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Background 
 

Renison University College 

 
Our Mission and Purpose: 
 
Renison University College (“Renison”) provides outstanding opportunities for learning and scholarship 
through an interactive, inclusive environment that encourages intellectual curiosity, respect for 
diversity, understanding among people, and service to others. 
 
Renison University College makes a valuable contribution to the greater University community by 
providing the setting that makes excellent undergraduate learning possible. Committed faculty, small 
classes, and a strong sense of community are among the elements that have made Renison a success. 
 
Who We Are: 
 
Renison was founded on January 14, 1959 under the authority of the Synod of the Anglican Diocese of 
Huron, due to the efforts of the Kitchener and Waterloo Anglican communities. Renison continues to 
enjoy support from the Anglican community and, in particular, from within the Diocese. 
 
Affiliated with the University of Waterloo, the College offers programs and courses leading to the 
Bachelor of Arts, Honours Bachelor of Social Work and Masters of Social Work degrees.  Through its 
programs, Renison seeks to prepare students for careers in various helping professions, including social 
work, education, law and the ministry. 
 
The University of Waterloo (“UW”) provides several services to Renison.  At the moment, UW processes 
payroll and maintains Renison’s benefits including its pension plan.  UW pays Renison’s employees on 
Renison’s behalf through direct deposit on a bi-weekly and monthly basis.  Any funds considered 
endowments are also held at UW and are subject to UW’s investment guidelines.   
 
Renison also offers academic programs that are non-degree mostly relating to English as a second 
language instruction.  These programs run throughout the year, including the summer months.  Renison 
attracts many International students for these programs.  Any activity related to these programs 
including student billing and record keeping is done within Renison. 
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SECTION 1.0:   PURPOSE AND CONTENT 
 
1.1 The College is seeking proposals from potential service providers for College Management 

Software in accordance with the terms of this Request for Proposal.  Renison invites software 
vendors and service providers with the capacity to meet the goals and requirements outlined.   
 
We are seeking partnership on meeting the following goals: 
 

 Student records including grades, class enrollment, and administrative notes (Student 
Information System) 

 Online application and admission system 

 Student communication 

 Management, tracking, and centralization of student billing 

 Student Life management 

 Reporting tools 

 Appropriate security and backup  

 Ongoing support 
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SECTION 2.0: INSTRUCTIONS TO BIDDERS 
 
2.1 Proposals will be accepted up to and no later than 1630:00:00 (Eastern Standard Time) on June 

1, 2018 in the electronic dropbox as instructed in Appendix B.   
 
Proposals received after the closing time and date will not be accepted (dropbox will close) 

 
2.2 Electronic proposals must be submitted to the dropbox before closing (ref. Appendix B) at 

https://www.dropbox.com/request/Q4XwfdeP6UJQ9oTSkqU4 
 

2.3 Proposals must be completed in accordance with the requirements of these Request for 
Proposal documents and no amendment or change to proposals will be accepted after the 
closing date and time. 

 
2.4 Proposals shall be irrevocable for ninety (90) days following close of bidding and shall be 

retained by the College. 
 
2.5 Proposals shall be originally and irrevocably signed by an authorized representative of the 

bidder when submitted. Upon award (if any), the successful bidder will be required to supply 
proof satisfactory to the University of appropriate authorization to bind the bidder.  

 
2.6 Questions regarding this Request for Proposal may be submitted in writing (via email only) on or 

before May 21, 2018, and must be directed to:  
 

David Annable 
IT Manager 
Renison University College 
Waterloo ON N2L 3G4 
Email:        dannable@uwaterloo.ca  

 
 The College cannot guarantee responses to questions received after this time.  Should any 

question be considered relevant to all bidders, the College will provide both the question and 
the written answer to all known bidders in the form of an addendum.  Bidders are solely 
responsible for ensuring that the College has current contact information on file for the bidder.   

