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REQUEST FOR PROPOSALS
CONSULTING SERVICES TO DESIGN AND CONDUCT A

SOLE ASSESSMENT CENTER FOR THE RANK OF POLICE LIEUTENANT.
The Town of Weymouth Police Department is requesting proposals from qualified firms to conduct a sole assessment center for the rank of Police Lieutenant.

The proposal deadline is July 15, 2016 by 12:00 p.m.

The Chief of Police will review all proposals in accordance with Massachusetts General Law c. 30B, and final selection will be based on an evaluation and analysis by the Chief of Police and the Town of Weymouth Procurement Officer of the information and materials required under this RFP.  The contract will be awarded to a consultant who meets the minimum evaluation criteria, submits the required documents, has the demonstrated experience and resources to fulfill the contract and best meets the comparative criteria.
The Town of Weymouth Police Department is an Equal Opportunity Employer and supports Women and Minority Owned Business Enterprises.

Richard C. Grimes

Chief of Police
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1. INTRODUCTION

The Town of Weymouth requests proposals from qualified vendors to design and conduct a Sole Assessment Center to evaluate candidates and to create a Civil Service eligibility list from which the Appointing Authority may utilize to promote a Police Lieutenant.
The successful vendor must work within parameters approved by the Civil Service Commission and the Human Resources Division and testing standards generally accepted for police promotional exams.

An important component of the hiring process, the sole assessment center must employ assessment exercises to evaluate candidates according to predetermined criteria and to measure the performance of the candidates using a graded scale.

Sealed written proposals for the Consulting Services to Design and Conduct a Sole Assessment Center for the rank of Police Lieutenant will be received at the Weymouth Police Department until Friday, July 15, 2016 at 12:00 p.m. addressed to:

Weymouth Police Department

Richard C. Grimes, Chief of Police

140 Winter Street

Weymouth, MA 02188

Each envelope should contain two (2) sealed envelopes; one (1) for the price proposal and the other for the technical material.  The second envelope should not contain any reference to the proposal price.

2. SCOPE OF SERVICES
1.1. Preliminary Assessment: Conduct preliminary interview with the Chief of Police to become familiar with the demographics and the needs of the Police Department and to establish the specific competencies/attributes to be measured in the assessment center process.  The Consultant will also solicit feedback from departmental members of desired qualities/characteristics for successful performance in Lieutenant’s position.
1.2. Design Written Narrative: Design a written narrative portion such as pre-assignment using material drawn from Police Department policies and procedures, rules and regulations or other related management/supervisory materials.
1.3. Design Assessment Center Exercises: In full compliance with HRD Civil Service rules and regulations, the consultant will design a sole assessment exercises.  Included in the assessment center design will be a minimum of the following:

1.3.1. Oral Interview (Rapid Fire Questions)

1.3.2. Two (2) Role playing exercises 

1.3.3. Neighborhood Meeting
1.3.4. Written Exercise - Program development 
1.3.5. Written examination consisting of 100 multiple choice questions based on

          motor vehicle law, criminal law, criminal procedure and juvenile law.

1.4. Assessment Center Panel: The consultant will be responsible for recruiting members to serve on the assessment center panel.  

1.5. Assessment Center Orientation: As part of the consultant’s responsibilities, the Town will require the consultant to visit the Weymouth Police Department prior to the Assessment Center to provide an overview of the process and answer any questions from the candidates.

1.6. Notice of Assessment: The consultant will be expected to develop a schedule for conducting the assessment center and will be expected to notify those involved.  This schedule shall meet the approval of the Human Resources Division requirements.
1.7. Conduct Assessment Center: Arrange for, oversee and conduct a sound, effectual and comprehensive assessment center.  Perform all of the tasks outlined in the RFP.  The consultant will prepare and provide for the videotaping of the assessment center.  The consultant will prepare and provide all materials, notices and announcements for the Sole Assessment Center.
1.8. Labor and Materials: Supply all personnel (including Assessors), labor and materials to conduct a one day Sole Assessment Center for up to nine (9) candidates.
1.9. Civil Service Endorsement of Selection: Provide the results of the assessment center, in accordance with Civil Service guidelines and regulations in accordance with statutory requirements and submit it to the Chief of Police.
1.10. Follow Up Interviews: Provide an opportunity for brief follow-up interviews if requested by any candidates to discuss how their individual performance in the various exercises that had been measured against the performance, responses and/or behavior deemed appropriate, satisfactory and desirable, and to explain the rationale for the assignment of their particular numerical grade for the exercises.
1.11. Other: Any other tasks incorporated by reference from the Commonwealth of Massachusetts Human Resources Division.
2. ADDITIONAL REQUIREMENTS
2.1. The consultant is expected to provide one (1) copy of the videotape and documents pertaining assessment exercises and scoring for each exercise.
2.2. Total price shall be a lump sum and shall be all inclusive including travel, printing, telephone and any other outside expenses.
2.3. The successful consultant will indemnify the Town of Weymouth at the time of contract execution against any and all losses and damages by providing liability insurance in the amount of five hundred thousand ($500,000) and by providing evidence of Worker’s Compensation Insurance as required by law.
3. TIMELINE
The successful consultant must be ready to commence project work within thirty (30) calendar days of the award contract.  No deviations from this schedule will be acceptable.  The Chief of Police reserves the right to extend the project start date within reason due to unforeseen circumstances. 

