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1. Introduction

1.1 Background

Education is critical to ensuring our young people have the knowledge, skills and values to succeed and to contribute as global citizens.  Our role is to lead and work with the education sector in developing an education system that will equip all New Zealanders for the 21st-century.  

We need to ensure that all students benefit from high quality education and we need an education system that is flexible enough to meet the learning needs of all students for the 21st-century.  This remains the ministry’s overarching outcome in our Statement of Intent 2008-13.   

We have established a set of strategic priorities and outcomes to guide our work in the next three to five years.  By focusing our resources, thinking and leadership, and committing to deliver these priorities we will make a difference to the educational outcomes of all New Zealanders, and contribute to Government goals.  

The Government Goals for Education are to improve achievement in literacy & numeracy; and, increase the number of young people who leave school with worthwhile qualifications.  In order to delivery on these goals, our organisational priorities are to focus on results in:

· Strong Learning Foundations; 

· Participation, Engagement and Achievement 

· Maori language education 

· Contribution to economic performance 

· Efficiency and effectiveness 
· Ka Hikitia – Managing for Success: The Maori Education Strategy
The project this RFP delivers to will contribute to our organisational success by improving business processes that relate to HR Management Information, which in turn will equip all areas of the ministry with timely and accurate information they require to keep their business focused on delivering efficiently and effectively to the Ministry’s priorities.

1.2 Purpose 

We are seeking a priced proposal from HRMIS Specialists who offer hands-on business analysis and customisation experience, to help improve our HRMIS Business Processes.

2. RFP Information
2.1 Background to this RFP

The Ministry currently uses PS enterprise (PSe) for Payroll and some HR functionality.  The system was implemented in April 2002, and since this time has not had the necessary investment made to fully implement it to the desired level of functionality.   

The need for this project is influenced by the Ministry’s Statement of Intent which clearly states a major upgrade of its HR information and payroll systems as one of its key objectives during 2008/09.  

The Ministry of Education pays approximately 3200 staff, covering four collective agreements and a range of individual employment agreements.  Currently, two payrolls cover the Ministry and are run on alternate weeks.

2.2 This RFP seeks options around availability & quantity of resource, or other creative solutions, which will help the Ministry achieve its planned business process improvements by the end of 2009 or earlier if possible through parallel completion of process improvements during the project.   It is also intended that the two separate payrolls are merged into a single payroll during this period.  
2.3 Scope of this Assignment

The Ministry wishes to engage suitably qualified and experienced HRMIS specialists to contribute to the work programme outlined in Appendix One.  
The scope of this assignment is to:

(i) Analyse and confirm the assigned work programme within project parameters
(ii) Analyse & document detailed business requirements & non-functional requirements
(iii) Review and re-engineer HR business processes to meet changing information needs and advanced use of technology, including gaining efficiencies in regional & corporate data input processes where identified
(iv) Prepare process flow diagrams and reports on options for enhancements of the current HRMIS
(v) Documentation of a high level map of business process developments and linkages to support the HRMIS work programme

(vi) Examine all HRMIS transaction codes and undergo a data cleansing process to ensure all are current and accurate

(vii) Develop and implement modules such as position management and working day patterns
(viii) Implement software changes and query writing that will deliver the desired HRMIS enhancements 
(ix) Provide regular progress & status reporting to the Project Manager as required

(x) Provide regular knowledge transfer to internal staff

(xi) Documentation of processes and enhancements so that documentation library is complete at project close

2.4 Duration of this Assignment

This assignment will be for an initial three month period, in line with the Ministry’s financial year.  However, the duration of the full work programme extends well past this point and is subject to financial budget approval.  
2.5 Proposal Requirements

Your proposal must demonstrate the extent of experience in the following:

(i) HRMIS experience in a Business or Systems Analysis capacity
(ii) Applications enhancements experience in a large complex HRMIS environment

