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PenMet Parks

Parks For All. Parks For Life.

Request for Proposal
Peninsula Metropolitan Park District
Compensation Study

RFP No. 2024.002

Submittal Date & Time:
Submittals must be received by 5:00PM on May 1, 2024

Submit proposals to:
Jobeth Cortese, Human Resources Generalist
253-858-3400
jcortese@penmetparks.org

OVERVIEW AND INTRODUCTION

The Peninsula Metropolitan Park District (District) invites qualified candidates to
submit proposals for a Compensation Study. The District is seeking to contract with
individuals or firms that specialize in a comprehensive staff compensation survey,
recommendations in a variety of human resources-related areas across the
organization such as developing a compensation philosophy, employee retention
strategies, and performance management. Work should support PenMet Parks’
policies, including establishing and maintaining a compensation and benefits package
that is competitive with the public and private sectors to attract and retain high quality
staff.

PenMet Parks is a metropolitan park district that serves a population of approximately
40,000 residents in the greater Gig Harbor community in unincorporated Pierce County.
The District owns and manages nearly 650 acres of parkland and offers hundreds of
diverse recreation programs every year for all ages and abilities.

PenMet Parks’ mission is to enhance the quality of life by providing parks and recreation
opportunities for our community and its vision is to be a leader promoting health and
well-being in a thriving community. Since its inception in 2004, the District has adapted
to meet the needs of the community and has seen significant program growth in recent
years. Strong demand for high-quality recreation programs, and access to a diverse
portfolio of well-maintained parks and properties, is expected to continue. The District
recently adopted a five-year strategic plan and six-year Parks, Recreation, and Open
Space Plan. These plans were developed with significant community input and guide
the District's priorities and decision-making, including the District's commitment to
attracting and retaining high-quality staff, and achieving an inspired and accountable
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organization through inspiring greatness among staff, developing a well-defined culture,
thinking and acting strategically

PROJECT DESCRIPTION

The Consultant shall provide a compensation analysis that is designed to achieve
PenMet Parks’ goals and support policy direction. The Consultant’s primary
responsibilities are to perform a compensation market study for non-represented
employee pay and benefits, recommend updates to the current compensation grid and
structure, create a compensation philosophy consistent with policy, establish
comparable organizations, and provide guidance for the staff appraisal process.

The Consultant’s services will begin immediately.

SCOPE OF WORK

The consultant will start with a planning conversation, during which the consultant will
review PenMet Parks’ existing pay and benefits data, meet with Human Resources to
learn more about PenMet Parks’ compensation philosophy and historical practices, and
discuss the market data deemed relevant to PenMet Parks. The Consultant will collect
the market data through two methods:

1. Complete targeted employer research:

Develop and apply selection criteria to recommend 5-10 comparable organizations for
PenMet Parks to benchmark for future decision making regarding common practices,
policies, and procedures. This data may also be used to benchmark pay ranges. The
Consultant will provide a detailed description of the methodology used to establish the
compensation ranges and benefits analysis.

2. Compensation salary grid options, benefits analysis, and appraisal process:

The Consultant will examine the current non-represented employee pay and
classification plan, consider the new market data, and discuss options for updating the
grid with the Human Resources Generalist. The Consultant will recommend a salary
grid that advances the District’'s compensation philosophy, while considering the
progression between steps, anticipated cost of living adjustments, promotions within
certain classifications, and overall structure (i.e., number of steps). Unless otherwise
agreed upon after a preliminary discussion, the Consultant will provide three options
for the District to consider along with an overall recommendation.
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The Consultant will analyze current employee pay compared to the new salary grid
and create a dashboard for determining the financial impact of any proposed salary or
status recommendations.

The Consultant will prepare recommendations regarding employee benefits based on
a benefits analysis using the selected comparable organizations and preferred
practices. The benefits analysis will include current employer and employee
contributions towards the cost of benefits, a total rewards analysis such as vacation
time, sick time, employee discount, and any additional leave or fringe benefits. All
recommendations will be reviewed with the Human Resources Generalist. The
Consultant will work with leadership to develop implementation strategies, if
applicable.

The Consultant will make recommendations for policies related to merit increases,
guidelines for equitable placement within a job classification, and evaluating annual
cost of living increases.

The Consultant will review and provide updated recommendations for the current staff
appraisal/review process, including an updated appraisal/review form.

PROJECT DELIVERABLES

Task 1: Planning and Discovery:
e Document summarizing PenMet Parks’ compensation philosophy and
competitive market for purposes of the study.
e Project work plan.
e List of comparable organizations, including explanation of selection factors.

