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INTRODUCTION

This Schedule 2, which should be read in conjunction with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context) and all other provisions of this Agreement, sets out the requirements of Participants and is organised in seven Parts, as described below.

The Parts

Part 1

Authority General Requirements

Setting out and describing the general requirements, which apply to Transition and Operation of the eHR Programme.

Part 2

Information System – Authority Functional Requirements

Setting out and describing the functional requirements for the Information System, which apply to Transition and Operation of the eHR Programme.

Part 3

Authority Transitional Requirements

Setting out and describing the requirements for Transition and how Transition is to be implemented.

Part 4

Authority General Operational Service Requirements

Setting out and describing the general requirements for provision of the Operational Services, organised as follows:

(1) Managed ICT

(2) Self-Service

(3) Shared Service Centre, including elements of:


(a) Learning and Development


(b) Performance Management


(c) Employee Relations 

Part 5

Authority Specific Operational Service Requirements – Resourcing

Setting out and describing the requirements for provision of the specific Resourcing Operational Services, organised as follows:

(1)
Vacancies:

(a)
Recruitment

(b)
Promotion and Selection

(2)
Staff Transfers

(3)
Other:

(a)
Absence Management


(b)
Exit Management

Part 6

Authority Specific Operational Service Requirements – Pay and Reward

Setting out and describing the requirements for provision of the specific Pay and Reward Operational Services.

Part 7
Authority Specific Operational Service Requirements – HR Consultancy Services and other Call-off Services

Describing the basis on which Participants may call off specialist HR Consultancy Services and other Call-off Services.

The Annexes

The Annexes set out and describe the detailed requirements corresponding to the respectively numbered Parts.

Annex 1 – Not used

Annex 2 – Information System – Authority Functional Requirements

Annex 3 – Authority Transitional Requirements

Annex 4 – Authority General Operational Service Requirements

Annex 5 – Authority Specific Operational Service Requirements – Resourcing

Annex 6 – Authority Specific Operational Service Requirements – Pay and Reward

Annex 7 – Not used

Annex 8 – Specific Authority Service Requirements – Senior Civil Service

PART 1

AUTHORITY GENERAL REQUIREMENTS

This Part 1 of Schedule 2 sets out and describes the Authority General Requirements.

The Contractor shall meet the Authority General Requirements set out in this Part 1 and ensure that the Services and the Information System are consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

1 Participants

1.1 The following are Participants, as at the Effective Date:

(a) Department of Finance and Personnel (DFP) comprising the Department and DFP Agencies; the Business Development Service (BDS); the Northern Ireland Statistical Research Agency (NISRA); the Valuation and Lands Agency (VLA); the Rate Collection Agency (RCA); the Northern Ireland Policing Board (NIPB); and the Land Registers for Northern Ireland (LRNI);

(b) the Office of the First Minister and Deputy First Minister, including the Planning Appeals Commission (PAC) and the Water Appeals Commission (WAC); the Office and the Assembly Ombudsman for Northern Ireland (OAO); the Office of the Northern Ireland Commissioner for Complaints; Strategic Investment Board Ltd (SIB); the International Fund for Ireland (IFI); the Chief Executive's Forum; the Office of the Northern Ireland Executive in Washington DC, USA; and the NI Bureau in Brussels, Belgium;

(c) Department for Agriculture and Rural Development (DARD) and its Agencies, the Forest Service; the Rivers Agency; and the Science Service (which will become an NDPB in 2006 – the Agrifood and Biosciences Institute) (AFBI).  For the avoidance of doubt, the Agricultural Wages Board (AWB) shall only receive Pay and Reward Services;

(d) Department of Culture, Arts and Leisure (DCAL) and its Agencies, the Public Records Office NI (PRONI); and Ordnance Survey NI (OSNI);

(e) Department of Education (DE);

(f) Department for Employment and Learning (DEL);

(g) Department of Enterprise, Trade and Investment (DETI), comprising the Department; NICS staff working in NDPBs Invest Northern Ireland (InvestNI); the Health and Safety Executive NI; and the Northern Ireland Authority for Energy Regulation (NIAER) (a non-ministerial government body);

(h) Department of the Environment (DoE), comprising the Department and its Agencies, the Environment and Heritage Service; the Planning Service; Driver and Vehicle Licensing NI (DVLNI); and Driver and Vehicle Testing Agency (DVTA);

(i) Department of Health, Social Services and Public Safety (DHSSPS) and its Agencies, the Health Estates Agency; and NDPB the Mental Health Commission;

(j) Department for Regional Development (DRD), comprising the Department and its Agency the Roads Service;

(k) Department for Social Development (DSD), comprising the Department and its Agencies, the Social Security Agency (SSA); and the Child Support Agency (CSA);

(l) the Northern Ireland Audit Office (NIAO).  For the avoidance of doubt, the NIAO shall only receive Pay and Reward Services;

(m) the Northern Ireland Office (NIO) comprising the Department in Belfast and London and its Agencies – Forensic Science Northern Ireland (FSNI); the Compensation Agency; and the Youth Justice Agency; in addition, the Legal Offices – the Crown Solicitor and Department of the Director of Public Prosecutions; and other executive, tribunal, advisory NDPBs and independent statutory bodies, including Chief Electoral Office and Tribunals for which the NIO is responsible.  For the avoidance of doubt, Home Civil Servants NIO Employees receive all Services, except Pay and Reward Services; and

(n) the Northern Ireland Assembly Secretariat (NIAS).

1.2 The Contractor acknowledges that the structures of government in Northern Ireland, and the identity of Participants, may change.  The Contractor shall, in accordance with Schedule 10 (Change Control Procedures), implement any changes required, whether it be a simple change of name, a re-allocation of responsibilities between Participants, or a more fundamental re-structuring, including the establishment of new Departments, Agencies and other public bodies.

2 Users

2.1 Users are:

(a) Employees who are Civil Servants, having both a Personnel Record and Payroll Record, including Employees who are:

(i) on a permanent contract;

(ii) on a temporary contract;

(iii) on a fixed-term contract;

(iv) on government initiative schemes, including the New Deal Scheme and the Employment Support Scheme where Participants can recover a portion of pay;

(v) Senior Civil Servants;

(vi) sandwich students (including EU and non-EU nationals);

(vii) short-notice appointees (including Relief Messengers/Supply Lecturers);

(viii) seconded to any other posts (including secondees to the NIO and the Food Safety Promotion Board), where pay is recovered by the Department from which the Employee is seconded;

these Employees can be further categorised as being:

(aa) shift and non-shiftworkers;

(ab) Industrial Craft (including apprentices) and Non-Craft;

(ac) Non-Industrial administrative, professional, technical and specialist Civil Servants;

(ad) full time; and

(ae) part-time, including job-sharers, term-time workers and Employees with various alternate working patterns;

(b) Employees who are not Civil Servants having a subset of a Personnel Record and a Payroll Record or a Payroll Record only (where the Inland Revenue requires that these be held on Payroll for taxation purposes), including:

(i) NIO Panel members;

(ii) chairpersons and Appeal Board members;

(iii) chairpersons of Industrial and Fair Employment Tribunals;

(iv) commissioners;

(v) non-executive directors;

(vi) non-Participant public body workers (employed by various Participants);

(vii) NI Audit Office;

(viii) members of policy review body members;

(ix) Panel Vets;

(x) Employees directly employed by the NIAS;

(xi) certain Chief Executives of NDPBs (full Personnel Record and Payroll Record held in this case); and

(xii) ministerial advisers.

(c) Non-Payroll Employees having a Personnel Record only, including:

(i) non-NICS workers on the Employment Support Scheme;

(ii) Home Civil Service (NIO) Employees;

(iii) direct recruits to the Northern Ireland Policing Board;

(iv) Employees seconded to other organisations (including Intertrade Ireland and the Foreign and Commonwealth Office) where pay is paid by that organisation; and

(v) inward secondees.

2.2 It should be noted that the User types, and the categories within each type, set out above, are not mutually exclusive.

	2.3 The Contractor shall ensure that all Users and all Contractor staff, including temporary and sub contracted staff, meet the Authority's personnel security requirements, as defined in the Authority's guidance, and any additional staff security requirements imposed by the Authority, from time to time.
	Yes/No
	If No, Why?


3 Provision of the Services

	3.1 The Contractor shall, as strategic partner to the Authority, provide services to meet the Authority Service Requirements:
	
	

	(a) described in this Schedule 2 in accordance with the other provisions of this Agreement;
	Yes/No
	If No, Why?

	(b) to the Service Levels;
	Yes/No
	If No, Why?

	(c) in accordance with the Authority Security Requirements; and
	Yes/No
	If No, Why?

	(d) having regard to the objectives of the Authority and to the FSDM, as described in Schedule 5 (The Future Service Delivery Model Objectives and the Business Context), subject to Section 1.2 of Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).
	Yes/No
	If No, Why?

	3.2 Drawing on its overall experience and expertise, the Contractor shall provide, throughout the Contract Period:
	
	

	(a) a consolidated and consistent approach to the provision of all Services;
	Yes/No
	If No, Why?

	(b) a centralised pool of knowledge of, and expertise in, all Services;
	Yes/No
	If No, Why?

	(c) year-on-year updates on developments and trends in HR in the public and private sectors in the United Kingdom, and advice on operational efficiencies, improvements in operational effectiveness, economies of scale and in scope and analysis and recommendations for innovation and obtaining value for money;
	Yes/No
	If No, Why?

	(d) advice and decision support information for all Users consistent with Participants' policies and procedures; and
	Yes/No
	If No, Why?

	(e) advice on policy development.
	Yes/No
	If No, Why?

	3.3 The Contractor shall comply with the Authority Rules, Codes and Standards and all other provisions of this Agreement and apply common standard processes and procedures uniformly across all Participants.
	Yes/No
	If No, Why?


4 Information System

	4.1 The Contractor shall establish and maintain the Information System to meet the Authority Service Requirements for functionality and data processing and storage and to support the provision of the Operational Services by the Contractor and the management of HR Functions by Participants.
	Yes/No
	If No, Why?

	4.2 The Contractor shall carry out all day-to-day management and operational tasks in relation to the Information System, including:
	Yes/No
	If No, Why?

	(a) Inputting and maintaining personal and organisational data, specified in Sections 1 to 6 of Annex 2;
	Yes/No
	If No, Why?

	(b) adding and deleting Users;
	Yes/No
	If No, Why?

	(c) adding and removing equipment;
	Yes/No
	If No, Why?

	(d) controlling system processes, in accordance with the Authority Security Requirements;
	Yes/No
	If No, Why?

	(e) capacity planning; and
	Yes/No
	If No, Why?

	(f) monitoring and controlling the use of Information System resources (including memory, disk space and network capacity).
	Yes/No
	If No, Why?

	4.3 The Contractor shall procure that the Information System and the Services adequately replace:
	
	

	(a) the Industrial Payroll;
	Yes/No
	If No, Why?

	(b) the Non-Industrial Payroll;
	Yes/No
	If No, Why?

	(c) the Fujitsu Payroll Bureau; and
	Yes/No
	If No, Why?

	(d) the HRMS applications and infrastructure.
	Yes/No
	If No, Why?


5 Security

	The Contractor shall design, build, operate and manage the Information System and provide the Services in accordance with the Authority Security Requirements.
	Yes/No
	If No, Why?


6 Information System and Services Continuity and Disaster Recovery

	6.1 The Contractor shall, prior to the relevant Commencement Date, develop and propose to the Authority for permission to proceed, the Information System and Services Continuity and Disaster Recovery Plan, in accordance with the requirements set out in Schedule 28 (Information System and Services Security, Continuity and Disaster Recovery) and shall design, build, operate and manage the Information System and provide the Services in accordance with the Information System and Services Continuity and Disaster Recovery Plan.
	Yes/No
	If No, Why?

	6.2 The Contractor shall implement and maintain the Information System and Services Continuity and Disaster Recovery Plan throughout the Contract Period to take account of performance against the Service Levels.
	Yes/No
	If No, Why?


7 Record Management and Reporting

	7.1 The Requirements for financial reporting are set out in Schedule 14 (Information, Audit and Reporting) and the Requirements on Service delivery are set out in Schedule 24 (Service Levels).  Other Requirements for management information reporting are set out in this Schedule 2.
	
	

	7.2 The Contractor shall provide management information including, the information set out in the Authority Management Indicative Reports Requirements, as derived from the current NICS HR systems, which lists shall be finalised and agreed with the Authority during Process Design.
	Yes/No
	If No, Why?

	7.3 The Contractor shall make available, through the Information System, all reports and other information, including reports in paper format, electronic and online display format, as agreed with the Authority.
	Yes/No
	If No, Why?

	7.4 The Contractor shall enable any Authorised User to generate ad hoc queries and reports incorporating data items from any part of the Information System.
	Yes/No
	If No, Why?

	7.5 The Contractor shall securely retain, store and maintain all Personnel Records of Employees and former Employees, in accordance with the Authority's records retention and management policy and rules and relevant legislation, including the Data Protection Act 1998 and the Freedom of Information Act 2000.
	Yes/No
	If No, Why?

	7.6 The Contractor shall retrieve and provide to Participants or any relevant Authorised Third Party, accurate information and documentation from Personnel Records, including the data and information set out in sections 1 to 6 Annex 2, within the timescales specified by the Participants or the relevant Authorised Third Party.
	Yes/No
	If No, Why?

	7.7 The Contractor shall contribute accurate data and information and give appropriate advice and support to the Authority to enable the Authority to respond to requests for information within the timescales specified by the Authority, including requests pursuant to the Freedom of Information Act 2000, the Data Protection Act 1998, any environmental legislation or regulations, audits, courts cases, tribunal cases and hearings, pay investigations, Pensionable Pay estimates, Query resolution, retrospective pay awards, disciplinary investigations, Grievance investigations, Parliamentary Questions, Assembly Questions, and Government Actuary requests.
	Yes/No
	If No, Why?

	7.8 The Contractor shall monitor, manage and record all requests for information by Participants and third parties, including Authorised Third Parties.
	Yes/No
	If No, Why?


8 Participants' Databases

	8.1 The Contractor shall create and maintain Participants' Databases, including relevant Personal Data and information on Users and on Participants' organisational structures, as required to support and implement the Services.
	Yes/No
	If No, Why?

	8.2 The Participants' Database shall include the data set out in sections 1 to 6 of Annex 2.
	Yes/No
	If No, Why?

	8.3 The Contractor shall store and maintain records of all Participants' Legacy Data in electronic format and paper format, including Personnel Records
	Yes/No
	If No, Why?


9 Availability, Performance Management and Customer Satisfaction

	9.1 The Contractor shall measure availability, performance management and customer satisfaction against the Service Levels, in accordance with Schedule 24 (Service Levels).
	Yes/No
	If No, Why?

	9.2 The Contractor shall provide the Authority contract manager with data and information reasonably required for the management of this Agreement, including:
	Yes/No
	If No, Why?

	(a) monthly reports on the performance of the Services, as set out in this Agreement; and
	Yes/No
	If No, Why?

	(b) volumetric data and information required to manage the payment requirements, as set out in Schedule 15 (Charging and Payment Mechanism).
	Yes/No
	If No, Why?


10 OGC Gateway Scrutiny

	The Contractor shall work seamlessly with Participants to complete Transition and deliver the Information System and the Operational Services.  The Contractor shall participate fully in OGC Gateway reviews, including Gateway 4 (readiness for service) and Gateway 5 (post-implementation) reviews.
	Yes/No
	If No, Why?


11 Risk and Project Management

	11.1 The Contractor shall work with the Authority to identify any risks associated with the transition, implementation and operation of the Services for Participants and the Contractor and to agree, develop and implement appropriate elimination, mitigation and other actions.
	Yes/No
	If No, Why?

	11.2 The Contractor shall:
	
	

	(a) adopt an approach and methodology for project and stage risk management which shall, at least, be complementary to the PRINCE 2 methodology and shall be based on Good Industry Practice and a comprehensive understanding of the main programme, project and stage risks;
	Yes/No
	If No, Why?

	(b) adopt techniques, methods and tools, which shall be compatible with PRINCE 2 and the OGC Gateway Process; and
	Yes/No
	If No, Why?

	(c) prepare a detailed Risk Management Plan, describing:
	Yes/No
	If No, Why?

	(i) the risks and associated actions;
	Yes/No
	If No, Why?

	(ii) the approach and methodology; and
	Yes/No
	If No, Why?

	(iii) the proposed techniques, methods and tools.
	Yes/No
	If No, Why?


12 Senior Civil Service

The Authority Special Requirements in respect of Senior Civil Service are set out in Annex 8.  

13 NIO

13.1 The Contractor acknowledges that NIO is a UK Exchequer Department, staffed by NICS and HCS Civil Servants and that it shall respond to NICS-related and Cabinet Office HR policies in the delivery of the Services to its Employees.  While NIO’s HR business shares much of the services in common with the NI Departments, some aspects of these services operate differently in the NIO context.

13.2 To the extent that NIO-specific characteristics lead to variations in the way the Services need to be provided to NIO, any specific Requirements in respect of the NIO have been specified in this Schedule 2 and in the NIO-specific Data Room Documents, and the Contractor shall comply with those specific Requirements in respect of:

(a) Employment status of NICS Employees and HCS Employees employed by NIO

The majority of NIO staff consists of NI Civil Servants who are technically seconded from the NIO to the Department for Personnel, the majority of which are based in Northern Ireland.  In addition NIO staff consists of HCS staff, the majority of which are based in London.  The entitlements and employment terms and conditions of these two groups within the NIO are fundamentally the same or similar to NICS Employees.  However, there are some notable differences, including in respect of:

(i) certain allowances;

(ii) pension schemes;

(iii) public holidays;

(iv) "fast stream" schemes;

(v) Recruitment and transfer rights;

(vi) employment terms and conditions (as described in different staff handbooks);

(vii) Trade Union Sides;

(b) Pay and Reward

NICS and HSC pay scales for NIO staff below Senior Civil Servant level have been rationalised into four common pay bands and progression tables have been abolished in favour of a new pay system, initially based on a merit-grid equity shares system.   Pay points are personal to holder and pay awards are awarded depending upon performance.  There are no incremental scales.  Pay bands (both minimum and maximum points differ from the NICS minimum and maximum);

NICS



NICS equivalent
D2 and D1


grades AA and AO

C



grades EO1 and EO2

B2 and B1


grades SO and DP

A



grades 7 and 6

(c) Grading

The grading system for NIO staff below Senior Civil Service varies from the current NICS arrangements in its basis on a rationalised structure comprising four common grades, as set out at Section 13.2(b);

(d) Performance Management

NIO operates performance management arrangements, which are different from those operated in the rest of the NICS.  The main differences are in NICS Core Competency Frameworks, box marking criteria and documentation.  The performance management system for grades below Senior Civil Service differs from the current NICS system in terms of streamlined process and abandonment of box markings in favour of a simple assessment mechanism to determine performance pay;

(e) De-centralisation of certain Learning and Development processes

Learning and Development processes have been delegated to Departmental Training Liaison Officers who monitor training activity and in the future will control the local training budget;

(f) Delegated authority for a range of HR functions, including:

(i) terms and conditions of service for Employees below Senior Civil Service level;

(ii) Pay and Reward;

(iii) grading; and

(iv) Performance Management;

(g) Delegation of HR functions to Line Managers, including management of:

(i) annual leave;

(ii) age retirements;

(iii) retentions beyond retirement 60;

(iv) voluntary resignations;

(v) career breaks;

(vi) job-sharing;

(vii) part-time/reduced hours;

(viii) filling of posts through Competition;

(ix) filling of posts through lateral transfer;

(x) attendance management;

(h) Security vetting;

Contractor staff members who have access to NIO data must be security vetted to Counter Terrorist Clearance level.

PART 2

INFORMATION SYSTEM
AUTHORITY FUNCTIONAL REQUIREMENTS

This Part 2 of Schedule 2 sets out and describes the Authority Functional Requirements.

The Contractor shall meet the Authority Functional Requirements set out in this Part 2 and the more detailed Authority Functional Requirements set out in Annex 2, and ensure that the Information System is consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

14 Authority Functional Requirements

In developing, implementing and operating the Information System, throughout the Contract Period, the Contractor shall meet the Authority Functional Requirements set out in this Part 2 and the more detailed Authority Functional Requirements set out in Annex 2, and ensure that the Information System is consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

15 Information System

15.1 The Contractor shall procure that the Information System shall, at all times:

(a) have the functionality to create and maintain electronic and paper records, including, any related documents, images and scanned paper documents, and as required by the Process Design;

(b) have functionality enabling Users to access their own records by electronic or other means, including through Self-Service and the Shared Service Centre;

(c) highlight and prompt action on missing data, including through on screen display, where data fields have been designated mandatory;

(d) have functionality allowing future dates to be added;

(e) display clear and understandable error messages to a non-technical User, indicating the error and action required to rectify the problem;

(f) ensure data consistency and central reporting requirements are met;

(g) have functionality allowing data codes to be entered and maintained centrally and subsequently to be accessed; 
(h) have functionality to provide systems outputs (including word processing, spreadsheet and graphic capabilities), such as reports, correspondence, payslips and labels that are User-definable, both in terms of content, medium and style of output, relating to and required for the provision of the Operational Services.  Such reports, correspondence, payslips and labels shall, at a minimum, be:

(i) User-definable, using integral word processing (desktop application) facilities;

(ii) capable of incorporating data from current or historical records;

(iii) capable of being tailored, including the ability to incorporate additional free text;

(iv) generated automatically, where appropriate, by attaching them to system actions; and

(v) capable of being saved against an individual record and in categorised files;

(i) have functionality enabling Users to extract and sort data selectively according to User-defined criteria involving logic and arithmetic statements and any data or variable;

(j) have functionality enabling Authorised Users to generate ad hoc queries and reports to supplement standard reports;

(k) operate so that access to the Cases Database shall be restricted to:

(i) the Shared Service Centre;

(ii) the Corporate Centre; and

(iii) Participant HR;

(l) have functionality enabling Authorised Line Managers to:

(i) receive data which has been input by Users; and

(ii) authorise and input data and/or further action, as appropriate to the specific HR Functions;

in accordance with the Process Design.

(m) have automated processes to minimise the need for manual input or intervention by Participants or Users.

15.2 The Information System shall include a web-enabled user interface, supporting online access by Users within the NICS and NIO network infrastructure.  The web-enabled user interface shall:

(a) as a minimum, support access using any standard web browser, as used by the Participants;

(b) provide functionality consistently across all Participants and Users, including those Users with a desktop infrastructure provided by third parties; and

(c) include capability for ad hoc communications to Users, including service status notifications and policy statements.

15.3 The Contractor shall procure that the Information System has the functionality required, and shall enable Users to use online web-based access via the Internet for the purposes of Recruitment, including as described in section 7.2.3 of Annex 2 to of this Schedule 2. 

15.4 The Contractor shall adopt the principle of "once only input" of data, preferably at the source of the data.  This requires that Participants should not be required to provide data in support of the information service which Participants have previously provided to Users, except for the purposes of accessing data existing prior to the Effective Date.  Once entered, the Information System should update all occurrences of all data types managed by the Services. 

15.5 The Contractor shall store, receive and extract data from all data formats and versions (including, paper and electronic) of standard forms, including, application forms and New Entrant paperwork.

15.6 The Contractor shall provide paper outputs, including correspondence, payslips, communications and training materials to the relevant recipients and at locations, as set out in the Process Design.   

15.7 The Information System and associated Services provided by the Contractor shall be responsive to Participants' changing requirements and capable of further enhancement to meet those needs.

15.8 The Information System and the Services shall be capable of handling volumes during periods of peak usage.

15.9 If the Services or Information System are upgraded by the Contractor for any reason at any time, the functional and performance requirements shall be retained and the Services and the Information System shall continue to meet the Requirements, unless the Authority agrees otherwise.

15.10 The Information System shall at all times comply with the availability and reliability requirements set out in Part 4 of this Schedule 2 and the provisions of Schedule 24 (Service Levels).

15.11 The Information System shall comply with the Authority Security Requirements set out in Schedule 28 (Information System and Services Security, Continuity and Disaster Recovery).
16 Reporting and Reporting Tools

16.1 The Contractor shall provide appropriate reporting tools that shall enable detailed information analyses to be undertaken by the Authority, including:

(a) information management tools that will incorporate drill down, high level modelling and linkage to other data sources;

(b) tools that can be used by Users for information analyses; 

(c) libraries of User-defined queries and reports;

(d) for each HR function, a core set of reports; and

16.2 the Contractor shall ensure that the reporting tools provided shall enable:

(a) every data item on the Information System, either input or derived, to be available for reporting purposes;

(b) Data available to Users for reporting purposes to be in line with the individual User’s security profile; and

(c) the data to be available for export to standard non-proprietary formats suitable for importing to software applications.

17 Detailed Authority Functional Requirements

17.1 The Contractor shall procure that the Information System has the functionality required to provide the Operational Services in accordance with the Process Design, including functionality in respect of:

(a) Resourcing – Comprising:

(i) Vacancies

(aa) Recruitment; and

(ab) Promotion and Selection;

(ii) Staff Transfers

(iii) Other

(aa) Absence Management;

(ab) Exit Management;

(b) Learning and Development;

(c) Performance Management;

(d) Employee Relations; and

(e) Pay and Reward.

17.2 The Contractor shall procure that the Information System shall meet or exceed the detailed Authority Functional Requirements set out in Annex 2.

PART 3

AUTHORITY TRANSITIONAL REQUIREMENTS

This Part 3 of Schedule 2 sets out and describes the Authority Transitional Requirements.

During Transition, the Contractor shall meet the Authority Transitional Requirements set out in this Part 3 and the more detailed Authority Transitional Requirements set out in Annex 5, and ensure that the Transitional Services are consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

18 Redesign of HR processes – Transformed HR Process Design

18.1 The Contractor shall redesign all HR processes and procedures in accordance with the Process Design that shall meet the Requirements, including the Authority Transitional Requirements set out in this Part 3 and the more detailed Authority Transitional Requirements set out in Annex 3, and be consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context) and that are efficient and based on a proven approach and methodology, including Good Industry Practice.

18.2 The Contractor shall:

(a) describe in Protocols the HR role retained within Participant HR and the Corporate Centre in relation to each of the HR functions supported by the Contractor; and

(b) delineate, and describe in Protocols, the boundaries of accountability between Participants, the Corporate Centre and the Contractor, in respect of each aspect of the HR functions supported, and Service delivered, by the Contractor.

18.3 The Contractor shall  provide implementation, phasing and transition management Services by reference to a lifecycle model, which shall cover the following stages:

(a) the initial design and build phase; and

(b) testing and acceptance.

18.4 The Contractor shall ensure business continuity from the current NICS HR processes, systems and services to the transformed HR processes, systems and services pursuant to this Agreement, by means of appropriate planning and management.

18.5 The Contractor shall develop detailed product descriptions for each plan.

19 NICS Change Strategy

19.1 The Contractor shall develop, and propose to the Authority for permission to proceed, the NICS Change Strategy.

19.2 The NICS Change Strategy shall include:

(a) a description of the strategic approach and methodology to guide and embed the shift in competencies and culture to deliver the FSDM;

(b) specific Participant Change Strategies;

(c) the control and reporting methods that shall be used to ensure that the individual Participant Change Strategies are successfully implemented, including an indication of how the change strategy shall be reviewed, measured, evaluated and improved during the Contract Period;

(d) an assessment of the capability and capacity required to deliver the change strategy within each Department and the Corporate Centre;

(e) job specifications for those responsible for implementing change to reflect the change in roles in the Participant HR functions and in the Corporate Centre; and

(f) an assessment of capacity and capability within Participant HR and the Corporate Centre to maintain the current service delivery levels during Transition.

19.3 If the Authority has given permission to proceed, the Contractor shall implement the NICS Change Strategy, including the Participant Change Strategies.

20 Transition and Implementation Plan

20.1 The Contractor shall develop and propose to the Authority for permission to proceed the Transition and Implementation Plan.

20.2 The Transition and Implementation Plan shall include:

(a) the design, rollout and implementation sequence of the new HR processes;

(b) a description of the stages and timings of the transition towards the FSDM for each of the Participants and the means by which each stage can be monitored and evaluated to demonstrate compliance with the FSDM;

(c) the resources that will be required from Participants and the Contractor to implement the Transition and Implementation Plan, including details of:

(i) the Employees who would be involved during Transition and Operation; and

(ii) the Contractor's staff and any Sub-Contractors who will be involved in implementing each stage of the FSDM during Transition;

with roles, responsibilities and skills clearly specified;

(d) details of the inter-dependencies between the Deliverables;

(e) the Data Collection, Cleansing and Migration Plan;

(f) the Benefits Realisation Plan;

(g) the Communications Plan;

(h) a detailed description of the approach and processes proposed to write the Electronic Staff Handbook, which will incorporate the policies, processes and procedures within each of the HR functions;

(i) details of the withdrawal of the Fujitsu Payroll Bureau Service and details of how termination of support for the HRMS Applications and Related Infrastructure will be addressed;

(j) provisions to eliminate or mitigate any potential reduction in service delivery standards during Transition against each of the Grouped HR Services;

(k) the approach and process to be adopted to identify the HR skills capacity within Participants and the Corporate Centre;

(l) a definition and description of the competencies and skills, knowledge and structure required within Participant HR, the Corporate Centre and among Line Managers to implement and support the FSDM, and the Corporate Centre’s role in managing the partnership relationship between the Authority and the Contractor;

(m) plans for the communication, induction and development activities associated with the start up of service provision by the Shared Service Centre;

(n) the Training Plan;

(o) a plan for the development of, and permission to proceed with, any project documentation required to be reviewed under Schedule 9 (Trialling and Review);
(p) the Information System and Services Continuity and Disaster Recovery Plan; and

(q) an approach in respect of risk management, including a Risk Management Plan.

20.3 If the Authority has given permission to proceed, the Contractor shall implement the Transition and Implementation Plan in accordance with Schedule 4 (Plans).
21 Key Documentation

21.1 The Contractor shall develop the following Key Documentation, in electronic and paper format, to enable Participants and Users to receive the Services and use the Information System efficiently and in a cost effective manner:

(a) the Electronic Staff Handbook;

(b) user manuals;

(c) technical manuals;

(d) training materials;

(e) Protocols;

(f) the Cases Database; and

(g) the Knowledge and Rules-based Guidance Manual.

21.2 In the case of Section 4.1(f) and (g), during Transition, the Contractor shall only prepare structures and templates.  The data shall be added after the relevant Commencement Dates.

22 Electronic Staff Handbook

22.1 The Electronic Staff Handbook shall incorporate all formal sources of HR guidance as a central point of reference where Users can seek clarification on policy, procedures and regulations.  The Electronic Staff Handbook shall include the subject matter set out in section 7.1 of Annex 2.

22.2 The Contractor shall:

(a) produce process maps depicting the approach to re-writing the Electronic Staff Handbook, indicating the Contractor’s and Participants’ required inputs and roles by HR Function;

(b) outline the sequence of HR Function to be re-written in the Electronic Staff Handbook, indicating the interfaces and dependencies;

(c) ensure that the Electronic Staff Handbook is an interactive, electronic, single source of all HR know-how and information, covering policies, procedures and guidance, is fully updateable and in line with emerging technical developments and HR Good Industry Practice in the provision of the Services;

(d) provide electronic access, including downloading and printing options, to the Electronic Staff Handbook, and all policies, procedures and guidance described within the Authority's handbooks;

(e) address issues in relation to clarity of presentation and ensure that there is no inconsistency or duplication.

22.3 The Electronic Staff Handbook shall:

(a) contain a comprehensive and unambiguous, single set of common procedures which underpin all HR functions; and

(b) contain worked examples and a Frequently Asked Question Repository to support each of the HR functions, populated and updated, as required.

23 Communications

23.1 The Contractor shall:

(a) develop and propose to the Authority for permission to proceed the Communications Plan that shall be based on proven methodologies supported by clearly specified processes and which shall identify the resources required from Participants and from the Contractor's staff and any Sub-Contractors; and

(b) propose to the Authority for permission to proceed a range of communication methods to support, achieve and maintain rapid engagement by, and commitment from, Participants in relation to the required major business changes and which shall embed the shift in competencies and culture required to underpin these changes in the delivery of the Information System and provision of the Services and the realisation of the FSDM.

23.2 The Communications Plan shall:

(a) describe how change, including changes to policies, processes and procedures, will be communicated to Users and adopted by each of the Participants, and explain the need for change and the associated benefits, including providing a clear vision of what success will look like;

(b) assess the specific cultural and organisational issues affecting each of the Participants which need to be addressed in managing Transition;

(c) achieve the required commitment from all Participants and Users through effective and timely communications;

(d) apply all appropriate know-how, methodologies and channels to achieve the results required;

(e) identify the key individual and groups of Users at each stage of Transition and the appropriate channels to address their respective communication needs;

(f) identify and manage the needs of Users and provide consistent and timely delivery of key communications during Transition to each individual User or group of Users;

(g) produce and issue monthly electronic staff bulletins to all Users, providing one-way communication with each individual User; and

(h) facilitate two-way communication with each individual User or group of Users.

23.3 If the Authority has given permission to proceed, the Contractor shall implement the Communications Plan in accordance with the Transition and Implementation Plan.

24 Information System Design and Development

24.1 The Contractor shall analyse the Participants' current business and propose to the Authority for permission to proceed, specifications, analysis and design documentation for each of the Grouped HR Services.

24.2 The Contractor shall involve the Business Change Coordinators and Participants' other nominated representatives in the production of system specifications, analysis and design documentation, through the Joint Working Arrangements established pursuant to Schedule 11 (Governance).  The Contractor shall plan and manage Joint Working Arrangements in accordance with the Transition and Implementation Plan, which shall address skills transfer.

25 Data Collection, Cleansing and Migration

25.1 The Contractor shall procure that all Participants' Legacy Data is efficiently and completely collected, cleansed and migrated in accordance with the Data Collection, Cleansing and Migration Plan.

25.2 The Contractor shall be responsible for any negotiation with third parties to extract data and shall be responsible for any costs of the extraction, except where the Authority can negotiate a better rate with third parties.

25.3 The Contractor shall make use of any standard interface facilities available as the means of extracting data from Participants' Legacy Data systems.

25.4 The Contractor shall propose to the Authority for permission to proceed, the Data Collection, Cleansing and Migration Plan.

25.5 The Data Collection, Cleansing and Migration Plan shall specify:

(a) the activities required to identify, extract and migrate all Participants' Legacy Data and systems; and

(b) the method and measures to be deployed to preserve the integrity and accuracy of all Participants' Legacy Data.

25.6 If the Authority has given permission to proceed, the Contractor shall implement the Data Collection, Cleansing and Migration Plan in accordance with the Transition and Implementation Plan.

25.7 The Contractor shall also be responsible for the management of the collection, collation and subsequent migration of non-computerised (manual) data.

26 Training

26.1 The Contractor shall thoroughly assess all training needs of, and professionally deliver all appropriate training to satisfy those needs to, all Employees and other Users, including Line Managers, Participant HR and the Corporate Centre, so as to assure effective implementation of the FSDM, the Information System and each Service.  The Contractor shall deliver such training in accordance with the Training Plan to coincide with each relevant Commencement Date.

26.2 The Contractor shall ensure that the assessment of training needs and the delivery of training take into account the diverse and individual needs of each Participant, Participant HR and the Corporate Centre, including by taking into account the specific types and location of Participants' business,  the grade composition and the User skills capacity and any special needs of Employees and other Users, including those with disabilities.

26.3 During Transition, the Contractor shall develop and propose to the Authority for permission to proceed, the detailed Training Plan, which shall comprise a description of:

(a) the strategic direction and overall approach to training for the delivery of the FSDM;

(b) the specific training needs of each Participant, Participant HR and the Corporate Centre; and

(c) all training activities, techniques and materials, including online and other computer-based training, as appropriate.

26.4 If the Authority has given permission to proceed, the Contractor shall fully and professionally implement the Training Plan.

26.5 The Contractor shall provide suitable training venues, including the associated technical infrastructure, facilities and administrative functions.

26.6 Prior to, and for at least five Working Days following the Commencement Date of each Operational Service for any group of Employees or other Users, the Contractor shall assist Employees and other Users in using the Information System and the relevant new Service(s).

26.7 The Contractor shall produce, issue and distribute all training materials, and grant the Authority a licence to use all training materials.

PART 4

AUTHORITY GENERAL OPERATIONAL SERVICE REQUIREMENTS
This Part 4 of Schedule 2 sets out and describes the Authority General Operational Service Requirements.

During Operation, the Contractor shall meet the Authority General Operational Service Requirements set out in this Part 4 and the more detailed Authority General Operational Service Requirements set out in Annex 4, and ensure that the Operational Services are consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

This Part 4 of Schedule 2 is divided into the following three sub-Parts:

A.
Managed ICT Requirements;

B.
Self-Service and Shared Service Centre Requirements; and

C.
Key Documentation.
4A.
Managed ICT Requirements

27 The Scope of Managed ICT

27.1 The Contractor shall provide reliable, efficient and effective Managed ICT Services to support the Information System and the Operational Services, in accordance with this Part 4A.

27.2 The Managed ICT Services shall include:

(a) Hosting Services;

(b) Technical Support Services; and

(c) Software Application Support, Development and Customisation Services.

28 Hosting Services

28.1 The Contractor shall provide Hosting Services for all Authority Funded Assets and Contractor Owned Assets, as required to provide the Managed ICT Services.

28.2 The Contractor shall design, build, operate and manage the Hosting Services, in accordance with the Authority Security Requirements.  The Contractor shall procure that the Hosting Services conform to any relevant additional technical and security requirements, as notified by the Authority to the Contractor from time to time.

28.3 The Contractor shall procure that Hosting Services conform to Participants' relevant technical and security policies and requirements.

28.4 The Contractor shall be responsible for monitoring and reviewing the capacity of all of the hardware components, including database servers, application servers, web servers, routers and diagnostic equipment required to deliver the Services and also for implementing any appropriate changes to meet at all times performance, capacity and functional requirements.

28.5 To ensure compliance with the Service Levels, the Contractor shall provide the Managed ICT Services in accordance with the Information System and Services Continuity and Disaster Recovery Plan.

29 Technical Support Services

29.1 The Contractor shall provide comprehensive system monitoring, covering the performance, capacity, integrity and availability of the Information System and the Managed ICT Services.

29.2 The Contractor's technical support staff shall be experienced and technically competent and qualified in the relevant areas to provide the Technical Support Services.

29.3 The Contractor shall operate an implementation, testing and release management regime for modifications and upgrades to the Information System, which regime shall be subject to the express permission to proceed by the Authority.

29.4 The Contractor shall provide a technical support helpdesk that uses incident and problem management software to record, prioritise and monitor the progress of all incidents, problems, changes and User requests until resolution and closure.  The Contractor shall work closely with the Participants' technical support services to ensure unambiguous fault ownership and unified fault tracking, management and resolution.  The Contractor's technical support helpdesk (and supporting fault tracking facilities) shall be accessible by nominated representatives of Participants.  

30 Software Application Support, Development and Customisation Services 

30.1 The Contractor shall design, configure and customise the Information System in accordance with the Authority Functional Requirements.

30.2 The Contractor shall provide a pool of technically competent, qualified (in the relevant software product sets) and experienced staff to provide the Software Application Support, Development and Customisation Services.

30.3 The Contractor shall design, configure, develop, maintain, customise and implement interfaces between the Information System and NICS systems to meet the Requirements, including:

(a) EDRMS;

(b) Accounting Service Programme (ASP);

(c) PCSPS (NI) PenServer;

(d) Windows 2003 (ADS);

(e) NISRA Management Information System; and

(f) Northern Ireland Audit Office (NIAO).

30.4 The Contractor shall design, configure, develop, maintain, customise and implement interfaces between the Information System and NIO and HCS systems to meet the Requirements.  The Contractor shall design these interfaces to conform with NIO confidential network restrictions and shall include:

(a) financial, accounting and budget management systems;

(b) HCS PCSPS PenServer; and

(c) HCS Payroll system.

31 Service Management

31.1 The Contractor shall provide a comprehensive service management regime for the Hosting Service which complies with Good Industry Practice, including, as currently defined in ITIL and BS7799.  This shall include:

(a) configuration management – including inventory of all hardware and software deployed to deliver the Operational Services;

(b) change and release management – covering any modifications to the delivered Operational Services;

(c) incident and problem (fault) management;

(d) capacity management;

(e) availability management; and

(f) ICT service continuity management.

31.2 The Contractor shall carry out an ICT Annual Audit of the Managed ICT Services, including an overall review of the system capacity and performance and confirmation that:

(a) contingency testing has been completed in accordance with the Information System Service Continuity and Disaster Recovery Plan;

(b) relevant software upgrades and patches have been applied, in accordance with Schedule 8 (The Technical Infrastructure and Materials);
(c) the Authority Security Requirements have been met, in accordance with Schedule 28.

31.3 Where the Annual Audit brings to light any problems, the Contractor shall examine and address these.   

4B.
Self-Service and Shared Service Centre Requirements
32 Self-Service and Shared Service Centre Requirements

The Contractor shall, from the relevant Commencement Date, provide and manage the Shared Service Centre. The Contractor shall, through the Shared Service Centre, provide high-quality and professional Operational Services for each Grouped HR Service Area at three layers:

(a) Layer 1 – The provision of Self-Service facilities for Managers and Users and assistance for them to use these facilities from the Shared Service Centre and from appropriate on-line guidance material;

(b) Layer 2 – The provision of a single point of contact at the Shared Service Centre to which all Users shall have access; and 

(c) Layer 3 – The provision of Services in relation to the resolution of Queries, Case work and Case management, continuous development of the Knowledge and Rules-based Guidance Manual and Recruitment and Promotion and Selection Competitions.

33 Layer 1 – Self-Service

The Contractor shall deliver high-quality and professional electronic Self-Service facilities for Users in relation to each of the following Grouped HR Service Areas, in the manner provided for in sections 2.1 to 2.6 of this Part 4B.

If requested by a User, the Contractor shall guide that User through Self-Service to completion of each stage of the particular Self-Service.

33.1 Pay and Reward Grouped HR Services
33.1.1 Manager Self-Service

The Contractor shall provide Self-Service facilities enabling Managers, according to their access entitlements, to submit, validate and amend Pay and Reward data, make pay-related requests and automatically receive information, which facilities shall include the facilities described in section 1.1 of Annex 4 in relation to Managers.

33.1.2 Employee/User Self-Service


The Contractor shall provide Self-Service facilities enabling Employees and other Users, according to their entitlements, to enter Pay and Rewards related data, review their entitlements on-line and analyse the impact of changing work patterns on pay, which facilities shall include the facilities described in section 1.2 of Annex 4 in relation to Employees.
33.2 Recruitment and Promotion and Selection Services within the Resourcing Grouped HR Services

33.2.1 Manager Self-Service 

The Contractor shall provide Self-Service facilities providing Managers with functionality, including the functionality described in section 2.1 of Annex 4.

Employee/User Self-Service 

The Contractor shall provide Self-Service facilities, providing Employees and other Users with functionality, including the functionality described in section 2.2 of Annex 4.  

33.3 Other Resourcing Grouped HR Services

33.3.1 Manager Self-Service 

The Contractor shall provide Self-Service facilities providing Line Managers with access to other Resourcing Services with functionality, including the functionality described in section 3.1 of Annex 4.  

33.3.2 Employee/User Self-Service 

The Contractor shall provide Self-Service facilities providing Employees and other Users with functionality, including the functionality described in section 3.2 of Annex 4.  

33.4 Employee Relations

33.4.1 Manager Self-Service

The Contractor shall provide Self-Service facilities providing Managers with functionality, including the functionality described in section 4.1 of Annex 4.

33.4.2 Employee/User Self-Service

The Contractor shall provide Self-Service facilities providing Employees and other Users with functionality, including the functionality described in section 4.2 of Annex 4 for each of the Employee Relations functions.  

33.5 Learning and Development

33.5.1 Manager Self-Service

The Contractor shall provide Self-Service facilities providing Managers with functionality, including the functionality described in section 5.1 of Annex 4.

33.5.2 Employee/User Self-Service
The Contractor shall provide Self-Service facilities providing Employees and other Users with functionality, including the functionality described in section 5.2 of Annex 4.

33.6 Performance Management

33.6.1 Manager Self-Service

The Contractor shall provide Self-Service facilities providing Managers with functionality, including the functionality described in section 6.2 of Annex 4.

33.6.2 Employee/User Self-Service

The Contractor shall provide Self-Service facilities providing Employees and other Users with functionality, including the functionality described in section 6.3 of Annex 4.

34 Layer 2 – Shared Service Centre

34.1 Where Users do not have access to Self-Service, cannot perform transactions, or it would be inappropriate for them to enter data using Self-Service, the Contractor shall provide high-quality and professional alternative access to the Information System and the Services, to ensure that such Users have access to the same data and facilities and enjoy the same levels of support as if they did have access to Self-Service.  This shall apply to Users who do not have their own dedicated PC or similar computer or device, including Users:

(a) for whom it would be inappropriate to input data or instructions authorised or otherwise provided by Third Parties;

(b) who are not based in an office environment (including, groups of Industrial Users who spend most of their day outdoors (and, for the avoidance of doubt, the Contractor shall be responsible for input of Industrial timesheets));

(c) who travel frequently;

(d) who work at home or from home;

(e) who have disabilities which prevent them from using PCs as their preferred form of access (and the Contractor shall fully comply with the Disability Discrimination Act); and/or

(f) who are on a career break, secondment, or other long-term absence (including, sick absence).

34.2 The Contractor shall, through the Shared Service Centre:

(a) assist Users in the interpretation of Knowledge and Rules-based Guidance and procedures; and

(b) resolve routine Queries raised by Users (whether submitted by telephone, e‑mail, letter, loose minutes, memoranda, texts or faxes);

in relation to all Grouped HR Service Areas as delineated in the agreed Process Design and recorded in the Electronic Staff Handbook.

