting and data extraction

	
	• All high-level summary reports should allow drill-down to transactional level including document access.
• Report writing provide an intuitive powerful report writer to allow finance users to create and save reports as required.
• Report scheduling: Ability to schedule reports to be run automatically and distributed securely to designated users or groups.
• Data extraction: support full extraction of financial data from system for use in external systems e.g. excel, Power BI.

	1.9
	User and Data Control

	
	• Role-based access control
• Granular permissions for data and transactions
• Secure authentication (MFA / SSO)














[bookmark: _Toc213689934][bookmark: _Toc214180979][bookmark: _Toc219827051]Appendix 5: HR and Payroll System – Indicative Specification  
Please review the entirety of the specification, our aim is for an integrated platform that is efficient in how it is delivered, alongside and with interoperability with the Finance requirements of the University. The Contractor shall provide a System with, and without limitation to, the characteristics below.  

	1.1
	Specification 

	1.1.1
	The System shall be intuitive to use, including clear navigation; 

	1.1.2
	Shall be brandable by Institution, including branding of URLs. 

	1.1.3
	Should be fully customizable by the Institution staff, including design of interface, aesthetics and colours, etc. without additional consultancy being required. 

	1.1.4
	System Fields and threshold values listed within this Lot One System Specification below may change over time and should be configurable by the Institution staff without incurring additional charges.  If further configuration by Institution staff is not possible for any fields/thresholds below, Tenderers should state that within their response to the Compliance with Specification Grid, Appendix G.   

	1.1.5
	Shall include a staff self-service portal and should enable individual users to personalize the System; 

	1.1.6
	Shall have a User Interface which is device agnostic, e.g. the graphical user interface (GUI) resizes according to user device (HTML5 compliant) on the following browsers; Microsoft Edge, Firefox, google chrome and Safari. All fields in the System should be compatible with these browsers.  

	1.1.7
	Should have a User Interface with dashboard functionality that is customizable to the user requirements (field by field control); 

	1.1.8
	Should enable progressive enhancement, allowing newer browsers to take advantage of modern features and web standards, with appropriate fall backs for older browsers, 

	1..1.9
	Shall support Drag and Drop editing, widely embedded within the System. 

	1..1.10
	Should support both PC and Mac operating systems. 

	
	

	
	

	1.2
	Payroll Functionality 

	
	

	1.2.1
	The payroll module shall be fully integrated with the HR system to facilitate single data entry. A self-service web interface is also required to permit individuals to access pay records remotely. 

	1.2.2
	The sector operates a number of pension schemes which have tiered employee contribution rates and the System shall be able to accommodate employees whose earnings (and therefore pension contributions) can be tiered and vary from month to month.  The System should have the ability to work with a minimum of 6 pension schemes. 

	1.2.3
	The System should enable employees in each Institution to have multiple concurrent contracts reflecting multiple roles in the institution. The System should be able to split costs across multiple departments and cost centres within each Institution. 

	1.2.4
	The Institutions employ temporary lecturers, sessional and casual staff to match the demands of the curriculum. Individual earnings can vary from pay period to pay period and in some months no earnings may be recorded. As such, holiday pay should be able to be recorded on the payslip and payroll record. 

	1.2.5
	The System should flag individuals who have not lodged a pay claim for a significant period (currently set at six months) and an automatic flag to issue a P45 generated.  

	1.2.6
	The System shall be able to produce paper or on-line payslips branded with Institution’s logo and flexibility to print/suppress fields and include global messages, with a minimum required field length of 50 characters.  Global messages should also be possible with several hundred characters included.   

	1.2.7
	For people in multiple roles, the System should be capable of producing one payslip which shows the pay, allowances, and any holiday pay etc from each role separately including, if appropriate, hours worked and rates of pay. 

	1.2.8
	The System should provide a programmatic API to allow links to external systems such as the Finance systems  

	1.2.9
	A suite of standard management reports shall be required which can be produced, amended and exported by payroll staff.  

	1.2.10
	The payroll System should be able to automate the annual pensions return process (TPS, LGPS, USS), connect with the HMRC gateway and automate the FPS. 

	1.2.11
	The System shall have the capacity to run the following pay rotations: Weekly, Fortnightly, Lunar, Monthly, Quarterly and Yearly pay Frequencies 

	1.2.12
	The System shall have the facility to export to excel and CSV. 

	1.2.13
	The System should facilitate, on a self-service basis, the: recording, calculation and payment of employee expenses, including multiple expenses on an individual claim. Expense claims should be paid via the standard payment run or via a separate expenses pay run and should allow for the recording of VAT in the expenses claim. 

	1.2.14
	The System shall be able to automate timesheet approval and processing via self-service. 

	1.2.15
	The System shall have the capacity to run multiple payrolls with different PAYE reference numbers. 

	1.2.16
	The System shall allow the following bank information to be entered online by each employee: - 

	
	· Account number (ensure 8 digits long) 

	
	· Sort code (ensure 6 digits long) 

	
	· Bank/Building society name (dynamically populate based on sort code) 

	
	· Building society reference (dynamically populate based on sort code) 

	
	· International Banking Account Number (IBAN) 

	
	· Payee Title 

	
	· Payee first name 

	
	· Payee surname 

	1.2.17
	The System shall allow HR and or Payroll System users to enter bank information that has been completed on paper. 

	1.2.18
	The System shall only pay contracted people between the contract start date and their contract expiry date plus one month.  This applies to salaried staff as well as staff paid on an hours required basis. 

	1.2.19
	The System shall be able to hold multiple salary scales. 

	1.2.20
	The System shall be able to pay an annual salary over a defined period of less than 12 months (for term-time only staff) and this should be definable on a case-by-case basis by the HR System users.   

	1.2.21
	The System shall be able to calculate tax and National Insurance (NI) for all employees in accordance with HMRC requirements. 

	1.2.22
	The System shall be able to calculate tax and NI correctly for people with more than one job role in the Institution. 

	1.2.23
	The System shall be able to create, read and update NI and tax rate thresholds. 

	1.2.24
	The System shall be able to allocate more than one month's NI threshold to a pay period (e.g. A part-time lecturer submits timesheets relating to the preceding 3 months). 

	1.2.25
	The System shall perform all calculations using an infinite number of decimal places. 

	1.2.26
	The System shall allow for a Net Deduction to exceed the total of Gross Pay and to flag up this scenario for checking purposes, for example, where a tax refund would allow this to be possible. 

	1.2.27
	The System shall produce output figures to two decimal places (for both FTE and monetary values). 

	1.2.288
	The System shall be able to flag up on the screen the following anomalies: - 

	
	· Any employee who has negative net pay 

	
	· Any employee whose net pay exceeds a user defined limit 

	
	· Any employee whose gross pay exceeds a user defined limit 

	1.2.29
	The System shall allow user defined messages to be displayed on payslips (up to several hundred characters in length) 

	1.2.30
	The System shall allow users to print payslips. 

	1.2.31
	The System shall print payslips grouped by department/school and ordered by surname. 

	1.2.32
	The System shall be able to produce paperless payslips for all employees with access to a computer.  Exceptions should be identified during the implementation phase and it should be possible for HR users to adjust settings on a per-employee basis post implementation and go live.  

	1.2.33
	The System should have the ability to suppress one or more employee's salary (to allow them to be paid by cheque). 

	1.2.34
	For people in multiple roles, the System shall produce one payslip which shows the pay from each role separately. 

	1.2.35
	The System shall be able to perform pro rata calculation for pay based on calendar days. 

	1.2.36
	The System shall be able to perform pro rata calculation for pay based on contracted working days. 

	1.2.37
	The System shall be able to back date pay increases to a date occurring in the past and calculate arrears of pay. 

	1.2.38
	The System shall be able to back date pay decreases to a date occurring in the past. 

	1.2.39
	The System shall allow a user to indicate that an employee has not to be paid from a certain date. 

	1.2.40
	The System shall allow a user to indicate that an employee has not to be paid for a certain period of time. 

	1.2.41
	The System shall be able to calculate the holiday pay owed to hourly paid staff the amount of which could vary depending on the role that they are in. 

	1.2.42
	The System should be able to calculate variable holiday pay elements based on the last 52 weeks of working or other ranges as determined by contract type, going back a maximum of 104 weeks. 

	1.2.43
	The System should be able to show holiday pay included in rolled up rates separately on payslips for legislative employee information

	1.2.44
	The System shall be able to produce an amended payslip. 

	1.2.45
	The System shall be able to calculate sick pay, by length of service (as determined by the institution) and contract type make appropriate adjustments.   System adjustments should include different maternity entitlements for different contracts held by an employee with multiple roles 

	1.2.46
	The System shall be able to calculate; Statutory Maternity Pay (SMP), Statutory 

	1.2.47
	Paternity Pay (SPP), Statutory Adoption Pay (SAP), Statutory Sick Pay (SSP), Shared Parental leave (SPL), Statutory Bereavement Leave and Statutory Bereavement Pay (SBP).    

	1.2.48
	The System should be capable of accurate payment calculation based upon contract type and be able to ensure only appropriate payments are made when multiple contracts are held by the same person at the same time. 

	1.2.49
	The system shall allow users to set up permanent pay elements such as Shift, responsibility allowance and Market supplements etc

	1.3
	Payroll Reporting Requirements 

	1.3.1 
	The System shall have the following functionality in relation to Payroll Reporting and not limited to: 

	
	· Pay Statement Format 

	
	· On Screen Payroll History 

	
	· P45 forms 

	
	· Automatic P45 checking 

	
	· Employee Details 

	
	· Gross to net calculations 

	
	· Year to date totals 

	
	· Department Analysis 

	
	· Monthly Management Reports 

	
	· Statistical Returns 

	
	· Suite of standard monthly/year end reports 

	
	· Capability to report on any information within the System including archived data 

	
	· Link to web-based pension uploads and pension return data 

	
	· P11 or substitutes 

	
	· P14, P35 and P60 forms 

	
	· Option to select/deselect leaver information 

	
	· Pension contribution analysis 

	
	· Dashboard 

	
	· Intuitive report design capability for finance staff 

	
	· Faster Payments Service 

	
	· Year-end via EDI/internet 

	
	· RTI by EDI 

	
	· RTI Submission compliant 

	
	· NINO verification request for RTI 

	
	· Earlier year updates for RTI 

	1.4
	Payroll Reports 

	1.4.1
	Employee Bank details:  The System shall allow users to generate a report which details the following information for all employees whose bank details have changed in the last month:- 

	
	· Employee Number 

	
	· NI Number  

	
	· Surname 

	
	· First Name 

	
	· Department/School 

	
	· Bank sort code 

	
	· Bank account number 

	
	· Building society ref 

	
	 

	1.4.2
	Expired contracts:  The System shall allow users to generate a report which shows the following details for all people whose contract has expired since the last payroll run: 

	
	· Employee Number 

	
	· Title 

	
	· First name 

	
	· Surname 

	
	· Department/School 

	
	· Job Title  

	
	· Line Manager 

	
	· Line Manager email address  

	
	· Expiry date of contract 

	
	 

	1.5
	National Pay Awards & Increment 

	1.5.1
	The System shall be able to apply national pay award increases (either % uplift or flat rate or combination of these) to all eligible employees from a user defined date (e.g. 1st September). This capability should include backdating uplifts to dates in the past. 

	1.5.2
	The System shall be able to apply different annual pay award percentage increases to employees dependent on Pay Scale from a user defined date (for example employees on a number of grades with a common pay spine to be given a pay award increase of 1.5%, employees on a different number of grades with a common pay spine to be given a pay award increase of 0.9%) 

	1.5.3
	The System shall be able to apply national pay award flat rate increases to all employees from a user defined date. 

	1.5.4
	The System shall be able to apply different national pay award absolute increases to employees dependent on Pay Scale from a user defined date (for example employees on a single pay spine to be given pay award increase of £300, employees on a different Pay Scale to be given a pay award increase of £150). 

	1.5.5
	The System shall be able to automatically move employee's salaries to the next point on the grading structure determined by a user entered parameter until the employee reaches the top of their grade (e.g. currently 1 September annually) excluding:  where a bar has been placed on progression mid-scale.

