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Annex 1 Tender Response Document

[bookmark: _Toc231543011]Part A - Selection Criteria
Please Note:
[bookmark: _Toc183427890][bookmark: _Toc194409085]Tenderers will either Pass OR Fail each of the Selection Criteria. In the event of one or more of the Selection Criteria achieving a fail, the Tenderer will be excluded from participating in this Competition.


	1 [bookmark: _Toc221263449]Company Summary 
Please complete the following table(s) with your Company Summary. If the Tenderer is a grouping, separate information MUST be completed for each group member.

	Organisation Name
	

	Contact Name 
	

	Position
	

	Address
	

	Landline telephone number
	

	Mobile number
	

	Out of hours contact telephone number
	

	Email address
	

	Please provide a brief company profile including an organisation chart
(Please expand this box as necessary)



	Contact Person for the purposes of this Tender Competition

	Contact Name
	

	Landline telephone number
	

	Mobile number
	

	Email address
	

	
	



	2 [bookmark: _Toc194409087][bookmark: _Toc221263450]Financial Capacity 

	2.1 Insurance

	Please note the minimum insurance levels below and complete the table with the requested information.
Minimum Limit of Indemnity


		Employer Liability
	Public Liability
	Professional Indemnity

	Cyber security Liability
	Cyber security Liability

	13 million
	6.5 million
	5 million
	3 million

	3 million





	Please confirm below the levels of insurance that you have in place. Please include your insurance certificates in your submission. 

	Insurance Type
	Level in Place
	Details of Any Excess

	Employers Liability
	
	

	Public Liability
	
	

	Professional Indemnity
	
	

	Cyber Security Liability
	
	

	

	I confirm that if successful, where the levels required under the contract are higher than those currently in our possession, I will be in a position to put the required forms and levels of insurances required in place. 
	Yes/No

	Signed
	





	2.2 Tax Clearance

	1. Please provide a copy of a valid Tax Clearance Certificate and complete the information below: 

		Valid Tax Clearance Certificate:

	Evidence Attached
	Yes/No

	Appendix Number
	

	Expiry Date
	




	1. Alternatively, please provide the following information to enable online verification.


		Tax Registration Number
	

	Tax Clearance Access number
	




	(iii) Or - Please provide evidence that a Tax Clearance Certificate has been applied for from The Irish Revenue Commissioners

		Evidence Attached
	Yes/No

	Appendix Number
	




	Note: All non-resident companies should apply for a general TCC where tax clearance is required in connection with a Public-Sector Contract (formal or otherwise). 
Both Resident and Non-Resident Tax Clearance Certificate information may be obtained from the Irish Revenue Commissioners http://www.revenue.ie/en/tax/it/forms/webtc1.pdf






	2.3 Statement of Turnover

	Tenderers should provide evidence that their combined turnover relating to the services has exceeded the amount stated in the following table per annum, over the three years 2023/2024/2025

	I confirm that we have the following turnover to be considered for the contract.

	Financial Standing Requirement:

	Pass requirement: Candidates must be able to provide objective evidence on request from an independent source (e.g., an auditor’s statement) confirming that during any of the three previous financial years the Candidate’s annual turnover exceeds €1,000,000. In the absence of turnover, candidates MUST be able to demonstrate financial viability via access to funding, or equivalent evidence. 
Note 1: In the case of sole traders or partnerships, the pass requirement may be satisfied by a letter of confirmation from a senior partner. 
Note 2: If the Candidate’s date of establishment was more recent than three years, the pass requirement may be satisfied on a pro-rata basis.
Three (3) Audited accounts MUST be provided to support the statement. In line with current legislation where a company has an annual turnover of less than €12 Million then audited accounts are not necessary. In these instances, a statement of accounts from the company’s accountants will suffice.

	
	2023
	2024
	2025

	Turnover (€)
	
	
	

	Please confirm that the tenderer is compliant with all its corporate obligations in relation to financial returns.
	Yes / No

	Name
	

	Position (e.g. Accountant)
	



	[bookmark: _Toc221263451]3 Previous Experience

	Tenderers must demonstrate that they have successfully delivered a service of a comparable scale and complexity relevant to the requirements in this TRD.
Evidence must be provided of the successful delivery of two (2) such contracts, within the previous three (3) years.  Contact details of a referee for all projects must also be provided. A written reference MUST be included from the client for each contract.
Please note:
•	If a Project for Education Shared Business Services (ESBS) is being used as a contract, the other contract must be external to the ESBS. 
By providing these references:
•	Tenderers give consent for contact to be made with the organisations.
•	Contracts must have been within the last 3.
•	Referees must be notified in advance that they may be contacted by EPS or ESBS.

	[bookmark: _Hlk155949544]Previous Contract 1

	Client Organisation Name
	

	Client Contact Name (Referee)
	

	Referee Position Within the Client Company
	

	Referee Phone Number
	

	Referee Email Address
	

	Contract start and completion date
	

	Contract Value
	

	Nature and Scope of the Contract
	

	Previous Contract 2

	Client Organisation Name
	

	Client Contact Name (Referee)
	

	Referee Position Within the Client Company
	

	Referee Phone Number
	

	Referee Email Address
	

	Contract start and completion date
	

	Contract Value
	

	Nature and Scope of the Contract
	



	[bookmark: _Toc221263452]4 Data Protection Compliance

	The Tenderer must ensure the security of Personal Data at all times is in line with the Data Protection Acts 1998 and 2003 and guidance issued by the Data Protection Commissioner of Ireland. Tenderers are required to be compliant under the EU General Data Protection Regulation (GDPR) which came into effect on 25/05/2018. Please confirm compliance.

	Compliant Yes/No:
	

	Signature
	






2

[bookmark: _Toc231543012]Part B - Requirements Specification 
[bookmark: _Toc114219469][bookmark: _Toc176179782][bookmark: _Toc231543013]B.1	Background Information

The Minister for Education and Youth (the “Contracting Authority”) has provided background and supporting information for Tenderers in Annexes as set out in the table below to assist Tenderers in their response to this RFT for a Time & Attendance (T&A) Solution within a Software as a Service (Saas). Tenderers should familiarise themselves with this information, as well as the full content of the main RFT document and all appendices, before responding to the RFT. 

The Education Shared Business Services (ESBS) in the Department of Education and Youth (DOEY) is the lead business unit responsible for making direct payments to apprentices and learners on behalf of the Department of Further and Higher Education, Research, Innovation and Science (DFHERIS).

The Education Procurement Services (EPS) is the sourcing body from a procurement perspective on behalf of The ESBS.

	[bookmark: _Hlk176353629]Annex
	Name
	Description

	2
	Transactions and Volumes
	This document provides details of transaction and volume metrics that the proposed SaaS solution will need to support. The document provides an insight to the nature and level of complexity that the successful Tenderer will need to support in the proposed SaaS solution.

	3
	Current Integrations
	This document provides details of systems that the proposed SaaS Solution will need to integrate with, both internal and external to the Contracting Authority’s environment. Such integrations may be automated, event driven or manually triggered.  

	4
	Clocking Devices
	This document provides details of the clocking devices currently in use across all 16 ETBs that the Tenderer will need to consider in terms of the proposed SaaS Solution, support and planning for the future requirements of ETBs.  

	5
	Reporting
	This document provides details of critical reports required by the Contracting Authority and are subject to change. The document details the reporting requirements that the successful Tenderer will need to provide and support in the proposed SaaS solution.

	6
	CV Template
	This document provides a template for Tenderers to provide details of their proposed Project Team.

	7
	Time & Attendance Reason Codes
	This document lists the T&A reason codes across each of the cohorts for apprentices and learners.

	8
	SOLAS FET Learner Payments Policy and 
                 Operating Guidelines 01 Jan 2025
	This document outlines SOLAS policy and eligibility criteria for payments to FET Learners.

	9
	SOLAS Training Allowances Guide 2026
	This document details the training allowances in monetary terms payable to FET Learners which are subject to change.




[bookmark: _Toc231543014]B.2	Structure and Context of Annex 1
Annex 1 contains detailed requirements to which Tenderers must respond. The structure of this Annex is in line with the Award Criteria and is as follows:
Section 1 - Mandatory Requirements
Section 2 - Functional Requirements
Section 3 - Technical Requirements
Section 4 - Implementation & Other Requirements 
Section 5 - Post Implementation Software Development Service Requirements
Section 6 - Support Requirements
Section 7 - Green Public Procurement Requirements
[bookmark: _Toc231543015]B.3 	Guidelines for responding to requirements
Tenderers are required to complete responses to all requirements. Responses must be populated in the response boxes provided and submitted as part of the tender response. 
Award Criteria is divided into sub-criteria. For each sub-criterion, Tenderers must demonstrate by providing a clear and comprehensive description (in all cases where required) how the requirements will be met by the Tenderer or by the proposed SaaS Solution as appropriate. Each response provided by the Tenderer for each individual sub-criterion will be evaluated and scored in the manner set out in the scoring methodology table in section 3.3 of part 3 of the RFT. Tenderers should ensure that they have fully understood the Award Criteria and scoring methodology before responding to the requirements in this Annex 1.  
Tenderers should note that responses must be populated in the individual response boxes under each sub-criterion as required. Each response is scored based on the information provided within the relevant response box. Tenderers relying on information contained within additional supporting documentation must clearly state this in the relevant response box and specifically name the applicable supporting document and location of the relevant information contained within the supporting documents (i.e., page and section number/s must be clearly identified). Responses must NOT contain embedded document, and all supplementary documents must be included as individual documents.
Information contained at the destination web pages of hyperlinks contained within documents will not be assessed unless otherwise stated in the RFT or within this Annex 1.
Tenderers should note that the Contracting Authority will not search supporting documentation to find additional information related to criterion. Where a Tenderer fails to clearly link information contained within supporting documentation, the Contracting Authority will not search for such information and, as a result, the information will not be considered for evaluation purposes. All supporting documentation provided, including screen shots where applicable, must be in English and in a legible format, i.e., clearly legible on a 14-inch, high resolution screen at 100% zoom setting.
In order to ensure a high-quality SaaS Solution, Tenderers must achieve a minimum total score of 60% of the maximum available marks for each qualitative sub criterion. 
Where a Tenderer fails to achieve the requisite minimum score of 60% for any one sub-criterion in its final Tender as submitted, the Tenderer’s proposal will not be evaluated in respect of cost, and the Tenderer shall be excluded from further participation in the Competition.
Mandatory Requirements are identified in this Annex, using the letters “MR”. The Contracting Authority considers these to be critical requirements. Tenderers’ responses to these requirements will be evaluated on a Pass/Fail basis. Tenderers must confirm their acceptance of and compliance with each MR in their response and failure to comply will result in the Tender not being evaluated in respect of cost.
The Tenderer’s submission must be completed, by responding in this document, using the response boxes provided.
1. [bookmark: _Toc231543016]Mandatory Requirements

The following requirements are identified as Mandatory Requirements. Tenderers’ responses in respect of these requirements will be evaluated on a Pass/Fail basis.

Tenderers must meet all these Mandatory Requirements. If the Tenderer fails to meet any single requirement designated as a Mandatory Requirement, the Tender will not be evaluated in respect of cost and will be eliminated from further participation in the Competition.

Where required, Tenderers must also supply all supporting information and/or documentation in respect of each MR. 

	ID
	Criteria
	Requirement

	MR01
(MR)
	Location of Data 
	The Contracting Authority requires that Client Data must be stored, hosted, and processed only in data centres located within the EEA. 
Tenderers must confirm their acceptance of and compliance with this requirement.
Tenderers are also required to provide details of the locations of the data centres for verification purposes.

	Response:
	MR01 – Location of Data

	Confirm and Accept:  YES ☐

	Provide details of locations of the Primary and Backup Data Centres: Insert location details here (do not embed documents) 



	ID
	Criteria
	Requirement

	MR02
(MR)
	Certification
	The Contracting Authority requires assurance that the Tenderer has implemented technical and organisational measures in such a manner as to protect all data. 
Tenderers must confirm their acceptance of and compliance with this requirement. To verify compliance, Tenderers must provide evidence of adherence to:
1. One or more recognised data security and protection management standard(s), such as ISO27001, ISO27017, or equivalent; or 
1. The SOC 2 framework, or equivalent.
The evidence to be provided must clearly demonstrate that the Time & Attendance solution proposed to meet the Contracting Authority’s requirements is within the scope of the above standard(s), or equivalent, and/or SOC framework.

	Response:
	MR02 – Certification

	Confirm and Accept:  YES ☐


	Provide Copies of all Relevant Certification and/or Evidence of Adherence to Standard(s) or SOC 2 framework: 
Insert relevant images here (do not embed documents) or provide the name(s) of the relevant accompanying document(s) provided.



	ID
	Criteria
	Requirement

	MR03
(MR)
	ETB unique number
	In a shared services context, all documents and transactions must have a unique number identifiable by each ETB. 
To verify compliance with this requirement, Tenderers must provide evidence of relevant screenshots/images which show that all documents and transactions have a unique number which must be identifiable by each ETB.

	Response:
	MR03 – ETB unique number

	Confirm and Accept:  YES ☐


	Provide Copies of all Relevant screenshots/images: Insert relevant images here (do not embed documents) or provide the name(s) of the 
relevant accompanying document(s) provided.



	ID
	Criteria
	Requirement

	MR04 (MR)
	Vendor Hosting
	As part of the provision of a SAAS Solution, the Contracting Authority requires the solution to be wholly vendor hosted to a secure cloud environment within the EEA with all necessary connections to Government Network (GN) hosted systems and clocks provisioned.  

