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SUMMARY OF KEY INFORMATION 

Request for Proposals to undertake a Compensation Review 

Inquiries and requests for clarification of RFP should be received electronically on or before October 27, 2021, 

by 4 p.m. PST 

Addressed to: 

Sonterra Ross 

Director of Finance & Administration 

Beacon Community Services 

sross@beaconcs.ca 

 

Final Date and Time for Receipt of Proposal: 

November 12, 2021, 4 p.m. PT 

 

Address for Proposal Submissions 

Sonterra Ross, Director of Finance & Administration 

Beacon Community Services 

2723 Quadra Street, Victoria, BC. V8T 4E5 

sross@beaconcs.ca 

Alternate Contact only if Representative is unavailable: 

Silke Pleus, Manager of People & Culture 

spleus@beaconcs.ca 

Proponents must read the entire RFP document for full details and requirements. 

 

BEACON COMMUNITY SERVICES RESERVES THE RIGHT TO CANCEL THIS RFP AT ANY TIME 

BEFORE OR AFTER THE CLOSING DATE AND TIME HAS PASSED, AND THE LOWEST PRICED, OR 

ANY, PROPOSAL WILL NOT NECESSARILY BE CHOSEN FOR NEGOTIATION OF A CONTRACT FOR 

SERVICES. 

 

 

 

mailto:sross@beaconcs.ca
mailto:sross@beaconcs.ca
mailto:spleus@beaconcs.ca
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1.0 INTRODUCTION 

Beacon Community Association Dba Beacon Community Services (BCS) is seeking proposals to conduct a 

total compensation review of BCS and specifically identified positions.  

2.0 PURPOSE 

The purpose of this Request for Proposal (“RFP”) is to solicit the best overall proposal(s) to conduct a total 

compensation review for BCS and specific identified positions. The successful Proponent will review current 

salaries and benefits, determine market comparators, and prepare a report of findings and recommendations.  

The report will include recommendations to BCS for compensation and benefit adjustments and best practices 

to stay competitive with total compensation. 

This is NOT a tender call. Any proposals submitted pursuant to this RFP shall not be offers to contract for the 

provision of any of the services outlined herein, but shall only be used to identify a Preferred Proponent(s) with 

whom the Beacon Community Services may negotiate a contract for the provision of the services. 

3.0 BACKGROUND 

Beacon Community Services is a community-based charity focused on helping people and improving lives. 

Beacon provides a wide range of programs and services including health, children, youth and family services, 

training and employment, seniors’ services, housing, and volunteer services. Beacon staff and volunteers 

provide care and support to thousands of people on Southern Vancouver Island and the outer Gulf Islands. 

4.0 TERMINOLOGY 

“BCS” means Beacon Community Association 

“Proponent” means a party, a company or an individual, that has obtained a copy of this Request for Proposal 

and submits, or intends to submit, a Proposal in response to this “Request for Proposal” 

“Proposal” means the documents of the Proponent delivered to BCS offering to perform the work as required 

under this RFP 

“RFP” means Request for Proposal. 

 

5.0 GENERAL TERMS AND CONDITIONS 

5.1 Proponent Inquiries and RFP Clarification: 

All questions about the contents of this RFP, or about any matters relating to it (including as to any clarification, 

errors, or omissions of or in this RFP), must be directed in writing to the Director, Finance & Administration before 

4:00 p.m. on October 27, 2021. 

5.2 Notification of Changes and Addenda: 

BCS may issue written addenda changing this RFP at any time up to Noon November 01, 2021. Addenda will 

be issued to all identified Proponents. 
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5.3 Right to Cancel RFP and/or to Accept Proposals: 

This RFP is solely a request for proposals for the provision of the outlined services.  It is not an invitation for 

tenders, an offer to contract, or an invitation for offers capable of acceptance to create a contract. Submission of 

a proposal by any Proponent and its subsequent receipt by BCS does not represent a commitment on the part 

of BCS to proceed further with any Proponent. 

BCS is entitled to cancel this RFP at any time by addendum issued to the Proponents, without liability for any 

loss, damage, cost or expense incurred or suffered by any Proponent as a result of that cancellation. In addition 

BCS reserves the right, upon review of any & all Proposals, to not accept any and all Proposals.  