	1.7
	Pensions – NB, the University has different pension Schemes, and the system must allow for employees to select and transfer to the scheme of their choice 

	1.7.1
	The System shall be able to record the following information about pensions for each employee:- 

	
	· Pension scheme name 

	
	· Pension scheme number (where required) 

	
	· Date joined scheme 

	
	· Date left scheme 

	
	· Current employee contribution rate 

	
	· Employee contribution rate for following year 

	
	· Employer's percentage contribution for month 

	
	· Employer's absolute contribution for month 

	
	· Employee's percentage contribution for month 

	
	· Employee's absolute Contribution for month 

	
	· Employer's percentage contribution for year to date 

	
	· Employer's absolute contribution for year to date 

	
	· Employee's percentage contribution for year to date 

	
	· Employee's absolute Contribution for year to date 

	
	· Pensionable pay for month 

	
	· Pensionable pay for year to date 

	
	· Added years for month 

	
	· Added years for year to date 

	
	· AVC's  percentage contribution for month 

	
	· AVC's absolute percentage contribution for year to date 

	
	· National Insurance Contribution Earnings 

	
	· Faster Accrual rates and contributions

	
	· APC rates and contributions

	
	· DC information on rates and contributions

	1.7.2
	The System shall allow an employee to complete an online form to elect not to join the pension scheme by allowing the employee to enter the Employee Pension Number. 

	1.7.3
	The form will then automatically populate with the employee's:- 

	
	· First name 

	
	· Surname 

	
	· Address 

	
	· Date of birth 

	
	· NI Number 

	
	· Department/School 

	
	· Employer  

	1.7.4
	The System shall allow a user to indicate whether or not an employee has joined the pension scheme. 

	1.7.5
	The System shall allow a user to indicate whether or not an employee has joined an alternative pension scheme. 

	1.7.6
	The System shall allow users to record for each contract whether the contract is pensionable or not. 

	1.7.7
	The System shall allow an employee to be entered into two or more different pension schemes dependent on role. 

	1.7.8
	The System shall be able to automatically calculate an employee's pension contribution based on their salary and additional pensionable elements as at 31st March of current year (tiered contributions table available on request) for each post they have (i.e. A different employee contribution rate could exist for each post the employee has). 

	1.7.9
	The System shall be able to apply a fixed employee's pension contribution to each post. 

	1.7.10
	The System shall only deduct pension from certain allowances as defined by the users. 

	1.7.11
	Auto-Enrolment (Work-Place Pensions) Process 

	1.7.12
	The System shall be able to manage the Institutions obligations in respect of auto enrolment. 

	1.7.13
	The System shall be able to identify when a non-member of a pension scheme has reached the statutory earnings level to be automatically enrolled. 

	1.7.14
	The System shall be able to identify when a non-member of a pension scheme has reached the eligible age to be automatically enrolled into a pension scheme. 

	1.7.15
	The System shall send an email to those staff identified in 2 and 3 above advising them that they meet the eligibility criteria and as a result will be automatically enrolled into relevant pension scheme. 

	1.7.16
	The System shall be able to record if someone has opted out of the relevant pension scheme under auto-enrolment. 

	1.7.17
	The System shall be able to keep a record of the date (in 3 years' time) of when an opted out person is due to be automatically enrolled again. 

	1.7.18
	The System shall be able to manage the auto-enrolment process on an on-going basis. 

	1.8 
	Additional Pension Process 

	1.8.1
	The System shall allow a user to record the additional percentage payment amount an employee wishes to make to their pension scheme each month. 

	1.8.2
	The System shall allow a user to record the additional absolute (i.e. flat rate) payment amount an employee wishes to make to their pension scheme each month. 

	1.9
	Additional Voluntary Contributions 

	1.9.1
	The System shall allow a user to record the additional percentage payment amount an employee wishes to make to their pension scheme each month. 

	1.9.2
	The System shall allow a user to record the additional absolute (i.e. flat rate) payment amount an employee wishes to make to their pension scheme each month. 

	1.10 
	Pension Reports 

	1.10.1
	Monthly Pension Report:  The System shall allow users to generate a report which shows the following information for each pension scheme number: - 

	
	· Employee no 

	
	· Title 

	
	· First name 

	
	· Surname 

	
	· Employer's percentage contribution for month 

	
	· Employer's absolute contribution for month 

	
	· Employee's percentage contribution for month 

	
	· Employee's absolute Contribution for month 

	
	· Employer's percentage contribution for year to date 

	
	· Employer's absolute contribution for year to date 

	
	· Employee's percentage contribution for year to date 

	
	· Employee's absolute Contribution for year to date 

	
	· Pensionable pay for month 

	
	· Pensionable pay for year to date 

	
	· Added years for month 

	
	· Added years for year to date 

	
	· AVC's  percentage contribution for month 

	
	· AVC's absolute percentage contribution for year to date 

	
	· Contracted-Out earnings for monthly period 

	
	· Contracted-Out earnings for year to date 

	1.10.2 
	The System shall be able to generate the standard reports for monthly reporting and annual returns in the correct format, so there is no manual manipulation required for the following schemes: Teachers Pensions (TPS), Aviva (DC), NUSPS, Nest, Local Government Pension Scheme (LGPS), Universities Superannuation Scheme (USS) 

	1.11
	Additional Payments (Allowances) 

	1.11.1 
	The System shall allow employees and users to complete time sheets online in self-service and associate the correct rate of pay by requesting the following information and taking into account appropriate working patterns:  

	
	· Employee Number 

	
	· Employee first name (auto populate based on employee no) 

	
	Employee surname auto populate based on employee no) 

	
	· Post (auto populated based on employee number) 

	
	· Department (auto populate based on post selected) 

	
	· Month 

	
	· Description of work performed and justification 

	
	· Activity Code (drop down) 

	
	· Day 

	
	· Date 

	
	· Hours worked from 

	
	· Hours worked to 

	
	· Total Hours 

	
	· Hourly Rate (autogenerated) 

	
	· Any enhancements (auto-generated) for Overtime and additional hours 

	
	· Total gross amount 

	1.11.2
	The System shall allow the same online timesheet to be used by those who have not yet been assigned an employee number. 

	1.11.3
	The System shall automatically record a status for each timesheet (Submitted, Authorization 1 being sought, Authorization 2 being sought, Authorization gained, Paid, Declined). 

	1.11.4
	The System shall allow the employee to track the status of timesheets online. 

	1.11.5
	The System shall include a customisable workflow which determines how timesheets are authorised and should be fully configurable by the Institution at no additional cost.   

	1.11.6
	When the employee submits the timesheet, the System shall send the timesheet to the employee's line manager and set the status of the timesheet to 'Authorization sought'. 

	1.11.7
	The System shall allow the line manager/designated approver to approve the timesheet/payment request. 

	1.11.8
	After the final approver has authorized the timesheet, the System shall send the timesheet to Payroll. 

	1.11.9 
	The System shall allow HR users to enter timesheet data that has been completed on paper. 

	1.11.10 
	The System shall flag up anyone who is working over “XX” hours per week (for one or more job roles in the Institution).  During implementation, “XX” is anticipated to be set to 37 hours, however this shall be configurable by the Institution postimplementation at no additional cost.  

	1.11.11
	The System shall calculate an overtime rate for each hour the employee has worked (flat rate, time and a half, double time, triple time) dependent of scoped rules. 

	1.11.12
	The System shall calculate non-salaried overtime pay using the total hours worked per month multiplied by the relevant overtime rate based on the FTE salary. 

	1.11.13
	When the employee has been paid the System shall set the status of the timesheet accordingly. 

	1.11.14
	The System shall indicate if an employee's monthly hours exceed the number of hours they are contracted to work for. 

	1.11.15
	The System shall confirm at approval if it has made the deadline for the next payroll run. 

	1.12
	Expenses  

	1.12.1
	The System should allow employees and users to complete expense claims online in self-service and associate the correct rate of pay by requesting the following information.  The following fields should be configured as part of the initial implementation: 

	
	•	Employee Number; 

	
	•	Employee first name (auto populate based on employee no); 

	
	•	Employee surname (auto populate based on employee no); 

	
	•	Post (selected by user but chosen from list based on employee number); 

	
	•	Department (auto populate based on post selected); 

	
	•	Month; 

	
	•	Date of mileage or expense; 

	
	•	Reason for claim; 

	
	•	From where to where; 

	
	•	Mode of transport (from drop down list); 

	
	•	Actual mileage; 

	
	•	Any deductions for normal home to work travel; 

	
	•	Net mileage claimed; 

	
	•	Passenger rate; 

	
	•	Subsistence; 

	
	•	Other expenses; and 

	
	•	Total of which “XX” is Vatable. 

	1.12.2 
	The System should allow the same online expense claim to be used by those who have not yet been assigned an employee number. 

	1.12.3
	The System should automatically record a status for each expense claim which shall be customizable by the Institution at no additional cost. Example statuses include but are not limited to: Submitted, Authorization 1 being sought, Authorization 2 being sought, Authorization gained, Paid, Declined. 

	1.12.4 
	The System should allow the employee to track the status of expense claims online. 

	1.12.5 
	The System should include a customizable workflow which determines how expenses are authorized. This workflow should be fully configurable by the customer at no additional cost. 

	1.12.6 
	After the final approver has authorized the expense claim, the System shall send the claim to Payroll. 

	1.12.7 
	The System should allow System users to enter expense claims which have been completed on paper. 

	1.12.8  
	The System should be able to collect student loans from employees earning above the following thresholds on behalf of HMRC. These threshold values shall be configurable by the Institution post-implementation at no additional cost and vary depending on the student loan plan the student has (Table 2) Table 1: Student loan plan current rates 

	
	
	Plan type 
	Yearly threshold 
	Monthly threshold 
	Weekly threshold 

	Plan 1 
	£22,015 
	£1,834 
	£423 

	Plan 2 
	£27,295 
	£2,274 
	£524 

	Plan 4 
	£27,660 
	£2,305 
	£531 

	Plan 5 
	£25,000 
	£2,083 
	£480 

	Postgraduate Loan 
	£21,000 
	£1,750 
	£403 




	1.13
	First Aid Payment 

	1.13.1
	The System shall allow a user to indicate that an employee is a First Aider. 

	1.13.2
	The System shall allow a user to indicate the start date and end date of an employee being a First Aider. 

	1.13.3
	The System shall pay all employees recorded as 'First Aiders' a set amount of money defined as a user entered parameter on up to 12 separate occasions per annum, defined as a user parameter.  

	1.13.4
	The System shall be able to calculate pro rata first aid payments. 

	1.14
	Student Loans 

	1.14.1
	The System shall allow a user to record that an employee is due to repay a loan to HMRC. 

	
	The System shall allow the user to record the date the employee has to start paying back the loan. 

	1.14.2
	The System shall be able to collect student loans from employee's earning above the following thresholds on behalf of HMRC 

	1.14.3
		Annually paid staff earning >  £21,000 

	1.14.4
		Monthly paid staff earning >  £1,750 

	1.14.5
	The System shall deduct a % of income set by HMRC, currently 9% over the threshold for the pay period for employees who have outstanding student debt 

	1.15
	Arrestment Process 

	1.15.1
	The System shall allow a user to record that an employee has an earnings arrestment order. 

	1.15.2
	The System shall allow a user to record the type of earnings arrestment order the employee has. 

	1.15.3
	The System shall allow the user to record the total arrestment amount an employee has to pay. 

	1.15.4
	The System shall automatically make arrestment deductions based on the rules agreed until the total arrestment amount has been paid off. 

