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Criterion 1 Requirements

I. Managed Payroll Services 
Payroll Services is an essential System requirement. The successful tenderer will be responsible for the provision of a payroll processing service for a once monthly payroll run to be run on the 28th of each month to include employees, board members and pensioners, if the 28th falls on a weekend or bank holiday, it will be paid on the nearest previous working day.    Estimated numbers are set out in the pricing schedule over the lifetime of the contract, and numbers are subject to change in line with the evolution of the organisation.  
 
The successful tenderer will be required to 
· Agree to a service level agreement covering all the payroll processing items listed in Table 1 and Table 2 adhering to strict timelines and subject to quarterly performance reviews. 
· Provide calculations based on information supplied by SEAI via a secured electronic manner for each payroll and will include but, not limited to system functionality in Table 1 and Table 2 below. 
 
Tenderers should fully complete the Tables below to confirm system functionality.  
· Tenderers should provide further explanation where required to assist in the assessment of the response.
· Answering “Partially” or “Not at All” to Availability to an area of System Functionality will not in and of itself be deemed as failing to meet minimum requirements.  

	Table 1: Managed Payroll Services – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
· Not at All
	Further Explanation (required if not Fully Available)

	1a
	Clear and seamless link to payroll for error free processing 
	
	

	1b
	Alerts on increments due to payroll 
	
	

	1c
	Secure electronic transmission of payslips, ASC60 certs available to each employee with self-service access 
	
	

	1d
	Payroll employee number is the 1 unique identifier of the individual
	
	

	1e
	Costing and budgeting function under various headings e.g. grade, salary bands, etc.
	
	

	1f
	Salary changes e.g. increments, application of allowances, off scale salaries, pro-rata reduced working patterns, maternity leave, parents leave, illness benefit, etc. 
	
	

	1g
	Upload multiple pay scales with multiple scale points 
	
	

	1h
	Tax calculations and updates to reflect changes to Irish payroll and taxation legislation  
	
	

	1i
	Support PAYE Modernisation and retrieval and upload of employee RPNs (Revenue Payroll Notification)  
	
	

	1j
	Pension deductions e.g. pension contributions, ASC, and calculations for all pension schemes, including additional voluntary deductions AVCs 
	
	

	1k
	Ability to create CSO (Central Statistics Office) returns and Headcount periodic reports 
	
	

	
	
	
	

	
	Payroll Reports & Reconciliation – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
Not at All
	Further Explanation (required if not Fully Available)

	1L
	Gross to Net 
	
	

	1M
	Control Summary 
	
	

	1N
	Copy Payslips 
	
	

	1O
	Bacs Report
	
	

	1P
	Payments Report 
	
	

	1Q
	Deduction Reports 
	
	

	1R
	3rd party summary and listing reports e.g. AVC, Health Insurance, ICP, etc 
	
	

	1S
	Exceptions report – difference with explanations from previous to current gross and nett salary (within a margin of 0.02c)
	
	

	1T
	PAYE, Pension Contributions, USC and ASC Exempt reports 
	
	

	1U
	Headcount reconciliation report comparing last pay run to current pay run, detailing starter and leavers 
	
	

	1V
	Payroll journal ready for import into SEAI’s financial system – Centros 
	
	

	1W
	Prepare Year-End files and other Year-End forms e.g. ASC 60 
	
	

	1X
	Report per period run in relation to deductions and payments being made from payroll 
	
	



II. Pension Management Module 
Pension Management Module is an essential requirement. SEAI requires a system that can maintain, record and calculate the information relating to their employees on both the Public Sector Superannuation (Model) Scheme and the Single Public Service Pension Scheme.  The system must be able to record and maintain multiple pension schemes and accommodate different rules for each scheme.  

The pension management solution should have the ability to: 
· Meet specific requirements including but, not limited to system functionality in Table 3 below. 
 
Tenderers should fully complete the Table below to confirm system functionality.  
· Tenderers should provide further explanation where required to assist in the assessment of the response.
· Answering “Partially” or “Not at All” to Availability to an area of System Functionality will not in and of itself be deemed as failing to meet minimum requirements.  