 
2.7 No other representative of the College is to be contacted regarding this Request for Proposal.  

The College accepts no responsibility for, and the bidder agrees not to rely upon, any verbal or 
written statements or representations from any other person, whether or not employed by the 
College. 
 

2.8 In the event the bidder cannot comply with any term, condition, or requirement of this Request 
for Proposal, such non-compliance must be clearly noted on the bidder’s letterhead and 
submitted with the proposal.  Bidders are cautioned that such non-compliance may result in 
disqualification of the bidder’s proposal, at the sole discretion of the College.  No allowance will 
be made for un-noted non-compliance of any kind by a bidder. 

 
2.9 Renison University College will not consider more than one bid from a bidder under the same or 

different names. 
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2.10 Bidders are cautioned that proposals will be solely evaluated upon the disclosed evaluation 

criteria, and no linkage of offers to donations, scholarships or similar quid pro quo arrangements 
will be considered. 
 

2.11 Pursuant to Section 6 of Ontario Regulation 429/07 (“Regulation”), The Accessibility Standard 
for Customer Service made under the Accessibility for Ontarians with Disabilities Act, 2005, the 
successful bidder shall ensure that all of its officers, employees, agents, or others for whom it is 
at law responsible, receive training about the provision of the Goods and Services contemplated 
herein to persons with disabilities.   
 
Bidders are encouraged to review the College’s requirements with regard to accessibility, and to 
identify and offer recommendations / alternatives that serve to support accessibility for all. 
 

2.12 The International Sale of Goods Act does not apply to this Request for Proposal, nor to any 
contract formed as a result of this Request for Proposal. 

 
2.13 The laws of the Province of Ontario shall apply to this Request for Proposal and any contract 

formed as a result of this Request for Proposal, and the Courts of Ontario shall have exclusive 
jurisdiction over any contract formed as a result of this Request for Proposal. 

 
2.14 The College’s name, logo, crest, etc, shall not be used without the prior written consent of the 

College.  
 

2.15 Should a compliant bidder wish to debrief after the RFP has been awarded, they are welcome to 
make a formal request, in writing, to the person named in 2.6 within sixty (60) days of the award 
posting.  Please be advised that the Renison University College considers each bid to be 
confidential, and will only discuss with each bidder their own bid’s strengths and weaknesses.   
 

2.16 The College supports environmentally positive initiatives.  Our goals are to pursue sound life 
cycle choices whenever possible and to encourage our suppliers to strive towards not just 
environmentally progressive goods, but to aggressively pursue increasingly superior 
environmental and sustainable offerings.  The College will always consider environmentally 
superior product choices in our procurement decisions, and will, when appropriate, factor a 
certain percentage of cost towards superior environmental and sustainable goods and services. 
 

2.17 Except as expressly and specifically permitted in the Terms and Conditions of this Request for 
Proposal, bidders shall not have any claim for compensation of any kind whatsoever, as a result 
of participating in this Request for Proposal, and by offering a submission to this request, each 
bidder shall be deemed to have accepted and agreed that it has no claim. 
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SECTION 3.0: EVALUATION AND AWARD 
 
3.1 The College intends to award a contract to the bidder whose proposal offers the best value to 

the College.  However, the College is under no obligation to award any contract in whole or in 
part and the College reserves the right at its sole discretion to cancel this Request for Proposal 
process at any time before or after closing without providing reasons for such cancellation.  The 
highest scoring or any proposal may not necessarily be accepted. 
 

3.2 All proposals will be evaluated upon the criteria listed in Section 3.9.  Where references and/or 
past performance are listed, evaluation may include information provided by the proponent’s 
references and may also consider the proponent’s past performance on previous contracts with 
the College or other institutions.  

 
3.3 An award (if any) made by the College shall be made in writing and shall be subject to the 

availability of funding at the time of award. 
 
3.4 In the event of mathematical errors in extension of prices or other ambiguities, unit prices shall 

govern over total bid prices, and words shall govern over numbers. 
 
