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May 27, 2022 
 
 

 
The Park District of Highland Park is seeking proposals to provide the services for the 
following scope of work: Compensation Study and Plan.  Please review the request for 
proposals attached in its entirety for details on the project scope, schedule, Park District 
terms and conditions, and proposal instructions.  
 
The RFP packet is also available on our website at http://www.pdhp.org/bids-rfps/ and 
specifies required qualifications, scope of work, submittal instructions and a set of 
proposal forms.  Please note that if you intend to submit a proposal for this 
project, then it is your responsibility to register with Chris Kopka via 
ckopka@pdhp.org or (847) 579-3107. This will identify you as a registered plan holder 
and therefore, you will receive any addenda that may be issued.  Addenda will be sent 
only to those Firms that complete such registration.  The Firm remains responsible for 
obtaining all addenda to the original specification.  
 
Proposals should be e-mailed to ckopka@pdhp.org.  

 
 Proposals will be received no later than Friday, June 10, 2022, 5:00pm. 
 

Questions regarding this project or the enclosed documents can be directed to Chris 
Kopka at ckopka@pdhp.org or (847) 579-3107. 

 
 

Sincerely, 
 
 
Chris Kopka 
Director of Human Resources and Workforce Strategy 

 
 
 
 
 
 
 
 
 
  

http://www.pdhp.org/bids-rfps/
mailto:ckopka@pdhp.org
mailto:ckopka@pdhp.org
mailto:ckopka@pdhp.org
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GENERAL INFORMATION 
 

Introduction 
The purpose of this request for proposal is to obtain proposals from qualified firms to 
conduct a study or evaluation of the District’s salaries, positions and compensation policies 
and assist in planning for implementation and maintenance. The Park District of Highland 
Park is a progressive employer that would like to continue to offer competitive salary and 
benefits in order to attract and retain talent. The projected project timeline for this 
engagement is 3 months. Successful Proposals need to include a project plan that meets 
these expectations 
 
Interview Process  
The District reserves the right to interview firms during the evaluation process. Selected 
firms may be requested to provide oral presentations. Those firms will be notified to 
arrange specific times. The District will not be responsible for any cost of the firm’s 
presentation for the interview phase. 
 
The District reserves the right to determine the highest ranked responsible firm on the basis 
of an individual item or groups of items. Ranking will be based on the Evaluation Criteria 
listed in the Terms and Conditions section of this document. 

 
      Negotiations 

The District reserves the right to negotiate specifications, terms and conditions which may 
be necessary or appropriate to the accomplishment of the purpose of this RFP. 
 
After a review of the proposals, and possible oral presentations, the District intends to enter 
into an agreement with the selected Firm.  If an agreement is not finalized in a reasonable 
amount of time as determined by the District in its sole discretion, then the District reserves 
the right to negotiate with other Firms as may best serve the interests of the District. 

 
Reserved Rights 
The District reserves the right at any time and for any reason to cancel this Request for 
Proposal or any portion thereof, to reject any or all proposals, or to accept an alternate 
proposal. The District reserves the right to waive any immaterial defect in any proposal. 
Unless otherwise specified, the District has ninety (90) days from the published submission 
date to enter into an agreement with a Firm. The District may seek clarification from a Firm 
at any time and failure to respond promptly is cause for rejection. 
 
Incurred Costs 
The District will not be liable, under any circumstance, for any costs incurred by Firm in 
replying to this RFP. 
 

      Award  
Award will be based on the criteria outlined herein and the interview, A Firm to whom an 
offer is made shall be required to enter a written contractual agreement with the District in a 
form approved by legal counsel for the District. This RFP and the proposal, or any part 
thereof, may be incorporated into and made part of the final written agreement. The District 
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reserves the right to negotiate the terms and conditions of the agreement with the selected 
Firm. Payment by the District may be by credit card. 

 
Taxes 
Park District of Highland Park is not subject to Federal Excise Tax and is exempt from state 
and local taxes. 
 
Equal Employment Opportunity 
Equal Employment Opportunity Clause, Section 6.1 of the Illinois Department of Human 
Rights Rules and Regulations shall be a material term of this agreement. 