	Response:
	MR04 – Vendor Hosting

	Confirm and Accept:  YES ☐


	Provide Copies of all Relevant screenshots/images: Insert relevant images here (do not embed documents) or provide the name(s) of the 
relevant accompanying document(s) provided.



	ID
	Criteria
	Requirement

	MR05
(MR)
	Multiple Integrations
	The Contracting Authority requires that the T&A Solution can interface as follows:
· With multiple systems such as with the SOLAS ACSS, PLSS and server systems and with the PeopleXD and/or any future        centralised shared services payment/payroll system and the server in The ESBS;  
· Via automated file uploads and APIs to/from SOLAS and PeopleXD and/or any future centralised shared services payment/payroll systems.

	References: 
	Annex 3 Current Integrations

	Response:
	MR05 – Multiple Integrations

	Confirm and Accept:  YES ☐


	Provide Copies of all Relevant screenshots/images: Insert relevant images here (do not embed documents) or provide the name(s) of the 
relevant accompanying document(s) provided.



[bookmark: _Toc69895272][bookmark: _Toc72165895][bookmark: _Toc231543017]2.	Functional Requirements
[bookmark: _Toc69895273][bookmark: _Toc72165896]This section sets out functional requirements to be met by a Time & Attendance Solution Software (the “T&A Solution”) as a Software as a Service (SaaS) which must be highly integrated and provide Contracting Authority/ESBS Users and ETB Users with functionality and processes to enable secure and accurate processing of all transactions including but not limited to those exported for payment.  
In advance of responding to the Functional requirements, Tenderers should ensure that they have fully understood the Award Criteria outlined in Section 3.3 of Part 3 of this RFT and the “Guidelines for responding to requirements in Part B, Section B.3 of this document”.  
The functional requirements are divided into sub-criteria. 
For each functional requirement sub-criterion, Tenderers must: 
1. Confirm that the proposed SaaS Solution will meet the required functionality including stipulating which of the following (or combination of same, where appropriate) applies in each case:
0. Standard: requirement is met by standard functionality of T&A product with Configuration. The Tenderer is confirming no modification or Customisation is required;
0. Modification: requirement is met through application programming and deployed as part of standard T&A product components;
0. Third Party: requirement is met by Third Party commercial components other than those provided with the standard T&A product; Tenderers must specify the name of the Third-Party solution. Cost (including licencing and support and maintenance costs) for deployment must be included in Appendix 2 Pricing Template (excel workbook);
0. Customisation: requirement is met by build of additional components specific to the Contracting Authority’s required SaaS Solution and deployed as separate artefacts.
And,
1. Demonstrate, by providing a clear and comprehensive description, how their SaaS Solution can meet and deliver each requirement in the response boxes provided. Tenderers may provide screen shots or other relevant material in support of their response, where appropriate.
The costs for the proposed functionality including all Configurations, Customisations and/or Third-Party products must be included in the Tenderer’s response to Appendix 2 Pricing schedule (excel workbook).  
	Tenderers should note that detailed system rules, business rules and workflows will be defined and agreed as part of the detailed design of the T&A Solution and included in the functional design documentation. During the implementation of the SaaS Solution, the successful Tenderer will be required to design and/or configure each rule and workflow to provide the functionality set out in sections 1 to 7 of this Annex 1.



[bookmark: _Toc231543018]2.1	Overview Detailed Requirements:

	ID
	Criteria
	Requirement

	OVWD1

	Overview

	Based on an understanding of the requirement of the Contracting Authority requirement for a single T&A SaaS Solution for the delivery of timesheet processing through The ESBS Shared Service Centre to 16 ETBs, as outlined in Appendix 1 (RFT), the Contracting Authority requires Tenderers to provide an overview of their proposed SaaS solution which includes:
· an outline of how the Tenderer will achieve this requirement of the Contracting Authority;
· the Tenderers understanding of the key risks and challenges in achieving this vision; and 
· details of any potential enhancements to the vision.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 



	Response:  OVWD1 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
	Confirm: YES ☐
	
	
	




	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]



[bookmark: _Toc74845847][bookmark: _Toc231543019]
2.2	Solution Characteristics and Administration

	ID
	Criteria
	Requirement

	SH01

	User Communities Access 

	The Contracting Authority has a number of User Communities that will access the T&A Solution and will do so over Government Networks (GN) and via the public internet.  
The Contracting Authority requires secure access for each of the user groups that will be using the SaaS Solution. 
The Solution must enable:
· ESBS and ETB Users to access the T&A Solution from Government Networks (GN) and via the public internet within Ireland;
· Apprentice and Learner Users to access the T&A Solution via the public internet within Ireland.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 


	Response:   SH01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement – type to expand] 






	ID
	Criteria
	Requirement

	SH02

	Digital Forms

	The Contracting Authority is committed to replacing paper forms with digital forms to reduce costs and carbon footprint in line with public policy, guidelines and requirements in respect of the procurement of goods and services by public bodies. The Contracting Authority requires functionality to enable the creation of digital forms.  
The Solution must enable authorised ESBS Users to:
· Create bespoke digital forms including defining and positioning data entry fields in varying formats (e.g., free text, dates, numeric values, drop-down lists);
· Maintain version control of digital forms;
· Allow for personalised branding (header/footer) relevant to each ETB for any forms;
· Clearly designate mandatory fields (e.g., Master Data) which must be highlighted when users are completing and submitting the forms;
· Apply field validation rules to ensure data is validated at point of entry, based on specific field configuration (e.g., pattern validation, format validation, database validation) or based on data in other fields (e.g., end-date cannot precede start-date);
· Setup and maintain (e.g., on-hover) tooltips, guides to support the end user in completion of digital forms;
· Create digital forms that enable upload of associated attachments in formats such as pdf and others (e.g., jpeg, png, xls(x), ppt(x), doc(x)) with a size limit of up to 20Mb per attachment;
· Deploy digital forms to production for distribution to defined sub-sets of apprentices/learners, or the entire user base through relevant user interfaces;
· Include digital forms in system processes and workflows;
· Record details such as user id, date and time at submission of digital form.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response: SH02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement – type to expand]





	ID
	Criteria
	Requirement

	SH03

	Workflow Capabilities

	The Contracting Authority requires configurable workflow functionality to meet its Business Requirements.
The Solution must provide configurable business workflow functionality which will enable authorised Users to:
· Create, update and archive/delete workflows; 
· Delegate workflow approval/rejection role;
· Implement workflows to be triggered by system events or user actions;
· Automate escalation processes;
· Configure reminders at defined intervals for all approval steps;
· Manage workflows, including reassigning tasks within the workflow to different roles; 
· Purge dated and obsolete workflow data;
· Report on the status and history of running or completed workflows.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	Response: SH03 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement – type to expand]



	ID
	Criteria
	Requirement

	SH04

	Scheduling Capabilities

	The ESBS, in conjunction with SOLAS and other related software providers, carries out a range of scheduled processing activities. These processing activities are scheduled for both during the working day and outside of working hours. 
The Contracting Authority requires functionality to enable the scheduling of one off and recurring processes and tasks. 
The Solution must:  
· Schedule one off and recurring processes/tasks (e.g., loading data from external processes such as those received from SOLAS for joiners/leavers/updates and to/from PeopleXD payment processing system/APIs);
· Create dependencies between processes/tasks;
· Monitor scheduled activities.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	Response: SH04 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement – type to expand]






	ID
	Criteria
	Requirement

	SH05

	Data Audit and Traceability
	The Contracting Authority requires functionality to enable the automated logging of all database changes including before and after values, date/time of change, user who made the change.  In addition, the Contracting Authority requires functionality to enable the automated read access logging. 
The Contracting Authority requires functionality to enable data audit and traceability.
The Solution must:
· Enable automated logging of all Creates, Updates and Deletes down to a single row or column, recording details (e.g., user ID, application module/interface, fieldname, audit action and before and after data value snapshot) and date-time of changes synchronised to the same clock;
· Enable automated read access logging;
· Enable reporting on all audit data (e.g., before and after data value snapshot, user who made the change, date-time of change, recorded user activity in terms of Creates, Reads, Updates and Deletes);
· Enable Configuration of audit levels and retention periods.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response: SH05 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement – type to expand]



 
[bookmark: _Toc176360070][bookmark: _Toc176360119][bookmark: _Toc176360182][bookmark: _Toc176427695][bookmark: _Toc176427740][bookmark: _Toc176427783][bookmark: _Toc176427872][bookmark: _Toc176427915][bookmark: _Toc176428332][bookmark: _Toc176446340][bookmark: _Toc176446397][bookmark: _Toc176520106][bookmark: _Toc176533297][bookmark: _Toc176790842][bookmark: _Toc176790904][bookmark: _Toc177029256][bookmark: _Toc177030640][bookmark: _Toc222502749][bookmark: _Toc222502785][bookmark: _Toc222502823][bookmark: _Toc223530696][bookmark: _Toc224764329][bookmark: _Toc225524710][bookmark: _Toc114219475][bookmark: _Toc231543020]2.3	User Interface
	ID
	Criteria
	Requirement

	UI01

	Data Quality (Validation)
	The Contracting Authority requires that all data is validated at the point of entry. This validation must be configurable and linked to warnings and error messages.
The Solution must:
· Enable the set up and maintenance of data validation rules to control the type of data or the values that users enter including:
· Set up and maintenance of mandatory fields i.e., fields which must be populated;
· Verification of defined data items which must be consistent with expected field definitions i.e., data type and length;
· Verification of defined data items through format/pattern validation; 
· Verification of defined data items through external validation service; 
· Prevention of duplications (e.g., avoid creation of multiple records for the same person);
· Application of data validation rules.

· Enable authorised Contracting Authority Users to:
· Configure validation rules for all user interfaces, automations, and integrations;
· Link validation rules to warnings and errors.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	References: Annex 3 Current Integrations

	Response: UI01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement]



	
ID
	Criteria
	Requirement

	UI02

	Error/Warning and Information Messages
	The Contracting Authority requires functionality to enable the automated generation of error/warning and information messages related to online interactions, online and offline processing.
The Solution must:
· Enable the setting up and maintenance of error/warning/information messages related to specific processes, exceeding thresholds and business rules;
· Generate automated error/warning/information messages that are informative and instructive;
· Link error/warning/information messages to online help.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	Response: UI02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement]






	ID
	Criteria
	Requirement

	UI03

	Online Help

	The Contracting Authority requires the provision of online help information related to workflows and business processes to support the user. 
The Solution must: 
· Provide access to contextualised online content based on user type (e.g., video etc.) 
· Provide informative and instructive explanations of screen elements (e.g., tool tip text)
· Allow access to online help content without affecting the current user task. 
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response: UI03 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement]



	ID
	Criteria
	Requirement

	UI04

	User Interface Accessibility 

	The Contracting Authority is strongly committed to the development and implementation of improved measures to promote and support the employment of individuals with disabilities. 
The Solution must: 
· Conform with Level AA Success Criteria (Web Content Accessibility Guidelines (WCAG) 2.2 (w3.org)) from the international guidelines WCAG 2.1 including:
· avoid accessibility barriers that exclude people from using the Solution (e.g., use of flashing content or colour as the only way to distinguish content)
· enable all interactions to be possible by keyboard only
· structure content logically so it can be navigated and read by assistive technology (e.g., screen readers)
· Implement content and features in a consistent and predictable manner (e.g., all form fields must have visible and meaningful labels)
· display important status messages or modal dialogs in a way that informs users of their presence and purpose, and lets them interact with them using their assistive technology
· adopt descriptive links so users know where a link will take them and/or the contents of any downloadable item
· provide text alternatives (‘alt text’) for any non-text content (e.g., images, logos)
· provide appropriate captioning and audio description for any multimedia.
· tenderers should also provide detail of adaptive technologies their proposed SaaS Solution supports and/or integrates with (e.g., HAL, JAWS).   
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 


	Response: UI04 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement]




	[bookmark: _Hlk176268835]ID
	Criteria
	Requirement

	UI05

	Language Requirements
	The Official Languages Act 2003 was signed into law on 14 July 2003. The primary objective of the Act is to ensure the improved provision of public services through the Irish language. 
The Solution must support the Irish language requirements of the Official Languages Act, 2003 (Irish Language Act) i.e.:  
· Bilingual inputs and outputs from and to the Solution which support accented vowels    
· Dual language user interface i.e., the ability (using system preferences) to present to all Authorised Users of the solution with the option to operate the solution in either Irish or English. Language settings must be definable at user level. 
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.

	References: (https://www.gov.ie/en/publication/8e0ae7-scheme-under-section-15-of-the-official-languages-act-2003-2016-2019/)

	Response: UI05 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:     YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐

	
	
	
	




	[Insert descriptive response for the above requirement]






	ID
	Criteria
	Requirement

	UI06
	System Management

	The Solution must:
· enable the setting up, maintenance and amending of objects such as, but not limited to:

· Tables;
· Fields.

· enable users to import and export data to and from other systems from any module (e.g., mail merges).  Tenderers must detail the range of data formats available for extract and/or data interchange.  The range must include, at a minimum:

· CSV text files;
· ASCII text files;
· XML messages;
· Microsoft Excel spreadsheets;
· PDF documents; and
· Microsoft Word documents.

· provide automated emailing of specific correspondence types directly to third parties, where required, from the T&A Solution using the appropriate security measures (e.g., password protected for date-of-birth for Course Completion letters);
· enable distribution of workflow messages to system users;
· enable read-only function to allow authorised users of the T&A Solution to monitor emails that are automatically sent from the system;
· be capable of:

· loading, storing data and attaching documents and images to the corresponding SaaS Solution objects (e.g. scanned documents such as medical certificates) and
· integrating and linking with third party document management systems (e.g. SharePoint).


