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Invitation to Tender


Title:  	Provision of Payroll services 


Date:			30th of September 2020


Procurement:		Lester Demmer


Owner:		Human Resources 


Client:			The Pirbright Institute
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1. Procurement Timetable

	Action 
	Deadline 

	Invitation to tender
	30September ‘20


	Deadline for clarifications 
	9 October 2020


	Intent to Tender confirmation 
	12 October 2020

	Full Tender submission deadline
	16 October 2020


	Tender documentation shortlisting completed
	26 October 2020 

	Tender presentations
	w/c 2 November 2020

	Award of contract
	6 November 2020


	Implementation commences
	9 November 2020 

	Contract service commencement
	1 April 2021







2. About Us
Located in close proximity to London, The Pirbright Institute delivers world-leading research to understand, predict, detect and respond to viral disease outbreaks. We study viruses of livestock that are endemic and exotic to the UK, including zoonotic viruses (those spread between animals and people), by using the most advanced tools and technologies to understand host-pathogen interactions in animals and arthropod (e.g. insects) vectors. Our major strength in understanding the immune systems of livestock provides a platform to control current diseases and respond to emerging threats. We work to enhance capability to contain, control and eliminate these economically and medically important diseases through highly innovative fundamental and applied bioscience. 

We are an independent company, limited by guarantee and a registered charity, governed by a Board of non-executive Trustee Directors. Research at the Institute is reviewed by an independent group of leading scientists who comprise of the Science Advisory Board and whose role it is to provide advice and guidance on science strategy and direction. The Institute is funded in part by the Biotechnology and Biological Sciences Research Council (BBSRC) and in part by scientific grants. 

We employ almost 400 employees on one site, at Pirbright in Surrey, with about 50 PhD students and visiting scientists, from countries across the world.  We have 75% of employees on existing terms and conditions (Pirbright Terms (TPI)) and 25% on previous (BBSRC) terms under a TUPE agreement. We therefore run 2 payrolls but on one monthly pay schedule, currently through a bureau model. 

2.1. Our mission
To be the world's leading innovative centre for preventing and controlling viral diseases of livestock.

2.2. Our Vision
Apply scientific research to prevent and control viral diseases, protecting animal and human health and the economy. 

2.3. Our Values
The Pirbright Institute and its staff take pride in being a world-class organisation where knowledge, expertise, facilities, professional excellence and rigorous academic, biosafety and ethical standards combine to generate global health and economic impacts. Our values include:

Passion – for the highest quality standards, delivery and performance
Reliability – in everything we do - leadership, learning, biosecurity, problem anticipation and containment of unexpected events
Innovation – is the driving force behind our fundamental and applied science. Our work is positioned at the cutting edge of science to deliver solutions for global good
Dignity and respect – we respect and trust all in our diverse community
Excellence – we aim to deliver the best in all aspects of our work including health, safety, biosafety, scientific research, customer service and protecting the environment

3. Payroll Strategy

The objectives of our Payroll Strategy are to: 

3.1.1. Ensure the Institute fully complies with its regulator, legal and contractual obligations      towards its employees. 
3.1.2. Demonstrate to employees the value the Institute places on their contributions
through accurate payments and efficient responses to queries.
3.1.3. Ensure financial security for employees through accurate and timely payroll services. 
3.1.4. Enable self-service and continually improve systems & processes to provide a        positive employee experience. 

3.1.  Service Specification Objective 
To deliver a comprehensive payroll service provision to enable the Institute to meet its contractual obligations and ensure we are fully compliant with payroll legislation and changes. The service provider should assist the Institute with the ongoing development of our payroll services, enabling greater efficiency and accuracy for employees and stakeholders. This is part of our overall commitment to efficient and effective HR service delivery.  


3.2. Service Specification
3.2.1. Provision of payroll services, accurately, on time and in line with legislative 
requirements. This will include managing two payrolls with different contractual terms and conditions, BACS transactions, 3rd party payments and liaison, pension auto-enrolment, end of year, monthly and annual reporting, and the provision of secure online payslips.

