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Career and Employability Management Software (CEMS)
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[bookmark: _Toc503441607]Overview
The Careers Employability and Enterprise (CEE) team at Leeds Arts University are seeking to identify a single Careers and Employability Management System (CEMS) to support, co-ordinate and accurately record all employability and employability engagement undertaken across the institution. 
[bookmark: _Toc503441608]About Leeds Arts University
Founded in 1846, and gaining University status in August 2017, Leeds Arts University is the only specialist arts university in the North of England.  
Our students enjoy a small, close-knit community in a creative atmosphere where anything feels possible. We believe this is the best environment in which to grow as an artist, designer or musician.
Leeds Arts University is the highest ranked specialist arts university for Student Satisfaction in the UK.   The National Student Survey (NSS) confirmed that 91% of final year students at Leeds Arts University reported overall satisfaction with the quality of their course, ranking higher than all other UK specialist arts universities and all universities in Yorkshire. 
The University currently has about 2100 students, with 1500 of those undertaking BA or MA courses and this will increase to around 3000 by 2023. The University has two sites: Blenheim Walk for HE and Vernon Street for FE.
[bookmark: _Toc503441609]Project Objectives
The project objectives are as follows:    
· To deliver to our service users a fast, accessible, user friendly, virtual careers service and resource centre.
· To deliver a suite of event planning and management tools to support campaigns and events.
· To provide to our service users access to common core employability resources and to specialist employability resources that are more relevant within the context of an arts university.
· To identify a system that will fully support work experience processes, including recruitment and selection, monitoring and tracking and which will accurately record outcomes from all such activities. These may range from a 4-week block to a few hours every week.
· To create a highly scalable careers and employability platform for CEE to engage effectively with our stakeholders using a range of appropriate communication tools and channels.
· To provide relevant, accurate and detailed employability metrics to demonstrate learning gain and impact.


[bookmark: _Toc503441610]Business Areas
Business users of the CEMS will include:
· Students and alumni.
· Employers and external stakeholders.
· Careers, Employability and Enterprise staff.
· Directors of Study, Course Leaders and course teams.
· Academic support services and Student Union.
· Senior Management.

[bookmark: _Toc503441611]Students and Alumni
The CEMS must capture details of student and alumni engagement with employment and employability related activities and their interaction with others.
Students and alumni should be able to log in to the CEMS and be able to customise their profiles, upload or download resources, make appointments, access opportunities, make applications and track their progress.
[bookmark: _Toc503441612]Employers and External Stakeholders
The CEMS must provide a user interface (dashboard), pre-determined access rights, and suite of recruitment and administrative tools to support and record work experience opportunities and student engagement.
[bookmark: _Toc503441613]Programme Directors, Course Leaders and Course Teams
The CEMS must provide a user interface (dashboard), pre-determined access rights, and suite of management and administrative tools to support and record employment and employability related activities at individual or course/group level.
[bookmark: _Toc503441614]Academic Support Service and Student Union
The CEMS must provide a user interface (dashboard), pre-determined access rights, and suite of management and administrative tools to support and record employment and employability related activities at individual or course/group level.
[bookmark: _Toc503441615]Senior Management
Senior Managers will require a user interface (dashboard) and access to a selection of pre-defined management data and reports.  Additionally, Senior Managers must have access to a suite of advanced management and statistical tools to analyse and interpret complex data.
[bookmark: _Toc503441616]Contract Duration and Scope
5.1 The project will cover:
· The development of imports and exports as defined in the implementation process.
· Implementation timescale and system training and support.

5.2 The contract shall be for a period of 3 years with an option to extend for an additional period of up to 3 years annually (1+1+1) subject to performance reviews and the business needs of the University.

