EXHIBIT “A”
RFSQ No. 07-079 

DRAFT SPECIFICATIONS 
The County of Hidalgo Sheriff’s Office requesting quotes on software encompass 
To, as requested, but not limited to, the following programs:  Personnel Module, 
Shift Module, Applicant Tracking and Asset Tracking Management. 
Personnel Management
Suite of solutions that can be used as individual models or as an enterprise program thorough on-line coordination of agency administrative and operational tasks – from scheduling, to managing requests, assets and beyond.  

Provides a complete solution for managing critical personnel functions as an essential solution to the challenges agencies face today.  The fully integrated suite improves control and increases productivity by synchronizing significant data with RMS, 911/CAD, HR, and court case management systems – and thus, delivers total agency management.  

Set up access from vital components of information necessary to run a successful organization with minimal effort.  The system’s flexible designed is based on agency business rules that automate notifications of events that require actions, as well as documenting the “who, where and when” of the event.  As a result of the system’s web-based automation, administrative functions are simplified, controlled, and accessed from any location.  

The Personnel Management module within provides the ability to collect pertinent personnel data including critical information, payroll, scheduling, and training.  Personnel data collected including but not limited to: 

· Employee personal information

· Unlimited number of significant dates

· Contacts and emergency contacts

· Training detail

· Chain of command

· Working assignments

· Employee evaluations

· Employee scheduled rotations

· Employee shift schedules

· Payroll 

· Special pay information

· Position management

Information is maintained dynamically through tools such as: 

· Personal action requests

· Direct edits

· Leave management

· Overtime management

· Court attendance

· Training management

· Asset management  

Thus, all information that is tracked for an employee is continually updated within the system.   

Personnel Management includes tools that enable personnel information to be imported from existing personnel system or collected from various personnel systems that may contain different elements of information on an employee.  

Exporting tools are also available to provide data back to other systems, as well as, the ability to setup xml file exchanges for a more real time synchronization.  Common integrations include CAD, RMS, City Personnel Systems, Internal Agency Systems, and Court Case platforms.

Key Features of Personnel 
· Detailed Employee Information with comprehensive history cataloging

· Payroll and Special Compensation Tool with automated key date triggers

· Department Compliance Reporting summarize pay status, leave requests, training, etc. 

· Work Time Accrual tool tracks and correlates employees actual work time against payroll

· Position Management Tool ensures that agency head count reconciles with allocations

· Personnel Action Requests routed automatically for approval and close out procedures

· Leave and OT Requests automatically routed and applied against time accruals.

· Rotation Management Tool includes daily, weekly, monthly 4/10 rotations settings

· Data Synchronization with time card and enterprise HR systems

Benefits

· Immediate access based on permission levels to reliable personnel information 

· Saves significant processing time with automated personnel action requests

· Rotation management coordination with shift scheduling, including court and leave times

· Critical contact information available for employee notifications in case of emergencies

· Comprehensive historical logs track all personnel activities

· Flexible agency control for authorized users to customize agency settings
Electronic Log Files

Personnel Management provides an intuitive tracking functionality for logging changes to employee records and other transactions.  With the Personnel Management log functionality, transaction history is no longer a mystery.  Administrators have access to these log files with minimal effort. 

All changes to an employee’s record are tracked in log files.  These log files are searchable as well as reportable.  Logs include:

· Assignment Log – represents all assignment changes within an employee’s career

· Shift Log – documents the shift schedules that an employee has been historically assigned
· Training Log – integrated with the training management module within Personnel Management. As employees are registered for classes and the proctor or instructor for a class updates the system regarding attendance, test scores, certifications, and dates the system automatically updates the employee’s individual log file regarding the employee’s training record.

· Personnel Action Request Log – Personnel Actions Requests allow agencies to eliminate hand written forms or signatures and place all formal requests online, as well as track approvals on-line.  Personnel Management provides a log file of all action requests replicating electronically what was achieved by filing forms in paper files. Therefore, administrators can access and view all requests on-line at any time. 

· Personnel Action Log – tracks critical changes in the action log file, regardless of using the Action Request tool. These changes include items such as promotions, transfers, pay changes, and other actions that are desired by the agency to log. 

· Transaction Log – documents any field that is edited within the system and tracks these changes.  Information captured includes user name, time/date stamp, and what the field name was changed from and changed to.  As a result, an audit log of any change in the system is tracked for each employee and meets agency audit requirements. 
Other logs are available to maintain important information on personnel including:

· Evaluation Log – Employee evaluations are tracked with the evaluation results.  The fields collected are flexible based upon the information needed for evaluation monitoring by the agency. 

· Assets Log – Within the Asset Management module, all assets assigned to an employee or to a department are tracked.  This includes all current items an employee or department is in possession of, any outstanding requests for new or replacement of gear, discharged or returned items, and expendable items. 
· Skills Log – Employee skills are tracked along with certification dates.
· Awards Log – Employee awards are tracked. 