34.3 The Contractor shall, through the Shared Service Centre, provide its staff, who are constructive and helpful and trained to a suitable level of expertise and knowledge of Participants' policies and procedures so as to be able to respond to Calls and Contacts and to resolve Queries and process transactions politely, efficiently and effectively, making best use of case management tools and call tracking systems.

34.4 The Contractor shall ensure that the Shared Service Centre responds to Calls and Contacts in a way that achieves customer satisfaction and not mere volume throughput targets.

34.5 The Contractor shall, through the Shared Service Centre, promote and support the use of the Self-Service facilities through the provision of the Services described in Annex 4.

34.6 Where the Contractor uses IVR or similar voice recognition technology, only one level shall be applied so that a caller can quickly connect to appropriate Shared Service Centre staff.

34.7 Calls to the Shared Service Centre and Contacts shall, as far as possible, be resolved within Layer 2, in accordance with the Service Levels, and the Contractor shall adopt suitable procedures to record the closure of Calls and other Contacts and maintain statistics rates of closure within the Shared Service Centre.

34.8 Where it is not possible to resolve an issue raised in a Call or other Contact received by the Shared Service Centre at Layer 2, that Call or Contact shall be re-categorised as a Query and escalated to Layer 3.  All relevant details shall be recorded and passed to a suitably qualified member of Layer 3 Contractor staff who will, from that point on, assume responsibility for managing the Query and accurately recording the details and outcome in accordance with the Service Levels.

34.9 The Contractor shall provide a pool of competent, qualified and experienced staff (in the relevant reporting product sets), who will develop and tailor reports as required by the Authority.

34.10 The Contractor shall enable Participants and Authorised Third Parties to access data and receive reports in accordance with the Process Design.

34.11 The Contractor shall provide an historical analysis of Shared Service Centre activity, enabling through the use of appropriate technology, tools and procedures, the move to a single real-time data source.  This data source shall include central logging of all Calls, Contacts, Queries and issues to identify patterns of HR activity and trends to support policy development.

34.12 The Contractor shall enable, through the use of appropriate technology, tools and procedures, the central collation of data and information to support the Participants' contract management function (as described in Schedule 11 (Governance)), including preparing reports required by the Partnership Board and Participants.

35 Layer 3 – Queries, Cases and Knowledge and Rules-Based Guidance Manual

35.1 The Contractor shall provide high-quality and professional Layer 3 Shared Service Centre Services of at least four distinct types:

(a) Resolution of Queries escalated from Layer 2 to Layer 3 or introduced directly from Participant HR or from the Corporate Centre.  The Contractor shall resolve all Queries escalated from Layer 2 or received from other sources in accordance with the Service Levels.  Where a Query cannot be resolved within Layer 3, in accordance with the Service Levels, the Query shall be re-designated as a Case in accordance with the applicable Protocol and the remaining provisions of this section 4 shall apply.  When re-categorising a Query to a Case, the Contractor shall create a Case file containing all relevant details within 24 hours of the re-categorisation and the Contractor shall notify the User, the Manager, Participant HR and the Corporate Centre accordingly.

(b) Casework and Case Management – HR handling of Cases by professional, specialist Contractor staff, arising as a result of a Query or from other sources.  Cases will generally involve a dialogue with Line Managers or Managers in Participant HR or the Corporate Centre and may, at an appropriate stage, be escalated or referred to Participant HR and/or to the Corporate Centre, in accordance with the applicable Protocol.  The Contractor shall record all stages in a Case on the Case file and issue  prompts in accordance with appropriate triggers.

(c) Continuous development (using knowledge management tools and techniques) of the Knowledge and Rules-based Guidance Manual, which builds on established policy sources and precedents and provides a repository (knowledge base) which shall enable HR specialists of the Contractor and the Participants to address issues in a consistent and timely way through access to dynamic and up-to-date electronic content; and

(d) Recruitment and Promotion and Selection Competition management.

35.2 The Contractor shall monitor progress towards resolution and closure of each type of Call, Contact, Query or Case, and create records and Case Files.  A Case may relate to a User or group of Users or to third parties.

35.3 The Contractor shall pro-actively manage all discussions or meetings with Line Managers and with Participant HR or the Corporate Centre, and maintain a record of all such interactions while a Query or Case is open.

35.4 The Contractor shall continue to support Participant HR and/or the Corporate Centre in relation to Cases escalated or referred to them, and will be responsible for capturing and recording the case details and the remedy.

35.5 The Contractor shall at all times use suitable case management tools and ensure that Contractor staff possess sufficient, specific knowledge of all processes used in the delivery of the Services.

35.6 The Contractor shall ensure that the Knowledge and Rules-based Guidance Manual developed to support provision of the Services is continually updated in response to policy developments and precedents as these are established to ensure, over time, an increase in the number of Calls or Contacts that can be resolved at the first point of contact and a decrease in the need for referral of Queries and Cases to Participant HR or to the Corporate Centre.

35.7 The Contractor shall manage all Recruitment and Promotion and Selection Competitions.

36 Layer 3 – Services

36.1 The Contractor shall provide high-quality and professional Services, in accordance, in particular, with up-to-date employment legislation, NICS policies and HR Good Industry Practice, in relation to all HR business activities, including the Services and facilities described in Annex 4.  

36.2 Where a User does not have, or is unable to use, on-line access to the Information System, the Contractor shall provide alternative access to Grouped HR Services at Layer 3, to ensure that all Users have access to the same data and facilities and enjoy the same levels of support in relation to all Grouped HR Services.

36.3 The Requirements for Pay and Reward Grouped HR Services and Resourcing Grouped HR Services are set out in Parts 5 and 6.  The Requirements for all other Grouped HR Services are set out in sections 5.4 to 5.8 of this Part 4B.
36.4 Employee Relations Services include the following areas:

(a) Health and Safety;

(b) Equal Opportunities and Diversity;

(c) Welfare Services;

(d) Conduct and Discipline;

(e) Grievance;

(f) Employment Relations; and

(g) Statutory Obligations/Employment Law/Terms and Conditions of Service.

36.5 The Requirements in relation to Employee Relations generally are set out below:

36.5.1 The Contractor shall be responsible for record keeping and management and administration of all Calls, Contacts, Queries and Cases, which will involve personal, sometimes face-to-face, contact with Users.  

36.5.2 Resolution of Cases at Level 3 shall be achieved through joint working between the Manager of the Participant responsible for the User(s), Participant HR and the Case Officer within the Shared Service Centre, referring to the Corporate Centre on points of policy, as necessary, in accordance with the applicable Protocol.  The Case Worker may also be required to liaise with the User(s) in relation to aspects of the Case.

36.5.3 If it is necessary to carry out an investigation to assist the resolution of a Case (including Cases regarding Equal Opportunities, Discipline, Grievance, applications to Industrial Tribunals, complaints to the Ombudsman, complaints which are the subject of court proceedings, but not including Cases regarding Health and Safety), the Contractor shall carry out such investigation and shall prepare a report for Participant HR setting out all relevant information, including background, records of interviews, if relevant, and recommendations for progressing the Case within a timescale to be agreed with the Participant.

36.5.4 The Contractor shall attend Industrial and Fair Employment Tribunals, as required by the Authority (or on instruction from the Office of the Industrial Tribunal) and shall provide all support reasonably necessary to assist the Authority in its role as applicant or respondent (as the case may be) before such tribunals, including by providing case information and preparing case questionnaires.

36.6 The Requirements in relation to aspects of specific Employee Relations Services are set out below: 

36.6.1 Health and Safety: the activities listed in section 4.2.1(a) of Annex 4; 

36.6.2 Equal Opportunities and Diversity the activities described in section 4.2.1(b) of Annex 4;

36.6.3 Welfare: the activities described in section 4.2.1(c) of Annex 4;

36.6.4 Conduct and Discipline: the activities described in section 4.2.1(d) of Annex 4;

36.6.5 Grievance: the activities described in section 4.2.1(e) of Annex 4;

36.6.6 Employment Relations: the activities described in section 4.2.1(f) of Annex 4; and

36.6.7 Statutory Obligations/Employment Law/Terms and Conditions of Service: the activities described in section 4.2.1(g) of Annex 4.

36.7 The Requirements in relation to Learning and Development Grouped HR Services are set out below:

36.7.1 The Contractor shall provide Learning and Development Services in relation Leadership Programmes, including programmes known as "Leaders for Tomorrow" and "Leadership in a Changing World"; and

36.7.2 The Contractor shall provide a generic service to develop e-Learning facilities and shall agree with the Authority a plan for exploiting the opportunities offered by e-Learning (the e-Learning Exploitation Plan). The Contractor and the Authority shall review the e-Learning Exploitation Plan from time to time and at least annually and agree the priorities for the next period.

36.8 The Requirements in relation to the Performance Management Grouped HR Services are set out below:

36.8.1 The Contractor shall prepare and deliver to the Authority and issue the key Performance Management documents and reports, including:

(a) Employee Performance Review Report / Employee Performance Review Report Form;

(b) Employee Performance Review  / Performance Appraisal Interview;

(c) Personal Performance Agreement;

(d) Personal Development Plan;

(e) in-year Employee Performance Reviews (including, interim reports and reports on casual and temporary Users;

(f) Board Update Reports; 

(g) end of year Employee Performance Review;

(h) Probationary Report(s); 

(i) Closing Reports for staff moves (including, finishing reports on promotion);

(j) Special Reports under inefficiency procedures;

(k) Pen Pictures;

(l) Dates of jobholder and reporting officer, countersigning officers and heads of Branch action; and

(m) appeals.

36.8.2 The Contractor shall enforce compliance with the timescales required for Performance Management, in accordance with the Service Levels, including:

(a) setting prompts and reminders in the Information System (not restricted to the regular  reporting cycle); dates set to be informed and triggered by requests for reports, including the annual report, interim reports and ad hoc reports;

(b) ensuring compliance with timescales including, progressing overdue reports; and

(c) monitoring compliance with timescales and reporting to Participant HR the status of performance management reports and the actions taken to address overdue reports and outstanding issues.

4C.
Key Documentation
37 Key Documentation

37.1 The Contractor shall provide sets of Key Documentation, updated from time to time, to all Users in the manner agreed between the Contractor and the Authority.

37.2 The Contractor shall maintain, and maintain version control of, all Key Documentation and shall ensure that all HR policy changes are incorporated into all relevant Key Documentation, including the Electronic Staff Handbook.  For the avoidance of doubt, the Contractor shall include updates arising from amendments to the NIO HCS Staff Handbook.

37.3 The Contractor shall provide and maintain all necessary technical documentation to enable the Authority to realise the benefits of the Services and operate and use the Information System on Exit.  This shall include generic and site-specific application software analysis and design documentation, including:

(a) data models;

(b) database schema;

(c) descriptions of application software processes and modules;

(d) testing documentation;

(e) interface specifications; 

(f) operating software configurations; and

all other hardware and software necessary to run the Services and the Information System.

37.4 The Contractor shall, on a case-by-case basis, as requested by the Authority, participate in meetings with Participants (but not Trade Union Sides), to assist the Authority and Participants in preparing for consultations with the relevant Trade Union Sides in relation to the development and maintenance of the Electronic Staff Handbook.

PART 5

AUTHORITY SPECIFIC OPERATIONAL SERVICE REQUIREMENTS
RESOURCING

This Part 5 of Schedule 2 sets out and describes the Authority Specific Operational Service Requirements for provision of the Resourcing Services.

During Operation, the Contractor shall meet the Authority Specific Operational Service Requirements set out in this Part 5 and the more detailed Authority Specific Operational Service Requirements set out in Annex 5, and ensure that the Operational Services are consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

38 Resourcing Services Requirements

38.1 Vacancies

The Contractor shall, from the relevant Commencement Date, provide high-quality and professional Resourcing Services in respect of Vacancies:

(a) Recruitment Services; and

(b) Promotion and Selection Services.

38.2 Staff Transfers

The Contractor shall, from the relevant Commencement Date, provide the Staff Transfer Resourcing Services.

38.3 Other

The Contractor shall, from the relevant Commencement Date, provide the following Resourcing Services in respect of other Resourcing HR Functions:

(a) Absence Management; and

(b) Exit Management.

39 Resourcing Requests and Processes

39.1 The Contractor shall, prior to providing any Resourcing Services, confirm with Participant HR, the grading and funding of the relevant posts.

39.2 The Contractor shall monitor the costs and evaluate the effectiveness of the Resourcing Services processes and report on the costs and effectiveness in accordance with Schedule 14 (Information, Reporting and Audit).

40 Redeployment of Employee surplus

The Contractor shall provide Services to support the management of the redeployment of Employee surpluses and the relocation of Employees resulting from relocation of business services, in accordance with the Authority Redeployment Policy, including in respect of the redeployment of NIO HCS Employees who cannot be redeployed to NICS Departments.
41 Vacancy Resourcing Services

41.1 Recruitment

The Contractor shall meet or exceed the Requirements in respect of Recruitment, including, the detailed requirements set out in Annex 5.

41.2 Promotion and Selection

The Contractor shall meet or exceed the Requirements in respect of Promotion and Selection, including, the detailed requirements set out in Annex 5.

42 Staff Transfers

The Contractor shall meet or exceed the Requirements in respect of Staff Transfers, including the detailed requirements set out in Annex 5.

43 Other Resourcing Services

43.1 Absence Management

The Contractor shall meet or exceed the Requirements in respect of Absence Management, including the detailed requirements set out in Annex 4.

43.2 Exit Management

The Contractor shall meet or exceed the Requirements in respect of Exit Management, including the detailed requirements set out in Annex 4.

PART 6

AUTHORITY SPECIFIC OPERATIONAL SERVICE REQUIREMENTS
PAY AND REWARD

This Part 6 of Schedule 2 sets out and describes the Authority Specific Operational Service Requirements for provision of Pay and Reward Services.

During Operation, the Contractor shall meet the Authority Specific Operational Service Requirements set out in this Part 6 and the more detailed Authority Specific Operational Service Requirements set out in Annex 6, and ensure that the Operational Services are consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

44 Pay and Reward Services Requirements

44.1 The Contractor shall provide high-quality and professional Pay and Reward Services, covering both Industrial Payrolls and Non-Industrial Payrolls that meet or exceed the Requirements, including:

(a) general services, covering introduction of new Payees onto Payroll and changes to work and personal details;

(b) pay computation, retrospective payment of arrears and pay awards;

(c) allowances;

(d) deductions;

(e) payment arrangements;

(f) reports and other outputs;

(g) prompts, validations and workflow;

(h) interfaces to and from Payroll (including to and from the payroll and pensions providers for the NIO's HCS Employees);
(i) absences;

(j) leavers; and

(k) payments to former Payees.

44.2 The Pay and Reward Services shall:

(a) meet or exceed the relevant Service Levels;

(b) be reliable, secure and accurate, with the ability to change, as Participants' organisation changes, to meet or exceed the future requirements;

(c) meet or exceed the Participants' needs for timely payments and supply of Payroll data and information; and

(d) provide Payees with their remuneration in a timely and accurate way, reflecting their status, terms and conditions of engagement, entitlements and benefits.

44.3 The Contractor shall:

(a) administer statutory, compulsory and voluntary deductions, payments and entitlements in a timely and accurate way, complying with statutory and individual requirements and requests;

(b) correct any errors, make retrospective changes and deliver pay awards in a timely way; and

(c) continuously evaluate, improve and automate Payroll processes.

44.4 The Contractor shall procure that the Pay and Reward Services provide for:

(a) automatic workflow and data exchange between other Grouped HR Service Areas and third parties, accurate payments and reconciliation resulting from automated Payroll calculations and processes;

(b) user-friendly access to up-to-date guidance, rules and on-line access to Payroll Records; and

(c) accurate pay production resulting from comprehensive prompts and validations acted on before, rather than after, Payroll processing.

PART 7

AUTHORITY SPECIFIC OPERATIONAL SERVICE REQUIREMENTS
HR CONSULTANCY SERVICES AND OTHER CALL-OFF SERVICES

This Part 7 of Schedule 2 describes the Authority Specific Operational Service Requirements and the basis on which the Authority may call off specialist HR Consultancy Services and other Call-off Services.

During Operation, the Contractor shall meet the Authority Specific Operational Service Requirements set out in this Part 7 and ensure that the Operational Services are consistent with Schedule 5 (The Future Service Delivery Model Objectives and the Business Context).

45 HR Consultancy Services Requirements

	45.1 The Contractor shall hold available and, if called-off by the Authority, provide professional HR Consultancy Services using appropriately qualified Contractor HR consultants on any HR issue in accordance with the following provisions of this Part 7.
	Yes/No
	If No, Why?

	45.2 The consultants, who shall be mobile and available to travel throughout Northern Ireland, will, on request, use all reasonable endeavours to satisfy any requirements for professional HR consultancy.  Consultants shall work alongside Line Managers, Employees and other Users or Managers within either Participant HR or the Corporate Centre, usually face-to-face, to address the issue concerned and to ensure to the best of their professional abilities that the organisation or individual concerned is not exposed to undue risk.
	Yes/No
	If No, Why?

	45.3 Layer 4 HR Consultancy Services shall include the provision of expert professional HR advice and guidance to address discrete, specifically scoped packages of work in respect of issues relating to any aspect of HR.
	Yes/No
	If No, Why?

	45.4 The Contractor shall assess and respond to each request for assistance detailing the number of hours or days of call-off required and the deliverable/result to be expected.
	Yes/No
	If No, Why?

	45.5 Subject to any relevant provisions of the applicable Protocol, the Contractor shall propose, and the relevant Manager within the Participant shall agree, the procedures and associated billing regime to support HR Consultancy Services, including:
	Yes/No
	If No, Why?

	(a) identification of a client for the work commissioned;
	Yes/No
	If No, Why?

	(b) the terms of reference for the call-off, including the tasks, any deliverables required and an indicative timescale for completion;
	Yes/No
	If No, Why?

	(c) the acceptance criteria, endorsement or sign-off requirements that shall apply to each call-off;
	Yes/No
	If No, Why?

	(d) the payment arrangements, which may be linked to a number of milestones within the call-off or the completion of an episode within the terms of reference; and
	Yes/No
	If No, Why?

	(e) any retentions to be made in relation to a call-off against successful implementation of recommendations or resolution of matters which the Authority or a Participant (in its role as the client for the call-off) following completion of the assignment.
	Yes/No
	If No, Why?

	45.6 The Provisions of Schedule 9 (Trialling and Review) shall apply to the approval of the deliverables or other output from Services.
	
	


46 Other Call-off Services Requirements

	In addition to the record management and reporting requirements set out in this Schedule 2 and in Schedule 14 (Information Reporting and Audit), the Contractor shall provide further record management and reporting services at the request of any one or more Participants, at the cost of the relevant Participant(s) in accordance with Schedule 15 (Charging and Payment Mechanism).
	Yes/No
	If No, Why?


ANNEX 1

NOT USED


ANNEX 2

INFORMATION SYSTEM
AUTHORITY FUNCTIONAL REQUIREMENTS

The detailed requirements set out in this Annex 2 correspond to the Requirements set out in Part 2 of this Schedule 2.

	47 Personal and organisational data
	
	

	(a) Organisational Unit – a description of a node in the organisation's hierarchy: at the lowest level this will define a Post;
	
	

	(b) Role – "Public" information identifying an associated set of tasks or functions;
	
	

	(c) Appointment – The association of an Employee with a particular Organisational Unit, normally a Post; and
	
	

	(d) Employee – Limited "public" information about an Employee sufficient to identify him or her.
	
	

	48 Organisational Unit
	
	

	48.1 The information on Organisational Unit shall include:
	
	

	(a) the Organisational Unit identifier;
	Yes/No
	If No, Why?

	(b) the Organisational Unit name;
	Yes/No
	If No, Why?

	(c) the Organisational Unit description;
	Yes/No
	If No, Why?

	(d) the associated higher Organisational Unit; and
	Yes/No
	If No, Why?

	(e) a full history of each Post and its incumbents (including temporary fillers for the Post, including the person providing maternity leave cover and career break cover).
	Yes/No
	If No, Why?

	48.2 At lowest level, the information on Organisational Unit shall include:
	
	

	(a) title;
	Yes/No
	If No, Why?

	(b) location;
	Yes/No
	If No, Why?

	(c) special qualifications needed;
	Yes/No
	If No, Why?

	(d) competences required (including those competences set out in the NIO competence frameworks);
	Yes/No
	If No, Why?

	(e) date Post created;
	Yes/No
	If No, Why?

	(f) public service or non-public service Post;
	Yes/No
	If No, Why?

	(g) NICS or HCS Employees;
	Yes/No
	If No, Why?

	(h) JESP and JEGS scores for jobs and date they were last reviewed;
	Yes/No
	If No, Why?

	(i) security clearance required for Post (Baseline Security Check, Counter Terrorist Check, Security Check or Developed Vetting);
	Yes/No
	If No, Why?

	(j) level of medical fitness required;
	Yes/No
	If No, Why?

	(k) need to check spent/unspent convictions;
	Yes/No
	If No, Why?

	(l) suitable for AWP (including date AWP assessment requested/assessed and refused/accepted);
	Yes/No
	If No, Why?

	(m) cost centre;
	Yes/No
	If No, Why?

	(n) line management structure;
	Yes/No
	If No, Why?

	(o) filled (and date)/vacant (and date)/surplus; and
	Yes/No
	If No, Why?

	(p) method Post last filled, including by Recruitment, Staff Transfer or Trawl.
	Yes/No
	If No, Why?


	49 Post
	
	

	The information on posts shall include:
	
	

	(a) temporary, permanent and fixed-term duration; and
	Yes/No
	If No, Why?

	(b) full-time, part-time, term-time, job-share and any other alternative work patterns.
	Yes/No
	If No, Why?


	50 Role
	
	

	The information on roles shall include:
	
	

	(a) Role identifier;
	Yes/No
	If No, Why?

	(b) Role title;
	Yes/No
	If No, Why?

	(c) Role description; and
	Yes/No
	If No, Why?

	(d) Associated Organisational Unit.
	Yes/No
	If No, Why?

	51 Employee
	
	

	51.1 The Contractor shall hold:
	
	

	51.1.1 Basic personal details for each Employee, including:
	Yes/No
	If No, Why?

	(a) all elements of name(s) plus previous name and, where appropriate, a ‘known as’ name, and/or a name in a language other than English;
	Yes/No
	If No, Why?

	(b) all elements of home address and District Council Area and, where appropriate, temporary address and/or weekend address;
	Yes/No
	If No, Why?

	(c) previous address (most recent only);
	Yes/No
	If No, Why?

	(d) home telephone number and, where appropriate, home fax number and mobile telephone number (where information may be sent to Employees’ mobile telephones in the form of SMS text messages in some cases – such as Query closure);
	Yes/No
	If No, Why?

	(e) home e-mail address;
	Yes/No
	If No, Why?

	(f) next of kin details (two entries):
	Yes/No
	If No, Why?

	(i) next of kin name;
	Yes/No
	If No, Why?

	(ii) next of kin telephone number(s);
	Yes/No
	If No, Why?

	(iii) next of kin relationship to Employee;
	Yes/No
	If No, Why?

	(iv) death benefit nominee; and
	Yes/No
	If No, Why?

	(v) emergency contact;
	Yes/No
	If No, Why?

	(g) date of birth;
	Yes/No
	If No, Why?

	(h) birth certificate confirmation (Yes/No);
	Yes/No
	If No, Why?

	(i) age;
	Yes/No
	If No, Why?

	(j) sex;
	Yes/No
	If No, Why?

	(k) marital status (single/married/widowed/divorced/separated/withheld/unknown/ cohabiting);
	Yes/No
	If No, Why?

	(l) National Insurance number (and previous NI number in cases where a temporary number has been used in end-year reports to Inland Revenue);
	Yes/No
	If No, Why?

	(m) driving status:
	Yes/No
	If No, Why?

	(i) driving licence type (including, by reference to full/provisional and car/motorcycle/PSV/HGV);
	Yes/No
	If No, Why?

	(ii) driving licence expiry date (trigger review in advance of this to allow renewal);
	Yes/No
	If No, Why?

	(iii) date of last medical relating to driving licence; and
	Yes/No
	If No, Why?

	(iv) vehicle available (Yes/No plus basic details);
	Yes/No
	If No, Why?

	(n) colour blind (Yes/No);
	Yes/No
	If No, Why?

	(o) decorations;
	Yes/No
	If No, Why?

	(p) qualifications, to include:
	Yes/No
	If No, Why?

	(i) name of qualification;
	Yes/No
	If No, Why?

	(ii) subject of qualification;
	Yes/No
	If No, Why?

	(iii) grade/mark awarded; and
	Yes/No
	If No, Why?

	(iv) date achieved;
	Yes/No
	If No, Why?

	(q) notification of disability (provided by Employee when started Employment);
	Yes/No
	If No, Why?

	(r) children (record dates of birth for each child) and other dependants; and
	Yes/No
	If No, Why?

	(s) work permit requirements and expiry date; and
	Yes/No
	If No, Why?


	51.1.2 Basic Employee details for each Employee, including:
	
	

	(a) Payroll Number and, where appropriate, previous Payroll Number(s);
	Yes/No
	If No, Why?

	(b) Personal File Number (it should be noted that SSA, DETI, DEL, DCAL and the NIO do not currently use Personal File Numbers and the Contractor shall standardise procedures for all Participants to ensure that all Employees can be uniquely identified from the service Commencement Date);
	Yes/No
	If No, Why?

	(c) method of joining, including joining through Open Competition or Reinstatement;
	Yes/No
	If No, Why?

	(d) Recruitment Competition/application number (especially note graduate recruits (and NIO HCS 'Fast-Stream recruits', to enable tracking during their career) and selection board reference number;
	Yes/No
	If No, Why?

	(e) start dates:
	Yes/No
	If No, Why?

	(i) start date in Service;
	Yes/No
	If No, Why?

	(ii) start date in current Branch; and
	Yes/No
	If No, Why?

	(iii) start date in current directorate/Division;
	Yes/No
	If No, Why?

	(f) current Branch, directorate and Department (and/or, where applicable, current Agency);
	Yes/No
	If No, Why?

	(g) start date in current Department;
	Yes/No
	If No, Why?

	(h) current location and contact details:
	Yes/No
	If No, Why?

	(i) work address/location;
	Yes/No
	If No, Why?

	(ii) work telephone (external number and internal extension number);
	Yes/No
	If No, Why?

	(iii) work mobile telephone number;
	Yes/No
	If No, Why?

	(iv) work fax number; and
	Yes/No
	If No, Why?

	(v) work email address;
	Yes/No
	If No, Why?

	(i) grade details:
	Yes/No
	If No, Why?

	(i) Substantive Grade;
	Yes/No
	If No, Why?

	(ii) date to grade; and
	Yes/No
	If No, Why?

	(iii) where applicable, Temporary Grade;
	Yes/No
	If No, Why?

	(j) current Salary (including details of Salary Sacrifice if relevant);
	Yes/No
	If No, Why?

	(k) review date;
	Yes/No
	If No, Why?

	(l) medical restrictions, if applicable (Yes/No plus description);
	Yes/No
	If No, Why?

	(m) information regarding the position held and status, including:
	Yes/No
	If No, Why?

	(i) Participant Reference;
	Yes/No
	If No, Why?

	(ii) Job Title/Occupation;
	Yes/No
	If No, Why?

	(iii) Cost Centre/Account Codes and/or Costing Reference Numbers;
	Yes/No
	If No, Why?

	(iv) full-time/part-time;
	Yes/No
	If No, Why?

	(v) PT/JS hours including FTE;
	Yes/No
	If No, Why?

	(vi) status – including, casual;
	Yes/No
	If No, Why?

	(vii) where applicable, Probationary status and Probation end date;
	Yes/No
	If No, Why?

	(viii) conditional;
	Yes/No
	If No, Why?

	(ix) fixed term;
	Yes/No
	If No, Why?

	(x) permanent;
	Yes/No
	If No, Why?

	(xi) student;
	Yes/No
	If No, Why?

	(xii) work pattern;
	Yes/No
	If No, Why?

	(xiii) EU working time directive opt out (Y/N); and
	Yes/No
	If No, Why?

	(xiv) Trade Union representative;
	Yes/No
	If No, Why?

	(n) information regarding pension details (which should be interfaced to NIO's payroll and pensions providers for NIO HCS Employees), including:
	Yes/No
	If No, Why?

	(i) pension status (links to NI category code); and
	Yes/No
	If No, Why?

	(ii) date pensionable; and
	Yes/No
	If No, Why?

	(o) for leavers:
	Yes/No
	If No, Why?

	(i) date of leaving; and
	Yes/No
	If No, Why?

	(ii) reason for leaving.
	Yes/No
	If No, Why?


	51.2 In addition to the basic personal details and basic Employee details, the Contractor shall hold, utilise and display basic Payroll details for Employees, where appropriate (in accordance with the Pay and Reward Services Requirements, set out in Part 3), including:
	
	

	(a) bank details and/or Building Society roll number;
	Yes/No
	If No, Why?

	(b) National Insurance category code;
	Yes/No
	If No, Why?

	(c) tax details:
	Yes/No
	If No, Why?

	(i) tax code, tax basis and P45 figures;
	Yes/No
	If No, Why?

	(ii) Tax District Reference Number; and
	Yes/No
	If No, Why?

	(iii) Inland Revenue Unique Identifier;
	Yes/No
	If No, Why?

	(d) ECON/SCON;
	Yes/No
	If No, Why?

	(e) charities figures from previous employment;
	Yes/No
	If No, Why?

	(f) length of service – total;
	Yes/No
	If No, Why?

	(g) length of Reckonable Service;
	Yes/No
	If No, Why?

	(h) where applicable, Mark-Time Pay and/or Personal to Holder start/end dates;
	Yes/No
	If No, Why?

	(i) where applicable, Personal To Holder/Mark-Time Pay elements;
	Yes/No
	If No, Why?

	(j) Conditioned Hours/Contracted Hours (different Conditioned Hours apply to NIO HCS Employees based in London);
	Yes/No
	If No, Why?

	(k) grade title/description;
	Yes/No
	If No, Why?

	(l) rate of pay/hourly rate;
	Yes/No
	If No, Why?

	(m) scale point/Discipline/spine point/Personal Pay Point;
	Yes/No
	If No, Why?

	(n) Performance Management ratings/Assessments; and
	Yes/No
	If No, Why?

	(o) where applicable, Enhanced Rates of Pay.
	Yes/No
	If No, Why?


	51.3 The Contractor shall hold:
	
	

	51.3.1 security clearance details for each Employee, including:
	Yes/No
	If No, Why?

	(a) date Security Clearance requested;
	Yes/No
	If No, Why?

	(b) level of Security Clearance requested (Baseline Security Check, Counter Terrorist Check, Security Check, Developed Vetting);
	Yes/No
	If No, Why?

	(c) Security Clearance granted/refused;
	Yes/No
	If No, Why?

	(d) date of last Security Clearance;
	Yes/No
	If No, Why?

	(e) date Security Clearance expires;
	Yes/No
	If No, Why?

	(f) security pass code; and
	Yes/No
	If No, Why?

	(g) security pass number; and
	Yes/No
	If No, Why?

	51.3.2 details of an individual’s interest in Alternative Work Patterns, including:
	Yes/No
	If No, Why?

	(a) date interest registered;
	Yes/No
	If No, Why?

	(b) type of alternative requested – that is, job-share, part-time, term-time;
	Yes/No
	If No, Why?

	(c) notes on preferred work pattern – that is, specific days/hours;
	Yes/No
	If No, Why?

	(d) indicate whether or not current post satisfies preference; and
	Yes/No
	If No, Why?

	(e) date offer(s) of posting accepted/withdrawn/cancelled/removed/rejected and associated reasons.
	Yes/No
	If No, Why?


	51.4 Individuals’ records shall be capable of use as a database covering   Alternative Work Patterns (part time).
	Yes/No
	If No, Why?


	51.5 The Contractor shall hold:
	
	

	51.5.1 details of an individual’s application for childcare schemes, including:
	Yes/No
	If No, Why?

	(a) date of application;
	Yes/No
	If No, Why?

	(b) acceptance/refusal of application; and
	Yes/No
	If No, Why?

	(c) payments made;
	Yes/No
	If No, Why?

	51.5.2 details of an individual’s career history as an Employee of the NICS/NIO/HCS, including:
	Yes/No
	If No, Why?

	(a) internal/external indicator (clearly distinguishing external employment);
	Yes/No
	If No, Why?

	(b) Department/Employer;
	Yes/No
	If No, Why?

	(c) Organisational Unit;
	Yes/No
	If No, Why?

	(d) Role;
	Yes/No
	If No, Why?

	(e) type of move (including promotion/management and transfer/open Competition);
	Yes/No
	If No, Why?

	(f) dates employed;
	Yes/No
	If No, Why?

	(g) grade;
	Yes/No
	If No, Why?

	(h) type of experience including general administration / personnel / Finance / policy / legislation / operational management / project management / general management / specific to profession;
	Yes/No
	If No, Why?

	(i) skills; and
	Yes/No
	If No, Why?

	(j) conflict of interest details;
	Yes/No
	If No, Why?

	51.5.3 details of an individual’s secondary employment history, including:
	Yes/No
	If No, Why?

	(a) name of employer;
	Yes/No
	If No, Why?

	(b) nature of business;
	Yes/No
	If No, Why?

	(c) start date; and
	Yes/No
	If No, Why?

	(d) end date.
	Yes/No
	If No, Why?

	51.5.4 details of Deputising/Temporary Promotion for individuals, including:
	Yes/No
	If No, Why?

	(a) start date;
	Yes/No
	If No, Why?

	(b) end date;
	Yes/No
	If No, Why?

	(c) grade;
	Yes/No
	If No, Why?

	(d) Post;
	Yes/No
	If No, Why?

	(e) review date, if applicable; and
	Yes/No
	If No, Why?

	(f) notes and reason.
	Yes/No
	If No, Why?


	51.6 The Contractor shall when an individual has been deputising for a period of three months automatically move the individual to Temporary Promotion.
	Yes/No

	If No, Why?



	51.7 The Contractor shall hold details of Detached Duty/Secondment for individuals, including:
	Yes/No
	If No, Why?

	(a) Detached Duty/Secondment location;
	Yes/No
	If No, Why?

	(b) Detached Duty/Secondment start date; and
	Yes/No
	If No, Why?

	(c) Detached Duty/Secondment expected end date.
	Yes/No
	If No, Why?


	52 Appointment
	
	

	              The Contractor shall hold information on Appointments within the organisation,      including:
	Yes/No
	If No, Why?

	(a) Employee identifier;
	Yes/No
	If No, Why?

	(b) Organisational Unit identifier;
	Yes/No
	If No, Why?

	(c) date from which the Appointment is activated; and
	Yes/No
	If No, Why?

	(d) date on which the Appointment is deactivated.
	Yes/No
	If No, Why?


53 General Functional Requirements

	53.1 Electronic Staff Handbook
	
	

	The Electronic Staff Handbook shall include details on the following:
	
	

	(a) equal opportunities and appointments;
	Yes/No
	If No, Why?

	(b) leave and attendance;
	Yes/No
	If No, Why?

	(c) conduct and discipline;
	Yes/No
	If No, Why?

	(d) general employment matters;
	Yes/No
	If No, Why?

	(e) pay;
	Yes/No
	If No, Why?

	(f) performance management;
	Yes/No
	If No, Why?

	(g) promotions;
	Yes/No
	If No, Why?

	(h) secondment and aids to study;
	Yes/No
	If No, Why?

	(i) Senior Civil Service;
	Yes/No
	If No, Why?

	(j) travel and subsistence;
	Yes/No
	If No, Why?

	(k) removal expenses;
	Yes/No
	If No, Why?

	(l) leaving service; and
	Yes/No
	If No, Why?

	(m) overseas expenses.
	Yes/No
	If No, Why?


	53.2 Resourcing (Vacancies) – Recruitment
	
	

	53.2.1 Resourcing (Vacancies) – Recruitment: Demand to fill a post
	Yes/No
	If No, Why?

	(a) record details, including:
	Yes/No
	If No, Why?

	(i) date demand created;
	Yes/No
	If No, Why?

	(ii) who initiated demand;
	Yes/No
	If No, Why?

	(iii) number of posts to be filled;
	Yes/No
	If No, Why?

	(iv) title of post;
	Yes/No
	If No, Why?

	(v) new post or not;
	Yes/No
	If No, Why?

	(vi) job title;
	Yes/No
	If No, Why?

	(vii) job description (includes post details);
	Yes/No
	If No, Why?

	(viii) job/person specification;
	Yes/No
	If No, Why?

	(ix) for Senior Civil Service posts, date Minister informed of need; and
	Yes/No
	If No, Why?

	(x) eligibility requirement (including security level);
	Yes/No
	If No, Why?

	(b) notify the new demand to relevant parties and alert Participants;
	Yes/No
	If No, Why?

	(c) provide access to Participants, to facilitate the review of progress of Recruitment exercises;
	Yes/No
	If No, Why?

	(d) provide a unique identifier for each new authorised Competition;
	Yes/No
	If No, Why?

	(e) provide a ‘stock control’ facility for specified Competitions to enable Participants to order staff; and
	Yes/No
	If No, Why?

	(f) record the criteria to be used for sift purposes for the post so that, if the same post arises in the future, the criteria can be reused and amended as necessary.
	Yes/No
	If No, Why?

	53.2.2 Resourcing (Vacancies) – Recruitment: Advertisements:
	Yes/No
	If No, Why?

	(a) store and link advertisements to appropriate Competition; and
	Yes/No
	If No, Why?

	(b) record advertisement details, including, costs and media used.
	Yes/No
	If No, Why?

	53.2.3 Resourcing (Vacancies) – Recruitment: Applications
	Yes/No
	If No, Why?

	(a) record date and time application received;
	Yes/No
	If No, Why?

	(b) send acknowledgement of receipt letters to all applicants who respond before the deadline date and time;
	Yes/No
	If No, Why?

	(c) provide rejection letters to late applicants and those who have received inefficiency / disciplinary notifications before or during the Competition;
	Yes/No
	If No, Why?

	(d) provide online access to application forms (including Health Declaration and Character Enquiry forms) which may either be completed online (and linked to the Recruitment module of the Information System) or, where appropriate, completed offline (electronically or manually) and returned via email or other means;
	Yes/No
	If No, Why?

	(e) provide a hard copy application/Equal Opportunities monitoring forms and log requests online;
	Yes/No
	If No, Why?

	(f) ensure each application has a unique application/Competition number combination;
	Yes/No
	If No, Why?

	(g) distinguish between internal and external candidates and Home Civil Servants;
	Yes/No
	If No, Why?

	(h) provide Equal Opportunities monitoring forms online which feed the necessary details directly into the Equal Opportunities module of the system (paper copy forms shall remain available and acceptable);
	Yes/No
	If No, Why?

	(i) refuse to accept an application for which an Equal Opportunities monitoring form has not been completed and inform applicant that this is mandatory;
	Yes/No
	If No, Why?

	(j) key all necessary applicant variable data from hard copy application forms and associated hard copy Equal Opportunities monitoring form;
	Yes/No
	If No, Why?

	(k) update Equal Opportunities module throughout the process with outcomes of applications;
	Yes/No
	If No, Why?

	(l) retain applicant information for three years from the date of last action on the Competition in an easily accessible format (to fulfil Equality and Freedom of Information legislation and in compliance with the Data Protection Act 1998);
	Yes/No
	If No, Why?

	(m) provide access to a candidate to view, but not edit, the status of application(s), which they have sent for consideration in current Competition(s);
	Yes/No
	If No, Why?

	(n) allow the applicant to withdraw their application at any stage;
	Yes/No
	If No, Why?

	(o) provide facilities for Participants to enter and track status of an application as it moves through the Recruitment process.  The Contractor shall provide access to Participants to facilitate the review of progress of Recruitment exercises;
	Yes/No
	If No, Why?

	(p) issue letters inviting applicants to a test;
	Yes/No
	If No, Why?

	(q) issue fail/did not attend/results letters for all applicants;
	Yes/No
	If No, Why?

	(r) record test results and allow sorting of same; and
	Yes/No
	If No, Why?

	(s) provide Participants with the facility to set a ‘pass' threshold for results.
	Yes/No
	If No, Why?

	53.2.4 Resourcing (Vacancies) – Recruitment: Selection stages – Eligibility Sift; tests; interviews; assessment centres
	Yes/No
	If No, Why?

	(a) produce a grid of candidate numbers against criteria for the post which can be, as a minimum:
	Yes/No
	If No, Why?

	(i) printed out at any stage (blank, partially or fully completed);
	Yes/No
	If No, Why?

	(ii) completed on-screen with scores;
	Yes/No
	If No, Why?

	(iii) used to calculate total scores for candidates;
	Yes/No
	If No, Why?

	(iv) used to rank candidates; and
	Yes/No
	If No, Why?

	(v) used to generate list of candidates above or below a specified threshold;
	Yes/No
	If No, Why?

	(b) issue rejection letters for candidates below a specified threshold;
	Yes/No
	If No, Why?

	(c) store details in respect of the selection method chosen for a particular Competition, including:
	Yes/No
	If No, Why?

	(i) component parts of selection;
	Yes/No
	If No, Why?

	(ii) costs of each stage of selection;
	Yes/No
	If No, Why?

	(iii) costs of reasonable adjustments for disabled candidates;
	Yes/No
	If No, Why?

	(iv) costs of consultant(s);
	Yes/No
	If No, Why?

	(v) costs of advertisements;
	Yes/No
	If No, Why?

	(vi) panellist(s) expenses;
	Yes/No
	If No, Why?

	(vii) dates of the selection stages;
	Yes/No
	If No, Why?

	(viii) name of the location(s);
	Yes/No
	If No, Why?

	(ix) address of the location(s);
	Yes/No
	If No, Why?

	(x) names of panellists;
	Yes/No
	If No, Why?

	(xi) cost of the location(s);
	Yes/No
	If No, Why?

	(xii) cost of catering;
	Yes/No
	If No, Why?

	(xiii) cost of interpreters;
	Yes/No
	If No, Why?

	(xiv) suitability of location(s) for future use;
	Yes/No
	If No, Why?

	(d) provide multiple panels to be set up for one Competition;
	Yes/No
	If No, Why?

	(e) work with Participants to assemble interview panels taking into account considerations, including:
	Yes/No
	If No, Why?

	(i) selection of staff with required skills/training;
	Yes/No
	If No, Why?

	(ii) appropriate mix on panel in terms of community background and gender where possible; and
	Yes/No
	If No, Why?

	(iii) identification of other Competitions for which these staff have participated on interview panels;
	Yes/No
	If No, Why?

	(f) alert Participants on need for refresher training for Panel members after specified period of time;
	Yes/No
	If No, Why?

	(g) schedule a list of candidates for selection activities allowing Participants to adjust time allocated to candidates as desired;
	Yes/No
	If No, Why?

	(h) issue letters inviting candidates to appropriate selection stage;
	Yes/No
	If No, Why?

	(i) identify candidates who require assistance in relation to disability;
	Yes/No
	If No, Why?

	(j) record assistance sought and provision made for candidates (see (i) above);
	Yes/No
	If No, Why?

	(k) facilitate rescheduling where necessary;
	Yes/No
	If No, Why?

	(l) support Panels when undertaking Eligibility and Shortlisting Sifts, record outcome of Eligibility and Shortlisting Sifts and process appropriate documentation;
	Yes/No
	If No, Why?

	(m) identify candidates for whom no score has been recorded and trigger verification process;
	Yes/No
	If No, Why?

	(n) provide a testing facility to cover selected skills and competencies, allowing scores to be downloaded automatically into the HR database, for selection purposes; 
	Yes/No
	If No, Why?

	(o) issue follow up questionnaire to candidates prior to results to obtain feedback on procedures and facilities; and
	Yes/No
	If No, Why?

	(p) issue follow up questionnaire to Panel members post Competition to seek feedback on procedures and facilities.
	Yes/No
	If No, Why?

	53.2.5 Resourcing (Vacancies) – Recruitment: Formalities
	Yes/No
	If No, Why?

	(a) provide, online, a health declaration form, security form and pensions form which are then provided to the appropriate bodies (hard copy/alternative formats still available and acceptable);
	Yes/No
	If No, Why?

	(b) provide facility for Participants to monitor formalities process, including:
	Yes/No
	If No, Why?

	(i) recording the dates when candidates’ forms went to appropriate bodies (this record will include criminal record checks, health checks);
	Yes/No
	If No, Why?

	(ii) recording response from appropriate bodies;
	Yes/No
	If No, Why?

	(c) identify candidates who are currently, or have previously been, employed by Participants and seek reference from Participant HR;
	Yes/No
	If No, Why?

	(d) issue reference request letters for Competitions as required;
	Yes/No
	If No, Why?

	(e) issue starting salary offer letter;
	Yes/No
	If No, Why?

	(f) produce and issue offer letter, subject to completion of formalities; 
	Yes/No
	If No, Why?

	(g) produce and issue offer letter, when all formalities have been satisfactorily completed; and
	Yes/No
	If No, Why?

	(h) update formalities for successful candidates every six months from the date of their original application:  at Participants’ request, the Contractor shall identify those whose formalities require updating and issue letters to them if required.
	Yes/No
	If No, Why?

	53.2.6 Resourcing (Vacancies) – Recruitment: Appointment
	Yes/No
	If No, Why?

	(a) store lists of successful candidates and provide facilities for matching candidates with vacancies according to preferences, including:
	Yes/No
	If No, Why?

	(i) geographic location;
	Yes/No
	If No, Why?

	(ii) work patterns; and
	Yes/No
	If No, Why?

	(iii) Department;
	Yes/No
	If No, Why?

	(b) inform Participants where an existing Civil Servant is ready for appointment through an external Competition;
	Yes/No
	If No, Why?