[bookmark: _Toc503441617]Evaluation Criteria and Scoring Methodology
The tender submissions will be evaluated using the criteria below
	Criteria
	Sub-criteria
	Weighting

	Whole Lifecycle Cost
	 Price
	30%

	
	
	

	Technical Requirements
	Desirable functional requirements - 40%
	 

	 
	B - Campaigns, Event Planning and Management Tools
	10%

	 
	C - Placement and Work Experience Management
	15%

	 
	E - Interface
	10%

	 
	G - Reporting
	15%

	
	
	

	 
	Support 
	10%

	 
	Implementation Plan
	10%

	TOTAL
	 
	100%



[bookmark: _Toc503441618]Price Evaluation
· Tenders shall provide a whole life cost for a 6-year contract including any other costs identified by the Tenderer. This will form the basis of the price evaluation. For completeness, tender responses should include a price breakdown, detailing how the total price has been calculated.
· Any annual maintenance / licence costs should be included. 
· If more than one implementation option exists (e.g. hosted, local installation), please include costs for both options. We will add on expected hardware costs to the University for any local installation option (server specifications must be provided if local installation is an option). 
· Implementation costs should be broken down to show onsite, offsite consultancy days (estimated), daily expenses, project management time, and system costs.
Pricing information should be provided in the format set out in the Pricing Schedule at Appendix 4. A score out of 30% will be awarded for the overall price element of the evaluation.
The formula is - Available %, multiplied by lowest price received, divided by other prices received.

[bookmark: _Toc503441619]Technical Requirements
Please see Appendix 1 – Essential (Mandatory) requirements and Appendix 2 – Desirable Requirements
Essential: Essential Requirements mean that if your system cannot supply the functionality, then it is unlikely to be selected.
Desirable: Desirable requirements are what we what we would like to see in the system and these will be used to evaluate the tender submission.
Support: Is general information to be used to evaluate the tender submission.
Implementation Plan: Is an indicative approach to implementation and the roles involved.
Presentation: The evaluation panel may, after short-listing, invite short-listed suppliers to present and this may result in the evaluation being re-scored.  The evaluation panel will be:
· Professor Simone Wonnacott, Vice-Chancellor
· Andrew Jones, Head of Careers, Employability and Enterprise
· Chris Parkin, Head of IT
· Professor Dave Russell, Pro-Vice-Chancellor Student Experience and Resources
The scoring methodology to be used throughout will be as follows:
	Points awarded
	Definition

	0
	Unanswered or failed to address any of the requirement

	1
	Poor response to the requirements: significant failures to address requirement, significant failure to assure capacity/capability/ability, significant ambiguity; absence of full relevant detail; lacking supporting evidence

	2
	Fair response to the requirements: some failure to address requirement, some failure to assure capacity/capability/ability, much ambiguity; limited relevant detail; limited supporting evidence

	3
	Satisfactory response to the requirements: generally addresses requirement, general assurance of capacity/capability/ability, some ambiguity remains; limited relevant detail; limited supporting evidence

	4
	Good response to the requirements: addresses the requirement, clearly assures capacity/capability/ability, some ambiguity remains; limited relevant detail; supported by additional evidence as necessary

	5
	Excellent response to the requirements: fully addresses the requirement, fully assures capacity/capability/ability, free from any ambiguity; providing full relevant detail; supported by additional evidence as necessary.




[bookmark: _Toc503441620]Compliance with Terms and Conditions

Leeds Arts University
CEMS: Specification and Supplier Response Document

Leeds Arts University general conditions of purchase are enclosed within the tender documents. Please remember to return the non-compliance statement with your tender response.
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[bookmark: _Toc503441621]Appendix 1 – Essential Requirements

Tenders should complete the below tables against the requirements.
Please ‘Confirm’ or ‘Decline’ as appropriate to your proposal in the section within the table below. If the response is ‘Confirm’ please briefly provide supporting evidence. Should any of the responses be ‘Decline’, please use the comments section to explain how your proposal overcomes the envisaged essential requirement.

