
 
 

Invitation to Tender Payroll and HR System 

 

Part A: Payroll specification 

 

Introduction 

STEP Academy Trust is a growing community of primary academies that strive together for 
excellence in partnership to improve children’s life chances. 

 

STEP Academy Trust is currently seeking to procure, across its academies: 

 A payroll provider; and 

 An integrated Payroll and Human Resources Management System (HRM). 
 

Bids will be welcome for one, or both, payroll and an integrated HRM system.  Separate contracts 
for each of the above services will be awarded to separate tenderers if it is more economically 
advantageous to do so.  STEP Academy Trust is seeking to procure both simultaneously to come into 
effect from 1st April 2022.  For this reason, we are issuing the specifications together. Bidders should 
indicate in their bid if the services are separable. They should also indicate the financial and other 
benefits of appointing both services. Part A, Payroll Specification, covers the payroll element of the 
procurement and Part B covers the Integrated Human Resources Management system. 

The timetable for submitting expressions of interest and for submitting bids are set out below. 

Background 

STEP Academy Trust is a multi-academy trust, with academies currently spread across 8 Local 
Authorities.   

The contracting body will be STEP Academy Trust, company number 7612865; registered office: 
Gonville Road, Thornton Heath, Surrey CR7 6DL. The main contact for the purposes of this 
procurement is: 
 

Merlyn Vlotman - Head of HR 

merlyn.vlotman@stepacademytrust.org.uk 

We currently employ approximately 716 members of staff across the Trust.  This procurement also 
covers two further schools who are due to transfer into STEP Academy Trust during this academic 
year.  The HR and payroll services will be for the whole Trust. 

 

The Trust currently consists of a Central Team and 18 academies: 

 Angel Oak Academy 
 Applegarth Academy 
 Beddington Park Academy 
 Benedict Academy 
 Breakwater Academy 
 Burfield Academy 
 David Livingstone Academy 
 Gonville Academy 
 Hawkes Farm Academy 
 Heathfield Academy 
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 High Cliff Academy 
 La Fontaine Academy 
 Park Academy 
 Phoenix Academy 
 Tudor Academy 
 Turnham Academy 
 Westbridge Academy 
 White House Academy 

 

We anticipate that all of the above academies, including the potential addition of two more 

academies would move to the new arrangements from 1st April 2022; but we reserve the right to 

vary timings to reflect the local circumstances.  For the duration of this contract, we may expand 

the Trust further.  We expect that other schools can be added on (at least) the same terms. 

 

Part A: Payroll provision 

 

The payroll provision will take the form of: 

 Input of data, including changes, will be made on an academy by academy basis; 

 Checking of reports prior to payment will be undertaken; 

 Payments to staff and HMRC will be made by the provider from the Trust bank account 

by BACs; 

 A pay date of normally 24th of each month or the nearest weekday before that if the 24th 

falls on a Saturday, Sunday or Bank Holiday for all staff, but with the option of making an 

early payment, such as at Christmas; 

 Reports will need to identify academy and staff type (teacher, support staff, admin). 
 

Each academy has a separate registration with the Local Government Pension Scheme.  There are 

also different fund administrators.  The provider will be expected to make payments and provide 

information to all relevant administrators, and to factor in the different rate of contributions.  

Contributions are also made to the Teachers’ Pension Scheme. 
 
  



Annex: specification for payroll service provider 

Services to be provided by payroll provider: 

 User-friendly portal/interface for uploading payroll data; 

 Timely processing of payroll data to ensure staff are paid accurately on the designated pay 

date; 

 Timely processing of changes to payroll to include, but not necessarily limited to, new 

starters, leavers, change of academy within the Trust, change of pay scale or grade; 

 Calculation and processing of deductions from payroll, including tax and pensions, union 

dues, payroll giving and other deductions, as appropriate; 

 Calculation and processing of overtime and hourly pay; 

 Calculation and processing of SSP/SMP/SAP/SPP and maintenance of appropriate records; 

 Calculation and processing of occupational sickness/maternity/adoption/paternity 

entitlement and maintenance of appropriate records;  

 Handling salaries, allowances, overtime, expenses, deductions for unpaid leave, strike action, 

tax and pension contributions; 

 Payment of net wages to staff by BACs from the nominated bank account(s); 

 Calculation and payment of statutory deductions on a timely basis; 

 Calculation and payment of employer and employee contributions to the Local Government 

Pension Schemes and the Teachers’ Pension Agency; 