	(c) record reasons for delays in appointments;
	Yes/No
	If No, Why?

	(d) store reporting details, including:
	Yes/No
	If No, Why?

	(i) Line Manager;
	Yes/No
	If No, Why?

	(ii) office location;
	Yes/No
	If No, Why?

	(iii) start date;
	Yes/No
	If No, Why?

	(iv) start time;
	Yes/No
	If No, Why?

	(e) records acceptance or refusal of offer(s);
	Yes/No
	If No, Why?

	(f) confirm with Participants that the candidate has accepted/refused an offer and advise, where appropriate, of start date;
	Yes/No
	If No, Why?

	(g) transfer relevant details from Recruitment module to personnel module upon confirmation of start; and
	Yes/No
	If No, Why?

	(h) notify appropriate Payroll of ‘new start’ and associated pay details (including starting salary which may be negotiated).  Such notification shall also be interfaced to NIO's payroll and pensions providers for NIO HCS Employees.
	Yes/No
	If No, Why?

	53.2.7 Resourcing (Vacancies) – Recruitment: Reinstatement/Re-employment
	Yes/No
	If No, Why?

	(a) provide an option for the Applicant to apply as a reinstatement case;
	Yes/No
	If No, Why?

	(b) record the following additional details for reinstatement applications to include:
	Yes/No
	If No, Why?

	(i) date recommendation requested;
	Yes/No
	If No, Why?

	(ii) name of person requested recommendation from; and
	Yes/No
	If No, Why?

	(iii) outcome of recommendation;
	Yes/No
	If No, Why?

	(c) allow Participants to search for previous reinstatement applications from a particular candidate to ensure no more than 3 have been made and that the last application was not within 1 year of the current one.
	Yes/No
	If No, Why?

	53.2.8 Resourcing (Vacancies) – Recruitment: Post Competition
	Yes/No
	If No, Why?

	(a) close Competitions as appropriate;
	Yes/No
	If No, Why?

	(b) produce reports as required (especially for Equal Opportunities Unit on Applicant/appointee details), including ad hoc reports, including by:
	Yes/No
	If No, Why?

	(i) obtaining information on specific candidates; and
	Yes/No
	If No, Why?

	(ii) complaints or ‘appeals’ made by specific candidates or specific Competitions or sets of Competitions;
	Yes/No
	If No, Why?

	(c) retain applicant information for the required amount of time in an easily accessible format (to fulfil Equality, Freedom of Information and Data Protection legislation);
	Yes/No
	If No, Why?

	(d) remove certain information at the appropriate time, including:
	Yes/No
	If No, Why?

	(i) Competition papers/feedback details/interview records, which should be kept for five years from the date the final Candidate was placed from the original list;
	Yes/No
	If No, Why?

	(ii) Promotion Letters/Confirmation after Probationary/Trial Period, which should be retained for life of file; and
	Yes/No
	If No, Why?

	(iii) Deputising/Temporary Promotion Letters, which should be retained for seven (7) years;
	Yes/No
	If No, Why?

	(e) create data archive for each Competition which can be downloaded to Participants for detailed analysis;
	Yes/No
	If No, Why?

	(f) provide relevant data to enable support of advice and guidance on Recruitment issues, including:
	Yes/No
	If No, Why?

	(i) advising Participants on selection scores issues and the use of tests; and
	Yes/No
	If No, Why?

	(ii) evaluating competency based Recruitment procedures; and
	Yes/No
	If No, Why?

	(g) provide feedback to Candidates on their and Merit Order position.
	Yes/No
	If No, Why?


	53.3 Resourcing (Vacancies) – Promotion and Selection
	Yes/No
	If No, Why?

	53.3.1 Resourcing (Vacancies) – Promotion and Selection: Applications
	Yes/No
	If No, Why?

	(a) advise candidate field of Competition launch;
	Yes/No
	If No, Why?

	(b) provide a Self-Service facility for applicants, including:
	Yes/No
	If No, Why?

	(i) request, complete and return self-nomination/application forms online through their Line Manager;
	Yes/No
	If No, Why?

	(ii) record the number of applications downloaded;
	Yes/No
	If No, Why?

	(iii) view the status of their application (including, non-eligible, under consideration); and
	Yes/No
	If No, Why?

	(iv) view, but not edit, their applications (hard copy or alternative format applications are still available/acceptable);
	Yes/No
	If No, Why?

	(c) record the date and time of receipt of each application;
	Yes/No
	If No, Why?

	(d) identify and notify eligible/ineligible staff for a particular Competition at self-nomination/application stage;
	Yes/No
	If No, Why?

	(e) identify staff who may be eligible for interview under the Six Year Rule, if appropriate;
	Yes/No
	If No, Why?

	(f) record acceptance or rejection of requests for extensions to closing dates for specified individuals or groups of individuals;
	Yes/No
	If No, Why?

	(g) identify applications which would involve lateral movement, if appropriate;
	Yes/No
	If No, Why?

	(h) identify any current reinstatement/re-employment Applicants who would be eligible for a particular Competition, if appropriate;
	Yes/No
	If No, Why?

	(i) remove Applicants from Competition who receive specified inefficiency/disciplinary actions prior to and after their application has been submitted;
	Yes/No
	If No, Why?

	(j) issue Line Manager’s Assessment (LMA) to appropriate Line Manager and Monitoring Officer upon receipt of Application/self-nomination from eligible Employee, if appropriate;
	Yes/No
	If No, Why?

	(k) allow LMA to be completed including signatures of the Applicant, the Line Manager and the countersigning officer and returned online or hard copy, if appropriate;
	Yes/No
	If No, Why?

	(l) record LMA details for particular applicant only when appropriately signed off (including, by Applicant and both reporting and countersigning officers), if appropriate; and
	Yes/No
	If No, Why?

	(m) record and process appeals and their outcomes in relation to eligibility (including:  date appeal received; appeal expiry date; reason(s) for lateness; appeal accepted/rejected; and date Candidate advised of appeal).
	Yes/No
	If No, Why?

	53.3.2 Resourcing (Vacancies) – Promotion and Selection: Selection
	Yes/No
	If No, Why?

	(a) support the administration of assessment centres, if appropriate:
	Yes/No
	If No, Why?

	(i) issue letters inviting applicants to an assessment;
	Yes/No
	If No, Why?

	(ii) provide Participants with the facility to set ‘pass’ threshold for results, where necessary; and
	Yes/No
	If No, Why?

	(iii) provide an assessment facility to cover selected skills and competencies;
	Yes/No
	If No, Why?

	(b) work with Participants to assemble interview panels taking into account considerations, including:
	Yes/No
	If No, Why?

	(i) selection of appropriate Panel members with required skills/up to date training;
	Yes/No
	If No, Why?

	(ii) appropriate mix on panel in terms of community background, gender and business area where possible;
	Yes/No
	If No, Why?

	(iii) identification of other Competitions where these Panel members have participated; and
	Yes/No
	If No, Why?

	(c) alert Participants on need for refresher training for Panel members after specified period of time;
	Yes/No
	If No, Why?

	(d) arrange and support pre-Board briefing for Panels to discuss their obligations under Equality and Data Protection legislation and agree documentation and housekeeping arrangements;
	Yes/No
	If No, Why?

	(e) support Panels when undertaking Eligibility and Shortlisting Sifts record outcome of Eligibility and Shortlisting Sifts and process appropriate documentation;
	Yes/No
	If No, Why?

	(f) schedule interviews for each panel, including:
	Yes/No
	If No, Why?

	(i) allocation of specified time slots and durations, allowing for flexibility for disabled candidates;
	Yes/No
	If No, Why?

	(ii) selection of a mix of candidates according to preset criteria (including gender, Branch, LMA and test scores); and
	Yes/No
	If No, Why?

	(iii) re-scheduling of interviews where necessary, including reconvening panels to accommodate Candidates who are unable to attend due to long-term Sick Absence or maternity leave;
	Yes/No
	If No, Why?

	(g) allow for rescheduling in terms of date/time/Panel and location;
	Yes/No
	If No, Why?

	(h) where possible ensure candidate is not invited to be interviewed by a Panel, including their current Line Manager or Branch colleague;
	Yes/No
	If No, Why?

	(i) provide Panel members with all necessary paper documentation for the Board including:  self-nomination form, last two (2) Performance Appraisal Reports and Rating Grids/evidence sheets/questions;
	Yes/No
	If No, Why?

	(j) provide guidance and support to Panels throughout the Competition process on issues and procedures;
	Yes/No
	If No, Why?

	(k) record, total and order scores from any combination of the selection methods used, including:
	Yes/No
	If No, Why?

	(i) test and/or assessment centres;
	Yes/No
	If No, Why?

	(ii) Line Manager Assessments; and
	Yes/No
	If No, Why?

	(iii) interviews;
	Yes/No
	If No, Why?

	(l) identify instances where Candidates’ overall scores are tied and sort them according to highest weighted element for the merit order list;
	Yes/No
	If No, Why?

	(m) issue follow-up questionnaire to candidates prior to results to seek feedback on procedures and facilities;
	Yes/No
	If No, Why?

	(n) issue follow up questionnaire to Panel members post Competition to seek feedback on procedures and facilities; and
	Yes/No
	If No, Why?

	(o) record and process appeals and outcomes in relation to selection (including:  date appeal received; appeal expiry date; reason(s) for lateness; appeal accepted/rejected; and date Candidate advised of appeal).
	Yes/No
	If No, Why?

	53.3.3 Resourcing (Vacancies) – Promotion and Selection: Results
	Yes/No
	If No, Why?

	(a) create List (enough candidates from the top of each panel’s merit order to fill the allocated vacancies) and allow sorting into alphabetical order by surname;
	Yes/No
	If No, Why?

	(b) produce and publish alphabetical (by surname) merit order list, categorised as required, including:
	Yes/No
	If No, Why?

	(i) overall;
	Yes/No
	If No, Why?

	(ii) by Department; and
	Yes/No
	If No, Why?

	(iii) by Panel;
	Yes/No
	If No, Why?

	(c) notify successful and unsuccessful Candidates of the result through their Line Manager, where possible, before the list issues;
	Yes/No
	If No, Why?

	(d) record Candidates’ Posting limitations;
	Yes/No
	If No, Why?

	(e) indicate if person on current list has been carried through from a list for a previous Competition (a person can only be carried forward like this once) , if appropriate;
	Yes/No
	If No, Why?

	(f) issue Supplementary and Reserve Lists as required;
	Yes/No
	If No, Why?

	(g) record details of offers made to Candidates on Lists, including:
	Yes/No
	If No, Why?

	(i) date of offer;
	Yes/No
	If No, Why?

	(ii) post offered;
	Yes/No
	If No, Why?

	(iii) offer accepted/rejected;
	Yes/No
	If No, Why?

	(iv) date of acceptance/rejection;
	Yes/No
	If No, Why?

	(v) reason for rejection; and
	Yes/No
	If No, Why?

	(vi) reason accepted/not accepted;
	Yes/No
	If No, Why?

	(h) permit Participants to remove a Candidate from a List, after a Post has been rejected or on inefficiency/disciplinary grounds;
	Yes/No
	If No, Why?

	(i) update Live Lists appropriately;
	Yes/No
	If No, Why?

	(j) record the following details of security clearance processes carried out for placement from the List, including:
	Yes/No
	If No, Why?

	(i) date clearance requested;
	Yes/No
	If No, Why?

	(ii) level of clearance requested;
	Yes/No
	If No, Why?

	(iii) clearance successful/unsuccessful;
	Yes/No
	If No, Why?

	(iv) date clearance notified; and
	Yes/No
	If No, Why?

	(v) date clearance expires;
	Yes/No
	If No, Why?

	(k) ensure the personnel record is identified as “Senior Civil Service” upon promotion to grade 5 or above;
	Yes/No
	If No, Why?

	(l) set Trial Period for individual successful through lateral movement or a Trawl from date the Candidate takes up post (not applicable to NIO HCS Employees); and
	Yes/No
	If No, Why?

	(m) record and process appeals in relation to the results process (including: date appeal received; appeal expiry date; reason(s) for lateness; appeal accepted/rejected; and date Candidate advised of appeal).
	Yes/No
	If No, Why?

	53.3.4 Resourcing (Vacancies) – Promotion and Selection: Temporary Promotion/Deputising
	Yes/No
	If No, Why?

	(a) identify candidate field;
	Yes/No
	If No, Why?

	(b) identify suitable candidates;
	Yes/No
	If No, Why?

	(c) identify eligibility requirements;
	Yes/No
	If No, Why?

	(d) record approval/authorisation;
	Yes/No
	If No, Why?

	(e) record start and end dates; and
	Yes/No
	If No, Why?

	(f) set review date – alert automatically.
	Yes/No
	If No, Why?

	53.3.5 Resourcing (Vacancies) – Promotion and Selection: Equalisation (for general service Competitions up to, and including, deputy principal/B1 status)
	Yes/No
	If No, Why?

	(a) record the following details, including:
	Yes/No
	If No, Why?

	(i) the number of self-nominations from staff in:
	Yes/No
	If No, Why?

	(aa) the next lower grade by Department;
	Yes/No
	If No, Why?

	(ab) analogous grades by Department;
	Yes/No
	If No, Why?

	(ii) the total number of self-nominations from staff in:
	Yes/No
	If No, Why?

	(aa) the next lower grade across NICS and NIO;
	Yes/No
	If No, Why?

	(ab) analogous grades across NICS and NIO; and
	Yes/No
	If No, Why?

	(iii) record the number of Panels and projected Vacancies in each Department; and
	Yes/No
	If No, Why?

	(b) provide a report based on equalisation formula.
	Yes/No
	If No, Why?

	53.3.6 Resourcing (Vacancies) – Promotion and Selection: Post Competition
	Yes/No
	If No, Why?

	(a) close Competitions as appropriate;
	Yes/No
	If No, Why?

	(b) produce reports as required (especially for Equal Opportunities Unit on Applicant/appointee details) including ad hoc reports, including by:
	Yes/No
	If No, Why?

	(i) obtaining information on specific candidates; and
	Yes/No
	If No, Why?

	(ii) complaints or ‘appeals’ made by specific candidates or specific Competitions or sets of Competitions;
	Yes/No
	If No, Why?

	(c) retain applicant information for the required amount of time in an easily accessible format (legislation to fulfil Equality, Freedom of Information and Data Protection legislation);
	Yes/No
	If No, Why?

	(d) remove certain information at the appropriate time, including:
	Yes/No
	If No, Why?

	(i) Competition papers/feedback details/interview records, which should be kept for five years from the date the final Candidate was placed from the original list;
	Yes/No
	If No, Why?

	(ii) Promotion Letters/Confirmation after Probationary/Trial Period, which should be retained for the life of the file; and
	Yes/No
	If No, Why?

	(iii) Deputising/Temporary Promotion Letters, which should be retained for seven (7) years;
	Yes/No
	If No, Why?

	(e) create data archive for each Competition which can be downloaded to Participants for detailed analysis;
	Yes/No
	If No, Why?

	(f) provide relevant data to enable support of advice and guidance on promotion and selection issues, including:
	Yes/No
	If No, Why?

	(i) advising Participants on selection issues and the use of tests; and
	Yes/No
	If No, Why?

	(ii) evaluating competency based promotion procedures; and
	Yes/No
	If No, Why?

	(g) provide feedback to Candidates on their scores and Merit Order position and copy Board papers on request pursuant to Data Protection legislation.
	Yes/No
	If No, Why?


	53.4 Resourcing (Other) – Staff Transfers
	Yes/No
	If No, Why?

	53.4.1 Resourcing (Other) – Staff Transfers: Geographical/location transfers
	Yes/No
	If No, Why?

	(a) hold on-line at least the following Applicant data:
	Yes/No
	If No, Why?

	(i) Name;
	Yes/No
	If No, Why?

	(ii) title;
	Yes/No
	If No, Why?

	(iii) gender;
	Yes/No
	If No, Why?

	(iv) Age;
	Yes/No
	If No, Why?

	(v) Payroll Number;
	Yes/No
	If No, Why?

	(vi) grade;
	Yes/No
	If No, Why?

	(vii) current working pattern (full-time/part-time)
	Yes/No
	If No, Why?

	(viii) overall Performance Management box ratings (last 3 years);
	Yes/No
	If No, Why?

	(ix) sick leave record (last 5 years);
	Yes/No
	If No, Why?

	(x) current Branch;
	Yes/No
	If No, Why?

	(xi) current Department;
	Yes/No
	If No, Why?

	(xii) current location;
	Yes/No
	If No, Why?

	(xiii) paying body (Department/Agency/Branch)
	Yes/No
	If No, Why?

	(xiv) Salary/costs to be recouped from importing body (Yes/No)
	Yes/No
	If No, Why?

	(xv) Work experience/skills;
	Yes/No
	If No, Why?

	(xvi) temporary posting – Yes/No;
	Yes/No
	If No, Why?

	(xvii) review date, where appropriate; (3 months prior to posting terminating);
	Yes/No
	If No, Why?

	(xviii) effective date of transfer;
	Yes/No
	If No, Why?

	(xix) end date (if temporary); 
	Yes/No
	If No, Why?

	(xx) date transfer offer made/accepted/withdrawn/cancelled/removed;
	Yes/No
	If No, Why?

	(xxi) contact telephone number/e-mail address of Participant HR contact;
	Yes/No
	If No, Why?

	(xxii) contact telephone number/e-mail address of exporting Line Manager;
	Yes/No
	If No, Why?

	(xxiii) contact telephone number/e-mail address of Applicant;
	Yes/No
	If No, Why?

	(xxiv) up to three (3) geographical locations in order of preference – first choice, second choice and third choice;
	Yes/No
	If No, Why?

	(xxv) date of request for each geographical location requested, including future requests; and
	Yes/No
	If No, Why?

	(xxvi) priority rating attaching to geographical transfer;
	Yes/No
	If No, Why?

	(b) maintain the currency of the above data – including,Overall Performance Ratings and sick leave records;
	Yes/No
	If No, Why?

	(c) prevent an applicant from being counted more than once in terms of the overall number of applicants on the transfer list even though an applicant may have their name against more than one transfer location;
	Yes/No
	If No, Why?

	(d) ensure that an Applicant meets the pre-defined qualifying conditions for a location transfer, namely:
	Yes/No
	If No, Why?

	(i) has been a permanent member of staff with at least one year’s service;
	Yes/No
	If No, Why?

	(ii) has a satisfactory performance/attendance/conduct rating;
	Yes/No
	If No, Why?

	(iii) has not been offered a Post in relation to a previous transfer request within the last year;
	Yes/No
	If No, Why?

	(iv) has registered a transfer to a TTWA other than that in which their current post is located; and
	Yes/No
	If No, Why?

	(v) HCS staff cannot request a transfer to an NI Department (restricted to London/Belfast lists within NIO);
	Yes/No
	If No, Why?

	(e) should Participants so instruct, allow transfer requests for staff who do not fulfil the eligibility criteria and record accordingly (as described in paragraph 7.4.1(a));
	Yes/No
	If No, Why?

	(f) produce a transfer request list from online forms submitted and approved, including:
	Yes/No
	If No, Why?

	(i) name;
	Yes/No
	If No, Why?

	(ii) grade;
	Yes/No
	If No, Why?

	(iii) current Branch;
	Yes/No
	If No, Why?

	(iv) current Department;
	Yes/No
	If No, Why?

	(v) current location;
	Yes/No
	If No, Why?

	(vi) up to 3 locations in order of preference;
	Yes/No
	If No, Why?

	(vii) date of request for each location listed in Employees request (as they could change the location they want at a later date after their initial request);
	Yes/No
	If No, Why?

	(viii) waiting time for each location listed that is, today’s date – date of request;
	Yes/No
	If No, Why?

	(ix) priority rating of case;
	Yes/No
	If No, Why?

	(x) contact number for Participant HR contact assigned;
	Yes/No
	If No, Why?

	(xi) contact number for  Employees’ Line Manager;
	Yes/No
	If No, Why?

	(xii) contact number for relevant Employee; and
	Yes/No
	If No, Why?

	(xiii) Departments/Agencies not willing to move to;
	Yes/No
	If No, Why?

	(g) provide searches of a transfer list, including grade/Department/current location/requested location or any combination of these criteria;
	Yes/No
	If No, Why?

	(h) sort list by priority ratings and date order;
	Yes/No
	If No, Why?

	(i) record dates of changes to the priority rating of a transfer case;
	Yes/No
	If No, Why?

	(j) maintain a history file of transfer offers made to Employees, separate from the list of current requests, to include:
	Yes/No
	If No, Why?

	(i) date of offer(s) of transfer;
	Yes/No
	If No, Why?

	(ii) Post offered;
	Yes/No
	If No, Why?

	(iii) new Department if inter-Participant transfer;
	Yes/No
	If No, Why?

	(iv) outcome of Offer – Employee accepted /person refused/Branch with vacancy refused Employee/Employee’s current Line Manager refused to release Employee/no response;
	Yes/No
	If No, Why?

	(v) date of transfer;
	Yes/No
	If No, Why?

	(vi) request cancelled by Employee; and
	Yes/No
	If No, Why?

	(vii) request cancelled by Participant HR;
	Yes/No
	If No, Why?

	(k) move a transfer request from the current list to the history file when a transfer offer date has been entered (whether or not the Employee accepts the Post offered); and
	Yes/No
	If No, Why?

	(l) enable a transfer to be made on a temporary basis, with Payroll responsibility for the Employee remaining with the original Employing Department until a designated review date: the Contractor shall remind Participants to review the case in advance of this review date.
	Yes/No
	If No, Why?

	53.4.2 Resourcing (Other) – Staff Transfers: Career development moves
	Yes/No
	If No, Why?

	(a) hold at least the following applicant data:
	Yes/No
	If No, Why?

	(i) Name;
	Yes/No
	If No, Why?

	(ii) title;
	Yes/No
	If No, Why?

	(iii) gender;
	Yes/No
	If No, Why?

	(iv) age;
	Yes/No
	If No, Why?

	(v) Payroll Number;
	Yes/No
	If No, Why?

	(vi) grade;
	Yes/No
	If No, Why?

	(vii) current working pattern (full-time/part-time);
	Yes/No
	If No, Why?

	(viii) overall Performance Management box ratings (last 3 years);
	Yes/No
	If No, Why?

	(ix) sick leave record (last 5 years);
	Yes/No
	If No, Why?

	(x) current Branch;
	Yes/No
	If No, Why?

	(xi) current Department;
	Yes/No
	If No, Why?

	(xii) current location;
	Yes/No
	If No, Why?

	(xiii) paying body (Department/Agency/Branch/Host Company/ Organisation);
	Yes/No
	If No, Why?

	(xiv) Salary/costs to be recouped from importing body (Yes/No);
	Yes/No
	If No, Why?

	(xv) type of transfer (career development/Secondment/Interchange);
	Yes/No
	If No, Why?

	(xvi) current qualifications/languages/competences (existing and sought) /specialist skills/experience/driving licence (expiry date);
	Yes/No
	If No, Why?

	(xvii) Date(s) of career development interview(s) and record(s);
	Yes/No
	If No, Why?

	(xviii) Selection method – including, paper sift, interview, ability test;
	Yes/No
	If No, Why?

	(xix) Date of selection method and provision for associated notes;
	Yes/No
	If No, Why?

	(xx) review date (three months prior to posting terminating);
	Yes/No
	If No, Why?

	(xxi) start date;
	Yes/No
	If No, Why?

	(xxii) end date;
	Yes/No
	If No, Why?

	(xxiii) career history in terms of Departments, job titles, duration of each job;
	Yes/No
	If No, Why?

	(xxiv) date of Application for Secondment/career development/Interchange;
	Yes/No
	If No, Why?

	(xxv) date offer of posting accepted/withdrawn/cancelled/removed/rejected and associated reasons;
	Yes/No
	If No, Why?

	(xxvi) contact telephone number/e-mail address of Participant HR contact;
	Yes/No
	If No, Why?

	(xxvii) contact telephone number/e-mail address of exporting Line Manager;
	Yes/No
	If No, Why?

	(xxviii) contact telephone number/e-mail address of applicant;
	Yes/No
	If No, Why?

	(xxix) contact telephone number/e-mail address of Host Company/Organisation;
	Yes/No
	If No, Why?

	(xxx) career development preferences by job type, location, duration;
	Yes/No
	If No, Why?

	(xxxi) Secondment preferences by job type, source, location, duration; and
	Yes/No
	If No, Why?

	(xxxii) Interchange preferences by job type, source, location, duration;
	Yes/No
	If No, Why?

	(b) maintain the currency of the above data – including Overall Performance Ratings and sick leave records;
	Yes/No
	If No, Why?

	(c) provide for career development requests to be completed online, by the applicant, based on competencies and be populated with key basic personnel data, including performance ratings;
	Yes/No
	If No, Why?

	(d) record details of career development interview, including date of interview and who carried it out;
	Yes/No
	If No, Why?

	(e) produce a Departmental career development request list from online forms submitted and approved:  this list shall include:
	Yes/No
	If No, Why?

	(i) name;
	Yes/No
	If No, Why?

	(ii) grade;
	Yes/No
	If No, Why?

	(iii) current Branch;
	Yes/No
	If No, Why?

	(iv) date of request;
	Yes/No
	If No, Why?

	(v) brief reason for request/reference to original form or interview notes;
	Yes/No
	If No, Why?

	(vi) key competences for development;
	Yes/No
	If No, Why?

	(vii) preferred hours (part-time/full-time);
	Yes/No
	If No, Why?

	(viii) contact number for Employee’s Line Manager;
	Yes/No
	If No, Why?

	(ix) contact number for relevant Employee;
	Yes/No
	If No, Why?

	(f) provide searches to a list, including:
	Yes/No
	If No, Why?

	(i) grade;
	Yes/No
	If No, Why?

	(ii) date of request;
	Yes/No
	If No, Why?

	(iii) preferred hours; and
	Yes/No
	If No, Why?

	(iv) competences;
	Yes/No
	If No, Why?

	(g) maintain a history file of transfer offers made to Employees, separate from the list of current requests, including:
	Yes/No
	If No, Why?

	(i) date of offer(s) of transfer;
	Yes/No
	If No, Why?

	(ii) post offered;
	Yes/No
	If No, Why?

	(iii) new Department if inter-Participant transfer;
	Yes/No
	If No, Why?

	(iv) outcome of offer – that is, person accepted/person refused/Branch with vacancy refused person/person’s current Line Manager refused to release person/no response;
	Yes/No
	If No, Why?

	(v) date of transfer;
	Yes/No
	If No, Why?

	(vi) request cancelled by Employee;
	Yes/No
	If No, Why?

	(vii) request cancelled by Participant HR; and
	Yes/No
	If No, Why?

	(h) move a request from the current list to the history list when a Transfer Date has been entered.
	Yes/No
	If No, Why?

	53.4.3 Resourcing (Other) – Staff Transfers: Secondments/Interchange Programme/Development programmes
	Yes/No
	If No, Why?

	(a) provide details of a Secondment opportunity, including:
	Yes/No
	If No, Why?

	(i) title of post;
	Yes/No
	If No, Why?

	(ii) NICS grade or equivalent grade;
	Yes/No
	If No, Why?

	(iii) company/NICS Dept offering post;
	Yes/No
	If No, Why?

	(iv) address;
	Yes/No
	If No, Why?

	(v) location – NICS/NI/GB/Europe/other;
	Yes/No
	If No, Why?

	(vi) duration (years and months);
	Yes/No
	If No, Why?

	(vii) type (if appropriate – including, Disability Bursary);
	Yes/No
	If No, Why?

	(viii) pay/terms;
	Yes/No
	If No, Why?

	(ix) start date (if known);
	Yes/No
	If No, Why?

	(x) end date (if known);
	Yes/No
	If No, Why?

	(xi) contact name (Company/Department);
	Yes/No
	If No, Why?

	(xii) contact telephone number;
	Yes/No
	If No, Why?

	(xiii) Corporate Centre/Department run Competition;
	Yes/No
	If No, Why?

	(xiv) secondee details;
	Yes/No
	If No, Why?

	(xv) file reference for ‘terms of secondments’; and
	Yes/No
	If No, Why?

	(xvi) funding availability;
	Yes/No
	If No, Why?

	(b) notify Participants of secondment Competitions registered individually by Departments (except HCS secondments); 
	Yes/No
	If No, Why?

	(c) administer secondment Competitions in a similar way to Recruitment Competitions – including, interview scheduling, scoring, offer letters;
	Yes/No
	If No, Why?

	(d) on appointment, record who is to pay the secondee – that is, the exporting or importing Participant – and provide appropriate Payroll action (in relation to inward secondments of NIO HCS Employees, this information should be interfaced to the NIO’s Payroll/pensions providers for appropriate action);
	Yes/No
	If No, Why?

	(e) record appraisal arrangements for secondee and provide appropriate appraisal;
	Yes/No
	If No, Why?

	(f) where the owner pays the secondee, record whether or not costs are to be recovered from the seconding body;
	Yes/No
	If No, Why?

	(g) alert Participants three months in advance of the date a secondment is due to end or be reviewed (inward secondments should not normally last longer than two years);
	Yes/No
	If No, Why?

	(h) maintain a categorised (internal/GB/European/other) list of Employees who have expressed an interest in secondments;
	Yes/No
	If No, Why?

	(i) maintain a historic record of an individual’s periods of secondment;
	Yes/No
	If No, Why?

	(j) allow any counts/lists of total staff to include or exclude seconded officers – that is, seconded out and seconded in;
	Yes/No
	If No, Why?

	(k) show in an Employee’s Personnel Record if they are currently on secondment;
	Yes/No
	If No, Why?

	(l) where an Employee is on loan to one NICS Department from another, ensure the owning Department has view-only access to the Personnel Record and that the borrowing Department can update the record;
	Yes/No
	If No, Why?

	(m) support the Participants’ Interchange Programme, including:
	Yes/No
	If No, Why?

	(i) storing requests for Interchange Programme opportunities;
	Yes/No
	If No, Why?

	(ii) recording details of Interchange Programme opportunities undertaken; and
	Yes/No
	If No, Why?

	(iii) producing statistics on Interchange Programme uptake.
	Yes/No
	If No, Why?

	53.4.4 Resourcing (Other) – Staff Transfers: On-loan transfers
	Yes/No
	If No, Why?

	(a) record On-Loan transfers on individual record;
	Yes/No
	If No, Why?

	(b) provide exporting Participant with view-only access of Employee’s Personnel Record; and
	Yes/No
	If No, Why?

	(c) provide importing Participant with updating of records facility.
	Yes/No
	If No, Why?

	53.4.5 Resourcing (Other) – Staff Transfers:
	Yes/No
	If No, Why?

	In addition to meeting the general requirements for:
	Yes/No
	If No, Why?

	(a) Employee Self-Service in respect of Resourcing Services in general, the Contractor shall meet or exceed specific Employee Self-Service requirements in relation to particular types of transfer:
	Yes/No
	If No, Why?

	(i) Geographical/location transfer:
	Yes/No
	If No, Why?

	(aa) request a transfer through their Line Manager setting out locations of choice in order of preference, that is:  choice 1, choice 2, choice 3 and date of request;
	Yes/No
	If No, Why?

	(ab) forward approved request to staff welfare contact, if appropriate;
	Yes/No
	If No, Why?

	(ac) change/withdraw application and provide associated reasons; and
	Yes/No
	If No, Why?

	(ad) accept/reject transfer offer and provide associated reasons;
	Yes/No
	If No, Why?

	(ii) career development:
	Yes/No
	If No, Why?

	(aa) request a career development transfer through their Line Manager/Participant HR contact;
	Yes/No
	If No, Why?

	(ab) receive approved request and outcome of staff welfare, where appropriate;
	Yes/No
	If No, Why?

	(ac) change/withdraw career development application and provide associated reasons, where appropriate; and
	Yes/No
	If No, Why?

	(ad) accept/reject career development offer and provide associated reasons, where appropriate; and
	Yes/No
	If No, Why?

	(iii) Secondment/Interchange Programme:
	Yes/No
	If No, Why?

	(aa) request/apply for a Secondment/Interchange Programme opportunity through their Line Manager/Participant HR contact;
	Yes/No
	If No, Why?

	(ab) change/withdraw Secondment/Interchange Programme application and provide associated reasons, where appropriate;
	Yes/No
	If No, Why?

	(ac) accept/reject Secondment/Interchange Programme opportunity and provide associated reasons, where appropriate; 
	Yes/No
	If No, Why?

	(ad) view current Secondment/Interchange Programme opportunities on offer and associated eligibility criteria/job description; and
	Yes/No
	If No, Why?

	(ae) view progress in selection process – including invited to interview;
	Yes/No
	If No, Why?

	(b) Line Manager Self-Service in respect of Resourcing Services in general, the Contractor shall meet or exceed specific Line Manager Self-Service requirements in relation to particular types of transfer:
	Yes/No
	If No, Why?

	(i) Geographical/location transfer:
	Yes/No
	If No, Why?

	(aa) receive an Employee’s transfer request;
	Yes/No
	If No, Why?

	(ab) note and record comments on Employee’s transfer request;
	Yes/No
	If No, Why?

	(ac) forward transfer request to staff welfare, if appropriate;
	Yes/No
	If No, Why?

	(ad) enable importing Line Manager/Participant HR contact to record business reasons for acceptance/rejection of application;
	Yes/No
	If No, Why?

	(ae) provide importing Participant HR contact with all relevant HR data; and
	Yes/No
	If No, Why?

	(af) enable exporting Line Manager/Participant HR contact to record business reasons for rejection or deferral;
	Yes/No
	If No, Why?

	(ii) career development:
	Yes/No
	If No, Why?

	(aa) receive an Employee’s career development application;
	Yes/No
	If No, Why?

	(ab) enable Line Manager/Participant HR to record Applicant’s interview, including their development needs and job preferences and names of interviewee/interviewer and date of interview;
	Yes/No
	If No, Why?

	(ac) approve/decline Application and record associated comments;
	Yes/No
	If No, Why?

	(ad) change/withdraw Application and record associated comments;
	Yes/No
	If No, Why?

	(ae) accept/decline/defer opportunity offered to Applicant and record reasons and date;
	Yes/No
	If No, Why?

	(af) provide importing Participant HR contact with all relevant HR data; and
	Yes/No
	If No, Why?

	(ag) importing Line Manager/Participant HR contact to record business reasons for acceptance/rejection of career development application; and
	Yes/No
	If No, Why?

	(iii) Secondment/Interchange Programme:
	Yes/No
	If No, Why?

	(aa) receive an Employees Secondment/Interchange Request/Application;
	Yes/No
	If No, Why?

	(ab) approve/decline Application and record comments and date;
	Yes/No
	If No, Why?

	(ac) change/withdraw Application and record comments and date;
	Yes/No
	If No, Why?

	(ad) accept/decline/defer opportunity offer and record comments and date;
	Yes/No
	If No, Why?

	(ae) import Line Manager/Participant HR contact to record business reasons for acceptance/rejection of Secondment/Interchange Application; and
	Yes/No
	If No, Why?

	(af) Participant HR to record inward Secondments/Interchange Programme as exceptions to meet principle.
	Yes/No
	If No, Why?


	53.5 Resourcing (Other) – Attendance Management
	Yes/No
	If No, Why?

	53.5.1 Resourcing (Other) – Attendance Management: Absences
	Yes/No
	If No, Why?

	(a) record details of all staff absences from work, including:
	Yes/No
	If No, Why?

	(i) sick absence (including industrial injury);
	Yes/No
	If No, Why?

	(ii) industrial action;
	Yes/No
	If No, Why?

	(iii) special leave (including, parental/adoption/bereavement);
	Yes/No
	If No, Why?

	(iv) annual leave;
	Yes/No
	If No, Why?

	(v) flexi leave;
	Yes/No
	If No, Why?

	(vi) maternity/paternity/adoptive leave;
	Yes/No
	If No, Why?

	(vii) career break;
	Yes/No
	If No, Why?

	(viii) suspension from duty; and
	Yes/No
	If No, Why?

	(ix) time off in lieu;
	Yes/No
	If No, Why?

	(b) provide a Self-Service facility for Employees to notify Line Manager/personnel/pay of absence prior to planned absence (including annual leave) and notify Payroll of all pay-related absences.  Such notification shall also be interfaced to NIO's payroll and pensions providers for NIO HCS Employees;
	Yes/No
	If No, Why?

	(c) allow Participants to cross reference certain leave requests – including adoption leave (one parent entitled to maternity feature and the other to paternity feature where both parents are NICS or NIO Employees);
	Yes/No
	If No, Why?

	(d) record at least the following, in the absence section of Employee’s Personnel Record, and provide appropriate Payroll action (in the case of NIO, via interfaces to the NIO’s Payroll and pensions providers for the NIO’s HCS Employees):
	Yes/No
	If No, Why?

	(i) dates of absence (start date, last day of absence, phased return dates);
	Yes/No
	If No, Why?

	(ii) reason for absence;
	Yes/No
	If No, Why?

	(iii) self-certified or certified;
	Yes/No
	If No, Why?

	(iv) dates of medical certification;
	Yes/No
	If No, Why?

	(v) date of return to work interview;
	Yes/No
	If No, Why?

	(vi) dates relating to OSP and SSP including initial approval and quarterly reviews of entitlement to PROP;
	Yes/No
	If No, Why?

	(vii) dates of Welfare visits;
	Yes/No
	If No, Why?

	(viii) dates of OHS / BMI appointments;
	Yes/No
	If No, Why?

	(ix) dates of Line Managers reports; and
	Yes/No
	If No, Why?

	(x) decisions made by personnel regarding sick pay entitlement;
	Yes/No
	If No, Why?

	(e) calculate operational days lost over a period of sick absence for any Employee – that is, taking account of those on shift patterns, flexible work patterns and public holidays and phased returns;
	Yes/No
	If No, Why?

	(f) count days in a period either by working days (depending on working pattern) or by calendar days according to the purpose of the information required; and
	Yes/No
	If No, Why?

	(g) store selected documentation electronically against a person’s record – including medical certificates, interview notes, OHS / BMI letters.
	Yes/No
	If No, Why?

	53.5.2 Resourcing (Other) – Attendance Management: Monitoring Absences
	Yes/No
	If No, Why?

	(a) notify Participants, as appropriate, when an Employee’s sickness record reaches specific trigger points to prompt consideration of inefficiency action or notification to Welfare Officer or Disabled Persons Liaison Officer;
	Yes/No
	If No, Why?

	(b) notify the appropriate Line Manager shortly in advance of medical certificate expiration for any of their staff;
	Yes/No
	If No, Why?

	(c) provide an absence history of any Employee on request;
	Yes/No
	If No, Why?

	(d) enable absence histories to be adjusted by Participants, including:
	Yes/No
	If No, Why?

	(i) correction of inaccurate dates; and
	Yes/No
	If No, Why?

	(ii) reasons for absence;
	Yes/No
	If No, Why?

	(e) provide Employee with an absence history for themselves or a member of their current staff, on request, to include:
	Yes/No
	If No, Why?

	(i) Age;
	Yes/No
	If No, Why?

	(ii) gender;
	Yes/No
	If No, Why?

	(iii) grade;
	Yes/No
	If No, Why?

	(iv) Dates;
	Yes/No
	If No, Why?

	(v) reasons; and
	Yes/No
	If No, Why?

	(vi) Rate of sick pay reached (in the case of NIO, via interfaces to the NIO’s Payroll and pensions providers for the NIO’s HCS Employees);
	Yes/No
	If No, Why?

	(f) alert Participants and Employees six (6) weeks in advance of dates when a change to an individual’s sick pay entitlement is due;
	Yes/No
	If No, Why?

	(g) provide  an overview of absence patterns and trends including graphical presentation of information where appropriate; and
	Yes/No
	If No, Why?

	(h) allow a Line Manager to view absence and leave patterns for specific staff simultaneously, to assist planning.
	Yes/No
	If No, Why?

	53.5.3 Resourcing (Other) – Attendance Management: Certificate
	Yes/No
	If No, Why?

	If an Employee does not submit a certificate to cover his or her absence, he or she may be issued with a warning that pay for the period concerned will be withheld/deducted if this offence continues.  The Contractor shall therefore alert the relevant Participant to potential cases where a certificate is not submitted, recognise such a warning if one is issued and take action on pay on the advice of the Participant.  For NIO HCS Employees, the Contractor shall procure that the System routes data via interfaces to the HCS Payroll and pensions providers.  For NIO HCS Employees, the Contractor shall procure that the Information System shall route data via interfaces to the HCS payroll and pensions providers.
	Yes/No
	If No, Why?

	53.5.4 Resourcing (Other) – Attendance Management: Return to work
	Yes/No
	If No, Why?

	(a) provide a facility to track phased returns and link to appropriate Payroll action (in the case of NIO, via interfaces to the NIO’s Payroll and pensions providers for the NIO’s HCS Employees);
	Yes/No
	If No, Why?

	(b) record days (or part-days) of sick absence during a period of phased return;
	Yes/No
	If No, Why?

	(c) record return-to-work interview notes against an individual Employee’s record for ease of retrieval;
	Yes/No
	If No, Why?

	(d) produce standard reports/letters as required and allow creation of ad hoc reports relating to absence:  examples include:
	Yes/No
	If No, Why?

	(i) list of Employees on long-term sick due to return within a certain time period;
	Yes/No
	If No, Why?

	(ii) list of absences of a certain nature within two particular dates;
	Yes/No
	If No, Why?

	(iii) list of third party accident cases;
	Yes/No
	If No, Why?

	(iv) absences reckonable under NICS/HCS pension scheme requirements; and
	Yes/No
	If No, Why?

	(v) letters informing Employee of changes to sick pay entitlement; and
	Yes/No
	If No, Why?

	(e) produce records, including:
	Yes/No
	If No, Why?

	(i) Employees suffering from notifiable diseases;
	Yes/No
	If No, Why?

	(ii) industrial injuries cases;
	Yes/No
	If No, Why?

	(iii) third party cases;
	Yes/No
	If No, Why?

	(iv) cases where OSP is withdrawn;
	Yes/No
	If No, Why?

	(v) cases where self-certification facility has been withdrawn;
	Yes/No
	If No, Why?

	(vi) Section 11 / NIO HCS pension scheme equivalent terms cases;
	Yes/No
	If No, Why?

	(vii) DDA cases;
	Yes/No
	If No, Why?

	(viii) probationers;
	Yes/No
	If No, Why?

	(ix) Employees with live written warning;
	Yes/No
	If No, Why?

	(x) Employees with live final written warning;
	Yes/No
	If No, Why?

	(xi) Employees on pension rate of pay (in the case of NIO, via interfaces to the NIO’s Payroll and pensions providers for the NIO’s HCS Employees);
	Yes/No
	If No, Why?

	(xii) Employees who are not paid (in the case of NIO, via interfaces to the NIO’s Payroll and pensions providers for the NIO’s HCS Employees).
	Yes/No
	If No, Why?

	53.5.5 Resourcing (Other) – Attendance Management: OHS (BMI for HCS staff/Consultant and other referrals)
	Yes/No
	If No, Why?

	(a) where an absentee is referred to an OHS/BMI/other Consultant for medical examination, record data, including:
	Yes/No
	If No, Why?

	(i) date of referral to OHS/BMI/other;
	Yes/No
	If No, Why?

	(ii) date, time and location of medical appointment;
	Yes/No
	If No, Why?

	(iii) attendance details;
	Yes/No
	If No, Why?

	(iv) outcome of appointment;
	Yes/No
	If No, Why?

	(v) date report received;
	Yes/No
	If No, Why?

	(vi) review date for another appointment if applicable;
	Yes/No
	If No, Why?

	(vii) date(s) officer was informed of outcome(s) of appointment(s); and
	Yes/No
	If No, Why?

	(viii) review date for a return to work, if applicable;
	Yes/No
	If No, Why?

	(b) enter review dates for OHS/BMI/other referrals and trigger reminders for these (including reminder to request Welfare report) so that an appointment can be made in good time;
	Yes/No
	If No, Why?

	(c) in a situation where an Employee fails to attend an OHS/BMI/other appointment, promptly consider written warning and OSP withdrawal;
	Yes/No
	If No, Why?

	(d) notify the Line Manager of outcome of OHS/BMI/other referrals for their staff;
	Yes/No
	If No, Why?

	(e) record and track appeals against OHS/BMI/other decisions, including:
	Yes/No
	If No, Why?

	(i) date appeal received by personnel;
	Yes/No
	If No, Why?

	(ii) require individual to provide a medical report;
	Yes/No
	If No, Why?

	(iii) date appeal forwarded to OHS/BMI/other;
	Yes/No
	If No, Why?

	(iv) date of appeal exam;
	Yes/No
	If No, Why?

	(v) related notes/comments;
	Yes/No
	If No, Why?

	(vi) date outcome received from Consultant Appeal Board;
	Yes/No
	If No, Why?

	(vii) outcome of appeal (upheld/changed); 
	Yes/No
	If No, Why?

	(viii) date Employee informed of outcome; and
	Yes/No
	If No, Why?

	(f) inform Participants of recommendations for ill-health retirement in cases where a current compensation claim exists.
	Yes/No
	If No, Why?

	53.5.6 Resourcing (Other) – Attendance Management: Disability Discrimination Act
	Yes/No
	If No, Why?

	(a) where the absence is related to an application for assessment, under reasonable adjustment under DDA, record data, including:
	Yes/No
	If No, Why?

	(i) date Disability Evaluation Form completed;
	Yes/No
	If No, Why?

	(ii) incapacity;
	Yes/No
	If No, Why?

	(iii) date evaluation sent to OHS/BMI;
	Yes/No
	If No, Why?

	(iv) date OHS/BMI opinion received;
	Yes/No
	If No, Why?

	(v) date sent to DSO/Crown Solicitors Office (CSO)/Home Office Legal Advisers Branch (HOLAB);
	Yes/No
	If No, Why?

	(vi) date DSO/CSO/HOLAB opinion received; and
	Yes/No
	If No, Why?