(iii) PSe knowledge, and experience in other payroll systems is desirable

(iv) General knowledge of Payroll and HR Systems 

(v) Hands-on experience with SQL Server

(vi) Writing & executing scripts via SQL Query Analyzer

(vii) Understanding of the Holidays Act & other relevant legislation

(viii) Extensive Business Analysis experience

(ix) SDLC experience

(x) Business process and data modelling skill sets

(xi) Hands-on experience in large scale change projects

(xii) Working in large complex project environments

(xiii) Ability to develop high quality, sustainable, technical documentation

(xiv) Attention to detail with ability to identify data integrity issues

(xv) Communications skills & Relationship Management capability

(xvi) Ongoing commitment to keeping abreast of legislative, software, & industry changes and how they may affect business processes relevant to HRMIS

(xvii) Previous alignment with, and achievement of, organisational goals & strategic priorities and how that experience will influence this project; and how the linkage of project work to organisational goals and priorities will be regularly reviewed and managed.
Your proposal must also include:

(i) Contact details for a nominated point of contact with postal, fax, telephone and email details.

(ii) Your proposed charges for providing the services.

(iii) Your availability.  The Ministry acknowledges that specialist HRMIS resource may be scarce in the current climate, and is prepared to enter into discussions that cover short & medium term options, part-time and full-time availability, and any other proposed solutions that will help achieve its objectives.  

(iv) An acknowledgment that you have reviewed each workstream outlined in Appendix One; noting your ability to contribute to each workstream.  
3. Submission details and dates

3.1 Address for submitting proposals

Your proposal must be submitted to:

Ministry of Education

Level 3 Reception

St Paul’s Square

45 – 47 Pipitea Street

P O Box 1666

Thorndon

WELLINGTON

Attention: Tracey Irwin
3.2 Number of copies required

Your proposal must be complete and submitted in a secure package, containing:

· One original signed hard copy.  This original must be signed by an authorised representative of your organisation and is deemed to be the master copy

· Four additional hard copies

· A CD copy of the proposal in Microsoft WORD format.  Note: the Ministry currently uses MS Word 2003.

Faxed or emailed proposals will not be accepted.

3.3 Closing date and timeframes

Your proposal must be received by the Ministry by 5pm on 24 March 2009.  The Ministry may, at its discretion, accept or reject any late proposals from consideration.

Proposals will be evaluated by a Ministry panel by 5pm on 27 March 2009.  
Notification of interviews and/or presentations will be provided by 5pm on 27 March 2009.  Should it be necessary to extend the time allocated, a revised timeframe will be emailed by 12pm on 27 March 2009.     

Notification of unsuccessful bids will be done by email by 6pm on 27 March 2009.  

We anticipate the assignments being confirmed by end March 2009, following reference checking procedures, with start dates end March or early April.  
3.4 Clarification from the Ministry

If you have questions about this RFP, they must be asked by email, and sent to the Ministry contact person before 3pm on 23 March 2009.  The Ministry will not respond to the question directly; but will post a copy of the question along with the answer on the GETS website.  In this instance, all parties that have downloaded this document on the GETS website will be notified by GETS that there is additional information available in relation to this RFP. The same process will be used to notify all parties who have downloaded this document of any errors and omissions identified and any additional information. If you provide ideas and matters of importance that are clearly stated to be confidential due to commercial sensitivities or trade secrets, the Ministry will not release such information without your prior agreement, unless compelled to do so by law.

The Ministry’s Contact Person is Tracey Irwin (email: tracey.irwin@minedu.govt.nz).

You may be asked to provide clarification regarding your bid or provide additional information during the evaluation process.

4. Terms and Conditions

4.1 Rights reserved by the Ministry

To the extent allowed by law, the Ministry reserves the unrestricted right at any time to:

· Change any date in this RFP process by notice (e.g. extend or shorten time frames)

· Accept, reject or not consider any non-compliant proposal

· Change any rule of this RFP process by notice

· Suspend or cancel this RFP process by notice

· Not accept the lowest or any proposal, or let any contract

· Undertake due diligence relating to any Respondent.