· Documents Log – The system provides the ability to attach any type of document to a personnel record.  
Electronic Notifications

One of the greatest challenges in personnel management is handling day-to-day operations.  Personnel Management provides the tools necessary to overcome this challenge with an electronic paperless notification process.  The system uses the personnel data to produce “call-to-action” notifications when certain events occur or events are scheduled to occur. For example, if an evaluation is due on 8/1/06 then a notice is sent to the supervisor reminding them of the pending evaluation.  These automated notifications provide critical information to supervisors without having to search the system. 

Other notifications include: 

· Late notices

· Leave requests

· Overtime requests

· Training requests

· Personnel action requests

· Shift change requests

· Quartermaster/asset requests

· Approval process of all requests

Shift Scheduler
The Shift Scheduler module designed to meet the critical scheduling needs of all public safety entities.  Complex rotation scheduling is provided using simplified tools.  Shift Scheduler places the flexibility and control of team building and scheduling back in the hands of the agency.  The powerful tools of this system replace the confusing and complicated schedule builders with easy, web-based functionality to manage shift assignments and rosters with simplified procedures for setting rotations and building schedules.

Key Features of Shift Scheduler
· User-Friendly Design provides quick and easy movement between defined areas and groups within the system

· Activity Tracking integration with CAD, RMS, and officer activity logs

· Rotation Management Tool with daily, weekly, monthly, or 4/10 rotation settings

· Interactive Calendar allows quick and convenient scheduling of section / group

· Real-Time Audit and Adjustment of individual and group schedules and actual time worked

· Roster Management includes dynamic daily rosters with days-off, leaves, or court dates.

· Thresholds Setting for defining minimum staffing requirements

· Automated Emergency Shift Management during exigent circumstances (i.e. last minute schedule changes for extreme weather, natural disaster, etc.)

· Web-based Interface provides scheduling data from anywhere 

Benefits

· Ensure agency strengthen with system automation

· Reduce cost by controlling overtime 

· Save scheduling time with automated personnel action requests

· Complete, at-a-glance viewing of personnel’s shift, court, leave, training, and days-off dates

· Secure information available through user permission controls

Shift Scheduler will provide a user-friendly interface for updating employee attendance and activity.  A supervisor edits the working schedules to update daily “work actuals” documenting the actual performance time for the day for that individual.  Actuals are the final results of that day’s shift and can be viewed in an html window or generated as a PDF for emailing or printing.  Additionally, the PDF can be recorded for historical documentation purposes as required by the agency. Actuals can also be locked for payroll or documentation purposes.  
The planned daily schedule automatically groups personnel into sections by agency-defined watch categories.

Supervisors are able to add personnel to schedules, to insert relief personnel, or select personnel outside of the normal working schedule including individuals from different organizations within the department as required for specific coverage.  

A supervisor edits the working schedules to update daily “work actuals” documenting the actual performance time for the day for that individual.  Actuals are the final results of that day’s shift and can be viewed in an html window or generated as a PDF for e-mailing or printing.  Additionally, the PDF can be recorded for historical documentation purposes as required by the agency. Actuals can also be locked for payroll or documentation purposes.  

The actual performance for an individual for a day can be documented including:

· Work time
· Leave Type  
· Leave time
· Court Time
· Over-time
· Training time
· Late arrival
· Early departure 
· Activities
Applicant Tracker

The Applicant Tracker module easy to use web-based job posting, resume management, and candidate tracking module that streamlines the entire candidate management process.  It enables agency recruiters and hiring managers to focus on core recruiting activities while minimizing cost and administrative processing.  

Key Features of Applicant Tracker
· Tracked Marketing Recruitment Tactics to determine which activities generate best results

· Task Management Tool available for follow-up tasks regarding specific candidates

· Application Submission from Agency Web Sites reduce recruitment cost

· Applicant Progression Tracking with statistical and document collection 

· Secure Access by authorized agency personnel

· Candidate Summaries show number and time frame of new hires for academy classes 

Asset Management
The Asset Management module streamlines the process of notifying, monitoring and replenishing personnel inventory assets, with accurate accounting of all supplies. Inventory quantities can be monitored and replaced, including items with expiration dates. With its automated notification, pick-up, and return management process the Asset Management module increases personnel efficiencies and improves inventory control.
Key Features of Asset Management
· Asset Pickup and Return Management notifies personnel in real-time of assigned items

· SKU Management for authorized personnel enables complete customizable inventory fields

· Inventory Maintenance tracks balances, reorder points, and stock quantities 

· Issuance Settings include loaned, permanent, alteration pending, expires (by date), return required, or discharged  

· Transit Pickup Option enables personnel to pickup items on behalf of others

· Discharge Settings includes list, stolen, damaged, or destroyed 

· Issuance Restriction based on organization or rank

Benefits

· Automated notification cuts processing time and documents communications.

· Inventory management prevents unexpected shortages or inconvenient overstock. 

· Easy point-and-click automated tools eliminate costly entry errors.

· Instant access to personnel assets throughout entire life-cycle provides tracking for audits.

· Expiration date settings enable controlled management of items at end-of-life cycle