 
Sustainability 
The District is committed to sustainable practice that benefit our environment and the 
health and safety of our customers. The Firm agrees to work with District staff if applicable 
on sustainable project elements and materials.  
 
Additional Information 
Should the Firm require additional information about this proposal, please contact Chris 
Kopka by e-mail, ckopka@pdhp.org or by phone 847-579-3107. ANY and ALL changes to 
these specifications are valid only if they are included by written addendum to all Firms.  No 
interpretation of the meaning of the plans, specifications or other documents will be made 
orally.  Failure of any Firm to receive any such addendum or interpretation shall not relieve 
the Firm from obligation under this proposal as submitted.  All addenda so issued shall 
become part of the proposal documents.  Failure to request an interpretation constitutes a 
waiver to later claim that ambiguities or misunderstandings caused a Firm to improperly 
submit a proposal. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:ckopka@pdhp.org
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TERMS AND CONDITIONS 
 

Firm Qualifications 
All Firms must be engaged in the type of work or services as outlined in these specifications.  
The proposer shall assign an Account representative who has a minimum of 5 years, 
successful experience in providing these services.  The account representative, and his or 
her qualifications, shall be identified in the submittal of the RFP documents.  The Account 
representative shall be present for presentation of the proposal and must be assigned to the 
Park District of Highland Park throughout the contract period.  The District reserves the right 
to check references to ensure that competent persons will be utilized in the performance of 
the agreement. 

 
Proposal Format 
Firms shall submit items listed below.  Firms lacking these completed items may not be 
considered for award.  

• Narrative 
o Describe your general understanding of the project and your proposed 

approach to achieve the project goals. 
o Confirm the schedule as part of the proposal. 
o Firm is welcome to suggest alternative design methods to expedite the 

completion of the project. 

• Required Forms 
o Proposal Form 
o References 
o Firm Profile and Qualifications Form 
o Contractor’s Certification of Eligibility 

  
We encourage Firms to include additional documentation supporting Firm’s performance 
record, financial resources, experience, and reliability to execute this agreement as 
described herein.  All exceptions to these RFP terms and specifications must be clearly 
documented.  

 
Evaluation Criteria 
A committee comprised of District staff and officials will review proposals to select that 
proposal which, in the sole discretion of the District, is determined to be in its best interests. 
The District may still, thereafter, choose not to award any contract or to award a negotiated 
and modified proposal.  
 
The following evaluation criteria will be used to identify and rank qualifications.  
 

1. Organization and completeness of submittal. 

2. Demonstrated understanding of the project.  

3. Representative Projects – Submittals should indicate relevant experience in the 
design and execution of compensation studies and plans. 

4. General Team Experience – Submittals should indicate the ability to perform the 
services as reflected by training and education, general experience, specific 
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experience in providing the required services, and the qualifications and abilities of 
personnel proposed to be assigned to perform the services. 

5. Lead Firm Size – Submittals should include personnel and facilities to perform the 
services currently available or demonstrated to be made available at the time of 
contracting. 

6. Familiarity in working with park districts and/or other government entities. 

7. The proposed plan for performing the required services. 

8. Cost of services. 

 
Timely Submissions 
The receipt of proposals will cease at the date and time set forth above.  Proposals received 
after the scheduled date and time likely will not be considered.     

 
Responsibility and Default 
The Firm shall be required to assume responsibility for fulfillment of all items listed in this 
Request for Proposals.  The successful Firm shall be considered the sole point of contact 
for purposes of this contract agreement. 
 
Change in Status 
The Firm shall notify the District immediately of any change in its status resulting from any 
of the following:  
 

• Firm is acquired by another party 

• Firm becomes insolvent 

• Firm, voluntary or by operation law, becomes subject to the provisions of any 
chapter of the Bankruptcy Act 

• Firm ceases to conduct its operations in normal course of business  
 
The District shall have the option to terminate its agreement with the Firm immediately on 
written notice based on any such change in status. 