4.2 Confidentiality

The information in this RFP, or otherwise supplied by the Ministry or any of its representatives, is to be kept confidential except to the extent that it is already publicly available or if disclosure is authorised by the Ministry.  You may only communicate this confidential information to the people directly involved in the preparation of your proposal. 

You must not, at any time, make any public statements in relation to this RFP, or any proposal, without obtaining prior written consent from the Ministry’s Contact Person.

The Ministry will take all reasonable steps to maintain the confidentiality of any respondent’s information which is clearly marked ‘confidential’.  However, the Ministry is subject to the Official Information Act 1982 and it may be required to release information supplied in this RFP in accordance with that act. 

Information relating to the examination, clarification, evaluation and comparison of proposals and the recommendations for selection of Respondents is confidential to the Ministry and, other than providing any requested de-briefings, will not be disclosed to Respondents or any other persons not officially concerned with such process. 

Respondent information, proposals and contracts may be reviewed by other government bodies such as the State Services Commission, the Treasury, and the Office of the Controller and Auditor-General.

All submitted proposals and any material submitted by Respondents to substantiate any proposal become the property of the Ministry and will not be returned to the Respondent at any stage, irrespective of the outcome. 

4.3 Information Correct

The Ministry will rely on the correctness of any information provided by, or on behalf of, a Respondent in respect of this RFP.

4.4 No Liability

The Ministry will not be liable (in contract or tort, including negligence) for any direct or indirect damage, loss or cost (including legal and lawyer/client costs) to any Respondent or other person in respect of this RFP process.

The Ministry has used reasonable efforts in compiling this RFP.  It will not be liable to Respondents for any inaccuracy or omission in the RFP or any additional information the Ministry may provide.

This RFP is issued on the understanding that no charge will be made for preparation of your proposal or other information that may be supplied. 

4.5 No Agreement

Except as set out in 4.7 below, no Agreement or other binding legal relations with the Ministry are created or arise unless and until a formal Agreement is signed by the Ministry and a Respondent.  To avoid doubt, no process contract will arise by the issue of this RFP.

4.6 General Terms

This RFP and any contract arising from it will be construed according to, and governed by, New Zealand law.

You must not directly or indirectly provide any form of inducement or reward to any representative of the Ministry in respect of this RFP.

4.7 Acceptance of Terms and Conditions

In providing a proposal to the Ministry, you are deemed to have accepted all the terms and conditions and information requirements contained in this document.  Where a term or condition is not acceptable for any reason then you must:

· Identify the relevant principle and state to what extent it is not acceptable, and

· Provide an alternative principle that is acceptable.

5. Evaluation of Proposals

Factors to be taken into account when evaluating proposals will include the criteria listed below.  The key criteria markings and weightings will be determined by the Ministry, prior to any evaluation of proposals taking place.

Assessment of a Respondent’s capability to deliver the required services will be based on the proposals provided and will take into account:

· Proven capability, competence, experience and expertise to supply the Ministry with HRMIS resource and services
· Availability, and the ability to deliver the services in a timely manner, based on the workstream time estimates included as Appendix One
· The proposed charges for providing the services, based on the workstream time estimates as outlined in Appendix One
The Ministry may use any criteria, and place any weight on criteria, it wishes and proposals will be assessed against the Ministry's criteria at its absolute discretion.  The same criteria and weightings will apply to all Respondents in the same way.

6. Draft Agreement

You are required to acknowledge acceptance of the terms and conditions detailed in the draft Agreement, included as Appendix Two of this RFP.  If you are unable to comply with this requirement and still wish to submit a proposal you must detail the reasons why in your proposal.