3.5 To obtain the most advantageous offer for the College, the College reserves the right at its sole 

discretion: 
 

a) to waive irregularities and/or minor non-compliance by any bidder with the 
requirements of this Request for Proposal; 

b) to request clarification and/or further information from one or more bidders after 
closing without becoming obligated to offer the same opportunity to all bidders; bidders 
are advised however to submit a complete offer as their bid.  It is the College’s intent to 
solicit and accept best offers. Any waiver, clarification or negotiation will not be 
considered an opportunity for bidders to correct errors in their bids. 

c) to negotiate minor variances in scope and the corresponding price solution. 
 
3.6 The College shall not be responsible for any expenses or charges incurred by a bidder in 

preparing or submitting a proposal nor in providing any additional information considered 
necessary by the College for evaluation of proposals. 

 
3.7 All pricing must be made on a net basis and the currency must be specified.  No prepayments shall 

be made unless the supplier agrees to provide one of the following at the supplier’s expense for 
the amount of the prepayment:  an Advanced Payment Bond, an Irrevocable Standby Letter of 
Credit, or, a Letter of Guarantee. 

 
3.8 The College reserves the right at its sole discretion to amend this Request for Proposal at any 

time prior to the close of bidding, and bidders are cautioned to ensure that they have received 
all addenda (if any) prior to submitting a bid.  Should the College issue any changes to this 
Request for Proposal, the College will endeavour to notify all bidders to whom the Request for 
Proposal has been issued 
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3.9 Evaluation criteria consist of the following items: 
 

Rated Criteria/Technical: 50% 

 The extent to which the proposal supports 
the requirements in this RFP as per 
Section 1.0 including: 
 

Pricing: 30% 
 Initial cost to purchase software. 

 Ongoing annual maintenance fees. 

Corporate Qualifications and References in a 
similar environment: 20% 

 Corporate qualifications, reputation and 
demonstrated track record to provide 
similar services; 

 Current references in a similar 
environment. 

 
 
Note: In the event of a tie amongst bidders, the College will re-visit the subjective portions of the bid (references, 

experience) in an effort to determine the best alternative. 

 
3.10 Shortlist  

The Evaluation Team may develop an initial shortlist of the top-scoring submissions. The Team 
will designate staff to contact the bidder-supplied references and ask the references a 
prescribed set of questions, plus any additional information that the College determines at our 
sole discretion is pertinent.  

 
Any short-listed solution is subject to a College Information Systems & Technology (IST) 
compatibility review and approval by the College before acceptance. The bidder is expected to 
provide technical expertise and to cooperate with the College's IST group to ensure that the 
solution meets UW expectations and requirements for device management, deployment, 
security, monitoring, reporting and image management, and compliance with any other 
applicable legislation and policy.   
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SECTION 4.0: AWARD OF CONTRACT 
 
4.1 The contract to the successful bidder (if any) shall be subject to the terms of this Request for 

Proposal and the terms of the College’s purchase order, together with those terms stated in the 
bidder’s proposal which are not in conflict with the College’s terms, and which have been 
specifically accepted by the College.  

 
4.2 The successful bidder (if any) may not assign or subcontract any portion of the contract without 

the prior written consent of the College. 
 
4.3 The successful bidder (if any) shall indemnify the  College, its Board of Governors, Students, 

Employees, Servants and/or Agents from all damage, damages, losses, costs, claims, demands, 
actions, suits, or proceedings which may arise directly or indirectly as a result of the negligent or 
wrongful acts or omissions of the successful bidder (if any), its Employees, Agents and/or 
Servants in the performance or purported performance of any of its obligations under the 
contract, whether or not such claims are initiated by third parties or arise between the parties. 

 
4.4 The successful bidder (if any) shall carry at all times during the performance of the work 

commercial general liability insurance with a limit of not less than $2,000,000 inclusive per 
occurrence for bodily injury (including death) and damage to property including loss of use 
thereof.  Such insurance shall at a minimum include coverage of broad form property damage, 
contractual liability, completed operations and product liability, and automobile liability (owned 
and non-owned), and such other types of insurance as would be carried by a prudent person 
performing such contract work and as the College may from time to time require. 