A – Virtual Careers and Careers Resource Centre
	Ref
	Requirement
	Priority
	Confirm / Decline 
	Comments

	1 
	Links to externally maintained, common core careers and employability content.  This would include, support for writing CV’s, cover letters, applications, aptitude, personality and skills tests and sector and occupation intelligence. 
	Essential
	
	

	2 
	Links to specialist employability content and resources that are more relevant within the context of an arts university.
	Essential
	
	

	3 
	Capability for the University to add additional content and links to relevant careers and employability resources for use by our students and Alumni.
	Essential
	
	

	4 
	Links to online activities and content to facilitate and record outcomes from self-directed learning.

	Essential
	
	

	5 
	Appointment system for careers guidance: book a one-to -one appointment with Careers advisor, or other specialist visitors.
	Essential
	
	

	6 
	Students, alumni and other stakeholders must be able to log in to see current related vacancies and opportunities.  
This would include opportunities from employers seeking Leeds Arts University students and alumni, including graduate jobs, live briefs and projects, and work experience.
	Essential
	
	

	7 
	Create and maintain a careers, employability and enterprise event calendar or list view of work experience opportunities, engagements and events for all users (internal and external) - including careers fairs, talks, workshops and employer presentations.
	Essential
	
	

	8 
	Create on the CEMS dashboard targeted alerts and announcements.  Create templates for use with emails and e-newsletters.	
	Essential
	
	

	9 
	The CEMS must be capable of recording a wide range of employment activities, including work experience, against individual records.  
	Essential
	
	

	10 
	Student and Alumni tracking of engagement, progress and outcomes
	Essential
	
	



B – Campaigns, Event planning and Management tools
	Ref
	Requirement
	Priority
	Confirm / Decline 
	Comments

	11 
	Create employability events and campaigns through the CEMS - including careers fairs, talks, workshops, and employer presentations. 
	Essential
	
	

	12 
	Create targeted invitation lists and promote events on the CEMS dashboard and through email, newsletters and announcements.
	Essential
	
	

	13 
	Automated registration and ticketing.
	Essential
	
	

	14 
	Attendee messaging and automated reminders.
	Essential
	
	

	15 
	Management of registration processes: guest lists, attendance recording and so on.
	Essential
	
	

	16 
	Creation of post event surveys and recording of feedback. 
	Essential
	
	

	17 
	Event analytics: standard reports and more in depth analysis.
	Essential
	
	

	18 
	Post event management and communication.
	Essential
	
	



C – Placement and Work Experience Management
	Ref
	Requirement
	Priority
	Confirm / Decline
	Comments

	19 
	The CEMS must support all types of work experience activities and record outcomes. 
	Essential
	
	

	20 
	Students and alumni can record work experience, volunteering and graduate jobs (outcomes).
	Essential
	
	

	21 
	The CEMS must record student engagement with projects and the outcomes.
	Essential
	
	

	22 
	Flexibility to record a wide range of experiences of differing durations. 
	Essential
	
	

	23 
	Ability to create customisable fields supporting a range of field types.
	Essential
	
	

	24 
	The ability to include attachments, comments and adjust work experience dates.
	Essential
	
	

	25 
	Use custom fields in allocation rules, reporting, screen designs and dynamic queries/groups.
	Essential
	
	

	26 
	The ability to send requests to multiple agencies via email/print (with easy to use configurable communication templates) or via API. 
	Essential
	
	

	27 
	The ability to search or target agencies based on categories, student to agency suitability matching, experiences offered, etc.
	Essential
	
	

	28 
	Store and manage work experience agreements, record agreements with employers and generate forms and agreements from predefined document templates.
	Essential
	
	

	29 
	Create HTML advertisements for University website to advertise work experience opportunities for employers.  Direct submission in to CEMS with duplicate search, account creation and info merge.
	Essential
	
	

	30 
	Advanced rule matching and ranking for allocation (staff assign students).
	Essential
	
	

	31 
	Handle self-sourced work experience and the ability to create online form submissions for students with a workflow for approval, feedback and rejection, send confirmations and so on.
	Essential
	
	

	32 
	Broadcast work experience to targeted set of students – competitive open/close time for first come first serve nomination. 
	Essential
	
	

	33 
	Opportunities advertising with flexible application processes.  This may include:
· Processing applications,
· Screening/ pre-vetting, 
· Arranging/conducting interviews 
· recording outcomes and
· Processing decisions. 
	Essential
	
