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[bookmark: _Toc26275394][bookmark: _Toc26338330]Part I – Introduction



1. [bookmark: _Toc536192877][bookmark: _Toc536192981][bookmark: _Toc536193181][bookmark: _Toc536192878][bookmark: _Toc536192982][bookmark: _Toc536193182][bookmark: _Toc26275395]GENERAL REQUIREMENTS

Requests are being invited for the supply of information in relation to the provision of a Human Capital Management (HCM) system and Payroll Bureau service to the Royal College of Physicians (‘the RCP’).

The RCP is seeking information that may assist in the development of further documentation used in the pursuit of a commercial competitive procurement exercise (Invitation to Tender) and will assist the RCP in shortlisting 5 suppliers who will be invited to the next (ITT) stage. The RCP intends to award one contract for the services but welcomes submissions from Joint Ventures created by 2 or more organisations. This could be applicable to where a HCM provider does not have an inhouse Payroll Bureau service.

The RCP’s high-level requirements are defined in Section F of the Service Requirements below.

All responses must be submitted in accordance with section 22 Part II below. Additional supporting information must only be provided where indicated to do so in the Statement of Requirements.  All clarification questions relating to the RFI must be submitted using the Clarification Template document and submitted as per Section 22 of Part II below.
2. [bookmark: _Toc26275396]BACKGROUND

The Royal College of Physicians (RCP) was founded by King Henry VIII to be the home of medicine. For 500 years it has been the pioneer of setting standards for the profession, of leading for the highest quality healthcare for patients, of making discoveries that enable us to understand, change and sustain life, and of creating and educating generations of physicians around the world. Innovation has therefore been at the centre of our commitment to delivering the stated aim and vision of the RCP. Medical excellence, education and training, a commitment to research and improvement are inherent in the RCP’s history, equally important is a commitment to provide thought leadership and innovation for generations of society to come, perhaps best illustrated by the critically acclaimed Future Hospital vision published in 2013.   As society’s needs continue to change, the RCP currently is acknowledged for leadership and excellence in medicine, fostering multi-disciplinary healthcare delivery and emphasising the central importance of the individual in promoting high quality care.  It is therefore important to the RCP that any potential strategic partner has a full appreciation of the values we promote and the activity to which we as a professional body are committed to. For more information please visit the RCP website; www.rcplondon.ac.uk. 

The Membership of the Royal College of Physicians of the United Kingdom (MRCP(UK)) is a great example of world leading contribution, the gold standard of professional examination and qualification for physicians. It is the most respected clinical examination in the world and its name is proudly displayed by physicians who have earned it, working in over 80 countries on every continent. It is a mark of clinical professional excellence and of upholding the highest principles of clinical practice; the clinicians who bear its letters after their name have saved and changed millions of people’s lives.

The RCP in understanding its key contribution to UK and global healthcare has exciting and ambitious plans to expand its capability and accessibility, focussed on innovation to train and examine new generations of doctors; pioneering quality improvement; diffusing learning and creating new knowledge relating to education and training, making careers in medicine widely achievable across all parts of our society and internationally. We believe medicine is brilliant and we want to ensure that it shines brightly for patients, doctors and science for centuries to come.

The RCP has grown to a forty three million pound (£43m) turnover with more than four-hundred (400) employees. It makes a leading contribution to care improvement, education and training, membership and global engagement, healthcare policy and strategy, access to its heritage to enable it to be relevant in delivering public benefit. This activity is largely from its iconic London base in Regents Park, and  in order to augment its regional relevance RCP North was set up in Liverpool in 2017 in partnership with Liverpool City Council and the University of Liverpool, creating a centre of excellence to deliver quality improvement collaboratives, education and learning spaces, a simulation lab, exams assessment and administrative services. An initial 15,000 sqft of short term space will be superseded in Q4 2020 by a half share of 160,000 sqft purpose build long term space. The vision for a presence outside of the Capital will allow for the RCP’s capability to be augmented, creating additional capacity for leadership and improvement. The RCP have in the region of thirty-seven thousand (37,000) members of which many reside and work outside of London, many thousands being located in the northern England.  The RCP currently has a regional presence of eight (8) small offices on NHS sites, although the RCP’s most popular internationally recognised postgraduate examination in medicine (MRCPUK) is taken at multiple locations around the UK.

The RCP is not a Public Contracting Authority and whilst we will always conduct our procurement activity in an open and transparent manner, Public Procurement Regulations do not apply. Should you require any further clarification regarding this, please contact Procurement@rcplondon.ac.uk.
	