 
 The College shall be named as an additional insured without right of subrogation in all policies of 

insurance. 
 
 All such policies of insurance shall provide that the Insurers shall give at least thirty (30) days 

written notice to the College prior to any cancellation, material changes, or amendments 
restricting coverage of any policy or policies. 

 
 The successful bidder (if any) shall provide a certificate of such insurance to the College as a 

condition of receiving the award within five (5) days of notification of award or prior to 
commencing the work, whichever is sooner. 

 
4.5 The successful bidder (if any) shall at all relevant times have a valid clearance certificate from 

the Workplace Safety and Insurance Board (WSIB) of Ontario, or in other districts, Employers 
Liability Insurance in the amount of not less than $2,000,000 in coverage, and shall submit either 
a current clearance from WSIB proving coverage, or a copy of the insurance policy, to the 
College prior to the commencement of the work.   
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4.6 The College and the successful bidder (if any) acknowledge and agree that they are independent 
contractors in a contract for goods and/or services and no employer/employee, partnership nor 
agency relationship is intended or created by their agreement.   

 
 The successful bidder (if any) shall be solely responsible for all matters relating to statutory 

deduction of all employment taxes, employment insurance, and Canada Pension, and for 
payment of Workplace Safety and Insurance Board of Ontario insurance premiums, leave, 
remuneration, discipline, and for all licenses and permits which are or may become required to 
perform the Work. 

 
4.7 Notwithstanding the above, while at the College, personnel of the successful bidder (if any) 

must observe all regulations and policies of the College, including parking and traffic regulations.  
Vehicles shall be parked in areas, at the successful bidder’s expense, as directed by the College’s 
Parking Administration. 

 
4.8 In addition to any rights of termination at law or in equity, the College shall have the right to 

terminate any contract formed with the successful bidder (if any) upon written notice to the 
successful bidder at any time. 
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SECTION 5.0: PROPOSED SCHEDULE 
 
Our anticipated schedule for selection and implementation is as follows: 
 

Selection Phase  

May 8, 2018 RFP #18-002 posted on Merx 

May 21, 2018 Deadline for questions with guaranteed response 

June 1, 2018 RFP responses due from bidders 

Est. by June 6, 2018 Initial evaluation of RFP responses and invitations issued to short listed 
bidders for meetings with the College  

June 18-29, 2018 Meetings with the College with short listed bidders and the College (via 
Skype or another conference platform or in person) 
 
The representatives of the bidder at these meetings should be the 
bidder’s operational staff who will support any potential future contract 
with the College.  Please ensure that these representatives reserve 
availability for these dates.   

July 2 2018 Final selection and award of contract 

July 16 onward 2018 Transition plan and implementation 
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SECTION 6.0: REQUIREMENTS 
 
The College Management software that is the subject of this RFP will be utilized to track and manage all 
of Renison University College’s non-credit courses and students.  Renison also hopes to leverage this 
system to assist in managing student life and residence data.  
 
Goals for the College Management System 
 
As mentioned in Section 1.0, our goals for our student information system are: 
 

 Online application and admission system 

 Centralization of student and class information (Student Information System) 

 Tracking and management of Student Billing 

 Student communication 

 Reporting tools 

 Appropriate security and backup  

 Ongoing support 
 
Requirements for College Management System 
 
We are seeking a software and service solution that best meet the following requirements.  Primary 
requirements address the core of the solution we are hoping to implement.   
 
Non-Credit Student Management (Primary) 
 
Renison hosts 1,000 students per year split between various non-credit courses and our English 
Language Institute.   
 