 
Hold Harmless Clause  
The successful Firm agrees to indemnify, save harmless and defend the Park District of 
Highland Park, its agents, servants, employees, and each of them against and hold it and 
them harmless from any and all lawsuits, claims, demands, liabilities, losses, and 
expenses; including court costs and reasonable attorney’s fees for or on account of any 
injury to any person, or any death at any time resulting from such injury, or any damage to 
property, or infringement on intellectual property rights which may arise or which may be 
alleged to have arisen out of intentional, willful, negligent or wrongful acts, in connection 
with the work covered by this project.  The foregoing indemnity shall apply except if such 
injury is caused directly by the willful and wanton conduct of the Park District of Highland 
Park, its agents, servants, or employees or any other person indemnified hereafter. 
 
 



Park District of Highland Park 

2022 Compensation Study and Plan 

 

 8  

Insurance Requirements  
The successful Firm shall be required to keep in force, to the satisfaction of the Owner, at 
all times during the performance of any work referred to above, Workers Compensation 
and Employer’s Liability Insurance, Commercial General Liability Insurance, and 
Automobile Insurance in at least the type and amounts as follows:   
 

a. Workers’ Compensation:  
i. Workers’ Compensation: Statutory 
ii. Applicable Federal (e.g., Longshoremen’s): Statutory 
iii. Employer’s Liability 

$1,000,000.00      Per Accident 
$1,000,000.00      Disease, Policy Limit 
$1,000,000.00      Disease, Each Employee 

b. Commercial General Liability: 
$2,000,000.00    General Aggregate 
$1,000,000.00    Products Completed Operations Aggregate 
$1,000,000.00    Personal and Advertising Injury 
$1,000,000.00    Each Occurrence 
$     50,000.00    Fire Damage (any one fire) 
$       5,000.00    Medical Expense (any one person) 

c. Business Automobile Liability (including owned, non-owned and hired vehicles): 
i. Bodily Injury: 

$1,000,000.00    Per Person 
$1,000,000.00    Per Accident 

ii. Property Damage 
$1,000,000.00    Per Occurrence 

iii. Umbrella Excess Liability:  
$2,000,000.00    over Primary Insurance 

d. Professional Liability (Errors and Omissions) Insurance appropriates to the FIRM’s 
profession 

i. $1,000,000  Per Occurrence 
ii. $2,000,000 Aggregate 

 
Prior to beginning work, the Firm shall have to furnish the Owner with a certificate(s) of 
insurance and applicable policy endorsement(s), executed by a duly authorized 
representative of each insurer, showing compliance with the insurance requirements set 
forth above.  
 
Sexual Harassment Policy  
Pursuant to Section 2-105 of the Illinois Human Rights Act (775 ILCS 5/1-101 et. Seq.) 
(“Act”), all Firms to this agreement must have, prior to awarding this agreement, in effect 
and in force a written sexual harassment policy.   

 
Compliance With All Laws 
Firm shall comply with all applicable laws, regulations, and rules promulgated by any Federal, 
State, District, Municipal and or other governmental unit or regulatory body now in effect 
during the performance of the work.  By way of example, the following are included within the 
scope of the laws, regulations and rules referred to in this paragraph, but in no way to operate 
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as a limitation on the laws, regulations and rules with which Firm must comply, are all forms 
of Workers Compensation Laws, all terms of the Equal Employment Opportunity Clause of 
the Illinois Fair Employment Practices Commission, the Illinois Preference Act, the Social 
Security Act, the Substance Abuse Prevention on Public Works Act, Statutes relating to 
contracts let by units of government, all applicable Civil Rights and Anti-Discrimination Laws 
and Regulations, Americans with Disabilities Act, and traffic and public utility regulations. 
Firm shall also furnish without charge any affidavit or Certificate in connection with the work 
covered by this agreement as required by law. 