· provide the following internal document and images formats such as, but not limited to:

· PDF;
· HTML;
· TXT;
· CSV;
· XML;
· JPEG and
· PNG.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 



	Response:  UI06 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed solution will meet the required functionality by stipulating which of the following (or combination) applies, using the following tick boxes (more than one box may be ticked where appropriate)
	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]








[bookmark: _Toc231543021]2.4 User Types
	ID
	Criteria
	Requirement



	UT01 































UT02 
















UT03 

	Role Based Access Control in Live Environment 






























Super User Role Access Control in Test Environments















Reporting Functionality in accordance with User Types
	The Contracting Authority requires Tenderers to provide an overview of their proposed SaaS solution which includes end to end User Access Management.   
The Solution must provide the ability for configurable user access profiles across all user communities based on specific groupings – User Group mapping.  
These groupings should consider multiple user types based on description or regions/locations at a minimum.  
Role based Access Control in Live Environment:
The Solution must define and create permissions based on the following roles.  The Solution must have the ability to restrict data access based on rules provided by the Contracting Authority such as limiting access based on data within a user group e.g. a user for Learners cannot see the time and attendance for Apprentices.
The hierarchy of roles should be detailed and include but not limited to: 
· User Access 

· Clock In / Out;
· Limited Reporting Functionality to view historic timesheets;
· Self Service Password Reset.

· Approver Access - Multiple Approvers required per Class

· Input / Edit Timesheet;
· Approve Timesheet;
· Reporting Functionality;
· Self Service Password Reset.

· Full Access

· Input / Edit Timesheet;
· Approve Timesheet;
· Reporting Functionality;
· Class Set-up / Scheduling / Grouping / Locations;
· User Set-up / Assign Roles;
· Self Service Password Reset.

· View Only Access 

· Timesheet Approvals;
· Reporting Functionality
· View Class Set-up / Scheduling / Grouping / Locations;
· View User Set-up / Assign Roles.


· ESBS Users 

· Reporting Functionality;
· Class Set-up / Scheduling / Grouping / Locations;
· User Set-up / Assign Roles;
· Self Service Password Reset.

A response must be made available to the Contracting Authority which 
· Defines User Types;  
· Briefly describes the functionality / permissions available for each User Type;
· Provides a visual of the UI for the specific user.

Super User Access in Test Environment:
The ESBS require Super User full access in Test environments for the purposes of undertaking UAT and can:
· Input / Edit Timesheet;
· Approval Timesheet;
· Class Set-up / Scheduling / Grouping / Locations;
· User Set up / Assign Roles;
· Self Service Password Reset.
A visual is displayed below of the above requirements for User Types on Live and Test Environments: 
[image: ]



The Reporting Functionality of the Solution must be capable of extracting and displaying reporting information to end-users in accordance with the User Types information outlined in Annex 5 Reporting.
Tenderers must demonstrate by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.  


	References: Annex 5 Reporting

	Response:  UT01, UT02, UT03 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]



[bookmark: _Toc225507280]
2.5 Application of Business Rules

	ID
	Criteria
	Requirement

	ABR01

	Set up and Maintenance of Business Rules

	The Contracting Authority is the paying agent for the ETB Sector with business rules of varying complexity. The Contracting Authority requires the T&A Solution to provide functionality to setup and maintain a range of business rules. 
The Solution must have functionality to enable the following: 
· Setup and maintain business rules (including business rules that support Automations as required e.g. rules for bank holidays) 
· Apply effective dates to business rules; 
· Implement business rules using data accessed from internal database(s) and/or external web services/APIs; 
· Apply version control to business rules; 
· Track and audit changes to Configuration of business rules. 
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response:  ABR01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]




	ID
	Criteria
	Requirement

	ABR02


	Application of Business Rules to align to Policy

	Changes to the business rules for Learners on the T&A Solution is driven by Policy which is subject to change at any time.  
The rules for Learners are outlined in the ‘SOLAS FET Learner Payments Policy and Operating Guidelines 01 January 2025’ together with the Training Allowance Guide 01 Jan 2026.
Changes to the business rules for Apprentices on the T&A Solution is driven by instruction received by The ESBS from the Contracting Authority.
The Contracting Authority requires that the Solution must: 
· Be capable of further expanding on the nature of the rules as outlined in previous section named ‘Set up and Maintenance of Business Rules’ to ensure that all variations of T&A deductions are applied to the T&A file that generates timesheets for posting to the payments system;

· Be capable of ensuring the deduction of hours/minutes are automatically reflected for certain cohorts of learners who are to be paid based on attendance in line with Policy. Such deductions relate to basic training allowances and supplementary allowances such as meals, travel and accommodation allowances;

· Be capable of ensuring full T&A for certain cohorts of learners regardless of attendance in line with Policy; to ensure training allowances and supplementary allowances are paid in full;

· Ensure for learners who are paid regardless of attendance, that actual attendance is appropriately recorded on the T&A Solution while full T&A is included and sent on the T&A file for payments system;

· Ensure that information for each day is recorded for apprentices and learners in terms of hours/minutes, zero or positive daily hours/minutes can only be entered to the T&A Solution, hours/minutes entered cannot exceed daily/weekly thresholds in the class schedule for apprentices and learners;

· Ensure to provide dropdown functionality to end-users to select specific Reason Codes for the absences and attendances of individuals or groupings of apprentices and learners across individual or multiple locations in cases where manual adjustment by ETB admin staff is required to the T&A Solution; 

· Provide the functionality that when certain reason codes are selected, that the system defaults to full hours/minutes or zero hours/minutes but these hours/minutes can be edited as appropriate; 

· Ensure that the rules for bank holidays are applied to the T&A solution which also includes rules for courses that start after a bank holiday i.e. that only 4 days (Tues – Fri) appear on the timesheet; 

· Provide the mechanism for ETBs to reflect future-based-adjustments to the T&A of individual learners/apprentices and groupings e.g. centre closures for mid-term, Easter, Christmas holidays, adverse extreme weather conditions aligning with Disaster Recovery Plan;

· Enable ETBs process positive or negative arrears-based-adjustments to the T&A Solution for individual apprentices / learners and  groupings of apprentices / learners for all reason codes selected e.g. initially marked as absent and then a medical certificate is subsequently provided or marked as in attendance in error and hours therefore need to be deducted to reflect the absence.

Note: negative daily hours / minutes cannot exceed the positive daily hours/minutes already recorded in the system e.g. after deductions are finalised, the T&A Solution cannot allow have a negative hours/minutes total on timesheet.
Tenderers must demonstrate by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 


	References: Annex 8 SOLAS FET Learner Payments Policy and Operating Guidelines 01 January 2025 , Annex 9 SOLAS Training Allowances Guide 2026 (01 Jan 2026), Annex 7 Time & Attendance Reason Codes, Annex 3 Current Integrations

	Response:  ABR02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]



[bookmark: _Toc225513012]2.6 Automated Set Up of Centres 
	ID
	Criteria
	Requirement

	ASC01

	Automated Set Up of Centres

	The Contracting Authority requires Tenderers to provide an overview of their proposed SaaS solution for the efficient setting up of a new centre (which is the same as a new site location) on the T&A system.
ETBs require additional centres to be set up on the T&A Solution for Apprentices and Learners from time to time.
The new centre is initially set up on the SOLAS source systems; PLSS for Learners and ACSS for Apprentices.
Data provided to the T&A Solution will include but is not limited to:
·     Alphanumeric Centre Code;
·     Centre Title;
·     ETB;
·     Type of Programme (e.g. Youthreach, VTOS, Contracted, Apprenticeship ...).
Initially, the new centre data will be provided in a file format by the SOLAS Apprentice and Learner systems to the T&A Solution. 
· The Solution must provide an automated solution to enable a secure file to import / upload a bulk CSV file to the T&A system containing the details of the new centre;
· This must facilitate for delta and bulk load of Centre data;
· The designated file server used for the file transfer must allow for transfer from a SOLAS on‑premise location or from a cloud-hosted location;
· Enable monitoring of all integrations and manage warnings, exceptions, and failures;
· Enable recovery and/or the re-run of integrations (e.g., in the event of restoration of the SaaS Solution).
In addition to this, an API providing real-time / near real-time integration and synchronisation of data across different components is required.
· Leverage API REST architectures, which accommodate widely recognised methods - including GET, PUT, POST, PATCH, and DELETE - as well as various data formats such as JSON, XML, and HTML;
· The API must facilitate for delta and bulk load of Centre data;
· The T&A Solution will create necessary centre identifiers and include them in the API response for the SOLAS systems;
· Must be able to use existing defined identifiers in any integrations (e.g., ETB identifiers, Learner, or Apprenticeship identifiers) for exchanges of data.
 
Where any requirement cannot be met at contract commencement, Tenderers must identify the gap and provide a timebound plan to address it (including dependencies / assumptions).
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response:  ASC01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]





[bookmark: _Toc225513013]2.7 Multiple methods of capturing T&A information  

	ID
	Criteria
	Requirement

	MTA01

	Capture T&A information from various sources

	The Contracting Authority requires that all data obtained from various sources is reflected in the T&A solution in the most automated and efficient manner. The Solution must streamline the current process of manual entry and reduce complexity/manual touchpoints.
The Solution must:
· Enable the recognition and generation of the data provided by multiple methods;

· Pre-populated timesheets with full/zero weekly hours/minutes (manual adjustments can be made);
· Physical Clock In / Out on clocking terminals;
· Web Clocking facility;
· Be automated using technology such as Intelligent Document Processing to facilitate the scanning in of a standard timesheet template (e.g. excel document) for time & attendance for specific cohorts of apprentices and learners.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response:  MTA01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]



[bookmark: _Toc225507285]
[bookmark: _Toc225513014]2.8 Class Schedules 

	ID
	Criteria
	Requirement

	CS01

	Weekly Class Schedules varying according to Apprentice/ Learner Type

	The Contracting Authority requires Tenderers to provide an overview of their proposed SaaS solution for the different weekly class schedules that apply to Apprentice and Learners on the T&A Solution. 
The Solution must:
· Enable the recognition and generation of different weekly class schedules (subject to change) - 

· Apprentices currently have 33.15 and 40 hours/minutes weekly class schedules
· Learners currently have 22.00, 28.00 and 33.15 hour/min weekly class schedules

· Hours/minutes entered cannot exceed the hours/minutes of the daily/weekly class schedules selected for the class (an error message must appear to flag this) 

· Negative hours/minutes cannot be entered for the current week i.e. daily/weekly hours and minutes cannot be negative (an error message must appear to flag this)
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response:  CS01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]



[bookmark: _Toc225513015]2.9 Clocking Devices

	ID
	Criteria
	Requirement

	CD01


	Clocking Devices – Integration of Existing or Replacement

	The Contracting Authority requires Tenderers to provide an overview of their proposed solution for the provision of Clocking Devices compatible to their T&A Solution.
Tenderers are required to choose from 2 options as follows:
Option One: Integrate and Support to ensure 
· The T&A Solution integrates with the various clocking devices that are currently being used across all 16 ETBs (list is included in Annex 4);
· New clocking devices are supplied by the Tenderer to replace devices that require phasing-out over time after Go-Live (outline of all associated costs to be included in the Tenderer’s submission);
· Confirmation is provided by the Tenderer regarding ownership rights of such clocking devices purchased from Tenderer after Go-Live that ETBs will own the devices at the end of contract (including any possible extensions);
· The maintenance of both existing and any new clocking devices, subsequently purchased after Go-Live is included in the Tenderer’s submission.
Option Two: Replace and Support to ensure
· Any new clocking devices are supplied by the Tenderer at the point of Go-Live to replace all devices currently being used by ETBs (outline of all associated costs to be included in the Tenderer’s submission);
· Confirmation is provided by the Tenderer regarding ownership rights of such clocking devices purchased from Tenderer that ETBs will own the devices at the end of contract (including any possible extensions);
· Installation costs of clocking devices is included;
· The maintenance of clocking devices is included in the Tenderer’s submission.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	References: Annex 4 Clocking Devices


	Response:  CD01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]




2.10 Clockcards 

	ID
	Criteria
	Requirement

	CC01

	Clockcard Generation and Compatibility

	The Contracting Authority requires Tenderers to provide an overview of their proposed solution for the provision of Clockcards directly to ETBs for use by apprentices and learners. This will enable apprentices and learners physically clock in and out on a daily basis for the accurate recording of T&A.
The Solution must ensure:
· Clockcards provided to ETBs by the Tenderer are compatible with the T&A Solution;
· Clockcards generated locally by ETBs, using devices such as card printers, are compatible with the T&A Solution;
· Clockcards supplied by the Tenderer are compatible with the Clocking Devices (as outlined in section 2.9 of this Annex 1) and any future devices.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	Response:  CD01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]