5. PROPOSAL CONTENT AND SUBMISSION REQUIREMENTS
1.1. Sealed, written proposals for Consulting Services to Design and Conduct a Sole Assessment Center for the rank of Police Lieutenant will be received until, Friday July 15, 2016 at 12:00 p.m.:
Weymouth Police Department

Richard C. Grimes, Chief of Police

140 Winter Street

Weymouth, MA 02188

1.1. The successful consultant should be prepared to begin work within thirty (30) days of the signing of the contract and work should be completed within thirty (30) days after the project’s start date, unless by mutual agreement. 
1.2. MGL c. 30B, § 6, requires the separate submittal of a price and non-price technical information.  The technical proposal shall be submitted in a sealed envelope clearly labeled “Consulting Services to Design and Conduct a Sole Assessment Center for the Rank of Police Lieutenant, Non-Price Proposal”.
1.3. The cost proposal (Vendor Response E), Non-Collusion Agreement (Vendor Response Form D), Statement of State Tax Compliance (Vendor Response Form C) shall be submitted in a separate sealed envelope labeled “Consulting Services to Design and Conduct a Sole Assessment Center for the Rank of Police Lieutenant, Price Proposal”.

1.4. The Town reserves the right to reject any or all proposals in whole or in part and to make the award deemed to be in the best interests of the Town.

1.5. The Town may waive any minor informality in the proposal process as described in Section 2 of Chapter 30B, or allow the vendor to correct them.  Other minor errors will be clarified in the spirit and letter of Chapter 30B.
1.6. The Town will not be responsible for the premature opening of any proposal that is not properly identified.

1.7. Proposals that are incomplete, not properly endorsed or signed, or which are contrary to the instructions provided in this Request for Proposals may be rejected.
1.8. The Town of Weymouth does not discriminate on the basis of race, color, national origin, gender, sexual orientation, religion, age, or handicapped status in its employment practices or procurement of goods and services.

2. SUBMISSION CRITERIA
2.1. Consultants are required to submit one (1) original and two (2) copies of a “Non-Price Proposal” as described in 6.2 and one (1) original sealed “Price Proposal” using the form attached to this RFP.
2.2. Non-Price Proposal: All Non-Price Proposals shall include:

2.2.1. General Business Information – Vendor Response Form A;

2.2.2. Description of the general skills of the company including a description of the consultant’s familiarity with assessment centers for civil service positions in Massachusetts;
2.2.3. Resume of the principal(s) who will work under this contract and the number of hours devoted to this project by each;

2.2.4. A security plan for the assessment center;

2.2.5. A scope of services plan with project timeline;

2.2.6. Information to allow the Chief of Police to evaluate the proposal based on each of the Comparative Evaluation Criteria;

2.2.7. References, Vendor Response Form B;

2.2.8. Certificate of State Taxes, Vendor Response Form C;

2.2.9. Certificate of Non-Collusion, Vendor Response Form D.

2.3. Price-Proposal: Consultants are required to submit one (1) signed “Price Proposal”.  The Price Proposal, Vendor Response Form E, shall be enclosed in a sealed envelope marked Price Proposal.

2.4. No reference to the cost of the services provided under this contract should be included in any section of the Non-Price Proposal.  Should this occur, the entire proposal will be rejected as a matter of law under Section 2 of Chapter 30B.
3. SELECTION AND EVALUATION PROCESS
3.1. The Chief of Police or his designee will review and rate all proposals received.  Consultants who fail one or more categories under the Minimum Evaluation Criteria will be disqualified from further consideration.  Consultants who submit proposals that meet all of the Minimum Evaluation Criteria will be evaluated next on the Comparative Evaluation Criteria.