	Table 2: Pension Management Module – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
· Not at All
	Further Explanation (required if not Fully Available)

	2a
	Fully integrate with the payroll system 
	
	

	2b
	Integrate All Payroll Data: 
Data inputted into the payroll system should be available to the pension module e.g. unpaid leave on payroll system will affect pension entitlements and must be calculated and reflected as non-reckonable for pension purposes
	
	

	2c
	Maintain live data and capture all information relating to the Irish Public Sector Superannuation, spouses and Children’s (S&C) schemes in individual cases as required and the Single Pension Scheme and adhere to all legal requirements of the schemes
	
	

	2d
	Capture and calculate employee contributions, track pension history from start date until death, for current pensioners, current employees and deferred members
	
	

	2e
	Have the ability to capture transfer values and additional purchase of service
	
	

	2f
	Have the ability to calculate various benefits such as pension, lump sum, purchase of service, cost neutral early retirement, ill-health early retirement, death in service benefits, pensionable service for period of sick leave and changes to the Contributory State Pension (CSP)
	
	

	2g
	Have the functionality to create annual and ad-hoc reports, annual and exit benefit statements and individual benefit statements, to include lump sum entitlement
	
	

	2h
	Capture information where employees are purchasing notional service and transferring service from previous pension schemes. The solution must have the ability to calculate retirement benefits at any point in time using captured and ongoing information.
	
	

	2i
	Be capable of supporting the creation of document templates e.g. benefit statements documents for each pension scheme to generate statements
	
	



III. Organisational Structure
Organisational Structure is an essential component. SEAI requires a solution that should have the ability to: 
· Meet specific requirements including but, not limited to system functionality in Table 3 below. 
 
Tenderers should fully complete the Table below to confirm system functionality.  
· Tenderers should provide further explanation where required to assist in the assessment of the response.
· Answering “Partially” or “Not at All” to Availability to an area of System Functionality will not in and of itself be deemed as failing to meet minimum requirements


	Table 3: Organisational Structure – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
· Not at All
	Further Explanation (required if not Fully Available)

	3a
	Maintain and update as required an organisational hierarchy where every individual in the organisation, except one (the CEO), is subordinate to a single other individual. The hierarchy will have multiple layers including directorates, departments, teams, etc. The system should allow for up to 7 layers
	
	

	3b
	Create and maintain a role-based structure and should be capable of creating and maintaining roles independent of individuals e.g. when an employee moves from a role, the role remains on the solution as open
	
	

	3c
	Role allocation links to permissions and changes automatically update ability to view information about direct reports on team and run processes for them
	
	

	3d
	Organisation chart available live for all users and updated with joiners / leavers / moves
	
	



IV. Standard Personnel / People Management Features 
Personnel / People Management Features are essential. SEAI requires a solution that should have the ability to: 
· Meet specific requirements including but, not limited to system functionality in Table 4 below. 
 
Tenderers should fully complete the Table below to confirm system functionality.  
· Tenderers should provide further explanation where required to assist in the assessment of the response.
· Answering “Partially” or “Not at All” to Availability to an area of System Functionality will not in and of itself be deemed as failing to meet minimum requirements

	Table 4: Standard Personnel / People Management Features – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
· Not at All
	Further Explanation (required if not Fully Available)

	4a
	Capture full employee data with employee self-service for data updates e.g. address, emergency contact, bank account details (view only), etc
	
	

	4b
	Be accessible on laptops, mobile and table devices
	
	

	4c
	Have a Self-service record management via an Employee self-service portal
	
	

	4d
	Have a single sign on
	
	

	4e
	Use E-files for document storage for individuals in sub-folders e.g. contract of employment, medical, disciplinary, performance management documents, etc., which are all available to the employee to view
	
	

	4f
	Autogenerating letters to employees following specific transactions, e.g. end of probation, with the ability to save same.
	
	

	4g
	Secure storage of time bound individual requirements, for instances visas and expiry dates. Reminders to be sent to employee, manager and HR/payroll approaching expiry dates
	
	

	4h
	Have a unique identifier for each employee record e.g. employee ID number, that act as the key to access to totality of information about the employee across the whole system
	
	

	4i
	Reporting to include comprehensive standard reports and system to have the ability to build customised reports easily and quickly within the HR&OD Department
	
	

	4j
	Support configurable data retention rules and facilitate the secure automated deletion of records in line with SEAI retention policy which includes different retention periods for different types of records. Full GDPR compliance with all elements as set out under those regulations
	
	




V. Time and Attendance
Time and attendance is essential. SEAI requires a solution that should have the ability to: 
· Meet specific requirements including but, not limited to system functionality in Table 5 below. 
 