[bookmark: _Toc225507289][bookmark: _Toc225508639][bookmark: _Toc225509128][bookmark: _Toc225510338][bookmark: _Toc225511283][bookmark: _Toc225512772][bookmark: _Toc225513016][bookmark: _Toc225507290][bookmark: _Toc225508640][bookmark: _Toc225509129][bookmark: _Toc225510339][bookmark: _Toc225511284][bookmark: _Toc225512773][bookmark: _Toc225513017][bookmark: _Toc225507291][bookmark: _Toc225508641][bookmark: _Toc225509130][bookmark: _Toc225510340][bookmark: _Toc225511285][bookmark: _Toc225512774][bookmark: _Toc225513018][bookmark: _Toc225507292][bookmark: _Toc225508642][bookmark: _Toc225509131][bookmark: _Toc225510341][bookmark: _Toc225511286][bookmark: _Toc225512775][bookmark: _Toc225513019][bookmark: _Toc225507293][bookmark: _Toc225508643][bookmark: _Toc225509132][bookmark: _Toc225510342][bookmark: _Toc225511287][bookmark: _Toc225512776][bookmark: _Toc225513020][bookmark: _Toc225507294][bookmark: _Toc225508644][bookmark: _Toc225509133][bookmark: _Toc225510343][bookmark: _Toc225511288][bookmark: _Toc225512777][bookmark: _Toc225513021][bookmark: _Toc225507295][bookmark: _Toc225508645][bookmark: _Toc225509134][bookmark: _Toc225510344][bookmark: _Toc225511289][bookmark: _Toc225512778][bookmark: _Toc225513022][bookmark: _Toc225507296][bookmark: _Toc225508646][bookmark: _Toc225509135][bookmark: _Toc225510345][bookmark: _Toc225511290][bookmark: _Toc225512779][bookmark: _Toc225513023][bookmark: _Toc225507297][bookmark: _Toc225508647][bookmark: _Toc225509136][bookmark: _Toc225510346][bookmark: _Toc225511291][bookmark: _Toc225512780][bookmark: _Toc225513024][bookmark: _Toc225507298][bookmark: _Toc225508648][bookmark: _Toc225509137][bookmark: _Toc225510347][bookmark: _Toc225511292][bookmark: _Toc225512781][bookmark: _Toc225513025][bookmark: _Toc225507299][bookmark: _Toc225508649][bookmark: _Toc225509138][bookmark: _Toc225510348][bookmark: _Toc225511293][bookmark: _Toc225512782][bookmark: _Toc225513026][bookmark: _Toc225507300][bookmark: _Toc225508650][bookmark: _Toc225509139][bookmark: _Toc225510349][bookmark: _Toc225511294][bookmark: _Toc225512783][bookmark: _Toc225513027][bookmark: _Toc225507301][bookmark: _Toc225508651][bookmark: _Toc225509140][bookmark: _Toc225510350][bookmark: _Toc225511295][bookmark: _Toc225512784][bookmark: _Toc225513028][bookmark: _Toc225507302][bookmark: _Toc225508652][bookmark: _Toc225509141][bookmark: _Toc225510351][bookmark: _Toc225511296][bookmark: _Toc225512785][bookmark: _Toc225513029][bookmark: _Toc225507303][bookmark: _Toc225508653][bookmark: _Toc225509142][bookmark: _Toc225510352][bookmark: _Toc225511297][bookmark: _Toc225512786][bookmark: _Toc225513030][bookmark: _Toc225507304][bookmark: _Toc225508654][bookmark: _Toc225509143][bookmark: _Toc225510353][bookmark: _Toc225511298][bookmark: _Toc225512787][bookmark: _Toc225513031][bookmark: _Toc225507305][bookmark: _Toc225508655][bookmark: _Toc225509144][bookmark: _Toc225510354][bookmark: _Toc225511299][bookmark: _Toc225512788][bookmark: _Toc225513032][bookmark: _Toc225507309][bookmark: _Toc225508659][bookmark: _Toc225509148][bookmark: _Toc225510358][bookmark: _Toc225511303][bookmark: _Toc225512792][bookmark: _Toc225513036][bookmark: _Toc76122635][bookmark: _Toc225513037]2.11 Business Intelligence 

	ID
	Criteria
	Requirement

	BID01

	Business Intelligence 

	Tenderers must describe what Business Intelligence software and tools are embedded in their SaaS Solution or what BI software interfaces with their SaaS Solution to provide the Contracting Authority with actionable business insights drawn from relevant business data which includes but is not limited to:
· Personalised dashboards to deliver relevant, easily understood real-time data to incorporate dashboards to refresh automatically (e.g. the user must not be required to manually refresh the data display following updates received from the underlying source systems;
· Data analytics;
· What If Analysis;
· Automation, workflow management and how automation will drive greater efficiencies, including cost reduction;
· Innovation, for example machine learning, and a high-level future roadmap;
· Risk and controls, for example fraud prevention;
· Regulatory requirements;
· Analytics and reporting;
· User experience with guided tasks.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	References: Annex 5 Reporting

	Response:  BID01 Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]




	ID
	Criteria
	Requirement

	BID02

	Reporting 

	The Contracting Authority requires the provision of a set of Time and Attendance reports which can be created, customised by relevant personnel, at multiple levels to ultimately support apprentice and learner payments.    
The following are specific requirements which must be fulfilled for all reports generated listed in Annex 5:
· Movement of Apprentices and Learners within an ETB and between ETBs 

· Apprentices and Learners may move from one class to another within the same ETB - 
T&A Solution is required to display all relevant T&A information relative to the time they have spent in each class based on the reporting parameters / filters selected
· Apprentices and Learners may move from one ETB to another at various stages - 
Solution must display all relevant T&A information relative to the time they have spent in each ETB regardless of which ETB they are currently active with (e.g. the relevant information must populate regardless if they are currently dormant in said ETB) 

· Interactive Reports 

· Enable users to drill down to obtain more detailed lower-level data for a specific date range or nonspecific date range e.g. location > class > learner and drill up to summarise for data exploration e.g. detailed learner information > class > location
· Enable navigation and access to allow designated users to create, customise and configure real time reports from the reports listed in Annex 5 

· Online Search Facilities within Reports 

· Provide search facility to extract information within reports by using specific criteria e.g. by name, apprentice / learner ID, Class ID (class reference), date range, active / dormant status 

· Generate Reports within specific date parameters 

· Displays T&A information based on date parameters (by entering a date range e.g. weekly, monthly, yearly) to produce time and attendance details for all active learners in multiple/all classes across multiple/all locations dependent on access levels
· Has the ability to display all classes that are active dependent on the date parameter selected

· Reports configured and accessible in line with User Type Roles 

· Reports to be configured in line with the roles of the User Access levels outlined in section 2.4 above
· The ability to select specific reports from the overall suite of T&A reports to ensure that the various User Types only have access to specific reports

· Management of Reporting 

· Enable the monitoring and reporting on BI Solution usage by end users;
· Enable the creation of abstraction layers that hide the complexity of the underlying data from end users, via a metadata and business logic;
· Enable specific users to hide / suppress non-relevant columns of data on any report output as required.

· Export of Reports, Display Functionality and Graphics 

· Enable multiple display and export options for generated reports (e.g., PDF, MS Office suite of products (CSV, TXT, HTML etc), including exporting graphical outputs (e.g., bmp, jpeg, png, etc) as standalone objects;
· Enable the publishing of reports and data to third party tools like SharePoint;
· Ensure the Online Analytical Processing (OLAP) viewer is intuitive for end users in terms of drill and pivot functions. Charts must be drillable using point and click with outputs sent either to the screen or saved/exported using a predefined file format. The functionality must enable user-defined hierarchies. 
· Ensure interoperability with the MS Office suite: exporting of data, graphics, analysis etc. to various office formats. The Data display formatting and accuracy must be retained in the export (e.g., dates). Tenderers must detail any integration / compatibility issues and workarounds with previous versions of Excel e.g., xls, xlsx file formats;
· Ensure report formats enable multiple objects to be viewed in a single document and have columnar, cross-tabular, and banded displays with multiple report tabs and pivot capability. It must provide an easy to modify report layout, fonts and colours for The ESBS Centre central report design team and/or ad hoc users;
· Provide a rich variety of graphical displays (2D, 3D, multiple scales, split scales, maps, custom etc.) and chart types (pie, bar, stacked bar, line, histogram, radar, etc.). Users must be enabled to export these graphical objects using standard supported file formats;
· Enable reports to be linked to other reports (e.g., via hyperlinks) through a browser;
· Provide a report creation wizard that can guide users through the report creation process. The wizard should prompt users to select various report options including columns, filters, constraints and define report parameters. The wizard must allow users to define and save preferences. The report creation wizard must provide report templates and enable users to create new templates and support a WYSIWYG like user interface;
· Can query / report on all types of data (Relational, XML, OLAP etc.) in a single business view;
· Provide SOAP and WSDL compatible APIs that enable the integration of reporting services with other applications;
· The BI Solution must enable the use of data analytical tools such as R or similar;
· Support the three OLAP models (relational, multi-dimensional, or hybrid); 
· Provide users with a view which can be personalised with access to organisational data, subject;
· Enable access to data via handheld mobile devices (e.g., Smart Phone or Tablet).  The BI Solution must be able to send alerts/notifications to handheld devices via SMS, email or mobile applications;
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 



	References: Annex 5 Reporting, Annex 7 Time & Attendance Reason Codes 

	Response:  BID02 Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]




	ID
	Criteria
	Requirement

	BID03

	Analysis

	The BI Solution must:
· enable calculated conditions in queries, apply filters (including partial/wildcard matching), sub-query and/or use of set operators (Union, Intersection…) to define queries;
· enable queries to be written in an easy-to-understand 4th generation language such as SQL or an equivalent;
· enable reports to be broken down into components which can be separately queried in parallel to improve performance;
· enable high volumes of data to be queried and reported on for example, the number of rows or Gigabytes of data available for display or analysis;
· enable budgeting and planning (e.g., output of Activity Days information – refer to Annex 5 Reporting);
· provide forecasting / predictive modelling (e.g., regression analysis) functionality and enabling performance of scenario / 'what if' analysis such as providing the BI functionality to generate a report: 

· for all live classes and the start/end date of those classes
· for all dormant classes with dynamic date ranges
· to allow for class selection across all sites which includes start/end dates
· to allow for class selection for specific weeks

· be capable of importing information from an external source e.g. in excel format
· provide comparative analysis (e.g., two similar classes are selected, and the output is % increase/decrease in numbers month/year-on-year).

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 



	References: Annex 5 Reporting

	Response:  BID03 Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	Insert descriptive response for the above requirement: [type to expand]





	ID
	Criteria
	Requirement

	BID04

	Quality

	The BI Solution must:
· include data quality tools (inc profiling, cleansing) and methodologies that support the understanding, preparation, analysis and reporting of data;
· enable extraction and loading of data from various interfaced systems or data;
· provide a set of data integration tools, functions and features, which allow data to be extracted and loaded either manually or automatically from various databases, data feeds and applications;
· enable version control and tracking when reports are created and modified. The BI Solution must archive old reports;
· enable periodic realignment of ETBs (i.e., merging/demerging of departments & entities) and report as restated i.e., previous year vs. current year type reports.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. 



	Response:  BID04 Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm: YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐


 

	Insert descriptive response for the above requirement: [type to expand]






[bookmark: _Toc231543023]3. Technical Requirements
This section sets out technical requirements to be met by a Time & Attendance Solution (the “Solution”) which must be highly integrated.  The Contracting Authority requires that ESBS Users and ETB Users will utilise the functionality and processes to enable secure and accurate processing of all time & attendance transactions including but not limited to hours and days timesheet information.  
In advance of responding to the technical requirements, Tenderers should ensure that they have fully understood the Award Criteria outlined in Section 3.3 of Part 3 of this RFT and the “Guidelines for responding to requirements in Part B, Section B.3 of this document”.   
[bookmark: _Toc231543024]3.1	ICT Infrastructure

	ID
	Criteria
	Requirement

	II01

	Solution Architecture
	The Contracting Authority requires a well-architected, well-defined, modern, flexible and extensible integrated Solution for Time & Attendance Management.  This is to cover the various Functional Requirements such as the capturing of T&A in multiple forms, assigning of specific User Roles, capability of interfacing with multiple systems, clock card number generation, application of multi-tiered business rules, automated solutions (e.g. cost centre set up) and Business Intelligence/Reporting to be deployed on SaaS platform(s).The Tenderer must provide: 
· A description of the physical architecture and platform infrastructure upon which the proposed solution will reside including version information and details of the production/non-production environments (as outlined in II03)
· An overview, and description, of how the solution components are integrated, including details on the method, frequency, and scope of the integration
· An overview of how sufficient computing resources will be segregated/allocated to ensure the performance and availability of the solution to meet the applicable service levels set out in the Services Contract - Appendix 6
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. Tenderers must include with their response architecture diagram(s) illustrating how the proposed solution architecture will address the above requirements.


	References: Appendix 6 Services Contract 

	Response:   II01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]



	ID
	Criteria
	Requirement

	II02

	Disaster Recovery
	The Contracting Authority requires service continuity provisions to ensure protections against data loss arising from internal and external logical and physical events. The Solution must provide complete Disaster Recovery (DR) capability to ensure resilience through high availability and continued service.
The Solution must: 
· Enable recovery to a DR site geographically separated from the primary site to mitigate the risk of: 

· Natural disasters (e.g., earthquakes, floods, tsunamis, forest fires, tornado/hurricanes, volcanos);
· Electrical supply issues (e.g., failures with dual power supplies, generators and associated electrical components).

· Be designed and implemented to minimise disruption of service for all users in the event of ‘fail over’ and ‘fail back’;
· Be designed and implemented to minimise data loss and/or to minimise the effort required for remediating situations of data loss (e.g., synchronous replication of main data stores, ability to replay the transaction log or equivalent);
· Be able to communicate from all the operational locations (primary or DR) with all the integration touchpoints;
· Be tested in all its ‘fail over’ and ‘fail back’ procedures (full Disaster Recovery plan) in conjunction with the Contracting Authority and without disruption to production at least once a year, to demonstrate the full functionality of the system running on the DR site);
· Enable the raising of alerts relating to replication failures which must be managed within the T&A Solution monitoring service; 
· Enable a Recovery Time Objective (RTO) of 12hrs or less and Recovery Point Objective (RPO) of 1hr or less.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement including their proposed approach to:
· Documentation of a full Disaster Recovery plan detailing high availability and continued service;
· How the outcomes of the ‘fail over’ and ‘fail back’ will be reported to the Contracting Authority.


