CITY OF BAINBRIDGE ISLAND, WASHINGTON
REQUEST FOR PROPOSALS
CLASSIFICATION AND COMPENSATION STUDY

INTRODUCTION
The City of Bainbridge Island, Washington invites proposals from qualified consulting firms to
complete a Classification and Compensation Study. The City of Bainbridge Island has
undergone a significant downsizing and restructuring, and has not conducted an in-depth,
agency-wide review of the classification and compensation structure in recent years. This
project is a comprehensive study of positions, classifications, and compensation.
The City strives to competitively recruit and retain employees, motivate employees to excel in
job performance, and structure work to provide the best service to the community.
There is no expressed or implied obligation for the City of Bainbridge Island to reimburse
responding firms for any expenses incurred preparing proposals in response to this request.

The deadline for submittal of proposals is 4:00 PM, Pacific Time, January 8, 2014.
The deadline for completion of the written work product is April 15, 2014, with continuing
consultation with the City Manager, staff, and the City Council to follow. It is anticipated
that continuing consultation will not exceed six (6) follow-up meetings.
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This Request for Proposals includes the following sections:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

City Background
Objective
Scope of Services
City’s Responsibilities
Proposal Format
Budget and Contract
Selection Procedure and Schedule of Work
Selection Criteria
Discretion and Liability Waiver
Contacts
Directions for Delivery of Proposal
Attachments

1. CITY BACKGROUND
The City of Bainbridge Island (City) is a non-charter, code city incorporated on September 18,
1947 as the City of Winslow. On December 20, 1991, following the annexation of the remainder
of the island on February 28, 1991 and the vote to change the City's name on November 5, 1991,
the entire island became the City of Bainbridge Island. Since 2009, the City has operated under
a Council/Manager form of government. The City provides the following services: General
Executive and Administrative Services, Police, Planning and Community Development, Public
Works, Roads, Water, Wastewater and Storm and Surface Water Management. Other services,
such as fire, parks and library services, are provided by separate districts.

2. OBJECTIVE
The City of Bainbridge Island, Washington invites proposals from qualified consulting firms and
desires to obtain fixed price proposals to:
(1) Complete a Classification and Compensation Study of public employers who are
providing equitable services, and
(2) Based on that study, determine if changes to existing position descriptions are needed;
and if so, assist in the development of these descriptions, and
(3) Based on that study, prepare a comparative analysis that identifies the City of Bainbridge
Island’s competitive position in a comparative labor market, including comparative city
employers, and
(4) Based on that study, provide a recommendation for total salaries and benefits, including
the total compensation package of insurance and other benefits (including paid leave),
and including a recommended compensation policy, and,
(5) Based on that study, prepare recommendations for compensation rules and policies, to
maintain competitiveness, ensure equity, and position the organization for future
development.
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Responding firms should have significant experience conducting salary surveys and comparative
analyses, preferably involving jurisdictions of a range of sizes, including sizes similar to the City
of Bainbridge Island, and offering a set of programs and services that overlaps with the City’s.
The resulting classification and compensation program shall enable the City to competitively
recruit employees, motivate employees to excel in job performance, and fit with the
organization’s current size and culture.

3. SCOPE OF SERVICES
The project consists of furnishing all labor, materials, equipment, tools, supervision and travel
necessary to complete the following tasks:
A. Conduct a job audit of all positions, including a general task analysis by department,
which shall include interviews with department directors/managers, division managers
and other key personnel and employees to determine the organizational structure and
essential functions of each position.
B. Review existing job descriptions and recommend updates, as needed. Identifying Fair
Labor Standards Act designation for each job title/classification shall be included in this
review.
C. Evaluate jobs by developing, then reviewing, a job-ranking structure; verify ranking by
analyzing pertinent market data concerning the ranking; compare the initial ranking with
that of the market’s hierarchy and adjust as determined; prepare a matrix with an
organizational review on the basis of required tasks and future forecasts; develop a matrix
of jobs crossing lines and departments; compare the matrix with the City structure.
D. Determine recommended comparative city employers and present to City Council and
City administration for discussion.
E. Determine recommended compensation policy and present to City Council and City
administration for discussion.
F. Recommend pay grades; grade pricing and salary range for all classifications.
G. Recommend an appropriate salary structure including minimum and a maximum percent
spread, and the difference between each salary step.
H. Develop and present to administration recommendations and impact studies including the
cost, if any, of implementing the proposed compensation policies with current employees,
and the future impact of recommended changes.
I. Schedule and attend meetings with City administration and committees, including but not
limited to:
a. City Manager
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b. Department directors
c. Labor representatives
d. City Council

4. CITY'S RESPONSIBILITIES
The City staff will provide the consultant with all relevant information it has pertaining to the
City and its operations including existing job descriptions, organizational charts, and collective
bargaining agreements, and relevant sections of the municipal code. The City may provide
additional documents and information, as appropriate.