 Apply the apprenticeship levy threshold to the total payroll and ensure the Trust pays the 

correct levy on a monthly basis; 

 Paper or e-pay slips – bidders to specify which method they provide; 

 HMRC compliant reporting, including RTI; 

 Services to be provided by payroll provider on a periodic basis, as determined by need, to 

the timetables dictated by the relevant stakeholder or government agency, unless otherwise 

stated; 

 A named Trust support officer to support payroll queries; 

 Support the transition of all existing school payroll data to the new system and provider; 

 Support liaising with HMRC, DWP and other relevant government departments on payroll 

related issues, including the payment of deductions, levies and tax; 

 The application of school-specific pay rates and ranges; 

 The payment of performance pay, including bonuses where relevant, and inflationary or 

other uplifts to pay scales; 

 Support to move to different ranges and pay rates if the Trust chooses to do so during the 

contract; 

 



 Provision of P45s, P60s, P11ds (if relevant) and other tax documents to individual members 

of staff as and when appropriate; 

 Auto-enrolment with either TPS or LGPS; 

 Pension returns to TPS and the LGPS as required by the schemes including the End of Year 

Certificate (EOYC) provision 

 Automatically update tax, levy and pension rates as well as individual staff tax allowances; 

 The ability, at no extra cost, to run the payroll on a different date from time to time, such as 

at Christmas; 

 Be a Living Wage employer, or working towards this; 

 Demonstrate how values of STEP will be embedded in Partnership and their role in 

supporting our Mission, Vision and Values; 

 Be in a position to commence working with the Trust on 1 April 2022. 

 

Reports to be provided: 

Prior to payroll run: 

Payroll report detailing pay and deductions for each member of staff. 

A payroll variance report identifying changes from the prior month. 

BACs payment report showing payments to be made. 

Bidders should specify what reports they produce, providing examples.  

 

After payroll run: 

Final suite of reports above for audit purposes.  Bidders should explain how they will work with 

the Trust to deliver data that can be used for journaling into the Trust’s finance system, PS 

Financials.  It should be downloadable into Excel or other format that allows data to be allocated 

to academies and cost centres – journals will be posted centrally to each academy’s nominal 

codes within the Trust system, and this needs to be as streamlined as possible. 

Workforce data including staff numbers by category and full time equivalent rates. 

Monthly apprenticeship levy payment and balance report. 

Monthly gender pay gap analysis report, showing median and mean hourly rates for men and 

women by quartile. 

Annual gender pay gap providing the data required by the Government. 

The bidder should indicate in the bid the level of Trust tailoring of reports that can be 

accommodated, and the format of reports provided. 

 

 

 

 



 

Part B: HRMS Specification 

 

We have reviewed our existing HR processes and the future requirements to meet the Trust’s 
changing needs. Our current HR processes are not centralised and are typically managed by each 
individual academy.  With various systems in place, we tend to replicate data which leads to 
unnecessary duplication. 

 

We are seeking to establish a centralised integrated HRMS.  This would consolidate our current 
processes and would provide us with a single set of up-to-date data to meet the ongoing needs of 
our Trust. 

 

This tender is for the provision of an integrated payroll and HRM system. 

 

Submission of tender 

Tenders for the provision of an integrated payroll and HRMS should specifically identify: 

 

 A total annual cost proposal over a three year period; 

 The annual cost should be based on three scenarios: 

o Scenario A – STEP retains current employee numbers 

o Scenario B – STEP increases staff levels to 800 employees 

o Scenario C – STEP increases staff levels to 1000 

 Details of the annual cost for each of the scenarios. 

 Any inflationary or other provisions for annual or periodic increases in fees; 

 Any assumptions in the costing proposal; 

 A clear indication of provision provided as part of the fee; 

 Fees chargeable for additional provisions not included as part of the annual cost proposal; 

 Details of the systems used and the interface or portal access to the Trust, where applicable; 

 Demonstration of the system;  

 The reports available to the Trust; 

 A nominated Trust contact point and a description of the support we can expect; 

 How the HRM system supports the payroll system; 

 Corporate data to include company number, latest statutory accounts, and an indication of 
experience within the education sector; 

 References from two organisations who have been a customer for at least three years, 
preferably educational institutions; 

 The measures you have taken to ensure you comply with the General Data Protection 
Regulations that come into effect in May 2018; 

 Details of how you intend to support the Mission of STEP Academy Trust as a key partner. 