	(vii) related notes/comments;
	Yes/No
	If No, Why?

	(b) enable an Employee/applicant to record whether they consider themselves to have a disability as a Yes/No answer.
	Yes/No
	If No, Why?

	53.5.7 Resourcing (Other) – Attendance Management: maternity/paternity/adoption/parental leave
	Yes/No
	If No, Why?

	Record and amend maternity/paternity/adoption/parental leave details and provide appropriate Payroll action (including data exchange via interface with the NIO's payroll and pensions providers for NIO HCS Employees), including:
	Yes/No
	If No, Why?

	(a) start and end dates of requested Leave;
	Yes/No
	If No, Why?

	(b) start and end dates of approved Leave;
	Yes/No
	If No, Why?

	(c) the expected week of confinement/placement;
	Yes/No
	If No, Why?

	(d) in maternity cases, date of receipt of form Mat Ben 1;
	Yes/No
	If No, Why?

	(e) automatic calculation of the expected date of return;
	Yes/No
	If No, Why?

	(f) on the Employee’s return from leave, record the actual date of return;
	Yes/No
	If No, Why?

	(g) dates of paid/unpaid leave; and
	Yes/No
	If No, Why?

	(h) approval for paid/unpaid leave (as Y/N).
	Yes/No
	If No, Why?

	53.5.8 Resourcing (Other) – Attendance Management: Special leave
	Yes/No
	If No, Why?

	(a) record details in relation to special leave and provide appropriate Payroll action (including data exchange via an interface with the NIO’s Payroll and pensions providers for HCS Employees), including:
	Yes/No
	If No, Why?

	(i) date of application for special leave;
	Yes/No
	If No, Why?

	(ii) record authorisation details;
	Yes/No
	If No, Why?

	(iii) application granted or refused;
	Yes/No
	If No, Why?

	(iv) start and end dates of leave (max 12 months);
	Yes/No
	If No, Why?

	(v) reason for special leave (see special leave types in Part 1); and
	Yes/No
	If No, Why?

	(vi) paid or unpaid;
	Yes/No
	If No, Why?

	(b) ensure unpaid special leave does not reckon as qualifying service towards a higher annual leave allowance, or waiting time for a transfer request; and
	Yes/No
	If No, Why?

	(c) only permit an absence to be recorded as term-time working related if it is for at least one week and also in complete weeks.
	Yes/No
	If No, Why?

	53.5.9 Resourcing (Other) – Attendance Management: Industrial injuries/Temporary injury awards (Section 11 / NIO HCS pension scheme equivalent terms claims)
	Yes/No
	If No, Why?

	(a) where the Employee’s absence is due to illness or injury which occurred as a direct result of their work, record data (and exchange data via interface with the NIO’s Payroll and pensions providers for HCS Employees), including:
	Yes/No
	If No, Why?

	(i) date of incident;
	Yes/No
	If No, Why?

	(ii) date sick absence started;
	Yes/No
	If No, Why?

	(iii) types of forms issued and dates of issue, including appropriate report forms and RIDDOR;
	Yes/No
	If No, Why?

	(iv) date forms returned by officer;
	Yes/No
	If No, Why?

	(v) name of Manager dealing with forms; and
	Yes/No
	If No, Why?

	(vi) claim details;
	Yes/No
	If No, Why?

	(b) record relevant details for absence due to illness or injury, which occurred as a result of a third party accident including period of excused sick;
	Yes/No
	If No, Why?

	(c) record relevant details for absence due to illness or injury sustained as a result of unlawful activity;
	Yes/No
	If No, Why?

	(d) support the procedure for dealing with temporary Section 11 / NIO HCS pension scheme equivalent terms claims, including recording:
	Yes/No
	If No, Why?

	(i) date of notification of injury;
	Yes/No
	If No, Why?

	(ii) date of receipt of Section 11 request;
	Yes/No
	If No, Why?

	(iii) date application issued;
	Yes/No
	If No, Why?

	(iv) date person returns their completed booklet;
	Yes/No
	If No, Why?

	(v) date personnel submit claim booklet to OHS / BMI, Line Manager and Welfare;
	Yes/No
	If No, Why?

	(vi) date CSP (or other providers for NIO HCS Employees) respond to personnel;
	Yes/No
	If No, Why?

	(vii) decision of CSP (or other providers for NIO HCS Employees), which triggers Payroll/review of attendance warning action where appropriate.  Payroll action triggered should be interfaced to NIO's payroll and pensions providers for NIO HCS Employees;
	Yes/No
	If No, Why?

	(viii) date appeal submitted to CSP (or other providers for NIO HCS Employees);
	Yes/No
	If No, Why?

	(ix) date personnel notified of CSP (or other providers for NIO HCS Employees) decision; and
	Yes/No
	If No, Why?

	(x) CSP (or other providers for NIO HCS Employees) decision on Appeal (triggers Payroll /review of attendance warning action if appropriate).  Payroll action triggered should be interfaced to NIO's payroll and pensions providers for NIO HCS Employees; and
	Yes/No
	If No, Why?

	(e) support the procedure for dealing with permanent Section 11 / NIO HCS pension scheme equivalent terms claims, including recording:
	Yes/No
	If No, Why?

	(i) date of notification of injury;
	Yes/No
	If No, Why?

	(ii) date of receipt of Section 11 / NIO HCS pension scheme equivalent terms request;
	Yes/No
	If No, Why?

	(iii) date application issued;
	Yes/No
	If No, Why?

	(iv) date person returns their completed booklet;
	Yes/No
	If No, Why?

	(v) date personnel submit claim booklet to CSP (or other providers for NIO HCS Employees);
	Yes/No
	If No, Why?

	(vi) date CSP(or other providers for NIO HCS Employees) respond to personnel;
	Yes/No
	If No, Why?

	(vii) decision of CSP(or other providers for NIO HCS Employees), which triggers Payroll action where appropriate.  Payroll action triggered should be interfaced to NIO's payroll and pensions providers for NIO HCS Employees;
	Yes/No
	If No, Why?

	(viii) date appeal submitted to CSP(or other providers for NIO HCS Employees);
	Yes/No
	If No, Why?

	(ix) date notified of CSP (or other providers for NIO HCS Employees) decision;
	Yes/No
	If No, Why?

	(x) CSP(or other providers for NIO HCS Employees) decision on appeal (triggers Payroll action if appropriate).  Payroll action triggered should be interfaced to NIO's payroll and pensions providers for NIO HCS Employees.
	Yes/No
	If No, Why?

	53.5.10 Resourcing (Other) – Attendance Management: Industrial action
	Yes/No
	If No, Why?

	Record periods of absence due to involvement in industrial action and the triggering of any appropriate Payroll action.  Payroll action triggered should be interfaced to NIO's payroll and pensions providers for NIO HCS Employees.
	Yes/No
	If No, Why?

	53.5.11 Resourcing (Other) – Attendance Management: A
	Yes/No
	If No, Why?

	53.5.12 annual leave/Public holidays/Privilege Holiday;
	Yes/No
	If No, Why?

	(a) calculate annual leave entitlement on appointment;
	Yes/No
	If No, Why?

	(b) provide a Self-Service facility for staff to manage annual leave/Public Holidays/Privilege Holiday (in accordance with relevant entitlement) enabling the recording of at least the following:
	Yes/No
	If No, Why?

	(i) the date the Leave is to be taken (to and from dates);
	Yes/No
	If No, Why?

	(ii) the number of days/hours to be taken, as appropriate;
	Yes/No
	If No, Why?

	(iii) the cumulative days taken to date; and
	Yes/No
	If No, Why?

	(iv) the balance remaining;
	Yes/No
	If No, Why?

	(c) provide facility for Line Managers to authorise or refuse annual leave requests, for staff who report to them:  a record of all leave requests, whether authorised or rejected, within each leave year should be maintained by the Contractor and this information should be accessible to Employees and their Line Managers;
	Yes/No
	If No, Why?

	(d) record forward dated absence (to be tallied against the balance);
	Yes/No
	If No, Why?

	(e) ensure approved end-of-year carry-over days are added to the leave balance;
	Yes/No
	If No, Why?

	(f) allow anticipated leave to be recorded and leave balances to be maintained appropriately (that is, in exceptional circumstances Employees can use up to seven (7) days from their next year’s annual leave entitlement during the current leave year);
	Yes/No
	If No, Why?

	(g) recalculate annual leave/Public Holiday/Privilege Holiday entitlement for an Employee returning to work after sick leave where they were paid Pension Rate of Pay (annual leave/Public Holidays/Privilege Holiday does not accrue in this period);
	Yes/No
	If No, Why?

	(h) recalculate annual leave/Public Holiday/Privilege Holiday entitlement for those on phased return to work;
	Yes/No
	If No, Why?

	(i) calculate annual leave/Public Holiday/Privilege Holiday entitlement for an Employee leaving the Service (maintain appropriate links to Pay);
	Yes/No
	If No, Why?

	(j) update annual leave entitlement appropriately for length of service or on promotion;
	Yes/No
	If No, Why?

	(k) take account of different business rules for part-time Employees (that is, pro-rata annual leave/Public Holiday/Privilege Holiday entitlement);
	Yes/No
	If No, Why?

	(l) update leave balances as appropriate for staff with non-reckonable absence or cessation date;
	Yes/No
	If No, Why?

	(m) record where annual leave taken was ‘leave at short notice’;
	Yes/No
	If No, Why?

	(n) remind staff in December to use leave entitlement before end of leave year;
	Yes/No
	If No, Why?

	(o) record where annual leave/flexi leave or additional days worked are offset against Public Holiday and Privilege Holiday debit;
	Yes/No
	If No, Why?

	(p) ensure that Public Holiday and Privilege Holiday credit cannot be carried over to a new leave year; and
	Yes/No
	If No, Why?

	(q) take account of different Public Holiday/Privilege Holiday calendar for NIO HCS Employees based in London and the requirement to apply the appropriate calendar to NIO Employees according to their office location.
	Yes/No
	If No, Why?

	53.5.13 Resourcing (Other) – Attendance Management: flexi leave
	Yes/No
	If No, Why?

	(a) provide a Self-Service facility for flexi-time calculation and recording; and
	Yes/No
	If No, Why?

	(b) provide a facility for Participants to view flexi-time records for their staff.
	Yes/No
	If No, Why?

	53.5.14 Resourcing (Other) – Attendance Management: career breaks
	Yes/No
	If No, Why?

	(a) Record requests for career breaks and monitor those on career breaks, including:
	Yes/No
	If No, Why?

	(i) date of request for career break;
	Yes/No
	If No, Why?

	(ii) name of Line Manager recommending break;
	Yes/No
	If No, Why?

	(iii) approval date;
	Yes/No
	If No, Why?

	(iv) date of letter to officer;
	Yes/No
	If No, Why?

	(v) start and end dates of career break;
	Yes/No
	If No, Why?

	(vi) duration of career break;
	Yes/No
	If No, Why?

	(vii) reason for career break;
	Yes/No
	If No, Why?

	(viii) domestic (minimum one year, maximum five years);
	Yes/No
	If No, Why?

	(ix) career development (minimum one year, maximum five years);
	Yes/No
	If No, Why?

	(x) study;
	Yes/No
	If No, Why?

	(xi) contact details during career break;
	Yes/No
	If No, Why?

	(xii) date of annual informal discussion;
	Yes/No
	If No, Why?

	(xiii) dates at work/training during career break;
	Yes/No
	If No, Why?

	(xiv) any actions under discipline or inefficiency;
	Yes/No
	If No, Why?

	(xv) process payment for training/work days during career break;
	Yes/No
	If No, Why?

	(xvi) a record of the issue of communications to career breakers during the term of their career break (including, Trawl and Vacancy notices, pay circulars and other communications requested);
	Yes/No
	If No, Why?

	(xvii) return to work date;
	Yes/No
	If No, Why?

	(xviii) trigger for review, set for three (3) months prior to date of return; and
	Yes/No
	If No, Why?

	(xix) applicant's salary point at start of career break.
	Yes/No
	If No, Why?

	(b) Extensions to career breaks can be requested by the Employee or can be enforced by the Department if a Vacancy is not available on the expected date of return.  The Contractor shall record data, including whether the career break had been requested by the Employee or enforced by the Department and in each case:
	Yes/No
	If No, Why?

	(i) for an extension requested by the Employee:
	Yes/No
	If No, Why?

	(aa) date extension requested by Employee;
	Yes/No
	If No, Why?

	(ab) period of extension requested;
	Yes/No
	If No, Why?

	(ac) period of extension approved; and
	Yes/No
	If No, Why?

	(ad) date of letter to Employee; and
	Yes/No
	If No, Why?

	(ii) for an extension enforced by the Department:
	Yes/No
	If No, Why?

	(aa) period of extension;
	Yes/No
	If No, Why?

	(ab) date of letter to Employee;
	Yes/No
	If No, Why?

	(iii) for an extension beyond 5 years enforced by the Department:
	Yes/No
	If No, Why?

	(aa) reasons for inability to return;
	Yes/No
	If No, Why?

	(ab) letter to the Employee regarding release from obligations.
	Yes/No
	If No, Why?

	(c) In considering a request for a career break, Participants should be allowed to view any previous history of career breaks for that Employee:
	Yes/No
	If No, Why?

	(i) calculate and display the total duration of career breaks in a person’s history;
	Yes/No
	If No, Why?

	(ii) Issue  a performance report to be completed for a person going on a career break shortly before the start date of their break; and
	Yes/No
	If No, Why?

	(iii) notify Inland Revenue that a person is going on a career break shortly before the start date of their break.
	Yes/No
	If No, Why?

	53.5.15 Resourcing (Other) – Attendance Management: Inefficiency due to poor attendance
	Yes/No
	If No, Why?

	(a) support the inefficiency process and record information, including:
	Yes/No
	If No, Why?

	(i) cause for concern letters;
	Yes/No
	If No, Why?

	(ii) stage of the procedure (including, written warning, final written warning);
	Yes/No
	If No, Why?

	(iii) name of Line Manager;
	Yes/No
	If No, Why?

	(iv) letter giving notification of interview date;
	Yes/No
	If No, Why?

	(v) interview date;
	Yes/No
	If No, Why?

	(vi) date warning was issued;
	Yes/No
	If No, Why?

	(vii) date warning is spent;
	Yes/No
	If No, Why?

	(viii) date of final interview regarding dismissal;
	Yes/No
	If No, Why?

	(ix) date of intention to dismiss letter issued;
	Yes/No
	If No, Why?

	(x) dismissal date;
	Yes/No
	If No, Why?

	(xi) date appeal lodged with AB/CSAB/ET;
	Yes/No
	If No, Why?

	(xii) dates of Appeal Board (AB)/Civil Service Appeal Board (CSAB)/Employment Tribunal (ET) hearings;
	Yes/No
	If No, Why?

	(xiii) outcome of appeals;
	Yes/No
	If No, Why?

	(xiv) period of notice;
	Yes/No
	If No, Why?

	(xv) last day of service;
	Yes/No
	If No, Why?

	(xvi) consideration of compensation of award, appeal of compensation award and outcome of appeal;
	Yes/No
	If No, Why?

	(xvii) compensation awarded; and
	Yes/No
	If No, Why?

	(xviii) cost to Department associated with appeal;
	Yes/No
	If No, Why?

	(b) inform the Line Manager when further absence is input for an individual, currently on a warning for poor attendance, to prompt consideration of further action;
	Yes/No
	If No, Why?

	(c) record dates of trial periods and allow Internal HR to remove OSP entitlement during trial period following final written warning.  Notification of removal of OSP entitlement should be interfaced from NIO's payroll and pensions providers for NIO and HCS Employees;
	Yes/No
	If No, Why?

	(d) calculate trial period end date once start date and duration have been entered;
	Yes/No
	If No, Why?

	(e) record the following details where self-certification facility is withdrawn:
	Yes/No
	If No, Why?

	(i) date withdrawn; and
	Yes/No
	If No, Why?

	(ii) date to be reviewed; and
	Yes/No
	If No, Why?

	(f) provide Participants with information to support monitoring of absences and production of management information, including:
	Yes/No
	If No, Why?

	(i) monitoring absenteeism and producing an annual report; and
	Yes/No
	If No, Why?

	(ii) providing Participants with detailed analyses of their absenteeism.
	Yes/No
	If No, Why?


	53.6 Resourcing (Other) – Exit Management
	Yes/No
	If No, Why?

	53.6.1 Resourcing (Other) – Exit Management: Leavers
	Yes/No
	If No, Why?

	(a) record details (and exchange data via interface with the NIO’s Payroll and pensions providers for HCS Employees) of a member of staff leaving the service (a ‘leaver’), whether permanent or temporary, including:
	Yes/No
	If No, Why?

	(i) date of exit;
	Yes/No
	If No, Why?

	(ii) reason for exit;
	Yes/No
	If No, Why?

	(iii) date Pensions Branch (or other providers for NIO HCS Employees) notified;
	Yes/No
	If No, Why?

	(iv) date of exit interview; and
	Yes/No
	If No, Why?

	(v) name of officer who conducted the exit interview;
	Yes/No
	If No, Why?

	(b) record details from exit interviews;
	Yes/No
	If No, Why?

	(c) produce a report for a defined period containing details of leavers, categorised by reason, including:
	Yes/No
	If No, Why?

	(i) resignation;
	Yes/No
	If No, Why?

	(ii) retirement; and
	
	

	(iii) dismissal; 
	Yes/No
	If No, Why?

	(d) when Termination Date is entered, inform Participants of overdrawn annual leave/flexi leave as necessary;
	Yes/No
	If No, Why?

	(e) complete necessary follow-up actions across all HR functions in the system when a person leaves, including:
	Yes/No
	If No, Why?

	(i) the removal from current promotion, trawl or transfer lists; and
	Yes/No
	If No, Why?

	(ii) Payroll actions (as described in Part 6 of this Schedule 2, Pay and Reward Services).  Payroll action triggered should be interfaced to NIO's payroll and pensions providers for NIO HCS Employees;
	Yes/No
	If No, Why?

	(f) identify Employees approaching end of fixed term contracts and support the administration and review procedure until the officer’s contract ends;
	Yes/No
	If No, Why?

	(g) identify Employees approaching end of temporary employment and support the administration of their departure; and
	Yes/No
	If No, Why?

	(h) retain files for any former Employees who are considered unsuitable for future re-employment until their 65th birthday:  in those cases where ‘unsuitability’ relates to a violent or sexual offence or a major crime, the former Employee’s file should be retained until age 75.
	Yes/No
	If No, Why?

	53.6.2 Resourcing (Other) – Exit Management: Retirement
	Yes/No
	If No, Why?

	(a) identify Employees approaching retirement age and support the administration and review procedure until the officer retires;
	Yes/No
	If No, Why?

	(b) retain files for those leaving through age retirement, for seven (7) years after retirement, or until one year after their 65th birthday whichever is the later;
	Yes/No
	If No, Why?

	(c) retain files on Employees who leave other than by age retirement, for seven (7) years after they leave the service;
	Yes/No
	If No, Why?

	(d) for cases of medical retirement, hold, as a minimum, the following information:
	Yes/No
	If No, Why?

	(i) date of recommendation for medical retirement;
	Yes/No
	If No, Why?

	(ii) date CSP (or other providers for NIO HCS Employees) informed;
	Yes/No
	If No, Why?

	(iii) date of issue of medical retirement letter;
	Yes/No
	If No, Why?

	(iv) period of notice;
	Yes/No
	If No, Why?

	(v) proposed last day of service; 
	Yes/No
	If No, Why?

	(vi) actual last day of service;
	Yes/No
	If No, Why?

	(vii) date of appeal against medical retirement; and
	Yes/No
	If No, Why?

	(viii) outcome of appeal against medical retirement;
	Yes/No
	If No, Why?

	(e) for early retirement cases, record data, including:
	Yes/No
	If No, Why?

	(i) date of application for early retirement; 
	Yes/No
	If No, Why?

	(ii) date application approved/rejected;
	Yes/No
	If No, Why?

	(iii) date CSP (or other providers for NIO HCS Employees) informed;
	Yes/No
	If No, Why?

	(iv) proposed last day of service;
	Yes/No
	If No, Why?

	(v) actual last day of service; and
	Yes/No
	If No, Why?

	(vi) cost to Department;
	Yes/No
	If No, Why?

	(f) record date that the estimate was requested and also date received from Civil Service Pensions (or other providers for NIO HCS Employees); and
	Yes/No
	If No, Why?

	(g) provide a list of outstanding estimate requests.
	Yes/No
	If No, Why?

	53.6.3 Resourcing (Other) – Exit Management: Dismissal cases
	Yes/No
	If No, Why?

	(a) For dismissal due to inefficiency/misconduct, the Contractor shall record data, including:
	Yes/No
	If No, Why?

	(i) date(s) of personnel/management meeting(s);
	Yes/No
	If No, Why?

	(ii) date of letter to officer re consideration of dismissal;
	Yes/No
	If No, Why?

	(iii) reason for consideration of dismissal;
	Yes/No
	If No, Why?

	(iv) date notified CSP (or other providers for NIO HCS Employees); and
	Yes/No
	If No, Why?

	(v) date of dismissal letter to officer.
	Yes/No
	If No, Why?

	(b) Where a dismissal case goes to appeal, the Contractor shall record data, including:
	Yes/No
	If No, Why?

	(i) Appeal Board (AB) appeal submission deadline;
	Yes/No
	If No, Why?

	(ii) date appeal submission received;
	Yes/No
	If No, Why?

	(iii) date of AB hearing;
	Yes/No
	If No, Why?

	(iv) outcome of AB;
	Yes/No
	If No, Why?

	(v) period of notice;
	Yes/No
	If No, Why?

	(vi) last day of service;
	Yes/No
	If No, Why?

	(vii) Civil Service Appeal Board (CSAB) appeal submission deadline;
	Yes/No
	If No, Why?

	(viii) date of CSAB hearing;
	Yes/No
	If No, Why?

	(ix) outcome of CSAB hearing;
	Yes/No
	If No, Why?

	(x) application for inefficiency compensation award;
	Yes/No
	If No, Why?

	(xi) inefficiency compensation awarded;
	Yes/No
	If No, Why?

	(xii) date of submission to Employment Tribunal;
	Yes/No
	If No, Why?

	(xiii) decision to go to arbitration (that is, yes/no);
	Yes/No
	If No, Why?

	(xiv) date of tribunal hearing/arbitration;
	Yes/No
	If No, Why?

	(xv) outcome of tribunal/arbitration;
	Yes/No
	If No, Why?

	(xvi) compensation awarded by tribunal/arbitration service; and
	Yes/No
	If No, Why?

	(xvii) cost to Dept associated with appeal.
	Yes/No
	If No, Why?

	53.6.4 Resourcing (Other) – Exit Management: Redundancy/Severance cases
	Yes/No
	If No, Why?

	Record data including:
	Yes/No
	If No, Why?

	(a) type of redundancy (that is, voluntary/compulsory);
	Yes/No
	If No, Why?

	(b) date issued letter giving notice;
	Yes/No
	If No, Why?

	(c) last day of service; and
	Yes/No
	If No, Why?

	(d) cost(s) to Department.
	Yes/No
	If No, Why?

	53.6.5 Resourcing (Other) – Exit Management: Death in service
	Yes/No
	If No, Why?

	Record data including:
	Yes/No
	If No, Why?

	(a) date of death;
	Yes/No
	If No, Why?

	(b) date notification of death received;
	Yes/No
	If No, Why?

	(c) date letter of condolence sent;
	Yes/No
	If No, Why?

	(d) date notified CSP (or other providers for NIO HCS Employees); and
	Yes/No
	If No, Why?

	(e) date notified reporting officer.
	Yes/No
	If No, Why?


	53.7 Employee Relations
	Yes/No
	If No, Why?

	53.7.1 Employee relations – Health and Safety
	Yes/No
	If No, Why?

	The Contractor shall, in relation to Health and Safety, provide functionality that enables participants to carry out their own responsibilities, including:
	Yes/No
	If No, Why?

	(a) maintaining an up-to-date database of Employees with Health and Safety qualifications by:  name, grade, gender, age, office, location, Health and Safety qualification(s) and date(s) of attainment, start and end dates of Health and Safety role  – including risk assessor, Health and Safety Officer and trigger reminders when refresher training is due;
	Yes/No
	If No, Why?

	(b) maintaining an up-to-date database of all risk assessments completed, including:  name of assessor(s),  job title,  name of jobholder, grade, office/location, type/nature of assessment, reason for assessment – including review/request, date carried out, findings and any remedial action taken and date completed; 
	Yes/No
	If No, Why?

	(c) maintaining an up-to-date database on exposure to dangerous substances in terms of:  details of officer, details of incident, nature and type of dangerous substances, details of air tests and witnesses;
	Yes/No
	If No, Why?

	(d) maintaining an up-to-date database on accidents, injuries, diseases and dangerous occurrences, in accordance with RIDDOR;
	Yes/No
	If No, Why?

	(e) calculating the financial costs of incidents, in terms of salary paid during absence and claims paid (for NIO HCS Employees, this calculation will require data via an interface with the NIO’s Payroll provider);
	Yes/No
	If No, Why?

	(f) notifying the relevant Line Manager of health surveillance and medical examination appointments/reviews and of the name and location of the relevant Employee and date of appointment/review, two weeks prior to event;
	Yes/No
	If No, Why?

	(g) the recording of, at least, the following basic details on all Health and Safety cases:
	Yes/No
	If No, Why?

	(i) name;
	Yes/No
	If No, Why?

	(ii) Payroll number;
	Yes/No
	If No, Why?

	(iii) age;
	Yes/No
	If No, Why?

	(iv) gender;
	Yes/No
	If No, Why?

	(v) current employment details (grade, location, job title, length of time in post); 
	Yes/No
	If No, Why?

	(vi) previous employment details;
	Yes/No
	If No, Why?

	(vii) Health and Safety training details, including type and date; and
	Yes/No
	If No, Why?

	(viii) any current and previous accidents/diseases/incidents, sickness absence, medical conditions;
	Yes/No
	If No, Why?

	(h) alerting the relevant Line Manager and Health and Safety Officer of reportable injuries, diseases and dangerous occurrences (which must be reported to the Health and Safety Executive (Northern Ireland) (HSE (NI)) as soon as possible) by triggering a reminder two days following the date of the incident (unless the incident has already been reported to the HSE (NI)) and by triggering a reminder for completion of Forms NI 2508 and NI 2508A within 10 days of the incident; and
	Yes/No
	If No, Why?

	(i) providing specified personnel data to populate external accident recording/Safety Audit software through an interface, including Norton Waugh.
	Yes/No
	If No, Why?

	53.7.2 Employee relations – Equal opportunity and diversity monitoring
	Yes/No
	If No, Why?

	The Contractor shall, in relation to Equal Opportunities and Diversity, provide functionality that enables participants to carry out their own responsibilities including: 
	Yes/No
	If No, Why?

	(a) providing monitored data to enable Participants to carry out equality screening and equality impact assessments;
	Yes/No
	If No, Why?

	(b) ensuring the collection and transfer of all required monitoring information to NISRA to support analysis and reporting on a range of equality areas, covering NICS staff and HCS Employees of the NIO, including:
	Yes/No
	If No, Why?

	(i) Recruitment, promotion, training, compositional change, appraisal and performance pay on the basis of monitored data;
	Yes/No
	If No, Why?

	(ii) statutory Equality Commission monitoring return for the NICS;
	Yes/No
	If No, Why?

	(iii) reviewing the composition of the workforce and employment practices (Article 55 Review), at least every three years, providing indirect discrimination analyses;
	Yes/No
	If No, Why?

	(iv) establishing goals and timetables for change in sex and religious composition of the NICS; and
	Yes/No
	If No, Why?

	(v) analysing Government data sources to provide information on the characteristics of Catholics and Protestants in the labour market;
	Yes/No
	If No, Why?

	(c) checking resourcing advertisements are appropriately worded in terms of equal opportunity; 
	Yes/No
	If No, Why?

	(d) dissemination of policies and Procedures and raising awareness among Employees, including by awareness seminars and/or training;
	Yes/No
	If No, Why?

	(e) the ability to provide on screen and/or printed reports giving Equal Opportunity breakdown of staff, service-wide, by Department, grade, discipline, profession or other variable against all types of monitored data collected for equal opportunity/diversity monitoring purposes, including those characteristics which are and those which are not covered by legislation;
	Yes/No
	If No, Why?

	(f) straightforward removal of any of the categories listed under any of the monitored data headings or addition of new categories as necessary – including, an additional ethnic origin description could automatically be added to the list, if required;
	Yes/No
	If No, Why?

	(g) the surveying of staff for new monitored data (including adding new categories at paragraph 7.7.2(f)) or for details of changeable monitored data at use request on user-defined intervals;
	Yes/No
	If No, Why?

	(h) tracking and recording of changes made to any of the monitored characteristics in a history file (access to which will be restricted);
	Yes/No
	If No, Why?

	(i) staff to be able to update such monitored data as the Authority may from time to time specify (to include, for instance, gender re-assignment);
	Yes/No
	If No, Why?

	(j) facilitate the transfer to and access to required monitoring information to NISRA to support Statutory Fair Employment (“Article 55”) Reviews, and reporting on such issues as the Authority shall from time to time require, including:
	Yes/No
	If No, Why?

	(i) in respect of Equal Opportunities (and including the NIO’s HCS Employees as well as NICS staff):
	Yes/No
	If No, Why?

	(aa) Equal Opportunity Monitoring of:  Recruitment, promotion, training, compositional change, appraisal and performance pay on the basis of monitored data;
	Yes/No
	If No, Why?

	(ab) preparing the statutory FEC monitoring return for Participants; 
	Yes/No
	If No, Why?

	(ac) providing indirect discrimination analyses; and
	Yes/No
	If No, Why?

	(ad) establishing goals and timetables for change in the sex and religious composition of the Participants; and 
	Yes/No
	If No, Why?

	(ii) in respect of Fair Employment, analysing Government data sources and providing information on the characteristics of Catholics and Protestants in the labour market (including the Census and Labour Force Survey); and 
	Yes/No
	If No, Why?

	(iii) providing briefing on fair employment issues for Ministers and senior staff (including, the unemployment differential);
	Yes/No
	If No, Why?

	(k) facilitate the Corporate Centre and Departmental Equal Opportunities Monitoring, including:
	Yes/No
	If No, Why?

	(i) recording details of complaints brought by Employees based on any of the monitored data or bullying; 
	Yes/No
	If No, Why?

	(ii) maintaining a link between grade codes and  SOC for all posts; 
	Yes/No
	If No, Why?

	(iii) recording performance output capacity for Employment Support Scheme (ESS) workers as a percentage, restricting the range from 30% to 80%; and
	Yes/No
	If No, Why?

	(iv) a count of the total number of ESS staff in post at any given date/by grouping (see categories below) and by NICS/NIO, by Department and by grade:
	Yes/No
	If No, Why?

	(aa) NICS/NIO staff who have acquired a severe disability and are retained in employment via the ES Scheme; or
	Yes/No
	If No, Why?

	(ab) people placed with Departments under the ES Scheme who are not NICS staff.
	Yes/No
	If No, Why?

	53.7.3 Employee relations – Welfare cases
	Yes/No
	If No, Why?

	The Contractor shall, in relation to Welfare,  provide functionality that enables Participants to carry out their own responsibilities including:
	Yes/No
	If No, Why?

	(a) provide support and advice to Participant HR and Line Managers in respect of welfare issues impacting on the workplace, at individual Employee level, where appropriate;
	Yes/No
	If No, Why?

	(b) maintaining an up-to-date database of all welfare cases by:  grade, gender, age, location, nature of  case, start and end dates and absence record for corresponding period, referrals, resolution/decisions (proposed and actual) source of resolution/decision including OHS/BMI Employee Assistance Programme (EAP);
	Yes/No
	If No, Why?

	(c) identifying and investigating case trends within individual Departments and across the NICS/NIO;
	Yes/No
	If No, Why?

	(d) recording at least the following details:
	Yes/No
	If No, Why?

	(i) unique case identifier;
	Yes/No
	If No, Why?

	(ii) name and address (optional);
	Yes/No
	If No, Why?

	(iii) age;
	Yes/No
	If No, Why?

	(iv) gender;
	Yes/No
	If No, Why?

	(v) name of Welfare Officer assigned;
	Yes/No
	If No, Why?

	(vi) type of case (including addiction and mental health);
	Yes/No
	If No, Why?

	(vii) time spent;
	Yes/No
	If No, Why?

	(viii) work-related/not work-related; 
	Yes/No
	If No, Why?

	(ix) if work-related, how this was identified and by whom;
	Yes/No
	If No, Why?

	(x) date case opened;
	Yes/No
	If No, Why?

	(xi) contact requested by;
	Yes/No
	If No, Why?

	(xii) date(s) of welfare visit(s) to Employees;
	Yes/No
	If No, Why?

	(xiii) visit venue; 
	Yes/No
	If No, Why?

	(xiv) cancellations/non-attendance for planned visits;
	Yes/No
	If No, Why?

	(xv) key dates for individual cases – including response due by dates, appointment dates, return-to-work dates;
	Yes/No
	If No, Why?

	(xvi) details of referrals (including OHS/BMI, counselling, EAP);
	Yes/No
	If No, Why?

	(xvii) date case closed; and
	Yes/No
	If No, Why?

	(xviii) free-text notes page for recording welfare visitor’s notes and memos on case;
	Yes/No
	If No, Why?

	(e) a search register of welfare cases (live and closed) to quickly access basic details on a particular case;
	Yes/No
	If No, Why?

	(f) generating and storing welfare visit letters and recording the dates that these are sent to the Officer;
	Yes/No
	If No, Why?

	(g) support welfare monitoring cases which will offer facilities, including:
	Yes/No
	If No, Why?

	(i) alerting the appropriate welfare contact of absences that have continued for a specified duration and trigger any required action;
	Yes/No
	If No, Why?

	(ii) alerting the appropriate welfare contact where there is a change to an Employee’s rate of Sick Pay – including move on to half-pay/pension rate of pay.  Such alerts shall also be interfaced from NIO's payroll and pensions providers for NIO HCS Employees;
	Yes/No
	If No, Why?

	(iii) alerting the appropriate welfare contact where an initial welfare contact has already been made and the absence continues beyond a specified date and triggering any required action; and
	Yes/No
	If No, Why?

	(iv) alerting the appropriate welfare contact of specified types of absence including mental health, stress (including work related), terminal illnesses, bereavement.
	Yes/No
	If No, Why?

	53.7.4 Employee relations – Conduct and Discipline
	Yes/No
	If No, Why?

	The Contractor shall, in relation to Conduct and Discipline, provide functionality that enables Participants to carry out their own responsibilities, including:
	Yes/No
	If No, Why?

	(a) holding, at least, the following information in relation to Conduct and Discipline cases:
	Yes/No
	If No, Why?

	(i) the status of the disciplinary procedure (including informal, formal) and start and end date;
	Yes/No
	If No, Why?

	(ii) name of Line Manager/investigating officer/alleged offender/representative(s) – including Trade Union Side/colleague;
	Yes/No
	If No, Why?

	(iii) case details, including dates to external bodies including Police/Solicitors; 
	Yes/No
	If No, Why?

	(iv) alleged offender’s rights including right to remain silent/right to representation/to be accompanied;
	Yes/No
	If No, Why?

	(v) suspension details, including start/end dates and with/without pay, restricted duties or transfer to other work, whether or not pay is reinstated when the decision on disciplinary action is made;
	Yes/No
	If No, Why?

	(vi) date of issue of disciplinary charge;
	Yes/No
	If No, Why?

	(vii) name of Manager to whom the charge letter is issued and the names of officers to whom the charge letter has been copied;
	Yes/No
	If No, Why?

	(viii) date written response received and name of person from whom it was received;
	Yes/No
	If No, Why?

	(ix) details and outcome of inquiries and investigations – including progressing     to penalty stage/alleged offender(s) exonerated and case closed;
	Yes/No
	If No, Why?

	(x) notification of interview date;
	Yes/No
	If No, Why?

	(xi) interview date, time and venue;
	Yes/No
	If No, Why?

	(xii) adjudication date;
	Yes/No
	If No, Why?

	(xiii) date warning issued/penalty imposed;
	Yes/No
	If No, Why?

	(xiv) details of penalty, including dates;
	Yes/No
	If No, Why?

	(xv) link penalty to appropriate Participant HR users – including Fine to Payroll, demotion/dismissal to grade management/promotion boarding and Payroll (including linking via interface to the NIO’s Payroll provider for NIO HCS Employees);
	Yes/No
	If No, Why?

	(xvi) date appeal lodged;
	Yes/No
	If No, Why?

	(xvii) date of appeal;
	Yes/No
	If No, Why?

	(xviii) result of appeal;
	Yes/No
	If No, Why?

	(xix) date of external appeal (Employment Tribunal or Civil Service Appeal Board); 
	Yes/No
	If No, Why?

	(xx) result of appeal; and
	Yes/No
	If No, Why?

	(xxi) notes pages for further appeal details;
	Yes/No
	If No, Why?

	(b) identifying, extracting and collating data, information and documentation to support the defence of a tribunal or a Civil Service Appeal Board;
	Yes/No
	If No, Why?

	(c) alerting Users to any ‘live’ disciplinary case when accessing an Employee’s record for the purposes of filling a vacancy, alteration of duties promotion (including Temporary Promotion and deputising), career break, secondment and pay award; completion of references, confirmation of appointments, processing of Section 11 / NIO HCS pension scheme equivalent terms claims and inefficiency cases;
	Yes/No
	If No, Why?

	(d) reminding all Employees of those areas with the potential to result in disciplinary action – including no smoking policy, email/internet abuse, clearing the acceptance and recording of gifts and hospitality, and recording of political activity and offices held, as required and agreed by Participants;
	Yes/No
	If No, Why?

	(e) providing a cross-referencing facility to identify cases which have progressed from an Equal Opportunities complaint;
	Yes/No
	If No, Why?

	(f) storing and providing appropriate access to a history of each Employee’s disciplinary record, if any, by:
	Yes/No
	If No, Why?

	(i) name;
	Yes/No
	If No, Why?

	(ii) Payroll number;
	Yes/No
	If No, Why?

	(iii) grade;
	Yes/No
	If No, Why?

	(iv) age;
	Yes/No
	If No, Why?

	(v) gender;
	Yes/No
	If No, Why?

	(vi) location;
	Yes/No
	If No, Why?

	(vii) nature of case;
	Yes/No
	If No, Why?

	(viii) start and end dates of case, including end date of appeal process;
	Yes/No
	If No, Why?

	(ix) outcome, including suspensions and penalties; and
	Yes/No
	If No, Why?

	(x) source of outcome – including personnel/Line Manager; 
	Yes/No
	If No, Why?

	(g) advising Participant HR of the date when an Employee’s disciplinary penalty is due to expire two (2) weeks prior to the event;
	Yes/No
	If No, Why?

	(h) provision of reports and Query facilities (including searches), for any defined period, showing the numbers and types of Conduct and Discipline cases, together with their outcome by location Department/ Agency, grade and penalties; and
	Yes/No
	If No, Why?

	(i) after five (5) years, archiving disciplinary cases which progress to dismissal until the retirement age or death of the Employee concerned, whichever is earlier.
	Yes/No
	If No, Why?

	53.7.5 Employee Relations – Grievance:
	Yes/No
	If No, Why?

	The Contractor shall, in relation to Grievance, provide functionality that enables Participants to carry out their own responsibilities, including:
	Yes/No
	If No, Why?

	(a) holding at least the following information regarding Grievance cases:
	Yes/No
	If No, Why?

	(i) start and end dates of each stage of the Grievance procedure (that is, from phase 1 to Permanent Secretary);
	Yes/No
	If No, Why?

	(ii) name of Line Manager(s)/investigating officer(s)/complainant’s name, Payroll number, grade, gender, location /complainant’s representative(s)  involved at each stage;
	Yes/No
	If No, Why?

	(iii) type of Grievance, including monitored data and bullying;
	Yes/No
	If No, Why?

	(iv) details and outcomes of inquiries and investigations; 
	Yes/No
	If No, Why?

	(v) notification of meeting dates for each phase;
	Yes/No
	If No, Why?

	(vi) dates, times and venues of meetings concerning each phase;
	Yes/No
	If No, Why?

	(vii) result of each phase; 
	Yes/No
	If No, Why?

	(viii) final result; and
	Yes/No
	If No, Why?

	(ix) where appropriate, appeal to Chief Executive (SSA) or Permanent Secretary and outcome;
	Yes/No
	If No, Why?

	(b) identifying, extracting and collating data, information and documentation to support the defence of an appeal to the Permanent Secretary;
	Yes/No
	If No, Why?

	(c) flagging to Line Managers and Participant HR any key dates throughout a Grievance procedure – including response deadlines five (5) working days in advance of each key date; and
	Yes/No
	If No, Why?

	(d) a report, for any defined period, showing the number and types of Grievances together with their outcome by location, Department, Agency, grade and penalties.
	Yes/No
	If No, Why?


	53.8 Learning and Development
	Yes/No
	If No, Why?

	53.8.1 Learning and Development – Interfaces
	Yes/No
	If No, Why?

	Provide Learning and Development interfaces, including an interface with the Performance Management system and links to Resourcing processes, where required.
	Yes/No
	If No, Why?

	53.8.2 Learning and Development – Departmental training liaison
	Yes/No
	If No, Why?

	Enabling Departmental Training Liaison Officers, or other nominated individuals, to view and search:
	Yes/No
	If No, Why?

	(a) course bookings made, and to make course bookings, on receipt of authorised applications;
	Yes/No
	If No, Why?

	(b) the Personal Development Plans (PDPs) of Employees within their business area;
	Yes/No
	If No, Why?

	(c) the relevant evaluation forms following an event; and
	Yes/No
	If No, Why?

	(d) further information, including tracking an application and monitoring its progress.
	Yes/No
	If No, Why?

	53.8.3 Learning and Development – Departmental Learning and Development administration
	Yes/No
	If No, Why?

	Enabling Departmental Learning and Development administration teams to:
	
	

	(a) update progress of training nominations under their control, and allow progress of other nominations to be updated manually, including data for:
	Yes/No
	If No, Why?

	(i) awaiting allocation;
	Yes/No
	If No, Why?

	(ii) invited;
	Yes/No
	If No, Why?

	(iii) regretted invite (where an individual declines an invitation for an event or does not attend, the Line Manager should be automatically notified) and notification of non-attendance after a specified number of occasions;
	Yes/No
	If No, Why?

	(iv) completed course (including where there is no nomination information on the system);
	Yes/No
	If No, Why?

	(v) update Employee’s training record;
	Yes/No
	If No, Why?

	(vi) evaluation sent;
	Yes/No
	If No, Why?

	(vii) evaluation completed; and
	Yes/No
	If No, Why?

	(viii) priority rating;
	Yes/No
	If No, Why?

	(b) maintain and update comprehensive individual Participant database of training, seminars, conferences and master classes available, covering:
	Yes/No
	If No, Why?

	(i) in house;
	Yes/No
	If No, Why?

	(ii) online (e-learning);
	Yes/No
	If No, Why?

	(iii) other Departments and BDS;
	Yes/No
	If No, Why?

	(iv) customised;
	Yes/No
	If No, Why?

	(v) one-to-one;
	Yes/No
	If No, Why?

	(vi) organisational development; and
	Yes/No
	If No, Why?

	(vii) external providers;
	Yes/No
	If No, Why?

	(c) input, display and amend data, including:
	Yes/No
	If No, Why?

	(i) course identifier;
	Yes/No
	If No, Why?

	(ii) course title;
	Yes/No
	If No, Why?

	(iii) course duration;
	Yes/No
	If No, Why?

	(iv) minimum number of delegates;
	Yes/No
	If No, Why?

	(v) maximum number of delegates;
	Yes/No
	If No, Why?

	(vi) list of valid course providers;
	Yes/No
	If No, Why?

	(vii) list of valid course trainers;
	Yes/No
	If No, Why?

	(viii) course start and end dates;
	Yes/No
	If No, Why?

	(ix) course start and end times;
	Yes/No
	If No, Why?

	(x) course location;
	Yes/No
	If No, Why?

	(xi) room set-up requirements;
	Yes/No
	If No, Why?

	(xii) equipment required;
	Yes/No
	If No, Why?

	(xiii) materials required;
	Yes/No
	If No, Why?

	(xiv) delivery methodology (including role play and presentation);
	Yes/No
	If No, Why?

	(xv) refreshments required;
	Yes/No
	If No, Why?

	(xvi) pre-course requirements; and
	Yes/No
	If No, Why?

	(xvii) cost or notional cost (separately);
	Yes/No
	If No, Why?

	(d) generate nominations for all training;
	Yes/No
	If No, Why?

	(e) maintain an historical record of all completed nominations that will include associated changes and deletions and Line Manager authorisation;
	Yes/No
	If No, Why?

	(f) assign trainees to training courses;
	Yes/No
	If No, Why?

	(g) update an Employee’s training record (including when they have attended a course, conference, seminar, master class);
	Yes/No
	If No, Why?

	(h) view a central database of planned events across all Departments;
	Yes/No
	If No, Why?

	(i) input, amend and delete course provider details, including:
	Yes/No
	If No, Why?

	(i) Course title;
	Yes/No
	If No, Why?

	(ii) Course provider;
	Yes/No
	If No, Why?

	(iii) Course provider address;
	Yes/No
	If No, Why?

	(iv) Course provider contact number; and
	Yes/No
	If No, Why?

	(v) Course provider tutor names(s);
	Yes/No
	If No, Why?

	(j) record the estimated and actual costs of a training event;
	Yes/No
	If No, Why?

	(k) record and amend notional and actual charges for a course;
	Yes/No
	If No, Why?

	(l) record data including: payments received; date of payment; and outstanding payments;
	Yes/No
	If No, Why?

	(m) record, amend and delete costs against each course;
	Yes/No
	If No, Why?

