CITY OF FEDERAL WAY

REQUEST FOR PROPOSAL
I. PURPOSE OF REQUEST.

The City of Federal Way (“City”) is requesting proposals for the purpose of a Classification/Compensation Study and Workload Analysis. The City’s needs are outlined in the following Request for Proposal (“RFP”).

II. TIME SCHEDULE.
The City will follow the following timetable, which should result in a selection of a firm by June 24, 2019.

Issue RFP






April 19, 2019
Deadline for Submittal of Proposals



May 17, 2019
Preliminary Selection of Firm




June 10, 2019
Notify Firm Chosen





June 24, 2019
III. INSTRUCTIONS TO PROPOSERS.

A. All proposals should be sent to:

Jean Stanley, HR Manager

City of Federal Way

33325 8th Ave S

Federal Way, WA 98003-6325
(253) 835-2532
B. All proposals must be in a sealed envelope and clearly marked in the lower left-hand corner: “RFP” Classification/Compensation Study and Workload Analysis
C. All proposals must be received by May 17, 2019 by 5:00 pm PDT, at which time they will be opened. Three (3) copies of the proposal must be presented. Faxed or telephone proposals will not be accepted.

D. Proposals should be prepared simply and economically, providing a straight forward, concise description of provider capabilities to satisfy the requirements of the request. Special bindings, colored displays, promotional materials, etc. are not desired. Emphasis should be on completeness and clarity of content. Use of recycled paper for requests and any printed or photocopied material created pursuant to a contract with the City is desirable whenever practicable. Use of both sides of paper sheets for any submittals to the City is desirable whenever practicable.

E. The Human Resources Manager, Jean Stanley, or representative will notify the firm selected by June 24, 2019.

F. All proposals must include the following information:

· A brief description of the organization.

· The names of individuals from those firms who will be working on the project and their areas of responsibility.
· Specific experience and qualifications of individuals relative to the proposed project.

· A proposed outline of tasks, products and project schedule, including the number of hours required to complete each task or product.

· A proposed budget based on the above outline of tasks, products and schedules.

· A list of cities for which the consultant has conducted comprehensive classification and compensation studies as well as workload analysis within the past five years.

· A list of three recent client references, including telephone and fax numbers, email addresses, and addresses.
IV. SELECTION CRITERIA.


Factor






Weight Given


1. Responsiveness of the written proposal 


to the purpose and scope of service.

40%

2. Price.





30% 

3. Ability and history of successfully




completing contracts of this type,




meeting projected deadlines and 




experience in similar work.


30%
                          


Total Criteria Weight  
100%

Each proposal will be independently evaluated on factors one through three.

V. TERMS AND CONDITIONS.


A. The City reserves the right to reject any and all proposals, and to waive minor irregularities in any proposal.

B. The City reserves the right to request clarification of information submitted, and to request additional information from any proposer.

C. The City reserves the right to award any contract to the next most qualified contractor, if the successful contractor does not execute a contract within thirty (30) days after the award of the proposal.

D. Any proposal may be withdrawn up until the date and time set above for opening of the proposals. Any proposal not so timely withdrawn shall constitute an irrevocable offer, for a period of ninety (90) days to sell to the City, the services described in the attached specifications, or until one or more of the proposals have been approved by the City administration, whichever occurs first.

E. The contract resulting from acceptance of a proposal by the City shall be in a form supplied or approved by the City, and shall reflect the specifications in this RFP. A copy of the contract is available for review and shall include requirements to comply with ADA, Civil Rights Act, and EEO requirements. The City reserves the right to reject any proposed agreement or contract that does not conform to the specifications contained in this RFP, and which is not approved by the City Attorney’s office.

F. The Recipient, in accordance with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 U.S.C. 2000d to 2000d-4 and Title 49, Code of Federal Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally-Assisted Programs of the Department of Transportation issued pursuant to such Act, hereby notifies all bidders that it will affirmatively ensure that in any contract entered into pursuant to this advertisement, disadvantaged business enterprises as defined at 49 CFR Part 26 will be afforded full opportunity to submit bids in response to this invitation and will not be discriminated against on the grounds of race, color, national origin, or sex in consideration for an award.

G. The City shall not be responsible for any costs incurred by the firm in preparing, submitting or presenting its response to the RFP.

VI. SUMMARY AND BACKGROUND
The City of Federal Way is currently accepting proposals from qualified consultants to conduct a classification and compensation study along with a workload analysis for the 147 non-represented employees in approximately 86 classifications and 26 employees in 4 classifications represented by Teamsters.  The consultant is to examine and evaluate the City’s current salary schedule and classification system along with workload and recommend whether improvements or changes should be implemented. 