5.4 Confidentiality of Proposals: 

BCS will receive all proposals submitted in response to this RFP in confidence. 

5.5 No Collusion: 

Proponents must not communicate, directly or indirectly, with any other Proponents (including through any 

employees, agents or contractors) regarding the preparation, content or submission of separate individual 

proposals. Each proposal must be submitted without any collusion, or knowledge, in the preparation of or about 

any other proposal. Submission of a proposal to BCS is deemed to be a representation and warranty by the 

Proponent submitting that proposal that it has complied with this paragraph. If BCS determines that a Proponent 

has violated this paragraph, BCS may disqualify that Proponent and reject its proposal as being invalid. 

5.6 Waiver of Liability for Errors: 

BCS has used considerable efforts to ensure an accurate representation of information in this RFP. However, 

BCS accepts no responsibility for the accuracy or completeness of this RFP (including any schedules, 

appendices or addenda) and no representation or warranty, express or implied, is made or BCS with respect to 

the accuracy or completeness of the RFP (including any schedules, appendices or addenda). 

5.7 Proponent’s Risk and Warranty: 

Each proponent is solely responsible for the risk and cost of preparing and submitting its proposal in response 

to this RFP. The sole risk, responsibility and liability connected with reliance by any Proponent or any other 

person on this RFP is that of each Proponent. Each Proponent is Responsible for obtaining its own independent 

financial, legal, accounting, or other advice with respect to the contents of this RFP. 

5.8 Confidentiality of Beacon Community Services Information: 

Any information acquired about BCS by a proponent during this process must not be disclosed unless authorized 

by BCS and this obligation will survive the termination of this RFP process. The awarding of any contract will not 

permit any Proponent to advertise a relationship with BCS without BCS’s prior authorization. 

5.9. No Amendments to Proposals After Submission Deadline:  

A Proponent shall not be permitted to change the wording or contents of a proposal after the submission 

deadline, unless requested to do so by BCS for the purpose of clarification. 

 

 



 

7  

5.10. Withdrawal of Proposals: 

 Any Proponent may withdraw its proposal, either personally or by written request to BCS Representative, at any 

time prior to the scheduled closing date and time of this RFP. 

6.0 SUBMISSION REQUIREMENTS 

This section describes information required in your proposal.  

6.1 Administrative Information (Form provided in Appendix)  

 Provide the listed information for the office to be providing the requested services. For a multi-discipline 

firm, identify the specific local staff numbers to be providing the requested services.  

6.2 Past Experience and Achievement (Form provided in Appendix)  

 List and briefly describe past projects, minimum of three (3) and maximum of five (5), undertaken by 

your firm within the last 5 years that are relevant and closely comparable to work proposed herein. All 

experience and achievement should be relevant to the not-for-profit sector and/or to organizations 

similar to ours or providing services and programs similar to our organization’s. 

 Use this form to highlight your firm’s capabilities within the stated scope of work and through the project 

descriptions, demonstrate your firm understanding of our requirements.  

 Indicate the degree of responsibility of the firm in each of the listed projects and if the firm acted as a 

prime or sub-consultant.  

 Provide names, address and telephone numbers of client contacts for the projects listed. Note: spot 

checks of references will be made to verify client satisfaction with the services provided.  

6.3 Technical and Managerial Expertise (Consultant to Provide)  

 The proponent must demonstrate that the firm’s organization and or specialists have the necessary 

technical expertise, managerial background and experience to carry out this assignment. Include a one 

(1) page maximum, dissertation on the individual/ Firm's capabilities in this regard. 

 Provide a one (1) page organization chart with the names and specialty of the key team members. 

Highlight key individuals with experience with compensation & benefit analysis, salary market analysis 

and total compensation consultation.  

 Provide resumes of one (1) page maximum per key individual. Resumes shall include the background, 

experience with comparable projects, technical areas involved, and the individual’s role on this 

assignment. 

6.4 Submission of Proposal 

Final Time and Date for Receipt of Proposals:  

BCS will only accept electronic file in the Adobe Acrobat (.pdf) file format address to the Director at 

sross@beaconcs.ca on or before 4 p.m. PST on November 12, 2021. Email submissions must contain the 

RFP title in the subject line.  

mailto:sross@beaconcs.ca
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Any proposal not received before the time and date specified will be rejected as being invalid and will be 

returned unopened to the Proponent or deleted from BCS computer systems. All proposals and subsequent 

information or material received shall become the property of BCS and shall not be returned. BCS reserves the 

right to make extra copies of the proposals for use during the selection process only. 