	References: Appendix 6 Services Contract

	Response:   II02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	II03

	Environment Management
	The Contracting Authority requires a multi-environment SaaS Solution to enable continued development, testing and training to meet future Business Requirements and to meet any emerging functional or non-functional requirements that arise from regulatory or legislative change, for example. The Tenderer must provide and fully manage all non-production environments in addition to staging, development, production and disaster recovery environment. 
The successful Tenderer must:
· Operate all environments (production/non-production) independently and in parallel without impacting each other; 
· Provide a complete replica of the T&A Solution in each environment which must be immediately identifiable by the user as replicas; 
· Segregate non-production environments from production environments;
· Provide the following non-production environments: 

· 2 Development;
· 2 Test (including multiple users/logins, hotfixes/patches, system testing, UAT, automated/regression testing);
· 1 Data Migration;
· 1 Training;
· 1 Performance;
· 1 Staging;
· 1 Pre-Production.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. including:
· The process and the timeline, including expected lead time and effort, for the creation of new/additional environments;
· The process and the timeline, including expected lead time and effort, for data refreshes from backups (using live or anonymised data) into specified environments.


	Response:   II03 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐ 

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




[bookmark: _Toc231543025]3.2	User Experience 

	ID
	Criteria
	Requirement

	UX01

	User Experience

	The Contracting Authority expects up to approximately 15 ESBS Users and approximately 4,287 ETB Users will use the T&A Solution over the term of the proposed contract.
The Solution must provide a user interface (UI) and user experience (UX) which is easy, intuitive and efficient to use, and supports usability and efficiency. The T&A Solution UI must be designed to: 
· Navigate users through all tasks providing feedback (e.g., tooltips) throughout process steps and upon completion of tasks (e.g., information messages);
· Enable users to navigate between different functional areas in the least number of steps;
· Display only the relevant data fields on each screen necessary for the user to complete the task;
· Clearly highlight missing or invalid input values;
· Provide informative messages during error handling process to facilitate resolution or escalation where required;
· Notify the user about tasks requiring attention (e.g., approvals);
· Enable consistent handling of transaction values for days and hours (e.g., placing negative numbers in negative format);
· Enable consistent date handling with a defined format (e.g., 01-Apr-2026);
· Ensure each data item can be created at a single point of entry, avoiding duplicated user actions;
· Enable data field input via predefined drop-down lists;
· Guide users to select values (e.g., project codes, reason codes specific to T&A) based on suggestion or auto completion;
· Incorporate themes and images, specific to The ESBS and ETBs;
· Allow setup of keyboard shortcuts to access common functions.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response:   UX01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	UX02

	User Devices

	The Contracting Authority requires that the proposed SaaS Solution must be accessible from multiple user Device types with screens rendered on Devices with no loss of functionality to aid accessibility and usage.  

The Solution must:

· Enable users access to the T&A Solution from multiple User Devices, including desktop computers and notebook computers, tablet computers and smart phones. Screens presented by the proposed SaaS Solution must render on the above Device types with no loss of functionality or degradation of user experience; 
· Enable all user interfaces to be accessible via standard and supported web browsers (e.g., Chrome, Edge, Firefox, Safari using supported browser add-ins, or mobile apps (location based e.g. specific geographic area), without any requirement for other software to be installed on the user Device;
· enable persistency of user sessions, regardless of user progress against workflow tasks, ensuring progress is not lost but presented seamlessly across devices as the user switches channels (e.g., moving from a desktop session to a mobile session).

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	Response:   UX02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]





[bookmark: _Toc231543026]3.3	Data Management 

	ID
	Criteria
	Requirement

	DM01

	Backup and Restore

	The Tenderer’s proposed service continuity provisions must provide for backup and recovery to ensure protections against data loss arising from logical and physical events in addition to user error.
The Solution must:
· Schedule automated backup of production data and Configurations; 
· Enable backup restoration to any point in the previous 30 days;
· Enable the execution of backups while the solution is in operation;
· Enable the monitoring of backup activity as part of ongoing operational monitoring;
· Provide automated integrity checks of backed up data.  Where integrity failures occur, the successful tenderer must notify the Contracting Authority and take all necessary steps to resolve the failure;
· Provide protection of backups (e.g., encryption, secure storage and secure destruction when no longer required);
· Enable restoration of backups (including to the first backup of each invoicing cycle for the previous year) to a non-production environment;
· Reconfigure integrations and update Configurations (e.g., database, webserver) during restore operations of test environments.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement including the range of backup and recovery documentation that will be provided to the Contracting Authority if requested.


	Response:   DM01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]





	ID
	Criteria
	Requirement

	DM02

	Archiving, Retention Periods and Purge of Data

	The Contracting Authority is responsible for supporting the time & attendance management capabilities of all ETBs and requires archiving and purge strategy to be implemented, to ensure efficient time & attendance processing.

The Solution must:
· Enable the automated archiving of certain data types after configurable retention periods (to be specified by the Contracting Authority during the implementation period); 
· Be capable of providing a multi-tiered approach to archiving to ensure cost effectiveness (e.g. older data may be cheaper to store as distinct from the newer archived data - active versus archival retention);
· Enable the transfer of archived data in a useable format to the Contracting Authority’s Data Lake/Analytics datastore (provide indication of timelines when the archived data will be made available);
· Ensure the data archiving process does not adversely impact on other processes (e.g., processing of time and attendance operation units) or performance of the overall solution;
· Enable purge of data-by-date type category, without impact on business rules and based on configurable retention periods to support GDPR and other data privacy and retention rules;

· The retention periods, which will be clarified by the Contracting Authority during the implementation period, are:  

Learner Data – no data is to be purged during the lifespan of the contract unless official instruction is provided by the Contracting Authority.  The Contracting Authority will only request data to be purged upon receipt of confirmation from SOLAS EU Finance that specific records can be purged

Apprentice Data – retention period of 8 full years

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	References:  Annex 2 Transactions and Volumes 

	Response:   DM02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]






	ID
	Criteria
	Requirement

	DM03

	Data Entities Configuration

	The Contracting Authority’s Users have configuration needs for future time & attendance processing which are subject to change and require a configurable and extensible data model for the processing, supported by automation and intelligence.
The Solution must be configurable and extensible at all levels within the data model (e.g., Reference Data, Master Data and Transactional Data).
The Solution must enable:
· Designation of Master Data fields as mandatory or optional;
· Extension of the Master Data by adding new fields or entities when required (e.g., for screens, interfaces and reports);
· Real-time or near real-time synchronisation of Master Data across all the data replicas (including multi-master setup); 
· Setup of Master and Transactional Data fields with values determined by configurable rules;
· Setup of Master and Transactional Data numeric fields to be applied for screens, interfaces and reports;
· Setup of Master and Transactional Data fields with the ability to store values up to 06 digits (i.e., 332500 for 33.25 hours) where required.
· Maintenance for Reference and Master Data which will need to be synchronised across The ESBS and ETBs and the Solution. 
· Creation and maintenance of Reason Codes while enabling these to be shared for selection by end users across ETBs;
· Creation of hierarchy structures that will include multiple components to capture, record, report and analyse data.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	References: Annex 7 Time & Attendance Reason Codes 

	Response:   DM03 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




[bookmark: _Toc231543027]3.4	Scalability and Performance


	ID
	Criteria
	Requirement

	SP01

	Availability, Capacity and Performance Management

	The Contracting Authority requires a highly available, performant and responsive T&A Solution due to it being used by ESBS Users and ETB Users (across circa 300 locations) and approximately 14,482 users in total (refer to Annex 2 - Transactions and Volumes). 
The Solution must at a minimum meet the performance metrics and manage the expected volumes as set out in the Transactions and Volumes Annex 2 and the approximated ramp up of Users in Appendix 2 of RFT; including users operating over low bandwidth and variable quality communication links. 
The Solution must: 
· Provide at a minimum monthly availability of 99.50% operating 24hrs/day, 7 days/week, 365 days/year;
· Provide at a minimum screen response time equal to “Maximum screen loading time” over normal bandwidth;
· Operate efficiently with a total number of ESBS Users equal to the number of “ESBS Users”;
· Scale to handle the forecasted Ramp Up of ESBS Users for the next six years and any relevant subsequent years to end of contract as outlined in Appendix 2 of RFT;
· Operate efficiently with a total number of ETB Users equal to the number of “ETB Users”; 
· Scale to handle the forecasted Ramp Up of ETB Users for the next six years and any relevant subsequent years to end of contract as outlined in Appendix 2 of RFT;
· Operate efficiently with a total number of Apprentice and Learner Users equal to the number of “Apprentice and Learner Users”; 
· Scale to handle the forecasted Ramp Up of Apprentice and Learner Users for the next six years and any relevant subsequent years to end of contract as outlined in Appendix 2 of RFT (capped fee regardless of increase in number of users for this type);
· Scale to handle the maximum number of Time & Attendance Transactions - predicted growth rate for the next six years (Annex 2).

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement including how the T&A Solution will be designed to meet the high availability requirements set out above and how the performance requirements will be met, maintained, and validated over the term of the contract.


	References: Annex 2 Transactions and Volumes, Appendix 6 Services Contract, Appendix 2 Pricing Template

	Response:   SP01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]





	ID
	Criteria
	Requirement

	SP02

	Peak Protection

	The Contracting Authority requires a SaaS Solution that can accommodate peaks in processing and activities. Examples include intake of the Phase 4 & Phase 6 apprenticeships at various stages of each year, intake at start of training durations, additional programmes and yearend deadlines.   
The Solution must remain available, highly performant and responsive during peak periods (for example January, April, September and December). 
The Solution must:
· Enable an estimated peak load of 50% of the “Total number of all Authorised Users” to concurrently access the T&A functions;
· Ensure no reduction in performance for all users during times of peak activity;
· Manage situations where estimated peak loads may be exceeded (e.g., declining additional user logins and protecting the responsiveness of active user sessions).
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement including how the T&A Solution will be designed to meet, maintain, and validate the performance requirements set out above over the term of the contract.



	Response:   SP02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]





[bookmark: _Toc231543028]3.5	Security and Compliance

	ID
	Criteria
	Requirement

	SC01

	Security Architecture

	The Contracting Authority requires a security architecture that must be designed, implemented, deployed, tested and operated adhering to the concept of security by design and by default.
The Solution must protect all data from being: 
· Exposed to unauthorised access;
· Made inaccessible to Authorised Users (e.g., resulting from denial-of-service attacks, ransomware attacks or equivalent).
The Solution must:
· Encrypt all data at all levels, both in transit (e.g., Transport Layer Security (TLS)) and at rest (e.g., Transparent Data Encryption (TDE));
· Securely separate/segregate Contracting Authority data from other customer environments;
· Enable certificate management, encryption key rotation and secure key storage;
· Monitor, detect and prevent intrusions and distributed denial of service (DDoS) attacks;
· Monitor, detect and prevent infections by malicious software (e.g., anti-virus, anti-malware). 

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement. Tenderers must include with their response a Security Architecture diagram illustrating how the overall SaaS Solution will meet the above requirements.


	Response:   SC01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐


	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐





	[Insert descriptive response for the above requirement]





	ID
	Criteria
	Requirement

	SC02

	Identity and Access Management

	The Contracting Authority requires Identity and Access Management (IAM) to ensure comprehensive and secure user access management for ESBS Users and ETB Users who will use the Solution. 
The T&A  Solution must: 
· Enable IAM functionality to ensure comprehensive and secure user access management;
· Include an auditable and secure IAM user lifecycle (provision, review and revocation); 
· Enable the unique identification of all users across the solution; 
· Include secure storage for user credentials; 
· Enable integration with Third Party LDAP (Lightweight Directory Access Protocol); 
· Include Multi-Factor Authentication (MFA) for password resets, new users 1st login and every 4th login for existing users; 
· Include password management in line with industry best practice (e.g., OWASP or equivalent); 
· Enable configuration of user sessions start time, end time, duration and idle time (where the session exceeds a duration (e.g., 5 minutes) the session will be ended); 
· Enable System Administrators to lock user accounts. 
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	References: Annex 2 Transactions and Volumes

	Response:   SC02 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]





	ID
	Criteria
	Requirement

	SC03

	Federated IAM and Single Sign-On (SSO)

	The Contracting Authority envisages the implementation of a federated IAM in the future as part of the broader delivery of services. The Solution must enable integration with this IAM when implemented by the Contracting Authority. The Solution must be capable of integrating with a wide range of Identity and Access Management (IAM) solutions.
The Solution must: 
· Integrate with the chosen federated IAM of the Contracting Authority which will include industry-standard Single Sign-On (SSO) protocols such as OpenID Connect, OAuth2, SAML2, and apply across all areas of the SaaS Solution.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	Response:   SC03 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	SC04

	Role-Based Access Control and Feature Access Management

	The Contracting Authority requires the setup, maintenance and Configuration of multiple user roles to enable role-based access control, ensuring users are only allowed to view permitted and required information, and performing only permitted actions in accordance with the principle of least privilege.
The Solution must:
· Enable setup and Configuration of user roles as set out in section 2.4 above and Appendix 1 of RFT;
· Enable management and Configuration of access to features based on those roles including Configuration of applicable feature access rules;
· Enforce feature access rules at all Application layers;
· Prevent the assignment of conflicting permissions based on business rules.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	References: Appendix 1 of RFT, Section 2.4 of this document named ‘User Types’

	Response:   SC04 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	SC05

	Data Access Management

	The Contracting Authority requires functionality to ensure that data is only accessed by Authorised Users with appropriate permissions (e.g., view, update, insert and delete).
The Solution must:
· Enable setup and Configuration of data access roles;  
· Enable application of data access rules by user role;
· Ensure ETB Users only have access to their own records (with appropriate permissions) belonging to their ETB; 
· Ensure ESBS Users only have access to those ETB records (with appropriate permissions) associated with their assigned processes (e.g. view only – refer to section 2.4 above);
· Ensure Apprentices and Learners only have access to their own records
· Enforce data access rules at all the Application layers.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.  