The RCP currently uses the Cascade system which is provided by IRIS Group to manage employee and worker data. This system has been used since 2010

	It is envisaged that this opportunity will;
Support the RCP during its transition to a second site in Liverpool
Provide an improved customer experience by utilising an intuitive interface in line with modern software as a service systems (SaaS).

3. [bookmark: _Toc26275397]TRANSPARENCY OF PROCESS/ FAIR TRADING

The RCP will circulate clarification questions that are received and the RCP’s response (where it is materially relevant to this exercise) to all potential suppliers. All clarifications questions will be anonymised before they are circulated. Should an organisation wish to avoid such disclosure (for example, on the basis that the request or response contains commercially confidential information or may give another organisation a commercial advantage) the request must be clearly marked “In confidence – not to be circulated to other organisations” and the organisation must set out the reason(s) for the request for non-disclosure, which the RCP will then consider. Where the RCP decide that a question or request, and their response, cannot be withheld from circulation, the organisation will have the opportunity to withdraw the question or request, or otherwise to represent it in a different format.
4. [bookmark: _Toc26275398]SCOPE

The scope for this RFI/RFP includes the provision of SaaS system that includes the following solutions:
· Requisition approvals
· An engaging applicant tracking system
· Integration to external job boards
· New hire onboarding
· The ability to deliver content to employees in the form of videos and text
· Managing performance, including 360 feedback, objective tracking, probation and disciplinary processes
· Managing absence, including booking multiple types of leave, integration to MS Office, family related leave and sickness
· Managing training, including viewing available training, booking on to it, providing attendance logs, feedback on courses, delivering video and logging CPD
· Online availability to view payslips and P60s
· Payroll bureau service
· Powerful reporting with the ability to create dashboards and assign them to groups based on their roles.
· Managing employee cases, formal cases as well as general queries

The solution will focus on ease of use, an intuitive interface and the ability to easily use the system on a mobile device. 

5. [bookmark: _Toc26275399]TERM

The Contract duration is being proposed to run for a minimum period of three (3) years, with the option to extend for up to 2 years (solely at the RCP’s discretion).  The RCP is seeking from organisations an indication of suitability for this proposed duration and as a result of this exercise and the discretion of the RCP may reduce or increase the potential contract length
6. [bookmark: _Toc416437964][bookmark: _Toc416441409][bookmark: _Toc419115561][bookmark: _Toc536192887][bookmark: _Toc536192991][bookmark: _Toc536193191][bookmark: _Toc416437965][bookmark: _Toc416441410][bookmark: _Toc419115562][bookmark: _Toc536192888][bookmark: _Toc536192992][bookmark: _Toc536193192][bookmark: _Toc416437966][bookmark: _Toc416441411][bookmark: _Toc419115563][bookmark: _Toc536192889][bookmark: _Toc536192993][bookmark: _Toc536193193][bookmark: _Toc416437967][bookmark: _Toc416441412][bookmark: _Toc419115564][bookmark: _Toc536192890][bookmark: _Toc536192994][bookmark: _Toc536193194][bookmark: _Toc416437968][bookmark: _Toc416441413][bookmark: _Toc419115565][bookmark: _Toc536192891][bookmark: _Toc536192995][bookmark: _Toc536193195][bookmark: _Toc416437969][bookmark: _Toc416441414][bookmark: _Toc419115566][bookmark: _Toc536192892][bookmark: _Toc536192996][bookmark: _Toc536193196][bookmark: _Toc416437970][bookmark: _Toc416441415][bookmark: _Toc419115567][bookmark: _Toc536192893][bookmark: _Toc536192997][bookmark: _Toc536193197][bookmark: _Toc416437971][bookmark: _Toc416441416][bookmark: _Toc419115568][bookmark: _Toc536192894][bookmark: _Toc536192998][bookmark: _Toc536193198][bookmark: _Toc536192895][bookmark: _Toc536192999][bookmark: _Toc536193199][bookmark: _Toc536192896][bookmark: _Toc536193000][bookmark: _Toc536193200][bookmark: _Toc26275400]THE SERVICE PROVIDER

Subject to pursuing a competitive tendering exercise the RCP may seek a Service Provider for the provision of the HCM and Payroll Bureau service, to work with us on a partnership approach to provide and manage the effective delivery of the required services, providing options that will give us the most flexibility and value for money with a strong focus on increasing the quality of service.
7. [bookmark: _Toc26275401]SERVICE PROVISION

        A modern HCM solution with readily available support for system issues. A payroll bureau service that 
        pays our employees in a way that they feel no difference to us managing it onsite.
8. [bookmark: _Toc26275402]IMPLEMENTATION

It is envisaged that following this exercise a potential competitive exercise (ITT) will commence in January 2020 with a view to a preferred supplier being identified by March 2020.

