HUMAN RESOURCE CONSULTING SERVICES

REQUEST FOR PROPOSAL (RFP)

Housing Authority of the Town of West Hartford

The Housing Authority of the Town of West Hartford (herein after referred to as “the Housing Authority”) is requesting proposals from a qualified firm for professional and technical services to provide human resource consulting services. The term will be for three (3) years with two

(2) one year options to renew, at the sole discretion of the Housing Authority.

1. BACKGROUND

The Housing Authority is a quasi-governmental agency with a current non-union employee base of approximately 20 full and part time employees, who are paid on a bi-weekly basis and are part of various benefit programs.

2. SCHEDULE

This RFP will be governed by the following schedule:

Release of RFP
September 22, 2016

Deadline for questions
September 27, 2016

Proposal due date
October 6, 2016

Interviews (if held)
TBD in October 2016

Approval of contract
October 31, 2016

All dates are subject to change at the discretion of the Housing Authority.

3. SCOPE OF WORK

The Housing Authority is seeking a proposer who is highly skilled and fully knowledgeable in the human resource field and can take a proactive approach in completing the work below and advising the Housing Authority on all aspects of its current practices, while making recommendations for continuous improvement.

Specific Services Requested

A. Completion of a procedure evaluation of current practices
B. Hiring, on-boarding, promotion and separation of employees
C. Review of current job descriptions and communication of recommendations
D. Review and update of employee labor classifications, as necessary
E. Compensation and benefit package reviews in relation to industry standards
F. Management of employee records in accordance with applicable laws
G. Recommendations of policies to ensure compliance with federal, state and local standards and regulations
H. Review of employee handbook/policy and recommendations for changes
I. Management of call center for Human Resource questions of management and employees
J. Administration of employee benefits and directing of open enrollment
K. Administration of leave policies
L. Creation of employee benefit statements
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M. Review of annual performance review process, including creating new or improved forms as necessary, and recommendations for improvement
N. Handling, tracking and reporting of employee performance issues/disciplinary actions and employee and manager complaints
O. Entry and tracking of all status changes such as new hires, terminations, leaves, promotions and more
P. Assistance with development of staff training programs related to employee conduct and soft skills, as well as monitoring of completed training programs and coaching for supervisors
Q. Regular communication to management of changes affecting labor laws or regulations
R. Recommendations for continuous improvement
S. Assistance with other tasks or needs as deemed necessary by the Housing Authority
Non-essential services

The Housing Authority may evaluate certain related non-essential services in order to determine if cost saving benefits might be derived with respect to adding these services to the HR consulting services. Interested proposers may add the following services to their response to the extent that the proposer has such capacity and experience. None are a condition of eventual appointment:

A. Payroll administration

B. Payroll time keeping

C. Workers’ compensation administration

To the extent that non-essential services are included in the response, please include in your response all of the following specifications relative to these non-essential services described in the “Proposal Format Guidelines” section below.

4. PROPOSAL FORMAT GUIDELINES

Interested proposers are to provide the Housing Authority with a thorough proposal using the following guidelines:

Proposal should contain no more than thirty (30) typed pages, including a cover letter and resumes of key people. Emphasis should be concentrated on conforming to the RFP instructions, responding to the RFP requirements and on providing a complete and clear description of what is being offered.

The following should be addressed in the proposer’s response:

a.
Cover letter

Proposal shall be accompanied by a cover letter, which should summarize the key elements of the proposal. An individual authorized to bind the proposer must sign the letter. The letter must stipulate that the proposal shall be valid for a period of at least ninety (90) days. Indicate the address and telephone number of the proposer’s office located nearest to the Housing Authority and the office from which the project will be managed.

b.
Background and Project Summary

Describe your understanding of the Housing Authority, the work to be done and the objectives
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to be accomplished. Refer to the Scope of Work of this RFP.

c.
Approach

Provide a detailed description of the approach and methodology to be used to accomplish the Scope of Work of this RFP. Included should be a detailed implementation plan with project schedule. Also included should be a detailed description of specific tasks you will require from Housing Authority staff and explain what the respective roles of Housing Authority staff and your staff would be to complete the tasks specified in the Scope of Work. Proposers are encouraged to provide additional innovative and/or creative approaches for providing the service that maximize efficiency and cost-effectiveness.

d.
Staffing

Provide a list of personnel who will be working on this project and indicate the functions that each will perform. Include a resume for each designated individual. Upon award and during the contract period, if different personnel are assigned to the project, those names and qualifications must be submitted to the Housing Authority. The successful bidder shall not employ any subcontractor to fulfill any of the duties herein specified without express, prior written approval of the Housing Authority.

e.
Qualifications

Describe the qualifications of the proposer and key staff who have performed projects similar in size and scope within the past five years to demonstrate competence to perform these services. Included should be names of key staff that participated on those projects and their specific responsibilities, and a summary of the proposer’s demonstrated capability, including the length of time that the services in the Scope of Work have been provided. All proposers should provide at least three references, including name and contact information, which have received similar services. The Housing Authority reserves the right to contact the references listed.

f.
Fee proposal

Indicate the annual fee for services t o p r o v i d e a l l s e r v i c e s i n t h e S c o p e o f W o r k . Please also indicate an hourly rate for work outside of the scope of work and a fee for non-essential services to the extent submitted in the response. See Appendix A.