	(n) automatically calculate the opportunity cost for each delegate based on their Payroll details (to be provided via an interface with the NIO’s Payroll provider for HCS Employees) combined with the course duration on the course event record;
	Yes/No
	If No, Why?

	(o) record amounts paid on each further education/external training payment occasion, and total payments to date;
	Yes/No
	If No, Why?

	(p) record and monitor allocation of equipment and materials for courses;
	Yes/No
	If No, Why?

	(q) provide a search facility on course records, including:
	Yes/No
	If No, Why?

	(i) Course identifier number;
	Yes/No
	If No, Why?

	(ii) Course title;
	Yes/No
	If No, Why?

	(iii) Course duration;
	Yes/No
	If No, Why?

	(iv) Course content;
	Yes/No
	If No, Why?

	(v) Course tutor name;
	Yes/No
	If No, Why?

	(vi) Course start date;
	Yes/No
	If No, Why?

	(vii) Course location;
	Yes/No
	If No, Why?

	(viii) grade;
	Yes/No
	If No, Why?

	(ix) Cost; and
	Yes/No
	If No, Why?

	(x) gender of trainee;
	Yes/No
	If No, Why?

	(r) record a provider’s cancellation of a course;
	Yes/No
	If No, Why?

	(s) include a professional standard letters/templates facility with mail-merge function and option for amending standard or creating ad hoc letters/templates which reflect the NICS corporate identity and each Participant’s house style where appropriate, including:
	Yes/No
	If No, Why?

	(i) acknowledgement of course nomination forms;
	Yes/No
	If No, Why?

	(ii) letters of invitation and joining instructions;
	Yes/No
	If No, Why?

	(iii) Course attendance list;
	Yes/No
	If No, Why?

	(iv) domestic arrangements (including evacuation instructions, first aid and smoking arrangements) evaluation form: (delegate’s assessment of a course); and
	Yes/No
	If No, Why?

	(v) assistance to study letters;
	Yes/No
	If No, Why?

	(t) record information for an Employee who has been granted assistance for further education or external training, including:
	Yes/No
	If No, Why?

	(i) qualification sought;
	Yes/No
	If No, Why?

	(ii) name of course provider;
	Yes/No
	If No, Why?

	(iii) further education or external training;
	Yes/No
	If No, Why?

	(iv) type of course – including, Degree, post graduate, Masters, IT Practical, Professional, NVQ, PhD MBA, other;
	Yes/No
	If No, Why?

	(v) delivery of course (including:  evening class, full-time, Open University, correspondence, distance learning);
	Yes/No
	If No, Why?

	(vi) duration of course;
	Yes/No
	If No, Why?

	(vii) start date of course;
	Yes/No
	If No, Why?

	(viii) end date of course;
	Yes/No
	If No, Why?

	(ix) approximate total cost of course (including examination fees and books) broken down);
	Yes/No
	If No, Why?

	(x) criteria under which the person is entitled to assistance;
	Yes/No
	If No, Why?

	(xi) Line Manager authorisation;
	Yes/No
	If No, Why?

	(xii) date annual claim application received;
	Yes/No
	If No, Why?

	(xiii) date claim application approved;
	Yes/No
	If No, Why?

	(xiv) start date of study leave granted;
	Yes/No
	If No, Why?

	(xv) end date of study leave granted;
	Yes/No
	If No, Why?

	(xvi) dates of examination leave granted;
	Yes/No
	If No, Why?

	(xvii) date Employee withdrew from course and reason any clawback of funds;
	Yes/No
	If No, Why?

	(xviii) date(s) examinations passed/qualification gained; and
	Yes/No
	If No, Why?

	(xix) failure of exams and any clawback of funds;
	Yes/No
	If No, Why?

	(u) record information, including for Employees who are undertaking an NVQ:
	Yes/No
	If No, Why?

	(i) NVQ title;
	Yes/No
	If No, Why?

	(ii) level of NVQ;
	Yes/No
	If No, Why?

	(iii) awarding body;
	Yes/No
	If No, Why?

	(iv) number of units to be taken;
	Yes/No
	If No, Why?

	(v) start date;
	Yes/No
	If No, Why?

	(vi) completion date;
	Yes/No
	If No, Why?

	(vii) number of mandatory units completed;
	Yes/No
	If No, Why?

	(viii) number of optional units completed;
	Yes/No
	If No, Why?

	(ix) NVQ development time to date;
	Yes/No
	If No, Why?

	(x) name of assessor;
	Yes/No
	If No, Why?

	(xi) name of internal and external verifier; and
	Yes/No
	If No, Why?

	(xii) cost of programme – estimates and actuals;
	Yes/No
	If No, Why?

	(v) record information about Employees who are undertaking a modular course, including:
	Yes/No
	If No, Why?

	(i) programme title (including, including:  Introductory Certificate, Full Certificate, Introductory Diploma, Full Diploma);
	Yes/No
	If No, Why?

	(ii) name awarding body;
	Yes/No
	If No, Why?

	(iii) name of external verifier;
	Yes/No
	If No, Why?

	(iv) exemptions;
	Yes/No
	If No, Why?

	(v) start date;
	Yes/No
	If No, Why?

	(vi) completion date for course;
	Yes/No
	If No, Why?

	(vii) completion dates for individual modules;
	Yes/No
	If No, Why?

	(viii) development time to date;
	Yes/No
	If No, Why?

	(ix) tutorial support to date, including time spent by tutor;
	Yes/No
	If No, Why?

	(x) assignments/tests completed including dates and marks; and
	Yes/No
	If No, Why?

	(xi) cost of programme – estimates and actuals;
	Yes/No
	If No, Why?

	(w) link training modules, as appropriate;
	Yes/No
	If No, Why?

	(x) hold details of qualifications gained by an Employee, including:
	Yes/No
	If No, Why?

	(i) qualification identifier;
	Yes/No
	If No, Why?

	(ii) qualification name;
	Yes/No
	If No, Why?

	(iii) qualification date; and 
	Yes/No
	If No, Why?

	(iv) achievement of qualification verified;
	Yes/No
	If No, Why?

	(y) provide a mechanism for management of resources, including:
	Yes/No
	If No, Why?

	(i) training staff (including by allocating trainers to specific courses);
	Yes/No
	If No, Why?

	(ii) venue, including internal training accommodation (including by allocating certain courses to a specific venue);
	Yes/No
	If No, Why?

	(iii) equipment (including by booking a laptop or lightpro for use on a certain course); and
	Yes/No
	If No, Why?

	(iv) resource centre (including by tracking books on loan);
	Yes/No
	If No, Why?

	(z) provide a facility to generate reports, including standard reports (as agreed with Participants) and ad hoc reports.
	Yes/No
	If No, Why?

	53.8.4 Leadership Programmes
	Yes/No
	If No, Why?

	Support the administration of development programmes, including the Leaders for Tomorrow and Leadership in a Changing World programmes run by Participants, including by:
	Yes/No
	If No, Why?

	(a) monitoring career moves of past Participants;
	Yes/No
	If No, Why?

	(b) profiling of Participants over different years; and
	Yes/No
	If No, Why?

	(c) recording self-nominations.
	Yes/No
	If No, Why?


	53.9 Performance Management
	Yes/No
	If No, Why?

	The Contractor shall provide the systems functionality required to support the main activities associated with the Performance Management processes (including those operated by NIO), including:
	Yes/No
	If No, Why?

	(a) provide automatic interface to and from the Payroll system (including an interface to the NIO’s Payroll provider for HCS Employees) to inform performance pay decisions;
	Yes/No
	If No, Why?

	(b) interface to and from the Learning and Development system to record information;
	Yes/No
	If No, Why?

	(c) provide regular ad hoc reports as required in relation to the Performance Management processes (including analysis of box markings / performance assessments awarded);
	Yes/No
	If No, Why?

	(d) store electronic templates of Performance Management documentation, including:
	Yes/No
	If No, Why?

	(i) Personal Performance Agreement;
	Yes/No
	If No, Why?

	(ii) Personal Development Plan;
	Yes/No
	If No, Why?

	(iii) in-year Employee Performance Review forms;
	Yes/No
	If No, Why?

	(iv) Performance Appraisal Interview forms / Employee Performance Review Forms;
	Yes/No
	If No, Why?

	(v) Probationary reports and Board update reports;
	Yes/No
	If No, Why?

	(vi) end of year Employee Performance Review / Assessment; and
	Yes/No
	If No, Why?

	(vii) Employee Performance Review Report / Employee Performance Review Report Form;
	Yes/No
	If No, Why?

	(e) create online forms which can be stored against an individual Employee Personnel Record, emailed to managers/personnel, updated as necessary.
	Yes/No
	If No, Why?


54 Specific Functional Requirements – Learning and Development

	54.1 Service Provision Layer 1 – Line Managers and Employee Self-Service
	
	

	54.1.1 Line Managers:
	
	

	(a) authorise/reject Training Applications en route to the Training Administrator and/or Departmental Training Liaison Officer from Employees;
	Yes/No
	If No, Why?

	(b) approve Training Applications by reference to Employees’ Personal Development Plans (PDPs, which should be automatically linked to the Training Application);
	Yes/No
	If No, Why?

	(c) view the training records of their staff;
	Yes/No
	If No, Why?

	(d) view the qualifications of their staff;
	Yes/No
	If No, Why?

	(e) authorise applications for assistance to study en route to Training administrators and/or Departmental Training Liaison Officers; and
	Yes/No
	If No, Why?

	(f) authorise study leave and funding as per interpretation of terms of assistance to study policy.
	Yes/No
	If No, Why?

	54.1.2 Employees:
	
	

	(a) access the Corporate and Departmental Learning and Development Course Catalogues for a suitable event;
	Yes/No
	If No, Why?

	(b) complete applications for Learning and Development activities;
	Yes/No
	If No, Why?

	(c) view their training records;
	Yes/No
	If No, Why?

	(d) view a record of their qualifications; and
	Yes/No
	If No, Why?

	(e) complete an initial application for FE/ET and subsequent Applications for Refunds and study leave.
	Yes/No
	If No, Why?


55 Specific Functional Requirements – Performance Management

	55.1 Service Provision Layer 1 – Line Managers and Employee Self-Service
	
	

	55.1.1 Line Managers:
	
	

	(a) work through the Performance Management annual cycle, completing and returning all documentation, as prompted by the HR system;
	Yes/No
	If No, Why?

	(b) complete and return the necessary Performance Reports outside of the normal annual cycle (including probationers and closing reports for staff moves);
	Yes/No
	If No, Why?

	(c) access guidance notes on Performance Management procedures including inefficiency procedures and NICS Core Competency Frameworks;
	Yes/No
	If No, Why?

	(d) ensure that Performance Objectives are intrinsically linked to the business area’s strategic plans;
	Yes/No
	If No, Why?

	(e) set dates for in-year, end-year and Performance Appraisal interviews with their staff;
	Yes/No
	If No, Why?

	(f) view and amend the record of the dates of jobholder and reporting officer action;
	Yes/No
	If No, Why?

	(g) initiating and recording action taken under Inefficiency where applicable;
	Yes/No
	If No, Why?

	(h) recommending confirmation/deferral of appointment of probationers; and
	Yes/No
	If No, Why?

	(i) taking and recording action on appeals where appropriate.
	Yes/No
	If No, Why?

	55.1.2 Employees:
	
	

	(a) complete Performance Management documentation;
	Yes/No
	If No, Why?

	(b) view and update their Performance Management documentation as appropriate;
	Yes/No
	If No, Why?

	(c) request an in-year, end-year and performance appraisal interview;
	Yes/No
	If No, Why?

	(d) view record of dates of jobholder and reporting officer action; and
	Yes/No
	If No, Why?

	(e) view details of inefficiency action taken against them.
	Yes/No
	If No, Why?

	55.1.3 Employees will not have the facility to change completed Performance Management documentation.
	Yes/No
	If No, Why?


56 Specific Functional Requirements – Employee Relations

	56.1 Service Provision Layer 1 – Line Managers and Employee Self-Service
	
	

	56.1.1 Line Managers and Employees:
	
	

	(a) access information, policies and procedures relevant to Employee Relations;
	Yes/No
	If No, Why?

	(b) record dates and actions associated with processes; 
	Yes/No
	If No, Why?

	(c) request mandatory training associated with Employee Relations areas; 
	Yes/No
	If No, Why?

	(d) ensure that mandatory training is completed as and when required; and
	Yes/No
	If No, Why?

	(e) to participate in staff surveys associated with Employee Relations.
	Yes/No
	If No, Why?


57 Specific Functional Requirements – Resourcing

	57.1 Service Provision Layer 1 – Line Managers and Employee Self-Service
	
	

	57.1.1 Line Managers:
	
	

	(a) access the Job Specification and/or personnel Specification for all Posts in his or her command;
	Yes/No
	If No, Why?

	(b) access and complete a justification pro-forma when creating a Post; 
	Yes/No
	If No, Why?

	(c) access template Job Specification and/or Personnel Specification and/or eligibility criteria to complete when seeking to fill an approved Vacancy;
	Yes/No
	If No, Why?

	(d) register an approved Vacancy;
	Yes/No
	If No, Why?

	(e) view progress of a Competition which their demand has initiated;
	Yes/No
	If No, Why?

	(f) complete and return Line Manager’s Assessments online;
	Yes/No
	If No, Why?

	(g) update and approve or decline transfer requests of their staff as necessary;
	Yes/No
	If No, Why?

	(h) record comments on an individual’s transfer request;
	Yes/No
	If No, Why?

	(i) deputise or temporarily promote a member of their existing staff to fill a Vacancy;
	Yes/No
	If No, Why?

	(j) confirm a new appointee’s attendance on their first day;
	Yes/No
	If No, Why?

	(k) complete and return a Closing Report online for an Employee who is being promoted/moved;
	Yes/No
	If No, Why?

	(l) input Employees’ resignation dates;
	Yes/No
	If No, Why?

	(m) enter last day at work and last day of employment for staff; 
	Yes/No
	If No, Why?

	(n) record date of exit interview and notes taken;
	Yes/No
	If No, Why?

	(o) check outstanding or overdrawn leave;
	Yes/No
	If No, Why?

	(p) authorise and co-ordinate leave plans for staff;
	Yes/No
	If No, Why?

	(q) record sickness absence of staff;
	Yes/No
	If No, Why?

	(r) input details from medical certificates received;
	Yes/No
	If No, Why?

	(s) consider and take appropriate action on receipt of automated triggers from the Information System;
	Yes/No
	If No, Why?

	(t) view flexi-leave or timesheet information for their staff;
	Yes/No
	If No, Why?

	(u) view staff absence histories; and
	Yes/No
	If No, Why?

	(v) generate management information on absences.
	Yes/No
	If No, Why?

	57.1.2 Employees:
	
	

	(a) view, edit and update personal details;
	Yes/No
	If No, Why?

	(b) view current Job/Secondment opportunities;
	Yes/No
	If No, Why?

	(c) register interest in Secondment opportunities to be informed when a new one is advertised;
	Yes/No
	If No, Why?

	(d) submit a transfer application either for location or career development reasons;
	Yes/No
	If No, Why?

	(e) edit/update/cancel transfer requests as necessary;
	Yes/No
	If No, Why?

	(f) complete and return Applications/self-nominations online;
	Yes/No
	If No, Why?

	(g) view their progress in a Competition at key dates for various stages;
	Yes/No
	If No, Why?

	(h) check their position in the Merit Order List when successful in a Competition;
	Yes/No
	If No, Why?

	(i) complete selection tests online;
	Yes/No
	If No, Why?

	(j) request leave;
	Yes/No
	If No, Why?

	(k) record maternity/paternity related information;
	Yes/No
	If No, Why?

	(l) record flexi-leave and timesheet information;
	Yes/No
	If No, Why?

	(m) check annual leave balance;
	Yes/No
	If No, Why?

	(n) view personal absence and leave records;
	Yes/No
	If No, Why?

	(o) initiate Section 11 / NIO HCS pension scheme equivalent terms and DDA requests;
	Yes/No
	If No, Why?

	(p) view Pay History (in the case of NIO, via interfaces from NIO's payroll and pensions providers for NIO HCS Employees) and service history; and
	Yes/No
	If No, Why?

	(q) complete online exit interview questionnaire.
	Yes/No
	If No, Why?


58 Specific Functional Requirements – Pay and Reward

	58.1 Service Provision Layer 1 – Line Managers and Employee Self-Service
	
	

	58.1.1 Line Managers:
	
	

	(a) confirming a new Employee’s start/Transfer Date, cost centre and status;
	Yes/No
	If No, Why?

	(b) validation and authorisation of data, claims and applications entered by Employees (including absence and leave details, overtime and substitution);
	Yes/No
	If No, Why?

	(c) verification of resignation date and any balances outstanding due to/from Employees;
	Yes/No
	If No, Why?

	(d) accessing and monitoring pay data relating to their staff for budgetary and management purposes; and
	Yes/No
	If No, Why?

	(e) other transactions regarding relevant Employees' pay and status.
	Yes/No
	If No, Why?

	58.1.2 Employees will be able to use the Self-Service (in the case of NIO, via interfaces from NIO's payroll and pensions providers for NIO HCS Employees) facilities to initiate authorised pay related transactions and receive pay and related information through Self-Service and/or via the Shared Service Centre.
	Yes/No
	If No, Why?


ANNEX 3

AUTHORITY TRANSITIONAL REQUIREMENTS

The detailed requirements set out in this Annex 3 correspond to the Requirements set out in Part 3 of this Schedule 2.

59 Transition and Implementation Plan

	The Transition and Implementation Plan shall specify a clear approach to the introduction of the Services, including:
	Yes/No
	If No, Why?

	(a) the establishment of the Shared Service Centre and the migration from the current model to the FSDM by line of service, user community and function;
	Yes/No
	If No, Why?

	(b) the impact and implications on current HR IT systems (the Fujitsu Payroll Bureau service and the HRMS systems) and timetables for replacing these systems with new applications and services; and
	Yes/No
	If No, Why?

	(c) the point (or points) when a coherent package (or packages) of implementation activity will be completed and including agreed approaches/methodologies for acceptance, stabilisation and benefits realisation.
	Yes/No
	If No, Why?


60 Change Management

The results which the Authority expects that the use of this approach/methodology shall secure are described in generic terms below by reference to four key elements of Change Management.

60.1 Visualise and plan change

	The Contractor shall:
	
	

	(a) provide an analysis of the grades at which the empowered Line Manager role is likely to be resisted and the approach proposed to overcome this resistance (also taking account of resistance which may be anticipated from groups of Users);
	Yes/No
	If No, Why?

	(b) provide an analysis of the target uptake of Line Manager and Employee Self-Service per Participant;
	Yes/No
	If No, Why?

	(c) specify how the Contractor shall target and influence individual and groups of Employees and third parties to gain engagement and commitment;
	Yes/No
	If No, Why?

	(d) specify the tools and techniques that the Contractor shall use to support the implementation and integration of change;
	Yes/No
	If No, Why?

	(e) provide details of how the Contractor shall identify and deal with resistance to the change process by spending time where necessary with specific groups or Participants where resistance has been encountered, to secure support;
	Yes/No
	If No, Why?

	(f) conduct an audit to assess the openness to change within the culture that prevails within each Participant, and establish a baseline which can be segmented to identify specific Participant measures.  The Contractor shall conduct further audits, at intervals specified as part of the annual business planning process, to measure the degree of movement in readiness and the Contractor shall identify the actions necessary to progress any shifts required in prevailing culture; and
	Yes/No
	If No, Why?

	(g) identify gaps in relation to the readiness for change of each Participant and how the Contractor shall address such gaps.
	Yes/No
	If No, Why?


60.2 Gain commitment

	60.2.1 The Contractor, working in conjunction with the Authority and the Participants, shall:
	
	

	(a) identify individual and groups of Employees and third parties and ensure that each has a clear understanding of:
	Yes/No
	If No, Why?

	(i) why a change is being implemented;
	Yes/No
	If No, Why?

	(ii) the benefits accruing from that change; and
	Yes/No
	If No, Why?

	(iii) the vision for the FSDM;
	Yes/No
	If No, Why?

	(b) provide, in consultation with the Participants, Employees and third parties the strategic and business objectives and measures of Transition which will be included in Participants' business plans;
	Yes/No
	If No, Why?

	(c) propose objectives and measures for inclusion as appropriate in Employee personal performance agreements to reflect the leadership required to gain commitment to the required changes;
	Yes/No
	If No, Why?

	(d) identify specific leadership values and behaviours necessary to deliver transformation of HR services and new ways of working and specify how these will be embedded into each of the Participant organisations and measured; and
	Yes/No
	If No, Why?

	(e) specify the approach and processes to be adopted to ensure that the Senior Civil Service and Employees in specialist disciplines embrace the new way of working.
	Yes/No
	If No, Why?


60.3 Enable and align organisation

	60.3.1 The Contractor shall:
	
	

	(a) specify a strategic approach to the implementation of the new processes and the impact of the FSDM on Line Managers and other Employees; and
	Yes/No
	If No, Why?

	(b) develop a plan for providing the specific communication and training activities to be adopted to underpin the delivery of Self-Service to Line Managers and other Employees.
	Yes/No
	If No, Why?


60.4 Building capacity and capability

	60.4.1 The Contractor shall:
	
	

	(a) determine the overall approach and processes to build the capacity and capability required to assure the successful delivery of change;
	Yes/No
	If No, Why?

	(b) specify the change in structure in Participants' organisations and in the Corporate Centre to deliver the changes necessary to implement the FSDM;
	Yes/No
	If No, Why?

	(c) produce a personal development plan for those responsible for implementing change in Participants and the Corporate Centre;
	Yes/No
	If No, Why?

	(d) specify how change management skills will be transferred from the Contractor to the Participants.
	Yes/No
	If No, Why?


ANNEX 4

AUTHORITY GENERAL OPERATIONAL SERVICE REQUIREMENTS


The detailed requirements set out in this Annex 4 correspond to the Requirements set out in Part 4 of this Schedule 2.

61 Pay and Reward
	61.1 Manager Self-Service Facilities – Pay and Reward
	
	

	61.1.1 The Manager Self-Service Facilities provided by the Contractor shall enable a Manager to provide information (in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees), including:
	Yes/No
	If No, Why?

	(a) confirmation of a new Employee’s start date;
	Yes/No
	If No, Why?

	(b) an Employee’s Transfer Date, Cost Centre and status;
	Yes/No
	If No, Why?

	(c) approval of details of work done outside Conditioned Hours and associated elements;
	Yes/No
	If No, Why?

	(d) validation/authorisation/approval, where permissible/applicable, of data/claims/applications entered by Employee (in advance when appropriate);
	Yes/No
	If No, Why?

	(e) validation of work patterns and subsequent changes (including phased returns);
	Yes/No
	If No, Why?

	(f) submission/validation of pay related absence and leave details;
	Yes/No
	If No, Why?

	(g) amendments to Pay and Reward data already submitted by the Manager;
	Yes/No
	If No, Why?

	(h) approval of payment of allowances/overtime and other Pay Elements;
	Yes/No
	If No, Why?

	(i) confirmation that all relevant documentation is held;
	Yes/No
	If No, Why?

	(j) discrepancies/overpayments notifications;
	Yes/No
	If No, Why?

	(k) verify resignation date and balances outstanding/due; and
	Yes/No
	If No, Why?

	(l) entering data for any of the Employees for whom a Manager is responsible when necessary.
	Yes/No
	If No, Why?

	61.1.2 Industrial Employees
	
	

	In respect of weekly paid Industrial Employees, the Manager Self-Service facilities shall enable a manager to validate or enter/validate Conditioned/overtime hours, holiday advances and costing details.
	Yes/No
	If No, Why?

	61.1.3 Prompts and guidance
	
	

	Manager Self-Service facilities shall enable a Manager automatically to receive information (in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees), prompts and guidance, in accordance with agreed Service Levels, including:
	Yes/No
	If No, Why?

	(a) notification of and information on a new start, transfer and grade change/cessation;
	Yes/No
	If No, Why?

	(b) access to up-to-date guidelines, procedures, rules and contacts;
	Yes/No
	If No, Why?

	(c) general pay related circulars and timetables;
	Yes/No
	If No, Why?

	(d) validations/prompts on data entered and guidance on resubmission;
	Yes/No
	If No, Why?

	(e) access to permissible Pay History, Employee Master File, entitlements and balances;
	Yes/No
	If No, Why?

	(f) receive validations/system prompts as necessary;
	Yes/No
	If No, Why?

	(g) requests to supply further information and guidance on resubmission; and
	Yes/No
	If No, Why?

	(h) receive prompts to ensure all relevant documentation is held/issued.
	Yes/No
	If No, Why?

	61.1.4 Data, information and procedures
	
	

	The Manager Self-Service facilities shall enable a Manager to request and receive a range of data, information (in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees) and procedures, in accordance with agreed Service Levels, including:
	Yes/No
	If No, Why?

	(a) assistance on interpretation of policy;
	Yes/No
	If No, Why?

	(b) Payroll information to resolve enquiries;
	Yes/No
	If No, Why?

	(c) assistance in resolving Employees’ Payroll queries/problems; and
	Yes/No
	If No, Why?

	(d) pay-related information for monitoring, budgetary and management purposes.
	Yes/No
	If No, Why?

	61.1.5 Claims and Data
	
	

	The Manager Self-Service facilities shall enable a Manager to carry out:
	Yes/No
	If No, Why?

	(a) approval of Claims and requests from Employees; and
	Yes/No
	If No, Why?

	(b) a check that all necessary data has been entered.
	Yes/No
	If No, Why?


	61.2 Employee/User Self-Service Facilities – Pay and Reward
	
	

	Employee Self-Service facilities will enable an Employee to submit, validate and amend Pay and Reward data, make pay-related requests and automatically receive information (in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS Employees).
	Yes/No
	If No, Why?

	61.2.1 Enter information
	
	

	Employee Self-Service facilities shall enable an Employee to provide information (in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS Employees) allowing, where appropriate, information to be entered in advance and held until its operation in the appropriate pay period, including:
	Yes/No
	If No, Why?

	(a) personal and statutory details;
	Yes/No
	If No, Why?

	(b) details of work done during Conditioned Hours;
	Yes/No
	If No, Why?

	(c) breakdown of Conditioned Hours (Industrial Employees);
	Yes/No
	If No, Why?

	(d) details of work done outside Conditioned Hours and associated elements;
	Yes/No
	If No, Why?

	(e) confirmation of working pattern during phased return from absence;
	Yes/No
	If No, Why?

	(f) submission of pay-related absence and leave details;
	Yes/No
	If No, Why?

	(g) confirmation of pay-related absence/leave details on return from absence and leave;
	Yes/No
	If No, Why?

	(h) amendments to Pay and Reward data already submitted by the Employee;
	Yes/No
	If No, Why?

	(i) discrepancies/overpayments notifications; and
	Yes/No
	If No, Why?

	(j) voluntary deductions notification.
	Yes/No
	If No, Why?

	61.2.2 Information, prompts and guidance
	
	

	Employee Self-Service facilities will enable an Employee automatically to receive a range of information (in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees), prompts and guidance, in accordance with agreed Service levels, including:
	Yes/No
	If No, Why?

	(a) all statutory documentation;
	Yes/No
	If No, Why?

	(b) receive and view their pay advice electronically; 
	Yes/No
	If No, Why?

	(c) receive personalised pay illustration containing details of an Employee's annual pay award;
	Yes/No
	If No, Why?

	(d) access to up-to-date guidelines, procedures, rules, contacts on all areas of pay and reward;
	Yes/No
	If No, Why?

	(e) personalised and general pay related circulars and timetables;
	Yes/No
	If No, Why?

	(f) receive validations/system prompts as necessary;
	Yes/No
	If No, Why?

	(g) requests to supply further information and guidance on resubmission;
	Yes/No
	If No, Why?

	(h) notifications of change in pay and entitlements and other associated effects on pay;
	Yes/No
	If No, Why?

	(i) notification of qualification for other related pay elements when one in a series of related elements is claimed;
	Yes/No
	If No, Why?

	(j) notifications of overpayments/underpayments/manual payments (which may best be achieved by email, rather than self-service); and
	Yes/No
	If No, Why?

	(k) access to permissible pay history, Employee Master File, entitlements and balances.
	Yes/No
	If No, Why?

	61.2.3 Data, information and procedures
	
	

	Employee Self-Service facilities will enable an Employee to request and receive a range of data, information (in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees) and procedures in accordance with agreed Service Levels, including:
	Yes/No
	If No, Why?

	(a) statements of earnings;
	Yes/No
	If No, Why?

	(b) pay forecasts for alternative work patterns;
	Yes/No
	If No, Why?

	(c) pay forecasts, simulated pay forecasts and information on pay awards;
	Yes/No
	If No, Why?

	(d) approval for certain allowances, overtime and other pay elements (in advance when appropriate); and
	Yes/No
	If No, Why?

	(e) assistance on interpretation of policy.
	Yes/No
	If No, Why?

	61.2.4 Resolution and redirection
	
	

	Employee Self-Service facilities will enable an Employee to request and receive (and where appropriate, in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees) in accordance with agreed Service Levels:
	Yes/No
	If No, Why?

	(a) resolution of Payroll queries/problems; and
	Yes/No
	If No, Why?

	(b) redirection of Payable Order where appropriate and subject to required controls.
	Yes/No
	If No, Why?


62 Resourcing Grouped HR Services

	62.1 Manager Self-Service
	
	

	62.1.1 The facilities to which Managers will have access in relation to Resourcing Grouped HR Services, include:
	Yes/No
	If No, Why?

	(a) access the job specification and/or personnel specification for all posts in his or her command;
	Yes/No
	If No, Why?

	(b) access and complete a justification pro-forma when creating a post; 
	Yes/No
	If No, Why?

	(c) access template job specification and/or personnel specification and/or eligibility criteria to complete when seeking to fill an approved vacancy;
	Yes/No
	If No, Why?

	(d) register an approved vacancy (this will include job specification, personnel specification and eligibility criteria, number of posts vacant, preferred date to fill post and reporting details);
	Yes/No
	If No, Why?

	(e) produce draft trawls with agreed selection criteria;
	Yes/No
	If No, Why?

	(f) complete and return Manager’s assessments online (pre-populated with basic HR details);
	Yes/No
	If No, Why?

	(g) view details of proposed staff to fill a vacancy from redeployment lists, transfer lists or promotion lists;
	Yes/No
	If No, Why?

	(h) record reasons for selection of a particular individual to fill a post from those viewed from promotion lists and transfer lists;
	Yes/No
	If No, Why?

	(i) update/approve/decline transfer requests of their staff as necessary (and reasons for declining requests where appropriate);
	Yes/No
	If No, Why?

	(j) record comments on an individual’s transfer request (subject to, including, access privileges);
	Yes/No
	If No, Why?

	(k) deputise or temporarily promote a member of their existing staff to fill a vacancy, subject to approval by the Head of Branch as required;
	Yes/No
	If No, Why?

	(l) confirm a new appointee’s attendance on their first day;
	Yes/No
	If No, Why?

	(m) complete and return a closing report online for an Employee who is being promoted/moved;
	Yes/No
	If No, Why?

	(n) complete Personal Development Plan and Personal Performance Agreement for new Employee on promotion or transfer; and
	Yes/No
	If No, Why?

	(o) view progress of a Competition, which their demand has initiated (including applications received, dates interviews are being held, dates offers made, awaiting security clearance and/or medical date).
	Yes/No
	If No, Why?


	62.2 Employee/User Self-Service – Resourcing Grouped HR Services
	
	

	The facilities to which Employees will have access in relation to Resourcing Grouped HR Services include:
	Yes/No
	If No, Why?

	(a) register interest in Secondment opportunities to be informed when a new one is advertised;
	Yes/No
	If No, Why?

	(b) access details of trawls, secondments and all other Competitions;
	Yes/No
	If No, Why?

	(c) submit/edit/update/cancel their transfer requests as necessary through their Manager;
	Yes/No
	If No, Why?

	(d) complete and return applications/self-nominations online through their Manager;
	Yes/No
	If No, Why?

	(e) complete selection tests online (at designated test centre locations):  for the avoidance of doubt, the Authority shall own and supply the test materials and the Contractor shall administer the process;
	Yes/No
	If No, Why?

	(f) view current job/Secondment opportunities across the Participants;
	Yes/No
	If No, Why?

	(g) view their progress in a Competition including dates for various stages (including application received, invited to test and invited to interview); and
	Yes/No
	If No, Why?

	(h) check their position in the merit ordered list when successful in a Competition.
	Yes/No
	If No, Why?


63 Other Grouped HR Resourcing Services

	63.1 Manager Self-Service
	
	

	63.1.1 The facilities to which Manager will have access in relation to other Grouped HR Resourcing Services include:
	Yes/No
	If No, Why?

	(a) input resignation dates of staff;
	Yes/No
	If No, Why?

	(b) enter last day at work and last day of employment for staff; 
	Yes/No
	If No, Why?

	(c) record date of exit interview and notes taken;
	Yes/No
	If No, Why?

	(d) authorise or refuse all absence-related requests;
	Yes/No
	If No, Why?

	(e) authorise and co-ordinate leave plans for staff;
	Yes/No
	If No, Why?

	(f) record sickness absence of staff;
	Yes/No
	If No, Why?

	(g) input details from medical certificates received;
	Yes/No
	If No, Why?

	(h) check outstanding or overdrawn leave;
	Yes/No
	If No, Why?

	(i) view flexi-leave or timesheet information for their staff and intervene where necessary;
	Yes/No
	If No, Why?

	(j) view absence histories of their staff; 
	Yes/No
	If No, Why?

	(k) generate management information on absences;
	Yes/No
	If No, Why?

	(l) consider and take appropriate action on receipt triggers;
	Yes/No
	If No, Why?

	(m) approve/reject Employee’s completion of self-certification to cover sick absence;
	Yes/No
	If No, Why?

	(n) record action – including cause for concern letters (or interviews as appropriate), OHS/BMI Referrals; and
	Yes/No
	If No, Why?

	(o) generate letters – including cause for concern letters (or interviews as appropriate), written warnings.
	Yes/No
	If No, Why?


	63.2 Employee/User Self-Service
	
	

	63.2.1 The facilities to which Employees will have access in relation to other Grouped HR Resourcing Services include:
	Yes/No
	If No, Why?

	(a) record maternity/paternity related information;
	Yes/No
	If No, Why?

	(b) record flexi-leave and timesheet information;
	Yes/No
	If No, Why?

	(c) initiate Section 11 / NIO HCS pension scheme equivalent terms and DDA requests;
	Yes/No
	If No, Why?

	(d) completion of online exit interview questionnaire;
	Yes/No
	If No, Why?

	(e) apply to Manager/personnel/pay (and where appropriate, in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees) for planned leave (including annual, special and parental);
	Yes/No
	If No, Why?

	(f) check annual leave balance and, for part-time Employees, Public/Privilege Holiday Balance;
	Yes/No
	If No, Why?

	(g) view personal absence and leave records;
	Yes/No
	If No, Why?

	(h) view pay history (and where appropriate, in the case of NIO, via interfaces to NIO's payroll and pensions providers for NIO HCS  Employees) and service history; and
	Yes/No
	If No, Why?

	(i) completion of self-certification to cover sick absence.
	Yes/No
	If No, Why?


64 Employee Relations Grouped HR Services

	64.1 Manager Self-Service
	
	

	64.1.1 The facilities to which Managers will have access in relation to Employee Relations Grouped HR Services include:
	Yes/No
	If No, Why?

	(a) Health and Safety:
	Yes/No
	If No, Why?

	(i) receive notification of accidents/disease/dangerous occurrences involving their staff;
	Yes/No
	If No, Why?

	(ii) complete accident/disease/dangerous occurrence reports and record appropriate remedial action taken;  
	Yes/No
	If No, Why?

	(iii) add to, and edit, details of a workplace accident/disease/dangerous occurrence report, taking account of the requirement for consent of the witness in the event of a witness statement being added to or edited:  where Health and Safety reports are added to or edited it must be possible to access the report as originally prepared and any intermediate versions following addition or editing;
	Yes/No
	If No, Why?

	(iv) request and view risk assessments for their location;
	Yes/No
	If No, Why?

	(v) complete, or arrange for completion of, appropriate risk assessment proforma; and
	Yes/No
	If No, Why?

	(vi) recommend and record health review/check for staff;
	Yes/No
	If No, Why?

	Special access requirements for Health and Safety Officers:
	Yes/No
	If No, Why?

	(vii) provide Health and Safety Officers with view only access to basic personal details, including name, grade, age, location and existing medical conditions, as required;
	Yes/No
	If No, Why?

	(viii) provide Health and Safety Officers with view only access to trained risk assessors and display screen equipment assessors by name, grade, age, gender, Health and Safety qualifications and location;
	Yes/No
	If No, Why?

	(ix) provide Health and Safety Officers with view only access of sick absence records for those Employees for whom a current Health and Safety file is open;
	Yes/No
	If No, Why?

	(x) enable Health and Safety Officers to record or view OHS/BMI referrals involving only those Employees who have a current Health and Safety file opened;
	Yes/No
	If No, Why?

	(xi) enable Health and Safety Officers to record or view exposure of Employees to asbestos and/or hazardous substances; and
	Yes/No
	If No, Why?

	(xii) enable Health and Safety Officers to refer to risk assessments within their areas of responsibility;
	Yes/No
	If No, Why?

	(b) Equal Opportunities and Diversity:
	Yes/No
	If No, Why?

	actively promote Equal Opportunities, good relations and diversity amongst staff, by prompting, alerting and reminding Managers to consider relevant employment law/equal opportunities/good practice when either accessing associated policies and procedures or inputting data associated with such decisions, including when filling a vacancy;
	Yes/No
	If No, Why?

	(c) Conduct and Discipline:
	Yes/No
	If No, Why?

	(i) view basic details of current disciplinary issues relating to staff in their line of command, subject to confidentiality and access control requirements;
	Yes/No
	If No, Why?

	(ii) update details of action taken in disciplinary cases;
	Yes/No
	If No, Why?

	(iii) escalate disciplinary cases to next level management or to Participant HR in accordance with the Protocol;
	Yes/No
	If No, Why?

	(iv) record and notify Participant HR and Corporate Centre as applicable of disciplinary issues in terms of:  grade, gender, age, location, nature of case, date of incident(s) and date resolved, if appropriate;
	Yes/No
	If No, Why?

	(d) Grievance:
	Yes/No
	If No, Why?

	(i) view basic details of current Grievances relating to staff in their line of command (subject to confidentiality and access control requirements);
	Yes/No
	If No, Why?

	(ii) update details of action taken in Grievance cases;
	Yes/No
	If No, Why?

	(iii) escalate Grievance cases to next level management or to Participant HR in accordance with the Protocol; and
	Yes/No
	If No, Why?

	(iv) record and notify Participant HR and Corporate Centre as applicable of Grievance matters in terms of:  grade, gender, age, location, nature of case, date of incident(s) and date resolved, if appropriate;
	Yes/No
	If No, Why?

	(e) Employment Relations:
	Yes/No
	If No, Why?

	approve/reject requests for facilities time (that is, time spent on authorised Trade Union activities, as specified in the Electronic Staff Handbook and special leave Regulations) and monitor frequency of requests and time involved; and
	Yes/No
	If No, Why?

	(f) Statutory Obligations/Employment Law and Terms and Conditions of Service:
	Yes/No
	If No, Why?

	view in the Electronic Staff Handbook a repository of Statutory Obligations and Employment Law and information on Terms and Conditions of Service and associated policies and procedures via an intuitive and easy to use interface.
	Yes/No
	If No, Why?


	64.2 Employee/User Self-Service
	
	

	64.2.1 The facilities to which Employees will have access in relation to Employee Relations Grouped HR Services include:
	Yes/No
	If No, Why?

	(a) Health and Safety:
	Yes/No
	If No, Why?

	(i) report a workplace accident/disease/dangerous occurrence to their Manager;
	Yes/No
	If No, Why?

	(ii) view renewal dates for health reviews/checks;
	Yes/No
	If No, Why?

	(iii) request a health surveillance check; and
	Yes/No
	If No, Why?

	(iv) view relevant risk assessments associated with their job and all other relevant Health and Safety documentation; 
	Yes/No
	If No, Why?

	(b) Equal Opportunities and Diversity:
	Yes/No
	If No, Why?

	(i) view personal monitored data; 
	Yes/No
	If No, Why?

	(ii) update appropriate personal Equal Opportunities monitored data; and
	Yes/No
	If No, Why?

	(iii) view guidance and processes to be followed;
	Yes/No
	If No, Why?

	(c) Welfare Services:
	Yes/No
	If No, Why?

	(i) view information and the processes to be followed;
	Yes/No
	If No, Why?

	(ii) view contact details for Welfare Officer;
	Yes/No
	If No, Why?

	(d) Conduct and Discipline:
	Yes/No
	If No, Why?

	(i) view personal disciplinary record;
	Yes/No
	If No, Why?

	(ii) view guidance and processes to be followed;
	Yes/No
	If No, Why?

	(iii) escalation in each instance to the required level (grade);
	Yes/No
	If No, Why?

	(e) Grievance:
	Yes/No
	If No, Why?

	(i) view guidance and processes to be followed;
	Yes/No
	If No, Why?

	(ii) lodge a Grievance and monitor progress; and
	Yes/No
	If No, Why?

	(iii) escalation in each instance to the required level (grade);
	Yes/No
	If No, Why?

	(f) Employment Relations:
	Yes/No
	If No, Why?

	request (to Manager) to record and view facilities time (that is, time spent on authorised trade union activities) in terms of:  name of applicant, location, NIPSA/PCS/FDA Branch code, TUS title, if any, grade, reason(s) for request, date(s) and time(s), name of Manager, request approved/rejected and reason(s); and
	Yes/No
	If No, Why?

	(g) Statutory Obligations/Employment Law and Terms and Conditions of Service:
	Yes/No
	If No, Why?

	view in the Electronic Staff Handbook a repository of Statutory Obligations/Employment Law and information on Terms and Conditions of Service and associated policies and procedures via an intuitive and easy to use interface.
	Yes/No
	If No, Why?


65 Learning and Development Grouped HR Services

	65.1 Manager Self-Service
	
	

	65.1.1 The activities to which Managers will have access in relation to Learning and Development Grouped HR Services include:
	Yes/No
	If No, Why?

	(a) authorise/reject Training Applications (including customised and one-to-one) en route to the Training Administrator and/or Departmental Training Liaison Officer from the Employee, including notification of regretted invite (where an Employee declines an invitation for an event or does not attend);
	Yes/No
	If No, Why?

	(b) access and approve Employee Personal Development Plans (PDPs, which shall be automatically linked to Performance Management Services); 
	Yes/No
	If No, Why?

	(c) prompt and record pre- and post-development discussions with an Employee;
	Yes/No
	If No, Why?

	(d) view the training records of their staff;
	Yes/No
	If No, Why?

	(e) view the qualifications of their staff;
	Yes/No
	If No, Why?

	(f) authorise applications for assistance to study en route to the Training Administrator and/or Departmental Training Liaison Officer; and
	Yes/No
	If No, Why?

	(g) authorise study leave and refunds, subject to agreed limits.
	Yes/No
	If No, Why?


	65.2 Employee/User Self-Service
	
	

	65.2.1 The activities to which Employees will have access in relation to Learning and Development Grouped HR Services include:
	Yes/No
	If No, Why?

	(a) access Departmental and Corporate Centre Learning and Development course catalogues for suitable events; 
	Yes/No
	If No, Why?

	(b) complete, amend and delete applications for Learning and Development activities that should include the following information:
	Yes/No
	If No, Why?

	(i) course identifier;
	Yes/No
	If No, Why?

	(ii) course name;
	Yes/No
	If No, Why?

	(iii) course category  (to include on-the-job training, conferences, external courses, distance and computer-based learning, mandatory training courses);
	Yes/No
	If No, Why?

	(iv) cost centre number;
	Yes/No
	If No, Why?

	(v) contact number;
	Yes/No
	If No, Why?

	(vi) email address;
	Yes/No
	If No, Why?

	(vii) course nomination date;
	Yes/No
	If No, Why?

	(viii) time priority;
	Yes/No
	If No, Why?

	(ix) business need priority;
	Yes/No
	If No, Why?

	(x) record of correspondence with individual;
	Yes/No
	If No, Why?

	(xi) working pattern;
	Yes/No
	If No, Why?

	(xii) special needs (including, dietary/DDA access requirements); and 
	Yes/No
	If No, Why?

	(xiii) date booking confirmed;
	Yes/No
	If No, Why?

	(c) view their training records;
	Yes/No
	If No, Why?

	(d) view a record of their qualifications (and, where appropriate, additional roles, including premises officer and fire marshal);
	Yes/No
	If No, Why?

	(e) complete an initial application for FE/ET and subsequent applications for refunds and study leave;
	Yes/No
	If No, Why?

	(f) record date and reason for rejection of an invitation or cancellation of a training event;
	Yes/No
	If No, Why?

	(g) complete the relevant evaluation forms following an event; and
	Yes/No
	If No, Why?

	(h) prompt and record pre- and post-development discussions with their Manager.
	Yes/No
	If No, Why?


66 Performance Management Grouped HR Services

	66.1 The Contractor shall, through the Shared Service Centre, provide and manage the following Performance Management Services:
	Yes/No
	If No, Why?

	(a) production of Performance Management documents including appeals in accordance with Performance Management timescales; and
	Yes/No
	If No, Why?

	(b) answering of Performance Management queries.
	Yes/No
	If No, Why?


	66.2 Manager Self-Service
	
	

	66.2.1 The activities to which Managers and other Authorised Users will have access in relation to Performance Management Grouped HR Services include:
	Yes/No
	If No, Why?

	(a) request, issue, receive, view and update Performance Management documentation, where appropriate, including:
	Yes/No
	If No, Why?

	(i) Board Report (and Board update reports);
	Yes/No
	If No, Why?