	

	34 
	Notifications and confirmations, recording outcomes and processing decisions
	Essential
	
	

	35 
	Schedule Management, the option to predetermine workflows based on dates and/or on responses.
	Essential
	
	

	36 
	Agency/supervisor portal and interface. Respond to requests, triggers to review students on work experience, confirm timesheets, submit assessments, calendar view of students attending, supervisors. Responsive design with screen optimisation for tablet, widescreen.
	Essential
	
	

	37 
	Capacity for recording work experience attendance dates (from and to), with optional supervisor signoff, comments and more. 
	Essential
	
	

	38 
	Notifications for a range of events such as defer work experience, incomplete work experience, change requests, submission verifications, and more
	Essential
	
	

	39 
	Survey and assessment tools to collect, manage and analyse feedback.  
	Essential
	
	

	40 
	Use of system alerts to highlight issues, to prompt further user actions or to trigger other interventions.  
	Essential
	
	

	41 
	Student transcript and references.
	Essential
	
	

	42 
	Evidence of the CEMS capacity to collect, manage and analyse data from a range of employability related activities and outcomes such as engagement, progress, surveys and feedback to create highly customisable reports.
	Essential
	
	

	43 
	Post work experience management and communication.
	Essential
	
	

	44 
	Tier 4 compliant.
	Essential
	
	



D - Security
	Ref
	Requirement
	Priority
	Confirm / Decline
	Comments

	45 
	The CEMS must log access and activity.

	Essential
	
	

	46 
	Access rights of users can be restricted.  This should be applicable to groups and individuals.
	Essential
	
	

	47 
	Data must be capable of being backed up and recovered if necessary (whole system recovery, not individual records).

	Essential
	
	

	48 
	The screen should present details only relevant to the security level of the user.

	Essential
	
	

	49 
	Users should be logged out after a period of inactivity (e.g. 20 minutes).

	Essential
	
	

	50 
	No cost restriction on adding additional users.
	Essential
	
	

	51 
	For web-hosted systems, data must be stored in the EU.

	Essential
	
	

	52 
	The CEMS must have secure login with enforced password expiry.
	Essential
	
	



E - Interface
	Ref
	Requirement
	Priority
	Confirm / Decline
	Comments

	53 
	The system should run in a web browser and not require local software.

	Essential
	
	

	54 
	The system should be capable of running on any current browser and operating system, and any platform from pc to phone– the University uses a mix of PC’s and Apple OSX – therefore we would expect IE v9, Chrome v42, Safari v8.0.2 to be the minimum support versions of each browser.

	Essential
	
	

	55 
	The CEMS interface should be highly customisable.  It must carry the University branding and be capable of further adaptation to address the needs of the different target audience.
	Essential
	
	

	56 
	The system should be highly scalable.
	Essential
	
	

	57 
	The system should have a Help guide.

	Essential
	
	

	58 
	No restriction on the creation of user-defined fields / new fields.

	Essential
	
	



F - Integration
	Ref
	Requirement
	Priority
	Confirm / Decline 
	Comments

	59 
	The CEMS must enable the University to cleanse and load data from legacy systems and repositories both at cutover and into the future as new data sources, disciplines and so on are migrated.
	Essential
	
	





G - Reporting
	Ref
	Requirement
	Priority
	Confirm / Decline
	Comments

	60 
	The CEMS must have a customisable set of reports, with the ability for users to create their own basic reports.

This would include, but is not limited to:
· Careers advice and guidance appointments and outcomes.
· Participation in other online and offline employment related events and activities including outcomes.
· Engagement with, and outcomes from, work-experience activities.
· Records of attainment. 
	Essential
	
	

	61 
	For planning and reporting, the CEMS must have a suite of advanced data collection and reporting tools.  Responses should refer to the contribution towards, TEF, DLHE, LEO, OFFA and QAA B10.