3.2.2. Liaison with the assigned representatives from the Institute’s HR and Finance departments to ensure effective delivery of the above requirements and full compliance with relevant statutory provisions. 

3.2.3. To ensure robust and secure data management and processing in line with the General Data Protection Regulations. 

3.2.4. To provide advice to the Institute on statutory changes and to support the Institute with system and process improvements to ensure efficient and effective payroll service delivery. 

3.2.5. Strong relationship management including advice, support, and training during implementation and throughout the duration of the contract.

3.2.6. To provide support and training on system interfaces between Service Supplier and the Institute and/or other third parties to the contract. 

3.3. Records and Data Protection

3.3.1. Service Supplier will hold a current computer record for all current members of staff and recent leavers. This data will remain the property of the Institute.

3.3.2. Service Supplier will maintain an electronic archive of historic input/output files and reports sufficient to satisfy any future statutory and audit requirements.

3.3.3. Service Supplier will ensure that all records are stored securely and are only accessible by authorised personnel.

3.3.4. Appropriate computer records will only be accessible to authorised staff via a private individual password or login identity.

3.3.5. Payroll information will only be disclosed to HR/Finance staff who have been authorised to receive it.

3.3.6. Both Service Supplier and the Institute are governed by the General Data Protection Regulations and any revisions and will operate accordingly within these regulations.

3.3.7. Service Supplier will provide periodic information to internal and external auditors and, if required, make recommended changes to procedures and practices by prior agreement with the Institute.

3.3.8. Service Supplier will provide the Institute with ‘view’ functionality of the payroll system/software to enable the efficient resolution of employee queries. 

3.3.9. As part of the implementation project plan, Service Supplier will be required to work with the Institute to develop a robust GDPR impact assessment plan. 

3.4. Day to Day Payroll


3.4.1. The Service Supplier will prepare a timetable for payroll dates on an annual basis and agree this with the Institute. 

3.4.2. A nominated HR representative(s) will send all payroll data to Service Supplier by the deadline date through a secure portal or system integration with our existing Human Capital Management (HCM) System. Payroll data will include joiners, leavers, overtime, salary codings, some absences and changes to permanent information. This list may be reviewed from time to time. 

3.4.3. Service Supplier will calculate statutory and occupational payments and provide payment schedules in accordance with statutory and contractual terms, for Sickness Absence, Maternity, Adoption, Parental Leave etc. 

3.4.4. Service Supplier will update the payroll system with changes and retain all source files y to provide an audit trail. (Data will be retained for the current tax year and for six full tax years prior to the current year). 

3.4.5. Service Supplier will calculate arrears in respect of backdated increases, including the annual pay award. 

3.4.6. Service Supplier will maintain the Online Childcare Voucher contract for Institute employees and manage other salary sacrifice benefits, engaging with our third-party benefits provider platform.

3.4.7. Service Supplier will manage pension Auto Enrolment and Re-enrolment in line with statutory requirements and as agreed by both parties.

3.4.8. Service Supplier will ensure sufficient separation of duties and sign off procedures to satisfy audit requirements.

3.4.9. Service Supplier will pay all staff in accordance with their BBSRC terms and conditions or THE INSTITUTE terms and conditions, as agreed with the Institute and HMRC regulations.

3.4.10. Service Supplier will produce an electronic payslip for all current employees to be hosted and maintained via a secure online payslip portal. All payslips to comply with the requirements of the Employment Protection Act and GDPR. 

3.4.11. Service Supplier to detail how long payslips will be accessible for and their process for archiving historical payslips. This should include details of how payslip data would be transferred securely in the event the contract between the Service Supplier and the Institute is terminated. 

3.4.12. Service Supplier will send a Gross to Net report to a nominated Institute representative for checking prior to the payroll run, within agreed timescales.

3.4.13. Should any payroll errors occur, due to the Service Supplier, the Service Supplier will endeavour to correct them as soon as possible, by agreement with the Institute; this could include correction in the following month or a separate payment for larger errors. Any bank charges incurred will be at the expense of the Service Supplier. 

3.4.14. Service Supplier to inform the Institute of statutory changes issued by the statutory authorities that impact payroll parameters and to maintain and configure application parameters to perform gross net calculations in line with the statutory rules. 