 
Prevailing Wage and Certified Payroll 
Professional services are not subject to the Illinois Prevailing Wage Act.  However, the Firm 
may need to subcontract for work of a nature that is subject to the Act.  To the extent that 
the Act applies, the Firm agrees to pay and require every Subcontractor to pay prevailing 
wages as established by the Illinois Department of Labor for each craft or type of work 
needed to execute the contract in accordance with 820 ILCS 130/.01 et seq The Illinois 
Department of Labor publishes the prevailing wage rates on its website at: 
https://www.illinois.gov/idol/Laws-Rules/CONMED/Pages/Rates.aspx  The Firm is advised 
that the Department revises the prevailing wage rates and the Firm has an obligation to 
check the Department’s web site for revisions. The successful Firm shall prominently post 
the current schedule of prevailing wages at the Contract site and shall notify immediately in 
writing all of its Subcontractors, of all changes in the schedule of prevailing wages.  Any 
increases in costs to the Firm due to changes in the prevailing rate of wage during the 
terms of any contract shall be at the expense of the Firm and not at the expense of the 
Owner.  The change order shall be computed using the prevailing wage rates applicable at 
the time the change order work is scheduled to be performed.  The Firm shall be solely 
responsible to maintain accurate records as required by the prevailing wage statute and to 
obtain and submit all such certified records to the Illinois Department of Labor Certified 
Transcript of Payroll Portal at https://www2.illinois.gov/idol/Laws-
Rules/CONMED/Pages/CertifiedTranscriptOfPayroll.aspx no later than the 15th of each 
calendar month following a month in which construction on the project has occurred as 
required by Statute. The Firm shall furnish the Park District confirmation that certified 
payroll was submitted. In lieu of certified payroll, Firm shall submit a letter setting forth the 
basis upon which Firm has concluded the Act does not apply. The Firm shall be solely 
liable for paying the difference between prevailing wages and any wages actually received 
by laborers, workmen and/or mechanics engaged in the Work and in every way defend and 
indemnify the Park District against any claims arising under or related to the payment of 
wages in accordance with the Prevailing Wage Act. 
 
Special Conditions 
The Firm shall familiarize itself with all the agreement documents as listed in the table of 
contents and he shall be responsible for all the material covered in same.  No allowances 
will be made for information overlooked or for negligence on the part of the Firm for not 
familiarizing himself with site conditions.  The Firm’s signature on the proposal shall be the 
Owner’s guarantee that the Firm has met these restrictions.   
 
 
 
 

https://www.illinois.gov/idol/Laws-Rules/CONMED/Pages/Rates.aspx
https://www2.illinois.gov/idol/Laws-Rules/CONMED/Pages/CertifiedTranscriptOfPayroll.aspx
https://www2.illinois.gov/idol/Laws-Rules/CONMED/Pages/CertifiedTranscriptOfPayroll.aspx
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Signature and Legibility 
The prices for work and the names, addresses, and signatures of the Firm’s shall be clearly 
and legibly written.  Signatures shall be signed in the space provided and in compliance 
with all legal requirements.  
 
Anticipated Schedule for Solicitation  

RFP Issuance Date     May 27, 2022 
Deadline for submission of questions  June 6, 2022 
Proposals Due No Later Than 5:00pm  June 10, 2022  
Shortlist Notifications     June 15, 2022  
Interview Dates      June 22, 2022  
Board Approval     July 29, 2022 
Project Start      August 1, 2022  
Anticipated Project Completion   October 28, 2022  

 
Project Timeline 
The projected project timeline for this engagement is 3 months. Successful Proposals 
need to include a project plan that meets these expectations.   
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SCOPE OF WORK 
 

 

History 
 
In 2015, the District utilized a consultant to conduct a comprehensive salary and benefit 
market survey analysis with a selection of comparable Park Districts and municipalities to 
benchmark positions and made recommendations for a compensation plan.  
Recommendations were instituted at that time. No changes were made since its approval 
in December 2015 except positions were added in 2018 - 2020. 
 
As a result of the pandemic, no raises were given from March 2020 – March 2021.  In 
early 2022, salaries grades were evaluated using a 5-year benchmark study (both part 
time and full time) and minimums and maximum were adjusted by 10%. 
 