	1.15.5
	The System shall allow the user to record the date the employee has to start paying towards an arrestment order.

	1.15.6
	The System shall allow the user to record the date the employee has to stop paying towards an arrestment order.

	1.15.7
	Arrestment:  The System shall allow users to generate a report which details the following for the pay period for all employees, grouped by Department administering the order: - 

	
	· Employee number 

	
	· Employee First name 

	
	· Employee surname 

	
	· Arrestment Deduction 

	1.15.8
	The system shall allow the user to delete an arrestment order prior to any deductions being made on instruction from court

	1.16
	Union Deductions 

	1.16.1
	The System shall allow a user to record that an employee wishes union fees to be deducted from their pay. 

	1.16.2
	The System shall allow the user to record the date the employee wishes to commence union payments. 

	1.16.3
	The System shall allow the user to record the date the employee wishes to stop union payments. 

	1.16.4
	The System shall allow the user to record the amount the employee will pay toward the union on a monthly basis. 

	1.17
	Voluntary Deductions 

	1.17.1
	Charitable Donations:  The System shall allow users to generate a report which details the following for the pay period for all employees, grouped by charity. 

	
	· Employee number 

	
	· Employee First name 

	
	· Employee surname 

	
	· Charitable donation 

	
	 

	1.17.2
	Salary Sacrifice deductions (i.e. childcare and cycle to work): The System shall allow users to generate a report which details the following for the pay period for all employees 

	
	· Salary sacrifice Type 

	
	· Salary Sacrifice Deduction Amount 

	1.18
	P60 Return Process 

	1.18.1
	The System shall allow the user to automatically generate P60s. 

	1.18.2
	The System shall allow the user to suppress P60s for people with nil pay. 

	1.18.3
	The System shall allow the user to generate the P60s in alphabetical order. 

	1.18.4
	The System shall allow the user to generate the P60s in Department order. 

	1.19
	Electronic Return Process to HMRC  

	1.19.1
	The System shall have real time information (RTI) capability. 

	1.19.2
	The System shall allow the user to produce an electronic P35 return for submission to HMRC. 

	1.19.3
	The System shall allow the user to produce an electronic P45 return for submission to HMRC for both starters and leavers. 

	1.19.4
	The System shall allow the user to produce an electronic P14 return for submission to HMRC . 

	1.20
	Budgeting 

	1.20.1
	The System shall allow the user to generate a report that details the actual spend against budget for a particular post. 

	1.20.2
	The System shall allow the user to generate a report that details the actual spend against budget for all posts within a particular cost centre or department on a monthly basis and should include the level of variation where relevant.  

	1.21
	Generic Payroll Reports 

	1.21.1
	NI (employers and employees plus SMP recoverable)/PAYE:  The System shall allow the user to generate a report which details the following for the pay period for all employees, grouped by body due the monies: - 

	
	· Employee number 

	
	· Employee First name 

	
	· Employee surname 

	
	· Employee's NI deduction 

	
	· Employer's NI deduction 

	
	· SMP Recoverable 

	
	· PAYE 

	
	 

	1.21.2
	Payments List - the System shall allow the user to generate a report which details the following for everyone on Payroll: - 

	
	· Employee Number 

	
	· NI Number 

	
	· First Name 

	
	· Surname 

	
	· Account sort code   

	
	· Account Number 

	
	· Payment Type (BACS or cheques) 

	
	 

	1.21.3
	The System shall allow the user to generate an exception report which details the following for everyone on Payroll: - 

	
	· Employee Number 

	
	· Employee First name 

	
	· Employee surname 

	
	· NI number 

	
	· Tax refunds 

	
	· Gross pay over user defined limit 

	
	· Negative net pay 

	
	· Old NI Number 

	
	· New NI Number 

	
	· Date of change 

	
	· Old tax code 

	
	· New Tax code 

	
	· Date of change 

	
	· Old Bank Account No 

	
	· Old Sort code 

	
	· New Bank Account No 

	
	· New sort code 

	
	· Significant birthday for NI purposes 

	
	 

	1.21.4
	The System shall allow the user to generate a report which details the following for all new starts (since the last payroll ran): - 

	
	· Employee Number 

	
	· First Name 

	
	· Surname 

	
	· Job Title 

	
	· Department 

	
	· Start Date 

	
	· Pension Scheme Name 

	
	· Contribution Rate 

	
	· NI Number 

	
	· NI Category 

	
	· Tax Code 

	
	· Account Number 

	
	· Sort Code 

	
	 

	1.21.5
	The System shall allow the user to generate a report which details the following for all leavers (since the last payroll ran): - 

	
	· Employee Number 

	
	· First Name 

	
	· Surname 

	
	· Job title 

	
	· Department 

	
	· Contract End date 

	
	· NI Number 

	
	· Payment In Lieu of Notice (PILON) 

	
	· Holiday pay 

	
	· Additional payments (e.g. redundancy) 

	
	 

	1.21.6
	The System shall allow the user to generate a Net pay variance report which details the following for each employee on Payroll: - 

	
	· Net pay this month 

	
	· Net pay Previous month 

	
	· Variance (this month minus previous month) 

	1.21.7
	The System shall allow the user to generate a report which details Allowance paid (sum of entire payments made to employee e.g. Basic pay plus overtime plus redundancy) for each employee on Payroll, grouped by cost centre. 

	1.21.8
	The System shall allow the user to generate a gross pay report which details the following for each employee on Payroll, grouped by allowance and cost centre: - 

	
	· Employee Number 

	
	· Employee name 

	
	· Employee Surname 

	
	· NI Number 

	
	· Gross pay 

	1.21.9
	The System shall be able to generate a report which details for a Project the following information for all employee’s working on the project, grouped by employee surname: - 

	
	· Employee Number 

	
	· Employee First name 

	
	· Employee Surname 

	
	· Staff Category (i.e. Lecturer, support) 

	
	· Employee Salary costs charged to project to date 

	1.21.10
	The System shall be able to generate a report which details for all Projects the following details for all employee’s working on each project, grouped by Project and then employee surname: - 

	
	· Project ID 

	
	· Project Name 

	
	· Employee Number 

	
	· Employee First name 

	
	· Employee Surname 

	
	· Staff Category 

	
	· Employee Salary costs charged to project to date 

	1.22
	Interface to Finance Systems

	1.22.1
	The System shall be able to integrate with the financial system by posting all components of gross and net pay to the relevant ledger code.  

	1.22.2
	The System will be the primary source of HR information for a number of other Institution Systems, including the Finance Systems, and it will therefore need to provide programmatic APIs which have full Create, Read, Update, Delete (CRUD) functionality for key entities and also allow for bulk import and export of all datasets contained with the System. 

	1.22.3
	The integration shall allow the addition of new allowance/income types post implementation. 

	1.22.4
	The integration shall allow the deletion of allowance/income types post implementation. 

	1.22.5
	The System shall allow users to generate reports on costs by main cost code, cost centre, project, pay group and department. 

	1.22.6
	The System shall allow employees to have allowances costed to more than one cost centre with correct apportionment of related employer NI and pension costs. 

	1.22.7 
	The System shall allow the processing of staff loans or other flexible benefits, showing totals and gross reducing balances. 

	1.23
	HR Functionality - Staffing Authorization 

	1.23.1
	System shall operate a flexible organizational structure which will be user defined. 

	1.23.2
	The System shall allow members of staff to complete a Staffing authorization Request online. 

	1.23.3
	The System shall enable recording of a status for each staffing authorization request e.g. Awaiting Head of Department authorization, Awaiting Director of Finance authorization, Awaiting Finance sign-off, Awaiting HR sign-off, and related to each departmental cost centre. 

	1.23.4
	The System shall allow managers to track the status of their Employee Request Applications Online. 

	1.23.5
	When the manager submits the Employee Request the System shall send the request to the relevant approver and set the status of the Employee Request to 'Awaiting sign-off'. 

	1.23.6
	The System shall allow the relevant approver to enter a comment against the Employee Request Application. 

	1.23.7
	If approved, the System shall forward the Employee Request Application to the relevant person in Finance (Management Accountant or Finance Manager) and set the status of the Application to 'Awaiting Finance sign-off'. 

	1.23.8
	The System shall allow Finance to enter a comment against the Employee Request Application and to sign it off. 

	1.23.9
	Once signed-off the System shall forward the Application to the HR inbox and set the status to ‘Request signed-off by Finance’, with a process to enable workflow, and record sign off by Specified Senior Leaders. 

	1.23.10
	The System shall allow the Employee Request to be rejected at any point in the process. 

	1.23.11
	The System shall allow a rejection reason to be entered. 

	1.23.12
	The System shall allow users to generate an email to the raiser of the request notifying them of the outcome of the request. 

	1.23.13
	To support the above authorization process the System should provide a configurable workflow engine that will ensure complex and multi stages approval routes, outwith any defined organization structure, can be realized. 

	1.23.14
	The System should allow the parameters to be changed throughout the approval process. Including, but not limited to: 

	
	· Change between permanent and fixed term; 

	
	· Change in salary; or 

	
	· Change in FTE. 	 

	1.24
	New Start 

	1.24.1
	The System shall automatically generate a unique sequential number for a new start, the make-up of which is defined by the institution. 

	1.24.2
	The System should be capable of providing multiple sequential numbering options to account for different record types (e.g. Staff/Honorary Staff/Bureau clients)   

	1.24.3
	The System should allow the following information to be created, read and updated 

	1.24.4
	for each employee and without limitation, with drop downs and value lists customizable and/or update by the supplier: - 

	
	· Employee (Y/N) 

	
	· Employee No 

	
	· Title (drop down) 

	
	· Surname 

	
	· First name 

	
	· Known As (Forename and Surname) 

	
	· Former Name 

	
	· Gender 

	
	· Gender Identity 

	
	· Gender reassignment 

	
	· Nationality 

	
	· Ethnicity 

	
	· Religion/ belief 

	
	· Address 

	
	· Home Tel Number 

	
	· Mobile Tel Number 

	
	· Email address 

	
	· Date of birth 

	
	· Age (derived from date of birth and current date) 

	
	· Marital Status 

	
	· Sexual Orientation 

	
	· Emergency contact name 

	
	· Emergency contact home number 

	
	· Emergency contact work number 

	
	· Emergency contact mobile number 

	
	· Emergency contact address 

	
	· Emergency contact relationship to employee 

	
	· Driving license?  (Yes, No) 

	
	· Disability?  (Yes, No, prefer not to disclose) 

	
	· Nature of Disability (Drop down + free text) 

	
	· Dependents children (under age 16) (Yes, no) 

	
	· Dependent relatives (Yes, No) 

	
	· Contract Start date 

	
	· Contract End date 

	
	· Relocation Cost 

	
	· Qualifications (dropdown) 

	
	· Education 

	
	· Criminal convictions 

	
	· NI Category (drop down) 

	
	· NI Number – with format validation 

	
	· Tax code 

	
	· Length of Service (derived from start date and current date) 

	
	· Eligible to work in UK? 

	
	· Passport Number 

	
	· Expiry date 

	
	· Country of issue 

	
	· VISA No 

	
	· VISA Expiry date 

	
	· Type of VISA (work, student) 

	
	· PVG Tracking Number 

	
	· Type of staff (drop down) 

	
	· Project ID 

	
	· Project Name 

	
	· Current Grade, Spinal point and Salary – allowing for term time only calculation  

	
	· Salary as at previous financial year end/Point in time  

	
	· Hourly rate 

	
	· Is Salary Protected (i.e. person in a Grade 4 post but they get paid a Grade 5 salary) 

	
	· Reports to; 

	
	· Terms and conditions type; 

	
	· Employee notice period; 

	
	· Employer notice period; 

	
	· Last date premised (if appropriate); • Home working assessment; and 

	
	· DSE Assessment. 

	1.24.5
	The System shall allow the following address information to be created, read and updated for each employee and without limitation: - with post code look-up, and allowing for multiple addresses (eg: permanent and term time) 

	
	· Flat/House No 

	
	· Street Name 

	
	· Locality 

	
	· City/Town 

	
	· County 

	
	· County 

	
	· Postcode 

	
	· Start Date (of address) 

	
	· End date (of address) 

	
	· Personal Telephone numbers 

	
	· Personal email addresses 

	
	· Protected Characteristics including any that are required by HESA for inclusion within statutory reporting. e.g. annual staff returns 

	
	· Emergency Contacts/Next of Kin 

	
	· Other Personal identifiers held on the system which are subject to change. 