3.5. Funding and Accounting

3.5.1. Service Supplier will issue a funds transfer request to the Institute detailing the gross cost of each payroll run, giving reasonable time for the Institute to arrange a funds transfer.

3.5.2. Once the Institute has transferred the funds to the Service Supplier, any subsequent fraudulent activity will be the responsibility of the Service Supplier to replace the funds.

3.5.3. The Institute will ensure that the gross payroll cost is credited to the identified Service Supplier bank account in accordance with the pre-agreed payroll schedule.

3.5.4. Service Supplier will make bank credit payments to all staff in accordance with their payslip. Service Supplier will only make cheque payments in extenuating circumstances and by agreement with the Institute.

3.5.5. Service Supplier will make all payments and remittances/documentation in respect of staff deductions to the relevant organisations by the statutory or agreed deadline. These will include HMRC, RCPS Pensions, Union Subs, Social club and Gym subs, Court Orders/Attachment of Earnings orders and charitable donations.

3.5.6. Service Supplier will complete and submit Full Payment Submission and/or Earlier Year Update, ensuring the Institute has sufficient time to settle any financial obligations, and make payment to HMRC. 

3.6. Queries and Returns

3.6.1. Service Supplier will answer all HMRC queries relating to payroll.

3.6.2. Service Supplier will send all relevant PAYE returns to the HMRC by the statutory deadline. Returns will be made electronically. The Institute will authorise Service Supplier to act as an agent on their behalf in this respect, and to receive tax code changes, SLA notifications etc. via e-mail in respect of the Institute employees.

3.6.3. Service Supplier to detail options for providing P11Ds. 

3.6.4. Service supplier will issue a P45 to the home address on record shortly after the end of the month in which a leave date is entered.

3.6.5. Service supplier will issue an electronic P60 by the statutory deadline via the e-pay system to all staff employed at the end of the tax year.

3.7. Data Management/General Data Protection Regulations (GDPR) 

It is imperative that we are satisfied that all parties are able to meet their legal and statutory obligations under data protection and in compliance with GDPR as well as having robust data management/IT management in place. 

As part of your submission please answer the data privacy questionnaire at Appendix C and the IT questionnaire at Appendix D. 

3.8. Account Management 

		3.8.1 	Please outline what Account Management provision will be provided as part of the service. This should include a draft implementation plan and details of training provision, during and after implementation as well as ongoing account management and support.

		3.8.2	Please provide a draft Service Level Agreement and proposed Key Performance Indicators (KPIs) for the performance of the contract. 

3.9.  Reporting Requirements

3.9.1. The Institute will require visibility of real-time data in the Service Supplier’s payroll system to aid employee queries. 

3.9.2. Service Supplier will issue a report enabling the Institute to update their general ledger with payroll costs, a date for which will be agreed but this should be as soon as possible after the final pay-run and no later than the penultimate working day of the month. 

3.9.3. Service Supplier will issue post payroll reports in a format and time schedule agreed with the Institute e.g. gross cost report for completion of BBSRC returns.

Service Supplier should detail their reporting options, however the key monthly and annual reports required, as a minimum, are listed below: 

· Attendance Report (temporary payroll input)
· Amendment Report (permanent changes to payroll information)
· Labour Bookings Report (staff codings)
· New Starter Reports
· Gross to Net report
· General Ledger report
· Auto-enrolment report 
· Third party payment reports
· Payslip report (if required based on Service Supplier’s online payslip portal and archiving access)

3.10. Business Continuity

Please provide details of your business continuity plans. 


3.11. Pricing structure & length of contract

The proposed length of the contract on offer is 3 years. However, in your proposal, you should provide pricing options for a 3-year and a 5-year contract.  

3.12. Scope of Works

The tenders submitted will need to be able to demonstrate the following: 

3.12.1. The ability to provide payroll services to support delivery of the Institute’s pay related terms and conditions.
. 
3.12.2. Accreditation level, such as the Chartered Institute of Payroll Professionals (CIPP) Payroll Assurance Scheme (PAS) or alternative industry standard.