Task 2: Compensation Study:

e Salary market data worksheet with targeted employer data and methodology for
each non-represented position.

e Proposed salary ranges for Director-level management roles.

o Classify each position into a job classification.

e Develop an updated salary grid for non-represented staff positions that includes
classifications and pay steps for each position. Unless otherwise agreed upon,
provide three options of the compensation grid for review and selection. The
recommended pay grid should contemplate the percentage between steps,
establishment of market, classifications, cost of living, and a step system that
advances the District's compensation philosophy.

o Benefit analysis of the District total rewards offerings of vacation and sick time,
holiday pay, medical/dental/vision, additional insurance options, employee
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discount, and any other leave/fringe benefits. Recommendations shall advance
the District’'s compensation policy.

e Dashboard for determining the financial impact (total cost of compensation) of
any proposed adjustments to compensation and/or benefits.

e Executive summary of findings to include survey results and recommendations
for the employee pay and classification plan and benefit program that support
current and future needs of the organization.

e Two progress presentations to the Administrative Services Committee with a
professionally formatted electronic presentation.

e Present the completed study to the Board of Park Commissioners with a
professionally formatted electronic presentation.

Task 3: General Practices:

e Evaluate the current performance management process and create an updated
performance appraisal form(s) to advance District goals.

¢ Develop recommended policies regarding merit increases and equitable
placement of employees on the pay grid.

ANTICIPATED COMPLETION DATES

Preliminary recommendations with financial implications, comparable organizations,
and compensation philosophy are due no later than July 1, 2024. The final
compensation study and all other deliverables due no later than September 1, 2024.

RFP SUBMITTAL INSTRUCTIONS:
It is the obligation and responsibility of the consulting firm to learn of addenda,
responses, or notices issued by PenMet Parks relative to this RFP.

The deadline for submittals to be received by the District is May 1, 2024 at 5:00pm.
Only electronic submittals will be accepted. Responses must be sent to Jobeth
Cortese, Human Resources Generalist, at jcortese@penmetparks.org .

Questions about this project should be submitted to Jobeth Cortese,
jeortese@penemetparks.org . Responders may submit written questions, by e-mail
only, at any time prior to the specified deadline. Submissions received after the deadline
will not be considered. Written replies to questions will be sent via electronic mail to all
firms who received a proposal request for this project and posted at www.penmetparks.org.
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Unauthorized contact regarding this RFP with other District employees may result in
disqualification of a submittal. Any oral communications will be considered unofficial and

non-binding.
RFP issued March 27, 2024
Deadline for questions Noon on April 10, 2024
Deadline for responses Noon on April 17, 2024
Proposals due 5 p.m. on May 1, 2024
Interviews (if needed) Anticipated May 13-15, 2024
Selected firm notified of intent to Anticipated May 22, 2024
award
Contract executed Anticipated May 24, 2024
CONTENT OF SUBMITTAL
Each Proposal shall be submitted as outlined in this section. Please provide the

following information in the sequence and format prescribed below. Submittals should

be

limited to ten (10) sheets, excluding the front and back cover, in font size 11 or

larger. Double-sided pages are acceptable.

Introduction:

Cover letter with firm’s name, address, email, phone number, and website.
Contact person’s name, address, email, and phone number.

Statement of firm’s philosophy.

A concise statement that demonstrates the organization’s understanding of the
project and scope of services sought by PenMet Parks.

Description of the organization’s approach to the project.

History and experience of the firm:

Location of firm.

Number of years in business.

Type of organization.

List of principals and stakeholders.

Description of size and composition of the organization.

Geographical areas of operation.

Relevant completed projects. Include at least three project references with
contact information.

Key Project Personnel:

Resumes for key personnel who will be assigned to this project, including relevant
experience, credentials, and references.
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Proposed deliverables:
e List proposed deliverables for each task.

Proposed schedule:
e Provide a proposed schedule, including a start and completion date, for each task.

Fee proposal:
e Break out the firm’s proposed fee for each task:
¢ Planning and discovery
e Compensation study
e General practices
¢ |dentify proposed personnel and respective hourly rates for each task and provide
the estimated hours for each task. Provide a subtotal for each phase. Fees should
be structured on an hourly basis, with a proposed not-to-exceed amount identified
for each task.
e The District reserves the right to award the project in phases.

QUESTIONS:

Direct all questions concerning this RFP to the contact identified below. Responders
may submit written questions, by email only, at any time prior to the question deadline
identified in the RFP timeline. Unauthorized contact regarding this RFP with other
District employees may result in disqualification of a submittal. Only written, emailed
questions or inquiries will be accepted. Questions and their responses will be shared
on the PenMet Parks website (penmetparks.org).

