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1. INTRODUCTION
RIATIRIMBA TVC intends to develop a secure, fully integrated internal intranet platform that enhances internal communication, staff collaboration, knowledge management, operational efficiency, workflows, and organizational culture.
This Terms of Reference (TOR) defines the scope, features, modules, governance, and deliverables for the development of the intranet.
Bluecrane Creatives Ltd serves as the system architect and technical implementation partner.

2. OBJECTIVES OF THE INTRANET
The system aims to:
1. Facilitate secure communication and knowledge-sharing across departments also with the Institution Principle and the Deputy Principles.
2. Provide a centralized repository for documents, manuals, procedures, and policies.
3. Support staff engagement, recognition, and social interactivity.
4. Ensures uploading and keeping safe, Students POEs I;e Portfolio of Evidence for each student in the institution.
5. Keeping communication between the HODs and Trainers of various departments of the institution.

3. SYSTEM DESIGN PRINCIPLES
The intranet will be:
· Secure – Authentication via SSO/AD or internal SACCO login
· Responsive – Mobile-first interface
· Modular – Features can be activated or billed based on need
· Scalable – Room for expansion
· User-friendly – Minimal training required
· Role-based – Access control by department & user level

4. SYSTEM ARCHITECTURE (GENERAL FEATURES)
4.1 Access & Authentication
· Secure login
· Role-based access
· Audit trail & activity logs

4.2 Dashboard (Home Page)
A personalized landing page showing:
· Announcements
· Tasks
·  Events
· Quick links
· Notifications

5. DETAILED SYSTEM MODULES
5.1 COMMUNICATION & ENGAGEMENT MODULES
5.1.1 News & Announcements
(“Coffee Break” equivalent)
A centralized board for:
· Departmental announcements
· HR updates
· Internal notices

5.1.2 Students Portfolio of Evidence (POEs) Data
A secure feedback mechanism:
· Login details for each student from all departments 
· Upload features foe students Photos, details of Admission and the Module of study.
· Portfolio of Evidence of each student, upload feature.

5.1.3 Trainers Details and Events
Includes:
· Photo gallery
· Staff recognition board
· Event calendar
· Training materials for trainers use, class attendance, upload on any other necessary training related data.

5.1.4 Principle and Deputies Module
· Communication from Principle
· Communications from Deputy Principles on Administration and Academics related Matters. 
· Any other Administration Related communication. 
5.2 DOCUMENTS, KNOWLEDGE & TRAINING
5.2.1 Document Management System (DMS)
Central repository for:
· Policies
· Manuals
· HR Documents
· Job applications (internal recruitment)
· Departmental documents
Features:
· Version control
· Document expiry notifications
· Department-based access
· Search with tags
5.2.2 E-Learning Centre (“1 More Skill” equivalent)
Includes:
· Courses
· Lessons & modules
· Tests & quizzes
· Certificates
· Compliance/mandatory training
5.2.5 Photo Gallery: “Riatirimba TVC Moments”
Events albums, CSR activities, staff functions.
5.3 Video Conferencing & Virtual Meetings
Integration with:
· MS Teams / Zoom / BigBlueButton
5.5 SELF-SERVICE PORTAL (WORKFLOWS)
Includes automated workflows for:
5.5.1 Leave requests
5.5.2 Travel requests
5.5.3 Expense claims
5.5.4 IT service requests (Service Desk)



5.6 EMPLOYEE DIRECTORY
Includes:
· Staff profiles
· Joiners
· Exits
· Department mapping
· Reporting lines (Organizational Structure)
Searchable by:
· Name
· Department
· Skill
· Role
6. TECHNICAL ARCHITECTURE
Bluecrane Creatives will design and implement using:
· Backend: Python / FastAPI / Flask
· Frontend: HTML5, TailwindCSS/Bootstrap, JS
· Database: MariaDB/PostgreSQL
· Authentication: JWT, LDAP, AD or OAuth (depending on TVC policy)
· Hosting: TVC cloud or on-premise
· Security: SSL, Firewall, Activity Logs, Audit Trail
· Integrations: SMS, Email, Zoom, Teams, HR systems





7. PROJECT GOVERNANCE
· Project Sponsor: Riatirimba TVC
· Project Manager: Mr. Fredrick Odero (System Administrator)
· Technical Lead: Bluecrane Creatives Ltd
· User Acceptance Team: HR + Communications + ICT + Selected departments

10. DELIVERABLES
1. Detailed System Design Document
2. Fully developed intranet modules
3. User manuals & admin manuals
4. Security documentation
5. Training & capacity building
6. Deployment & migration plan
7. 3–6 months post-launch support (optional)
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