	1.24.6
	The System shall allow multiple job roles to be recorded for each employee. 

	1.24.7
	The System shall allow a member of staff to hold multiple job roles at the same time and this should be possible on different terms and conditions, different pension scheme, different locations, and different entities. 

	1.24.8
	The System shall alert to specified working limits (eg International Students are limited to 10-20 hours, depending on their course) allow employees to complete a Working Time Regulations form that requests the following information: 

	
	· Do you have employment outside the Institution? (Yes, No) 

	
	· On average, how many hours per week, do you work in your other post? 

	
	· Do you expect, your total hours at the Institution and additional post hours to exceed 48 hours per week at any point? 

	1.24.9
	For HE customers the System shall allow employees to complete an online HESA Form that should be auto configured for the country the institution is based in (Scotland, England and Wales versions of HESA). 

	1.24.10
	For HE customers the System shall allow (where appropriate) employees to add to the completion of an online HESA Form that requests most or all of the following information: 

	
	· Staff ID (HESA No) 

	
	· ORCHID Number 

	
	· First name 

	
	· Surname 

	
	· Job Title 

	
	· Date of birth 

	
	· Gender (M, F) 

	
	· Nationality Code 

	
	· Ethnicity 

	
	· Disability Code 1 

	
	· Disability Code 2 

	
	· Date appointed  

	
	· Part time (Yes, No) 

	
	· Name of other HEI employer 

	
	· Position Held 

	
	· (SOG Groups 1,2 & 3) 

	
	· Previous employment code (drop down) 

	
	· Previous HEI code (drop down) 

	
	· Highest Qualification Held Code (drop down) 

	
	· Academic Discipline 1 Code (drop down) 

	
	· Academic Discipline 2 Code (drop down) 

	
	· Regulatory Body Code (drop down) 

	
	· Academic Employment Function (Teaching only, research only, teaching & research, not teaching or research 

	
	· Leaving Destination  

	
	· Terms (FT, PT) 

	
	· Source of Basic Salary 

	
	· Secondary Source of Basic Salary 

	
	· Activity Code 1 

	
	· Cost Centre Proportion1 

	
	· Activity Code 2 

	
	· Grade 

	
	· Mode 

	
	· Senior Manager Post Holder 

	
	· pscag 

	
	· Spinal Point 

	
	· Cost Centre 1 

	
	· Cost Centre 2 

	1.24.11
	HESA information requirements should also be updated by the supplier in line with changes to the HESA data collection rules. Ideally this would include the ability to generate accumulative FTE for hourly paid FTEs

	1.24.12
	The System shall automatically populate data items in the HESA form which are already stored in the System. 

	1.24.13
	The System shall be able to provide a real time view of the HESA data at all times. 

	1.24.14
	The System shall allow users to enter HESA data that has been completed on paper. 

	1.24.15
	The System shall allow staff to upload an online internet and Email policy. 

	1.24.16
	The System shall generate an automated reminder email at user defined intervals until all forms have been completed. 

	1.24.17
	The System shall allow employees to upload completed departmental induction checklist forms to an employee's record. 

	1.24.18
	The System should allow users to record a note on each employee (free text area). 

	1.24.19
	Statutory, including HESA, Returns  

	1.24.20
	For Higher Education customers, the System shall be able to generate, using necessary formulas, the annual HESA return using the information contained within the System and in the required format for the Higher Education Statistics Agency (HESA) and to reflect appropriate dates. The following link details the specific requirements of HESA 

	1.24.21
	http://www.hesa.ac.uk/index.php?option=com_content&task=view&id=1663&Itemi d=233 

	1.24.22
	The System shall be able to record and extract the data required for the annual HESA return in XML format. 

	1.24.23
	The System shall be able to generate data and other statutory returns including but not limited to Gender Pay, Equal Pay, Race Equality, Student Staff Ratios. 

	1.25
	Teachers Pensions Return (MCR)

	1.25.1
	The System shall be able to generate, using the necessary formulas, the Monthly Contribution Return using the information contained within the HR System and payroll system in the required format for TP. Future updates to the calculation methodology shall be able to be implemented by the Institution at no additional cost.

	1.26
	Internal Staff Training & Development (including inductions) 

	1.26.1
	The System shall allow the following information on training courses to be recorded:  

	
	· Course title 

	
	· Description 

	
	· Category including Qualification (e.g. Health & Safety, CPD, Staff Development) 

	
	· Duration of Training and Qualification 

	
	· Pre-requisites 

	
	· Is Course Compulsory (drop down) 

	
	· Groups of staff Course if Compulsory for; • Completion date; and 

	
	· Renewal date. 

	1.26.2
	The System should allow the following information on training events to be recorded:  

	
	· Course Title 

	
	· Campus 

	
	· Room 

	
	· Trainer 

	
	· No of sessions 

	
	· Total Course Cost 

	
	· Delegate Charge 

	
	· Start Date 

	
	· Start Time 

	
	· End date 

	
	· End time 

	
	· Closing date 

	
	· Max number of delegates 

	
	· Min number of delegates 

	
	· Actual number of delegates 

	
	· Number of places still available 

	
	· Status (drop down - completed, scheduled, cancelled) 

	
	· Online course link 

	
	· Course synopsis 

	
	· Number of Training Hours 

	
	· Category (e.g. Health & Safety, CPD, Staff Development) 

	1.26.3
	The System should enable the following information on each training event to be recorded against the training event and also then onto an individual’s training record: - 

	
	· Course ID 

	
	· Title 

	
	· Start and End Date 

	
	· Number of Training Hours 

	
	· Delegates enrolled (name, payroll number, Department) 

	
	· Delegates attended 

	
	· Trainer 

	
	· Status (drop down - completed, scheduled, cancelled) 

	
	· Category (e.g. Health & Safety, CPD, Staff Development) 

	
	· Additional information such as accessibility requirements.   

	1.26.4 
	The System should allow members of staff to search for training courses online and book onto courses up to a maximum number of delegates. 

	1.26.5
	The System shall send course booking requests to the requestor's line manager for approval. 

	1.26.6 
	The System shall allow a line manager to approve or reject a course booking for a member of their staff and generate an email to the applicable member of staff. 

	1.26.7 
	The System shall not accept bookings for courses which are already fully booked. 

	1.26.8 
	The System shall allow people to add themselves to a 'waiting list' for courses which are fully booked. 

	1.26.9 
	The System shall allow administrator System users to cancel bookings. 

	1.26.10 
	The System should generate an automated email to the delegate confirming their place on the course. 

	1.26.11
	When a booking is cancelled on a course which was full, the System should automatically email the first person on the 'waiting list' advising them that there has been a cancellation and asking if they still wish to attend the course. 

	1.26.12
	The System shall allow the potential delegate to accept or reject the invite. 

	1.26.13
	The System should add the new delegate to the event's delegate list and increase the delegate numbers accordingly 

	1.26.14
	The System shall allow administrator System users to book courses on behalf of employees who have no internet access. 

	1.26.15
	Once courses have been completed, the System should be capable of generating an automated email to each delegate of the course, inviting them to complete an online evaluation form or link to external survey system. Delegates should be sent a link to complete this form and then a reminder one week later. 

	1.26.16
	The System should enable trainees to complete an online course evaluation. 

	1.26.17
	The System shall be able to identify all members of staff who have not been on the mandatory courses. 

	1.26.18
	The System should be able to bulk email an identified group of staff, including staff who have not completed a mandatory course. 

	1.26.19
	The System should allow for bulk booking of employees onto trainings. 

	1.26.20
	The System should allow for employee to be transferred from one training to the next available if necessary. 

	1.26.21
	Where a training agreement is put in place this should be logged on a training record and flag up during the leaver process if the training details are within the prescribed repayment period.  

	1.26.22
	The System should include a customisable workflow which determines how training course booking requests are processed. This workflow will be agreed during implementation and should be fully configurable by the Institution post implementation at no additional cost. 

	1.26.23
	The system shall enable staff and their line manager(s) to view, update, amend and download their own training records.   

	1.27
	Internal Staff Training & Development Reports – ideally with mechanisms to identify equivalent courses (e.g. equal opportunities s is now often also referred to as Equality and Diversity and Inclusion), and that has the facility to report participation in mandatory courses 

	1.27.1
	Course Event Enrolments:  The System shall allow the user to generate a report which includes the following information, and without limitation, for everyone enrolled for a course that has not yet taken place, ordered by Course start date: - 

	
	· Employee Reference Number 

	
	· Surname 

	
	· First Name 

	
	· Title 

	
	· Course enrolled on 

	
	· Date of course 

	
	· Job title 

	
	· Department/School 

	
	· Line Manager 

	
	· Category (e.g. Health & Safety, CPD, Staff Development) 

	1.27.2
	Available Courses:  The System shall allow the user to generate a report which details the following information for all courses available, ordered by course start date: - 

	
	· Course ID 

	
	· Course Title 

	
	· Course event ID 

	
	· Date of course  

	
	· Actual number of delegates booked 

	
	· Category (e.g. Health & Safety, CPD, Staff Development) 

	
	· Course cost 

	1.27.3
	The report should detail a count of the total number of courses available at the bottom of the report.  

	1.27.4
	Past Course Events.  The System should allow the user to generate a report which details the following information for all course events which took place between two specific date parameters: - 

	
	· Course ID 

	
	· Course Title 

	
	· Course event ID 

	
	· Date of course  

	
	· Actual number of delegates booked 

	
	· Actual number attended 

	
	· Surname, Forename of delegates 

	
	· Department/School Status (drop down - completed, scheduled, cancelled) 

	
	· Course Cost 

	
	· Number of completed evaluations 

	
	· Average evaluation score 

	1.27.5
	Enrolment List By Event:  The System should be able to produce a report which details the following information for all courses available, ordered by course start date:  

	
	· Course ID 

	
	· Course Title 

	
	· Course event ID 

	
	· Course start date 

	
	· Then detail the following information for everyone enrolled on the course:- • Surname, Forename 

	
	· Status (booked, cancelled, withdrawn, waiting list) 

	1.27.6
	The report should then detail a count of the total number of delegates enrolled on each course. 

	
	Course non-attendance: The System shall allow the user to generate a report which details the following information for all the staff who have not attended a specific course: - 

	
	· Course ID 

	
	· Course Title 

	
	· Is Course Compulsory 

	
	· Employee First Name 

	
	· Employee Surname 

	
	· Department                                                                                                                                   

	
	· Job Title 

	
	· Line Manager 

	
	· Telephone Number 

	
	· Email address 

	
	· Course Costs 

	
	

	1.27.7
	The System should allow the user to generate a report of training need, based on specific courses or all training needs, or categorized training needs, all at a point in time or over an identified date range. Ideally this will alert, or link to relevant targeted and participated training and actions in the Development and Appraisal Review (DAR) process – see below  

	1.27.8
	Evaluation: The System should allow the user to generate a report which confirmed who has not completed an evaluation form for each event and allow for subsequent reminders to be sent as a bulk update 

	1.28
	Performance Management - Career Review & Development (what we refer to as the Development and Appraisal Review Process DAR) 

	1.28.1
	The System shall allow users to indicate who is eligible to complete an PDR (DAR) Activity Plan. This includes probation and annual DARs

	1.28.2
	The System shall allow the Career Review & Development Forms and Activity Plans (CR & AP) assigning the correct DAR to correct groups (Academic/Professional Servies) to be completed online.   

	1.28.3
	The System should send an email alert to line managers to flag up that a Career Review discussion is due to take place. 

	1.28.4
	The System should send an email to employees to alert them that their Career Review discussion is due to take place.

	1.28.5
	The System shall allow an employee to record the following information or equivalent:  

	
	· Employee Surname 

	
	· Employee first name 

	
	· Job title 

	
	· Reviewing manager surname 

	
	· Reviewing manager first name 

	
	· Date of review 

	
	· Activity, measure of success, timescale, achievements, comments 

	
	· (... up to 10 activities) 

	
	· Qualifications 

	
	· Personal reflection (text area) 

	
	· Knowledge and skills (text area) 

	
	· Future development plans(text area) 

	
	· Reviewing manager's comments on performance of jobholder (text area) 

	
	· Jobholder's comments on value of review (text area) 

	
	· Professional memberships 

	
	· Professional Development Activity with area to view and reflect on previous training carried out and update any missing training on system. 