The preferred Respondent/s will be invited by the Ministry to enter into negotiations with a view to entering into a contract.  If agreement cannot be reached, the next preferred Respondent(s) may be invited to enter into negotiations.

Once a contract has been signed with the preferred Respondent(s), the Ministry will then notify unsuccessful Respondents of the outcome of the RFP process.

Appendix One: 

HRMIS Business Process Improvements – Workstream Time Estimates

Workstreams

The work required to complete the Ministry’s HRMIS Business Process Improvements has been broken down into relevant workstreams, and ranked against organisational priorities.  Work has been grouped into five related workstreams, and prioritised into three phases.  This RFP focuses on Phase One: Legislative Responsibilities and Phase Two: Human Resources Requirements.

Phase One: Legislative Responsibilities

· Legislative Responsibilities
· Payroll
Phase Two: Human Resources Requirements.

· HR

· Management Reporting

The following time estimates have been developed based on the assumptions that the person/people undertaking the work have the following knowledge:

· Payroll and HR Knowledge

· Knowledge of PSe

· Knowledge of Ministry policies

	PHASE ONE: LEGISLATIVE & PROCESS RESPONSIBILITIES

	Work-stream
	Item
	Task
	No. of Weeks *
	Total weeks
	Respondent comments

	Legislative Responsibilities
	Annual Leave Scheme Configuration
	Review 
	1
	2
	

	
	
	Implement
	1
	
	

	
	Payment by Hours
	Review
	2
	3
	

	
	
	Implement
	1
	
	

	
	Working Day Patterns
	Review/Data Collection
	1
	2
	

	
	
	Implement
	1
	
	

	
	Element Configuration e.g. Definitions and rules
	Review
	4
	10
	

	
	
	Document and implement
	6
	
	

	
	Total
	17
	

	Work-stream
	Item
	Task
	No. of Weeks *
	Total weeks
	Respondent comments

	Payroll
	Element Configuration
	Review 
	3
	4
	

	
	
	Implement
	1
	
	

	
	Leave schemes
	Review
	2
	4
	

	
	
	Implement
	2
	
	

	
	Payroll Conversion
	Mapping
	4
	10
	

	
	
	Implement
	6
	
	

	
	Business process e.g. FMIS interfaces, 3rd party interfaces, IRD, etc
	Review
	2
	5
	

	
	
	Document
	2
	
	

	
	
	Implement
	1
	
	

	
	Payroll Entry Business Processes e.g. Leave, New Employees, Terminations, Month End, etc
	Review
	2
	7
	

	
	
	Document
	4
	
	

	
	
	Implement
	1
	
	

	
	
	30
	 

	PHASE TWO: HUMAN RESOURCES REQUIREMENTS

	Work-stream
	Item
	Task
	No. of Weeks *
	Total weeks
	Respondent comments

	HR
	Position Management
	Review
	4
	17
	

	
	
	System Design
	2
	
	

	
	
	Policy
	2
	
	

	
	
	Collection of Data
	4
	
	

	
	
	Implementation and Training
	5
	
	

	
	Remuneration, Employment Agreements, Qualifications & verification details, Personal Details
	Review
	4
	15
	

	
	
	Policy
	2
	
	

	
	
	Collection of Data
	5
	
	

	
	
	Implementation and training
	4
	
	

	
	Total
	32
	 

	Work-stream
	Item
	Task
	No. of Weeks *
	Total weeks
	Respondent comments

	Management Reporting
	Management Reporting
	Review
	1
	7
	

	
	
	Design
	2
	
	

	
	
	Implement
	3
	
	

	
	
	Training
	1
	
	

	
	Total
	7
	 


* Number of weeks is based on an 8 hour per day and 40 hour working week

Appendix Two:  

Agreement to Provide HRMIS Resource for the HRMIS Business Process Improvements Project
BETWEEN

The Secretary for Education acting by and through 




of the Ministry of Education (the Ministry)

AND
 





(the Provider)
The Ministry and the Provider agree as follows:

1 Purpose of Agreement

1.1 The parties acknowledge the purpose of the Agreement as detailed in Schedule A of this Agreement.

2 Term

2.1 Unless earlier terminated in accordance with clause 16, this Agreement starts on 



2009 and ends on 



2009.
3 Obligations of the Provider 

3.1 The Provider shall provide the services specified in Schedule A to this Agreement (“Services”) to a standard acceptable to the Ministry.