	Essential
	
	

	62 
	Reports should be exportable to a variety of formats (depending on nature of content) – e.g. pdf, .csv, Excel

	Essential
	
	

	63 
	Dynamic reporting, allowing current and previous timeframes to be reported on.

	Essential
	
	

	64 
	Ownership of reports should prevent other users from modifying or deleting them.

	Essential
	
	


[bookmark: _Toc503441622]Appendix 2 – Desirable Requirements

Tenders should complete the below tables against the requirements.
In this section, you are required to provide a description of how your system will meet the requirement in question. If the response is ‘Confirm’ please briefly provide supporting evidence. Should any of the responses be ‘Decline’, please use the comments section to explain how your proposal overcomes the envisaged desirable requirement.
B – Campaigns, Event Planning and Management Tools 10%
	Ref
	Requirement
	Priority
	Confirm / Decline 
	Comments

	65 
	Manage event planning schedule and checklists through the CEMS: room bookings, scheduling, budgets planning AV, hospitality and so on.
	Desirable
	
	

	66 
	Utilisation of social media promotion tools.
	Desirable
	
	

	67 
	Creation of different categories of ticket
	Desirable
	
	

	68 
	Option to charge.
	Desirable
	
	



C – Placement and Work Experience Management 15%

	Ref
	Requirement
	Priority
	Confirm / Decline
	Comments

	69 
	Withdrawal, change requests and swaps
Online workflow for students requesting work experience changes or swaps, withdraw by student/agency and much more.
	Desirable
	
	

	70 
	Functionality to assign supervisors with roles, responsibilities.
	Desirable
	
	

	71 
	Functionality to measure attendance and includes reports, alerts for absences and more
	Desirable
	
	

	72 
	Student Log Book/Portfolios
	Desirable
	
	



E – Interface 10%
	Ref
	Requirement
	Priority
	Confirm / Decline
	Comments

	73 
	The system should have suitable error messages, which are clear to the user.

	Desirable
	
	

	74 
	Users should be able to store individual user preferences.

	Desirable
	
	

	75 
	The system should be quick to display contact records, displaying only the required information.

	Desirable
	
	

	76 
	Users should be able to get a dashboard view of their data / actions / home page.

	Desirable
	
	



[bookmark: _GoBack]G – Reporting 15%

	Ref
	Requirement
	Priority
	Confirm / Decline
	Comments

	77 
	Scheduler to allow automatic production and delivery of reports.

	Desirable
	
	





[bookmark: _Toc503441623]Appendix 3 – Support, Implementation and Additional Information
Tenders should complete the below tables against the requirements.
In this section, you are required to provide a description with supporting evidence of how your organisation will meet the requirement in question.
Support 10%
	Ref
	Requirement
	Comments

	78 
	Detail the number of full time employees in a CEMS development role
	

	79 
	Detail the number of full time employees in a CEMS support role
	

	80 
	Provide a copy of your standard support SLA
	



Implementation Plan 10%
	Ref
	Requirement
	Comments

	81 
	Please provide an implementation plan based on your understanding of the requirements of the University including your standard approach to implementation, timescales and the roles involved.
	





Additional Information unscored
	Ref
	Requirement
	Comments

	82 
	If your system has additional functionality or features, which you have not had the opportunity to describe above, please do so here.
	

	83 
	Please explain your offer in terms of “open licence” usage, restrictions on concurrent user numbers and anything else that may be relevant.
	


[bookmark: _Toc503441624]Appendix 4 – Whole Life Costs
Suppliers should provide a detailed breakdown of the whole life cycle costs (excluding VAT).
	Ref
	Requirement
	Comments

	84 
	Whole Life cost to be broken down on a per year basis to include;
· Implementation/set up
· Training/consultancy
· Annual subscription
· Support
· Expenses
· Added value
· Life cycle efficiencies
· Rebate or reduction opportunity
· Anything else

	

	85 
	Total cost first 3 years
	£

	
	Total Cost Year 4
	£

	
	Total Cost Year 5
	£

	
	Total Cost Year 6
	£

	
	Total Cost over 6 years
	£
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