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Specification for intranet for Royal Botanic Gardens, Kew (DRAFT)

RBG Kew wishes to develop a new intranet, and is looking for a supplier to build, host, maintain and support IT for at least two years. All work must be completed by 28 February 2018. As part of their response suppliers should provide a project plan with the key steps involved in delivery and testing, setting out supplier and customer responsibilities, key risks and any assumptions made.

The following tables list our requirements, with M indicating a mandatory requirement and D desirable.  

The site should be developed in an open source content management system.

Access
	Req No
	Description
	Comment
	Priority

	A1
	Access from RBG Kew networks
	Allow read only access from RBG Kew network. Other access via network username and password, with authentication to RBG Kew's Active Directory (AD).
	M

	A2
	Access from outside RBG Kew network
	Control access via network username and password with authentication to AD.
	M



Administration and content management
	Req
	Description
	Comment
	Priority

	B1
	Separate roles
	Provide ‘out of the box’ roles with predefined permissions and workflows (eg administrator, contributor, authenticated user)
	M


	B2
	New roles
	Admins can create new roles with differing permissions
	D

	B3
	Page/post creation
	Administrators can create pages/posts
	M

	B4
	Workflows
	Ability to approve pages/posts before publishing
	D

	B5
	Relevance
	Old, orphaned or unvisited content to be flagged for review
	D

	B6
	Media
	Images, videos and audio can all be uploaded and accessed by visitors
	M

	B7
	Version control
	Provide version control for all posts and pages
	D

	B8
	Templates
	Include a range of standard templates for page layouts 
	M

	B9
	Content review
	Allow the creation of content review/expiry dates
	D

	B10
	Content tagging
	Enable tagging for search and to enable filtering of news items, policies and procedures etc
	M

	B11
	Automated listings
	Enable creation of pages that display index of  specified content eg news listings by tag/type, policies by topic
	D



Engagement
	Req
	Description
	Comment
	Priority

	C1
	Page/post commenting
	Option to enable commenting on a page level basis, with option to turn moderation on or off
	M

	C2
	Blogs
	Support multiple blogs for those with appropriate permissions
	M

	C3
	Staff notice board
	Enable notice board with different categories where all users can add content (and delete own content) 
	M

	C4
	Discussion forums
	Enable creation of discussion forums to which all users can contribute
	D

	C5
	Twitter feeds
	Enable embedded Twitter feeds
	M

	C6
	Forms
	Form creation, data storage and email responses
	D

	C7
	Search
	Enhanced search facility to include  suggested terms when typing in search field, promoted results, ability for admins to add commonly misspelled words so that they are picked up in results
	M

	C8
	Staff directory/search
	Create a staff directory with a separate staff search
	M

	C9
	Twitter/Yammer integration
	Allow users to include social media profiles in their staff directory profile
	D

	C10
	Team pages in staff directory
	Ability to create team, department and directorate pages, with editable text fields and automated listing of all people in team/department/directorate
	M

	C11
	HR system/staff directory sync
	Sync with RBG Kew HR system (Agresso) that creates new user accounts in staff directory for new users added to Agresso, and populates specified fields in the staff directory with data taken from Agresso
	D

	C12 
	Create 'local' user accounts in staff directory
	Admins have ability to add users to the staff directory who do not have accounts in Agresso (eg contractors) and edit all details of that user
	M

	C13
	Polls
	Poll creation 
	D

	C14
	Events calendar
	Calendar/list display of upcoming events
	M



Personalisation 
	Req
	Description
	Comment
	Priority

	D1
	Homepage
	Some areas of the homepage can be customised by users
	D

	D2
	Role-specific content
	Menus/home page to be customisable by role
	D

	D3
	Staff directory
	Users can update specified fields in their staff directory profile
	M

	D4
	Page level subscription
	Uses can subscribe to pages and receive an email when that page is updated
	D

	D5
	Email alerts
	Users can subscribe to a range of different alerts and define frequency of when they receive them
	D



Analytics
	Req
	Description
	Comment
	Priority

	E1
	Google analytics
	Site must be set up to enable Google analytics tracking code to be added
	M

	E2
	Tracking
	More specific page-level, username tracking
	D

	E3
	Search analysis
	Admins to access reports on popular search terms and also failed searches
	M



System
	Req
	Description
	Comment
	Priority

	F1
	High performance
	Pages to load quickly
	M

	F2
	Upgradable
	Able to upgrade core product, plugins and hosting
	M

	F3
	Exit plan
	Provide exit plan details should we decide to move to another provider at contract end
	M



Design and accessibility
	Req
	Description
	Comment
	Priority

	G1
	Responsive design
	Content and containers adjust and reflow to display elegantly on any device 
	M

	G2
	Screen readers
	Content can be read by screen readers
	M

	G3
	Usability and accessibility
	Intranet complies with best practice on usability and accessibility
	M



Security
	Req
	Description
	Comment
	Priority

	H1
	Secure
	Only registered users can read/write 
	M

	H2
	Cookies
	Configurable cookie periods so that users need not login too often
	M




Migration	
	Req
	Description
	Comment
	Priority

	I1
	Content migration
	All live content on existing site (around 2000 html pages plus associated images and documents) to be migrated to the new intranet into an agreed layout and menu structure (information architecture) and appropriate content templates.  
	M

	I2
	User migration
	All existing active user accounts to be migrated 
	M



Hosting and support
	Req No
	Comment
	Priority

	J1
	UK based 24x7 web hosting – 99.5% availability 
	M

	J2
	Scheduled maintenance to take place outside normal office working hours 
	M

	J3
	Ability to scale up or down from initial agreed baseline according to demand 
	M

	J4
	Daily files and database backups held onsite or offsite for at least a month and ability to restore site from backup.  
	M

	J5
	Firewall protection and 24 hour monitoring against threats
	M

	J6
	Recognised best practice for the deployment of software updates and patches
	M

	J7
	Managed support for hosting platform and any associated application applications 
	M
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