3.2 The Provider shall, in providing the Services, take into consideration any requests made by the Ministry.  All such requests shall be made in writing.  The Provider shall respond to any reasonable request from the Ministry for information relating to the provision of the Services.

3.3 The Provider shall, while on the premises of the Ministry, comply with the behaviour standards as reflected in the Ministry’s Code of Conduct, security requirements, health and safety policies and procedures, and protected disclosures procedures. 

3.4 The Provider shall complete and keep up to date all records and information relating to the Services under this Agreement and shall allow the Ministry full and unrestricted access to all records and information.

3.5 The Provider or Personnel employed by the Provider shall not act or purport to act as an agent of the Minister or the Ministry or as employees of the Ministry.  The Provider is solely responsible for all ACC levies, Goods and Services Tax, PAYE, insurance premiums, superannuation payments and any other payments due and payable.

3.6 The Provider agrees that it has no legitimate expectation that the Ministry will enter into a subsequent Agreement.
4 Obligations of the Ministry

4.1 Subject to appropriation by Parliament, the Ministry agrees to pay the Provider, the amounts in the manner specified in the Schedule A subject to terms and conditions contained within this Agreement.

4.2 Payments will be made within 20 working days following 

a) acceptance by the Ministry of satisfactory delivery of the relevant outputs and reports specified in Schedules A; and

b) receipt by the Ministry of a GST invoice.

4.3 The Ministry reserves the right to withhold or make part payment where the services specified in Schedule A have not been completed or where the reports specified in Schedule B have not been provided, to the satisfaction of the Ministry.

4.4 Extra work outside the scope of the Agreement will be deemed as gratuitous effort by the Provider who shall have no claim against the Ministry for such work.

4.5 The Ministry shall use and receive information relating to the delivery of the Services under this Agreement for the purpose of monitoring the delivery of the Services under this Agreement, development or improvement of the Services, policies, practices, and for the associated evaluation of this Agreement.

5 Review
5.1 If a review process is included in Schedule A then the Ministry and the Provider will undertake a review or reviews of this Agreement at the time or times specified.

5.2 Following a review the Ministry may propose amendments to the whole or part of this agreement. Both parties will then, in good faith, seek to agree on what amendments, if any, will be made to this the agreement.

6 Warranty of Interest

6.1 The Provider warrants that it has no actual or potential conflicts of interest and shall not undertake any further work either directly or indirectly which may place the Provider in a conflict of interest position with respect to the Services to be provided to the Ministry.

6.2 If an actual or potential conflict of interest comes to the attention of the Provider during the term of this Agreement they will notify the Ministry of this immediately.

7 Provider Behaviour

7.1 The Provider will ensure its staff (employed or contracted) will act in a professional manner at all times when acting in relation to this Agreement and delivering any of the services provided under it.

8 Subcontracts
8.1 The Provider shall not subcontract the whole or part of its obligations under the Agreement to a third party without the written approval of the Ministry in which case this agreement will be varied in accordance with clause 12.
9 Confidentiality

9.1 Subject to clause 4.5, the Official Information Act 1982, the Privacy Act 1993 and any other relevant legislation, the Ministry and the Provider shall keep confidential all information relating to or arising out of this Agreement. 

9.2 Both parties may, in consultation with the other party, release or publish information it holds under the Agreement if it is necessary to publicise the Services or to facilitate the efficient operation of this Agreement.  Either party will immediately advise the other if it becomes aware of any issue about the operation or management of this Agreement, which has or may have media, political and/or public interest.
9.3 For the avoidance of doubt, the obligations set out within this clause shall continue despite the termination or expiry of this agreement.