Scope of Work 
 
The Firm’s scope of work shall include but not be limited to the following list of services:  
 
A successfully Proposer shall be capable of providing the following services as part of a 
compensation study for Park District of Highland Park: 

 
a. Proposer shall benchmark approximately 35-40 positions to evaluate 

competitiveness to public and private comparable positions.  
i. Proposer shall take into account position responsibilities including but not 

limited to: experience necessary; position status (exempt vs. non-exempt); 
number direct and indirect reports (if applicable); and direct area of 
responsibility including assets managed; budget oversight; number of 
hours programmed; number of participants served.  

 
b. Proposer shall evaluate the organization’s existing compensation policies, salary 

classifications and pay grades and determine the District’s level of market 
competitiveness 

i. Proposer’s evaluation of competitiveness shall include wages, the value of 
health and welfare benefits (including employer contribution toward 
premiums), retiree benefits, vacation, the value of paid time off, the value 
of pension contributions, and any other fringe benefits as compared to 
both public and private sector employers. 

 
c. Proposer will recommend salary ranges to include percent spreads between 

ranges for both the full time and part time grade schedules along with 
recommendations for adjustments to current staff. 

 
d. Proposer will substantiate all recommendations preferably with examples of best 

practice or at the least with an explanation of methodologies. 
 

e. Proposer shall provide the District with guidance for future compensation 
including but not limited to annual adjustments to salary grade ranges; salary for 
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new hires; adjustments for job changes including 
promotions/demotions/reclassifications/ transfers 

 
f. Proposer may make presentations to elected boards and commissions, and 

management staff. 
 

g. Proposer is invited to supplement presentation with best practices, innovative 
ideas and/or new practices in compensation study that are not mentioned above. 
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PROPOSAL FORM 
(Page 1 of 2) 

 
 
TO:  Park District of Highland Park 
  636 Ridge Road 
  Highland Park, IL 60035 
 
FROM: __________________________________________ 
  Company 
 
           
  Street Address 
 
                              
  City, State, Zip 
 
          
  Phone 
 
 
 
FOR: 2022 Compensation Study 
 
 
BASE PROPOSAL:         
 
Benchmark approximately 35-40 positions     $________________ 
 
Evaluate and recommend modifications to the current salary structure $________________ 

Guidance for future compensation policy/structure     $________________ 
 
TOTAL BASE PROPOSAL      $________________ 
           
 
Items applicable to the Evaluation Criteria can be attached as Exhibits. 
 
 
Receipt of Addenda: The receipt of the following addenda is hereby acknowledged: 
 
Addendum No.    , Dated      
 
Addendum No.    , Dated      
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PROPOSAL FORM 
(Page 2 of 2) 

 
 
SUBCONTRACTORS: List Name, Address, Phone and Work Assignment 
 

 

1.              

              

               

 

2.              

              

               

 

3.               

              

               

 
 
 
Pursuant to and in compliance with the general information, terms and conditions, scope of 
work, the undersigned agrees to supply the product in the quantities/perform all work in 
accordance with these contract documents for the prices and/or amounts specified herein in 
the Fee Proposal attached. 
 
All amounts shall reflect the Firm’s complete and thorough understanding of conditions which 
might affect the proposal.  All amounts shall reflect the Firm’s complete and thorough 
understanding of any and all provisions, restrictions and requirements of these contract 
documents including any proposal guaranties, proposal form signatures, project meetings or 
other proposal requirements. 
 
The Owner reserves the right to accept any part, or all of any proposal, and to reject any and 
all or parts of any and all proposal.  Any proposal which contains items not specified, or which 
does not complete all the items scheduled for proposal, shall be considered informal and may 
be rejected on this basis. 
 
 
 
 BY:         
  Name and Title of Authorized Agent 
 
          
  Authorized Signature 
 
          
  Date 
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REFERENCES 
 
Please include at least three (3) references with which the Firm has completed similar work of 
approximate magnitude required under this contract.  
 
 
Project Name _________________________________________________    
Project Location _________________________________________________    
Contact Person _________________________________________________    
Telephone Number/E-Mail ________________________________________________   
Project Completion Date _________________________________________________   
 
 
Project Name _________________________________________________    
Project Location _________________________________________________    
Contact Person _________________________________________________    
Telephone Number/E-Mail ________________________________________________   
Project Completion Date _________________________________________________   
 
 
Project Name _________________________________________________    
Project Location _________________________________________________    
Contact Person _________________________________________________    
Telephone Number/E-Mail ________________________________________________   
Project Completion Date _________________________________________________   
 
 
Project Name _________________________________________________    
Project Location _________________________________________________    
Contact Person _________________________________________________    
Telephone Number/E-Mail ________________________________________________   
Project Completion Date _________________________________________________   
 
 
Project Name _________________________________________________    
Project Location _________________________________________________    
Contact Person _________________________________________________    
Telephone Number/E-Mail ________________________________________________   
Project Completion Date _________________________________________________   
 
 



Park District of Highland Park 

2022 Compensation Study and Plan 

 

 16  

FIRM PROFILE AND QUALIFICATIONS 
(Page 1 of 2) 

 
Name               
Address _________________________________________________     
City, State, Zip Code _________________________________________________   
Contact Person _________________________________________________    
Telephone Number ________________   E-Mail      
 
# of Employees      Annual Sales #       
Firm’s organization has been in business under its present business name for ____ years.  
 