 

 

 
  



Annex: HRMS specification 

 

The Trust is seeking: 

 A fully integrated HRMS and payroll service, ensuring compliance with HMRC standards; 

 Full integration with third party software e.g. HMRC, STEP’s MIS (currently SIMS); 

 User-friendly portal/interface; 

 A centralised reporting and analytics tools and dashboards; 

 Centralised staff record database; 

 Staff absence measurement and management; 

 Generation of contracts of employment;  

 Centralise performance management ; 

 Automated compliance processes and audit trail of compliance activities; 

 Assurances with HR statutory requirements such as GDPR, Gender pay gap reporting, HMRC 
regulatory requirements ; 

 Subject Access Request management; 

 Employee online self-service, updating of personal details, request and authorisation of leave, 
expense claims, etc; 

 Real-time single staff record with an overview of every employee; 

 Centralised recruitment, on-boarding and employment cycle; 

 A system that supports statutory returns and other returns to the Department for Education 
relating to workforce or HR; 

 Teacher Pension Scheme and Local Government Pension Scheme administration service; 

 Centralised learning and development processes; 

 A centralised single central record function; 

 Expertise in the education sector, with specific understanding of multi academy trusts; 

 A Living Wage employer, or working towards this; 

 A provider who would demonstrate how values of STEP will be embedded in Partnership and 
their role in supporting our Mission, Vision and Values; 

 Commencement on 1 April 2022. 

 

 

The below provides further detail on our expectations for the provision: 

Procurement timeline 
 

Event Date 
Issue of invitation to tender 27th September 2021 
Deadline for receipt of clarification questions Noon - 1st October 2021 
Target date for responses to clarifications 6th October 2021 
Deadline for return of tenders Noon - 18th October 2021 
Shortlisting 19th October 2021 
Presentation 21st October 2021 
Award of preferred bidder November 2021 
Transition period From November 2021 
Start date April 2022 

 
 
 
 
 



Clarifications about the Services or ITT 
 

Any clarifications relating to this ITT must be submitted to Merlyn Vlotman, Head of HR 

merlyn.vlotman@stepacademytrust.org.uk 

 
The Trust will respond to all reasonable clarifications by 6th October 2021.  The deadline for receipt 
of clarifications relating to the Services or this ITT is set out in the above procurement timetable. 

 
Tenderers are advised not to rely on communications from the Trust in respect of the Services or 
ITT unless they are made in accordance with these instructions.  The Trust reserves the right (but is 
not obliged) to seek clarification of any aspect of a tenderer's tender during the evaluation phase 
where necessary for the purposes of carrying out a fair evaluation. Tenderers are asked to respond 
to such requests promptly. Vague or ambiguous answers are likely to score poorly or render the 
Tender non-compliant. 
 
Submission of tender 
 

Tenders should be submitted by email to Merlyn Vlotman: merlyn.vlotman@stepacademytrust.org  

and Cheryl Gilbert, Executive Secretary:  cheryl.gilbert@stepacademytrust.org  in accordance with the 

timetable above.  Tenderers may also submit paper copies of any documents to Cheryl Gilbert at STEP 

Academy Trust, Gonville Road, Thornton Heath, Surrey CR7 6DL (the Trust’s office). Tenderers will be 

invited to deliver a presentation at a session that will be held at Gonville Academy (the Trust’s office) 

on Thursday, 21st October 2021 and will last approximately 1 hour.  It is the responsibility of the 

tenderer to ensure that the tender is delivered on time.  

A decision on the provision will be made as set out in the procurement timetable. The Trust reserves 

the right to vary the timetable, and also is under no obligation to appoint a preferred bidder from this 

exercise. 

 
Tenders for the provision of payroll should specifically identify: 

 A total annual cost proposal over a three year period; 

 The variable and fixed costs for the proposal, including charge per pay slip/e-pay slip or 

employee, if applicable; 

 The annual cost should be based on three scenarios: 

• Scenario A – STEP retains current employee numbers 

• Scenario B – STEP increases staff levels to 800 employees 

• Scenario C – STEP increases staff levels to 1000 

 Details of the annual cost for each of the scenarios. 
 Any inflationary or other provisions for annual or periodic increases in fees; 

 Any assumptions in the costing proposal; 

 A clear indication of services provided as part of the fee; 

 Fees chargeable for additional services not included as part of the annual cost proposal; 

 The method for uploading, viewing and authorising monthly payroll, including a visual 

demonstration of the interface; 

 The reports available to the Trust; 

 A nominated Trust contact point and a description of the support service provided; 

 How you will seek to work with the Trust to provide the information requested and to meet 

our developing needs; 
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 Corporate data to include company number, latest statutory accounts, and an indication of 

experience within the education sector; 

 References from two organisations who have been a customer for at least three years, 
preferably educational institutions; 

 The measures you have taken to ensure you comply with the General Data Protection 

Regulations. You should also identify any accreditation you have, including whether or not 

you have Cyber Essentials accreditation; 

 Confirmation that you will abide by the code of conduct of the Chartered Institute of Payroll 

and Pension Professionals, or equivalent professional body acceptable to the Trust. A brief 

description of business continuity plans that mitigate against an interrupted service should 

be included; 

 Details of how you intend to support the Mission of STEP Academy Trust as a key partner. 