3.12.3. A track record of working with a scientific research organisation or organisation of a similar nature (e.g. with dual terms and conditions, public sector, academic institute, or the charity sector). 

3.12.4. A record of strong client relationship management, training and support. Please provide contact details of three client referees in support of the points above, who will be contacted as part of this process. 
  
3.12.5. How compliance with GDPR will be delivered and maintained. 

3.12.6. A draft implementation timetable (maximum 20 weeks not to exceed 31/3/21), including arrangements to transition from current provider. The first payroll for service delivery will be April 2021. 

Those submitting tenders should be prepared to attend a presentation day on site at The Pirbright Institute (refer to timeline in section 1) or a virtual presentation if COVID restrictions do not permit an on-site visit.

4. Tender Submission Requirements

Tender responses must include examples of how your service proposition would help the Institute to achieve our Payroll Strategy as well as fulfil the service specification detailed in this Invitation to Tender.    

You are invited to propose options consisting of a fully managed service or a bureau service with clear definitions of what is covered in each option and the pricing schedule. 

Tenderers should submit the following information/documents as part of their proposal:

· Introduction to company.
· Examples (up to 3) of previously delivered contracts of a similar nature.
· Example of monthly payroll cycle based on an existing arrangement with a comparable organisation.
· Example of key process workflows or process maps, demonstrating key touchpoints or interfaces. 
· Details of the implementation plan including resource commitment, timeframes, number of parallel pay runs, key milestones, expectations from the Institute and training provided.
· Company policies relating to anti-bribery, diversity & inclusion, and data protection (including privacy policy). 
· Declaration of any conflicts of interest. 
· Completed supplier pre-qualification survey (see appendix A).
· Completed data protection questionnaire (see appendix C).
· Completed IT questionnaire (see appendix D). 
· Service structure chart and contact information.

5. Tender Submission & Clarifications

	Name
	Position
	Email & Telephone

	Fiona Sirkett
	Head of HR
	Fiona.Sirkett@pirbright.ac.uk              01483 232441 x 1363    

	Lester Demmer
	Procurement Manager

	lester.demmer@pirbright.ac.uk 
01483 231336



6. [bookmark: _Hlk52267046]Evaluation of Tender Responses

All submitted tenders will be evaluated by an Awarding Committee consisting of representatives from Finance, HR and Procurement. 

Evaluation will take the form of scoring as detailed set out below.

Clarifications will be sought where required.

	#
	Evaluation Criteria
	Weight

	1
	Essential criteria
	70%

	
	
	
	

	
	1.1
	Details of how Service Supplier intends to manage and resource the day to day running of this Contract.  Please include a full and detailed proposal for how you will meet the service specification, including  the numbers and types of staff required for you to deliver the contract and which elements will be undertaken by onsite / offsite and subcontracted staff.
	20%

	
	1.2
	A detailed pre and post contract implementation plan including all major milestones to include details of where customer involvement/input will be required, and level of project resource provided by the Service Supplier. 
	10%

	
	1.3
	Details of how the Service Supplier will manage business continuity issues specific to the provision of this contract. In particular please provide a plan of how you would manage the fulfilment of the contract requirement in times of any qualified staff or resources limitations.  
	15%

	
	1.4
	Details of how the Service Supplier will provide quality assurance and compliance with GDPR requirements. 
	15%

	
	1.5
	Quality of tender submission 
	10%

	2
	Price
	The cost of design and delivery including options for a 3 and 5 year contract.
	30%

	
	Essential + Price 
	100%



6.1. Scoring Framework 

	Score
	Definition

	0
	Non-compliant

	No response or partial response and poor evidence provided in support of it.  Does not give the awarding committee 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
	Minor reservations

	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 awarding committee confidence in the ability of the Bidder to deliver the contract. Meets the awarding committee’s requirements.

	4
	Very good

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

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



The awarding committee will invite the top three scoring tenders to present their bids. The invitation to present will outline any additional questions the awarding committee has with regard to the tenders bid. The invitation will also include a brief on the information that the presentation should cover.