Tenderers should fully complete the Table below to confirm system functionality.  
· Tenderers should provide further explanation where required to assist in the assessment of the response.
· Answering “Partially” or “Not at All” to Availability to an area of System Functionality will not in and of itself be deemed as failing to meet minimum requirements

	Table 5: Time and Attendance – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
· Not at All
	Further Explanation (required if not Fully Available)

	5a
	Ability to record and generate reports on all types of statutory and non-statutory leave e.g. annual leave, sick leave, family leave – paid and unpaid
	
	

	5b
	Function to record, and report on, the number of self-certified and medically certified days over a rolling lookback of 24-month period and four-year period per employee from the most recent absence 
	
	

	5c
	Ability for employees to submit requests for leave, and for line managers to approve/reject, via a 1 click process 
	
	

	5d
	Calendar feature for managers to view teams leave (approved and requested)  
	
	

	5e
	Allocate a daily work pattern for each employee, incorporating start, finish and rest times Functions to allow employees to record additional or less hours worked on, and breaks untaken on any specific day to ensure full compliance with the Organisation of Working Time Act (OWTA)
	
	

	5f
	Functionality for reports on exceptions to the OWTA 
	
	

	5g
	Functionality to assign each employee with a set work pattern and flexibility of changes as required
	
	

	5h
	Functionality to import historical leave and attendance data currently held on SEAI’s current platform i.e. CoreHR
	
	



VI. Performance Management Development System
A Performance Management System Development (PMDS) is essential. SEAI requires a solution that should have the ability to: 
· Meet specific requirements including but, not limited to system functionality in Table 6 below. 
 
Tenderers should fully complete the Table below to confirm system functionality.  
· Tenderers should provide further explanation where required to assist in the assessment of the response.
· Answering “Partially” or “Not at All” to Availability to an area of System Functionality will not in and of itself be deemed as failing to meet minimum requirements

	Table 6: Performance Management Development System (PMDS) – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
· Not at All
	Further Explanation (required if not Fully Available)

	6a
	Have an Online performance review process, forms and reporting i.e. allow line managers and employees to set and update goals, competencies, evidence of performance, personal development plans, etc
	
	

	6b
	Has a customised design that allows inclusion of behavioural dimensions e.g. SEAI values and other criteria
	
	

	6c
	Date Prompts and reminders, notifications and deadlines to complete
	
	

	6d
	Does the PMDS have the ability to link with SEAI’s current Learning Management System (ie) Holland Consulting
	
	

	6e
	Have functionality to evaluate performance by tailored rating scale with rating descriptors
	
	

	6f
	Provide sign off by line manager and employee (option for HR&OD overview and second line manager sign off
	
	

	6g
	Ability to customise and update form as required to meet evolving processes
	
	

	6h
	Provide secure storage of employees PMDS forms with the ability for staff to download a copy for their own records
	
	

	6i
	Progress reporting of sign off 3 times per year, i.e. how many PMDS have been signed off at each stage
	
	

	6j
	Ability for Overall reporting by objectives, ratings, completions, team/department/directorate performance
	
	

	6k
	Facility to collate information on learning & development areas and completed Personal Development Plans (PDPs) into a report
	
	

	6l
	Have the facility to store and record data against individual staff members e.g. job description
	
	

	6m
	Provide a library of PMDS support material (user guides, training videos, policies, competency framework, etc) or links to assist with PMDS process
	
	

	6n
	Option to talent review from performance, development and career development goals.
	
	

	6o
	Does the PMDS have the ability to import and export from the other functions of the system.
	
	



VII. Probation Management
A Probation Management System is essential. SEAI requires a solution that should have the ability to: 
· Meet specific requirements including but, not limited to system functionality in Table 7 below. 
 
Tenderers should fully complete the Table below to confirm system functionality.  
· Tenderers should provide further explanation where required to assist in the assessment of the response.
· Answering “Partially” or “Not at All” to Availability to an area of System Functionality will not in and of itself be deemed as failing to meet minimum requirements

	Table 7: Probation Management – System Functionality 

	
	Area of System Functionality
	Availability
· Fully
· Partially
· Not at All
	Further Explanation (required if not Fully Available)

	7a
	 (Currently the PMDS form is used for probation with indicators of progress including mid probation 3 month and end of probation 6 months). Does the system provide online forms and reporting 
	
	

	7b
	Prompts and reminders sent to line manager and employee for goal setting, mid probation review and end of probation review
	
	

	7c
	Reporting/dashboard opportunity to include progress reporting of goal setting and sign off at mid probation and end of probation review, as well as overall reporting by completion, expectations
	
	

	7d
	Facility to add probation policy, forms and training
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