10 Intellectual Property 

10.1 All intellectual property rights (including copyright) in all works and material produced under this agreement (“new works”) shall remain the property of the Ministry.

10.2 Both parties shall continue to own all intellectual property rights that they held prior to the commencement of this Agreement.

10.3 The Provider will not infringe any third party intellectual property rights in developing any work under this Agreement, and indemnifies the Ministry against any third party claim against the Ministry for breach of the third party’s intellectual property rights, as a result of the source materials used by the Provider in delivery of the services under this Agreement.

10.4 In regard to any intellectual property owned by, or exclusively licensed to, the Provider prior to the performance of any work (“existing works”), the Provider shall take all reasonable steps to ensure that the Ministry has the ongoing ability to use any new works that are derived from these existing works, without additional cost.

10.5 Unless agreed otherwise in writing, the Provider will grant or gain all consents as may be necessary to enable the Ministry to use the works developed under this Agreement at no additional charge.
11 Monitoring and Evaluation

11.1 The Ministry will be the final decision-maker regarding the quality of the Services.

11.2 The Provider shall conduct on-going monitoring and evaluation of the Services and shall incorporate any modifications deemed necessary into its operation.

12 Variation

12.1 This Agreement may only be varied by agreement in writing between the Ministry and the Provider and shall be read together with and deemed part of this Agreement.

13 Force Majeure

13.1 Neither the Provider nor the Ministry shall be liable for any act, omission, or failure to fulfil its obligations under this Agreement if such act, omission, or failure arises from any cause reasonably beyond its control (Force Majeure event).  The party unable to fulfil its obligations shall immediately notify the other in writing of the reason for its failure to fulfil its obligations and the effect of such failure and shall if necessary vary this Agreement in accordance with clause 12.

14 Disputes

14.1 Together the parties will take all reasonable steps to resolve any dispute question or difference that may arise in connection with this Agreement.

14.2 If the parties are unable to resolve the question dispute or difference by discussion within 14 days, the parties may refer the dispute to mediation. Mediation shall proceed in a manner agreed to by the parties. 

14.3 If the dispute remains unresolved after mediation, than the dispute must be submitted to arbitration in accordance with the Arbitration Act 1996.

14.4 When practical to do so, the parties will continue to perform their respective obligations under this Agreement during the resolution of any dispute.

14.5 The parties will share the costs of mediation or arbitration equally or as determined by the arbitrators.
15 Public Monies

15.1 The Provider acknowledges that it is receiving public funds appropriated for the purpose of providing the Services specified in Schedule A.

16 Termination

16.1 Either party to this Agreement may terminate this Agreement by giving the other party 21 days written notice of termination where either party has breached an obligation or failed to perform an obligation under this Agreement.

16.2 If the Provider is not able to perform any services for more than 21 days because of any Force Majeure event, the Ministry may terminate this contract by written notice. 

16.3 Where termination occurs under this clause-

a) The Ministry is obliged to pay only for the work already completed; and

b) The Provider is not obliged to undertake further work.

16.4 Subject to the terms and conditions provided for in this Agreement, the parties shall not be liable to the other for damages, compensation or any other remedy at law or in equity for cancellation or termination of this Agreement

17 Entire Agreement

17.1 This Agreement including Schedules and Variations will be the complete and exclusive statement of the Agreement between the parties, and will supersede all previous oral or written agreements, arrangements or understandings in relation to the services specified in this Agreement.
	For and on behalf of the Secretary for Education by, 
Ministry of Education.


	
	For and on behalf of
by


	in the presence of


	
	in the presence of



	Designation


	
	Designation



	SIGNED this        day of                          2008
	
	SIGNED this        day of                             2008
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