The Pirbright Institute intends to award any contract based on the most economically advantageous based on the award criteria provided as part of the tender documentation. The Pirbright Institute reserves the right to award all or none of the business described.
    
7. The Pirbright Institute Terms and Conditions 

Terms & Conditions are attached in Appendix B.

8. Confidentiality     

By submitting a tender proposal in response to this ITT the tenderer is agreeing to the following:

All information supplied to you by The Pirbright Institute, including this ITT and all other documents relating to this Procurement Process, either in writing or orally, must be treated in confidence and not disclosed to any third party (save to your professional advisers, consortium members and/or sub-contractors strictly for the purposes only of helping you to participate in this Procurement Process and/or prepare your tender response) unless the information is already in the public domain or is required to be disclosed under any applicable laws.

You shall not disclose copy or reproduce any of the information supplied to you as part of this Procurement Process other than for the purposes of preparing and submitting a tender response. There must be no publicity by you regarding the Procurement Process or the future award of any contract unless the Customer Organisation has given express written consent to the relevant communication.

This ITT and its accompanying documents shall remain the property of The Pirbright Institute.

The Pirbright Institute reserves the right to disclose all documents relating to this Procurement Process, including without limitation your tender response, to any employee, third party agent, adviser or other third party involved in the procurement in support of, and/or in collaboration with, the Customer Organisation. The Pirbright Institute further reserves the right to publish the Contract once awarded and/or disclose information in connection with supplier performance under the Contract in accordance with any public sector transparency policies (as referred to below). By participating in this Procurement Process, you agree to such disclosure and/or publication by the Customer Organisation in accordance with such rights reserved by it under this paragraph.

The Freedom of Information Act 2000 (“FOIA”), the Environmental Information Regulations 2004 (“EIR”), and public sector transparency policies, including the placing of contract award notices on the Contracts Finder database, apply to The Pirbright Institute (together the “Disclosure Obligations”).

You should be aware of The Pirbright Institute’s obligations and responsibilities under the Disclosure Obligations to disclose information held by The Pirbright Institute. Information provided by you in connection with this Procurement Process, or with any contract that may be awarded as a result of this exercise, may therefore have to be disclosed by The Pirbright Institute under the Disclosure Obligations, unless The Pirbright Institute decides that one of the statutory exemptions under the FOIA or the EIR applies.

If you wish to designate information supplied as part of your tender response or otherwise in connection with this tender exercise as confidential, you must provide clear and specific detail as to:
The precise elements which are considered confidential and/or commercially sensitive.
Why you consider an exemption under the FOIA or EIR would apply.
The estimated length of time during which the exemption will apply.

The use of blanket protective markings of whole documents such as “commercial in confidence” will not be sufficient. By participating in this Procurement Process, you agree that The Pirbright Institute should not and will not be bound by any such markings.

In addition, marking any material as “confidential” or “commercially sensitive” or equivalent should not be taken to mean that The Pirbright Institute accepts any duty of confidentiality by virtue of such marking. You accept that the decision as to which information will be disclosed is reserved to The Pirbright Institute, notwithstanding any consultation with you or any designation of information as confidential or commercially sensitive or equivalent you may have made. You agree, by participating further in this Procurement Process and/or submitting your tender response, that all information is provided to The Pirbright Institute on the basis that it may be disclosed under the Disclosure Obligations if The Pirbright Institute considers that it is required to do so and/or may be used by the Customer Organisation in accordance with the provisions of this ITT.

Tender responses are also submitted on the condition that the appointed supplier will only process personal data (as may be defined under any relevant data protection laws) that it gains access to in performance of this Contract in accordance with The Pirbright Institute’s instructions and will not use such personal data for any other purpose. The contracted supplier will undertake to process any personal data on The Pirbright Institute’s behalf in accordance with the relevant provisions of any relevant data protection laws and to ensure all consents required under such laws are obtained.


Appendices

Appendix A – Pre-Qualification Questionnaire

Appendix B – The Pirbright Institute Terms and Conditions 

Appendix C – Data Privacy Questionnaire

Appendix D – IT Questionnaire 

Appendix E – Clarification Document
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