9. [bookmark: _Toc26275403]QUALITY AND PERFORMANCE STANDARDS, MEASURES AND REPORTING

Organisations will be expected to meet minimum requirements in this area including but not limited to:
Complaints handling
Service Desk availability, potentially outside normal office working hours
Establishing an Account Management structure
Satisfactory Service Level Agreement containing appropriate Key Performance Indicators
Attendance at regular Contract review meetings  

10. [bookmark: _Toc536193011][bookmark: _Toc536193211][bookmark: _Toc26275404]CONSULTATION AND ENGAGEMENT

The RCP is seeking information from organisations on the level of consultation and engagement with clients that address the likes of risk management and cost effective solutions for potential future levels of use and how organisations keep updated with all relevant regulations and convey these to clients.

Suppliers should specifically provide detail around their experience and capabilities of similar sized contracts in the Statement of Requirements at Annex 1.
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[bookmark: _Toc416437840][bookmark: _Toc416437903][bookmark: _Toc26275405][bookmark: _Toc26338342]Part II – Conditions of RFI



11. [bookmark: _Toc26275406]GENERAL INFORMATION

These instructions provide you with the information necessary to produce and submit a response (as defined in 2.1 below) which will be assessed to inform the RCP of current market conditions and subsequently may lead to assist in the development of a competitive procurement exercise.

All costs incurred by you in relation to preparing and submitting this RFI are to be borne by the interested organisation.

At any stage, the RCP reserves the right to terminate this exercise in full or in part and do not warrant that any further activity associated with the subject matter will be carried out.

Nothing herein or in any other communication made between the RCP, or its agents and any other party, or any part thereof, shall be taken as constituting a contract, agreement or representation between the RCP and any other party (save for a formal award of contract made in writing by or on behalf of the RCP) nor shall they be taken as constituting a contract, agreement or representation that a contract shall be offered in accordance herewith or at all.

Organisations MUST include all the completed documents as per the Statement of Requirements questionnaire, which MUST be presented in accordance with these Conditions of RFI.

Organisations are strongly advised to read where provided the guidance for each question.

The RCP shall not be required by to seek clarification on responses provided, although the RCP reserves the right to seek clarification at its sole discretion.

Organisations are invited for the supply of information in respect of the provision of a Human Capital Management system and Payroll Bureau service.

Responses must be submitted in accordance with the following instructions. 

The RCP may consider proposals from 2 or more organisations who wish to form a joint venture relationship to deliver all of the services required.

The RCP does not warrant that the information contained within the RFI documentation is error free.

12. [bookmark: _Toc26275407]CONTENTS OF RFI

A completed response will comprise:

Details of the primary contact point within your organisation for any queries in respect of your response and that your submission is true and accurate account of service capabilities and market conditions as you see it

A completed Statement of Requirement (SoR) incorporating any assumptions made by your organisation.  Assumptions must be clearly identified
13. [bookmark: _Toc26275408]STATEMENT OF REQUIREMENT (SoR)

The SoR comprises 6 sections A to F

Except for completed Annexes, your responses to the requirements MUST be provided as per the question instructions

In your response to SoR requirements, you MUST NOT:

in any response refer to any response provided in your submission, even if there is commonality; you MUST provide discrete responses to each question. 
 
include publicity material of any kind, e.g. brochures and web references where not requested

include any embedded documents i.e. Adobe or similar text packaging
14. [bookmark: _Toc26275409]TIME TABLE

An indicative timetable is set out in table below. The RCP intends to follow the timetable set out below, unless otherwise indicated, the times for each activity will be NOON. The RCP MAY amend this timetable and will advise you accordingly

Indicative Timetable
	Date
	Activity Number
	Activity

	10 December 2019
	1
	Issue of Request for Information (RFI)

	17 December 2019
	2
	Deadline for submission of RFI clarification questions

	19 December 2019
	3
	Deadline for RCP to respond to all RFI clarification questions

	6 January 2020
	4
	Deadline for submission of RFI 

	13 January 2020
	5
	Issue of Invitation to Tender (ITT)

	31 January 2020
	6
	Deadline for submission of ITT clarification questions

	5th February 2020
	7
	Deadline for RCP to respond to all ITT clarification questions