The first comprehensive classification and compensation study was conducted by EWING & COMPANY in 1991.  The job descriptions were updated in a consistent format, and a market study was conducted.  After the initial update, Ewing updated the market study for benchmarked positions.  Additionally, staff conducted “spot checks” market analysis for non-represented employees throughout the years while represented employees’ duties and wages were addressed during negotiations.

In 2008 the City hired Fox Lawson and Associates for a comprehensive classification and compensation study (“Study”) for non-represented employees and the Municipal Court Clerks who were represented by Teamsters at that time.  The results of the Study showed that overall salaries of non-represented employees were 3.5% below the 50th percentile; and 11.7% below the targeted 75th percentile.  Six of the thirty benchmark positions were more than 15% below the 50th percentile; and ten of the thirty positions were more than 15% below the 75th percentile.  It was recommended to implement a broad brand classification structure and develop a phased-in approach to transition to the 75th percentile.  The Council authorized funds for a 4.5% increase in 2009 in the 2009-2010 biennial budget.  The City Manager, at that time, applied the funds in two ways: (1) 3.5% wage increase for all non-represented employees effective January 1, 2009; and (2) apply the remaining 1% to those positions farthest below the 50% percentile.  Due to the recession, the remainder of the compensation was not implemented nor was the broad band structure.  Since then, the non-represented staff did not receive annual pay increases in years 2010, 2011, 2012, and 2013. They received a 2.5% pay increase in 2014, a 1.5% increase in 2015 and 2016, a 1% increase in 2017 and 2018, and a 2% increase in 2019.  Salary reviews for specific positions have been conducted on a periodic basis to effectively retain and/or recruit for positions that are in high demand.

The purpose of this Request for Proposal (RFP) is to solicit proposals from various consultants, conduct a fair and extensive evaluation based on criteria listed herein, and select a qualified and experienced consultant.

The City of Federal Way incorporated February 28, 1990 and is located in King County approximately 20 miles South of Seattle and 10 miles North of Tacoma on the I-5 corridor.  The community has a current population of approximately 97,440 residents and a geographic size of approximately 22 square miles.  The City of Federal Way is a non-charter code city that operates under the Mayor-Council form of government consisting of an elected Mayor and seven elected Council members. 
VII. PROJECT PURPOSE AND DESCRIPTION
A. Federal Way’s classification and compensation practices have not been thoroughly reviewed since 2008.  At that time positions were under market, the compensation was not fully implemented, layoffs occurred and over the years non-represented employees have received zero to minimal wage increases compared to neighboring jurisdictions.  Employees are expressing dissatisfaction and a lack of confidence in Federal Way with heavy workloads, minimum staffing, and low compensation.  Our most valuable asset, our employees, is actively being recruited by neighboring agencies.  New employees are often starting at the mid-point of the range or above so the full range is not typically utilized; for many positions, the ability to utilize the full range following a promotion is difficult.  In order to realize a salary increase, promoted employees need to start at the fourth or fifth step of the range, leaving no room for future progression. Progression through a range is based on satisfactory performance, but there is no ability to reward different levels of employee performance throughout the range or at the top of the range.  Federal Way leadership aims to restore employee confidence, provide a work environment that promotes wellbeing and work-life balance and provide departments with the ability to recruit and retain qualified employees by ensuring the City’s classification and compensation structure and workload is relevant, accurate, and competitive in the market.  

B. The City of Federal Way is seeking a qualified consultant to examine and evaluate the City’s current salary schedule, classification system and conduct a workload analysis and recommend whether improvements or changes in the City salary schedule, classification and workload should be implemented. 

VIII. SCOPE OF SERVICES.

The project shall include the following activities by the consultant:

A. Classification Plan and Workload Analysis
Evaluate, examine, and recommend the appropriate classification and appropriate number of positions for full-time and part-time positions in the City that are non-represented and fall under Teamsters representation; approximately 101 classifications. A listing of the classifications proposed for evaluation is included with this RFP as Attachment A. 

1. Make recommendations regarding appropriate job evaluation methodologies and ensure that methodologies used in the study accurately reflect the value of different kinds of work and do not have a discriminatory effect in regard to race, color, creed, sex, age, national origin, religion, sexual orientation, gender identity, marital status, or mental or physical disability.  Preliminary recommendations should be presented to Department Directors and/or Management Team members for discussion prior to the consultant developing a proposed classification plan (updated, new, or revised), operational plan (with specific parameters), implementation plan (with timeline), and financial impact analysis.
2. Lead and manage the project, establish a timeline and identify the project steps.  The consultant will include Human Resources staff members in the work plan, which consists of two analysts and a manager.  All three positions will assist with project planning, employee interviews, job analysis, workload analysis, and employee communications.

