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Human Resources Information Technology System

Organisation	Heritage Lottery Fund
Department	Human Resources 
Title of procurement	HR IT System
Brief description of supply	Provide an online Data Base for HR Department
Estimated value of tender	More than £20,000
Estimated duration	Less than 3 months
Name of HLF Contact	Jeanine Nyamuhungu
Timetable	Response deadline: 29th August 2017
Clarifications, Presentations/
Demos & Negotiations: until 13th October
	Confirmation of contract: 20th October
Completion of project: Last day of February 2018

1.	HLF Company Overview
1.1 The Heritage Lottery Fund (HLF) was set up in 1994 under the National Lottery Act and distributes money raised by the National Lottery to support projects involving the national, regional and local heritage of the United Kingdom. We operate under the auspices of the National Heritage Memorial Fund (NHMF). Since April 2013 we have been operating under our current Strategic Framework: ‘A lasting difference for heritage and people’. See the HLF website for more details.
2 HLF Human Resources
HR is a centralised department consisting of 7 staff members. They manage staff requirements for approximately 320 staff members located on 10 sites across the UK, including Edinburgh, Belfast and Cardiff. Our London Office is located in Sloane Square London which is where our HR staff are situated. 

3 Broad Requirements
3.1 In brief we require a HR IT System that operates in real time, is capable of managing all staff records and User requirement across HR, Training and Finance including all statutory obligation required of a non-central Government public sector organisation.
3.2 A requirement specification table is set out in the attached Excel file which contains a series of questions which ask if the system is capable of meeting the question either as a Yes or a No and a number of questions which require a written answer. Please limit the answers to 100 words per cell. 
3.3 This Invitation To Tender requires: -
· Completion of the attached Excel file in full: -
· Tab SUMMARY OF HLF REQUIREMENTS
· Tab PRICING TABLE – all Prices to include VAT
· Tab YOUR STAFF CAPABILITIES
· Tab YOUR PROJECT PLAN
· Tab YOUR SERVICE LEVEL DETAILS
· Tab INNOVATION IDEAS
· Agreement of the Terms & Conditions, including the Special Software Product Terms highlighted in the Contract under Clause A15
· Returned by NOON ON the stated date. 
4 Contract management & Payment
4.1 We expect the project to begin by 6th November and be completed by the last day of February 2018, ready for use and fully operational by the HR team on the 1st March 2017. Ensure all data is transferred and technical testing is complete by last day of January and all of February is available for User Accepting Testing. 

4.2 The payment schedule will be 10% on completion our data uploaded; 50% on a signed and accepted UAT; 20% 30 days after the system is satisfactorily handed over and 20% once all reported Identified Bugs (identified during first 2 months of Operation) are fixed. 

4.3 We would like the capability of a UAT clone test environment for 12 months from the contract period.

4.4 License Fees periods begin once the final 20% payment is eligible for invoicing i.e. when all “Identified Bugs” (identified during first 2 months after handover) are fixed.
4.5 The contract will be based on the HLF standard and special terms and conditions.
4.6 The project will be managed on a day to day basis for HLF by Jeanine Nyamuhungu.
5 Award Criteria
5.1 Your proposal will be judged on the following criteria (which are set out on the headings of the requirement specification spreadsheet attached TAB Summary of HLF Requirements): -
· Quality (fulfilment of our overall requirement & the ability of the system to meet our needs) 40%
· Support Services (Service levels and ongoing maintenance and development); 20%
· Technical Merit (the overall technical competence of your proposal from an IT perspective). 15%
· System Implementation (service delivery and management of the project end to end, including a detailed project plan, allocating your staff to specific tasks to set timescales); 10%
· Staff Capabilities (HR and IT knowledge - details of your staff allocated to the project, together with their experience) 10%
· Innovation and added value (ideas to take HLF forward). 5%
5.2 Quality Criterion total at 50%
Your Bid will be scored out of 50% for Quality against the Excel Requirement Spread sheet and against the table below.
5.3	Quality Questions scoring methodology
	Score
	Word descriptor
	Description

	0
	Poor

	No response or partial response and poor evidence provided in support of it.  Does not give the HLF confidence in the ability of the Bidder to deliver the Contract.

	1
	Weak

	Response is supported by a weak standard of evidence in several areas giving rise to concern about the ability of the Bidder to deliver the Contract.

	2
	Satisfactory

	Response is supported by a satisfactory standard of evidence in most areas but a few areas lacking detail/evidence giving rise to some concerns about the ability of the Bidder to deliver the Contract.

	3
	Good

	Response is comprehensive and supported by good standard of evidence. Gives the HLF confidence in the ability of the Bidder to deliver the contract. Meets the HLF’s requirements.