	
	· Objective to be achieved  

	
	· Priority  

	
	· Date to be achieved  

	
	· Development category (e.g. Health & Safety, CPD, Staff Development) 

	
	· Responsibility for action  

	
	· Record up to 5 activities 

	
	· Customizations of system to add (for example) values, equality information for staff to reflect on. 

	
	· Ability to add an area to highlight any staff who can be identified as ‘Future Leaders’ 

	
	· Ability to link to external documents – e.g. guidance notes 

	1.28.6
	The System shall allow users to enter CR data that has been completed on paper. 

	1.28.7
	The System shall be able to indicate whether someone has completed their CR & AP (yes, no). 

	1.28.8
	The System should. enable a web-based self-service option so that employees can request training, update and maintain their training records 

	1.28.9
	The System shall allow employees to upload CR Forms and Activity plans against their personnel HR record. 

	1.28.10
	The System shall allow for a view of every role within the institution which identifies the roles profile requirements, gives a comprehensive view of resources requirements, shortages and ensure the right skills are in the right place. 

	1.2811
	The System shall allow for bench strength for critical roles within the Institution. 

	1.28.12
	The System shall provide a clear view of institutions resource requirements compared with the workforce profile. 

	1.28.13
	The System shall provide a targeted learning and skills strategy plan to enhance readiness for career progression.  

	1.28.14
	The System shall also allow performance development plans to be recorded in lieu of appraisals 

	1.29
	CR and AP Reporting 

	1.29.1
	CR & AP Progress per Department: The System shall be able to produce a report which shows CR and AP Percentage completion for each Department. 

	1.29.2
	Role based Competency grids could be developed through the System.  Staff can be compared to competencies and training needs identified to assist underperforming staff. 

	1.29.3
	The System shall be able to provide a graphical view of the Institutions staffing structure and profile requirements, ideally enabling auto updating export of link for presentation on the University Intranet. 

	1.30
	External/Internal Training 

	1.30.1
	The System staff view should enable employees to record the following information about what external/internal training has been attended: - 

	
	· Employee Number 

	
	· Name of course 

	
	· Course provider 

	
	· Description of course 

	
	· Start date of course 

	
	· End date of course 

	
	· Cost of course 

	
	· Qualification 

	
	· Period of study 

	
	· Notes filed 

	
	· Hours 

	
	· Trainer 

	
	· Category (e.g. Health & Safety, CPD, Staff Development) 

	1.31
	Qualifications 

	1.31.1
	The System shall be able to record multiple qualifications for each staff member. The System should enable the Qualifications data below to be captured: 

	
	· Subject 

	
	· Type 

	
	· Qualification level groups 

	
	· Level  

	
	· Achievement/grade 

	
	· Qualification Title 

	
	· Place of Learning 

	
	· Date Obtained 

	
	· Attachments Option 

	
	· Date Qualification Approved/Verified 

	1.31.2
	The System shall be capable of generating reports to provide staff individual details on qualifications and qualification types. e.g. Teaching Qualifications 

	1.32
	Learning Management System  

	1.32.1
	Please note: this is an optional product and may be included in the optional pricing tab within the Pricing Schedule, Appendix F1.   

	1.32.2
	Provide and interface to enable external users to book University training sessions, ideally with a link to qualified criteria for participation, and payment) 

	1.32.3
	The System should include the option of a full Learning Management System which allows for trainings to be hosted and delivered from within the system, this should be fully configurable and reportable from within the system including: 

	1.32.4
	Issuing of reminders to staff that they are required to undertake a specific training; 

	1.32.5
	Issuing of reminders to staff that a current training is due to expire and they shall book themselves onto the next available course; and 

	1.32.6
	Produce reports that evidence number of potential applicants for each program based on training needs and/or upcoming expiry of courses. 

	1.32.7
	The System should allow for the assignment of mandatory trainings by post, whether this is based on Institution, department or specific post and then will determine whether training/qualifications held by the employee (with an expiry date of more than 3 months away) meaning that this training is required to be undertaken with reports being produced to evidence this. 

	1.33
	Annual Leave 

	1.33.1
	The System shall automatically calculate each employee's annual leave entitlement based on grade/contract type/length of service/FTE/weeks per year. It should be noted weeks per year is desirable. This should incorporate the prevailing public holidays in its calculation 

	1.33.2
	The System shall be able to record annual leave in days and hours. 

	1.33.3
	The System shall allow an employee to carry forward an agreed period of leave into the next leave year automatically.  

	1.33.4
	The system shall allow the addition of additional leave where this is not derived from Carry over days or entitlement rules. (e.g. Purchase of Annual Leave) 

	1.33.5
	The System shall allow employees with carried forward leave to have an annual leave entitlement that does not equate to the annual entitlement rules defined at Requirement 1 of this section. 

	1.33.6
	The System shall allow leave to be booked in a different leave year.  

	1.33.7
	The System shall be able to calculate pro rata annual leave entitlement and should include equivalent capability for different leave schemes. 

	1.33.8
	The System shall allow employees to request annual leave from their line managers (online/self-service). 

	1.33.9
	The System shall identify the appropriate line manager when staff have multiple posts within the institution and should include working across multiple entities in the same Institution.   

	1.33.10
	When the user logs in (online), the System shall display their name and NI number to them. 

	1.33.11
	The System shall allow the user to enter the first day they wish to be absent from work and the last day, they wish to be absent from work. 

	1.33.12
	The System shall automatically calculate the total number of days off being requested based on the work pattern. 

	1.33.13
	The System shall automatically calculate the total number of hours off being requested, based on the work pattern. This will include the prevailing public holidays. 

	1.33.14
	The System shall allow the user to enter free text. 

	1.33.15
	The System shall allow the user to send the annual leave request to their line manager(s). 

	1.33.16
	The System shall allow a line manager to approve annual leave requests from their staff. 

	1.33.17
	The System shall allow a line manager to decline annual leave requests from their staff. 

	1.33.18
	The System shall allow a line manager to enter a reason for declining an annual leave request. 

	1.33.19
	The System shall allow authorized personnel to enter annual leave details for someone who has no access to a computer. E.g. cleaners. 

	1.33.20
	The System shall allow for closure days/public holidays to be entered and deducted from the employee annual leave entitlement based on their working pattern on specific cases and based on the specific Institution. 

	1.33.21
	The System shall allow for bulk manual adjustments where additional closure days are granted to employees and pro rate accordingly for part time staff. 

	1.33.22
	The System shall derive how many days annual leave each employee has left to take (annual leave entitlement minus authorized leave days). 

	1.33.23
	The System shall allow users to generate a report which details the following for everyone who has unused annual leave: - Ideally this will enable automated reminders to staff to remind the use of holidays, and not leave to last minute, peak times. 

	
	· Employee Title 

	
	· Employee First name 

	
	· Employee surname 

	
	· Employee line manager 

	
	· Annual Leave Entitlement 

	
	· Annual Leave taken 

	
	· Annual leave remaining 

	
	· Annual Leave brought forward 

	
	· Manual annual leave adjustment 

	1.33.24
	The System shall allow users to create, read and update the number of carried forward annual leave days. 

	1.33.25
	The System shall use the sum of the annual leave entitlement days and the carried forward annual leave days for any purpose for which it needs to know an employee's total number of annual leave days. 

	1.33.26
	The System shall allow the allocation of set holiday dates that cannot be changed, by anyone other than a superuser of the System.  These holidays shall be configured at Institution level. Holidays should not be able to be altered retrospectively by the employee (ie after the date on which the leave occurred) 

	1.34
	Requests to Work from Home 

	1.34.1
	The System should allow employees to make a request to their line manager to work from home. 

	1.34.2
	When the user logs in (online), the System should display their name and NI number to them. 

	1.34.3
	The System should allow the user to enter the first day they wish to work from home and the last day they wish to work from home.  

	1.34.4
	The System should allow the user to enter the total number of days off being requested (including half days). 

	1.34.5
	The System should allow the user to enter free text indicating the reason/s for making request. 

	1.34.6
	The System should allow the user to send the request to their line manager. 

	1.34.7
	The System should allow a line manager to approve working from home requests from their staff. 

	1.34.8
	The System should allow a line manager to decline working from home requests from their staff. 

	1.34.9
	The System should allow a line manager to enter a reason for declining a working from home request. 

	1.34.10
	The System should link to the approved risk assessment for working from home. 

	1.34.11
	Users should be allowed to flag themselves as working from home on the system – independent of any work pattern. 

	1.34.12
	The System should include a customizable workflow which determines how work from home requests are processed. 

	1.35
	Unforeseen Absence (Sickness Absence & Dependent’s Leave) 

	1.35.1
	The System shall allow authorized personnel to record the following information in relation to absence notification: - 

	
	· First Name of absent employee 

	
	· Surname of absent employee 

	
	· Type of absence (sick leave, dependent’s leave, unauthorized) and should be linked to disability or pregnancy where appropriate. 

	
	· Date contacted 

	
	· Time contacted 

	
	· Phoned personally Yes/No 

	
	· Indication of when employee likely to return to work (Next day, within a few days, a week or more, no information provided) 

	
	· Reason for absence – with ability to redact this from line manager 

	
	· GP/Hospital attendance 

	
	· Any action required of employee's line manager in relation to work program, diary commitments, lectures, tutorials etc 

	
	· Notification received by 

	
	· Date of return to work discussion 

	1.35.2
	On completion of the absence notification, the System will automatically email the absent employee requesting them to complete the online self-certification/absence form on their return. 

	1.35.3
	The System shall allow employees to record the following information for unplanned absence: - 

	
	· Employee surname (auto populate based on employee no) 

	
	· Employee first name (auto populate based on employee no) 

	
	· Department (auto populate based on employee no) 

	
	· Absence type (sick leave, dependents leave) 

	
	· Authorised (Yes, No) 

	
	· First date of nonattendance at work 

	
	· Date contacted department 

	
	· Person contacted 

	
	· Date returned to work 

	
	· Justification for leave 

	
	· Absence Category (drop down) 

	
	· Doctor's certificate (Yes, No) 

	
	· No of days off work  (should be automatically calculated) 

	1.35.4
	The System shall allow the employee to submit the form, at which point the System will send the form to their line manager. 

	1.35.5
	The System shall include a customizable workflow which determines how to process unplanned absence submissions depending on the absence type. 

	1.35.6
	The System shall allow the line manager to submit/approve the form. 

	1.35.7
	The System shall flag up to users any employee who was notified as absent from which they have not completed self cert/absence form. 

	1.35.8
	The System shall flag up to the user when specific types of absence reach a nominated threshold, for example to indicate continuous absence, or if the absence record indicates a specific pattern of absences (e.g. particular days of the week/year, pre/post weekend etc.) or excessive dependents leave. 

	1.35.9
	The System shall keep a running total of the number of sick days and instances for each employee in a 52-week rolling year. 

	1.35.10
	The System shall be able to automatically work out if someone is entitled to statutory sick pay (SSP) based on HMRC rules (in relation to Period of Incapacity for Work, earning's, qualifying days and waiting days). 

	1.35.11
	The System shall be able to automatically calculate SSP for those entitled to it based on HMRC daily rate tables and rules. 

	1.35.12
	The System shall show SSP on payslips on a separate line from all other types of payment. 

	1.35.13
	The System shall flag up to the user any employee whose entitlement to full Occupational Sick pay is due to expire within a number of user defined weeks. 2.13.14 The System shall flag up to the user any employee whose entitlement to 1/2 Occupational Sick pay is due to expire within a number of user defined weeks. 

	1.35.14
	The System shall automatically pay occupational sick pay in line with contractual entitlement to employees, for example length of service may affect the entitlement. To include Occupational Maternity Pay (OMP) and Statutory Maternity Pay (SMP)  and Additional maternity Pay (AMP) 

	1.35.15
	The System should allow for managers to log a return to work meeting with associated notes and to close off an absence. 