5. PROCESS FOR SUBMITTING PROPOSALS

All proposals received by the Housing Authority in response to this RFP will be retained.

a.
Content

The proposal must be submitted using the format as indicated in the Proposal Format Guidelines.

b.
Preparation of Proposal

Each proposal shall be prepared simply and economically, avoiding the use of promotional material beyond those sufficient to provide a complete and accurate presentation. The Housing Authority will not be liable for any costs incurred by a firm in the preparation or submission of a proposal.
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c.
Number of Proposals

Submit an original and three (3) hard copies.

d. Submission of Proposals

Complete written proposals must be submitted in sealed envelopes clearly marked “RFP, Human Resource Consulting Services” no later than 3:00 P.M. on Thursday, October 6, 2016. Proposals received after this date and time will be rejected. Please allow for normal mail delivery time to ensure timely receipt of proposals, if using regular mail. Proposals may not be submitted by e-mail or fax.

Address:

Housing Authority of the Town of West Hartford

80 Shield Street

West Hartford, CT 06110

Attn: Jill Danyliw

e.
Inquiries

Questions about this RFP must be made in writing, via e-mail to:

Jill Danyliw, CFO jdanyliw@westhartfordha.org
The Housing Authority reserves the right to amend or supplement this RFP prior to the proposal due date. The Housing Authority endeavors to answer all written questions in a timely manner, but also reserves the right to not answer all questions.

From the date that this RFP is issued until a firm or entity is selected and the selection is announced, proposers are not allowed to communicate outside the process set forth in this RFP with any Housing Authority employee other than the contracting officer listed above regarding this RFP. The Housing Authority reserves the right to reject any proposal for violation of this provision. No questions other than written will be accepted, and no response other than written will be binding upon the Housing Authority.

f. Conditions for Proposal Acceptance

This RFP does not commit the Housing Authority to award a contract or to pay any costs incurred for any services. The Housing Authority, at its sole discretion, reserves the right to accept or reject any or all proposals received as a result of this RFP, to negotiate with any qualified proposer, or to cancel this RFP in part or in its entirety. The Housing Authority may waive any irregularity in any proposal. All proposal submissions and materials shall become the property of the Housing Authority and will not be returned. If any proprietary information is contained in the proposal, it should be clearly identified. The contents of the successful proposal may, at the Housing Authority’s option, become part of the contract entered into by the successful proposer and the Housing Authority.

Respondents to this RFP are hereby notified that all proposals submitted and information contained therein and attached thereto shall be subject to disclosure under the Freedom of Information Act.

[image: image4.jpg]



4 | P a g e

6. EVALUATION CRITERIA

Evaluation of all proposals received by the Housing Authority shall be based on the following criteria:

a. Qualification of Entity and Key Personnel - 25%

Includes the proposer’s ability to provide the requested scope of work, recent experience conducing work of similar scope, complexity, and magnitude for other agencies of similar size, references.

b. Approach to Providing the Requested Scope of Work - 25%

Includes an understanding of the RFP and of the project’s scope of work; knowledge of applicable laws and regulations related to the scope of work.

c. Price proposal - 25%

Price proposals will be evaluated on the basis of the Total Estimated Annual price submitted in Exhibit A.

d. Innovating and/or creative approaches to providing the services that provide

additional efficiencies or increased performance capabilities
- 25%.

Please note: the offer of non-essential services will not influence the evaluation of a proposal.

7. EVALUATION OF PROPOSALS AND SELECTION PROCESS

A selection committee will screen and review all proposals according to the weighed criteria set forth above.

a. Responsiveness Screening

Proposals will first be screened to ensure responsiveness to the RFP. The Housing Authority may reject as non-responsive any proposal that does not include the documents required to be submitted by this RFP. At any time during the evaluation process, the Housing Authority reserves the right to request clarification or additional information from any or all proposers regarding their proposals. The Housing Authority may reject any proposal in which a proposer’s approach, qualifications or price is not considered acceptable by the Housing Authority. An unacceptable proposal is one that would have to be substantially rewritten to make it acceptable.

b. Initial Proposal Review

The Committee will initially review and score all responsive written proposals based on the Evaluation Criteria set forth above. The Committee may also contact Proposer’s references. Proposals that receive the highest evaluation score may be invited to the next stage of the evaluation process, or the Housing Authority may
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