 

7.0 EVALUATION  

7.1. Evaluation Committee: 

Proposals will be reviewed and evaluated by an evaluation committee comprised of members of BCS 

management team. During the evaluation process any or all Proponents may be invited to give written or oral 

presentations or to participate in interviews with the committee or both. 

7.2. Evaluation Criteria: 

Each compliant Proposal will be evaluated on the following general criteria in any particular order 

Evaluation Criteria Weighting 

Qualifications & Experience 40% 

References 10% 

Approach and Methodology 20% 

Value Added Offerings 5% 

Pricing 25% 

TOTAL 100% 

 

Experience and Qualifications 

Each Proponent should provide the following in its proposal: 

(a)   Brief description of the Proponent; 

(b)   Description of its knowledge, skills and experience relevant to the Deliverables; and 

(c) The roles and responsibilities of the Proponent and any of its agents, employees and sub-contractors who 

will be involved in providing the Deliverables: including the identity of those who will be performing those roles 

and their relevant respective expertise. 

ii. References 

A list of at least (3) current or past clients, to which the Proponent firm has supplied services similar in nature to 

those listed in Section 9.0, who may be contacted as references. Please include a contact name, email and 

telephone number for each client as well as the years served. 

iii. Approach and Methodology 

Provide a detailed work plan explaining your approach to the work and how it will be performed. A work schedule 

should also be provided that clearly demonstrates how project timelines will be met. 
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iv. Value added Services 

Specific examples of any value-added service during the normal provision of requested services. 

iv. Pricing 

Pricing will be scored based on a relative pricing formula. Each proponent will receive a percentage of the total 

possible points allocated to price for the particular category it has submitted a proposal for, which will be 

calculated in accordance with the following formula: 

Lowest price/ proponent’s price x weighting= Proponent’s pricing points 

 

8.0 ESTIMATED TIMELINES 

BCS is targeting the following estimated timelines which are subject to change: 

Milestone Estimated Dates 

Issue Date of RFP October 20, 2021 

Deadline for Inquiries on RFP  October 27, 2021, by 4 p.m. PST 

Notification of Changes or Addenda November 1, 2021 (noon) 

RFP Closing Date November 5, 2021 

RFP Submissions Deadline  November 12, 2021, by 4pm 

Review responses and award contract November 26, 2021 

Draft Review January 7, 2022 

Finalize Report January 14, 2022 

 

9.0 PROJECT DESCRIPTION AND SCOPE OF WORK 

9.1 Project Intent:  

The intent of this compensation review project is to improve the current compensation structure which invariably 

is aimed at making Beacon Community Services an employer of choice; both from a recruitment and a retention 

strategy. In line with our strategic plan, we would like the opportunity to modernize our total compensation to 

what is meaningful to employees. We aim to provide our employees the right compensation plans and benefits 

as part of empowering the communities in which we serve.  Our goal is to establish a compensation and benefit 

structure that is competitive in the relevant local employment market, ensures internal equity and supports 

organizational performance. 

9.2 Project Scope: 

The goal of the Compensation Review is focused on our current non-unionized employees with the exception of 

our employees working in our long-term care and assisted living facilities. This comprises approximately 115 

employees in approximately 40 roles. This project is to conduct a review in regard to total compensation (salaries, 

benefits and incentives), to identify comparative organizations based on competitive criteria and community 

affordability, and to determine necessary adjustments to ensure BCS total compensation is equitable within the 

CRD marketplace, allowing BCS to attract and retain talented employees in all roles. 
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The successful proponent will: 

a) Review job descriptions and conduct staff/management interviews to gain a solid understanding 

of the roles and responsibilities of each position in order to compare to other organizations, not 

relying on “title” as a comparator. 

b) Conduct a job evaluation, compensation review, and develop a pay model that creates a 

systematic and equitable classification and/or structure. 

c) Identify “outlier” positions which may not fit within the structure and provide associated rationale 

for the finding. 

d) Identify and define appropriate external labour market comparables considering proximity, size, 

population, economic climate and affordability. 

e) Analyze and summarize positions against the appropriate comparators. 