	1.36
	Absence Monitoring Reports  

	1.36.1
	The System shall allow the user to generate a report for a specific person or Department or School between two dates, which displays the following absence details grouped by employee in ascending order of surname: - 

	
	· Employee ID 

	
	· Employee surname 

	
	· Employee first name 

	
	· Department/school 

	
	· Job Title 

	
	· Campus  

	
	· Hours per week 

	
	· Hours per week (not sessional) 

	
	· Weeks per year 

	
	· Sessional weeks 

	
	· Contract Type 

	
	· Line Manager 

	
	· Absence type (sick leave, dependents leave) 

	
	· First date of non-attendance at work (with clickable calendar entry) 

	
	· Date returned to work  

	
	· Duration of absence (number of days lost) 

	
	· Justification for leave 

	
	· Absence category 

	
	· Doctor's certificate/Fit note (yes, no) 

	
	· Number of sickness absence incidents in preceding 12 months under 4 weeks in duration 

	
	· Number of sickness absence incidents in preceding 12 months over 4 weeks in duration 

	
	· Number of dependents leave days off in preceding 12 months 

	1.36.2
	The System shall allow the user to generate a report for a specific school or department if the absence record indicates a specific pattern of absences (e.g. particular days of the week/year, pre/post weekend etc.)  

	1.36.3
	Family Friendly Leave (Maternity, Adoption, Maternity Support (Paternity), Shared Parental, Parental & Dependents Leave) 

	1.36.4
	The System shall allow an employee to request online maternity, adoption, maternity support (paternity) or parental leave by providing the following information: - 

	
	· Employee Number 

	
	· Employee surname (auto populate based on employee no) 

	
	· Employee first name (auto populate based on employee no) 

	
	· Department/School (auto populate based on employee no) 

	
	· Leave type (maternity leave, adoption leave, maternity support leave (paternity), parental leave) 

	
	· Name of child (for adoption/maternity support leave/parental leave) 

	
	· Child's date of birth (for adoption/maternity support/parental leave) 

	
	· Due date (for maternity/maternity support leave) 

	
	· Placement date (for adoption leave) 

	
	· Adoption Agency Name 

	
	· Adoption Agency Address 

	
	· First date of proposed non-attendance at work 

	
	· Proposed return date to work 

	
	· No of days off work 

	1.36.5
	The System shall automatically record a status for each leave request (Received, Approved, Under discussion) 

	1.36.6
	The System shall allow the employee to track the status of the request online 

	1.36.7
	When the employee submits the request, the System shall send the request to the employee's line manager and set the status of the request to 'Received'. 

	1.36.8
	The System shall notify the line manager how many days of the specific type of leave being requested the employee has had before. 

	1.36.9
	The System shall allow the line manager to update the status of the request to 'Approved'. 

	1.36.10
	The System shall allow the line manager to update the status of the request to 'Declined' 

	1.36.11
	The System shall allow the line manager to enter a reason for declining the request 

	1.36.12
	The System shall allow authorized personnel to enter Family Friendly Leave requests that have been completed on paper. 

	1.36.13
	The System should include a customisable workflow which determines how to process family friendly leave requests. 

	1.37
	Maternity & Adoption Leave 

	1.37.1
	the system shall provide in system alerts for key dates for example, date at which the employee has to advise the University of their intended return to work. 

	1.37.2
	The System shall record how many days maternity leave each female employee has taken. 

	1.37.3
	The System shall record how many days adoption leave each employee has taken. 

	1.37.4
	The System shall allow the user to indicate that they have seen a MATB1 form for each female employee. 

	1.37.5
	The System shall be able to create, read and update the Expected Week of Childbirth (EWC) for each employee. 

	1.37.6
	The System shall be able to create, read and update the Actual Week of Childbirth (AWC) for each employee. 

	1.37.7
	The System shall be able to create, read and update the Qualifying Week for each employee. 

	1.37.8
	The System shall allow the user to indicate that a particular employee has to be paid Statutory Maternity Pay (SMP). 2.16.8 The System shall allow the user to indicate that a particular employee has to be paid Statutory Adoption Pay (SAP). 

	1.37.9
	The System shall be able to create, read and update SMP 

	1.37.10
	The System shall be able to create, read and update SAP for the following: 

	1.37.11
	Expectant employees with either less than 26 weeks continuous service at the beginning of the 15th week before the EWC (Expected Week of Childbirth) or with average weekly earnings below the lower earnings limit for national insurance contributions, are not entitled to payment of SMP by the Institution.  They may however be entitled to claim Maternity Allowance from Jobcentre Plus in which case the System should apply nil pay to this employee.   

	1.37.12
	Expectant employees with at least 26 weeks continuous service at the beginning of the 15th week before the EWC (Expected Week of Childbirth) and whose average weekly earnings are at least equal to the lower earnings limit for national insurance contributions, are entitled to payment of SMP by the Institution.  This would be paid as follows: - 

	
	· The first 6 weeks at 90% of average weekly earnings (to include SMP) 

	
	· The following 33 weeks at SMP only or 90% of weekly earnings – or whichever is less 

	
	· Employees earning less than the current rate of SMP would receive 90% of their average weekly earnings for the entire 39-week period.   

	1.37.13
	For expectant employees with 26 weeks continuous service or more the System will allow payment in line with the policy of the Institutions 

	1.37.14
	The System shall allow the user to record up to 10 KIT (keeping-in-touch) dates for employees on maternity leave. 

	1.37.15
	The System shall allow the user to record up to 10 KIT dates for employees on adoption leave. 

	1.37.16
	The System shall pay the employee at their normal contracted rate of pay for KIT days. 

	1.37.17
	The System shall allow employees to complete an online pension election form indicating that they wish their unpaid maternity leave to count for pension purposes. 

	1.37.18
	The System shall allow HR users to enter pension election data that has been completed on paper. 

	1.37.19
	If an employee wishes unpaid maternity leave to count for pension purposes the System shall calculate the employee's pension contribution based on the salary the employee receives on the day they return to work. 

	1.37.20
	If an employee wishes unpaid adoption leave to count for pension purposes the System shall calculate the employee's pension contribution based on the salary the employee receives on the day they return to work. 

	1.37.21
	If an employee wishes unpaid maternity leave to count for pension purposes the System shall calculate the employer's pension contribution for that employee based on the notional full pay of the employee. 

	1.37.22
	The System shall not deduct pension contributions from employer or employee during periods of unpaid maternity leave.

	1.37.23
	The System shall not deduct pension contributions from employer or employee during periods of unpaid adoption leave. 

	1.38
	Maternity Support (Paternity) Leave 

	1.38.1
	The System shall record how many days maternity support leave each employee has taken. 

	1.38.2
	The System shall pay Statutory Paternity Pay (SPP) to those on maternity support leave with average weekly earnings in the eight weeks up to an including the qualifying week equal to or more than a user defined amount (the lower earnings limit for national insurance contribution purposes) 

	1.38.3
	The System shall be able to create, read and update statutory paternity arrangements (i.e. pay and number of weeks entitlement) 

	1.38.4
	For employees with 26 weeks continuous service or more at the beginning of the 15th week before the Expected Week of Childbirth (EWC), the System shall pay: - These threshold values shall be configurable by the Institution post-implementation at no additional cost: 

	1.39
	Parental Leave 

	1.39.1
	The System shall allow employees to make a request to their line manager, to HR, for parental leave. 

	1.39.2
	When the user logs in (online), the System shall display their name and NI number to them. 

	1.39.3
	The System shall allow the user to enter the first day they wish to take parental leave and the last day they wish to take parental leave. 

	1.39.4
	The System shall allow the user to enter the total number of days being requested (including half days). 

	1.39.5
	The System shall allow the user to enter free text indicating the reason/s for making request. 

	1.39.6
	The System shall allow the user to send the request to their line manager. 

	1.39.7
	The System shall allow a line manager to approve parental leave requests from their staff. 

	1.39.8
	The System shall allow a line manager to decline parental leave requests from their staff. 

	1.39.9
	The System shall allow a line manager to enter a reason for declining a parental leave request. 

	1.39.10
	The System shall record the start and end date of parental leave periods. 

	1.39.11
	The System shall record how many days parental leave each employee has taken. 

	1.39.12
	The System shall not pay the employee during the period of parental leave absence. 

	1.40
	Shared Parental Leave (SPL) 

	1.40.1
	The System shall allow employees to make a request to their line manager for Shared Parental Leave (SPL), to start the SPL the mother must end her maternity leave or adoption leave. 

	1.40.2
	When the user logs in (online), the System shall display their name and NI number to them. 

	1.40.3
	The System shall allow the user to enter the first day they wish to take SPL and the last day they wish to take SPL. A mother cannot return to work before the end of the compulsory two weeks of maternity leave following the birth. If adopting, the person claiming adoption pay shall take at least two weeks of adoption pay. 

	1.40.4
	The System shall allow the user to enter the total number of days being requested (including half days). 

	1.40.5
	The System shall allow the users to book up to three separate blocks of SPL instead of taking SPL as one continuous leave period. 

	1.40.6
	The System shall allow the user to enter free text indicating the reason/s for making request. 

	1.40.7
	The System shall allow the user to send the request to their line manager. 

	1.40.8
	The System shall allow a line manager to approve SPL requests from their staff. 

	1.40.9
	The System shall allow a line manager to decline SPL requests from their staff. 

	1.40.10
	The System shall allow a line manager to enter a reason for declining a SPL request. 

	1.40.11
	The System shall record the start and end date of SPL periods. 

	1.40.12
	The System shall record how many days SPL each employee has taken. 

	1.40.13
	The System shall not pay the employee during the period of parental leave absence. 

	1.41
	Leave Of Absence 

	1.41.1
	The System shall allow employees to make a request to their line manager for, referral to HR, for a leave of absence following the same process as outlined in previous requests procedures outlined above. 

	1.41.2
	The System shall record the start date and end date of the leave period. 

	1.41.3
	The System shall not pay the employee during the period of leave absence. 

	1.42
	Flexible Working 

	1.42.1
	The System shall allow an employee to make a flexible working request online (if allowed by the Institution) to their line manager, and workflow to HR, by allowing the following information to be recorded: - 

	
	· Employee Number 

	
	· Employee Surname (auto populate based on employee no) 

	
	· Employee first name (auto populate based on employee no) 

	
	· Date request received (automatically populated by system) 

	
	· Request category (Statutory, Non Statutory) 

	
	· Statutory Type (Childcare responsibilities, adult caring responsibilities) 

	
	· Reason for request 

	
	· Current working pattern 

	
	· Proposed working pattern 

	
	· Change to commence from 

	
	· Effect on Department and colleagues (free text) 

	
	· Countermeasures to deal with negative effects (free text) 

	1.42.2
	The System shall automatically record a status for each flexible working request (Received, meeting scheduled, Authorised, Declined, Appeal in progress, Appeal authorised, Appeal rejected). 

	1.42.3
	The System shall allow the employee to track the status of the flexible working request online. 

	1.42.4
	When the employee submits the flexible working request the System shall send the request to the employee's line manager and set the status of the request to 'Received'. 

	1.42.5
	The System shall notify the line manager how many weeks continuous service the employee has (where this information is required). 

	1.42.6
	The System shall notify the line manager if the employee has made a flexible working request in the previous 12 months. 

	1.42.7
	The System shall allow the line manager to update the status of the flexible working request to 'Meeting scheduled' once a meeting has been arranged. 

	1.42.8
	The System shall allow the line manager to update the status of the flexible working request to 'Authorised'. 2.21.9 The System shall allow the line manager to update the status of the flexible working request to 'Declined'. 

	1.42.9
	The System shall allow the line manager to enter a reason for declining the request (free text). 

	1.42.10
	The System shall allow the employee to indicate that they would like to appeal the decision and the System will automatically set the status of the flexible working request to 'Appeal in Progress'. 

	1.42.11
	The System shall allow the line manager to update the status of the flexible working request to 'Appeal Authorised'. 

	1.42.12
	The System shall allow the line manager to update the status of the flexible working request to 'Appeal Declined'. 