3. Assist with employee communications by conducting meetings with management team, managers, supervisors, and employees at the beginning of the study to explain the process and methodology.  Prepare written communications for all employees to explain the process and provide regular updates.

4. Conduct planning meetings and bi-weekly updates with Human Resources and management team.

5. Conduct interviews with management team, managers, supervisors, and employees for the purposes of job and workload analysis.

6. Initiate and collect position description questionnaires and other written feedback; conduct follow-up interviews when needed.  Compare current job classifications to the work actually being assigned and accomplished by incumbents.  Make recommendation for revision of current classifications including to uniformly reflect distinguishing characteristics, essential job functions, minimum qualifications, working conditions, license requirements, regulatory requirements, etc. for all classifications.  Make recommendation of the number of positions needed to perform the workload in an efficient and effective manner and to provide wellbeing and life-work balance for staff.

7. Present proposed class specifications with recommended position count to Human Resources Manager and Management Team for review and receive and incorporate input prior to classification determination.  Draft new classifications where needed and revise existing classification in accordance with recommendations.

8. Finalize class specifications and recommend appropriate classification for each employee, including correction of identified discrepancies between existing and proposed classifications.

9. Make recommendations regarding an appeal process for employees.  Manage the appeals process; provide written response to all appeals.  Meet with employee groups to explain decisions.

B. Compensation Survey

Examine and evaluate the City’s current salary schedule.  Upon completion of the examination, the consultant shall recommend whether any improvements or changes in the salary schedule should be implemented. 

1. Analyze and review current methodology for determining comparable cities and evaluate, examine and recommend changes, if any, to comparable cities for Federal Way.  Sufficient information evidencing the basis for final recommendation shall be provided.

2. Conduct salary survey by comparing monthly minimum and maximum base salary for each existing classification by comparing actual job content and duties of the classification to comparable job classifications in other like organizations.  Provide date relating to industry practice and methodologies used.

3. Develop a report analyzing the results of the data from the external assessment survey.  This report will not be in the form of a pay schedule, but general information showing the salary relationship to other like organizations.  Identify impacts and possible issues in regard to internal equity.

4. Develop a comprehensive compensation plan for all employees based on an objective analysis and evaluation of job content.  Ensure that the proposed compensation plan will be competitive with the market and will attract and retain qualified employees.

5. Recommend appropriate salary range for each existing or proposed position based on the Classification Plan and on the compensation survey results, and internal relationships, compression, and equity.  Calculate the cost of implementing the study.

6. Recommend, if appropriate, classification series and levels within the series (i.e. I/II, Senior/Lead, etc.).

7. Review and make recommendations regarding other pay practices consistent with market findings.

8. Provide recommendation for implementation on employees identified above or below market value.

9. Present the findings, recommendations, and anticipated costs of implementation to the Mayor, Management Team, and City Council.

10. Meet with City staff to summarize and explain the final results.

11. Support the city in implementation efforts at the conclusion of the study, including employee communications.

12. Make recommendations regarding an appeal process for employees.  Manage the appeals process; provide written response to all appeals.  Meet with employee groups to explain decisions.

C. Study Conclusion

1. 
Consultant to prepare written report of recommendations, including discussion of methods, techniques and data used to develop the Classification & Compensation Plan and Workload Analysis.

2. 
Consultant to provide instructional information to allow City staff to conduct individual salary audits and adjustments, including internal equity consideration, consistent with study methods until the next formal study is conducted. Consultant to recommend frequency of citywide classification and compensation studies. 

3. 
Consultant to attend meetings, if requested, throughout the process with employees, the management team, the Mayor and/or the City Council to explain methodology, survey results and recommendations. The consultant should budget for three Council meetings and four meetings with employees, not including the selection and kick-off meetings with employees, and be available to meet one time with each council member, one on one, if asked to do so.

IX. COMPENSATION.

A. Please present detailed information on the firm’s proposed fee schedule for the specifications proposed and for any variation for non-routine services, inclusive of Washington state sales tax and any other applicable governmental charges. Please provide specifics as to definitions of routine versus non-routines tasks, what is fixed as opposed to variable, and how costs are adjusted according to that classification.


B.
Payment by the City for the services will only be made after the services have been performed, an itemized billing statement is submitted in the form specified by the City and approved by the appropriate City representative, which shall specifically set forth the services performed, the name of the person performing such services, and the hourly labor charge rate for such person. Payment shall be made on a monthly basis, thirty (30) days after receipt of such billing statement.

X. PUBLICATION.


Name of Publication:



Dates:


Federal Way Mirror



April 19, 2019
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