 

Queries should be submitted via email to the contact named in the introductory paragraphs. 

Tender evaluation 

The tenders will be evaluated in accordance with the following criteria: 

 Commercial pricing: 60%; 

 Efficiency ease of use of data upload, review and authorisation processes: 20%; 

 Output reports: 10%; 

 Contractor customer service provision and alignment to the Mission and Values of STEP: 
10%. 

Tenders may be rejected if they do not comply with the tender specification or public 

sector procurement guidelines. 

A maximum of the top three scoring tenderers will be invited to deliver a presentation to 

representatives of the Trust in support of their tenders, as set out in the Timetable. You should 

keep this date free in case you are asked to attend. 

The presentations will be used to moderate the written submissions for the evaluation criteria 

specified above. 

The names and positions of those attending from the Trust will be notified to all tenderers in 

advance of the presentation. 
 

Contracting  

The Trust is seeking a minimum of a three year contract, unless terminated or extended within the 

terms and conditions herewith. Bidders should price submissions accordingly. 

The Trust is under no obligation to appoint a contractor from this exercise, and reserves the right 

not to appoint or to re-run the exercise. The Trust will not be liable for any bidder costs prior to 

appointment, including compilation of the submission. 
 

Termination 

The contract may be terminated by either party by giving 6 months’ notice. 

The duration of the contract is for an initial period of three years. 

At the end of the contract, the contractor will provide all pay data in a timely manner to support 

transition to the new supplier, and continuity of the payroll. 



 

If termination is instigated during the 3 year contractual period, then the payroll provider will liaise, 

where needed, with the Trust regarding data they hold in regards to financial audit submissions, 

tax and or pension queries.  

Where the payroll provider has third party responsibility for pensions, they will provide information 

as and when required in the future and will share historic payroll data with any new provider or 

pension authority on request. 

 

At the end of the contract, the contractor will securely provide all personal data in a timely manner 
to support transition to the new supplier, and continuity of HR functions. 

 

Data Accuracy 

The Trust acknowledges that it is responsible for the accuracy of data submitted to the service 

provider. 

General terms 

Inducements – offering an inducement of any kind in relation to obtaining this or any other contract 

with the Trust will disqualify your tender from being considered and may constitute a criminal 

offence. 

Data breaches – the contractor must inform the Trust of any data breach as soon as reasonably 

practicable and in any event within 12 hours of occurrence, the data compromised and actions 

taken to limit the exposure. This should include details of staff affected where known. 

Applicable law – the contract is governed by English Law. 

TUPE – there are no TUPE considerations within this service. 



Key performance indicators 

Bidders should provide KPIs as part of their proposal. 

The Trust is seeking the following performance indicators: 

KPI Acceptable levels Action 

Over or under payment 

arising from contractor 

error 

0.5% Contractor will rectify any error of 

payment within 24 hours of notification if 

due to contractor error where it is lawful 

to do so, subject to the Trust’s approval in 

writing. 

Error arising from failure 

to process change request 

(assuming received within 

agreed timeline) 

To be agreed  

Late payment to HMRC or 

pension provider 

Nil error rate Contractor will be liable for fines or 

interest incurred due to their late 

submission or error 

Deadlines and timetables 

for payroll and HR system 

such as response time to 

system bugs/errors, 

notification to downtime 

To be agreed The bidders should specify the timetables 

for data input and processing in their bid 

Handling ad hoc employee 

Issues 

24 hours To resolve issue 

Payslips received by staff 

post payment 

24 hours (e-payslip) 

 

 

Conclusion 

The contractor will be bound by this contract to support continuity of payroll and transition to a 

new provider. Without prejudice to any other rights of termination to the Trust may have, the 

Trust reserves the right to terminate the contract without notice if any failures occur due to 

contractor error such as: 

 Failure to run an accurate payroll run on time; 

 Over 0.5% contractor error resulting in overpayment or underpayment; 

 Failure to make payment on time to HMRC or pension providers more than once in any 

twelve month period. 