	1.42.13
	The System shall allow the line manager to enter a reason for Declining the Appeal (free text). 

	1.42.14
	The System shall allow HR users to enter Flexible Working Request data that has been completed on paper. 

	1.43
	Time off in Lieu

	1.43.1
	The system should identify time accrued, approved by the appropriate line manager and time scheduled and taken 

	1.44
	Research Time

	1.44.1
	The system should identify time approved, scheduled time from other activities approved by the appropriate line manager and time as scheduled and taken and the time remaining in the approval. (whether scheduled or not)   

	1.45
	Job Evaluation & Matching 

	1.45.1
	The system should allow for an API to the external HERA job evaluation process (currently ACC) 

	1.45.2
	The System shall allow the user to record the following information in relation to job matching: - 

	
	· Type (Grading of new post, Grading of vacant post, Re-grading, Confirmation of Grade) 

	
	· Job Title 

	
	· Institution 

	
	· Current/previous post holder 

	
	· Current/previous grade 

	
	· Date of role evaluation 

	
	· Name of role analysts (up to 3) 

	
	· Job Description (word doc) 

	
	· Matched (Yes, No) 

	
	· Grade allocation (drop down: Grades 1-14c (currently 18 Options in total) 

	
	· Appeal (Yes, No) 

	
	· Date of role evaluation Appeal 

	
	· Role analysts names (up to 3) 

	
	· Grade allocated 

	
	· Final grade confirmed 

	
	· Comments 

	
	· Date of initial match 

	
	· Initial grade allocation 

	
	· Date of JD comparison 

	
	· Confirmed grade 

	
	· Date grade confirmed 

	
	· Comments 

	1.46
	Hearings (Performance Improvement/Grievance/Disciplinary/Alcohol, Drugs and Substance Misuse/Dignity & Respect at Work/Suspension/Appeal) 

	1.46.1
	The System shall allow the following information to be created, read, updated, deleted about hearings: 

	
	· Employee No 

	
	· Employee Surname (auto populate based on employee no) 

	
	· Employee Forename (auto populate based on employee no) 

	
	· Employee's Line Manager (auto populate based on employee no) 

	
	· Hearing type (Drop down - Exit Interview/Performance 

	
	· Improvement/Grievance/Disciplinary/Alcohol, Drugs & Substance 

	
	· Misuse/Dignity & Respect at Work/Termination Consultation) 

	
	· Overview of nature of hearing (free text area) 

	
	· Outcome/recommendation (Recorded verbal, 1st written, Final written, Dismissal with notice, Summary dismissal) 

	
	· Employee Suspended 

	
	· Reason for suspension 

	
	· Date of suspension  

	
	· Expunge date 

	
	· The System shall allow up to 20 hearings to be recorded against each employee. 

	1.47
	Referral to Occupational Health 

	1.47.1
	The System shall allow the following information to be created, read and updated about referrals to occupational health: - 

	
	· Employee No 

	
	· Employee Surname (auto populate based on employee no) 

	
	· Employee Forename (auto populate based on employee no) 

	
	· Employee's Line Manager (auto populate based on employee no) 

	
	· Reason for referral 

	
	· Questions asked as part of the referral 

	
	· Attach job description 

	
	· Physical nature of job 

	
	· Date of referral 

	
	· Outcome/recommendation 

	
	· The System shall allow for user defined fields where there are no suitable or related fields available. 

	1.48
	Leaver Process 

	1.48.1
	The System shall allow the following information to be created, read, and updated about an employee who is leaving the organisation: - 

	
	· Employee No 

	
	· Employee Surname (auto populate based on employee no) 

	
	· Employee Forename (auto populate based on employee no) 

	
	· Employee's Line Manager (auto populate based on employee no) 

	
	· Date of leaving                                                                                                                             

	
	· Reason for leaving (drop down - resignation, employment termination, end of fixed term contact, retirement, redundancy, death in service) 

	
	· Reason for leaving (free text area) 

	
	· (if type is redundancy) Available for redeployment; and 

	
	· Re-employ                                                                                                                                    

	
	· Leaving Destination (for HESA) 

	1.48.2
	The System shall allow the user to record answers to up to 30 exit interview questions. 

	1.48.3
	The System should flag on screen and via report if a leaver has a training agreement in place where repayment is required, or whether there is any other funding due back to the Institution from a Cycle to Work Scheme or they are repaying a debt. 

	1.48.4
	Once an employee is marked as a 'Leaver' the System shall return a 'historic employee ... Do you wish to continue?' message whenever a user attempts to do any processing on that employee's record. 

	1.48.5
	The System shall automatically archive leavers' data for a user defined period of time after their leaving date. 

	1.48.6
	The System shall automatically flag up to users temporary and fixed term contracts that will reach their expiry date within a user defined time period. 

	1.48.7
	The System shall prompt the user to 'consult the Leaver Checklist' for employees whose contract will expire within a user defined period of time. 

	1.48.8
	The System shall allow for the deletion of some or full data for ‘leavers’ based on defined requirements and appropriate Data Protection requirements through a workflow process including approval. 

	1.48.9
	The System shall allow for the user to temporarily re-instate a leaver for payroll to process payment after leaving. 

	1.49
	Leaver Process Reports 

	1.49.1
	The System shall allow the user to generate a report which shows all the leavers in a particular Department or institution wide for a particular date range and sorted in alphabetical order of surname: 

	
	•	Employee No 

	
	•	Employee Surname 

	
	•	Employee Forename 

	
	•	Employee Start Date 

	
	•	Date of departure 

	
	•	Departure type (drop down - resignation, employment termination, end of fixed term contract, retirement, redundancy, death in service, other – free text area) 

	
	•	Reason for departure (free text area) 

	
	•	Available for redeployment 

	1.50
	Recruitment  

	1.50.1
	Ability to create alerts for internal only applicants, and ability to create alerts for external applicants to jobs of relevance to them 

	1.50.2
	The System shall be able to support different processes for applying for vacancies, one for internal candidates and one for external candidates. 

	1.50.3
	The System shall allow a variety of application processes to be used, for example CVs only, application forms, directed questions etc. Ideally this will have the ability to handle multiple application types, and multiple media types for submitting an application.  

	1.50.4
	It would be desirable if the System enables applications to be completed by CVs being read intelligently and automatically filing the relevant fields on an application form. 

	1.50.5
	The System shall have the following fields for applications. The following fields should be configured as part of the initial implementation: 

	
	· Vacancy Number (pre-populated); 

	
	· Vacancy Title (pre-populated); 

	
	· Reference Number (pre-populated); 

	
	· Right to Work in the UK: 

	
	· Do you have the right to work in the UK (Yes/No); 

	
	· Reason why you have the right to work in the UK (drop down list); 

	
	· If no, please state Nationality (free text); 

	
	· If no, please give details of visa currently held: 

	
	· Certificate Number and Expiry Date; 

	
	· Details of Qualifications; 

	
	· Details of Training; 

	
	· Professional Memberships (including GTCS); 

	
	· Details of Previous Employment (employer, dates, job title, type of contract, salary, brief description of duties and reason for leaving)  

	
	· Allowance for a full employment history so all gaps are accounted for; 

	
	· Details of Driving License; 

	
	· References; 

	
	· Registered with PVG Scotland (Protecting Vulnerable Groups); 

	
	· Date started in the Institution or HE Sector (depending on Institution); 

	
	· Supporting Statement (free text area); 

	
	· Where did you see post advertised (drop down configurable during implementation);	 

	
	· Criminal convictions that must be declared; and

	
	· Declarations. 

	
	· The System shall have the following fields for equality and diversity which shall be configured as part of the initial implementation: 

	
	· Nationality (including dual nationality); 

	
	· Age (date of birth); 

	
	· Disability Information; 

	
	· Marriage and Civil Partnership; 

	
	· Gender Reassignment; 

	
	· Pregnancy and Maternity; 

	
	· Race; 

	
	· Religion and Belief; 

	
	· Sex; 

	
	· Sexual Orientation; 

	
	· Caring responsibilities; and Restrictions (Institution has the ability to set relevant questions). 

	1.48.6
	The System shall allow for uploading of recruitment documentation such as information packs, job descriptions, persons specifications and so on. 

	1.48.7
	The System shall allow for identification of the guaranteed interview under the Disability Confident Scheme. 

	1.48.8
	The API provided by the System shall allow for integration with social media platforms, the Institution Intranet and Job Boards as well as external providers, e.g., S1 Jobs, Jobs.ac.uk. 

	1.48.9
	The System shall include a customizable workflow which determines how the recruitment process is conducted. This workflow will be agreed during implementation and should be fully configurable by the Institution post implementation. 

	1.48.10
	The System should allow candidates to create their own personal profiles and   register for job alerts. 

	1.48.11
	The System should automatically enable applicant information to be deleted after a specified period of time if they have not been successful for a post. 

	1.48.12
	The System should create online shortlist packs which can be automatically sent to the recruiting manager and HR nominee. Packs shall also be able to be printed. 

	1.50.13
	It would be desirable if the System is capable of enabling on-boarding through the automatic generation of offer letters, induction information and link to the induction sites. 

	1.50.14
	The System shall allow for transfer of data from recruitment through to the HR system for all personal data for successful applicants. 

	1.50.15
	The System shall allow for full reporting by characteristics identified above by vacancy and then by aggregated vacancy over a time period including: identified of number of partial applications, number of completed applications, number rejected at each stage, number of successful applicants. 

	1.51
	Process Reporting Requirements 

	1.51.1
	The System shall allow users to report on any data item recorded in the System. 

	1.51.2
	The System shall allow users to export all reports into MS Excel and CSV 

	1.51.3
	The System shall allow users to report on live data, archived data or both live and archived data simultaneously. 

	1.51.4
	The System shall have the capability to run reports containing data at a retrospective date/period, including previous tax years. 

	1.51.5
	The System shall print the creation date and time and page number on all reports generated. 

	1.51.6
	The System shall be able to produce the prevailing organization chart for each department or the whole institution. 

	1.51.7
	It is desirable that the System is able to produce an organization structure report for each department or the whole institution, with ability to provide budget costing models for change based on assumptions made at the time (i.e., % salary increase etc.). 

	1.51.8
	The System shall be able to produce a report of the establishment (approved roles (whether filled or vacant) in comparison to actual staff in post. This report options should include by Department or the whole institution and allow for budgetary costing comparisons. 

	1.52
	Equality & Diversity Reports 

	1.52.1
	The System shall allow the user to generate a staff numbers report detailing headcount, FTE and percentage on the basis of all Protected Characteristics of the Equality Act 2010 (e.g. age, disability, gender reassignment, marriage and civil partnership, race, religion or belief, sex and sexual orientation) by and without limitation:- 

	
	· Grade 

	
	· Campus 

	
	· Department 

	
	· Staff Type 

	
	 

	1.53
	Equal Pay Reports 

	1.53.1
	The System shall allow users to generate a report which details Distribution of posts   by Grade staff numbers based on the Protected Characteristics.    

	1.53.2
	The System shall allow users to generate a report which details Distribution by Age Group by staff numbers on each grade by age group. 

	1.53.3
	The System shall allow users to generate a report which gives the average FTE salary by grade based on the Characteristics 

	1.53.4
	The System shall allow users to generate a report which gives the numbers receiving Contribution Relation Pay (CRP) by Gender and Age. 

	1.53.5
	The System shall allow users to generate a report on average pay on entry for new starters by grade and gender, which details the following:- 

	
	· The number of female and males new starts on each grade 

	
	· The average starting salary of female and male new starts on each grade 

	
	· The average starting FTE salary of female and male new starts on each grade 

	1.53.6
	The System shall allow users to generate a report which details the number and percentage of male and female on each point within each grade 

	1.53.7
	The System shall allow users to generate a report which details the number and percentage of males and females on each grade subject to protected salaries 

	1.54
	Staffing Information Reports 

	1.54.1
	The System shall be able to generate staff information reports, including and not limited to the series of reports as listed below:   This may be through in-built configurable dashboards, but should also allow for tools such as Power Automated, to dynamically acquire and present data to other analytic tools, for example Powe BI. 

