RFP for Columbia Valley Community Health
HRIS/HRMS

1. Introduction

1.1 Purpose of Document

This Request for Proposal (RFP) is in response to Columbia Valley Community Health’s needs and
contains specific requirements to be met by the vendor’s proposed solution. The objective of this
project is to select and implement a new HRIS/HRMS software to address Columbia Valley
Community Health’s current and future Human Resource and Payroll needs.

The solution should support the business processes of Columbia Valley Community Health - Human
Resources and Finance departments.

Vendors have to respond to the price component of this RFP for the following:
e Software Acquisition and Installation
e Implementation Services
e Interface costs and support
e Projected ongoing costs for upgrades and maintenance

The vendors are required to review this document and submit their response as per the schedule
included in this document.

1.2. CONFIDENTIALITY

This RFP, plus any other documents released, information provided, discussions, etc., as part of the
selection process, are strictly confidential and should not be divulged to anyone who is not directly
involved in preparation of the response. Additionally, all information within this proposal or gained
during the RFP or other processes will remain confidential by the vendor. No information or
publicity will be allowed to any third party unless specific written authorization is obtained from
Columbia Valley Community Health.

It is a condition of this RFP that the information provided herein is for the purpose of allowing
vendors to submit proposals to Columbia Valley Community Health. It may not be used in any other
context nor revealed to any other party not directly involved in the submission of a proposal in
accordance with the terms of the specification.

1.3 Terms and Conditions of the Proposal

1.3.1 RFP Responses
The closing date for receipt of the proposals is: December 31, 2013.



Response to the RFP shall be delivered electronically to: Sarah Wilkinson at
humanresources@cvch.org.

1.3.2 Preparation of Responses

The preparation and submission of the proposal shall be made without obligation to acquire any
items included in the proposal, or to discuss the reason why the proposal is accepted or rejected.
Columbia Valley Community Health will notify acceptance or rejection in writing to the vendor via
email.

The requirements specified in this RFP reflect those presently known. Columbia Valley Community
Health reserves the right to vary, in detail, the final requirements.

Columbia Valley Community Health will not be responsible for or pay any expense incurred in the
preparation of any proposal or in Columbia Valley Community Health’s evaluation of it.

Columbia Valley Community Health may require that all or part of the successful proposal be
included in the contracts.

All prices shall be consistently in US dollars and all unit prices, charges and totals should be
inclusive of tax and shipping.

Respondents should provide a clause by clause response to the RFP as specified.

General information, which is not specifically requested, should be attached separately and clearly labeled
"Supporting Material". Respondents should also be available at a mutually agreed upon date to present
either live or remotely all RFP items on a demo system to verify functionality.

1.3.3 Contract

This document does not constitute an offer to sell, or a solicitation of an offer to purchase.
Columbia Valley Community Health reserves the right to accept all or part of the proposal.
Columbia Valley Community Health requires that contracts covering the provision of services and
equipment requested in this RFP be negotiated to the satisfaction of Columbia Valley Community Health.
All vendors are required to acknowledge that they agree to the conditions set out in this section.

2. Business Background

2.1 Columbia Valley Community Health

Columbia Valley Community Health is a Federally Qualified Health Center (FQHC) that
provides services for the entire family in Wenatchee, East Wenatchee and Chelan, WA.
Medical Services include acute and chronic disease care, maternity care, nutrition services,
WIC and community outreach, diabetes case management, radiology, and pharmacy. The
dental program offers full dental care for children and emergency care for adults who are
CVCH patients. Behavioral Health services include adult and children’s behavioral health
care, case management and 24 hour crisis services. CVCH serves more than 22,000
individual patients in Chelan and Douglas counties. Private insurance is accepted and a
sliding fee scale is available as needed.

Columbia Valley Community Health has currently 230 employees with growth
opportunities.

2.2 Columbia Valley Community Health — Human Resources and Finance
departments



mailto:humanresources@cvch.org

Columbia Valley Health Human Resources department is a 3 person department
responsible for:
e HR Management
e Recruiting
e Benefit Administration
e Leave Administration
Worker’s Compensation
e Performance Management and Evaluations
e Job Descriptions
e Compensation
e Attendance

Columbia Valley Health Human Finance department is a 7 person department, with
1 person responsible for:

e Payroll
e Timekeeping

3. Current Systems
The CVCH organization utilizes
SAGE ABRA v9.2
Empowertime
Halogen
HealthStream
Abila MIP Fund Accounting (formerly SAGE MIP)

3.1 System Interfaces

The HRIS system must interface with;
e Halogen
e HealthStream
e Abila MIP Fund Accounting (formerly SAGE MIP)

4. Statement of Business Specifications

Note:

SD - Standard Requirement is standard to application software; no
modification needed.