	4
	Very good

	Response is comprehensive and supported by a high standard of evidence. Gives the HLF a high level of confidence in the ability of the Bidder to deliver the contract. May exceed the HLF’s requirements in some respects. 

	5
	Excellent
	Response is very comprehensive and supported by a very high standard of evidence. Gives the HLF a very high level of confidence the ability of the Bidder to deliver the contract. May exceed the HLF’s requirements in most respects.



5.3 Price Criterion at 50%

Your Bid will be scored 50 % on Price. The evaluation of price will be carried out on the Schedule of charges you provide in your response.
· 50 marks will be awarded to the lowest priced bid and the remaining bidders will be allocated scores based on their deviation from this figure. Your fixed and total costs figure in your schedule of charges table will be used to score this question.
· For example, if the lowest price is £100 and the second lowest price is £108 then the lowest priced bidder gets 50% (full marks) for price and the second placed bidder gets 46% and so on. (8/100 x 50 = 4 marks; 50-4 = 46 marks)
The scores for quality and price will be added together to obtain the overall score for
HLF will negotiate with the lower priced offers that meets our quality requirements. We reserve the right to ignore low quality bids. ENSURE YOUR PRICES INCLUDE VAT as HLF cannot recover VAT.

6 Procurement Process
6.1 The procurement timetable will be:
Tender return deadline: completed proposal to be returned to HLF by NOON 29th August 2017.
: Clarification meetings may be held with shortlisted consultants and would take place on up to the 13th October 2017.
HLF will notify bidders of our procurement decision week commencing: 20th October 2017.

6.2 Your tender proposals must be sent electronically via e-mail before the tender return deadline of NOON ON THE 29TH AUGUST 2017 to the following contact:
[bookmark: _GoBack]Jeanine Nyamuhungu
Heritage Lottery Fund
Holbein Place
London
SW1W 8NL
Tender return email address:   HLF.HR.IT@hlf.org.uk 

6.3 Please visit the HLF website for further information about the organisation.
Appendix: Accessibility and formatting guidance
HLF is committed to providing a website that is accessible to the widest possible audience. Our website is annually tested by accessibility auditors and we must meet the WCAG 2.0 AA compliance level. Our accessibility testing covers all of our content, including downloadable documents, as well as the design and functionality of the site.  
Reports and other documents created for HLF (including the tender submissions) need to be clear, straightforward to use, and ready to circulate internally, externally and online, as well as suitable for use by screen reading software. Tips for creating accessible documents can be found below. However, we strongly recommend referring to the RNIB, Gov.uk and WebAIM for more detailed information. 
Readability
In the final report, and all other documents that may be published online including the tender application consultants should ensure that:
· The size of the font is at least 11pt;
· There is a strong contrast between the background colour and the colour of the text. Black text on a white background provides the best contrast. This also applies to any shading used in tables and/or diagrams;
· Italics are only used when quoting book titles for citations and items on the reference list should be arranged alphabetically by author 
· Colour formatting and use of photos should be of a resolution size that is easily printable and does not compromise the printability of the document.
For further guidance on ensuring readability of printed materials, please refer to the RNIB Clear Print guidelines. These can be found on the RNIB website.
Accessibility
Reports should adhere to the following guidelines:
Formatting
Headings and content in your document should be clearly identified and consistently formatted, to allow easy navigation for users. Heading Styles should be used to convey both the structure of the document and the relationship between sections and sub-sections of the content.
[bookmark: _Toc322438558]Spacing
Screen readers audibly represent spaces, tabs and paragraph breaks within copy, so it is best practice to avoid the repetitive use of manually inserted spaces. Instead, indenting and formatting should be used to create whitespace (e.g., use a page break to start a new page, as opposed to multiple paragraph breaks).
Alternative text
Alt text is additional information for images and tables. This extra information is essential for both document accessibility (screen reading software reads the Alt text aloud) and for the web. Alt text should be concise and descriptive, and should not begin with ‘Image of’ or ‘Picture of’.
Images
These should be formatted in-line with text, to support screen readers. Crediting pictures may be necessary, usually in response to a direct request from a third party.
Tables
These should be for used for presenting data and not for layout or design. They should also be simple, and include a descriptive title.
Additional documents
Any additional information, separate to the report, for example proformas and transcripts which may be used as standalone documents must be fully referenced to the piece of work being submitting and therefore dated, formatted and numbered appropriately.
Acknowledgement
All reports should acknowledge HLF. Our logo can be found on the HLF website.
Further resources
Please refer to the links below for further information:

· 'Microsoft Word: creating accessible documents' - webaim.org
· 'How to create an accessible PDF' - GOV.UK
We also recommend using an accessibility consultant to help you produce your reports. Agencies that HLF have worked with include Shaw Trust and The Accessible Digital Documents Company.

HLF retains the right to amend documents in order to create accessible versions for publishing.
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