3.2. Minimum Evaluation Criteria:

3.2.1. Consultants must have at least three (3) years’ experience in conducting comprehensive assessment centers for civil service positions in Massachusetts, including all elements identified in this RFP.

3.2.2. Consultants must have completed at least three (3) comprehensive assessment centers for civil service positions in Massachusetts, including all elements identified in this RFP.
3.2.3. A signed Non-Collusion Statement and a signed Statement of State Tax Compliance.

4. COMPARATIVE EVALUATION CRITERIA
4.1. Experience
4.1.1. Highly Advantageous - Consultant has seven (7) or more years’ experience in planning and implementing assessment centers for civil service positions.

4.1.2. Advantageous – Consultant has more than five (5) but less than seven (7) years’ experience in planning and implementing assessment centers for civil service positions.

4.1.3. Not Advantageous – Consultant has more than three (3) but less than five (5) years’ experience in planning and implementing assessment centers for civil service positions.

4.2. Similar Assessment Centers
4.2.1. Highly Advantageous - Consultant has completed more than ten (10) similar assessment centers comparable to this project.

4.2.2. Advantageous – Consultant has more than five (5) but less than ten (10) similar assessment centers comparable to this project.

4.2.3. Not Advantageous – Consultant has more than three (3), but less than five (5) assessment centers comparable to this project.

4.3. Staff
4.3.1. Highly Advantageous – Consultant assigns a principle consultant to the project who has participated in at least ten (10) comparable assessment centers.
4.3.2. Advantageous – Consultant assigns a principal consultant to the project who has participated in at least five (5), but less than ten (10) comparable assessment centers.

4.3.3. Not Advantageous – Consultant assigns a principal consultant to the project who has participated in less than five (5) comparable assessment centers.
4.4. Scope of Services
4.4.1. Highly Advantageous – Consultant has a scope of services that includes a job analysis that utilizes three (3) or more techniques to determine dimensions, competencies, and attributes that are relevant to the job.  The scope of services must utilize more than eight (8) measurable dimensions.
4.4.2. Advantageous - Consultant has a scope of services that includes a job analysis that utilizes two (2) or more techniques to determine dimensions, competencies, and attributes that are relevant to the job.  The scope of services must utilize more than six (6), but less than eight (8) measurable dimensions.
4.4.3. Not Advantageous - Consultant has a scope of services that includes a job analysis that utilizes one (1) or more techniques to determine dimensions, competencies, and attributes that are relevant to the job.  The scope of services must utilize more than four (4), but less than six (6) measurable dimensions.
4.5. References

4.5.1. Highly Advantageous – Consultant provides five (5) or more references that give the consultant an overall rating of “highly advantageous”.

4.5.2.  Advantageous - Consultant provides three (3), but less than five (5) references that give the consultant an overall rating of “advantageous”.
4.5.3. Not Advantageous - Consultant provides references and one (1) of whom rates the consultant as “not advantageous”.

4.6. Rule for Award
4.6.1. The contract will be awarded to a consultant who meets the minimum evaluation criteria, submits the required documents, has demonstrated experiences and resources to fulfill the contract and best meets the comparative evaluation criteria.  The price proposal will be considered as part of the overall evaluation of the consultant.  The selected consultant will be required to execute the Town’s Standard Contract which will be forwarded to the consultant.

4.7. Miscellaneous
4.7.1. The Awarding authority for this project is the Town of Weymouth Police Department.  As such, it reserves the right to reject any or all proposals and to waive any informalities or irregularities should it be deemed in the best interest of the Police Department.
4.7.2. The Town will not be liable for any costs incurred by the candidate in preparing, submitting, or presenting proposals, or during the contracting process.
4.7.3. Proposals that are incomplete or obscure may be rejected, and proposals that contain erasures, alterations, or other irregularities of any kind, or in which errors occur, may be rejected as informal or improper.