	References: Section 2.4 of this document named ‘User Types’

	Response:   SC05 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	SC06

	User Device Security

	The Contracting Authority requires the proposed SaaS Solution to be accessible from multiple user Device types, including desktop computers, notebook computers, tablet computers and smartphones and requires the provision of security features to minimise the risk of non-legitimate visibility of Contracting Authority’s data and systems.
The Solution must:
· Provide security features to minimise the risk of non-legitimate visibility of data and systems;
· Securely store data in caches and buffers on the user Device (if required);
· Protect security tokens in the supported Devices to mitigate the risk of being stolen and used for illegitimate purposes.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.  



	Response:   SC06 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	SC07

	Infrastructure Audit and Traceability

	The Contracting Authority requires that infrastructure is secure by design and by default. The Contracting Authority therefore requires assurances that root-cause analysis is performed in the event of any issues affecting performance or security of the SaaS Solution.

The successful Tenderer must:
· Log details of all changes to infrastructure (e.g., firewalls, load balancers, network components, virtualisation layers, operating systems, middleware, Application/web servers/services, database servers/services);
· Monitor, track and audit all changes applied to the infrastructure;
· Provide reports and notifications of any security violations or performance issues.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement.  


	Response:   SC07 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]





	ID
	Criteria
	Requirement

	SC08

	Security Risk Management and Assessments

	The Contracting Authority requires that the successful Tenderer has in place an appropriate security risk management approach that implements comprehensive risk mitigation strategies and policies in relation to the proposed SaaS Solution. 
The security risk management approach must include: 
· A comprehensive documented risk mitigation strategy that clearly describes the prevention of unauthorised access to systems, network elements and buildings;
· A comprehensive documented risk mitigation strategy that clearly describes how the Contracting Authority’s data is protected against cyber vulnerabilities including but not limited to hacking, intrusion, data loss and distributed denial of service (DDoS);
· Risk mitigation strategies which must include the implementation of intruder detection and prevention and data anti-tampering measures; 
· Ongoing assessment of security risks (e.g., penetration testing);
· Development of an appropriate response specific to the risks identified including implementation of policy and procedures and, where necessary, modifications to the proposed SaaS Solution;
· An active risk register that is maintained. 
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS Solution will meet this requirement.  Tenderers must include with their response a description of how their proposed SaaS solution mitigates the OWASP top ten web applications security risks, which are located at the following URL: https://owasp.org/www-project-top-ten/


	References: https://owasp.org/www-project-top-ten/

	Response:   SC08 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]




	
ID
	Criteria
	Requirement

	SC09

	Access to Environments & Anonymisation of Data 

	The Contracting Authority requires that data stored in the T&A Solution can either be pseudonymised or anonymised as required for all non-production activities (e.g., solution development, testing, training and analytics).
The Solution must ensure that:
· Prior to use in non-production activities, data can be pseudonymised to protect personally identifiable data; 
· Prior to use in non-production activities, data can be fully and irreversibly anonymised to prevent the use of any personally identifiable data; 
· All processes used to pseudonymise and/or anonymise are automated and require minimal manual user intervention.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.



	Response:   SC09 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐

	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐




	[Insert descriptive response for the above requirement]





[bookmark: _Toc231543029]3.6	Integrations 

	ID
	Criteria
	Requirement

	IT01

	Integrations

	The Contracting Authority requires the Solution to integrate with a wide range of systems which are both internal and external to the Contracting Authority’s environment.  Such Integrations may be implemented via API and/or secure file transfer mechanisms, as appropriate to the target system
Further details of the required integrations are set out in Annex 3 Current Integrations.  Tenderers should note that additional integrations may be required over the Term of the Services Contract.  Such additional integrations, if required, will be subject to the change control process set out in Schedule I (Governance) of the Services Contract.
The Solution must:
· Enable the design, build, set-up, and maintenance of secure and scalable integrations as set out in Annex 3 including:

· Real-time/near real-time integrations and synchronisation of data across different components;
· Uni-directional and /or bi-directional integrations; 
· Enable integrations to be automated (event-driven and/or scheduled) and manual triggers;
· Include the use of defined identifiers in integrations (e.g., ETB identifiers, Learner or Apprenticeship tags) for exchanges of data;
· Clocking system must have the ability to pass through sub-system payment data to Payroll system;
· Enable monitoring of all integrations and manage warnings, exceptions, and failures;
· Enable recovery and/or the re-run of integrations (e.g., in the event of restoration of the SaaS Solution);
· Enable access to the Contracting Authority’s data through API architectures such as REST that support standard methods (e.g., GET, PUT, POST, PATCH, DELETE) and formats (e.g., JSON, XML, HTML);
· Enable the secure creation and storage of files on a designated file server (on‑premises or cloud-hosted);
· Have the ability to securely import/upload a CSV file to allow for delta and full load;
· Enable creation of clocking numbers and pass back to SOLAS systems.
Where any requirement cannot be met at contract commencement, Tenderers must identify the gap and provide a timebound plan to address it (including dependencies / assumptions).
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.

	References: Annex 3 Current Integrations

	Response:   IT01 - Tenderers must confirm that the proposed SaaS Solution will meet this requirement.
Confirm:      YES ☐


	Tenderers must indicate how the proposed SaaS Solution will meet the required functionality by stipulating which of the following (or combination) applies using the following tick boxes (more than one box may be ticked where appropriate)

	Standard ☐
	Modification ☐
	Third Party ☐
	Customisation ☐





	[Insert descriptive response for the above requirement]







[bookmark: _Toc231543030]4. Implementation and Other Requirements
The Contracting Authority requires the successful Tenderer to fully implement the T&A Solution to an agreed schedule and plan. The following section sets out the requirements for the management and delivery of the Implementation project.
In advance of responding to the Implementation & other requirements, Tenderers should ensure that they have fully understood the Award Criteria outlined in Section 3.3 of Part 3 of this RFT and the “Guidelines for responding to requirements in Part B, Section B.3 of this document”. 
[bookmark: _Toc231543031]4.1	Project Management 
Programme management and governance are essential to the successful delivery of this project and will provide strategic direction in driving the successful implementation and maintenance of the SaaS Solution.










	ID
	Criteria
	Requirement

	PM01

	Detailed Project Plan

	The Contracting Authority requires a viable and detailed project and resource plan that includes all significant tasks and key milestones for each project wave (See - Appendix 1 of the RFT) that are required to successfully implement the proposed SaaS Solution.

Tenderers should note the following in relation to planning for the project:
· Planning of all project activities must take into consideration the operational requirements of the Contracting Authority during periods where there is a spike in activity. Deployments to the live environment should not occur during January, April, September and December due to the Phase 4 & Phase 6 Apprenticeship intakes in most ETBs who run such training and Yearend processes; 
· The Contracting Authority will require regular design / configuration / customisation/ deployment demonstrations throughout the project;
· The Contracting Authority has provided its indicative project plan in Appendix 1 of the RFT which sets out Waves and indicative timelines. Where Tenderers propose a project plan which deviates significantly from the indicative project plan, Tenderers must provide justification for the proposed deviations. For example, where a Tenderer proposes to deliver a more optimal and efficient implementation for the Contracting Authority.
The Tenderer must provide a detailed project plan, including all project Phases from mobilisation through to full deployment of the proposed SaaS Solution. The plan must contain the following information:

· Tasks, activities, deliverables (e.g., documents) and milestones for each Phase, including data migration associated with each wave;
· Start and end dates;
· Predecessors and dependencies;
· Expected level of effort that will be required for each task (number of days per named resource);
· Owner [i.e. accountable party] (including role and, where Tenderer staff, named resources);
· Responsible party/parties (including role and, where Tenderer staff, named resources);
· Escalation process for issue tracking to include an escalation matrix; 
· Review and sign off process.



	Response:   PM01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]





	ID
	Criteria
	Requirement

	PM02

	Project Governance and Risk Management

	The Contracting Authority requires the Tenderer to employ robust and best practice project management, governance and risk management throughout the Implementation of the T&A Solution to ensure it is successfully delivered on time, to budget and to specification.
Tenderers should note the following:
· The Contracting Authority’s project team will take responsibility for timely setting up of meetings/workshops/interviews with Stakeholders and other interested parties and will attend these sessions, as appropriate, to support the successful Tenderer’s staff in achieving the objectives of the project;
· The successful Tenderer will be required to produce concise progress reports at agreed, regular intervals (most likely weekly); 
· The successful Tenderer will be required to attend meetings to discuss project progress at all stages of the project (most likely weekly).
Tenderers must demonstrate how their proposed approach will ensure robust and best practice project management, governance and risk management throughout the implementation project by providing a detailed project governance and risk management plan including a description regarding how: 
· The project will be managed in line with best practice for large and complex projects;
· The project will be governed appropriately using a gate process to ensure the project is successfully delivered on time, to budget and to specification;
· Appropriate measures to identify, escalate and address risks and issues will be adopted (including RAID); 
· Tenderer roles, responsibilities and resources required to undertake the tasks (e.g., RACI Matrix) are identified and managed.



	Response:   PM02 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]



	ID
	Criteria
	Requirement

	PM03

	Quality Assurance 

	The Contracting Authority requires the successful Tenderer to manage and operate strict quality assurance controls and procedures for all deliverables throughout the project. 
 At an early stage of the project a detailed quality assurance plan will need to be provided, which will include at a minimum:
· Quality assurance of execution and deliverables including review and sign-off tasks; 
· List of project delivery KPI’s to be used and procedure for reporting.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement. Tenderers must include in their response a list of deliverables and timescales for their delivery, stating how quality will be assured.




	Response:   PM03 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]





[bookmark: _Toc231543032]4.2	Implementation Team 

	ID
	Criteria
	Requirement

	PT01

	Implementation Team

	The Contracting Authority requires that the implementation be delivered by an appropriately resourced implementation team comprising high calibre professional personnel at all levels, to ensure the successful delivery of the T&A Solution in line with the Tenderer’s proposed project plan.
Each member of the team must have proven experience in successfully delivering similar implementation projects, such experience being, in each case, relevant to the role for which the team member is being proposed by the Tenderer. All personnel must be fluent in written and spoken English. Please note that all personnel included in the response to this requirement PT01 will be Key Personnel within the meaning of Appendix 6 - Schedule F (Key Personnel).
Tenderers must complete a curriculum vitae for each named resource in the project plan submitted as part of their response using the template provided in Annex 6 CV Template, including previous project experience in the proposed role. Tenderers must also include with their response and with reference to the Project Plan, a project organisation chart of all project staff, areas and proposed reporting lines and management structure for delivery of the implementation project.


	References: Annex 6 CV Template

	Response:   PT01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]






[bookmark: _Toc231543033]4.3	Project Delivery 

	ID
	Criteria
	Requirement

	PD01

	Mobilise Phase

	The Contracting Authority requires the initiation of this project, the mobilisation of the successful Tenderer’s team, the initial engagement with the Contracting Authority’s project team and its Stakeholders to be carried out in an effective manner in accordance with the requirements of the RFT. 
The successful Tenderer must complete the following activities at a minimum during the mobilisation stage:
Set-up of project management structures and project team resources;
Refinement/walk-through of the detailed project plan, as submitted in the successful Tenderer’s response, in advance of the commencement of the analyse and design stage encompassing all activities and deliverables, which must be signed off by the Contracting Authority (e.g., design workshop plans). The detailed project plan refined and signed-off by the Contracting Authority will become the Implementation Plan;
Conduct a project kick off meeting with the Contracting Authority’s project team;
Create and provide a project initiation document for the implementation to be agreed with the Contracting Authority.
Tenderers must provide in their response their proposed approach to mobilisation and clearly and comprehensively describe how it will meet all elements of this requirement. 
Tenderers should note the expected responsibilities for the project team and the Contracting Authority resources during this stage of the implementation of the project, as detailed in Appendix 1 of the RFT.


	Response:   PD01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]





	ID
	Criteria
	Requirement

	[bookmark: _Hlk223085308]PD02
	Analysis and Design Phase

	The Contracting Authority requires the Analyse & Design activities for the proposed SaaS Solution to effectively translate the requirements specified in this Annex.  This must include, at a minimum:

· A fit-gap analysis and strategy for the T&A Solution to include but not be limited to ‘As Is’ and ‘Anticipated Future State’ process analysis; 
· Detailed design of the T&A Solution database(s), user interfaces and process workflows; 
· Functional and technical design specifications (including detailed SaaS Solution requirements), interface definition documents, data migration strategy, usability design and release plan; 
· How the Contracting Authority’s requirements will be tracked through the full project life cycle, i.e., there must be a clear audit trail of the requirements from analysis, design, configuration, customisation, and test to deployment.

Tenderers should note:

· Detailed system rules, business rules, Customisations, Automations, and workflows will be agreed and finalised as part of these activities to deliver a comprehensive and fully documented SaaS Solution design;
· The Contracting Authority requires the design to cover both the configuration and all customisations of the successful Tenderer's SaaS Solution;
· The expected responsibilities for the Project Team and the Contracting Authority resources during this stage of the implementation of the project, are detailed in Appendix 1 - Section 3.8 (Role of the Contracting Authority and the successful Tenderer) of the RFT.