	(ii) Employee Performance Review Report/Employee Performance Review Report Form;
	Yes/No
	If No, Why?

	(iii) Performance Appraisal Interview/Employee Performance Review;
	Yes/No
	If No, Why?

	(iv) Personal Performance Agreement;
	Yes/No
	If No, Why?

	(v) Personal Development Plan;
	Yes/No
	If No, Why?

	(vi) in-year Employee Performance Reviews (and, on request, special reports under inefficiency procedures and interim or casual reports);
	Yes/No
	If No, Why?

	(vii) end of year Employee Performance Review/Assessment;
	Yes/No
	If No, Why?

	(viii) Probationary Reports, including trial period following success in selection via  trawl; and
	Yes/No
	If No, Why?

	(ix) closing reports for staff moves;
	Yes/No
	If No, Why?

	(b) set dates for in-year, end-year and performance appraisal interviews;
	Yes/No
	If No, Why?

	(c) complete, view and amend reporting documentation including recording dates of jobholder and reporting officer, countersigning officers and heads of Branch action;
	Yes/No
	If No, Why?

	(d) initiate and record action taken under inefficiency where applicable;
	Yes/No
	If No, Why?

	(e) recommend, confirm or defer appointment of probationers, including new and trawled posts; 
	Yes/No
	If No, Why?

	(f) take and record action on appeals where appropriate;
	Yes/No
	If No, Why?

	(g) receive prompts and reminders on review/report dates, including:
	Yes/No
	If No, Why?

	(i) 1 April;
	Yes/No
	If No, Why?

	(ii) end of September (or, in the case of the NIO only, during October); and
	Yes/No
	If No, Why?

	(iii) date of new appointment, transfer or promotion;
	Yes/No
	If No, Why?

	(h) receive information and guidance, including:
	Yes/No
	If No, Why?

	(i) Performance Management framework;
	Yes/No
	If No, Why?

	(ii) NICS Core Competency Framework;
	Yes/No
	If No, Why?

	(iii) appeals/inefficiency procedures; and
	Yes/No
	If No, Why?

	(iv) request a report outside the report date.
	Yes/No
	If No, Why?


	66.3 Employee/User Self-Service
	
	

	66.3.1 The information to which an Employee shall have access in relation to Performance Management Grouped HR Services includes:
	Yes/No
	If No, Why?

	(a) receive notification of when they are due to be reported on;
	Yes/No
	If No, Why?

	(b) receive, view, assess and update Performance Management documentation where appropriate;
	Yes/No
	If No, Why?

	(c) receive information and access guidelines and guidance;
	Yes/No
	If No, Why?

	(d) request in-year Employee Performance Reviews; and
	Yes/No
	If No, Why?

	(e) request a Performance Appraisal Interview/Employee Performance Review.
	Yes/No
	If No, Why?


67 Shared Service Centre support services

	67.1 The facilities to be provided by the Contractor, through the Shared Service Centre, in support of the use of Self-Service facilities, including:
	Yes/No
	If No, Why?

	(a) a single point of contact for handling all HR queries and requests;
	Yes/No
	If No, Why?

	(b) contact availability via a number of channels, including:
	Yes/No
	If No, Why?

	(i) written correspondence;
	Yes/No
	If No, Why?

	(ii) telephone;
	Yes/No
	If No, Why?

	(iii) facsimile;
	Yes/No
	If No, Why?

	(iv) e-mail;
	Yes/No
	If No, Why?

	(v) Internet;
	Yes/No
	If No, Why?

	(vi) SMS text messages; and
	Yes/No
	If No, Why?

	(vii) personal devices (including personal digital assistants, mobile phones and other handheld electronic devices);
	Yes/No
	If No, Why?

	(c) a service to record and prioritise all Contacts, including the provision of a unique case number to facilitate Call, Contact, Query and Case handling;
	Yes/No
	If No, Why?

	(d) assistance for all Employees in basic interpretation of NICS HR policies and Procedures by reference to:
	Yes/No
	If No, Why?

	(i) the Electronic Staff Handbook;
	Yes/No
	If No, Why?

	(ii) Civil Service circulars;
	Yes/No
	If No, Why?

	(iii) DAOs (Dear Accounting Officers) and DEOs (Dear Establishment Officers); or
	Yes/No
	If No, Why?

	(iv) any source of guidance consulted by the Participants, Managers and Employees in relation to the HR function and the Services to be provided by the Contractor; 
	Yes/No
	If No, Why?

	(e) advice on the use of all Self-Service facilities for all HR functions, including:
	Yes/No
	If No, Why?

	(i) talking telephone callers through Self-Service procedures;
	Yes/No
	If No, Why?

	(ii) on-line process, advising on what the Self-Service Facilities can provide; or
	Yes/No
	If No, Why?

	(iii) advice on where to locate and how to complete on-line forms and applications;
	Yes/No
	If No, Why?

	(f) provision of routine and rules based guidance to resolve Queries on the NICS and NIO HR policies and procedures referred to above;
	Yes/No
	If No, Why?

	(g) assisting callers to locate specific NICS and NIO HR policies and procedures as referred to above;
	Yes/No
	If No, Why?

	(h) the capture, measurement and reporting of HR transactions; 
	Yes/No
	If No, Why?

	(i) assistance to Managers or Employees who do not have access to Self-Service facilities in inputting and extracting the data required to support delivery of all of the Services;
	Yes/No
	If No, Why?

	(j) a single free contact telephone number;
	Yes/No
	If No, Why?

	(k) meeting the agreed service levels;
	Yes/No
	If No, Why?

	(l) deploying personnel who can demonstrate a high level of customer focus as well as NICS and NIO HR process awareness; and
	Yes/No
	If No, Why?

	(m) seamless integration of call logging with the underlying Information System, including its databases.
	Yes/No
	If No, Why?


	67.2 The Contractor, through the Shared Service Centre, shall also:
	
	

	(a) maintain details of eyesight testing in terms of: jobholder’s name, office/location, grade, age, gender, reason for request – including new display screen equipment user, eye complaint, date test carried out, name of Optician and whether the Optician is within the NICS or NIO Contract, date of test and cost; eyesight test review date and reason for review if less than two years;
	Yes/No
	If No, Why?

	(b) support the provision and promotion of eyesight testing by means of:
	Yes/No
	If No, Why?

	(i) provision of eyesight application packs;
	Yes/No
	If No, Why?

	(ii) triggering eyesight test review dates;
	Yes/No
	If No, Why?

	(iii) reminding all display screen equipment users annually to have their eyes tested every two years; and
	Yes/No
	If No, Why?

	(iv) reminding Managers, at the appropriate time, that prospective display screen equipment users must be offered eyesight testing;
	Yes/No
	If No, Why?

	(c) record and maintain details of medical examinations of employed drivers, including: person's name, office/location, job title, age, gender, reason for request/review, including heart disorder, visual impairment, date of examination and name of medical officer; and
	Yes/No
	If No, Why?

	(d) support the provision and promotion of medical examinations for employed drivers, including:
	Yes/No
	If No, Why?

	(i) triggering medical examination review dates, including age-related reviews;
	Yes/No
	If No, Why?

	(ii) prompting the Manager who has reported, by means of medical evidence, that a driver has an illness which may affect the fitness or ability to drive;
	Yes/No
	If No, Why?

	(iii) reminding C1, C1+E, D1, D1 + E, LGV and PCV drivers to bring the appropriate DVLNI form to the OHS examination, 5 days prior to the appointment;
	Yes/No
	If No, Why?

	(iv) reminding Managers to send completed DVLNI forms to the appropriate licensing authority following a medical examination;
	Yes/No
	If No, Why?

	(v) reminding all employed drivers after every medical examination of the legal obligations to report any relevant illness or disability to the relevant Manager; and
	Yes/No
	If No, Why?

	(vi) reminding all Employees, holding a current driving licence, annually that they are legally required to report any relevant illness or disability to the DVLNI.
	Yes/No
	If No, Why?


	67.3 The Contractor shall:
	
	

	(a) prioritise and record all Calls and Queries according to importance, urgency and impact;
	Yes/No
	If No, Why?

	(b) acknowledge by email or text message all Calls which require follow-up action;
	Yes/No
	If No, Why?

	(c) acknowledge all Contacts by email on receipt;
	Yes/No
	If No, Why?

	(d) acknowledge all Contacts by fax within one hour; and
	Yes/No
	If No, Why?

	(e) acknowledge all Contacts by post within two days of receipt.
	Yes/No
	If No, Why?


	67.4 The Contractor shall apply updates or other amendments advised by telephone immediately and acknowledge by email of text message within two hours.
	Yes/No
	If No, Why?


	67.5 The Contractor shall apply, and acknowledge by email of text message, updates or other amendments advised other than by telephone within one Working Day.
	Yes/No
	If No, Why?


	67.6 Where Calls cannot be answered within target answering times, the Contractor shall advise the caller of the relevant reasons.
	Yes/No
	If No, Why?


68 Service Provision Layer 3 – Shared Service Centre Services

	68.1 The Contractor shall, through the Shared Service Centre, be responsible for the administration of Recruitment, Promotion and Selection Competitions and for the Services required for other Resourcing functions (including the administration of the Recruitment of NIO HCS Employees under the terms of the Cabinet Office 'Fast-Stream' scheme).  The Shared Service Centre will also support Line Managers in attendance management and exit management processes.  The main functions to be supported by the Shared Service Centre to Resourcing Users, include:
	Yes/No
	If No, Why?

	(a) agreeing the scheduling of Volume Competitions with the Corporate Centre in conjunction with Departments;
	Yes/No
	If No, Why?

	(b) maintaining a searchable catalogue of Job Specifications, Personnel Specifications and templates for panel documentation;
	Yes/No
	If No, Why?

	(c) administration of all types of Competitions with comprehensive support from the HR IT system;
	Yes/No
	If No, Why?

	(d) recording costs associated with Competitions;
	Yes/No
	If No, Why?

	(e) maintaining pools and lists of suitable Candidates; 
	Yes/No
	If No, Why?

	(f) maintaining lists of Employees currently on inward and outward (that is, internal and external to the NICS and NIO) secondments;
	Yes/No
	If No, Why?

	(g) providing oral and written feedback to Candidates;
	Yes/No
	If No, Why?

	(h) providing information on suitable Candidates for Posts;
	Yes/No
	If No, Why?

	(i) searching transfer database to identify and provide information on people from the transfer list for suitable Posts;
	Yes/No
	If No, Why?

	(j) seeking appropriate References and recommendations for Reinstatement Applicants;
	Yes/No
	If No, Why?

	(k) issuing the appropriate tailored Contract and/or offer of employment;
	Yes/No
	If No, Why?

	(l) providing management information on Resourcing;
	Yes/No
	If No, Why?

	(m) storing historical data on Competitions after the last Candidate is offered Appointment;
	Yes/No
	If No, Why?

	(n) maintaining a history file of all transfer offers;
	Yes/No
	If No, Why?

	(o) ensuring that records of newly Appointed/Promoted/Transferred staff are up-to-date on the HR IT system to link to other related areas;  
	Yes/No
	If No, Why?

	(p) processing section 11 / NIO HCS pension scheme equivalent terms and/or DDA claims and triggering appropriate action (that is, pension and pay, via interfaces from NIO's payroll and pensions providers for NIO HCS Employees);
	Yes/No
	If No, Why?

	(q) contributing to the preparation of responses to Parliamentary and Assembly Questions,  Freedom of Information Act 2000 and Data Protection Act 1998 requests;
	Yes/No
	If No, Why?

	(r) compiling all data needed for a Leaver and issuing forms to third parties, including the Inland Revenue, Civil Service Pensions (CSP or other providers for NIO HCS Employees), using ruled based decisions;
	Yes/No
	If No, Why?

	(s) providing, where necessary, appropriate accommodation for assessment and selection processes; and
	Yes/No
	If No, Why?

	(t) managing contracts (including fixed term, agency, temporary and part-time).
	Yes/No
	If No, Why?


	68.2 The Contractor shall, through the Shared Service Centre, be responsible for ensuring that transactions associated with Pay and Reward processes are actioned.  This will involve the processing of Payrolls and managing the Payroll systems and procedures, including:
	Yes/No
	If No, Why?

	(a) managing year-end procedures;
	Yes/No
	If No, Why?

	(b) continuous evaluation of Payroll methods and areas for improvement;
	Yes/No
	If No, Why?

	(c) processing annual pay awards and arrears;
	Yes/No
	If No, Why?

	(d) managing Payroll and third party contracts including printer, bank, distributors;
	Yes/No
	If No, Why?

	(e) managing requests for information from Employees, Departments, the Corporate Centre and external bodies; and
	Yes/No
	If No, Why?

	(f) maintaining comprehensive records of Payroll information.
	Yes/No
	If No, Why?


69 Services for HR business services

	The Services to be provided by the Contractor in connection with the HR business services include:
	
	

	(a) the production and distribution of HR management reports, as required by Participants from time to time, including:
	Yes/No
	If No, Why?

	(i) observing the provisions of the Data Protection Act 1998 and the Freedom of Information Act 2000;
	Yes/No
	If No, Why?

	(ii) the production of statistical information, as required by Participants from time to time;
	Yes/No
	If No, Why?

	(iii) provision of all Services in line with performance targets;
	Yes/No
	If No, Why?

	(iv) the administration of Employee data;
	Yes/No
	If No, Why?

	(b) provision of consistent, timely and accurate information and guidance, provided by suitably trained and/or qualified staff; and
	Yes/No
	If No, Why?

	(c) proactively raising awareness and understanding of HR policies and Procedures (as referred to elsewhere in relation to the Shared Service Centre) amongst all Employees and Managers, including those on special leave without pay, long term sick absence and Secondment.
	Yes/No
	If No, Why?


70 Employment Relations and Trade Union Services

	The Services to be provided by the Contractor in relation to Employment Relations and Trade Unions shall include:
	
	

	(a) supporting the Corporate Centre and the Participants by responding to Employee calls and queries generated as a result of management engagement (including the conduct of the NIO's stand-alone negotiations related to its annual pay award) with Trade Unions, in a manner approved by the Authority; and
	Yes/No
	If No, Why?

	(b) supporting the Corporate Centre and Departments by communicating relevant consultation (and NIO pay negotiation) outcomes with Trade Unions, as directed by the Corporate Centre or Participants.
	Yes/No
	If No, Why?


71 Statutory Obligations and Other Employment Services

	The Services to be provided by the Contractor in relation to statutory obligations, employment law and terms and conditions of service include:
	
	

	(a) providing environmental scanning, including the identification and provision of up to date advice and guidance on Good Industry Practice and impact of future legislation on HR policies and practices;
	Yes/No
	If No, Why?

	(b) advising Users on the interpretation of statutory obligations, employment law, terms and conditions of service and related Employee Relations policies and procedures, in a way which complements the role of the Departmental Solicitor's Office (DSO) / the Crown Solicitor's Office (CSO)/Home Office Legal Advisers Branch (HOLAB);
	Yes/No
	If No, Why?

	(c) proactively raise awareness among all Users of statutory obligations and the requirements of employment law at the time of changes to policies and procedures, and by reminding individual Users, triggered by HR activity, of the statutory obligations associated with HR Functions, including filling a vacancy and deciding working pattern requests; and
	Yes/No
	If No, Why?

	(d) maintain an anonymous database of best practices, precedents and facilities to interrogate the information held, providing to Authorised Users the ability to update, search and view relevant data.
	Yes/No
	If No, Why?


ANNEX 5

SPECIFIC OPERATIONAL SERVICES
RESOURCING

The detailed requirements set out in this Annex 5 correspond to the Requirements set out in Part 5 of this Schedule 2.

72 Vacancy Resourcing Services

	72.1 Recruitment
	
	

	72.1.1 Prior to providing a Recruitment Service, the Contractor shall ensure that a current Job Evaluation has been recorded on the Information System.  
	Yes/No
	If No, Why?

	72.1.2 The Contractor shall administer, manage and maintain a database of Job Specifications, Person Specifications and job posting systems.
	Yes/No
	If No, Why?

	72.1.3 The Contractor shall provide Recruitment Services in relation to the management of:
	Yes/No
	If No, Why?

	(a) Volume Competitions;
	Yes/No
	If No, Why?

	(b) Non-Volume Competitions; and
	Yes/No
	If No, Why?

	(c) where appropriate, facilitate appointments through other services;
	Yes/No
	If No, Why?

	including by:
	Yes/No
	If No, Why?

	(i) 
providing support to Participants in defining their recruiting approach;
	Yes/No
	If No, Why?

	(ii) identifying recruiting sources in liaison with Participants;
	Yes/No
	If No, Why?

	(iii) reviewing and provide feedback on the Recruitment strategy;
	Yes/No
	If No, Why?

	(iv) providing functionality enabling Participants to create and monitor open Recruitment requests;
	Yes/No
	If No, Why?

	(v) for Volume Competitions, reviewing Recruitment request against existing candidate pools;
	Yes/No
	If No, Why?

	(vi) providing all Competitions, including:
	Yes/No
	If No, Why?

	(aa) permanent and temporary;
	Yes/No
	If No, Why?

	(ab) Non-Industrial and Industrial;
	Yes/No
	If No, Why?

	(ac) Senior Civil Service;
	Yes/No
	If No, Why?

	(ad) NIO HCS Employees recruited under the Cabinet Office 'Fast-Stream' scheme;
	Yes/No
	If No, Why?

	(ae) graduate; and
	Yes/No
	If No, Why?

	(af) secondments/interchange;
	Yes/No
	If No, Why?

	(vii) facilitating the placement of special categories of persons, including:
	Yes/No
	If No, Why?

	(aa) students;
	Yes/No
	If No, Why?

	(ab) secondments
	Yes/No
	If No, Why?

	(ac) volunteer work; and
	Yes/No
	If No, Why?

	(ad) work experience recruits;
	Yes/No
	If No, Why?

	(viii) developing and providing standard agreed correspondence/documentation, as approved by Participants throughout the Recruitment process; and
	Yes/No
	If No, Why?

	(ix) providing standard reports, as required by Participants, and provide ad-hoc reports, including:
	Yes/No
	If No, Why?

	(aa) information on specific candidates;
	Yes/No
	If No, Why?

	(ab) complaints or ‘appeals’ made by specific candidates; or 
	Yes/No
	If No, Why?

	(ac) specific Competitions or sets of Competitions.
	Yes/No
	If No, Why?

	72.1.4 The Contractor shall provide an end-to-end, integrated Service that shall support the Participants in the management of Recruitment Competitions, guiding Panels through all stages of Volume Competitions and Non-Volume Competitions.  These Services will require personal contact between the Contractor’s staff and those involved in a Competition, including engagement at the pre-advertisement and shortlisting stages.
	Yes/No
	If No, Why?

	72.1.5 Consistent with existing Authority policies, the Contractor shall recommend advertising and media channels and shall manage and be accountable for the recruiting advertising budget, which shall be part of the overall budget.
	Yes/No
	If No, Why?

	72.1.6 At all stages of the process, the Contractor shall provide paper copies of relevant documentation to panels or online, if so requested by Panels.
	Yes/No
	If No, Why?

	72.1.7 The Contractor shall at all stages of assessment/selection provide administrative support, including identification checks, and address any queries raised by Panels and/or candidates.
	Yes/No
	If No, Why?

	72.1.8 Interviews and Panel meetings shall be held at Authority Premises.  If Authority Premises are unavailable, the Contractor shall provide suitable premises.
	Yes/No
	If No, Why?

	72.1.9 At a Participant’s request, the Contractor may be asked to provide an independent Panel member to join Participants' members of the Panel.
	Yes/No
	If No, Why?

	72.1.10 The Contractor shall provide oral and written feedback to Candidates in Recruitment Competitions.
	Yes/No
	If No, Why?

	72.2 Promotion and Selection
	
	

	72.2.1 Prior to providing a Promotion and Selection Service, the Contractor shall ensure that a current Job Evaluation has been recorded on the Information System.
	Yes/No
	If No, Why?

	72.2.2 The Contractor shall administer, manage and maintain a database of Job Specifications, Person Specifications and job posting systems.
	Yes/No
	If No, Why?

	72.2.3 The Contractor shall provide an end-to-end, integrated Service that shall support the Participants in the management of promotion and selection Competitions, guiding Panels through all stages of Volume Competitions and Non-Volume Competitions.  These Services will require personal contact between the Contractor’s staff and those involved in a Competition, including engagement at the pre-advertisement and shortlisting stages.
	Yes/No
	If No, Why?

	72.2.4 The Contractor shall provide Promotion and Selection Services in preparation for Competitions and the management of selections, including:
	Yes/No
	If No, Why?

	(i) enable Participants to register initial request and inform Participants if a suitable list is currently available;
	Yes/No
	If No, Why?

	(ii) require Participants to complete justification proforma if registering a request for a new post;
	Yes/No
	If No, Why?

	(iii) draft and agree with Participants selection criteria and handling of Competition(s), including points of contact for information and Panel members;
	Yes/No
	If No, Why?

	(iv) on approval, register details of new Competition, including the following short-listing criteria:
	Yes/No
	If No, Why?

	(aa) unique identifier for Competition;
	Yes/No
	If No, Why?

	(ab) closing date;
	Yes/No
	If No, Why?

	(ac) eligibility criteria; and
	Yes/No
	If No, Why?

	(ad) Post descriptor and location;
	Yes/No
	If No, Why?

	(v) issue notification of Competition to all relevant Employees, including briefing material, if applicable;
	Yes/No
	If No, Why?

	(vi) prompt the completion of Board Reports and LMAs where required for Applicants;
	Yes/No
	If No, Why?

	(vii) deliver all Competitions, including permanent/temporary, non-industrial/industrial, Senior Civil Service;
	Yes/No
	If No, Why?

	(viii) produce and issue standard agreed correspondence/documentation as approved by the Authority throughout the promotion and selection process; and
	Yes/No
	If No, Why?

	(ix) deliver standard reports as required by Participants and create ad-hoc reports, including:
	Yes/No
	If No, Why?

	(aa) information on specific candidates;
	Yes/No
	If No, Why?

	(ab) complaints or ‘appeals’ made by specific candidates; or 
	Yes/No
	If No, Why?

	(ac) specific Competitions or sets of Competitions.
	Yes/No
	If No, Why?

	
	Yes/No
	If No, Why?

	72.2.5 At all stages of the process the Contractor shall provide paper copies of relevant documentation to Board members, unless otherwise specified by the Panel.
	Yes/No
	If No, Why?

	72.2.6 The Contractor shall support all stages of selection and assessment and provide administrative support and address any queries raised by Boards and/or candidates.
	Yes/No
	If No, Why?

	72.2.7 Interviews and Panel meetings shall be held at the Authority Premises.  If Authority Premises are unavailable, the Contractor shall provide suitable premises.
	Yes/No
	If No, Why?

	72.2.8 The Contractor shall provide feedback on internal Competitions to candidates, as requested.
	Yes/No
	If No, Why?


73 Other Resourcing Services

73.1 Staff Transfers

	73.1.1 The Contractor shall:
	
	

	(a) provide a Self-Service facility to enable an Employee to take action, including (see also more detailed requirements by transfer type below):
	Yes/No
	If No, Why?

	(i) making an online transfer/career development request;
	Yes/No
	If No, Why?

	(ii) cancelling an existing transfer/career development request; and
	Yes/No
	If No, Why?

	(iii) changing details on an existing transfer/career development request;
	Yes/No
	If No, Why?

	(b) inform staff on an annual basis to review and update any transfer request they have made;
	Yes/No
	If No, Why?

	(c) require Line Managers to take action, including:
	Yes/No
	If No, Why?

	(iv) give authorisation/approval for transfer/career development requests; 
	Yes/No
	If No, Why?

	(v) make required changes to existing requests; and
	Yes/No
	If No, Why?

	(vi) record comments on individual’s requests as required;
	Yes/No
	If No, Why?

	(d) prevent an Employee from appearing more than once on a transfer/career development request list (one request can be for more than one location but each location is not counted as a separate request);
	Yes/No
	If No, Why?

	(e) record details associated with security clearance processes carried out for all transfers where relevant;
	Yes/No
	If No, Why?

	(f) perform required Payroll action (in the case of NIO, via interfaces with NIO’s payroll and pensions providers for NIO HCS Employees) associated with transfers for both intra-Departmental and inter-Departmental moves (including notifying Accounts of Cost Centre implications and maintaining record of previous Branch/Departmental codes).  Apply (in the case of level transfers of NIO NICS Employees between NIO and NICS Departments and vice-versa) agreed mechanisms governing the continuity of salary and grade status arising from the change from one system of pay and grading in one Department to a different pay and grading system in another Department;
	Yes/No
	If No, Why?

	(g) transfer all relevant personnel data when an Employee is permanently transferred from one Department to another and ensure only one Department has a ‘live’ record for the individual at any time (see also functional requirements for location transfers in Part 4 of this Schedule 2);
	Yes/No
	If No, Why?

	(h) require that the current Line Manager, of the Employee who is transferring, to complete a ‘closing’ performance report, via the Performance Management module of the system;
	Yes/No
	If No, Why?

	(i) require the new Line Manager accepting the Transferee to complete Performance Agreement and Personal Development Plan and with new staff member (Forward Job Plan in the NIO);
	Yes/No
	If No, Why?

	(j) account for any Inter-Departmental Transfers within the system, log and associate them appropriately with any staff movements reports;
	Yes/No
	If No, Why?

	(k) produce reports, as and when required, on the progress of transfer applications, including:
	Yes/No
	If No, Why?

	(vii) transfer requests which have been awarded a priority rating;
	Yes/No
	If No, Why?

	(viii) number of requests met in any given period; and
	Yes/No
	If No, Why?

	(ix) average length of time before a transfer request is met;
	Yes/No
	If No, Why?

	(l) record on their transfer record when an individual is considered and found unsuitable for a vacancy and the reasons why they are considered unsuitable;
	Yes/No
	If No, Why?

	(m) provide searches of the geographical transfer/Secondment/Interchange Programme/career development lists, including any combination of the following data, as and when requested;
	Yes/No
	If No, Why?

	(n) record date of change to a priority rating held;
	Yes/No
	If No, Why?

	(o) maintain a history file of transfer offers made to Employees, separate from the list of current requests, including:
	Yes/No
	If No, Why?

	(x) date of offer(s) of geographical transfer/secondment/Interchange Programme/career development opportunities;
	Yes/No
	If No, Why?

	(xi) post offered;
	Yes/No
	If No, Why?

	(xii) location of post; 
	Yes/No
	If No, Why?

	(xiii) Department/Agency/Branch/other host (specify);
	Yes/No
	If No, Why?

	(xiv) Offer accepted/rejected/deferred by Applicant/Line Manager/other;
	Yes/No
	If No, Why?

	(xv) reason for rejection and whether reason accepted/not accepted;
	Yes/No
	If No, Why?

	(xvi) Importing Department/Agency/Branch/other host declined Offer and reason;
	Yes/No
	If No, Why?

	(xvii) Exporting Department/Agency/Branch refused to release Applicant and reason;
	Yes/No
	If No, Why?

	(xviii) date of posting;
	Yes/No
	If No, Why?

	(xix) request cancelled by Applicant; and
	Yes/No
	If No, Why?

	(xx) request cancelled by Line Manager/personnel/other (specify);
	Yes/No
	If No, Why?

	(p) move a transfer request from the current list to the history file when a Transfer accepted/withdrawn/cancelled date has been entered;
	Yes/No
	If No, Why?

	(q) provide the importing Participant with access to the individual’s personnel accounts and terminate access with the exporting Participant;
	Yes/No
	If No, Why?

	(r) record whether or not salary/costs are to be re-couped  from the importing  body;
	Yes/No
	If No, Why?

	(s) maintain a historic record of an individual’s period of Secondment/Interchange Programme;
	Yes/No
	If No, Why?

	(t) allow data/lists of total staff to include or exclude Seconded Officers;
	Yes/No
	If No, Why?

	(u) categorise seconded Employees who are external to the NICS/NIO as 'seconded in'; and categorise seconded, internal, NICS/NIO Employees as 'seconded out';
	Yes/No
	If No, Why?

	(v) apply (in the case of transfers on promotion of NIO NICS Employees between NIO and NICS Departments and vice-versa) agreed mechanisms governing the continuity of salary and grade status arising from the change from one system of pay and grading in one Department to a different pay and grading system in another Department;
	Yes/No
	If No, Why?

	(w) view an Employee’s Personal Record if they are currently on secondment;
	Yes/No
	If No, Why?

	(x) where an individual is on loan to one NICS Department from another, ensure that the owning Department has view-only access to the Personnel Record and that the borrowing Department can update the Personnel Record; and
	Yes/No
	If No, Why?

	(y) where an NICS Employee is on loan to NIO or vice versa, ensure that the owning Department has view-only access to the Personnel Record and that the borrowing Department can update the Personnel Record.
	Yes/No
	If No, Why?


	73.1.2 In respect of geographical/location transfers, the Contractor shall:
	
	

	(a) advise staff on an annual basis to review and confirm/update any transfer request they have made, through their Line Manager/Participant HR contact;
	Yes/No
	If No, Why?

	(b) remove the names of those on the transfer list who have not confirmed their Transfer Check Request by the reply-by date associated with the above transaction and advise the Applicant accordingly, through their Line Manager/Participant HR contact; and
	Yes/No
	If No, Why?

	(c) maintain an NICS/NIO transfer list by name of Applicant, current Department/location, location sought, priority and in chronological order.  NIO HCS Employees are not normally eligible for transfer to NICS Departments.  NIO HCS Employee transfer requests and details on the NICS/NIO list should be accessible only to NIO.
	Yes/No
	If No, Why?


	73.1.3 In respect of career development Moves, the Contractor shall:
	
	

	(a) maintain, in chronological order and by opportunity type and within NICS/NIO, GB, Europe or other, lists of Applicants who have expressed an interest in career development opportunities, including:
	Yes/No
	If No, Why?

	(i) name of applicant;
	Yes/No
	If No, Why?

	(ii) grade;
	Yes/No
	If No, Why?

	(iii) age;
	Yes/No
	If No, Why?

	(iv) gender;
	Yes/No
	If No, Why?

	(v) date of application;
	Yes/No
	If No, Why?

	(vi) current Department;
	Yes/No
	If No, Why?

	(vii) current location;
	Yes/No
	If No, Why?

	(viii) skills/competences/experience being sought;
	Yes/No
	If No, Why?

	(ix) existing qualifications;
	Yes/No
	If No, Why?

	(x) existing languages;
	Yes/No
	If No, Why?

	(xi) existing specialist skills;
	Yes/No
	If No, Why?

	(xii) existing competences; and
	Yes/No
	If No, Why?

	(xiii) existing work experience; and
	Yes/No
	If No, Why?

	(b) match career development needs, taking account of suitability of applicant and location and date of application, with current vacancies and notify appropriate Participant HR contact/Line Manager of the following details:
	Yes/No
	If No, Why?

	(xiv) name of applicant;
	Yes/No
	If No, Why?

	(xv) career development requirements and vacancy development opportunities;
	Yes/No
	If No, Why?

	(xvi) location of vacancy;
	Yes/No
	If No, Why?

	(xvii) job description; and
	Yes/No
	If No, Why?

	(xviii) date vacancy is to be filled.
	Yes/No
	If No, Why?


	73.1.4 In respect of Secondments / Interchange Programme /Development Programmes, the Contractor shall:
	
	

	(a) maintain, in chronological order and by opportunity type and source, that is, Secondment and Interchange opportunities within NICS/NIO, GB, Europe or other, lists of Applicants who have expressed an interest in Secondment/Interchange opportunities, including:
	Yes/No
	If No, Why?

	(i) name of applicant;
	Yes/No
	If No, Why?

	(ii) grade;
	Yes/No
	If No, Why?

	(iii) age;
	Yes/No
	If No, Why?

	(iv) gender;
	Yes/No
	If No, Why?

	(v) date of application;
	Yes/No
	If No, Why?

	(vi) current Department;
	Yes/No
	If No, Why?

	(vii) current location;
	Yes/No
	If No, Why?

	(viii) skills/competences/experience being sought;
	Yes/No
	If No, Why?

	(ix) existing qualifications;
	Yes/No
	If No, Why?

	(x) existing languages;
	Yes/No
	If No, Why?

	(xi) existing specialist skills;
	Yes/No
	If No, Why?

	(xii) existing competences; and
	Yes/No
	If No, Why?

	(xiii) existing work experience; and
	Yes/No
	If No, Why?

	(b) match career development needs, taking account of suitability of applicant and location and date of application, with current vacancies and notify appropriate Participant HR contact/Line Manager of the following details to agree transfer option:
	Yes/No
	If No, Why?

	(i) name of applicant;
	Yes/No
	If No, Why?

	(ii) career development requirements and vacancy development opportunities;
	Yes/No
	If No, Why?

	(iii) location of vacancy;
	Yes/No
	If No, Why?

	(iv) job description; and
	Yes/No
	If No, Why?

	(v) date vacancy is to be filled;
	Yes/No
	If No, Why?

	(c) In the event of a Secondment/Interchange opportunity not being filled by means of a Secondment/Interchange list of Applicants, the Contractor shall:
	Yes/No
	If No, Why?

	(i) following consultation with the Authority, notify Participants of the Secondment/Interchange opportunity details, including:
	Yes/No
	If No, Why?

	(aa) type and source of opportunity;
	Yes/No
	If No, Why?

	(ab) business nature of the opportunity;
	Yes/No
	If No, Why?

	(ac) Name of Body offering opportunity;
	Yes/No
	If No, Why?

	(ad) Competences/skills/experience required/offered;
	Yes/No
	If No, Why?

	(ae) Eligibility requirements;
	Yes/No
	If No, Why?

	(af) Start date;
	Yes/No
	If No, Why?

	(ag) end date; 
	Yes/No
	If No, Why?

	(ah) salary and costs arrangements; and
	Yes/No
	If No, Why?

	(ai) contact name/telephone number/e-mail address for further details; and
	Yes/No
	If No, Why?

	(ii) manage and monitor selection process agreed with the Authority.
	Yes/No
	If No, Why?


ANNEX 6

SPECIFIC OPERATIONAL SERVICES
PAY AND REWARD

The detailed requirements set out in this Annex 6 correspond to the Requirements set out in Part 6 of this Schedule 2.

74 General Pay and Reward Services Requirements

	The Contractor shall:
	
	

	74.1 maintain full payment history details to enable accurate current and retrospective processing, Query resolution and production of management information;
	Yes/No
	If No, Why?

	74.2 provide a Pay and Reward service that applies the appropriate Participant rules and rates to all elements of pay according to the different categories of employment, which categories shall include full time, part-time, job-share, term-time, fixed term and short-term contract, non-executive directors, management board panel members who are not Employees and within those pensionable, non-pensionable, permanent and temporary Employees;
	Yes/No
	If No, Why?

	74.3 apply, where appropriate, rules/rates which are specific to the Participant concerned; 
	Yes/No
	If No, Why?

	74.4 implement any new rules/ rates relating to payments and deductions as policy is amended and allow Participants to make exceptions to any current or future rules;
	Yes/No
	If No, Why?

	74.5 amend the structure of the Payroll(s) and introduce new structures when instructed to do so by the Authority;
	Yes/No
	If No, Why?

	74.6 provide flexibility to allow a variation to conditioned hours and appropriately reflect corresponding effect on out-of-hours payments;
	Yes/No
	If No, Why?

	74.7 add to, delete from, or amend:
	Yes/No
	If No, Why?

	(a) the range, rate and types of payments, allowances, deductions and pension arrangements; and
	Yes/No
	If No, Why?

	(b) the range, content, format and distribution of reports, documents and management information; 
	Yes/No
	If No, Why?

	in respect of individual Employees/ Participants or groups of Employees/ Participants, the Authority and third parties when instructed;
	Yes/No
	If No, Why?

	74.8 add to, delete from, or amend:
	Yes/No
	If No, Why?

	(a) the ranges of all types of costing codes used and pay elements to be costed; and
	Yes/No
	If No, Why?

	(b) the range and type of payments/ deductions;
	Yes/No
	If No, Why?

	as and when a Participant’s business need directs or there is a change to accounting procedures and policy;
	Yes/No
	If No, Why?

	74.9 validate, verify and retain documentation supplied by Employees, Participants or third parties to enable correct payment, including:
	Yes/No
	If No, Why?

	(a) statutory documentation;
	Yes/No
	If No, Why?

	(b) Payroll input documentation;
	Yes/No
	If No, Why?

	(c) court orders;
	Yes/No
	If No, Why?

	(d) voluntary deductions notifications;
	Yes/No
	If No, Why?

	(e) instructions from Employees; and
	Yes/No
	If No, Why?

	(f) instructions from Participants;
	Yes/No
	If No, Why?

	74.10 extend or reduce data/ document retention times when instructed, both in compliance with legislative/ statutory rules and the Authority’s policy;
	Yes/No
	If No, Why?

	74.11 administer the Payrolls through the Shared Service Centre;
	Yes/No
	If No, Why?

	74.12 fulfil all the transactional, administrative, financial and reporting obligations of the Services detailed in the sections that follow;
	Yes/No
	If No, Why?

	74.13 automate wherever possible flows of information in electronic format to and from other Grouped HR Services (such as Resourcing for new starts, Leavers and Absence Management, Performance Management for Performance Markings as an input to Pay Award Calculations, Discipline and Grievance for Warnings to be taken into account for Payroll entitlements), Civil Service Pensions (or other provider for NIO HCS Employees) and authorised third parties (and, in the case of NIO, via interfaces to/from the NIO’s payroll and pensions providers for NIO HCS Employees) to:
	Yes/No
	If No, Why?

	(a) route all pay and reward related data entered by other Grouped HR Services to the Pay and Reward Service;
	Yes/No
	If No, Why?

	(b) retain and utilise this data together with specific Pay and Reward data to produce and distribute accurate payments and information; and
	Yes/No
	If No, Why?

	(c) route Pay and Reward related data to other Grouped HR Services and authorised third parties;
	Yes/No
	If No, Why?

	74.14 provide NIO HCS staff interfaces to respective Payroll and pensions providers;
	Yes/No
	If No, Why?

	74.15 provide appropriate means of submitting Payroll data, perform the gross to net calculation, including any retrospective calculation;
	Yes/No
	If No, Why?

	74.16 produce monthly and weekly pay, calculating, determining, paying and reporting on all pay elements and administer associated Payroll functions, including:
	Yes/No
	If No, Why?

	(a) basic pay;
	Yes/No
	If No, Why?

	(b) allowances;
	Yes/No
	If No, Why?

	(c) Employee and employer statutory deductions/ payments; and
	Yes/No
	If No, Why?

	(d) voluntary deductions and pension contributions;
	Yes/No
	If No, Why?

	74.17 create and update Payroll Records, identify and apply correct pay rates and rules for Pay and Reward Services;
	Yes/No
	If No, Why?

	74.18 implement effective audit and security systems and subject Pay and Reward services to all internal, authority and statutory led audits;
	Yes/No
	If No, Why?

	74.19 provide interfaces to enable file transfers between Participants and between Participants and third parties, including:
	Yes/No
	If No, Why?

	(a) Civil Service Pensions Branch (PenServer) and the NIO’s Payroll and pensions providers for HCS Employees;
	Yes/No
	If No, Why?

	(b) Bank (BACS and Encashment Files);
	Yes/No
	If No, Why?

	(c) Inland Revenue (EDI); and
	Yes/No
	If No, Why?

	(d) Northern Ireland Statistics and Research Agency (NISRA);
	Yes/No
	If No, Why?

	74.20 make full payment history details readily available (and where appropriate, in the case of NIO, via interfaces with the NIO's payroll and pensions providers for NIO HCS Employees), managing and monitoring requests from Participants and third parties and:
	Yes/No
	If No, Why?

	(a) providing range of standard and ad hoc management information/ reports in various formats/ media, including paper output, screens, graphics and electronic media; and
	Yes/No
	If No, Why?

	(b) responding to and resolving any Payroll queries/ problems where necessary referring to online or archived data or information, as appropriate;
	Yes/No
	If No, Why?

	74.21 maintain comprehensive, up-to-date Payroll Records, using and making available all information required for Payroll, whether taken from a single point of entry via Self-Service, via the Shared Service Centre or allocated automatically by the Information System;
	Yes/No
	If No, Why?

	74.22 hold a person's history of versions of payments/ deductions and apply the relevant parameters relating to the appropriate effective date;
	Yes/No
	If No, Why?

	74.23 apply any appropriate amendments with effect from any retrospective, current or future date and automatically recalculate all payments and deductions in the case of retrospective changes;
	Yes/No
	If No, Why?

	74.24 apply amendments from dates applicable and make all necessary associated changes in other areas of the Pay and Reward Service and monitor the impact of amendments to ensure the accuracy of pay, including:
	Yes/No
	If No, Why?

	(a) re-calculating and applying revised pay; and
	Yes/No
	If No, Why?

	(b) altering entitlements, balances and cumulative totals;
	Yes/No
	If No, Why?

	74.25 pay in different Payroll groups and transfer Payees and their appropriate current and forward dated pay data and history records to and from the different groups and/or Payroll frequencies, when instructed without having to delete or restart the record;
	Yes/No
	If No, Why?

	74.26 recoup and return costs to Participants for Payees in instances, including in the case of:
	Yes/No
	If No, Why?

	(a) secondment to another Participant or third party whilst Payees continue to be paid by their ‘parent’ Participant; 
	Yes/No
	If No, Why?

	(b) Government initiatives; and
	Yes/No
	If No, Why?

	(c) attending court on behalf of Participants;
	Yes/No
	If No, Why?

	and record data, including:
	Yes/No
	If No, Why?

	(i) period of time;
	Yes/No
	If No, Why?

	(ii) Payee’s pay elements;
	Yes/No
	If No, Why?

	(iii) employer’s pay elements; and
	Yes/No
	If No, Why?

	(iv) other financial details for which costs are to be recovered; and
	Yes/No
	If No, Why?

	making the necessary calculations, monitoring and making subsequent re-coupment from the relevant Participant or third party and reconciling transactions with the Participants Wages Suspense Accounts;
	Yes/No
	If No, Why?

	74.27 meet different pay dates for different groups or different pay dates for different pay periods and pay all Non-Industrial Payees on the third last banking day before the end of the month;
	Yes/No
	If No, Why?

	74.28 make any permanent or temporary changes to Payroll records, as instructed by the Participants, including application of general pay increases to a particular Payee or groups of Payees;
	Yes/No
	If No, Why?

	74.29 apply rate changes and retrospective processing when changes are required, including as a result of:
	Yes/No
	If No, Why?

	(a) pay awards;
	Yes/No
	If No, Why?

	(b) allowance and deduction rates changes;
	Yes/No
	If No, Why?

	(c) tax code changes; 
	Yes/No
	If No, Why?

	(d) Authority’s policy, statutory/legislative changes; and 
	Yes/No
	If No, Why?

	(e) Personal details changes;
	Yes/No
	If No, Why?

	74.30 pay Payees using a range of pay scales, pertaining to different Participant groups, including:
	Yes/No
	If No, Why?

	(a) a range pay scheme with personal points;
	Yes/No
	If No, Why?

	(b) a pay points system with a personal point and Mark-Time Pay facility;
	Yes/No
	If No, Why?

	(c) a spine point/ incremental progression scheme;
	Yes/No
	If No, Why?

	(d) a structure of hourly rates;
	Yes/No
	If No, Why?

	(e) a structure of hourly/ daily rates with performance related payments;
	Yes/No
	If No, Why?

	(f) daily rates;
	Yes/No
	If No, Why?

	(g) a range of working patterns for rotating and alternating shift Employee; and
	Yes/No
	If No, Why?

	(h) full time, part-time, job-share, term-time, fixed term and short-term contract, non-Executive Directors, Management board panel members who are not Employees and within those pensionable, non-pensionable, Permanent and Temporary Employees;
	Yes/No
	If No, Why?

	74.31 apply (in the case of level transfers/transfers on promotion of NIO NICS Employees between NIO and NICS Departments and vice-versa) agreed mechanisms governing the continuity of salary and grade status arising from the change from one system of pay and grading in one Department to a different pay and grading system in another Department;
	Yes/No
	If No, Why?

	74.32 identify and reject incorrectly formatted or duplicated National Insurance numbers.  Where temporary National Insurance numbers are used, these must not be rejected if duplicated but the Contractor shall notify the relevant Payee who has provided a temporary number and require that Payee to provide a permanent number;
	Yes/No
	If No, Why?

	74.33 create and update increasing and reducing entitlements and apply as appropriate, including:
	Yes/No
	If No, Why?

	(a) monitoring and controlling payments and deductions; and
	Yes/No
	If No, Why?

	(b) pay advice slips;
	Yes/No
	If No, Why?

	74.34 apply the appropriate salary rate, tax, NI (EE), NI (ER), superannuable/Pensionable Pay, pension scheme contributions and superannuation (ASLC) rates for new Payees and transferred Payees, depending on pensionable status;
	Yes/No
	If No, Why?

	74.35 in the event of a system failure that would affect the issuing of a current Payroll, produce manual payments (and supplementary payments) to remunerate Payees as accurately as possible.
	Yes/No
	If No, Why?


75 Pay Scales
	75.1 Calculate, pay and increase pay according to various pay arrangements, including:
	Yes/No
	If No, Why?

	(a) salaries for particular posts/ grades increased on an annual percentage basis and when applicable by a set amount;
	Yes/No
	If No, Why?

	(b) salary scales for particular grades with eligibility for annual incremental progression and service increments;
	Yes/No
	If No, Why?

	(c) salary scales for particular grades contained within one large pay scale which should facilitate an unlimited number of Payee personal pay points; and
	Yes/No
	If No, Why?

	(d) hourly rates for particular posts increased on an annual percentage basis or when applicable by a set amount.
	Yes/No
	If No, Why?