4.7.4. The Town will make an award within 30 days of RFP opening.  Upon acceptance of a proposal, the Town will enter into a contract with the selected candidate.  In the event that the selected vendor fails, refuses, or neglects to contract with the Town within a specified number of days after receiving a draft contract from the Town, the Town may cancel and terminate its awarding of the contract to the proposed.  The Town would then have the right to select another responding vendor with which to contract.
4.7.5. The candidate must agree to maintain quoted prices for one hundred and twenty (120) days after the proposal date.
4.7.6. It is further agreed that the Town of Weymouth may terminate this agreement at any time, with or without cause, upon thirty (30) days written notice to the other party, sent by certified mail, to the usual place of business of the other party.
5. QUESTIONS AND INQUIRIES

5.1. Inquiries concerning any or all parts of this proposal must be made in writing to the person named below at least seven (7) days prior to the date the proposals are due but no later.  All responses will be made in writing.  Send inquiries to:

Richard C. Grimes
Chief of Police

140 Winter Street

Weymouth, MA 02188

(781) 335-1212

rgrimes@weymouth.ma.us
The following Vendor Response Forms must be completed in accordance to their individual instructions.

GENERAL BUSINESS INFORMATION

Vendor Response Form A

This form must be completed and included in the non-price TECHNICAL proposal.

Company Name: 
_______________________________________________
Address: 

_______________________________________________




_______________________________________________

City/State/Zip:

_______________________________________________

Contact:

_______________________________________________

Phone Number:
_______________________________________________

Fax Number:

_______________________________________________

Type of business organization:
____________________________________

Federal Tax ID Number:

____________________________________

Number of years in business:

____________________________________

REFERENCES

Vendor Response Form B
This form must be completed and included in the non-price TECHNICAL proposal.

1) Reference Name:

___________________________________________

Address:


___________________________________________





___________________________________________

City/State/Zip:

___________________________________________

Contact:


___________________________________________

Phone/Fax Numbers:
___________________________________________

2) Reference Name:

___________________________________________

Address:


___________________________________________





___________________________________________

City/State/Zip:

___________________________________________

Contact:


___________________________________________

Phone/Fax Numbers:
___________________________________________

3) Reference Name:

___________________________________________

Address:


___________________________________________





___________________________________________

City/State/Zip:

___________________________________________

Contact:


___________________________________________

Phone/Fax Numbers:
___________________________________________
REFERENCES

Vendor Response Form B
This form must be completed and included in the non-price TECHNICAL proposal.

4) Reference Name:

___________________________________________

Address:


___________________________________________





___________________________________________

City/State/Zip:

___________________________________________

Contact:


___________________________________________

Phone/Fax Numbers:
___________________________________________

5) Reference Name:

___________________________________________

Address:


___________________________________________





___________________________________________

City/State/Zip:

___________________________________________

Contact:


___________________________________________

Phone/Fax Numbers:
___________________________________________

6) Reference Name:

___________________________________________

Address:


___________________________________________





___________________________________________

City/State/Zip:

___________________________________________

Contact:


___________________________________________

Phone/Fax Numbers:
___________________________________________
TAX COMPLIANCE CERTIFICATION

Vendor Response Form C
This must be completed and included in the non-price TECHNICAL proposal.

Tax Compliance Certification:

Pursuant to Massachusetts General Laws, Chapter 63C, Section 49A, I certify under the penalties of perjury that I, to my best knowledge and belief, have filed all state tax returns and paid all state taxes under law.

Social Security Number or

Federal ID Number:


___________________________________________

Signature of Individual or 

Corporate Name:


___________________________________________

Corporate Officer

(if applicable) by:


___________________________________________

NON-COLLUSION AGREEMENT
Vendor Response Form D

This must be completed and included in the non-price TECHNICAL proposal.

Non-Collusion Statement:


The undersigned certifies under penalties of perjury that this proposal has been made and submitted in good faith and without collusion or fraud with any other person.  As used in this certification, the word “person” shall mean any natural person, business, partnership, corporation, union, committee, club, or other organization, entity, or group of individuals.

Date:


_____________________________________________________

Name of Bidder: 
_____________________________________________________

By:


_____________________________________________________

Business Address:
_____________________________________________________




_____________________________________________________

City/State/Zip:

_____________________________________________________
COST PROPOSAL

Vendor Response Form E
Date:



________________________________________________

Name of Bidder:

________________________________________________

By:



________________________________________________

Business Address:

________________________________________________





________________________________________________

Please attach a detailed cost proposal.

Provisions and Conditions:

1) The hourly rate proposed for any individual should be fully loaded.  That is, all salary and fringe benefits expenses should be incorporated in to the rate, as it is the only means of payment.

2) Notwithstanding other provisions thereof, the Town of Weymouth reserves the right to reject any and all proposals and to make the award as it may determine to be in the best interests of the Town of Weymouth.
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