	7 February 2020
	8
	Deadline for submission of ITT

	10 – 15 February 2020
	9
	Assessment of ITT submissions, shortlisting suppliers for demonstrations

	17 – 28 February 2020 
	10
	System demonstrations

	2 – 27 March 2020 
	11
	Evaluation of tenders
Supplier client site visits

	30 March 2020
	12
	Notification of preferred bidder

	30 March – 24 April 2020
	13
	Contract negotiations begin

	27 April 2020
	14
	Contract commencement



15. [bookmark: _Toc536192914][bookmark: _Toc536193018][bookmark: _Toc536193218][bookmark: _Toc536192915][bookmark: _Toc536193019][bookmark: _Toc536193219][bookmark: _Toc419115578][bookmark: _Toc536192916][bookmark: _Toc536193020][bookmark: _Toc536193220][bookmark: _Toc419115579][bookmark: _Toc536192917][bookmark: _Toc536193021][bookmark: _Toc536193221][bookmark: _Toc419115580][bookmark: _Toc536192918][bookmark: _Toc536193022][bookmark: _Toc536193222][bookmark: _Toc419115581][bookmark: _Toc536192919][bookmark: _Toc536193023][bookmark: _Toc536193223][bookmark: _Toc419115582][bookmark: _Toc536192920][bookmark: _Toc536193024][bookmark: _Toc536193224][bookmark: _Toc536192921][bookmark: _Toc536193025][bookmark: _Toc536193225][bookmark: _Toc26275410]CLARIFICATION OF INFORMATION

You MUST read all new information as soon as it becomes available together with any other instructions sent to you.  It is the organisation’s responsibility to check for new information/instructions.

You MAY raise clarification questions during the RFI period in line with dates detailed in the indicative timetable above. 

Questions will be answered as they are received by the RCP.  For questions raised at the end of the clarification period, the RCP will endeavour to issue responses to all remaining questions within two (2) working days before the submission due date.  The RCP reserves the right not to issue responses to questions raised after the clarification period has come to an end

If you wish to ask a question without the RCP revealing the question and its answer to all participating organisations, then you should notify the RCP accordingly, giving justification.  If the RCP do not consider that there is sufficient justification for not publicising a question and the corresponding answer, the RCP will invite organisations to decide whether the question and answer should be published, or whether the organisation wishes to withdraw the question
16. [bookmark: _Toc26275411]SUBMISSION OF RFI

[bookmark: _Toc416437984][bookmark: _Toc416441429][bookmark: _Toc419115586]SoR must be duly completed and submitted with the Supporting Information (if required) and annexes (if required) duly completed

[bookmark: _Toc416437985][bookmark: _Toc416441430][bookmark: _Toc419115587]The completed documents must be submitted using the RCP online sourcing tool that can be found at the following URL; https://procontract.due-north.com/register

By no later than 3 January 2020 Organisations MAY submit at any time before the closing date

Failure to submit your response in the way described above may result in vital market intelligence being omitted from a potential future competitive exercise.
17. [bookmark: _Toc26275412]NOTIFICATION OF OUTCOME

The RCP will notify participating organisations of its decision to pursue a competitive exercise or not as soon as reasonably possible
18. [bookmark: _Toc536192925][bookmark: _Toc536193029][bookmark: _Toc536193229][bookmark: _Toc26275413]RIGHT TO CANCEL, CLARIFY OR VARY THE PROCESS

The RCP MAY cancel, clarify or vary the RFI process for any organisation if:

· the organisation fails to comply fully with the requirements of this RFI or is guilty of a serious misrepresentation in supplying any information required in this document and/or

· it needs to amend any terms of the RFI.
19. [bookmark: _Toc26275414]CANVASSING

Any organisation who directly or indirectly canvasses any employee, or agent of the RCP concerning the RFI and potential competitive exercise and/or the process leading to a Contract award or who directly or indirectly obtains or attempts to obtain information from any such employee or agent or concerning any other participating organisation, submission, or proposed submission will be disqualified from participating in any competitive exercise relating to the subject matter of this RFI.
20. [bookmark: _Toc26275415]COLLUSIVE BEHAVIOUR

Any organisation who:

· enters into any agreement or arrangement (except for a joint venture arrangement for the purposes of delivering the service) with any other party that such other party shall refrain from submitting a response to this RFI or any related potential competitive exercise, or 

· offers, or agrees to pay or give or does pay or give any sum or sums of money, inducement or valuable consideration directly or indirectly to any party for doing or having done or causing or having caused to be done in relation to any procurement exercise or proposed competitive exercise, any act or omission in line with this paragraph 26. 