	Mark-time Pay, Off-Scale and Other Payee Points
	
	

	75.2 Allocate and hold Payees on Personal Rates of Pay, including a rate of pay for which no provision is made on any point of any pay scale and record the reason for any of these situations:
	Yes/No
	If No, Why?

	(a) off-scale;
	Yes/No
	If No, Why?

	(b) pay leads;
	Yes/No
	If No, Why?

	(c) split increment; and/or
	Yes/No
	If No, Why?

	(d) Mark-Time Pay.
	Yes/No
	If No, Why?

	75.3 Exclude Payees or groups of Payee on Payee points/ Mark-Time Pay for automatic payment of pay increases.  Review the Payee's status and determine and apply any award due.
	Yes/No
	If No, Why?

	75.4 When a pay increase results in the Mark-Time Pay point being less than the revised substantive pay point, apply the revised substantive pay point and, when applicable, calculate and pay any arrears.
	Yes/No
	If No, Why?

	75.5 Erode the Mark-Time Pay element by subsequent increases, including pay awards, scale changes and incremental progression until it is eliminated.
	Yes/No
	If No, Why?

	75.6 Alert the Payee when Mark-Time Pay is implemented, advise of the effect of any pay awards during the duration of their Mark-Time Pay and of its elimination.
	Yes/No
	If No, Why?

	75.7 Erode Industrial Employees’ specific (‘Personal to holder’) element of pay only when a pay award specifically dictates that this should happen.
	Yes/No
	If No, Why?


76 Conditioned Hours

	Full time working
	
	

	76.1 Pay full time conditioned hours ranging from 37 (net) to 42 (gross) on a normal or compressed basis, with Non-Industrials pay usually being based on 42-hour (gross conditioned hours) working week calculated over a 7-day week.
	Yes/No
	If No, Why?

	76.2 Pay Industrial shiftworkers average hours plus shift allowances, enhanced hours (and overtime where appropriate).
	Yes/No
	If No, Why?

	76.3 Pay other grades who work shifts but are not classed as shiftworkers normal salary plus compulsory, regular overtime rates and shift allowances.
	Yes/No
	If No, Why?

	76.4 Record the conditioned hours on a grade basis and on an individual basis and pay according to the appropriate conditioned hours and rate applicable.  For NIO HCS Employees, apply variations to conditioned hours according to whether such Employees are based either in Northern Ireland or in London.
	Yes/No
	If No, Why?

	76.5 Change conditioned hours/ rates of grades when directed by the Authority or Participant.
	Yes/No
	If No, Why?

	Part-time working
	
	

	76.6 In respect of part-time working, calculate pay for each period on a pro rata basis in accordance with the Payee's weekly contracted hours, average weekly contracted hours (where the working pattern spans more than one week) or actual monthly working hours which the Contractor shall hold in working patterns and pay annual salary in 12 equal monthly instalments.
	Yes/No
	If No, Why?

	76.7 In respect of part-time Employees calculate and pay for either net hours, gross hours or a combination of both, depending on the work pattern of the part-time Employee and the Participant for which they work.
	Yes/No
	If No, Why?

	76.8 Pay actual hours worked to part-time Employees who are contracted to work irregular work patterns that may be revised on a weekly/ monthly basis.
	Yes/No
	If No, Why?

	76.9 Calculate and pay additional/ reduced working hours over contract hours and treat such payments as superannuable or non-superannuable.
	Yes/No
	If No, Why?

	76.10 Record the date on which these additional/ reduced hours have been worked and the week from which the conditioned hours were increased/ reduced.
	Yes/No
	If No, Why?

	Term time working
	
	

	76.11 In respect of term-time working, calculate and pay term-time working which is a form of part-time working granted for one-year periods.
	Yes/No
	If No, Why?

	76.12 Reduce basic salary in accordance with the number of hours’/ days’/ weeks’ absence and pay salary in 12 monthly instalments.
	Yes/No
	If No, Why?

	76.13 Reflect and implement any changes in Authority's policy as a result of the  Pay and Pensions Working Group's review of term-time working.
	Yes/No
	If No, Why?


77 Transfers, Promotion and Temporary/Permanent Change of Grade 

	Transfer to a New Substantive Grade (Promotion)
	
	

	77.1 When an Employee is promoted to a higher grade, determine and apply their new salary, also operating percentage increases and Mark-Time Pay arrangements, if necessary and retain, adjust, use allowances to calculate new rates or cease allowances entirely as appropriate.  Apply (in the case of transfers on promotion of NIO NICS Employees between NIO and NICS Departments and vice-versa) agreed mechanisms governing the continuity of salary and grade status arising from the change from one system of pay and grading in one Department to a different pay and grading system in another Department.
	Yes/No
	If No, Why?

	77.2 Apply regrading, reversion or downgrading and movement between grades and disciplines.
	Yes/No
	If No, Why?

	77.3 Override automatic increases whenever necessary.
	Yes/No
	If No, Why?

	77.4 Apply a new hourly rate for an Employee, when appropriate.
	Yes/No
	If No, Why?

	Transfer between Payroll frequencies, Departments or Branches
	
	

	77.5 If a transfer involves a change from weekly to monthly Payroll or if an inter- or intra-Departmental transfer occurs, record the effective date of the change.  Apply (in the case of transfers on promotion of NIO NICS Employees between NIO and NICS Departments and vice-versa) agreed mechanisms governing the continuity of salary and grade status arising from the change from one system of pay and grading in one Department to a different pay and grading system in another Department.
	Yes/No
	If No, Why?

	77.6 On the date of the transfer, update the Payee's records.
	Yes/No
	If No, Why?

	77.7 Adjust appropriate allowances/ entitlements from the date of transfer or Payroll frequency change.
	Yes/No
	If No, Why?

	Substitution/ Temporary Change to a Higher Grade 
	
	

	77.8 Pay an Employee who is temporarily working at a higher grade.  
	Yes/No
	If No, Why?

	77.9 In all types of temporary upgrading, pay for part-day occurrences.
	Yes/No
	If No, Why?

	77.10 Pay acting-up to industrial Employees for one week, or a number of hours in the week, as well as for longer periods.
	Yes/No
	If No, Why?

	77.11 Calculate and pay all types of substitution/ designation applying the appropriate rules, allowances and enhancements pertaining to each grade for the relevant type of working.
	Yes/No
	If No, Why?

	77.12 Record details of substitution/ designation, including:
	Yes/No
	If No, Why?

	(a) type of substitution/ Temporary Promotion/ deputising;
	Yes/No
	If No, Why?

	(b) start and end dates;
	Yes/No
	If No, Why?

	(c) number of days;
	Yes/No
	If No, Why?

	(d) spine point/ pay point;
	Yes/No
	If No, Why?

	(e) elements/ allowances paid; and
	Yes/No
	If No, Why?

	(f) running total of the days worked.
	Yes/No
	If No, Why?

	77.13 Once an Employee returns to the Substantive Grade, apply the rate of pay that would have applied had the Employee not been substituted or temporarily promoted.
	Yes/No
	If No, Why?

	77.14 Cease deputising or Temporary Promotion with effect from the date of a written warning or final written warning.
	Yes/No
	If No, Why?

	77.15 Adjust pay at the higher grade, during substitution or Temporary Promotion, if appropriate, by a pay award which affects the higher grade.
	Yes/No
	If No, Why?

	77.16 Reflect and implement any changes in Authority policy as a result of the Pay and Pensions Working Group's review of the Deputising allowance.
	Yes/No
	If No, Why?


78 Calculation of Pay

	78.1 Calculate pay based on items, including:
	Yes/No
	If No, Why?

	(a) all pay elements that make up an individual’s Payroll Record in each pay cycle;
	Yes/No
	If No, Why?

	(b) industrial Employees’ conditioned hours;
	Yes/No
	If No, Why?

	(c) overtime hours; and
	Yes/No
	If No, Why?

	(d) allowances payable;
	Yes/No
	If No, Why?

	and make available online and in other formats, including printed format, this information to the relevant Employee, including outstanding element balances.  The Contractor shall override/adjust salaries/wages when necessary and hold a history of these changes.
	Yes/No
	If No, Why?

	78.2 Following the gross to net calculation, record and make available online and in other formats, including printed format, to the relevant Employee the net pay details along with the cumulative pay figures in the tax year concerned.
	Yes/No
	If No, Why?

	Simulated Calculation
	
	

	78.3 When requested by an Employee or a Participant, perform a gross to net pay calculation using simulated information and record and make available online and in other formats, including printed format, to the relevant Employee or Participant, the results of the calculation without implementing these results.
	Yes/No
	If No, Why?

	Negative and Zero Payments, Manual Payments
	
	

	78.4 Record the pay data resulting in correct zero net pay, producing pay advice slips.
	Yes/No
	If No, Why?

	78.5 Cancel incorrect payment, produce alternative or supplementary payments, correct the Payroll Records, make recoveries and financial/ reconciliation/ administrative transactions for cases.
	Yes/No
	If No, Why?

	78.6 Cancel, stop or suspend pay if instructed to do so by a Participant.
	Yes/No
	If No, Why?

	78.7 Produce alternative or supplementary payments, update Payroll Records, make recoveries and associated financial/ reconciliation/ administrative transactions for cases, including:
	Yes/No
	If No, Why?

	(a) loss of a payable order;
	Yes/No
	If No, Why?

	(b) pay exceeding bar limit;
	Yes/No
	If No, Why?

	(c) deductions exceeding pay;
	Yes/No
	If No, Why?

	(d) errors resulting in non-production of pay/underpayments; and
	Yes/No
	If No, Why?

	(e) reinstatement of suspended pay.
	Yes/No
	If No, Why?

	Recalculation
	
	

	78.8 Recalculate an individual Payee’s or group of Payees’ pay after pay computation has taken place, up to the point of final Payroll processing, accepting alterations to pay and amending all history records, in circumstances where additional/ updated information is input, including:
	Yes/No
	If No, Why?

	(a) information for new starts;
	Yes/No
	If No, Why?

	(b) amended absence dates;
	Yes/No
	If No, Why?

	(c) previous pay period adjustments;
	Yes/No
	If No, Why?

	(d) phased return from absence patterns;
	Yes/No
	If No, Why?

	(e) Industrial injuries extensions; and
	Yes/No
	If No, Why?

	(f) pension rate of pay/ incapacity benefit rates.
	Yes/No
	If No, Why?

	Pro rata Calculations
	
	

	78.9 Calculate pro rata adjustments for all elements of pay for any period necessary.
	Yes/No
	If No, Why?

	General limits
	
	

	78.10 In agreement with the Authority, set overriding maxima in terms of annual salaries, weekly pay and pay period calculations and when this limit is exceeded shall not produce a payment automatically.
	Yes/No
	If No, Why?

	78.11 Review all payments, identify any errors in payments and, if errors have been made, issue correct payments.
	Yes/No
	If No, Why?

	Retrospective Calculations
	
	

	78.12 Apply changes retrospectively, and action correctly all subsequent and related changes.
	Yes/No
	If No, Why?

	78.13 Calculate and apply retrospective adjustments for all payments and deductions on the Payroll.
	Yes/No
	If No, Why?

	78.14 Maintain, utilise and make available online and in other formats, including printed format, Payroll history, including:
	Yes/No
	If No, Why?

	(a) dates and rates; 
	Yes/No
	If No, Why?

	(b) performance management ratings; 
	Yes/No
	If No, Why?

	(c) cumulative totals;
	Yes/No
	If No, Why?

	(d) durations; and
	Yes/No
	If No, Why?

	(e) amount paid for each individual element.
	Yes/No
	If No, Why?

	78.15 Archive Payroll history prior to that held on line and store, use and access when required to enable accurate current and retrospective processing, Query resolution and production of management information.
	Yes/No
	If No, Why?

	78.16 Process data; produce information; and extract from computer-held and manual data, any records that will be needed in circumstances, including:
	Yes/No
	If No, Why?

	(a) Audits;
	Yes/No
	If No, Why?

	(b) Court cases;
	Yes/No
	If No, Why?

	(c) Previous pay investigations;
	Yes/No
	If No, Why?

	(d) Pensionable Pay estimates;
	Yes/No
	If No, Why?

	(e) Query resolution;
	Yes/No
	If No, Why?

	(f) Pay awards;
	Yes/No
	If No, Why?

	(g) Parliamentary and Assembly Questions; and
	Yes/No
	If No, Why?

	(h) Government Actuary requests;
	Yes/No
	If No, Why?

	providing this data directly to authorised third parties and attending court, tribunals, hearings, meetings when requested.
	Yes/No
	If No, Why?

	78.17 Monitor/ manage all such requests and their resolution.
	Yes/No
	If No, Why?

	78.18 Make available online and in other formats, including printed format, all arrears calculated, either positive or negative, under separate pensionable or non-pensionable elements and give a breakdown of each allowance type/ pay element being automatically back-paid/ deducted.
	Yes/No
	If No, Why?

	78.19 When appropriate, retrospectively calculate and pay a single or multi-staged pay award and/or selective element/ allowance increase for a number of prior dated awards at a single stage in the current pay cycle to both current Employees and former Employees.
	Yes/No
	If No, Why?

	78.20 Calculate/ pay arrears, including pay awards, for all or any Payee or group(s) of Payees for pay elements, identifying their pensionable status and making available online, paper and other formats, separate arrear elements for a single and/or group of elements.  Produce and issue to each NIO Employee a personalised pay illustration containing details of that Employee’s annual pay award.
	Yes/No
	If No, Why?

	78.21 Calculate and retrospectively adjust pay, allowances, deductions and excess benefits and update Payroll records, in circumstances, including:
	Yes/No
	If No, Why?

	(a) reinstatement of suspended pay;
	Yes/No
	If No, Why?

	(b) promotion or change of working hours;
	Yes/No
	If No, Why?

	(c) National Insurance and tax changes within the current tax year;
	Yes/No
	If No, Why?

	(d) late notifications or alteration to State Benefits or statutory payments;
	Yes/No
	If No, Why?

	(e) reinstatements;
	Yes/No
	If No, Why?

	(f) change or pension arrangements; and
	Yes/No
	If No, Why?

	(g) absences, leave, working hours, excess hours, payments and deductions subsequently amended or cancelled.
	Yes/No
	If No, Why?

	78.22 Pay arrears based on history, including changes in hours and working patterns.
	Yes/No
	If No, Why?

	78.23 Recalculate and adjust excess benefit reductions or other deductions, including certain Trade Union subscriptions when a pay award revises previously reduced pay.
	Yes/No
	If No, Why?

	78.24 Retrospectively calculate, apply and retain a record of overtime/ hourly rates applicable to an Employee.
	Yes/No
	If No, Why?

	78.25 Manage and administer:
	Yes/No
	If No, Why?

	(a) checking and timetabling for payment of new rates and arrears of pay;
	Yes/No
	If No, Why?

	(b) notification to all Employees of new pay and arrears details and timetabling of payments; and
	Yes/No
	If No, Why?

	(c) notification to third parties (in the case of NIO, via interfaces with NIO’s payroll and pensions providers for NIO HCS Employees), such as Civil Service Pensions Branch (or other providers for NIO HCS Employees) and Departmental Finance Branches of retrospective payments.
	Yes/No
	If No, Why?


79 Overpayments

	79.1 Automatically Adjust and recover from Payees' next pay in unavoidable overpayment cases including, but to cases of:
	Yes/No
	If No, Why?

	(a) delayed notification of tax code changes; and
	Yes/No
	If No, Why?

	(b) delayed notification of unpaid leave.
	Yes/No
	If No, Why?

	79.2 If an overpayment/ incorrect payment cannot be automatically adjusted and recovered, the Contractor shall:
	Yes/No
	If No, Why?

	(a) cancel Payable Orders/ implement BACS recalls;
	Yes/No
	If No, Why?

	(b) issue payment for the correct amount;
	Yes/No
	If No, Why?

	(c) amend all payment history; and
	Yes/No
	If No, Why?

	(d) adjust outputs accordingly.
	Yes/No
	If No, Why?

	79.3 If such an overpayment has occurred but it has not been possible to cancel the payment, the Contractor shall:
	Yes/No
	If No, Why?

	(a) calculate the amount overpaid;
	Yes/No
	If No, Why?

	(b) advise the Payee and negotiate recovery terms;
	Yes/No
	If No, Why?

	(c) advise the Participant and/or any relevant third parties of the overpayment; and
	Yes/No
	If No, Why?

	(d) make available online and in other formats, including printed format, to the Payee and Participants the calculation of an overpayment/ recovery information detailing the gross, relevant deductions and net amount.
	Yes/No
	If No, Why?

	79.4 Agree with the Payee and recover overpayments in single or multiple instalments, from pay or by cheque or cash, amending the Payee's Payroll Records accordingly.
	Yes/No
	If No, Why?

	79.5 Create and maintain an overpayment record on suspended overpayment recoveries, including:
	Yes/No
	If No, Why?

	(a) staff reference number; 
	Yes/No
	If No, Why?

	(b) amount overpaid; 
	Yes/No
	If No, Why?

	(c) date on which the overpayment occurred; 
	Yes/No
	If No, Why?

	(d) action taken/ recovery method agreed; and
	Yes/No
	If No, Why?

	(e) amount still owing and amount repaid.
	Yes/No
	If No, Why?

	79.6 Refer cases of non-recovery to Dept. HR at the appropriate time, with full history of the case and recommendation.
	Yes/No
	If No, Why?

	79.7 Terminate an overpayment record with indicators, including ‘recovered’ and ‘written off’ or provide free text information indicating status.
	Yes/No
	If No, Why?

	79.8 Adjust the accounts totals and individual Payee totals accordingly as repayment is made.
	Yes/No
	If No, Why?

	79.9 Reflect and implement any changes in the Authority's policy as a result of the CPG's review of the overpayment policy.
	Yes/No
	If No, Why?


80 Allowances

	80.1 Calculate, determine, process, record, pay and report on all allowances and their occurrences.
	Yes/No
	If No, Why?

	80.2 Notify the Payee of any Allowance paid as part of their pay calculation record.
	Yes/No
	If No, Why?

	80.3 Calculate/ determine the appropriate rate due and revise the rate or stop the allowance, including when the following change:
	Yes/No
	If No, Why?

	(a) hours worked;
	Yes/No
	If No, Why?

	(b) allowance rate; 
	Yes/No
	If No, Why?

	(c) eligibility;
	Yes/No
	If No, Why?

	(d) Grade; and
	Yes/No
	If No, Why?

	(e) Post;
	Yes/No
	If No, Why?

	and pay different rates for different groups of Payees.
	Yes/No
	If No, Why?

	80.4 Apply dated allowances by reference to:
	Yes/No
	If No, Why?

	(a) start/ end dates;
	Yes/No
	If No, Why?

	(b) applicable dates;
	Yes/No
	If No, Why?

	(c) payment dates; and
	Yes/No
	If No, Why?

	(d) Employee Performance Review dates.
	Yes/No
	If No, Why?

	80.5 Adjust allowances, maintaining a full history and recording these independently of the payslip.
	Yes/No
	If No, Why?

	80.6 Enable advance application/ approval for allowances/ claims and subsequently commence payment in the appropriate pay period.
	Yes/No
	If No, Why?

	80.7 Record and notify when an allowance is being retained on a Mark-Time Pay basis.
	Yes/No
	If No, Why?

	80.8 Pay allowances based on various Pay Elements on either a permanent or temporary, percentage-based or standard rate basis, and calculate these payments on a pro rata basis.  
	Yes/No
	If No, Why?

	80.9 Allocate each pay element to a relevant accounts costing code.
	Yes/No
	If No, Why?

	Excess Fares
	
	

	80.10 Determine eligibility, calculate entitlement, and pay excess fares.
	Yes/No
	If No, Why?

	Detached Duty Expenses
	
	

	80.11 Make a ‘grossed up’ payment to Payees on detached duty by obtaining details of travelling expenses paid throughout the financial year from Participants’ and using the formula making only the payover of tax and national insurance due on these payments.
	Yes/No
	If No, Why?


81 Payments for working outside Conditioned Hours

	Overtime
	
	

	81.1 Calculate entitlements and rates, pay and report on overtime for all grades and pay overtime at a pay rate or overtime rate which differs from the Payee's rate for conditioned hours.
	Yes/No
	If No, Why?

	81.2 Apply a range of overtime rates and Authority and pension rules, automatically allocating appropriate rates, including:
	Yes/No
	If No, Why?

	(a) Time + ½; 

	Yes/No
	If No, Why?

	(b) Time + ¼; 
	Yes/No
	If No, Why?

	(c) Time + ⅓; 
	Yes/No
	If No, Why?

	(d) Time + ⅔; 
	Yes/No
	If No, Why?

	(e) One fifth of basic time;
	Yes/No
	If No, Why?

	(f) double time; and
	Yes/No
	If No, Why?

	(g) various percentages of Basic Rate of Pay to different groups of Payees.
	Yes/No
	If No, Why?

	81.3 Calculate and pay all associated overtime elements, according to Payee rates and rules, including:
	Yes/No
	If No, Why?

	(a) overtimeable allowances;
	Yes/No
	If No, Why?

	(b) night duty allowance;
	Yes/No
	If No, Why?

	(c) Meal allowance;
	Yes/No
	If No, Why?

	(d) Premium payments for Saturday/ Sunday/Attendances for non-shift workers;
	Yes/No
	If No, Why?

	(e) attendances on bank, public and privilege holidays; and
	Yes/No
	If No, Why?

	(f) Time off in lieu (‘TOIL’).
	Yes/No
	If No, Why?

	81.4 Record information, including the dates and hours of overtime.  
	Yes/No
	If No, Why?

	81.5 Determine which rates of overtime are superannuable/ pensionable.
	Yes/No
	If No, Why?

	81.6 When part-time Payees have worked the gross conditioned hours for the equivalent full-time grade and overtime rates are applicable, pay these at the hourly rate applicable for the equivalent full-time grade and pay.
	Yes/No
	If No, Why?

	Discretionary Payments for Excess Hours Worked
	
	

	81.7 Make discretionary payments to Payees and identify and pay qualifying hours at a fixed amount for each hour.
	Yes/No
	If No, Why?

	81.8 Override the rates payable to Payees and apply the rates instructed by Participants to any Payee entitled to different rates.
	Yes/No
	If No, Why?

	Travelling Time
	
	

	81.9 Retrospectively calculate, process and pay travelling time to reimburse Payees for additional time spent on official travel outside conditioned hours and allow for requirements that vary according to employing Participants and grades of Payees.
	Yes/No
	If No, Why?

	81.10 Record dates when travelling time occurred and details of any TOIL claimed, approved by the relevant Participant and taken.
	Yes/No
	If No, Why?

	Additional Care Costs
	
	

	81.11 Calculate, process and pay additional care costs when Payees are obliged to work excess hours.
	Yes/No
	If No, Why?

	81.12 Calculate and pay ‘grossed up’ additional care costs.
	Yes/No
	If No, Why?

	On Call/ Standby/ Availability Payments Calculate, and pay Payees
	
	

	81.13 Payments for on call and/or standby and availability allowance. 
	Yes/No
	If No, Why?

	81.14 Calculate, pay and record travelling time and subsistence expenses for additional attendance for Industrial Payees.
	Yes/No
	If No, Why?

	Traveling Expenses
	
	

	81.15 Pay mileage and expenses incurred and record details of any mileage/expenses incurred.
	Yes/No
	If No, Why?


82 Advances

	82.1 Calculate, process, pay and recover pay advances, including:
	Yes/No
	If No, Why?

	(a) holiday pay advances;
	Yes/No
	If No, Why?

	(b) net pay advances;
	Yes/No
	If No, Why?

	(c) flat week contingency payments; and
	Yes/No
	If No, Why?

	(d) advances for transport season tickets;
	Yes/No
	If No, Why?

	or recover only net advances from pay where advances have been issued by Participant's Finance Branches.
	Yes/No
	If No, Why?

	82.2 For weekly paid industrial Payees calculate, process and pay net holiday pay advances, and when instructed by the relevant Participant when instructed process net pay advances and flat week contingency payments.
	Yes/No
	If No, Why?

	82.3 Accept requests for pay advances of holiday pay only where there is sufficient leave to cover the pay Advance and where no cessation date is held.
	Yes/No
	If No, Why?

	82.4 Net pay advances to all or groups of Payees when instructed by the relevant Participants where no cessation date is held and who are entitled to full pay.
	Yes/No
	If No, Why?

	82.5 Exclude Payees, when instructed by the relevant Participant.
	Yes/No
	If No, Why?

	82.6 In the event of loss of data, make an appropriate flat week contingency payment to any Payee affected by the loss of data, with the agreement of the relevant Participant(s), replacing the current week payment and subsequently correcting all records.
	Yes/No
	If No, Why?

	82.7 Advance holiday pay/ net pay advance according to the correct pay periods.
	Yes/No
	If No, Why?

	82.8 Apply notifications of pay adjustments during the period for which pay has already been advanced.
	Yes/No
	If No, Why?

	82.9 Pay advance Basic Rate of Pay plus allowances including productivity and consolidated bonuses.
	Yes/No
	If No, Why?

	82.10 Recover all annual leave or net pay advances, recording zero net payments where appropriate, until the full amount advanced has been recovered and adjust any over or underpayments resulting from the advance payments, issue pay advice slips in respect of any zero payments.
	Yes/No
	If No, Why?


83 Deductions

	83.1 Calculate, determine, process, record, pay and report on a range of deductions, including:
	Yes/No
	If No, Why?

	(a) Statutory (including Scottish Rate);
	Yes/No
	If No, Why?

	(b) Voluntary;
	Yes/No
	If No, Why?

	(c) Pension schemes;
	Yes/No
	If No, Why?

	(d) Payments of debt;
	Yes/No
	If No, Why?

	(e) Child Support Orders;
	Yes/No
	If No, Why?

	(f) Enforcement of Judgement Office, Maintenance and Affiliation Orders; and
	Yes/No
	If No, Why?

	(g) Fines imposed by Participant HR.
	Yes/No
	If No, Why?

	83.2 Apply and record start, end and review dates override/ adjust deductions and amend the rates when instructed by the Payee or a third party.
	Yes/No
	If No, Why?

	83.3 Retain an auditable history of deductions that have been overridden or adjusted that are recorded other than on a payslip, including:
	Yes/No
	If No, Why?

	(a) dates, rates of deductions over a set period; and
	Yes/No
	If No, Why?

	(b) cumulative totals.
	Yes/No
	If No, Why?

	83.4 Pay statutory and voluntary deductions and pension contributions to third parties and Participants and provide them with associated reports, returns and interfaces, including schedules, disks, payment slips and statutory documentation.
	Yes/No
	If No, Why?

	83.5 Reconcile all deductions in respect of Payee's with deductions paid to third parties paid at the end of each relevant period.
	Yes/No
	If No, Why?

	83.6 Maintain and record increasing/ reducing balances and notify Payees and third parties when deductions have started/ ceased or if deduction is temporarily unable to be made.
	Yes/No
	If No, Why?

	83.7 Record and apply to deductions any applicable accounts costing codes.
	Yes/No
	If No, Why?

	Statutory Deductions (and Payments)
	
	

	83.8 Allocate to each Payee appropriate NI category codes.
	Yes/No
	If No, Why?

	Voluntary Deductions
	
	

	83.9 Apply permanent and temporary deductions, using cash amounts, percentage-based rates and upper and lower limits.
	Yes/No
	If No, Why?

	83.10 Allowing Payees and third parties to give advance notification of voluntary deductions, confirm and subsequently commence deductions in the appropriate pay period.
	Yes/No
	If No, Why?

	83.11 Apply voluntary deductions weekly, monthly, quarterly, half-yearly or yearly, based on and deducted from appropriate Pay Elements.
	Yes/No
	If No, Why?

	83.12 Suspend voluntary deductions, in association with Payees' instructions or if required as a result of reduced pay.
	Yes/No
	If No, Why?

	
	Yes/No
	If No, Why?

	Pension Scheme Contributions
	
	

	83.13 Deduct Contributions from both Payees and employers under the overall Principal Civil Service Pensions Scheme (‘PCSPS’) Northern Ireland (NI) and pay to pension providers and the Participants within strict timeframes.  Arrangements within the PCSPS cover:
	Yes/No
	If No, Why?

	(a) Classic (Final Salary Arrangement);
	Yes/No
	If No, Why?

	(b) Premium (Final Salary Arrangement);
	Yes/No
	If No, Why?

	(c) Classic Plus (Hybrid Arrangement – Classic: pre-01/10/2002; and Premium: post-01/10/2002);
	Yes/No
	If No, Why?

	(d) Partnership Pension Account (Money Purchase Arrangement); and
	Yes/No
	If No, Why?

	(e) Stakeholder Pensions (deductions payable to the NICS designated stakeholder providers).
	Yes/No
	If No, Why?

	83.14 Operate the Scheme rules under whichever arrangement, if any, an Employee is eligible to join, including:
	Yes/No
	If No, Why?

	(a) automatically allocating new pensionable entrants with no previous pensionable employment to the Premium Scheme;
	Yes/No
	If No, Why?

	(b) notifying (in the case of NIO, via interfaces with the NIO’s payroll and pensions providers for NIO HCS Employees) the appropriate provider of new HCS pensionable entrants or new HCS pensionable entrants transferring from another pension scheme for appropriate action;
	Yes/No
	If No, Why?

	(c) allocating other Employees to arrangements as instructed by Civil Service Pensions; and
	Yes/No
	If No, Why?

	(d) transferring Employees from one particular pension arrangement to another, when instructed.
	Yes/No
	If No, Why?

	83.15 Operate additional pension facilities linked to some of the above arrangements, including:
	Yes/No
	If No, Why?

	(a) invalidity pension;
	Yes/No
	If No, Why?

	(b) added years;
	Yes/No
	If No, Why?

	(c) additional Widows Pension Contributions; and
	Yes/No
	If No, Why?

	(d) AVC.
	Yes/No
	If No, Why?

	83.16 Operate the various types of pension arrangements, determining and using various percentage rates for both employer and Payee contributions, including non-standard percentage contributions and operating pensionable limits and earnings caps, in accordance with applicable scheme rules.
	Yes/No
	If No, Why?

	83.17 Identify pensionable elements of pay for different types of Payee and employers pension contributions.
	Yes/No
	If No, Why?

	83.18 Reflect the effects of absence types on pension contributions.
	Yes/No
	If No, Why?

	83.19 Identify and apply appropriate percentage rates to Employees’ actual pay and use notional full pay when calculating and deducting employers’ contributions where Employees do not qualify for OMP.
	Yes/No
	If No, Why?

	83.20 Interface pensionable earnings, dates and associated data to PenServer (and to/from the NIO’s Payroll and pensions provider for HCS Employees) in accordance with the PenServer Specification (and the NIO’s pensions provider’s equivalent specification) ensuring that there is no duplicate notification of data and receive data from PenServer, including:
	Yes/No
	If No, Why?

	(a) Pension Rate of Pay;
	Yes/No
	If No, Why?

	(b) increases in Pension Rate of Pay; and
	Yes/No
	If No, Why?

	(c) cessation dates for contributions.
	Yes/No
	If No, Why?

	Payments of Debt
	
	

	83.21 Recover debts owed by Payees to statutory authorities, directly from any salary or wages due and pay these deductions to the appropriate authority.
	Yes/No
	If No, Why?

	83.22 Apply deductions where creditors have successfully applied through the Courts for an Attachment of Earnings Order under the Judgments Enforcement (NI) Order 1981 and operate the deduction according to protected earnings limits and other stipulations.
	Yes/No
	If No, Why?

	83.23 Operate Child Support Agency Deduction Orders served on Employees.
	Yes/No
	If No, Why?

	Salary Sacrifice Schemes – Childcare Scheme and Home Computing Initiative
	
	

	83.24 Operate and administer Salary Sacrifice Schemes for both Childcare and Home Computing that the Authority is considering implementing, in compliance with whatever method of operation, terms and conditions that the Authority defines.
	Yes/No
	If No, Why?

	83.25 Annotate pay advices and provide ‘before and after’ pay advices and evidence of compliance.
	Yes/No
	If No, Why?

	83.26 Provide Inland Revenue with samples of annotated pay advices showing ‘adjusted’ contractual salary, if Inland Revenue has not approved pay advices prior to implementation of the new solution.
	Yes/No
	If No, Why?

	83.27 Comply with and implement any pension arrangement or other policy implications that the Schemes may incur.
	Yes/No
	If No, Why?


84 Payroll processing and reconciliations

	84.1 Provide a Payroll processing service, including all administration, reconciliations, contingency measures, reports, prompts and other outputs.
	Yes/No
	If No, Why?

	84.2 Process Payroll and produce outputs without adverse impact on the service provided.
	Yes/No
	If No, Why?

	84.3 Review for accuracy the effect of changes on pay before the Payroll is run.
	Yes/No
	If No, Why?

	84.4 Review pay cycle payments and deductions in accordance with audit requirements and correct payments in accordance with the Authority’s procedures.
	Yes/No
	If No, Why?

	84.5 Provide a solution and relevant supporting interfaces that are Euro compliant and, during any period of transition from Sterling to Euro, operate in both currencies, distinguishing between sterling and Euro inputs and outputs and ensuring that payments are timely and accurate.
	Yes/No
	If No, Why?

	84.6 Calculate and record the details of a grossed-up payment and the respective cumulative totals on a Payee's record in circumstances, including Payees on Detached Duty (NIO).
	Yes/No
	If No, Why?

	Production of Payable Orders/ Pay Advice Slips/ BACS and other documentation
	
	

	84.7 Provide Payable Orders and/or pay advice slips, on line or in paper format when appropriate, and on Pay Days agreed with the Authority, to each Payee and former Payee.
	Yes/No
	If No, Why?

	84.8 Operate a Payable Order, corresponding bank reconciliation and Participant’s financial reconciliation process in conjunction with the Authority’s Bank and Participant’s Finance Branches, if appropriate, exchanging data on payable order issues, encashments and Bank errors via media, including file transfer and paper reports.  All of the transactions/ procedures which are involved in Payroll and accounting reconciliations and financial transactions which shall be carried out on behalf of the Authority and shall comply with both internal and external audits and Requirements.
	Yes/No
	If No, Why?

	84.9 Re-issue payments for out-of-date, stopped and cancelled Payable Orders, carrying out the financial and administrative transactions supporting this.
	Yes/No
	If No, Why?

	84.10 Administer telegraphic transfer and BACS Transmissions of Net, stopping of Payable Orders, reconciliations, paying over of statutory and all other deductions/ contributions.
	Yes/No
	If No, Why?

	84.11 Notify Departmental Finance Branches of monies to be made available for payment, including of:
	Yes/No
	If No, Why?

	(a) wages and Salaries;
	Yes/No
	If No, Why?

	(b) re-issued wages and Salaries;
	Yes/No
	If No, Why?

	(c) manual payments;
	Yes/No
	If No, Why?

	(d) payover of deductions;
	Yes/No
	If No, Why?

	(e) issue of childcare vouchers; and
	Yes/No
	If No, Why?

	(f) payments for Government Initiatives.
	Yes/No
	If No, Why?

	84.12 Provide up to date information translated into clear and meaningful terms for Participants, including bank sort codes translated to bank name and address.
	Yes/No
	If No, Why?

	84.13 Provide and operate BACS facilities for Payroll which comply with the Authority’s pay arrangements and audit requirements, including:
	Yes/No
	If No, Why?

	(a) meeting agreed Pay Days;
	Yes/No
	If No, Why?

	(b) providing full reporting and authorisation facilities for Participants;
	Yes/No
	If No, Why?

	(c) administering BACS recalls/ deletes; and
	Yes/No
	If No, Why?

	(d) operating all associated financial transactions.
	Yes/No
	If No, Why?

	84.14 Administer the funding of gross pay from Participants for the cost of Payroll.
	Yes/No
	If No, Why?

	84.15 Handle/ reconcile Payroll transactions with the Participants Wages Suspense Accounts.
	Yes/No
	If No, Why?

	84.16 Acquire, control and distribute all secure and non-secure, statutory and non-statutory, Payroll and Payroll -related stationery, and manage and maintain third party contracts.
	Yes/No
	If No, Why?

	84.17 Provide and distribute pay advices/ Payable Orders/ statutory and all other documentation to Payees, Line Managers, Participants and third parties.
	Yes/No
	If No, Why?

	84.18 Distribute all documentation to the appropriate destinations and re-direct Payable Orders and re-issued payments to different destinations when the Contractor ascertains that this is necessary or when requested by Payees or Participants.
	Yes/No
	If No, Why?

	84.19 Record all pay elements and their breakdown on the pay advice slip.
	Yes/No
	If No, Why?

	84.20 Facilitate free text information, as provided by the Authority or Participants, on-line or in paper format, for individual Payees or groups of Payees.
	Yes/No
	If No, Why?

	Pay History
	
	

	84.21 Retain Pay History and use for purposes, including:
	Yes/No
	If No, Why?

	(a) meeting Statutory Regulations and Requirements;
	Yes/No
	If No, Why?

	(b) calculating current, future and retrospective entitlements;
	Yes/No
	If No, Why?

	(c) making retrospective payments and deductions;
	Yes/No
	If No, Why?

	(d) applying pay awards;
	Yes/No
	If No, Why?

	(e) producing point-in-time and period-in-time Authority management information reports;
	Yes/No
	If No, Why?

	(f) producing point in time and period in time information for Line Managers, Payees, other authorised Departments and third parties;
	Yes/No
	If No, Why?

	(g) enabling interrogation of the system to resolve queries/ problems;
	Yes/No
	If No, Why?

	(h) issuing letters/ documentation and transmitting data to relevant Participants, Line Managers, Payees, other authorised Departments and third parties;
	Yes/No
	If No, Why?

	(i) providing on-line screen, menu led and interactive Self-Service for Payees and Line Managers (and, in the case of NIO, via interfaces with the NIO’s payroll and pensions providers for NIO HCS Employees) to input data and receive information, advice and guidance.
	Yes/No
	If No, Why?

	84.22 Generate a history of all payments and deductions made to individual Payees, including arrears of pay and correction of errors, and report these on relevant interfaces or other outputs.
	Yes/No
	If No, Why?

	84.23 Record changes to all pay elements (that have been actioned – that is, elements have been paid or deducted from a Payee and subsequently removed or cancelled from a Payee's record), including arrears of pay and correction of errors and report these on relevant interfaces or other outputs.
	Yes/No
	If No, Why?

	84.24 Record and maintain details for all elements of pay and entitlements and make this information readily available in a range of formats, including reports and on-line access.
	Yes/No
	If No, Why?

	84.25 Migrate data of Payees and former Payees to the new Payroll application in the format necessary to process pay, using:
	Yes/No
	If No, Why?

	(a) current Payroll history of seven years Employee Master File records;
	Yes/No
	If No, Why?

	(b) industrial Payee absences (older than seven years, in most instances).
	Yes/No
	If No, Why?

	84.26 Record and maintain the appropriate history (and, in the case of NIO, via interfaces with the NIO’s payroll and pensions providers for NIO HCS Employees) to operate the various aspects of Pay and Reward, including:
	Yes/No
	If No, Why?

	(a) Sick absences – four (4) years (plus duration of non-reckonable absences occurring during these four years) prior to the start date of the current sick absence (therefore this could be longer than four years in total):  Industrial Payroll currently holds all absences for current Employees back to 1987; and Non-Industrial Payroll holds absences back to 1988;
	Yes/No
	If No, Why?

	(b) Non-Reckonable Service – Total History;
	Yes/No
	If No, Why?

	(c) pay awards (including allowances) – four (4) years plus current year (archive tapes are held for the past 7 – 8 years if needed);
	Yes/No
	If No, Why?

	(d) Civil Service Pensions (or other providers for NIO HCS Employees) requirements (current and proposed) for Pensionable Pay, reflecting and implementing any changes in Authority policy as a result of Pension Arrangement changes; and
	Yes/No
	If No, Why?

	(e) all Statutory data and history for timescales specified by Statutory bodies.
	Yes/No
	If No, Why?

	Reports and Other Outputs
	
	

	84.27 Implement and support workflow to and from all Grouped HR Services and Civil Service Pensions Branch (or other providers for NIO HCS Employees).
	Yes/No
	If No, Why?

	84.28 Provide both HR and Payroll information to a number of authorised internal and external bodies (and, in the case of NIO, via interfaces with the NIO’s payroll and pensions providers for NIO HCS Employees).  Some of these requirements are regular and mandatory such as reports that accompany payovers to third parties.
	Yes/No
	If No, Why?

	84.29 Provide easily retrievable data on any Payroll element or combination of Payroll elements and for any combination of cumulative totals or individual amounts.
	Yes/No
	If No, Why?

	84.30 Provide current and historical data and information, including:
	Yes/No
	If No, Why?

	(a) absences;
	Yes/No
	If No, Why?

	(b) payment history;
	Yes/No
	If No, Why?

	(c) financial data; and
	Yes/No
	If No, Why?

	(d) payslips.
	Yes/No
	If No, Why?

	84.31 Calculate and make available online and in other formats, including printed format, both monthly salaries for monthly paid Payees and weekly pays for weekly paid Payees.
	Yes/No
	If No, Why?

	84.32 Make available online and in other formats, including printed format, an up to date summary of the forthcoming pay period’s gross payments and deductions for any Payee when required.
	Yes/No
	If No, Why?

	84.33 Provide output that facilitates checking, balancing and signing-off of the Payroll each pay cycle, available online and in other formats, including printed format, information, including:
	Yes/No
	If No, Why?

	(a) Payees who have had their Payroll Record changed since the last Pay Cycle; and
	Yes/No
	If No, Why?

	(b) Payees who were not processed by the Gross-to-net Calculation.
	Yes/No
	If No, Why?

	84.34 Record and maintain details of each pay computation showing details of Pay, deductions and cumulative totals for the tax year up to and including the payment prepared.
	Yes/No
	If No, Why?

	84.35 Record and maintain totals for each Payees/ group of Payees, including current and cumulative fields of all:
	Yes/No
	If No, Why?

	(a) Categories of Earnings;
	Yes/No
	If No, Why?

	(b) National Insurance data;
	Yes/No
	If No, Why?

	(c) Tax data;
	Yes/No
	If No, Why?

	(d) pension data;
	Yes/No
	If No, Why?

	(e) Statutory Payments and deductions;
	Yes/No
	If No, Why?

	(f) recovery of debts/ enforcement/ court payments;
	Yes/No
	If No, Why?

	(g) Voluntary deductions;
	Yes/No
	If No, Why?

	(h) allowances; and
	Yes/No
	If No, Why?

	(i) totals required for financial reconciliation/ recovery purposes.
	Yes/No
	If No, Why?

	84.36 Apply appropriate current and cumulative totals to administer Payroll, including:
	Yes/No
	If No, Why?

	(a) reconciling Payroll, Participant’s accounts and bank accounts;
	Yes/No
	If No, Why?

	(b) obtaining authorisation to release all file transfers, monies and documentation;
	Yes/No
	If No, Why?

	(c) recovering gross pay funding from Departments/ Agencies/ Services;
	Yes/No
	If No, Why?

	(d) paying Statutory Bodies and third parties;
	Yes/No
	If No, Why?

	(e) answering Queries; and
	Yes/No
	If No, Why?

	(f) creating or facilitating all reporting/ downloads/ requests for financial/ Payroll information.
	Yes/No
	If No, Why?

	84.37 Adjust, when appropriate or on instruction from the Participant/ Authority the number and type of cumulative totals and balances held/ to be adjusted where, including a new allowance is introduced and this leads to a requirement for cumulative totals to be computed for this allowance.
	Yes/No
	If No, Why?

	Prompts and Validations
	
	

	84.38 Validate that all necessary data has been input, producing error messages and issuing prompts for both action and information purposes to relevant recipients, including:
	Yes/No
	If No, Why?

	(a) for new Payees – National Insurance number already held by system, temporary National Insurance number held;
	Yes/No
	If No, Why?

	(b) Overpayment-related – balances on leaving;
	Yes/No
	If No, Why?

	(c) Allowance-related – Erosion of Mark-Time Pay, Transitional allowance ending;
	Yes/No
	If No, Why?

	(d) deductions-related – deductions ceasing during reduced Sick Pay/ restarting on return, completion of payment of debt and subsequent workflow to third party;
	Yes/No
	If No, Why?

	(e) Absence-/ leave-related – Employee Performance Reviews due; and
	Yes/No
	If No, Why?

	(f) Advice on workflow process/ escalation where appropriate.
	Yes/No
	If No, Why?

	84.39 Monitor that appropriate subsequent action has been taken or information submitted.
	Yes/No
	If No, Why?

	Year End Procedures
	
	

	84.40 Reset cumulative totals for the preparation of the Payroll at the commencement of the new tax year without affecting the monthly/ weekly build up of Pay History in other areas that contain some of these figures and balances.
	Yes/No
	If No, Why?

	84.41 Carry out all End of Year Procedures and Reconciliations.
	Yes/No
	If No, Why?

	Information Interface with Costing Systems
	
	

	84.42 Provide a dual system of costing if phased implementation of the Accounting Services Project (‘ASP’) requires this, or in the case of NIO, NIO’s accounting system (which is not part of ASP) requires this.
	Yes/No
	If No, Why?

	84.43 Produce output from the Payroll to reflect weekly and monthly pay frequencies.
	Yes/No
	If No, Why?

	84.44 Provide Payroll costing information for each Employee by location, grade and Payroll elements, including Basic Rate of Pay, overtime and allowances.
	Yes/No
	If No, Why?

	84.45 Apply Participants’ Costing Reference Numbers/ Cost Centre Numbers and Accounts Codes/ Costing Analysis Coding for this purpose.
	Yes/No
	If No, Why?

	84.46 Provide Payroll element costing which must be capable of facilitating a one-to-many mapping with each Participant’s individual financial coding structures.
	Yes/No
	If No, Why?

	84.47 Retrospectively amend, when necessary, and provide a point-in-time reporting facility.
	Yes/No
	If No, Why?

	84.48 Provide on-line validation of Account Code combinations input to the Payroll system with those held in Participant’s accounting systems.
	Yes/No
	If No, Why?