Tenderers must provide in their response their proposed approach and methodology to analysis and solution design and clearly and comprehensively describe how it will meet all elements of this requirement.


	Response:   PD02 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]






	ID
	Criteria
	Requirement

	PD03

	Build Phase

	The Contracting Authority requires the build activity to involve the accurate, efficient and effective translation of the T&A Solution design into a comprehensive and fit-for-purpose SaaS Solution, including configurations, customisations, interfaces and all SaaS Solution documentation, before Release. 
Tenderers must provide in their response their proposed approach to the management and delivery of the T&A Solution build and clearly and comprehensively describe how it will meet all elements of this requirement. The Tenderer’s response must detail the associated SaaS Solution build documentation they will provide. 
Tenderers should note the expected responsibilities for the Project Team and the Contracting Authority resources during this stage of the implementation of the project, as detailed in Appendix 1 (Role of the Contracting Authority and the successful Tenderer) of the RFT.


	Response:   PD03 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]







	ID
	Criteria
	Requirement

	PD04

	Testing Phase

	The Contracting Authority requires testing of the T&A Solution to provide assurance that the T&A Solution will operate as expected per the design and that the T&A Solution functions as expected given a range of contextual scenarios and parameters. 
The successful Tenderer will be required to carry out the tests listed below, using automated tests wherever possible, to ensure continuous system stability and functionality after changes to the T&A Solution are made:
· Configuration tests;
· Customisation tests;
· System Integration tests (SIT);
· Integration tests (external integration);
· Non-functional tests (e.g., security, fail over / fail back, business continuity plan (BCP) and resilience testing);
· Deployment smoke tests for all major functional processes to replicate ‘live’ processing scenarios and to ensure that ‘live’ data can be used, and transactions can be executed;
· Regression tests for Deployment Waves 1 and  2.
Tenderers must provide in their response their proposed approach to testing of the T&A Solution and clearly and comprehensively describe how it will meet all elements of this requirement and how it will support the Contracting Authority in relation to user acceptance testing, parallel runs, and comparison testing.
The Tenderer’s response must also set out how test evidence to the required level of detail will be provided to allow exit from test cycles. 
Tenderers should note the expected responsibilities for the Project Team and the Contracting Authority resources during this stage of the implementation of the project, as detailed in Appendix 1 (Role of the Contracting Authority and the successful Tenderer) of the RFT.


	Response:   PD04 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]




	ID
	Criteria
	Requirement

	PD05
	Deployment Phase

	The Contracting Authority requires deployment to be planned and managed appropriately and in accordance with the requirements of the RFT. The deployment approach must incorporate pre-Go-live preparation for each Wave including readiness assessments, and cutover activities as well as a range of post-deployment support to ensure a successful implementation.  
The end of deployment for each agreed Wave must be controlled and based on agreed business as usual criteria and Contracting Authority sign-off of acceptance of the SaaS Solution. The evaluation of the efficiency of deployment must be on-going, and lessons learned must be captured at the end of each Wave and applied to future Waves as appropriate. 
Tenderers must provide in their response their proposed approach to deployment of the T&A Solution and clearly and comprehensively describe how it will meet all elements of this requirement. 
Tenderers should note the expected responsibilities for the Project Team and the Contracting Authority resources during this stage of the implementation of the project, as detailed in Appendix 1 Section 3.8 (Role of the Contracting Authority and the successful Tenderer) of the RFT.


	Response:   PD05 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]










	ID
	Criteria
	Requirement

	PD06

	Hypercare & Project Closure phase

	The Contracting Authority will require Hypercare, during the Implementation project, namely following Go live of each Wave of the SaaS Solution, as set out below. 
The successful Tenderer must ensure that adequate functional and technical resources that were involved in the design, configuration, customisation, testing and deployment of the T&A Solution will be available for the duration of each Hypercare Support period. 
All issues and defects raised during Hypercare must be appropriately recorded, and progress on their resolution must be tracked and managed.
At a minimum, activities required of the successful Tenderer during Hypercare must include:
· Business support - resolve end user queries, assist with the understanding of the T&A Solution by end users in the live environment;
· Participate in daily and/or weekly triage calls;
· Technical support, resolving technical queries and bugs on the SaaS Solution, including supporting issue resolution and investigation in relation to existing system interfaces and the updating of all related documentation and training materials.  
It is expected that four (4) weeks of Hypercare is required to support go-live of each Wave, at a minimum.  The Hypercare period for each Wave will be extended if, at the end of that Wave, there are still open issues or serious error that cause limitations for users in performing business functions in the SaaS Solution. 
The Hypercare period for each Wave will conclude when the Contracting Authority is satisfied that the T&A Solution and associated business processes are stable and has accepted the deliverables for each Phase. 
The cost for all Hypercare must be included as part of the Implementation costs in Appendix 2 - Pricing Template (excel workbook) of the RFT.
Tenderers must provide in their response their proposed approach to Hypercare and project closure of the T&A Solution and clearly and comprehensively describe how it will meet all elements of this requirement. 
Tenderers should note the expected responsibilities for the project team and the Contracting Authority resources during this stage of the implementation of the project, as detailed in Appendix 1 Section 3.8 (Role of the Contracting Authority and the successful Tenderer) of the RFT.


	Response:   PD06 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]



[bookmark: _Toc225513049]4.4 Training 

	ID
	Criteria
	Requirement

	TR01

	Training Phase

	The Contracting Authority requires the successful Tenderer to develop a plan in line with the agreed training strategy (train the trainer) for the delivery of training to Users across the T&A Solution (considering the volumes and types of users set out Appendix 2). 
Training will be required to be provided in a location of the Contracting Authority such as the premises of The Education Shared Business Services (ESBS), the Generali Building, Blanchardstown Retail Park, Blanchardstown, Dublin, D15YT2H or in another agreed venue chosen by the Contracting Authority.
At a minimum the successful Tenderer must;
· Complete a training needs analysis;
· Ensure that the associated SOLAS systems (ACSS and PLSS) are considered in the training needs analysis in terms of data which posts to/from the T&A solution from SOLAS systems.  The pseudonymised data will need to be displayed on training materials;
· Develop, maintain, and deliver on a training plan that meets the training needs of all Authorised Users;  
· Provide on-site / face-to-face training to ESBS Users (7) and ETB Users (32) totalling approximately 39 in number using a ‘Train the Trainer’ approach. This training must provide instructor led end-to-end training across all functions of the T&A Solution to these 39 trainers to enable them deliver role-based training to end-users across ESBS Users and ETBs Users;  
· Provide online training session(s) to ESBS Users (7) to include all technical elements of the T&A solution e.g. report writing, digital form creation & maintenance and low-level configuration management to which ESBS Users will be undertaking post Go-Live;
· Provide one-off online training session(s) to ETB nominated Users (approximately 2500  in number with approver, full & view only access) in terms of an overview of the T&A Solution to cover the relevant tasks for the creation of records and maintenance of T&A;

· Deliver end user manuals (in soft copy format) and digital audio and video training material (e.g., online tutorials). These manuals/videos must be organised/structured to reflect the target groups above and must be based around roles;
· Integrate the documentation, where appropriate, into the SaaS Solution. The successful Tenderer will be responsible for inputting the training manuals onto the T&A Solution for access by users as required i.e., operating procedures into the knowledge base;
· Capture and report training and learning outcomes for each of the training requirements set out above.
Tenderers must provide in their response their proposed approach to training on the T&A Solution and clearly and comprehensively describe how it will meet all elements of this requirement. 
Tenderers should note the expected responsibilities for the project team and the Contracting Authority resources during this stage of the implementation of the project, as detailed in Appendix 1 (Role of the Contracting Authority and the successful Tenderer) of the RFT.


	Response:   TR01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]



[bookmark: _Toc231543034]4.5	Data Migration 

	ID
	Criteria
	Requirement

	DT01

	Data Migration


	The Contracting Authority will be responsible for cleansing and extracting all relevant data from its existing data architecture (source systems) to the staging area and subsequent creation of data extracts for migration to the SaaS Solution. The successful Tenderer will be responsible for the transformation and load of the data extracts to the SaaS Solution.  
The successful Tenderer should note the volume of data to be migrated and the potential need for multiple extracts for each ETB. 
The data migrated across will include all historical records of active apprentices and learners at an agreed specific point-in-time in alignment with Go-Live dates. 
The Contracting Authority estimates the migrated data to be:
                                                               data 500GB
Further information is outlined in Annex 2 –Transactions and Volumes.
The successful Tenderer must:
· Work with the Contracting Authority to create source to target data mapping documents which will include source data mapping, transformation and validation criteria;
· Clearly define and agree the extract specification with the Contracting Authority (e.g., formatting details, data requirements and validation criteria for target data types);
· Design and develop a complete set of migration scripts and procedures to implement a repeatable, automated, scalable (based on real production volumes), robust and controllable data migration process.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement. The response should also include details of the tools to be used to execute the data migration. 


	References:  Annex 2 Transactions and Volumes,  RFT Appendix 1 Section 3.8 (Role of the Contracting Authority and the successful Tenderer)                                                                                     

	Response:   DT01 – Tenderers must confirm that they will meet this requirement.
Confirm:       YES ☐

	Insert Descriptive Response: [type to expand]





	ID
	Criteria
	Requirement

	DT02

	Secure Transfer of Data
	The Contracting Authority requires a high volume of data including personal data and special category personal data to be migrated to the SaaS Solution. All data migrated to the proposed SaaS Solution must be migrated securely. 
The data migration strategy and processes must adhere to the concept of security by design and by default and must protect all data from being exposed to unauthorised access.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement, including details of all risk mitigation measures.



	References:  Annex 2 Transactions and Volumes, RFT Appendix 1 Section 3.8 (Role of the Contracting Authority and the successful Tenderer)                                                                                            

	Response:   DT02 – Tenderers must confirm that they will meet this requirement
Confirm:      YES ☐ 

	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	DT03

	Validation of Migrated Data

	The Contracting Authority requires that migrated data is validated and reconciled with the source data by the successful Tenderer prior to the migrated data being verified by the Contracting Authority. 

The successful Tenderer must:

· Ensure that all data has been successfully migrated;
· Ensure there is no loss of data integrity during the migration, for example, data truncation, loss of referential integrity across data-sets and missing data; 
· Ensure that data formatting has been migrated correctly (for example, special characters);
· Maintain a complete audit trail of all data migration activities; 
· Reconcile and validate the migrated data with the source data including provision of a complete set of reconciliation reports;
· Enable the Contracting Authority to view migrated data and reconciliation reports or the verification and sign-off of migrated data on the SaaS Solution.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement. The response should also include details of the tools to be used to assist the Contracting Authority in verifying the migrated data.


	References: Annex 2 Transactions and Volumes, RFT Appendix 1  Section 3.8 (Role of the Contracting Authority and the successful Tenderer)  

	Response:   DT03 – Tenderers must confirm that they will meet this requirement.
Confirm:      YES ☐ 

	Insert Descriptive Response: [type to expand]





[bookmark: _Toc231543035]4.6	Resource Management

	ID
	Criteria
	Requirement

	RM01

	Resource Management

	The Contracting Authority requires the successful Tenderer to manage its assigned resources throughout the Term of the Contract and ensure the SaaS Service is continuously resourced with individuals with the required skills, knowledge and experience for their role and staff turnover is minimised.  Effective operational and security procedures are also required regarding staff selection; staff conduct and behaviour. 
Tenderers must:
Describe in detail their resource management approach in detail which sets out their processes for managing their resources on this project to ensure the quality and continuity of service over the full term of the project, and how sub-contractor’s performance will be managed, monitored and controlled, if the Tenderer intends to use sub-contractors.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how their proposed SaaS solution will meet this requirement.


	Response:   RM01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]







[bookmark: _Toc231543036]5. Post Implementation Software Development Service Requirements
The Contracting Authority requires the successful Tenderer to provide access to resources as requested to deliver a Post Implementation Development Service to support the implemented SaaS Solution including all customisations, ensuring the continued alignment of the implemented SaaS Solution with future releases, patches, upgrades and enhancements.   
In advance of responding to the Post Implementation Software Development service requirements, Tenderers should ensure that they have fully understood the Award Criteria outlined in Section 3.3 of Part 3 of this RFT and the “Guidelines for responding to requirements in Part B, Section B.3 of this document”. 
[bookmark: _Toc231543037][bookmark: _Toc114219499]5.1	Post Implementation Development Service

	ID
	Criteria
	Requirement

	PI01

	Post Implementation Services

	The Contracting Authority requires a Post Implementation Development Service delivered by a Software Developer on an as required basis, up to a maximum of 80 days per annum.  This is to support the implemented SaaS Solution including all customisations, ensuring the continued alignment of the implemented SaaS Solution with future releases, patches, Upgrades and enhancements.
The Post Implementation Development Service will also include investigation and delivery of enhancements necessary to meet the Contracting Authority’s future ongoing Business Requirements (e.g. changes resulting from updates to Policy (e.g. SOLAS FET Learner Payment Policy and Operating Guidelines 01 January 2025) and Governmental Budget implications).
For the avoidance of doubt this service must be provided on an ad hoc draw down request basis and will commence immediately following the Hypercare period for the first Go Live wave and continue for the duration of the Term of the Services Contract.   
At a minimum the typical activities required of the successful Tenderer’s Post Implementation Development Service will include:
· Ensure that the implemented SaaS Solution is kept aligned with all changes brought about by ongoing releases, patches, Upgrades, and enhancements to avoid regressive impacts on the implemented solution; 
· Investigation and Implementation (including analysis, design, build, test and deploy) of Contracting Authority ongoing business-related enhancements;
· Maintain a comprehensive suite of end-to-end automated and integrated tests;
· Support UAT where required.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement.