SHALL (without prejudice to any other civil remedies available to the RCP and without prejudice to any criminal liability which such conduct by an organisation MAY attract) be disqualified from all related procurement activity conducted by the RCP in the future.

The RCP MAY at its sole discretion, refer any cases of Collusive Behaviour to the Office of Fair Trading.
21. [bookmark: _Toc26275416]REPRESENTATIONS AND WARRANTIES

Whilst the information in this RFI has been prepared in good faith, it does not purport to be comprehensive or to have been independently verified

Neither the RCP nor its advisors, or their respective directors, officers, members, partners, employees, other staff, agents or advisors:

makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of the RFI, or

accepts any responsibility for the information contained in the RFI or for their fairness, accuracy or completeness nor shall any of them be liable for any loss or damage (other than in respect of fraudulent misrepresentation) arising as a result of reliance on such information or any subsequent communication. 
22. [bookmark: _Toc26275417][bookmark: _Ref428846394]JURISDICTION

[bookmark: _Toc419115595]Any issues, dispute or claim arising out of or in connection with this RFI shall be governed by, and construed in accordance with, the laws of England and Wales.
23. [bookmark: _Toc26275418]NO INDUCEMENT OR INCENTIVE

This RFI is issued on the basis that nothing contained in it shall constitute an inducement or incentive nor shall have in any other way persuaded an organisation to submit a response or enter into any other contractual agreement.
24. [bookmark: _Toc26275419]CONFIDENTIALITY

Organisations shall treat all information contained in or related to the subject matter as confidential in line with the non-disclosure agreement already signed.
25. [bookmark: _Toc26275420]CLAIMS

Organisations shall have no claim whatsoever against the RCP in respect of any statement, act or omission made and in particular the RCP shall not make any payments to participating organisations.


[bookmark: _Toc416437861][bookmark: _Toc416437924][bookmark: _Toc26275421][bookmark: _Toc26338358]ANNEX 1 - STATEMENT OF REQUIREMENT (SOR)



 


	SECTION A 
	ORGANISATION INFORMATION (INFORMATION ONLY, NOT SCORED) 

	QUESTION NUMBER 
	QUESTION DESCRIPTION 
	SUPPLIER HELP 
	MARKING SCHEME 
	RESPONSE 

	A1. Supplier Full Legal Name 
	What is the full legal trading name of the tendering organisation? 
	What is the full legal name of the organisation (as registered at Companies House) that is either tendering or acting as lead supplier in a consortium? 
	Not Scored 
	 

	A2. Supplier Address 
	What is your registered office address? 
	Please provide the address as registered at Companies House including post code. 
	Not Scored 
	 

	A3. Main Contact Details 
	Provide your primary contact details 
	Please provide primary contact details in relation to this enquiry (Name, Job Title, Location address, Email address, Phone Numbers) 
	Not Scored 
	 


 
 
 
	SECTION B 
	FINANCIAL INFORMATION 
Please note that scores will only be applied to one of B1, B2 or B3 and not all three (3) 

	QUESTION NUMBER 
	QUESTION DESCRIPTION 
	SUPPLIER HELP 
	MARKING SCHEME 
	RESPONSE 

	B1. Financial Reports 
	Supply a recent (within 1 month) third party credit agency report (Trading & Risk Snapshot) 
	This question is designed to inform the RCP of the contract limits that are recommended to be awarded as per the financial report score. Suppliers must upload a copy of the report as evidence, failure to provide a copy of the report will result in zero scores being applied. The result of this question will be determined by the Financial report. 
	Scores will be allocated based on Risk rating and Financial Strength, being proportioned from strongest receiving 100 points to the weakest receiving 0 
 
	 

	B2. Insurance Cover 
	Please confirm that the minimum levels of cover for Employers and Public Liability and Professional Indemnity insurance will be in place from the start of the Contract. 
Employers Liability [£10m] 
Public Liability [£5m] 
Professional Indemnity [£5m] 
	Please confirm that the minimum levels of insurance will be place from the start of the contract. 
	Pass/Fail 
	 

	B3. Business Malpractice 
	Has your company or any of its Directors and Executive Officers been the subject of criminal or civil court action for which the outcome was a judgement against you or them? 
	Please provide details. Responses will be taken into account in assessing the outcome of this prequalification application. They will not necessarily constitute a reason for rejection. 
	Pass/Fail 
	 