We require functional management of these students as follows: 

 Student enrollment, attendance, grades, and general record keeping 

 Tuition and payment management/tracking 
o We would like to be able to accept payment online for courses 
o Track and report on payment status 

 Online course application  
 

 
 
Residence and Student Life (Secondary) 
 
Renison hosts several residence floors and houses students throughout the year. We are seeking a 
software package that allows us to: 
 

 Assign rooms to students 

 Manage student residence records 

 Extracurricular and  
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Backup and Security (Primary) 
 
Please provide information on: 
 

 Backup scheme and recovery procedure 

 Security for accounts and data 

 Data export and migration tools 
 
 
Reporting Tools (Primary) 
 
Outline any reporting tools including: 
 

 Student grade and enrollment summaries 

 Billing and tuition summaries 

 Custom transcripts, letters of acceptance, and certificates 
 
 
Onboarding, Training, and Process Management 
 
Outline any start-up and onboarding procedures offered including training and education materials or 
programs available to ease the transition to the new solution. 
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SECTION 7.0: SUBMISSION FORMAT 
 
Please include the following information in your proposal: 
 

 An explanation of how you will partner with us to meet our goals as outlined in Section 6.0. 

 An explanation of how you will address our requirements as outlined in Section 6.0. 

 A brief overview of your company. 

 An overview of your method of service delivery.   

 A minimum of three references from organizations of similar size and complexity to whom you 

provide similar services. 

 An outline of your proposed compensation and fees (refer to Section 3.9 for breakdown) for all 

of the services. 

 Any other information that you think is relevant to our RFP for a college management system, 

including any value added products or services not mentioned in this RFP that may be of interest 

to us. 



14 | P a g e  

 

Appendix A 
 
STATUTORY FORM OF DECLARATION 
 
 
We certify that: 
 
The party executing this document is authorized to sign this document. 
 
The matters set forth in the Request for Proposal response are correct. 
 
This Request for Proposal response is made without any connection, comparison of figures, or 
arrangement with or knowledge of, any other Corporation, Firm or Person making a Proposal for the 
same work. 
 
No member of the College is, will be, or has become interested, directly or indirectly, as a Contract in 
Party, Partner, Stockholder, Surety or otherwise in, or in the performance of the Contract, or in the 
supplies, work, or business to which it relates, or in any portion of the profits thereof, or in any of the 
money to be derived there from. 
 
This Request for Proposal response will remain open for acceptance and the prices herein submitted will 
remain firm and unchanged for a period of 90 days after the closing date of the Request for Proposal 
and the College may at any time within this period accept this proposal. 
 
 
Legal Name of Firm:  ____________________________________________ 
 
Signing Officers Signature: ____________________________________________ 
 
    ____________________________________________ 
     (print name, and, title) 
 
Declared on this  ______________ day of ______________2018. 
 
 
Contact information: 
 
Address  _______________________________ 
  
  _______________________________ 
 
Phone:  _______________________________ 
 
Fax:   _______________________________ 
 
Email:  _______________________________ 
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Appendix B:  Electronic Dropbox Submission Instructions for Suppliers: 
 

Upload Electronic Proposals and Documents for RFP #18-002 to: 

https://www.dropbox.com/request/Q4XwfdeP6UJQ9oTSkqU4 
 
Your submission must be uploaded, submitted, and finalized prior to the Closing Time of June 1, 
2018 4:30 PM EST. We strongly recommend that you give yourself sufficient time and at least 
ONE (1) hour before Closing Time to begin the uploading process and to finalize your 
submission. 
 
Important Notes: 
 
Each item of Requested Information will only be visible after the Closing Time. 
 
Uploading large documents may take significant time, depending on the size of the file(s) and 
your Internet connection speed. 
 
You will receive an email confirmation receipt with a unique confirmation number once you 
finalize your submission. 
 
Minimum system requirements: Internet Explorer 8/9/10+, Google Chrome, or Mozilla Firefox. 
JavaScript must be enabled. 
 
Need Help? 
 
Renison is using Dropbox to collect and store RFP submissions digitally.  If you are having 
problems uploading your submission, please contact dannable@uwaterloo.ca.   
 

mailto:dannable@uwaterloo.ca