	References: Annex 8 SOLAS FET Learner Payments Policy and Operating Guidelines 01 January 2025 , Annex 9 SOLAS Training Allowances Guide 2026 (01 Jan 2026), Annex 7 Time & Attendance Reason Codes 

	Response:   PI01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	Insert Descriptive Response: [type to expand]





[bookmark: _Toc231543038]6. Support Requirements
The Contracting Authority requires that the successful Tenderer provides level 2 and level 3 support to ensure the proposed SaaS Solution is successfully implemented and maintained post implementation. It is imperative that the successful Tenderer consistently communicates Solution updates, outages and the performance of the Solution against key attributes. The proposed SaaS Solution must have highly intuitive support documentation. 
The following is a description of the various Support Levels:
· Level 1 
The ESBS provides the first line of support to ETBs and other relevant stakeholders via the Apprentice and Learner Payments Operations Helpdesk for everyday common issues.  Such support consists of the handling of simple routine requests, password resets and basic troubleshooting. The Knowledge Base section of the A&L Ops Helpdesk is maintained by The ESBS to ensure that the most up-to-date templates, FAQs, checklist, process documents and other relevant information is always available to ETBs.
Escalation to Level 2 may be required based on the standard operating procedures.

· Level 2 
The second line of support is provided by the successful Tenderer and handles the more technical / complex issues to which Level 1 Support cannot resolve. These issues take the form of server or network configuration errors and requires the assistance of experienced technicians/system administrators. Root cause analysis is performed in all cases and appropriately communicated and followed-up so that permanent solutions are implemented for going forward.

Escalation to Level 3 may be required should specific issues need to be referred to a higher level of expertise.

· Level 3
The third line of support comes from a higher level of experts, such as developers / engineers / high level architects, in terms of the management of high-level troubleshooting, system architecture and bugs if relevant.  
Root cause analysis is performed in all cases and appropriately communicated and followed-up to ensure that issues are resolved and do not recur.

Escalation to Level 4 is required should issues of a specialised nature need to be referred externally or to a specific vendor.

· Level 4
The fourth level is usually undertaken by an external partner/vendor engineers/consultant and requires solution to a more specialised and specific issue for proprietary systems or hardware provided by external vendors, partners, or, rarely, internal product design teams
In advance of responding to the support requirements, Tenderers should ensure that they have fully understood the Award Criteria outlined in Section 3.3 of Part 3 of this RFT and the “Guidelines for responding to requirements in Part B, Section B.3 of this document”. 
[bookmark: _Toc231543039]6.1	Support Model 
The Contracting Authority requires that the successful Tenderer provides level 2 and level 3 support to ensure the proposed SaaS Solution is successfully maintained post implementation. It is imperative that the successful Tenderer consistently communicates Solution updates, outages and the performance of the Solution against key attributes. The proposed SaaS Solution must have highly intuitive support documentation. 

	ID
	Criteria
	Requirement

	SM01

	Support and Maintenance

	The successful Tenderer must provide a responsive and robust support and maintenance service at level 2 and 3 aligned with an industry standard IT service management (ITSM) framework such as ITIL or an equivalent framework, for the Term of the Services Contract.

Tenderers should note the following in relation to support:
· The proposed SaaS Solution must be operational 24/7/365 (24hrs/day, 7 days/week, 365 days/year);

· The ESBS will provide Level 1 support to ETBs and other relevant stakeholders during core hours of 08:00 - 18:00 Irish time (5 days a week excluding Irish public and bank holidays) and on an on-call basis at all other times;

· Helpdesk support at Level 2 and 3 to be provided by the successful Tenderer during core hours of 08:00 - 18:00 Irish time (5 days a week excluding Irish public and bank holidays) and available on an on-call basis at all other times for Priority 1 issues as described in Appendix 6 – Services Contract. Both the helpdesk and the on-call support must include all points of escalation. Issues and service requests must be worked through to resolution according to priority levels defined in Appendix 6 – Services Contract.
The following support services must be provided by the successful Tenderer to be included in the annual subscription costs set out in Appendix 2 - Pricing Template (excel workbook) to this RFT: 

· Software maintenance and deployment of Upgrades (including any third-party products) for the SaaS Solution;
· A single point of contact Helpdesk for reporting and tracking escalated issues and enquiries raised by the ESBS Level 1 support function;  
· Resolution of technical, functional, configuration and customisation issues raised by The ESBS Level 1 support function;
· Provision of subject matter experts, at no additional charge, to resolve service-impacting incidents when appropriate, (e.g., priority 1 issues that cannot be resolved by the third level support function);
· Implementation and testing of hot fixes and patches supplied to fix incidents prior to their deployment in the Contracting Authority’s environments and SOLAS environments;
· Provision of necessary documentation (e.g., operations run book) and maintaining and updating the documentation after changes, patches and Upgrades;
· Provision of necessary knowledge transfer to the Contracting Authority after major releases or Upgrades;
· Standard reporting on support & maintenance activities, including status reporting, root cause analysis reporting and details of preventative maintenance.
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement. Tenderers must include with their response details of the proposed operational governance model including:
· How support requests are logged, prioritised and tracked;
· Provision for ongoing updates concerning outstanding issues;
· Mechanisms for notifying the Contracting Authority of the resolution of specific issues.



	References: Appendix 6 Services Contract), Appendix 2 Pricing Template

	Response:   SM01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]




	ID
	Criteria
	Requirement

	SM02

	Support Staff 

	The successful Tenderer must provide sufficiently skilled personnel accessible via their second level support function.  All personnel must be fluent in written and spoken English. The Contracting Authority requires the assignment of a Service Delivery Manager (SDM) who will have overall responsibility for the delivery of the support services to the Contracting Authority and must have proven experience in successfully delivering services of a similar scope and scale and in a similar role.

The successful Tenderer must ensure that:

· The support function is continuously resourced with individuals with the required skills, knowledge and experience for their role and at a minimum that:
· Staff will be fully trained and prepared for work on the SaaS Solution;
· The roles and responsibilities within the proposed Level 2 and 3 support team are appropriate to ensure delivery of the required support service;
· All support staff are security vetted prior to managing and operating the service.
· Their processes for managing their resources will ensure the quality and continuity of service over the full Term of the Services Contract; 
· There are sufficient measures in place to keep staff up to date with developments in the SaaS Solution;
· There are sufficient measures in place for succession planning and skillset/experience replacement in the event of resource losses;
· The proposed Service Delivery Manager has the proven skills, knowledge, and experience to manage the delivery of the support services, and in line with the provisions set out in Appendix 6 – Services Contract.

Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement. Tenderers must also provide a curriculum vitae including qualifications and relevant previous experience in the role for their proposed Service Delivery Manager. A template for their CV can be found in Annex 5 - CV Template.



	References: Appendix 6 Services Contract, Annex 6 CV Template

	Response:   SM02 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]



[bookmark: _Toc231543040]6.2	Documentation 
The Contracting Authority requires that the successful Tenderer provides frequent documentation and communication outlining Upgrades and changes to the SaaS Solution. 

	ID
	Criteria
	Requirement

	DC01
	Documentation
	The Contracting Authority requires that the successful Tenderer will provide and maintain an accurate and up-to-date repository of documentation specific to the T&A Solution for the Contracting Authority, such documentation to include, but not be limited to:   
· Current configuration and release information;
· All test documentation (e.g., test plans and test cases); 
· Training materials;
· User manuals (maintained for each software release and including complete installation and configuration instructions);
· Changes to the SaaS Solution, including additional and/or removed functionality and/or configurations;
· Supplementary documentation on features/functionality not yet incorporated into the product manuals (for example, supporting documentation where a software patch has been applied to the SaaS Solution).
Tenderers must demonstrate, by providing a clear and comprehensive description in the response box below, how they will meet this requirement.


	Response:   DC01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]




[bookmark: _Toc231543041]7. Green Public Procurement Requirements
The 2020 Programme for Government clearly sets out a mandate for the consideration of environmental factors in public procurements. As the procurement of the required SaaS Solution includes Hosting in one or more data centre(s), the Contracting Authority seeks to ensure that the environmental impact of providing the T&A Solution is minimised to the greatest extent possible.
In advance of responding to the Green Public Procurement requirements, Tenderers should ensure that they have fully understood the Award Criteria outlined in Section 3.3 of Part 3 of this RFT and the “Guidelines for responding to requirements in Part B, Section B.3 of this document”.  


[bookmark: _Toc231543042]7.1	Green Public Procurement 

	[bookmark: _Hlk138692950]ID
	Criteria
	Requirement

	GR01

	Waste Heat Reuse

	The Contracting Authority is cognisant of the potential environmental impacts of data centres in terms of energy consumption and the mitigation of same through the reuse of heat which would otherwise be wasted.  
The Tenderer is therefore required to clearly and comprehensively describe, in the response box below, the approach to the reuse of waste heat which is generated by the data centre(s) in which the solution is hosted, including specific information regarding the declared Energy Reuse Factor (ERF) of this/these data centre(s). The ERF must be calculated for each facility according to EN 50600-4-6:2020 (https://www.en-standard.eu/bs-en-50600-4-6:2020-information-technology-data-centre-facilities-and-infrastructures-energy-reuse-factor/) or an equivalent standard. 
Tenderers are required to provide at least ONE of the following as supporting evidence:
· The ERF and the calculations upon which the ERF is based, according to EN 50600-4-6:2020 or an equivalent standard
· A third-party verification of the ERF
· The calculated ERF reported from Third Party verified energy management systems (based on the ISO 50001) or environmental management systems (based on EMAS or ISO 14001). 
Tenderers should note that marks will be awarded, as set out in Section 3.3 - Award Criteria, of this RFT, on the basis of the total waste heat produced across all of the data centre(s) (e.g., primary and secondary sites) which is reused. No minimum mark applies.



	References: (https://www.en-standard.eu/bs-en-50600-4-6:2020-information-technology-data-centre-facilities-and-infrastructures-energy-reuse-factor/)

	Response:   GR01 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]




	[bookmark: _Hlk138692965]ID
	Criteria
	Requirement

	GR02

	Renewable Energy Factor

	The Contracting Authority is cognisant of the potential environmental impacts of data centres in terms of energy consumption. 
The Tenderer is therefore required to clearly and comprehensively describe, in the response box below, the approach to the use of sustainable energy (energy which is generated using renewable sources as defined by Directive 2009/28/EC.) to power the data centre(s) in which the Solution is hosted, including specific information regarding the percentage of total power consumption of this/these data centre(s) which is generated in this way. In responding to this requirement, the Tenderer must include the Renewable Energy Factor (REF) for this/these data centre(s) which must be calculated according to European Standard EN 50600-4-3 (https://www.en-standard.eu/csn-en-50600-4-3-information-technology-data-centre-facilities-and-infrastructures-part-4-3-renewable-energy-factor/ ). 

Tenderers are required to provide at least ONE of the following as supporting evidence:
· The REF and the electricity supply and usage data on which the calculations for the REF are based
· A third-party verification of the REF
· The calculated REF reported from third party verified energy management systems (ISO 50001) or environmental management system (EMAS or ISO 14001).
Tenderers should note that marks will be awarded, as set out in Section 3.3 - Award Criteria, of this RFT, on the basis of the mean percentage of total energy consumed across all of the data centre(s) (e.g., primary and secondary sites) which is provided using sustainable energy generation. No minimum mark applies.



	References: (https://www.en-standard.eu/csn-en-50600-4-3-information-technology-data-centre-facilities-and-infrastructures-part-4-3-renewable-energy-factor/ )

	Response:   GR02 - Tenderers must confirm that they will meet this requirement.
Confirm:     YES ☐

	[Insert descriptive response for the above requirement]




[bookmark: _Toc231543043][bookmark: _Hlk231308381]Part C - Tender Submission Requirements Checklist and Signoff
Tenderers are requested to ensure that all required documentation and information is completed and submitted as part of their tender response. Failure to provide the required documents, declarations, or supporting information may result in the tender being deemed incomplete or non-compliant.
Tenderers should use the checklist below to confirm that all applicable documents have been included in their submission and signed where necessary.
	Required Document / Information
	Included (✓)

	Appendix 3: Tenderers’ Statement (signed)
	☐
	Appendix 4: Declaration as to Personal Circumstances of Tenderer (signed)
	☐
	Annex 1 – Tender Response Document Part A, Part B and Part C 
	☐
	Appendix 2 - Pricing Template
	☐
	Annex 6 - CV Template
	☐
	European Single Procurement Documents (eESPD)
	☐


This form MUST be completed and signed by an authorised officer of the tenderer’s organisation.  

This offer will remain open for acceptance by you for a period of 12 months from the date of deadline for submission of tenders. 
We acknowledge that you are not obliged to accept the lowest or any offer.
I/We undertake to deliver the goods in accordance with the terms and conditions of the tender specification.   
I/We undertake to maintain full confidentiality with regard to all aspects of this tender process.   
	
Signed: (Declarant)
	

	Block Capitals:
	

	Position:
	

	Company:
	

	Address:
	

	E-mail
	

	Date:
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ANNEX 1  -     Tender Response Document                           Tender reference:  IT3 706C   Request for Tenders    for the      Provision of a Time and Attendance Solution (T&A) within a Software as a Solution (Saas) for the Education  Shared Business Services (ESBS)     Tender procedure: OJEU Procedure  

Issue date on E - tenders  2 4 /06/2026  

Contact Person  f or Queries & Clarification  Clarifications and Queries through E - tenders  

Closing Date for Receipt of Queries  21 /07/2026 14:00  

Deadline For Receipt of Tenders  31 /07/2026 14:00  

     

 