	B4. Bankruptcy or Insolvency 
	Has your company or any of its Directors and Executive Officers ever been the subject to bankruptcy or insolvency in respect of the business activities for which the outcome was a judgement against you or them? If yes, provide details. 
	Responses will be taken into account in assessing the outcome of this prequalification application where the circumstances of the judgement are pertinent to future projects. 
	Pass/Fail 
	 

	B5. On-going Court Action 
	Is your company or any of its Directors and Executive Officers the subject of on-going or pending criminal or civil court action (including for bankruptcy or insolvency) in respect of the business activities currently engaged in?  If yes, provide details now and notification of outcome, when known. 
	The severity and or relevance of the prosecution will have a bearing on the outcome of this prequalification application 
	Pass/Fail 
	 


 
 
	SECTION C 
	 
	HEALTH & SAFETY 

	QUESTION NUMBER 
	QUESTION DESCRIPTION 
	SUPPLIER HELP 
	MARKING SCHEME 
	RESPONSE 

	C1. Site Prosecutions 
	Has your company or any individual employed by your company been prosecuted or received an improvement/prohibition notice for any breach of health and safety legislation within the past three years? 
	Please confirm if your organisation has had any Health & Safety prosecutions or notices served. It is important that if you answer YES full details are provided 
	Pass/Fail 
	 


 
 
	SECTION D 
	CORPORATE SOCIAL RESPONSIBILITY – 5% 

	QUESTION NUMBER 
	QUESTION DESCRIPTION 
	SUPPLIER HELP 
	RESPONSE 

	D1. Environmental Policy 
	Do you have written environmental procedures for staff on protecting the environment e.g. waste management, emergency preparedness, business continuity? Do you hold, or are you working towards ISO14001 accreditation? 
	Please confirm that your organisation has in place environmental procedures 
 
Please confirm if you hold, or are working towards ISO14001 accreditation 
	 

	D2. Environmental Enforcement Orders 
	Has your organisation ever had legal action taken against it under environmental legislation, including prosecutions or notices served by the Environment Agency, local authorities or HM Inspectorate of Pollution 
	Please confirm if your organisation has had any legal action taken against them relating to environmental legislation 
	 

	D3. Ethical Trading 
	Do you operate within an agreed Code of Practice with regard to ethical trading: e.g.SA8000, Ethical Trading Initiative (ETI) If yes, provide a copy. If not then describe your approach. 
	Please provide information about how you embed these practices within your business and the supply chain.  If you respond with a “Yes” you must attach a copy of your certificate, failure to attach a copy will result in zero sore being applied 
	 

	D4. Modern Slavery Act 
	Does your organisation have a policy regarding the Modern Slavery Act? How is this filtered through your supply chain? 
	Please confirm if your organisation has either a policy or a published statement regarding the Modern Slavery Act 2015 
	 

	D5. Pay 
	Does your organisation pay its staff a Living Wage? Are these obligations passed through your supply chains? 
 
What is your published gender pay gap? 
	Please confirm that your employees as paid a Living Wage. 
 
Please confirm gender pay gap 
	 


 
	SECTION E 
	EQUALITY AND DIVERSITY – 5% 

	QUESTION NUMBER 
	QUESTION DESCRIPTION 
	SUPPLIER HELP 
	MARKING SCHEME 
	RESPONSE 

	E1. E&D Breaches 
	In the last three years has any finding of unlawful discrimination or other breach of these laws been made against your organisation by any court or employment tribunal? If yes, what steps did you take to address that finding?   
	Please confirm if any finding of unlawful discrimination has been made against your organisation in the last 3 years 
	Pass/Fail 
	 

	E2. E&D Investigations 
	In the last three years has your organisation been the subject of a formal investigation by any of the statutory equality commissions on grounds of alleged unlawful discrimination? 
If yes, provide details 
	Please confirm if any formal investigation by a statutory body on the ground of alleged unlawful discrimination has been made against your organisation in the last 3 years 
	Pass/Fail 
	 




 PROJECT SPECIFIC
[bookmark: _Toc416437997][bookmark: _Toc416441442][bookmark: _Toc416437829][bookmark: _Toc416437892][bookmark: _Toc26275393]Section F – Customer Services/Account Management – 7%
 
	[F1] Service Delivery: 
Please describe how you propose to manage the contract.  Describe in detail. 