Contact: Jobeth Cortese, Human Resources Generalist
Email Address: jcortese@penmetparks.org

SELECTION CRITERIA

Following an evaluation of the proposals received, selected respondents may be
requested to participate in an interview. The purpose of the interview is to further
document the proposer’s ability to provide the required services and an understanding
of how specific services will be furnished.

The following criteria will be used in the selection process:

Complete and timely submittal.

Experience and qualifications of the firm.

Experience and qualifications of the key personnel.
Technical quality and methodology of approach to work.
Understanding of the scope of work.
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e Ability to document information and recommendations clearly in written format.
e References and examples of completed projects with high client satisfaction.
e Ability to complete the work within the proposed schedule.

STATEMENT OF NON-COMMITMENT

The District reserves the right to reject any or all proposals and waive informalities in
the proposals or proposal process. The District further reserves the right to award
contracts to more than one individual or firm other than the lowest proposer if such
action is deemed to be in the best interest of the District. The District reserves the right
to award the project in phases. Issuance of this RFP does not obligate the District to
award a contract or to pay any costs incurred in preparation of proposals responding
to this RFP.

DISCLOSURES:

e REJECTION OF PROPOSALS: PenMet Parks reserves the right to reject any and all
proposals and to waive irregularities and informalities in the submittal and evaluation
process. This Request for Proposal does not obligate PenMet Parks to pay any costs
incurred by respondents in the preparation and submission of a proposal.
Furthermore, the Request for Proposals does not obligate PenMet Parks to accept or
contract for any expressed or implied services.

e CONTRACT AWARD: PenMet Parks reserves the right to make an award without
further discussion of the proposal submitted. Therefore, the proposal should be initially
submitted in the most favorable light. PenMet Parks shall not be bound or in any way
obligated until both parties have executed a written vendor contract. The respondent
selected will be expected to enter into a contract with PenMet Parks.

e PAYMENT: Allinvoices related to the contract shall be paid by a PenMet Parks
warrant usually within 30 days of PenMet Parks’ receipt of a proper invoice and
PenMet Parks approval of the respondent’s completed tasks/deliverables to the date
of the invoice or monthly report, as appropriate.

e EQUAL OPPORTUNITY EMPLOYMENT: The successful respondent must comply
with PenMet Parks equal opportunity requirements. PenMet Parks is committed to a
program of equal employment opportunity regardless of race, color, creed, sex, age,
nationality, or disability.

e BACKGROUND CHECK: The successful respondent may be required to submit to a
criminal background check. If a background check is required, the contract award
shall be contingent upon PenMet Parks receipt of an acceptable background check
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report for any persons providing services or work under the agreement.

e INSURANCE REQUIREMENTS: The successful respondent shall maintain insurance
that is sufficient to protect the respondent and PenMet Parks against all applicable
risks.

e NON-ENDORSEMENT: As a result of the selection of a respondent to supply
products and/or services to PenMet Parks, the successful respondent agrees to make
no reference to PenMet Parks in any literature, promotional material, brochures, sales
presentation, or the like without the express prior written consent of PenMet Parks.

e NON-COLLUSION: Submittal and signature of this Proposal swears that the
Proposal is genuine and not a sham or collusive, and not made in the interest of any
person not named, and that the Firm has not induced or solicited others to submit a
sham offer, or to refrain from proposing.

e COMPLIANCE WITH LAWS AND REGULATIONS: In addition to the
nondiscrimination requirements previously listed, the successful respondent shall
comply with all applicable federal, state, and local laws, statutes and ordinances
relative to the execution of the work. This requirement includes, but is not limited to,
protection of public and employee safety and health; environmental protection; waste
reduction and recycling; the protection of natural resources; permits; fees; taxes; and
similar subjects.

e PUBLIC RECORDS: Under Washington state law, the documents (including but not
limited to written, printed, graphic, electronic, photographic or voice mail materials
and/or transcriptions, recordings or reproductions thereof) submitted in response to
this RFP (the “documents”) become a public record upon submission to PenMet
Parks, subject to mandatory disclosure upon request by any person, unless the
documents are exempted from public disclosure by a specific provision of law. If
PenMet Parks receives a request for inspection or copying of any such documents it
will endeavor to notify the person submitting the documents to PenMet Parks (by U.S.
mail or by e-mail if the person has provided an e-mail address, or by fax if the person
has provided a fax number) and upon the written request of such person, received by
PenMet Parks within five (5) calendar days of the mailing of such notice, will postpone
disclosure of the documents for a reasonable period of time as permitted by law to
enable such person to seek a court order prohibiting or conditioning the release of the
documents. PenMet Parks assumes no contractual obligation to enforce any
exemption nor any contractual obligation to provide such notice.
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