Bidders should specify in their bid if they cannot meet any of the above criteria, and should advise 

in their bid if the cost of any specific item is significant to allow the Trust to make an informed 

decision on appointment. 

 



Warnings and disclaimers 

While the information contained in this ITT is believed to be correct at the time of issue, neither 

the Trust, its advisors, nor any other awarding authorities will accept any liability for its accuracy, 

adequacy or completeness, nor will any express or implied warranty be given. This exclusion 

extends to liability in relation to any statement, opinion or conclusion contained in or any omission 

from, this ITT and in respect of any other written or oral communication transmitted (or otherwise 

made available) to any tenderer. This exclusion does not extend to any fraudulent 

misrepresentation made by or on behalf of the Trust. 

If a tenderer proposes to enter into a contract with the Trust, it must rely on its own enquiries and 

on the information contained within this ITT, subject to the limitations and restrictions specified 

in it. 

Neither the issue of this ITT, nor any of the information presented in it, should be regarded as a 

commitment or representation on the part of the Trust (or any other person) to enter into a 

contractual arrangement. 

Freedom of Information 

As a public body, the Trust is subject to the provisions of the Freedom of Information Act 2000 

(FOIA) and Environmental Information Regulations 2004 (SI 2004/3391) (EIR) in respect of 

information it holds (including third party information). Any member of the public or other 

interested party may make a request for information. The Trust is also subject to various public 

sector transparency policies and legal requirements. 

Tenderers should therefore be aware that information provided in connection with this 

procurement, or in connection with any contract awarded, may be disclosed by the Trust, unless 

the Trust decides (in its absolute discretion) that one of the statutory exemptions under the FOIA 

or the EIR applies. Requests for information and application of any exemptions shall be considered 

on a case by case basis. By taking part in this procurement, tenderers agree to such disclosure or 

publication by the Trust. 

Tenderers may designate any information supplied as part of their tender response or otherwise 

in connection with the procurement as confidential or commercially sensitive by clearly 

identifying it as such to the Trust in its response. Blanket protective markings applied to the whole 

document will not be sufficient. While designating material as confidential or commercially 

sensitive or equivalent does not guarantee non-disclosure, the Trust will consider this as part of 

any disclosure decision. 

Publicity 

No publicity regarding the Services or the award of any contract will be permitted unless and until 

the Trust has given express written consent to the relevant communication. For example, no 

statements may be made to the media regarding the nature of any tender, its contents or any 

proposals relating to it without the prior written consent of the Trust. 

 

 

 

 



Tenderer conduct and conflicts of interest 

Any attempt by tenderers or their advisors to influence the contract award process in any way 

may result in the tenderer being disqualified. Specifically, tenderers shall not directly or indirectly 

at any time: 

 Devise or amend the content of their tender in accordance with any agreement or 

arrangement with any other person, other than in good faith with a person who is a 

proposed partner, supplier, consortium member or provider of finance. 

 Enter into any agreement or arrangement with any other person as to the form or content 

of any other tender, or offer to pay any sum of money or valuable consideration to any 

person to effect changes to the form or content of any other tender. 

 Enter into any agreement or arrangement with any other person that has the effect of 

prohibiting or excluding that person from submitting a tender. 

 Canvass the Trust or any employees or agents of the Trust in relation to this procurement. 

 Attempt to obtain information from any of the employees or agents of the Trust or their 

advisors concerning another tenderer or tender. 

Tenderers are responsible for ensuring that no conflicts of interest exist between the tenderer 

and its advisers, and the Trust and its advisors. Any tenderer who fails to comply with this 

requirement may be disqualified from the procurement at the discretion of the Authority. 

 

STEP Academy Trust’s rights 

The Trust reserves the right to: 

 Waive or change the requirements of this ITT from time to time without prior (or any) 

notice being given by the Trust; 

 Seek clarification or documents in respect of a tenderer's submission; 

 Disqualify any tenderer that does not submit a compliant tender in accordance with the 

instructions in this ITT; 

 Disqualify any tenderer that is guilty of serious misrepresentation or of negligently 

providing misleading information in relation to its Tender or the tender process; 

 Withdraw this ITT at any time, or to re-invite tenders on the same or any alternative basis; 

 Choose not to award any contract or lot as a result of the current procurement process. 

 Make whatever changes it sees fit to the timetable, structure or content of the 

procurement process, depending on approvals processes or for any other reason. 