	Response Guidance:
In particular provide details of your proposed staffing structure to resource the contract, indicating clearly where roles and responsibilities will lie, the processes (such as PRINCE 2 or equivalent processes) that you will employ to ensure successful delivery of the services and products required by this opportunity.  It is important that your staffing structure is fully reflected within your pricing schedule 

	[F1] Response:
[No more than 1 A4 sheets]
 


 
	[F2] Experience: 

You will be working in partnership with the RCP to ensure the most economical use of the requirements. Please provide evidence of a similar organisation where you have done this, together with your plans for this contract. Please also provide at least 2 organisations from whom the RCP can obtain references 

	Response Guidance:
This question seeks to establish that a pro-active approach towards service provision is and will be in place for the contract.
Tenderers should demonstrate;
(i) Describe a process for working with a client to maximise the effective use of the requirements
(ii) Demonstrate a proactive process for providing a client with advice, guidance and support that encourages economical use of the requirements
(iii) Describe the process for effective monitoring of usage to support the effective economical delivery of the requirements
(iv) Provide contact details for at least 2 similar organisations  

	[F2] Response:  

[No more than 1 A4 sheets]


   

	  [F3] Contractual Relationship: 
Tenderers MUST provide a single point of contact in the UK for all day to day contract management/liaison functions together with an organisation chart for all escalated communications with the RCP under the Contract

	Response Guidance:
The RCP is looking for a named contact within the Tenderer’s organisation for daily contact. As part of relationship building and escalation issues, the RCP also requires an organisation chart giving names and contact details of hierarchical escalation levels up to and including Chief Executive Officer level. 


	[F3] Response: 
[No more than ½ A4 sheet]



[bookmark: _Toc416438010][bookmark: _Toc416441455]Section G – Functional Requirements and Performance – 50% 

	  [G1] High level Functional Requirements: 
We are looking a system that can deliver all the required functionality in a single system. Please set out how your system meets the requirements listed below. 
· Applicant tracking system
· Onboarding system/portal - ability to engage with new recruits before their first day
· Employee record system, employee e-file
· Absence management – holiday, sickness, statutory leave
· Overtime management – online timesheets
· Case management and tracking of employee queries
· Reporting – standardised reports and the ability to create bespoke reports and dashboards.
· Workflow – easily configured and user-friendly
· Employee self-service
· Integrated payroll system with payroll bureau or managed payroll service
· Performance management – appraisals 
· Talent management
· Learning and development


	Response Guidance:
A detailed requirement list will be provided as part of the invitation to tender. In this section please tell us how these high-level requirements can be met by your system. If any part of your delivery is provided by a third-party partner or product please provide details of the system and how it integrates with your system.

	[G1] Response:





	[H2] Approach to Security: 

Describe how you ensure that appropriate processes are applied to ensure integrity and security of data and services, including the use of new security and risk mitigation technologies and techniques as they become available.   

	Response Guidance:
Responses should demonstrate that Tenderers are committed to continual improvement with respect to security and risk mitigation. Information Assurance is a high-level concern for the RCP and is therefore an expected element of service provision.
 (i)   explain how Information Assurance applies to the Service you will provide:
(ii)   describe how you will ensure that appropriate processes are applied to ensure the confidentiality, 
      availability and integrity of all electronically held information; and 
(iii)  explain how you will identify and implement the use of new security and risk mitigation technologies and techniques as they become available
(iv) Please provide a detailed outline of your security policies and procedures 

	[H2] Response:
 
[No more than 1 A4 sheets]



	  [H3] System Resilience, Contingency Planning and Disaster Recovery:
Please provide a detailed outline of your systems resilience and service continuity provision. Provide details of any business contingency plans in the event of staff industrial action, interruption to power supply or equipment failure/breakdown, etc. Confirm how the service will be provided (SaaS, hosted at RCP, Cloud etc)

	Response Guidance:
 Tenderers must identify what it has in place to protect the system and applications when experiencing an outage. The resilience requirements are the set of applications, data and system environments required to be preserved across an outage of the system. These entities remain available through a failover even when the system currently hosting them experiences an outage.
Tenderers should be able to demonstrate that disaster recovery plans 
(i) provide step-by-step procedures for recovering disrupted systems and networks, and help them resume normal operations, 
(ii) processes minimising any negative impacts to company operations. 
(iii) The IT disaster recovery process identifies critical IT systems and networks; prioritises their recovery time objective; and 
delineates the steps needed to restart, reconfigure, and recover them. A comprehensive IT DR plan should include all the relevant supplier contacts, sources of expertise for recovering disrupted systems and a logical sequence of action steps to take for a smooth recovery.