	1.54.2
	The System shall automatically generate a monthly report to be sent to a defined list of users which displays the following information for all new appointments: - 

	
	· Employee No 

	
	· First name 

	
	· Surname 

	
	· Job title 

	
	· Department 

	
	· Campus  

	
	· Previous post details (if applicable)  

	
	· Cost Centre 

	
	· Grade 

	
	· Spinal Point 

	
	· Contract Start Date 

	
	· Contract End Date (if known) 

	
	· FTE 

	1.54.3
	The System shall automatically generate a monthly report to be sent to a defined list of users which displays the following information for all employees whose contract has expired: - 

	
	· Employee No 

	
	· First name 

	
	· Surname 

	
	· Job title 

	
	· Department 

	
	· Campus  

	
	· Leaving date 

	1.54.4
	The System shall allow users to generate a report for a specific Department which display the following details for each employee in the Department: - 

	
	· Employee Number 

	
	· Title 

	
	· First Name 

	
	· Surname 

	
	· Date of birth 

	
	· Age 

	
	· Gender 

	
	· Contract Type 

	
	· HESA Activity  

	
	· Contract Start Date 

	
	· Length of service 

	
	· Contract Type 

	
	· Campus    

	
	· Department   

	
	· Staff Group                                                                                                                                   

	
	· Job Title 

	
	· FTE 

	
	· Contracted hours 

	
	· Contracted days 

	
	· Salary 

	
	· Grade 

	
	· Spinal point  

	
	· Hourly rate 

	
	· Account code 

	
	· Fixed Term or Permanent 

	
	· Sessional weeks 

	
	· Sessional paid 

	
	· Master job 

	
	· Appointment Category 

	
	· Appointment Type 

	
	· Projected end date 

	
	· Annual Leave 

	
	· Line Manager 

	
	· Comments 

	1.54.5
	The System shall allow users to generate a report relating to standard numbers including vacant posts which details the following for every Department: - 

	
	· Staff Numbers 

	
	· Fixed Term Contracts 

	
	· Total headcount 

	
	· FTE Numbers 

	
	· Fixed Term Contracts 

	
	· Total staff (FTE) 

	
	· Atypical (hourly paid) Staff Numbers 

	
	· Total Staff Numbers across all Schools/Departments 

	
	· Total Fixed Term Contracts across all Schools/Departments 

	
	· Total headcount across all Schools/Departments 

	
	· Total FTE Numbers across all Schools/Departments 

	
	· Total Fixed Term Contracts across all Schools/Departments 

	
	· Total staff (FTE) across all Schools/Departments 

	
	· Total Atypical (hourly paid) Staff Numbers across all Schools/Departments 

	1.54.6
	The System shall allow users to generate a report of staff numbers (headcount) & FTE which is grouped by: - 

	
	· Grade 

	
	· Contract type 

	
	· Department 

	
	· Campus 

	1.54.7
	The System shall allow users to generate a report that displays the following information for everyone on a fixed term contract: - 

	
	· School/Department 

	
	· Employee Number 

	
	· First Name 

	
	· Surname 

	
	· Contract Start Date 

	
	· Contract type 

	
	· Job Title 

	
	· Campus 

	
	· Appointment category 

	
	· Appointment Type 

	
	· Basic days 

	
	· Basic hours 

	
	· Notice 

	1.54.8
	The System shall allow users to generate a report that displays the following information for people who will have 10, 20, 25, 35 or 40 years of service within a user defined period of time: - 

	
	· Employee Number 

	
	· Title 

	
	· First name 

	
	· Surname 

	
	· Known as 

	
	· Gender 

	
	· Date of birth 

	
	· Contract Start Date 

	
	· Contract Start Year 

	
	· Contract Start Month 

	
	· Total service 

	
	· Contract Type 

	
	· HESA Activity Code 

	
	· Campus  

	
	· Department/School 

	
	· Job Title 

	1.54.9
	The System shall allow users to generate a report that shows the following for Schools/ Departments: - 

	
	· The total number of academic staff for the School/ Department 

	
	· The total percentage of academic staff for the School/ Department  

	
	· The total percentage of support staff for the School/ Department 

	
	· The total number of academic staff by School/ Department 

	
	· The total number of support staff by School/ Department 

	
	· The ratio of academic staff to support staff by School  

	
	· Ratio of All Academic Staff to all other Institution Staff 

	
	· The total number of academic staff (FTE) 

	
	· The total number of support staff (FTE) 

	
	· The percentage of academic staff 

	
	· The percentage of support staff 

	
	· The ratio of academic staff to support staff 

	1.55
	Configuration

	1.55.1
	The System shall allow the user to create, read and update Staffing Authorizations Request Types as follows, for example: - 

	
	· New/replacement post,  

	
	· Sick/maternity leave cover,  

	
	· Extension to contract,  

	
	· Increase/decrease in hours,  

	
	· Acting up allowance. 

	
	· The case for career progression 

	1.55.2
	The System shall allow the user to create, read and update locations at which employees can be based.                                                                                                                  

	1.55.3
	The System shall allow the user to create, read and update sub locations at which employees can be based. 

	1.55.4
	The System shall allow the user to create, read and update job titles, for example:  

	
	· Head of Department,  

	
	· Professor,  

	
	· Reader,  

	
	· Senior Lecturer,  

	
	· Lecturer,  

	
	· Research Fellow,  

	
	· Research Assistant. (Full list of job titles can be provided on request) 

	1.55.5
	The System shall allow the user to create, read and update staff categories, for example: - 

	
	· Academic,  

	
	· Admin,  

	
	· Technical,  

	
	· Maintenance etc. 

	
	 

	1.55.6
	The System shall allow the user to create, read and update a number of Activity Codes, as per the link to the HESA website below: 

	1.55.7
	http://www.hesa.ac.uk/index.php?option=com_collns&task=show_manuals&Itemid=233&r=11026&f=024    

	1.55.8
	The System shall allow the user to create (as noted below), read and update contract types, for example: - 

	
	· Senior Manager   

	
	· HE2000 (Lecturers, Senior Lecturers, Heads of Department & Readers) 

	
	· HE2000 (Professors) 

	
	· FE64 (Lecturers, Heads of Department, Senior Lecturer & Readers) 

	
	· FE64 (Professors) 

	
	· Support Staff 

	1.55.9
	The System shall allow the user to create multiple pay and grade structures. 

	1.55.10
	The System shall allow the user to create, read, update and delete/add grades. 

	1.55.11
	The System shall determine an employee's notice period based on their contract type and grade. 

	1.55.12
	The System shall allow the user to create, read and update the following allowance types, (minimum of 50) for example: - 

	
	· Basic Pay 

	
	· Basic Hours 

	
	· Overtime Hours 

	
	· Expenses 

	
	· Pay adjustment 

	
	· Pen O/T (Full list provided on request). 

	1.55.13
	The System shall allow the user to create, read and update the following attributes for each allowance type, for example: - 

	
	· Taxable (Yes, No) 

	
	· Pensionable (Yes, No) 

	
	· National Insurance (Yes, No) 

	
	· Holiday Pay (Yes, No) 

	
	· Max Limit 

	
	· Arrears 

	1.55.14
	The System shall allow the user to create, read and update the following Age Brackets: - 

	
	· 15 year olds

	
	· 16-20 

	
	· 21- 25 

	
	· 26-30 

	
	· 31-35

	
	· 36-40

	
	· 41-45

	
	· 46-50 

	
	· 51-55

	
	· 56-60 

	
	· 61-64 

	
	· 65+ 

	
	· undisclosed 

	1.55.15
	The System should allow the user to create, read and update the following Ethnicities: - (This is based on the Scottish Government’s last Census.) 

	
	· White-British,  

	
	· White-Irish,  

	
	· White-Scottish,  

	
	· White – Polish 

	
	· White – Gypsy / Traveller 

	
	· White – Roma 

	
	· White – Showman / Show-woman 

	
	· White Other; 

	
	· Mixed or multiple ethnic groups; 

	
	· Asian, Asian Scottish or Asian British  –  Pakistani; 

	
	· Asian, Asian Scottish or Asian British – Indian; 

	
	· Asian, Asian Scottish or Asian British – Bangladeshi; 

	
	· Asian, Asian Scottish or Asian British – Chinese; 

	
	· Asian – Other; 

	
	· African, Scottish African or British African; 

	
	· Caribbean or Black; 

	
	· Other Ethnic group – Aryan; Other Ethnic group – other; and 

	
	· Not disclosed/information refused 

	1.56
	General Non-Functional Requirements 

	1.56.1
	The System should be capable of being branded with The Institutions logo in line with their Marketing standards. 

	1.56.2
	The System shall support a number of varying concurrent HR/Payroll users actively modifying records, running reports and queries, without crashing, losing data or affecting response times. Scalability to maintain all service level performance obligations in response to both planned and unanticipated levels of users. 

	1.56.3
	For self-service options, it is estimated that the Institution will require access by a varying number of users concurrently to modify, and without limitation, personal details and submit leave requests and timesheets for authorization. 

	1.56.4
	The System shall have the capacity to hold additional live records over and above the staff headcount numbers (due to variations in visiting staff numbers).   

	1.56.5
	The System shall have capacity to hold archive records in line with GDPR and HMRC Guidelines.   

	1.56.6
	The System shall prevent anyone who does not have a legitimate log-on to the System from gaining access to the System. 

	1.56.7
	The System shall allow users to be set up with different access levels to the System. 

	1.57
	Integration and Extension Capabilities    

	1.57.1
	The Contractor System shall be fully capable of delivering seamless real time integration and support, without limitation to, the Systems below:   

	1.57.2
	Finance Systems (typically provided to the sector by Technology One, Oracle, Unit4, Symmetry Ltd, Sun-Systems or equivalent).   

	1.57.3
	Single Sign On (SSO) solutions (e.g. Shibboleth, LDAP or equivalent). It should be possible to configure multiple authentication mechanisms to use in a given order on a server-by-server basis. 

	1.57.4
	The Contractor System should also be fully capable of delivering seamless live integration to: 

	1.57.5
	Student Records (typically provided to the sector by EES Ltd, Tribal Education Ltd, Ellucian Global Ltd, Advanced Business Software & Solutions Ltd or equivalent) 

	1.57.6
	Cloud-based storage Systems, such as Office 365 (or equivalent) 

	1.57.7
	The Contractor System should also be fully capable of integration with an Enterprise Service Bus (ESB). 

	1.57.8
	The System should provide programmatic APIs which have full Create, Read, Update, Delete (CRUD) functionality for key entities and also allow for bulk import and export of all datasets contained with the System. These APIs should be configured during the implementation phase so that they can be used to deliver seamless, real-time integration with other Institution Systems. 

	1.58
	Further Generic System Capabilities 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	1.58.1
	System should be capable of storing and reporting on employees and other documentation types.  Documentation should be identifiable by Category, and each category could be presentable to staff. 

	1.58.2
	System should be able to create standard documentation and correspondence (Letters, Emails Contracts etc.) based on template information and the information on the system. 

	1.58.3
	System should be able to present self-service reporting to end users based on assigned permissions 

	1.58.4
	System should be able to link with Business Intelligence Tools (e.g. Power BI) to present aggregated information dashboards to identified staff. 

	1.58.5
	System should allow the creation of ad hoc forms and screens to govern the collection of information on a self-service basis and facilitate the information being added directly to the record based on any approval requirements 

	1.58.6
	System should be able to build complex multi-stage workflow requirements to govern document approval – beyond and employee to Line manager relation and to included conditional approval groups out with the org structure. (e.g. Power Automate or an in house solution) 

	1.58.7
	All aspects of the System should be compatible with multi-factor authentication (e.g Microsoft MFA)  

	1.58.8
	The System should be accessible via an app with all service processes available through this method. 

	1.58.9
	The System should have the capability to track queries raised through the System using a case management process 

	1.58.10
	The System should have the capability for staff to ‘chat’ to an Advisor for assistance.

	1.58.11
	The system shall have a roadmap for intrinsic and 3rd party AI integration, including Generative and Agentic AI, particularly aligned to the development of process safeguarding, and analytics.
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