MC - Moderate Change Application software will satisfy this requirement with
moderate modification.

SC - Significant Change Significant customization is needed to accomplish the

stated objectives. Add on module is needed that will
integrate with system.

NA - Not Applicable Application software does not support requirement or
optional requirement.




4.1 Functional Specifications

Description

Detail

SD

MC

SC

NA

Comments

HR
Management
functionality

System will have
ability to cover many
HR aspects from
application to
retirement. Ability to
record basic
demographic and
address data, selection,
training and
development,
capabilities and skills
management,
compensation
planning records and
other related activities.
Furthermore, must
retain historically data.

Payroll
functionality

System will have
ability to automatically
capture and process
payroll. Ability to
gather and record
various salaries,
wages, bonuses, OT,
taxes and deductions
all on one universal
system. In addition,
must be able to
generate manual pay
checks. Must be able
to create quarterly and
yearly tax reports.
Furthermore, must
have capability for
direct deposit feature
and live check feature.
Must have ability to
allocate.

Timekeeping
functionality

Employees will have
ability to clock in and
out through the system
and automatically sync
with payroll all on one
universal system. In
addition, employees
will be able to access
the timekeeping
system from their
workstations.
Furthermore, the
timekeeping system




will provide broad
flexibility in data
collection methods,
labor distribution
capabilities and data
analysis features. Must
have ability to allocate.

Attendance
functionality

System will have
ability to assign points
based on attendance
patterns all on one
universal system.

Attendance
and leave
accrual
tracking

System will have ability
to track attendance and
leave accruals all on one
universal system. Must
be able to track and
accrue multiple
attendance and leave
types for each
employee.

Employees will have
ability to request leave
through this system.

Job and Pay
History
Function

System will have
ability to track
historical data for
employee pay and job
histories.

Ad hoc report
writing

System will have a
robust reporting
ability all on one
universal system.

Integration
with MIP

System will have
ability to integrate
with current system
MIP, including
alignment of general
ledger numbering
system. CVCH utilizes
a general ledger
system with up to 7
segments.

Integration
with Halogen

System will have
ability to integrate
with current system
Halogen.

Integration
with
HealthStream

System will have
ability to integrate
with current system
HealthStream.




Note:

SD - Standard

Requirement is standard to application software; no
modification needed.

MC - Moderate Change

Application software will satisfy this requirement with
moderate modification.

SC - Significant Change

Significant customization is needed to accomplish the
stated objectives. Add on module is needed that will
integrate with system.

NA - Not Applicable

Application software does not support requirement or
optional requirement.

4.2 Optional Requirements

No. | Description

Detail

SD

MC | SC | NA | Comments

=

Recruiting
software

System will have
ability to manage
the entire
recruiting process
from creating
vacant job
requisitions to
scheduling
interviews and
sending email
alerts to
onboarding to
transferring data to
the HRIS system.
Furthermore, must
have ability to
recruit through
online recruiting
sites or
publications, track
applicant in system
and retain
historical data.
Ability to automate
hire and turndown
process.

\S)

Employee self-
service

System will have
ability for
employees to
query data from
the HRIS system
and perform some




transactions over
the system (i.e.
updating address,
phone number,
printing
attendance record,
etc)

Benefits
Administration
and Open
Enrollment

System will have
ability to
administer and
track employees
participating in
benefit programs
to encompass
insurance,
compensation, and
retirement.
System will have
ability to
communicate with
3rd party benefit
programs to enroll
employees and
communicate back
with HRIS system
all online. System
will have ability to
generate benefit
related reports on
each individual. In
addition, system
will reduce the
effort required by
the HR department
for benefit open
enrollment
through online
enrollment.

Benefits
Messenger

System will have
ability to
communicate with
3rd party carriers
about benefit
updates or changes
to
employeebenefits
and will
communicate back
to HRIS system.

Performance
Appraisal

System will have
ability to
systematically and
periodically assess
an individual
employee’s job




performance and
productivity in
relation to certain
pre-established
criteria and
organizational
objectives.
Furthermore, must
have ability to alert
supervisors of
upcoming
performance
appraisals and
must have
electronic steps to
signing off on
performance
appraisal. In
addition, must
have ability to
produce reports
around completion
rates. System must
be able to retain
historical
performance
evaluation data.