	[H3] Response: 
[No more than 2 A4 sheets]



	  [H4] Software License:
Please attach a copy of your Software License Agreement to your response

	Response Guidance:
 Failure to provide a copy of your Software Licence will result in zero score being applied. What types of Licence will be offered? Are these named user licences or concurrent? How many licences will the RCP receive? What are the costs for additional licences? Will the RCP receive any charitable discounts?

	[H4] Response: 
[No more than 1 A4 sheet plus your software licence]





	  [H5] Data Collection & Processing:
Please provide response for below questions relating to Data Collection & Processing:
1. Do you process personal data relevant to this service in the UK/EU? If so, are you registered with the ICO? Please provide your ICO registration number
2. Do you process personal data relevant to this service in the USA? If so, are you Privacy Shield registered? Please provide your Privacy Shield registration number
3. If you process personal data relevant to this service outside of the UK, EU and USA, please confirm where the data is processed.

	Response Guidance:
In this section please provide information regarding data collection & processing and detail of your data centre.

	[H5] Response: 
[No more than 1 A4 sheet]



	  [H6] Cyber Security Accreditation:
Please confirm whether you have Cyber Essentials or Cyber Essentials Plus accreditation. If not, please confirm if you are working towards it and expected date of accreditation.

	Response Guidance:
 In this section, please provide your copy of your accreditation where applicable. 

	[H6] Response: 
[No more than 1 A4 sheet]




Commercial/Pricing – 25% 

	The Contract Price is the overall amount payable by the RCP, including any charitable discounts, to the Tenderer calculated by a reference to the set up and implementation costs, trial costs (if any), annual licence fees and annual maintenance fees. 

Please provide the annual license fees based on below numbers provided:
a. 450 permanent employees (require payslip and self service)
b. 200 non-payroll workers (agency staff, contractors & volunteers)
c. 200 casual workers (paid ad hoc and require payslip)


	Response Guidance:
Costs should be presented in Microsoft Excel and broken down by the type of charge and year (1 to 3). You may also present any additional information that is applicable to your software. 
Please use the proforma attached at Annex 3 to submit your pricing information

	Response:




Section I – Other information – not scored

	  [I1] Other system re Finance:
Please describe if you have an integrated Finance system

	Response Guidance:
 Please suggest an integrated Finance system with your HR system. Or any Finance system that you have a sophisticated interface for data flow. 

	[I1] Response:
[No more than 2 A4 sheets]



	  [I2] Other system re Event Venue/Diary management system: 
Please describe if you have an integrated Event Venue/Diary management system

	Response Guidance:
 Please suggest an integrated Event Venue/Diary management system. Or any Event Venue/Diary management system that you can work well with your system. 

	[I2] Response:








I/We declare that:[bookmark: _Toc26275422]ANNEX 2 - COLLUSIVE CERTIFICATE

ANNEX 2 - COLLUSIVE CERTIFICATE


1	I/We have not done and I/we undertake that I/we will not do at any time before the hour and date specified for the return of this Request for Information any of the following acts:

a	communicate to a person other than the person calling for those Request for Information the amount or approximate amount of any potential commercial offering except where disclosure, in confidence, of the approximate amount was necessary to obtain information required for the preparation of the submission.

b	entering into any agreement or arrangement with any other persons that they shall refrain from participating in this exercise.

c	offering or paying or giving or agreeing to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to this exercise or any other procurement exercise or proposed procurement exercise for the said work any act or thing of the sort described above.  We acknowledge that if we, or anyone who acts on our behalf, behaves improperly or commits an offence under the Prevention of Corruption Acts 1889-1916, the RCP may cancel the exercise and prevent participation in any future or potential future procurement exercise similar to that above. 

In this certificate, the word ‘person’ includes any persons or anybody or associated, corporate or unincorporated, and ‘any agreement or arrangement’ includes any such transaction, formal or informal, and whether legally binding or not.

Dated this ……………………………day of ……………………………..20…….

Signature..........................................................................
Duly authorised agent of the participating organisation

Name..........................................................................
Please print

For and on behalf of………………………………………………………………
(Name of firm or Company)

Status of signatory………………………………………………………………
(eg Partner or Director)

Note:  Refusal to give this declaration and undertaking means that you may not be considered to participate in any potential subject matter tender

image1.png
S Royal College
%G of Physicians




