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												Ref: HR/PR
												17/12/2019
Request for Tender – Pay Roll and HR Provider

1. About The Dominic Barberi Multi Academy Company.
The Dominic Barberi Multi Academy Company is a Catholic multi academy trust based in Oxfordshire that was founded in 2017. Our seven Academies are part of the Catholic Archdiocese of Birmingham family of Catholic Schools.
The Academies' shared mission within the Company and the Archdiocese is to be part of the Church's mission, to make Christ known to all people, placing Christ and the teaching of the Catholic Church at the centre of people's lives. By putting Christ and the teaching of the Catholic Church at the centre of the educational enterprise the Company & Academies' roots: pupils' spiritual, moral, social and cultural development; the quality of teaching and learning; and the formation of culture and of our society, in Him.
This educative mission is pursued through the Company & Academies' interaction with all other academies in the communion, the local Church, families, the wider educational community and society at large. The Company and Academies shall collaborate with each other and also co-operate with: other Catholic schools and academies; other local schools; charities; statutory bodies; and voluntary bodies based on the call of the Gospel, to serve those in need.
There are seven academy schools in the DBMAC.
.
2. Details of contract.

The Dominic Barberi Multi Academy (DBMAC) wishes to let a contract to supply HR Advice and Consultancy, Managed Payroll Services and an Absence Management Tool to the Dominic Barberi Multi Academy Company. We are seeking a company with expertise in the management of these systems in an education context. Due to the level of detail required, the specifications will be separated between HR Advice & Consultancy and Payroll Services/Absence Management Tool. The initial contract will be for a year from 1st April 2018-31st March 2019.

3. Current situation.
The DBMAC currently contracts separately for HR Advice/Consultancy and Payroll Services. We wish to bring these two contracts together as there is considerable overlap between these areas of work and it would ensure a continuous process from start/end of employment to addition/removal from payroll. Additionally, any amendments to contracts can be easily transferred to payroll. We have also added an absence management tool to the specification to enable us to better manage staff absence.

	School
	Staff on payroll
December 2019
	Casual Claims
December 2019

	Primary School 
	34
	2	

	Primary School
	34
	5

	Primary School 
	30
	-

	All through school
	252
	14

	Central Services
	4
	3

	Primary School
	33
	3

	Primary School
	27
	-

	Primary School 
	21
	4

	TOTAL
	435
	31















4. Response required.

Please read the attached service specifications and outline the following:

4.1 HR Advice/Consultancy
Please outline how you would plan to meet the service specification (up to 2 sides of A4).Please ensure your answer:
· Shows the approach you would take to minimising risk for the DBMAC.
· Demonstrates your ability to support Principals and line managers to manage processes effectively and details what training is on offer.
· Gives an example of a successful piece of complex case work, and a successful restructure.
· Help desk response times

4.2  Pay Roll.
Please outline how you would plan to meet the service specification (up to 2 sides of A4). Please ensure your answer:
· Explains how you would manage the transfer from the current payroll provider without disruption to pay deadlines or errors.
· Demonstrates your ability to communicate effectively with the DBMAC finance team, administration managers and Principals to ensure pay roll queries are resolved effectively.
· Give at least one example of how you’ve resolved a problem such as overpayment of staff.
· Lists the reports available via the portal and gives examples where possible.
· Please describe how you ensure LGPS pension details are up to date, particularly when people transfer between jobs.

4.3  Absence Management.
Please describe your absence management system and how it links to payroll. (up to 1 side of A4).

4.4 Customer service.

Please describe how you respond to concerns and complaints, with two examples of complex problems that you have resolved (up to 1 side of A4)
 


5. Pricing schedule.
Please provide your pricing schedule presented in the format below:

	Contract Element.
	Annual Price
	Price/member of staff
	Rates for ad hoc work. (Please give hourly and daily rate).

	1. HR & Consultancy
	
	
	

	2. Pay Roll & Absence Management.
	
	
	




6. Return date.
Please return to Virginia Moffatt, Procurement and Contracts Manager at the following address email address v.moffatt@dbmac.org.uk by midday on January 23rd 2020.

7. Process.

[bookmark: _GoBack]All bids will be assessed  by a procurement team at the DBMAC. The top two bidders will be invited to attend an interview during the week of 27th January 2020. 
If you have any queries about this piece of work, please contact Virginia Moffatt at the same email address.
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