Position Control

System will have
ability to track
actual staffing
levels and costs
over time. System
will have ability to
track positions
separate from
employee. In
addition, system
will have ability to
track vacancies,
integrate the hiring
process into daily
management of
departments,
prevent budget
deficits and more
accurately plan
staffing and salary
budgeting.

Leave
Administration
Tracking

System will have
ability to track
leaves of absences
following State or
Federal Leave laws.
Furthermore,
communicates




with HR personnel
when Leaves are
close to expiring.

o]

Job Descriptions System will have

ability to
electronically
create and store

each position.
Furthermore,
system will have
ability to
electronically send
end user job
description for
electronic
signature. System
will have ability to
retain historical
data.

e}

AD Integration System will have

the ability to sync
employee logins
and person
information with
Active Directory.

Technical Requirements

No.

Description Comments

Acrchitecture of the system must
support virtual servers, windows
server 2008, Windows 7 64bit
Professional and MS .NET
Framework 4

The data will reside in a 2008 or
newer MSSQL Server.

There must be a data dictionary
or entity relationship diagram
(ERD) available for custom
reporting using third-party
software.

Does the system require any
proprietary hardware of a
specific type or from a specific
manufacturer? If so, please
describe.

job descriptions for




5. | Please describe the system
capacity for expansion (growth,
scalability).

6. | Does the system require any
other computer software of a
specific type or from a specific
provider? If so, please describe.

7. | How often are updates released?
Please provide details about
updates - (i.e. system, critical,
scheduled). How are updates to
be administered?

8. | Please describe the
implementation process,
including length of time.

9. | Please describe any and all
customization that is required to
meet the specifications outlined
in this RFP

10, How is backup/recovery
accomplished?

11, Licensing must allow a separate
test environment. Please
describe any limitations of the
test environment installation.

12| What are your recommended and
minimum required storage and
server specifications? Please
provide details.

6. Vendor Requirements

6.1. SUPPLIER PROFILE

All vendors must give a comprehensive profile of their organization in the following format
and order.
6.1.1. ORGANIZATION
‘Organization’ concerns the structure and size of the company both in terms of its head
office and other worldwide regional locations.

e Please provide information as to whether the organization is independent or part of a
larger conglomerate. If the latter, please provide details on the holding company.

e Please provide corporate mission statement and strategic direction of the product. Also,

please present the long term plan for addressing emerging technologies.

e Please provide information of any company that merged with or was purchased by the
organization.



Please provide information of any alliance or affiliation that with which the organization
partners (e.g., tool or equipment supplier, standard groups, industry groups).

Please provide information on the organization statistics (e.g., geographic distribution,
market share, reputation, company highlights, etc.).

Please provide information on your organization’s performance against others in the
industry.

6.1.2. PRODUCT
‘Product’ concerns some basic information on the products of the company:

All products being marketed

How long the products have been in the market
Compeatibility of different products marketed
Who and where was the product developed
Platform the products are running

Connectivity strategy for product proposed

6.1.3 LOCATION
‘Location’ concerns the location and size of operations at the head office and any regional offices.
For each location please state:

Number of employees by function (technical and non-technical).

Whether the offices are wholly owned subsidiaries of the main head office or if it is a third-
party managed operation (VARs).

Also indicate the office from where an implementation would be managed.

6.1.4 GROWTH
‘Growth’ concerns the manner in which the company has progressed since its inception. Please
provide information:

The year when the company was first established. The place where the company was first
established.

The size of the company per year since its inception in terms of locations and staff
numbers and within this, the number of consultants.

If the company has been in operation for a number of years, please summarize up until the
last five years, and then provide detailed information from this period.

The history in sales and consulting revenue over the last five years: product sales, personal
growth (local, regional and global)

6.1.5 Experience



‘Experience’ concerns the relative experience the vendor has in terms of an implementation of this size
related to the business activity and distance from the most local regional office. Please provide
information as to the experience of your consultants and retention rate of your key support people in the
last two years.