5. PROPOSAL FORMAT
Proposal should include the information requested below:








Cover letter summarizing the proposal.
Scope of work (a description of the work program including a description of deliverables
and activities).
Description of the Project Team. The names, title and qualifications (resumes) of the
proposed project manager and support staff who will be conducting the work on this
assignment, including their experience and projects in which they had “hands on”
responsibility, and length of time with the firm. The project manager will be expected to
be fully involved and conversant in the details of the project on a day-to-day basis.
Describe the organizational structure of staff members and sub-consultants (if any).
Outline of the proposed work plan.
Schedule of billing rates and a specific “not to exceed” capped fee including associated
fees (i.e. printing costs, attendance at meetings, travel). A requested payment schedule
should accompany the work schedule.
A list of five (5) references for similar projects, three of which are cities, including names
of contract persons and telephone numbers, for your firm and for any subcontractors.

The submittal shall be twenty (20) pages maximum, 8½ x 11 inches, single-sided, with a 12point font minimum. All pages count towards the page total except the cover, introductory letter,
and organizational chart (if included).

6. BUDGET/CONTRACT
The City of Bainbridge Island wishes to negotiate a contract with a “not to exceed” dollar total
based on a clearly defined scope of work. It should be noted that the selected consultant will be
required to enter into a professional services contract in the form attached including insurance as
applicable.
This project is financed 100% by the City of Bainbridge Island. No state revolving fund or state
grant is involved.
RFP: Classification and Compensation Study
December 10, 2013
City of Bainbridge Island

Page 4 of 6

7. SELECTION PROCEDURE AND SCHEDULE OF WORK
The following is an outline of the selection procedure and a tentative time schedule:
Release RFP
December 13, 2013
Deadline for submission of proposals
January 8, 2014
The City Manager and Human Resources Manager or other
January 8-13, 2014
designee shall review proposals
City Manager’s recommendation goes to the City Council for
January 17, 2014
January 22, 2014 Council meeting
Contract Award. Work begins.
January 23, 2014
Draft report and appropriate alternatives submitted to City
March 31, 2014
Manager for review
Completion of final report and selected plan
April 15, 2014
Presentation to Council
May 7, 2014

8. SELECTION CRITERIA
Proposals will be evaluated based on the following criteria:








Thoroughness and understanding of the tasks to be completed;
Background and experience in organizational analysis and evaluation;
Staff expertise and overall experience of personnel assigned to the work;
Time required to accomplish the requested services;
Responsiveness to requirements of the project;
Recent public sector experience, preferably in a municipal setting, conducting similar
studies, and
Cost.

9. DISCRETION AND LIABILITY WAIVER
The City reserves the right to reject all proposals or to request and obtain, from one or more of
the consulting firms submitting proposals, supplementary information as may be necessary for
City staff to analyze the proposals pursuant to the consultant selection criteria listed above.
The consultant, by submitting a response to this RFP, waives all right to protest or seek any legal
remedies whatsoever regarding any aspect of this RFP.
All responses will be made public on the first business day following the deadline for submittals.

10. CONTACTS
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Direct all questions regarding this project to:
Kate Brown, Human Resources Manager
City of Bainbridge Island
280 Madison Avenue North
Bainbridge Island, WA 98110-1812
Phone (206) 842-2545 / Email: kbrown@bainbridgewa.gov

11. DIRECTIONS FOR DELIVERY OF THE PROPOSAL
Five (5) copies of the proposal, one unbound copy of the proposal and one copy of the project
budget in a sealed envelope shall be delivered no later than 4:00 PM on January 6, 2014 to:
City of Bainbridge Island
Executive Department
280 Madison Avenue North
Bainbridge Island, WA 98110
ATTN: Kate Brown, Human Resources Manager
Faxed and emailed submittals are not accepted.
All proposals must be clearly marked on the outside of the envelope:
“Bainbridge Island Classification and Compensation Study.”
Before receiving an award, the successful proposer will be required to provide copies of their
current State of Washington and City of Bainbridge Island business licenses.