Firm’s organization has had experience in work comparable with that required under the 
proposed contract: 
  as a prime contractor      years; 
  as a subcontractor      years. 
 
 
 
The following Firm’s employees will be involved with the proposed contract: 
 
Name               
Position _________________________________________________     
Years of Experience _________________________________________________   
Responsibility/Task ________________________________________________    
 
Name               
Position _________________________________________________     
Years of Experience _________________________________________________   
Responsibility/Task ________________________________________________    
 
Name               
Position _________________________________________________     
Years of Experience _________________________________________________   
Responsibility/Task ________________________________________________    
 
 
Firm may attach additional project detail to demonstrate ability to successfully complete work 
comparable with that required under the proposed contract. 
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FIRM PROFILE AND QUALIFICATIONS 
(Page 2 of 2) 

 
 
1. Within the past ten (10) years, has your firm, any officer or other individual employed by 

your firm, been the subject of any administrative or judicial proceeding for alleged 
violations of any law, or any rule or regulation of any governmental body.   If yes, please 
provide a detailed explanation of the proceeding, including the nature of the charge or 
claim, the disposition of the matter and the specific individuals/entities involved.  

 
_____________________________________________________________________  

 
      _____________________________________________________________________ 
 

_____________________________________________________________________  
 

 
2. Within the past ten (10) years, has your firm been the subject of any other type of claim, 

including by way of example and not limitation, for breach of contract?  If yes, please 
provide a detailed explanation of the proceeding, including the caption, claimant, court 
or other dispute forum, nature and disposition of the claim.   
 
_____________________________________________________________________  

 
      _____________________________________________________________________ 
  

_____________________________________________________________________  
 
 

3. Has your firm ever been terminated prior to completion of its services from any 
project?  If yes, please provide a detailed explanation, including the identities of all 
entities and individuals involved, the nature of the services which your firm was to 
provide, the individuals who were assigned to prove the services and the reason given 
for the termination 

 
_____________________________________________________________________  

 
      _____________________________________________________________________ 
 

_____________________________________________________________________  
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CONTRACTOR’S CERTIFICATION OF ELIGIBILITY 
 
 
 
In Compliance 720 ILCS 5/33E-11: 
 
 
________________________________,a(n)    ________________________________ 
Print name of Contractor       Individual, Partnership, Corporation 
 
as part of his bid or proposal on the above referenced Contract, hereby certifies that the 
Contractor is not barred from bidding on the above referenced contract or entering into a contract 
with the Park District of Highland Park as a result of a violation of either Section 33E-3 Bid-
rigging or 33E-4 Bid-stating of Article 33E of the Illinois Criminal Code, 720 ILCS 5/33E-1, et. 
seq., as amended. 
 
 
________________________________ 
Date 
 
 

Contractor 
 
  By:___________________________ 
 
 
 
  Its:_________________________    

              Title 
 
STATE OF ILLINOIS  ) 
    )   SS 
DISTRICT OF  ) 
 
I, the undersigned, a notary public in and for the State and District aforesaid, hereby certify that                                         
appeared before me this day in person and, being first duly sworn on oath, acknowledged that 
he/she is authorized to act on behalf of Contractor, and that he/she executed the foregoing 
certificate as his/her free act and deed and as the act and deed of Contractor. 
 
DATED:     , 2022   
Notary Public____________________________________ 
 
 
[Notary Seal] 
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SAMPLE CONTRACT 
  
The Park District of Highland Park executes an Independent Contractor Agreement for all work.  
 A sample of the Independent Contractor Agreement is provided on the following pages. 
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