6.1.6 Reference Sites
‘Reference sites’ concerns the location and relative suitability of sites where the package is already

implemented and is currently operational. Please provide:

e For each reference sites, please provide the following:

Client company name

e (lient contact person

e C(lient address (street, city, country, post code), email address, telephone and fax number

e The package or module that was delivered

e The date of the delivery
For reference locations whose software applications most closely match Columbia Valley Community
Health requirements, please outline the business activities carried out at these sites and their use of your
package. Please indicate the period of time each site has been in operation with the designated package
and the degree of customization that was required.

6.1.7 Other Information

Please also provide us with any other information which you see as relevant, specifically any
known weakness that the product has in terms of functionality or implementation/training
requirements.

6.2 MAINTENANCE AND SUPPORT

Vendors are required to provide the following information related to the support and maintenance
of the proposed solution.

e Software maintenance charges and the spectrum of activities covered under such
maintenance contracts (new release, bug fixes, etc.).

e Software support availability (Help Desk, hotline, etc.) and duration for which they are
available.

e Response time to support inquiries from Columbia Valley Community Health Pharmacy.

e Standard hours during which support will be provided and out of hours support options
and costs.



o Number of staff in the software support team.
e Frequency at which new versions of the software are released.

e Release date for the first version of the software.

7. Proposal Response Format

This section outlines the format in which the suppliers are required to respond to this invitation. All
suppliers will be required to provide the information as specified. Any other information that may be
relevant to our decision-making process must be supplied as addenda.

7.1. Summary of Proposal

The RFP document must have a summary section containing the following information:
e Name of the package(s) being offered, version number, etc.
e Broad functional fit to the specifications in the Statement of User Requirements.
e Hardware platforms recommended and alternatives
e Application environment.
e Number of sites where package is implemented. Number of sites for the version proposed.

e Approximate cost of implementation broken down by:
- Software Acquisition and Installation

= Application Software
= Data Access Software
= Database Software
- System Management Software
» Development/Testing Software
- Hardware Acquisition and Installation (if necessary)
= Application/Database Server

=  Backup Server

- General Project Cost (consulting, travel expense, etc.)



- Installation

- Customization

- Maintenance and Support

Other Costs

Summary of Strengths of the Recommended Solution

[t is the vendor’s responsibility to highlight all costs related to the implementation of

their solution. Key components that are required but not quoted for will be the
responsibility of the supplier.

7.2 Compliance to user requirements

Vendors should set out clearly in their proposal all information requested. The proposal
should follow the same numbering system as this RFP. Vendors should respond to each
requirement with a SD (Standard), MC (Moderate Change), or SC (Significant Change)
answer.

The definitions are as follows:

SD Requirement is standard to application software no modification needed.

MC Application software will satisfy this requirement with moderate modification (to be
accomplished within two days)

SC Significant customization (beyond two days) is needed to satisfy the requirement.
Where a specific requirement cannot be fully met, or an alternative solution is proposed,
comments should be included (e.g., the cost of basic tailoring, how much time is needed, etc.).

7.3 Cost

To assist Columbia Valley Community Health in the evaluation and analysis of the costs
associated with the proposal, vendors should present their pricing. It is expected for the
vendor to provide the application software (including third party software wherever
applicable), database integration services and consulting. The vendor may at their option
include pricing for hardware as outlined in the requirements. Each heading should be
expanded as required to show each item and clearly identify what is included within the
associated charge. The charges should be separated into one-time costs and ongoing
charges.

It is expected that all charges and costs applicable to this proposal will be included in this
section including, for example: handling, transportation, installation, training,
maintenance and support, software upgrade, tools, travel, accommodations, and any other
item that could be interpreted as the real cost of procurement and any ongoing expenses
due to the vendor. Costs are to be provided in US Dollars.

Software costs should highlight the difference between standard core licenses, modules,
and enhancement costs and third party software licenses.

Wherever a vendor is supplying items of a different manufacturer, the manufacturer and
model numbers must be indicated.



In this section, vendors are requested to provide details on the equipment required as a
platform for the proposed system. Columbia Valley Community Health requires that
vendors provide estimates for the capacity and costs of all equipment for the proposed
system.

Any charges applying to the proposal should be included with a full and itemized
description.

All costs and prices quoted in the proposal are assumed to be valid until implementation
is completed.

7.4 Contracts

The vendors must indicate nature of contracts and agreements they are willing to enter
into. The information to be provided includes:

= Sample contracts

Payment terms - details of payment settlement options

= Period for which the price quotes will hold (6 months preferred)
= Guarantees against the system non-performance

= Penalty clauses

= Any other vendor constraints