12. ATTACHMENTS
A. Scope of Services
B. City of Bainbridge Island Professional Services Contract
C. Authorized Positions FY2013
D. City Organizational Charts
E. Schedule of Salary Ranges sorted by bargaining group and range
F. Bainbridge Island Municipal Code, Section 2.08 (City Officers)
G. Bainbridge Island Municipal Code, Section 2.28 (Civil Service)
H. Contract between City and the IAM, District 160, Lodge No. 282.
I. Contract between City and Bainbridge Island Police Officers’ Guild
*Current approved Job Descriptions – available upon request
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ATTACHMENT A
CLASSIFICATION AND COMPENSATION STUDY
SCOPE OF SERVICES
Note: This is not final until Consultant is selected and final negotiations are completed.
PROJECT UNDERSTANDING
During the term of this Agreement, the Consultant shall perform a classification and compensation
study and provide detailed recommendations regarding comparable employers, City salaries and
benefits, and compensation rules and policies.
TASK 1: PROJECT MANAGEMENT/CONSULTANT COORDINATION
1. The Consultant shall coordinate with the City’s project manager throughout the project.
2. The Consultant shall develop and maintain an updated project schedule, provided to the City
on a monthly basis.
3. The Consultant shall submit monthly invoices with a written summary of project progress.

TASK 2: CLASSIFICATION AND COMPENSATION ANALYSIS
1. Identify and evaluate appropriate options for the City:
A. Conduct a job audit of all positions, including a general task analysis by department, which
shall include interviews with department directors/managers, division managers and other
key personnel and employees to determine the organizational structure and essential
functions of each position.
B. Review existing job descriptions and recommend updates, as needed. Identifying Fair Labor
Standards Act designation for each job title/classification shall be included in this review.
C. Evaluate jobs by developing, then reviewing, a job-ranking structure; verify ranking by
analyzing pertinent market data concerning the ranking; compare the initial ranking with
that of the market’s hierarchy and adjust as determined; prepare a matrix with an
organizational review on the basis of required tasks and future forecasts; develop a matrix of
jobs crossing lines and departments; compare the matrix with the City structure.
D. Determine recommended comparable cities and present to City Council, City staff and labor
representatives for discussion. Through this analysis and the consultant-led process, all
three groups must arrive at agreement on the set of comparable cities.
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E. Determine recommended compensation policy and present to City Council and City staff for
discussion. Through this analysis and the consultant-led process, both groups must arrive at
agreement on the compensation policy.
F. Establish pay grades; grade pricing and salary range for all classifications.
G. Determine an appropriate salary structure including minimum and a maximum percent
spread, and the difference between each salary step.
H. Develop and present to staff recommendations and impact studies including the cost, if any,
of implementing the proposed compensation policies with current employees, and the future
impact of recommended changes.
I. Schedule and attend meetings with City staff and committees, including but not limited to:
a. City Manager
b. Department directors
c. Labor representatives
d. City Council
Task 2 Meetings
1. The Consultant shall lead a kick-off meeting with City staff.
2. The Consultant shall meet with City staff to discuss and identify information that is relevant

to the analysis.
3. The Consultant shall meet with labor representatives to discuss and identify information that

is relevant to the analysis.
4. The Consultant shall meet with City staff as needed to coordinate progress and review draft
findings with City staff.
5. The Consultant shall attend a meeting to review the final report with City staff.
Task 2 Deliverables
1. The Consultant shall determine recommended comparable cities and present this
information to City staff, City Council, and labor representatives. All three groups must
arrive at agreement on the set of comparable cities.
2. The Consultant shall determine a recommended compensation philosophy and present this
information to City staff and City Council. Both groups must arrive at agreement on the
compensation philosophy.
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3. The Consultant shall prepare a draft report for review and comment by City staff within
approximately 90 days of contract execution.
4. The Consultant shall prepare a final report for presentation to the City Council, City staff,
labor representatives and the community.

TASK 3: PUBLIC MEETINGS
1. The Consultant shall make a presentation and be prepared to answer questions from City
Council at a Council meeting where the proposed recommendations are discussed.
2. The Consultant may then be asked to provide additional rate proposals based on additional
questions or assumptions discussed in those presentations.

Task 3 Deliverables
1. The Consultant shall be responsible for preparing the materials and exhibits for the
presentation to the City Council.
2. The Consultant shall also prepare written responses to additional questions posed by the
Council as practicable and prepare additional information as requested.
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