	84.49 Provide costing data to more than one Participant for the same Payee, in cases including, where:
	Yes/No
	If No, Why?

	(a) a Payee is employed by two different Participants; or
	Yes/No
	If No, Why?

	(b) a Payee is employed by one Participant, but working overtime for another Participant;
	Yes/No
	If No, Why?

	and make one payment, but costing shall attribute the appropriate portion of salary/ wages to each Participant/Participant’s Branch. 
	Yes/No
	If No, Why?

	84.50 Produce management information/ reports to deal with queries regarding to particular Cost Centres and how these costs have been allocated.
	Yes/No
	If No, Why?

	84.51 Resolve queries regarding the costing of Payroll elements and make amendments in accordance with instructions of Participants.
	Yes/No
	If No, Why?

	84.52 Reallocate monies (retrospectively where required) between Cost Centres subject to Participants' accounting controls and in liaison with Participants.
	Yes/No
	If No, Why?

	Recording of Absences
	
	

	84.53 Record, maintain and make readily available all individual and amalgamated absence/leave history details, including relevant Payments and deductions and balances for each Payee.  For the NIO’s HCS Payees this will require an interface for absence data (including data in relation to unpaid absences, career breaks and sick absence, as described below) to be exchanged with the NIO’s Payroll and pensions providers.
	Yes/No
	If No, Why?

	84.54 Administer absences and leave, including:
	Yes/No
	If No, Why?

	(a) annual leave;
	Yes/No
	If No, Why?

	(b) TOIL;
	Yes/No
	If No, Why?

	(c) special leave; and
	Yes/No
	If No, Why?

	(d) sick absence.
	Yes/No
	If No, Why?

	84.55 Administer other absence categories, including:
	Yes/No
	If No, Why?

	(a) Industrial Injury;
	Yes/No
	If No, Why?

	(b) Extended sick absence on full pay/ Temporary Injury Award – that is, Civil Service Injury Benefit Scheme (CSIBS) / NIO HCS pension scheme equivalent terms award;
	Yes/No
	If No, Why?

	(c) Extended sick absence on full pay due to Criminal Injury;
	Yes/No
	If No, Why?

	(d) Casual, temporary, part-time, job-sharing and fee-paid Employees’ sick absence (with varying entitlements);
	Yes/No
	If No, Why?

	(e) Absences caused by third party accident;
	Yes/No
	If No, Why?

	(f) Phased return to work;
	Yes/No
	If No, Why?

	(g) Suspension on full or no pay/ suspension of OSP; and
	Yes/No
	If No, Why?

	(h) Discretionary additional 40–60 days' sick absence allowance.
	Yes/No
	If No, Why?

	84.56 Record and pay all absences/leave, identifying types of absence, entitlements, cause of illness and adjusting all cumulative balances accordingly for each type of absence/leave and according to:
	Yes/No
	If No, Why?

	(a) start and end dates; and
	Yes/No
	If No, Why?

	(b) duration (days, half-days with a.m. or p.m. distinguished, hours and minutes where necessary).
	Yes/No
	If No, Why?

	84.57 Apply start and end dates and other absence details that may be retrospective, current or future and act upon any late entry/ amendment of these details.
	Yes/No
	If No, Why?

	84.58 Apply appropriate entitlements/ balances for each absence/leave type and in any denominations necessary to facilitate correct pay and recording for all Employees.
	Yes/No
	If No, Why?

	84.59 Adjust/ update balances/ entitlements at the correct points in time and prevent Employees from exceeding balances/ entitlements.
	Yes/No
	If No, Why?

	84.60 Eliminate TOIL balances for Weekly Paid Industrial Employees at leave year end as this should be taken before annual leave and forfeited if not taken before the start of the next leave year.
	Yes/No
	If No, Why?

	84.61 Pay or deduct monies while Payees are absent or on leave, including:
	Yes/No
	If No, Why?

	(a) Acting up payments;
	Yes/No
	If No, Why?

	(b) Temporary Promotion payments;
	Yes/No
	If No, Why?

	(c) Shift payments;
	Yes/No
	If No, Why?

	(d) allowances; and
	Yes/No
	If No, Why?

	(e) Excess benefit.
	Yes/No
	If No, Why?

	 Unpaid Absences
	
	

	84.62 Terminate Pay and appropriate allowances during periods of unpaid absences. 
	Yes/No
	If No, Why?

	84.63 Calculate (down to hours and minutes, where appropriate) and deduct the appropriate amounts from a Payee's Salary for all unpaid absences and recalculate incremental dates, annual leave entitlement and Sick Pay entitlement when appropriate.
	Yes/No
	If No, Why?

	84.64 Record all unpaid absences according to start and end dates, days, half-days (a.m. or p.m. distinguished), hours and minutes where necessary, identifying types of absence and adjusting all cumulative balances accordingly.
	Yes/No
	If No, Why?

	84.65 Calculate and appropriately reduce pay for a part-time working day absence of a part-time Employee.
	Yes/No
	If No, Why?

	84.66 Notify Payees on occasions where pay will be reduced.
	Yes/No
	If No, Why?

	Career Breaks
	
	

	84.67 Suspend all pay, allowances (except Statutory Maternity/ Adoption Pay) and deductions for the duration of a career break.
	Yes/No
	If No, Why?

	84.68 Apply the correct pay point to Payees on their return to service after a career break (in respect of NIO, in accordance with the rules which apply in respect of the different NIO pay system).
	Yes/No
	If No, Why?

	Paid Absences
	
	

	84.69 Pay and/or record all paid absences and terminate appropriate allowances either from the start date of the absence or after a specific period of absence.
	Yes/No
	If No, Why?

	Sick Absence – Occupational Sick Pay
	
	

	84.70 Calculate, pay and administer the Authority’s OSP Scheme entitling Payees to full pay, half pay, pension rate of pay or no pay during self-certified or medically certified sick absences (including notification as appropriate via interfaces to/from the NIO’s payroll and pensions providers for NIO HCS Employees) and reflect and implement any changes in the Authority's policy as a result of the CPG's review of OSP.
	Yes/No
	If No, Why?

	84.71 Calculate entitlement and pay according to the following definitions:
	Yes/No
	If No, Why?

	(a) Full pay – Basic Rate of Pay plus allowances (with the exception of those allowances which cease on absence);
	Yes/No
	If No, Why?

	(b) Half pay – half of the Basic Rate of Pay plus half allowances or full allowances, where appropriate (with the exception of those allowances which cease on absence);
	Yes/No
	If No, Why?

	(c) No pay – terminate Basic Rate of Pay and all allowances and recalculate annual leave entitlement; and
	Yes/No
	If No, Why?

	(d) Pension Rate of Pay (PROP) – terminate Basic Rate of Pay and allowances, pay Pension Rate of Pay (limited to a maximum payment equivalent to half pay), subject to Participants' instructions, verification of Entitlement and quarterly reviews, and recalculate annual leave entitlement.
	Yes/No
	If No, Why?

	84.72 Apply to Civil Service Pensions (‘CSP’) Branch (or other providers for NIO HCS Employees) for Pension Rate of Pay as far in advance of the effective date as possible (six (6) weeks when PROP start date allows), await notification of the PROP rate for the current absence.
	Yes/No
	If No, Why?

	84.73 Calculate, apply and back-pay Pension Rate of Pay and its annual review, as instructed by Civil Service Pensions Branch (or other providers for NIO HCS Employees).
	Yes/No
	If No, Why?

	84.74 Withhold OSP and notify relevant parties of any automatic action in circumstances, including:
	Yes/No
	If No, Why?

	(a) on instruction of Participants;
	Yes/No
	If No, Why?

	(b) on non-submission of medical evidence; and
	Yes/No
	If No, Why?

	(c) during the period of a final written warning.
	Yes/No
	If No, Why?

	84.75 Reinstate pay retrospectively if instructed to do so by the Participant and correct all records.
	Yes/No
	If No, Why?

	84.76 When full pay or half pay has ceased, not restore full or half pay during the same period of sick absence but shall prevent automatic withholding/ reduction of pay if instructed to do so by the Participant.
	Yes/No
	If No, Why?

	84.77 Calculate projected dates of expiry of full pay and half pay on notification of the start date of a sick absence.
	Yes/No
	If No, Why?

	84.78 Suspend or reduce allowances, deductions and Contributions when appropriate, and fully reinstate them on return to full pay.  The interface to be used for exchanging data with the NIO’s Payroll and pensions providers for HCS Employees shall include facilities for confirmation to be returned that these actions have been completed.
	Yes/No
	If No, Why?

	84.79 Notify Payees of reduced pay six weeks (or maximum time available) in advance of Entitlement change.
	Yes/No
	If No, Why?

	84.80 Change these projections if the details are subsequently amended/ updated, including for reasons of correction of start/ end dates or subsequent granting of sick absence instead of unauthorised absence.
	Yes/No
	If No, Why?

	84.81 Re-calculate and pay the amount due from these revised dates, amend when necessary all associated absence history data, payments, deductions and Contributions and notify the Participant/ relevant parties.
	Yes/No
	If No, Why?

	Sick Absence – Civil Service Pensions Injury Benefits Scheme (NI)/Equivalent provisions of NIO HCS pension scheme
	
	

	84.82 Extend the OSP limits, if an Employee is absent (notification via interfaces with the NIO’s payroll and pensions providers for NIO HCS Employees) due to an injury sustained or a disease contracted in circumstances that satisfy the Qualifying Conditions for Payment of Injury Benefits (including qualifying conditions under the provisions of the NIO HCS Employee scheme) and Civil Service Pensions Branch (or other providers for NIO HCS Employees) and Civil Service Pensions Branch has granted an extension.
	Yes/No
	If No, Why?

	84.83 Apply extensions, recalculating pay and Excess Benefit, recording extension dates and revising entitlements.
	Yes/No
	If No, Why?

	84.84 If an Employee qualifies for Temporary Industrial Injury Benefit, make an additional payment each pay period, which increases the Employee’s salary to the appropriate rate (currently 85%) of Pensionable Pay at the date reduced pay began, taking into account any Benefits payable by SSA or payments made from any other Public Service Fund for the duration of the particular sick absence period.
	Yes/No
	If No, Why?

	Sick Absence – Phased return from absence
	
	

	84.85 Calculate and pay the Entitlement of those attending part-time on medical grounds on the basis of the proportionate pay for the hours (net) worked, plus proportionate OSP (if appropriate) for the (net) hours not worked.
	Yes/No
	If No, Why?

	84.86 Aggregate and record as certified sick absence the (net) hours not worked, including Saturday, Sunday, Bank Holidays and Privilege Holidays.
	Yes/No
	If No, Why?

	84.87 Adjust Statutory Sick Pay and the payment and recording of annual leave during the phased return.
	Yes/No
	If No, Why?

	Sick Absence – Statutory Sick Pay and Benefits
	
	

	84.88 Calculate and pay Statutory Sick Pay (‘SSP’) in conjunction with OSP rules and pension scheme rules.
	Yes/No
	If No, Why?

	84.89 Determine the actual level of Incapacity Benefit that an Employee is receiving and make appropriate adjustments to pay when SSP is exhausted.
	Yes/No
	If No, Why?

	Sick Absence – Third Party Compensation Claims/ Employer Liability Cases
	
	

	84.90 Establish whether a Claim is being pursued in the event of a third party accident.
	Yes/No
	If No, Why?

	84.91 Obtain the Payee's undertaking to reimburse any Advance of Salary if a Claim is wholly or partly successful.
	Yes/No
	If No, Why?

	84.92 Review progress of the case.
	Yes/No
	If No, Why?

	84.93 Pursue monies due to Participants.
	Yes/No
	If No, Why?

	84.94 Conduct bad debt reviews.
	Yes/No
	If No, Why?

	84.95 Provide relevant pay details for a specific point or period in time (in the case of NIO, via interfaces from the NIO’s payroll and pensions providers for NIO HCS Employees) to authorised third parties (including Solicitors).
	Yes/No
	If No, Why?

	84.96 Record details of compensation claims, including times, dates, the Defendant, circumstances of the Incident and any money being sought/ paid as a result, showing Tax, National Insurance Contributions and Statutory Sick Pay separately.
	Yes/No
	If No, Why?

	84.97 Calculate and cater (in the case of NIO, via interfaces from the NIO’s payroll and pensions providers for NIO HCS Employees) for the repayment or part repayment to Participants, of monies earned during relevant dates in a Period as a result of an Illness due to a third party accident, when a Payee's claim for Loss of Earnings has been successfully settled (either fully or partially).
	Yes/No
	If No, Why?

	84.98 Calculate and reclaim appropriate National Insurance Contributions from the appropriate National Insurance source and arrange for the appropriate tax refund to be made to the Payee by the Inland Revenue.
	Yes/No
	If No, Why?

	84.99 Adjust (in the case of NIO, via interfaces from the NIO’s payroll and pensions providers for NIO HCS Employees) the Payee’s sick absence record, if money is repaid, re-categorising the appropriate portion of the sick absence as ‘Excused Sick Absence’ and ignoring this period for any future calculations of Sick Pay entitlement, OSP and previously deducted excess benefits in subsequent illnesses.
	Yes/No
	If No, Why?

	84.100 Provide relevant Salary details (in the case of NIO, via interfaces from the NIO’s payroll and pensions providers for NIO HCS Employees) in Employer Liability cases to inform compensation claims.
	Yes/No
	If No, Why?

	Maternity/ Paternity/ Adoption Leave
	
	

	84.101 Calculate, pay and record the statutory elements of maternity, paternity and adoption pay, in conjunction with the Participants' occupational schemes in respect of each and pension scheme rules.
	Yes/No
	If No, Why?

	
	
	

	
	
	

	
	
	


85 Cessations

	85.1 Terminate all payments and deductions on a Payee's date of leaving the service.  For the NIO’s HCS Payees this will require an interface for cessations data to be exchanged with the NIO’s Payroll and pensions providers (including cessation date cancellation/ amendment re-calculations and adjustments).
	Yes/No
	If No, Why?

	85.2 Calculate and make payments on a pro rata basis up to and including the end date, except SMP and SAP which can be paid after cessation.
	Yes/No
	If No, Why?

	85.3 Store pay details for subsequent issue of a payment to Payees' authorised representatives in the event of delay in releasing the final payment, including a delay in settling probate.
	Yes/No
	If No, Why?

	85.4 Operate overpayment procedures if a termination date is notified retrospectively and an overpayment has resulted.
	Yes/No
	If No, Why?

	85.5 Calculate and pay any Additional Payments, including untaken leave (except TOIL), overtime and Expenses in the final pay period and offset the amount of payments due against any overpaid sum of Basic Rate of Pay and allowances. 
	Yes/No
	If No, Why?

	85.6 Pay untaken TOIL only on the instruction of Participants.
	Yes/No
	If No, Why?

	85.7 Calculate the balance of any overpayments outstanding at the date of cessation, including Overtaken Leave (with the exception of cases of Death in Service), recovering these from the final payment or operating overpayment procedures.
	Yes/No
	If No, Why?

	85.8 Adjust pay when a cessation date already notified to the system is subsequently cancelled or amended.
	Yes/No
	If No, Why?

	85.9 Calculate and pay arrears or other awards, including overtime or productivity bonus after the date of cessation, where necessary, generating these payments as Payable Orders and recovering any outstanding overpayments.
	Yes/No
	If No, Why?

	85.10 Make final payment to any leaver as a Payable Order, when necessary, and endorse Payable Orders for payment to deceased Payees' representatives.  
	Yes/No
	If No, Why?

	85.11 Review and provide leavers' documentation and documentation on supplementary final payments to Payees and third parties, as appropriate.
	Yes/No
	If No, Why?

	85.12 Notify the Participant and appropriate third parties of any outstanding balances, including advances, loans, debts and excess fares.
	Yes/No
	If No, Why?


86 Reinstatement and Re-employment

	86.1 Re-activate the existing record for a Payee who is reinstated or re-employed and where it is not possible to re-activate a Payroll Record in time for the first period’s pay to be made on the due date, issue an estimated manual payment, including the case of a new entrant joining too late for the current pay cycle.
	Yes/No
	If No, Why?

	86.2 Determine and apply the correct Salary due by following the same procedures used to create a new Employee and using previous pay settlements (including in accordance with the rules which apply in respect of the different NIO pay system).  For the NIO’s HCS Employees this will require an interface for cessations data to be exchanged with the NIO’s Payroll and pensions providers (covering calculation of new starting salary for re-instatement and/or re-employment, calculation/payment of arrears and updating Payroll records for reinstatement and/or re-employment and advising Pensions Branch of reinstatement and/or re-employment to ensure pension abatement action.
	Yes/No
	If No, Why?

	86.3 Apply the following rules where appropriate, as used by some Participants for reinstatements within or beyond 10 years of originally leaving the service:
	Yes/No
	If No, Why?

	(a) apply the band minimum on the appropriate scale to the Payee if a reinstatement occurs following a break in service of more than 10 years; and
	Yes/No
	If No, Why?

	(b) review and trace the pay rate payable on cessation through subsequent pay awards and apply the appropriate pay point in accordance with the Participant's approved documentation if a reinstatement is within 10 years of leaving.  Arrangements should take account of differences in NIO pay system.
	Yes/No
	If No, Why?

	86.4 Advise Civil Service Pensions Branch (or other providers for NIO HCS Employees) of any cases of Reinstatement or Re-employment.
	Yes/No
	If No, Why?


87 REPORTS 

87.1 Payover of deductions from pay between Participants and between Participants and third parties.
87.1.1 The Contractor shall provide reports, including: 
Payment Schedules to Third Parties and other NICS Departments to accompany the payover of deductions from pay, including: 

	Title


	Frequency
	Recipient
	
	

	Attachment of Earnings/Enforcement of Judgments/Petty Sessions 
	weekly/quarterly
	Enforcement of Judgments /Petty Sessions (letter also accompanies schedule)


	Yes/No
	If No, Why?

	Electricity Arrears by Employee
	weekly/monthly
	Northern Ireland Electricity Service


	Yes/No
	If No, Why?

	Life Assurance Contributions by Employee
	quarterly
	each life assurance company involved


	Yes/No
	If No, Why?

	Manual Payments Report
	weekly/quarterly 
	Departmental Finance Branches/Participants


	Yes/No
	If No, Why?

	NICS Sports Association
	monthly
	NICS Sports Association


	Yes/No
	If No, Why?

	Rent and Rent Arrears by Employee
	monthly/quarterly 
	Northern Ireland Housing Executive (letter also accompanies Schedule)


	Yes/No
	If No, Why?

	Rent for Departmental Accommodation
	ad hoc/quarterly 
	relevant Participants; Participant HR and Finance Branches


	Yes/No
	If No, Why?

	Trade Union Subscriptions by Employee
	monthly/quarterly 
	each Trade Union involved (plus disk provided to ATGWU by DRD Industrial Payroll)


	Yes/No
	If No, Why?

	Civil Service Benevolent Fund Subscriptions by Employee
	monthly/quarterly 
	Civil Service Benevolent Fund (plus disk provided by Non-Industrial Payroll)


	Yes/No
	If No, Why?

	Rate Arrears by Employee
	monthly 
	DFP Rates Collection Agency
	Yes/No
	If No, Why?

	Benenden Healthcare Contributions by Employee
	monthly
	Benenden Healthcare Society (plus disk provided by Non-Industrial Payroll)


	Yes/No
	If No, Why?

	Accrued Superannuation Liability Charges 
	monthly
	Department of Finance and Personnel
	Yes/No
	If No, Why?

	Stakeholder Pensions – Standard Life – Monthly AVC Schedule
	monthly
	Standard Life Assurance Company
	Yes/No
	If No, Why?

	Monthly Pensions Contributions Return for Period to Tax Week --/--
	monthly 
	Department of Finance and Personnel
	Yes/No
	If No, Why?

	Give As You Earn Charity Deductions
	monthly
	Give As You Earn Charity
	Yes/No
	If No, Why?

	NI Council for Voluntary Action
	monthly
	 (plus disk provided by Non-Industrial Payroll)
	Yes/No
	If No, Why?

	Overpayments Schedule (whether or not recovery is in place)
	monthly
	Participant HR
	Yes/No
	If No, Why?

	Partnership Pension Contributions 

(disk only provided by Non-Industrial Payroll)
	monthly


	AMP Corporate Pensions; Scottish Widows; Standard Life; TUC/Prudential 
	Yes/No
	If No, Why?

	AVC
	monthly/quarterly


	Equitable Life Assurance Company; Scottish Widows Life Assurance Company
	Yes/No
	If No, Why?

	Tax, National Insurance and Statutory Payment Vouchers and All End of Year Reporting via EDI/Magnetic Tape/Disk and Statutory Forms 
	In compliance with statutory regulations
	Inland Revenue/DSS 
	Yes/No
	If No, Why?


(Mandatory forms/schedules must be used for pensions providers)

	87.1.2 The Contractor shall provide reports, documentation, data and information to Participants, Payees and Authorised Third Parties in a range of formats, including paper, disk and electronic formats, including Electronic Data Interchange (EDI).  Separate EDI files are required for each Department.  Disk format is required for submission to the Inland Revenue for the NIO, NIAS and OFMDFM, which hold exemptions from returning by EDI or the Internet due to their RESTRICTED classification with the Inland Revenue.
	Yes/No
	If No, Why?


87.2 Payment Schedules enabling authorisation by Participant HR/Corporate Centre of the payover of these deductions.

The Contractor shall produce all reports and documentation (on-line or otherwise) required for reconciliation of all pay elements and authorisation of payovers of deductions to third parties and Departments, including: 

	Title
	Frequency
	Recipient
	
	

	Deductions Schedule; Accounting Schedule Summary showing Breakdown on total payments each pay period and General Ledger Codes from which payment will be made.
	weekly/monthly 
	If needed for Authorisation of release of payovers of monies to any of the above bodies.

For Non-Industrial Payroll this is also supplied on disks and Interfaces to Departmental Finance Branches.
	Yes/No
	If No, Why?

	Tax and National Insurance Control Report
	weekly
	If needed for authorisation of release of payover to Inland Revenue
	Yes/No
	If No, Why?

	Tax, National Insurance, SSP Schedule (P35) includes Tax Credits; SPP; SAP; SPPA; Student Loans
	quarterly and at weeks 50 or 51
	If needed for reconciliation of payover to Inland Revenue
	Yes/No
	If No, Why?

	End of Year – Tax, National Insurance, SSP and Superannuation Schedule (P35) includes Tax Credits; SPP; SAP; SPPA; Student Loans
	annual at end of tax year
	If needed for reconciliation and authorisation of release of payover to Inland Revenue
	Yes/No
	If No, Why?

	Validation Report for costing Interfaces
	weekly/monthly
	If needed for reconciliation of Payroll with costing Interfaces
	Yes/No
	If No, Why?


87.3 SPECIALISED STATIONERY and other Media.

The Contractor shall produce all necessary documentation and output (on-line or otherwise) required for producing wages and salaries and complying with statutory obligations, including:

	Title
	Frequency
	Recipient


	
	

	Pay Advice Note only to BACS recipient; Payable Order and Advice Note to remainder
	weekly and monthly
	Employee 
	Yes/No
	If No, Why?

	P60 – Certificate of Pay, Income Tax and National Insurance Contributions
	In compliance with statutory regulations
	Employee 
	Yes/No
	If No, Why?

	All statutory forms
	In compliance with statutory regulations
	Employee and Statutory Bodies in compliance with their regulations
	Yes/No
	If No, Why?

	Pre-printed blank timesheets


	weekly: 2-3

weeks in advance
	For Industrial input only
	Yes/No
	If No, Why?

	Sticky labels – printed with a variety of data as requested
	on request
	Service Headquarters; or as requested by Departments
	Yes/No
	If No, Why?


87.4 Bank reconciliation and BACS reports

87.4.1 The Contractor shall produce all point-in-time and period-in-time reports (on-line or otherwise) and documentation required for authorisation of release of Payable Orders and BACS file transfers and enable bank reconciliation, including:

	Title
	Frequency
	Recipient


	
	

	Bankers Advice (Payable Orders)
	Per pay period
	Bank and if needed for authorisation of release of Payable Orders
	Yes/No
	If No, Why?

	BACS Schedule/Advice
	
	Bank
	Yes/No
	If No, Why?

	BACS Control Totals
	
	If needed for authorisation of release of BACS file transfer
	Yes/No
	If No, Why?

	BACS deletes
	
	All Departments
	Yes/No
	If No, Why?

	BACS Directory
	
	All Departments
	Yes/No
	If No, Why?

	Set of reports to enable Bank Reconciliation
	Per pay period
	All Departments
	Yes/No
	If No, Why?


87.4.2 The following are reports generated at present by Industrial Payroll (Unipay) and used for bank reconciliation:

	Title
	Frequency
	Recipient


	
	

	Bank Reconciliation Input Validation Report
	weekly 
	DRD 
	Yes/No
	If No, Why?

	Bank Reconciliation Masterfile Control Reports
	Weekly
	DRD; DARD
	Yes/No
	If No, Why?

	Bank Reconciliation Masterfile Control Report (After Removal of Out-of-Date Payable Orders)
	Monthly
	DRD; DARD
	Yes/No
	If No, Why?

	Bank Reconciliation Monthly Update Report
	Monthly
	DRD
	Yes/No
	If No, Why?

	Bank Reconcilation Weekly Encashment Control Report
	Weekly
	DRD
	Yes/No
	If No, Why?

	Bank Reconciliation Weekly Update Report
	Weekly
	DRD
	Yes/No
	If No, Why?

	Encashed Payable Order Report (Contingency for Tape Failure)
	As required
	DRD
	Yes/No
	If No, Why?

	Payable Orders Cancelled – Out-of-Date after 6 months
	Monthly
	DRD
	Yes/No
	If No, Why?

	Payable Order Usage Report
	Weekly
	Supplier; DRD; DARD
	Yes/No
	If No, Why?

	Uncashed Payable Orders
	Monthly
	DRD
	Yes/No
	If No, Why?

	Encashments Rejected due to Invalid Transaction Codes (on Bank Tape)
	Weekly
	DRD
	Yes/No
	If No, Why?

	Debit Control Totals (On Bank Tape)
	Weekly
	DRD
	Yes/No
	If No, Why?

	Weekly Encashment Validation Report
	Weekly
	DRD
	Yes/No
	If No, Why?

	Control Totals Summary of Payments Due and Issued
	Weekly
	DRD; DARD
	Yes/No
	If No, Why?


87.5 Superannuation reports

The Contractor shall produce point-in-time and period-in-time reports (on-line or otherwise) and documentation to support superannuation requirements, including:

	Title
	Frequency
	Recipient


	
	

	End of Year Superannuation Schedule (Superannuation Control Report)


	Annually
	Civil Service Pensions Branch 
	Yes/No
	If No, Why?

	Widows Pension Contributions
	annually 
	Civil Service Pensions Branch


	Yes/No
	If No, Why?

	Superannuation Statistics Report –Staff in Post
	Annually
	Civil Service Pensions Branch
	Yes/No
	If No, Why?

	Superannuation Statistics Report – New Entrants
	Annually
	Civil Service Pensions Branch


	Yes/No
	If No, Why?

	Schedule of Stakeholder, Partnership, and all associated PCSPSNI Arrangement Contributions
	Annually
	Civil Service Pensions Branch


	Yes/No
	If No, Why?

	Pensions Analysis – Superannuation Estimates
	on request and prior to leaving
	Employees/Departments
	Yes/No
	If No, Why?

	Superannuation Estimates Report
	annually/ad-hoc
	DRD Industrial Payrolls
	Yes/No
	If No, Why?

	Re-employed Staff Members Report, showing salary, date of commencement, Department, and full-time/part-time status
	Monthly
	Civil Service Pensions Branch
	Yes/No
	If No, Why?

	All Payees on Pension Rate of Pay (PROP)
	Monthly
	Civil Service Pensions Branch


	Yes/No
	If No, Why?

	Former Payees following payment of pay award, showing revised annual rate of Pensionable Pay and allowances since pay award
	subsequent to payment of pay award
	Civil Service Pensions Branch
	Yes/No
	If No, Why?


87.6 Statistical reports

87.6.1 The Contractor shall produce point-in-time and period-in-time reports (on-line or otherwise) and documentation to support management information requirements, including:

	Title
	Frequency
	Recipient


	
	

	A range of overtime analysis reports by specific criteria e.g. by Department; Branch; location; negotiating group
	ad-hoc/ standard weekly, monthly and cumulative
	Managers in all Departments and Service Headquarters
	Yes/No
	If No, Why?

	Analysis of Pensionable Status within Grade for Period ended ddmmccyy
	Monthly
	Service Headquarters
	Yes/No
	If No, Why?

	Construction Service Management Information Report – Upholsterers
	Weekly
	DRD Industrial - Construction Service only


	Yes/No
	If No, Why?

	Construction Service Management Information Report – Porterage/Stores
	weekly
	DRD Industrial - Construction Service only


	Yes/No
	If No, Why?

	Water North Overtime Report
	6-monthly
	DRD Industrial Water Service – Northern Division 
	Yes/No
	If No, Why?

	Labour Analysis and Labour Summary
	Weekly
	DARD Industrial - Forestry Service headquarters
	Yes/No
	If No, Why?

	Working Time Regulations Report – Calculation of average working week
	being developed at present
	DRD Industrial - Water Service headquarters
	Yes/No
	If No, Why?

	Detailed expenditure on Individual Allowances
	ad hoc
	Managers in all Departments and Service Headquarters
	Yes/No
	If No, Why?


	87.6.2 The Contractor shall support the extraction of data, including:
	Yes/No
	If No, Why?

	(a) developing appropriate models to determine what impact various pay bargaining options are likely to have on the paybill and Employees;
	Yes/No
	If No, Why?

	(b) supporting Participants in pay negotiations with Trade Union Side through the provision of robust modelling estimates; and
	Yes/No
	If No, Why?

	(c) Pay Elements for individual Payees or group(s) of Payees from highest to the lowest level of organisational structure.
	Yes/No
	If No, Why?


87.7 General reports

The Contractor shall produce point-in-time and period-in-time reports and documentation (on-line or otherwise) as required by Employees, Participants and third parties, including:

	Title
	Frequency
	Recipient


	
	

	Auditors Check List
	on request
	Internal (and External) Audit
	Yes/No
	If No, Why?

	Arrears Reports
	on calculation of arrears of pay
	If needed for Authorisation of release of arrears of pay to Employees
	Yes/No
	If No, Why?

	Tax, National Insurance, SSP and Superannuation Details 
	on request/

automatic on cessation
	DRD Industrial Employee
	Yes/No
	If No, Why?

	Earnings Sheet (Piece Work Details)
	weekly when working in location other than own
	DARD Industrial (Forestry) Employee and Forester
	Yes/No
	If No, Why?

	Transfer Report (records hours/ money costed to a different location
	Weekly
	DARD Industrial (Forestry)
	Yes/No
	If No, Why?

	Employees on Extended Sick Pay due to Industrial Injury and status of Payments
	Weekly
	Industrial Payrolls
	Yes/No
	If No, Why?


87.8 Reports – non-industrial Payroll

87.8.1 There is a need for ad-hoc information that can be accessed on line or otherwise, including:

	Title


	
	

	Allowance Code Lists (and their details e.g. pensionable, non-pensionable).  
	Yes/No
	If No, Why?

	Distribution Code Lists  
	Yes/No
	If No, Why?

	Senior Civil Service by Department
	Yes/No
	If No, Why?

	Staff by Cost Centre
	Yes/No
	If No, Why?

	List of grade 5 and Above
	Yes/No
	If No, Why?

	Arrears Payments
	Yes/No
	If No, Why?

	Manual Payment Update Report 
	Yes/No
	If No, Why?

	Overpayment Schedule (whether recovery is in place or not)
	Yes/No
	If No, Why?

	Pay - Altered Net and Basic
	Yes/No
	If No, Why?

	Monthly Salaries (calculated from the Annual Salaries recorded in Salary Tables)
	Yes/No
	If No, Why?

	Pay Calculation Errors and Report List (Monthly)
	Yes/No
	If No, Why?

	Pay Rates File (3 different types of print)
	Yes/No
	If No, Why?

	Pay Rates for each Scale 
	Yes/No
	If No, Why?

	Pay Scale Histories
	Yes/No
	If No, Why?

	Payroll Costs (Monthly)
	Yes/No
	If No, Why?

	Salary Projections
	Yes/No
	If No, Why?

	List of Casual Employees
	Yes/No
	If No, Why?

	Staff in Post by Scale and Point  
	Yes/No
	If No, Why?

	Staff Register – Departmental
	Yes/No
	If No, Why?

	Staff Register within Service
	Yes/No
	If No, Why?

	Widows’ Pension Contributions details (annual)
	Yes/No
	If No, Why?

	Staff on Temporary Promotion
	Yes/No
	If No, Why?

	List of Sandwich Course Students
	Yes/No
	If No, Why?

	Staff Currently Deputising
	Yes/No
	If No, Why?

	Leavers in Current Pay Cycle
	Yes/No
	If No, Why?

	Employees with Pension Code Changes
	Yes/No
	If No, Why?

	Employees not processed by the gross to net calculation
	Yes/No
	If No, Why?

	All Payments together with the total amount for each payment
	Yes/No
	If No, Why?

	All Current and Cumulative Pay Element and Deductions figures
	Yes/No
	If No, Why?

	Current and Cumulative figures for Employees and Employers Pension Contributions (split by Pension code)
	Yes/No
	If No, Why?

	Employees on Reduced Pay according to category, including Half Pay, No Pay, Pension Rate of Pay
	Yes/No
	If No, Why?


87.8.2 The Contractor shall produce new reports identified and any reports which are available from the solution which would benefit the Authority, Participants, Employees and third parties:

	Title


	
	

	Cost of overtime by Employee/group of Employees
	Yes/No
	If No, Why?

	Hours worked by individual Employees (Working Time Regulations) 
	Yes/No
	If No, Why?

	Breakdown of payment of Arrears for staff by location
	Yes/No
	If No, Why?

	Notification of reviews due by Participants
	Yes/No
	If No, Why?

	Action due by Participant and/or Employee
	Yes/No
	If No, Why?


87.8.3 The Contractor shall produce all reports needed to process pay and retrospective pay accurately.

87.8.4 The following is a list of reports currently produced for Non-Industrial Payroll that may or may not be required in the future or may be required by other HR Areas:

	Title


	
	

	Outstanding Annual Reports for Pay Award
	Yes/No
	If No, Why?

	Generator Reports 
	Yes/No
	If No, Why?

	Hold Pay Lists
	Yes/No
	If No, Why?

	List of Staff on Temporary Promotion showing Report Markings for Pay Award
	Yes/No
	If No, Why?

	Senior Civil Service Line 2 Performance Markings
	Yes/No
	If No, Why?

	Outstanding Reports for Pay Award
	Yes/No
	If No, Why?

	Outstanding Reports for grades 6 and 7
	Yes/No
	If No, Why?

	Final Outstanding Reports for Pay Award
	Yes/No
	If No, Why?

	List of Casuals for Pay Award Reports
	Yes/No
	If No, Why?

	Payroll Hardcopy by Employee by Branch (Payslips Summaries)
	Yes/No
	If No, Why?

	Employees whose salary and/or allowances have been amended and who are entitled to arrears
	Yes/No
	If No, Why?

	Make up of Rounded Net Pay showing summarised figures for payments and deductions
	Yes/No
	If No, Why?

	SSP Rates Change
	Yes/No
	If No, Why?

	ASLC Bandings – Salary Breakdown for allocating to Bandings (Also produced for Industrial Payroll)
	Yes/No
	If No, Why?


	87.8.5 The Contractor shall provide output in a format suitable for upload to the accounting system of each Participant, including:
	Yes/No
	If No, Why?

	(a) paper reports;
	Yes/No
	If No, Why?

	(b) electronic output files; and
	Yes/No
	If No, Why?

	(c) disks.
	Yes/No
	If No, Why?

	87.8.6 The Contractor shall extract data in a format suitable for upload to various software packages, including:
	Yes/No
	If No, Why?

	(a) Microsoft Word;
	Yes/No
	If No, Why?

	(b) Microsoft Excel;
	Yes/No
	If No, Why?

	(c) SPSS for Windows;
	Yes/No
	If No, Why?

	(d) Microsoft Access; and
	Yes/No
	If No, Why?

	(e) CSV Format.
	Yes/No
	If No, Why?


87.9 Prompts and validations

	87.9.1 The Contractor shall validate all data entered to the system, manage the process of correcting any invalid/incorrect data and notify Participants/Employees/third parties of any missing data or further action needed.  
	Yes/No
	If No, Why?

	87.9.2 The Contractor shall produce a range of prompts, validations, warnings and requests for additional information/documentation to:
	Yes/No
	If No, Why?

	(a) Process gross to net pay accurately; 
	Yes/No
	If No, Why?

	(b) Hold accurate Employee information; and
	Yes/No
	If No, Why?

	(c) Produce accurate reports, outputs and information for internal and external bodies.
	Yes/No
	If No, Why?


87.10 Letters, documentation and online notification

	87.10.1 The Contractor (in the case of NIO, via interfaces to/from the NIO’s payroll and pensions  providers for NIO HCS Employees) shall produce a range of letters and documentation or on-line notifications to:
	Yes/No
	If No, Why?

	(a) Notify Employees of changes to pay, including:
	Yes/No
	If No, Why?

	(i) annual pay award, amounts due and timing;
	Yes/No
	If No, Why?

	(ii) revised Salary on promotion/Temporary Promotion/designation;
	Yes/No
	If No, Why?

	(iii) excess fares and other allowances (notification/revision/rejection);
	Yes/No
	If No, Why?

	(iv) special bonus award/other bonus schemes;
	Yes/No
	If No, Why?

	(v) excess hours payments;
	Yes/No
	If No, Why?

	(vi) full pay/half pay/Pension Rate of Pay/OSP current and projected expiry dates;
	Yes/No
	If No, Why?

	(vii) SSP/SMP/SPP/SAP current and projected payment expiry dates;
	Yes/No
	If No, Why?

	(viii) Deduction of salary due to uncertified/unauthorised absence/unpaid sick and other absences;
	Yes/No
	If No, Why?

	(ix) Overpayment of Salary;
	Yes/No
	If No, Why?

	(x) deductions from Earnings (including Enforcements of Judgments); and 
	Yes/No
	If No, Why?

	(xi) Notification of approval of Time Off in Lieu, maternity, paternity and adoption leave.
	Yes/No
	If No, Why?

	(b) Notify third parties and other Departments/Branches of pay related information, including:
	Yes/No
	If No, Why?

	(i) Letters to Solicitors/ Inland Revenue/ National Insurance re: third party claims;
	Yes/No
	If No, Why?

	(ii) Letters to Banks/ Building Societies re: Mortgage Applications;
	Yes/No
	If No, Why?

	(iii) Employees leaving with debt recovery ongoing;
	Yes/No
	If No, Why?

	(iv) Civil Service Pensions Branch (or other providers for NIO HCS Employees) regrading pay awards; and
	Yes/No
	If No, Why?

	(v) Establishment Officer re: Commencement of Enforcement of Judgements Order.
	Yes/No
	If No, Why?

	(c) Request documentation from Employees and third parties, including:
	Yes/No
	If No, Why?

	(i) Outstanding self-certification or medical certificate;
	Yes/No
	If No, Why?

	(ii) Notification of rates of State Benefits being paid to Employees;
	Yes/No
	If No, Why?

	(iii) Notification of absence or return to duty; and 
	Yes/No
	If No, Why?

	(iv) Undertaking to repay loss of earnings due to third party negligence.
	Yes/No
	If No, Why?


ANNEX 7

NOT USED


ANNEX 8

SPECIFIC AUTHORITY REQUIREMENTS
SENIOR CIVIL SERVICE

The detailed Specific Authority Requirements in respect of Senior Civil Service are set out in this Annex 8.

88 Pay and Reward Services

	The Contractor shall provide Pay and Reward Operational Services in line with the Pay and Reward Services detailed in Annex 6 of this Schedule 2. 
	Yes/No
	If No, Why?


89 Resourcing Services

	The Contractor shall provide Resourcing Services in line with the Resourcing Services detailed in Annex 4 of this Schedule 2. In addition, the Contractor shall provide the following Resourcing Services, specifically to the Senior Civil Service.
	Yes/No
	If No, Why?


Resourcing (vacancies) – Recruitment demand to fill a post

	89.1 The Information System shall record details, including:
	Yes/No
	If No, Why?

	(a) Date PSG agree to method of filling vacancy;
	Yes/No
	If No, Why?

	(b) Date nationality determination (that is public or non public service post) agreed and recorded against post title;
	Yes/No
	If No, Why?

	(c) Current status of nationality determination of post;
	Yes/No
	If No, Why?

	(d) Date differential impact completed;
	Yes/No
	If No, Why?

	(e) Result of differential impact;
	Yes/No
	If No, Why?

	(f) Whether the job evaluation of senior posts procedure has been carried out;
	Yes/No
	If No, Why?

	(g) score and date of evaluation;
	Yes/No
	If No, Why?

	(h) Date Dear Permanent Secretary (DPS) letter issued to Permanent Secretaries’  Group to advise of the appointment details; 
	Yes/No
	If No, Why?

	(i) Date Department issued contract;
	Yes/No
	If No, Why?

	(j) Senior Civil Service level (top, middle, entry); and
	Yes/No
	If No, Why?

	(k) Category of post (administrative/professional).
	Yes/No
	If No, Why?

	89.2 There are the following additional Requirements in relation to Operational Services:
	Yes/No
	If No, Why?

	(a) The Contractor shall ensure Permanent Secretaries Group approval for filling the vacancy by the method chosen.
	Yes/No
	If No, Why?

	(b) The Contractor shall ensure that nationality determination of the post has been agreed.
	Yes/No
	If No, Why?

	(c) The Contractor shall seek approval from the Civil Service Commissioners at each of the following stages:
	Yes/No
	If No, Why?

	(i) before the Competition is advertised;
	Yes/No
	If No, Why?

	(ii) after the closing date, but before issue of invitations to interview;
	Yes/No
	If No, Why?

	(iii) before issue of “success at interview” letter; and
	Yes/No
	If No, Why?

	(iv) before offer of appointment is issued to the successful candidate.
	Yes/No
	If No, Why?

	(d) The Contractor shall notify relevant parties of the Senior Civil Service appointment (via issue of DPS) including but not limited to the following:
	Yes/No
	If No, Why?

	(i) Permanent Secretaries Group;
	Yes/No
	If No, Why?

	(ii) Business Development Service;
	Yes/No
	If No, Why?

	(iii) HR Corporate Centre, including Director of Personnel; and
	Yes/No
	If No, Why?

	(iv) NIPSA.
	Yes/No
	If No, Why?


90 Performance Management / Career Development

The Contractor shall provide Performance Management Services in accordance with the Performance Management Services detailed in Annex 4 of this Schedule 2.  The Contractor shall provide the following Performance Management/career development Services, specifically to the Senior Civil Service.

	90.1 The Contractor shall provide functionality, which shall record the following details;
	Yes/No
	If No, Why?

	(a) education / qualifications / memberships, including educational / professional qualifications such as degrees, CIPFA membership of professional bodies (Member/Fellow).
	Yes/No
	If No, Why?

	(b) Training/Development
	Yes/No
	If No, Why?

	The Contractor shall ensure that all relevant information relating to the Senior Civil Service is captured and can be accessed as per the Training and Development section of Schedule 2, including:
	Yes/No
	If No, Why?

	
	
	

	(i) Competence based interview training and equality training – date of course/refresher training;
	Yes/No
	If No, Why?

	(ii) Interest in or participation in training and corporate development programmes (with dates attended), including Leadership in the Changing World, The Federal Executive Institute, Top Management Programme, the Humphrey Fulbright and Fulbright scholarships;
	Yes/No
	If No, Why?

	(iii) BDS induction date and yes/no flag.
	Yes/No
	If No, Why?

	(c) Performance appraisals, including:
	Yes/No
	If No, Why?

	(i) From and to assessment dates, grade, department, score (if applicable);
	Yes/No
	If No, Why?

	(ii) Information currently captured on the Senior Civil Service performance review reports should be capable of being completed online, countersigned and stored electronically;
	Yes/No
	If No, Why?

	(iii) Probation reports, which should also be capable of being completed online, countersigned and stored electronically.  Note that the probation report completed at 5 months is different from that of non-Senior Civil Service Employees.
	Yes/No
	If No, Why?

	(d) Career Development Profile (CDP) information, including:
	Yes/No
	If No, Why?

	(i) The CDP should be capable of being completed online, countersigned and stored electronically;
	Yes/No
	If No, Why?

	(ii) All of the information from the CDP needs to be captured including experience to date, detailing the individual’s interest in posts (for the purpose of moves and transfers), interest in a move within the next year to 3 years or an interest in interchange, including secondment, twinning, mentoring, full/part time work or indeed job sharing, executive coaching, mentoring and 360 degree profiling; 
	Yes/No
	If No, Why?

	(iii) The yearly completion of the CDP should also be captured so that reminders can be sent as and when required.
	Yes/No
	If No, Why?

	(e) Succession Planning Information at grade 5 and grade 3 level, including:
	Yes/No
	If No, Why?

	(i) For current vacancies, department, post title and current postholder, timeframe for move, method of filling post, new post holder, effective date, nationality determination, Permanent Secretary approval to fill post, Dear Permanent Secretary letter issued (used to advise Permanent Secretary group of Senior Civil Service appointments, moves and transfers), notes field;
	Yes/No
	If No, Why?

	(ii) Forthcoming vacancies, name, post title, retirement date and type such as approved, flexible, compulsory and actuarially reduced;
	Yes/No
	If No, Why?

	(iii) Forthcoming resources, including those returning from secondment, or maternity leave.
	Yes/No
	If No, Why?




8725054.01
e-HR Amendment Agreement Version

February 2010