f) Complete an internal salary relationship analysis including the development of guidelines to 

ensure internal equity. 

g) Recommend a salary structure based on equity of positions and parity within/across the 

organization. 

h) Recommend adjustments, enhancements and updates to modernize Beacon’s total 

compensation approach that will help attract and retain great talent 

i) Recommend mechanisms and criteria for future merit increases 

 

9.3 Information to be provided by Beacon Community Services  

BCS will support the Proponent by providing: 

1. A list of all in-scope Exempt positions 

2. Current benefit packages, vacation allocations and other benefits or incentives provided. 

9.4 Engagement of Other Firms: 

BCS in any event reserves the right to engage any contractor, other than that with which it reaches an 

agreement(s), if any, pursuant to this RFP process, during the term of such an agreement(s), if it is deemed 

advantageous or appropriate. BCS reserves the right to do so at its own discretion. 
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APPENDIX 

Proposal Submission Format 

Please ensure your proposal follows the format below: 

A. Title Page: Include RFP title and number, legal company name of Proponent, address, contract name, email 

address and phone number 

B. Executive Summary 

C. Background Information about your professional profile/business 

 Note why we should engage your services 

 Note relevant experience that would help you deliver our project 

 Administrative Information (form provided) 

D. Proposed Contract Administrator/Company Contact: 

 The name of an individual who would be responsible for assigning and supervising the Project for BCS 

pursuant to any agreements entered into following this RFP process. 

E. Qualifications 

 Provide a list of a minimum of three projects that were completed by the proponent in the last five (5) 

years that demonstrates successful completion of comparable work on similar projects (form provided) 

 Provide relevant experience and educational background- Resume  

F. Methodology and Work Plan 

 As outlined in Section 7.2 

o Identify strategies for communication with BCS during the phases specifically the implementation 

including details on status reporting, recording/sharing key decisions timeline updates and budget 

updates. 

G. Pricing 

Detailed information on the Proponent firm’s fee structure and billing information. In particular, please 

address the following (all fees or other costs should be noted exclusive of applicable taxes, however, please 

indicate which taxes would apply): 

 All fees relevant to fulfill all terms and conditions as set forth in the RFP for the services performed as 

part of the Project, including. 

o Frequency of billing; monthly, progress, etc.; 

o Provisions for providing estimates of fees for extraordinary items; 

o Expected billing arrangements with any contractors who might be engaged as a sub-contractor 

to provide services to BCS (for example, different hourly billable rates or different methods of 

billing); 

o Retainer details including any applicable estimated monthly retainer with an explanation of 

services covered within that retainer and when extra costs or billable hours would commence; 

o A list of services, if any, billed on a flat fee basis, and the fee charged; 

o A list of services, if any, available without charge; 

o Rates for costs other than those already noted (for example, travel time costs, office equipment 

costs, disbursements, including any applicable mark-up). 

o The time frame for which the above noted rates or costs would be held firm, and any trigger 

mechanisms which dictate adjustments to the rates or costs and the manner in which the firm 

would address these adjustments with BCS; 
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o A sample services billing (demonstrating how billing is tracked by file, staff person/department 

requesting service, billable hours or other basis of calculation, disbursements, etc.); and 

o The firm’s expected payment terms. 

 

H. References 

 Include names, addresses, contacts and telephone numbers of no fewer than three organizations of 

which the Proponent has performed services similar in scope and breadth to those proposed herein. 

Please include the years served. ( make reference to Past Experience Form) 

I. Additional Information: 

 Please provide to BCS any additional information that the Proponent wishes considered in the evaluation 

of its proposal. 
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ADMINISTRATIVE INFORMATION 

1. Firm Name:   
 

2.  No  Is this Branch Office? Yes   

 
3. Street Address: 4. Mailing Address: 

 

5.   Telephone Number: (  )  -   6.  Fax Number: (  )  -    
 

7. Provide the following information about the office(s) providing the requested services. 

Year established:   Number of Employees:    
 

Type of Organization: Business Analysts:    

 Sole Partnership Functional Experts:    

 Partnership Development Experts:    

 Corporation Technical Experts:                     

 

8. Type of Consulting Provided: 

 
Business Analysis  

 

 

 Functional Services  
 

 

Development Services (ABAP, C#, Forms, etc.)      
 

 

Technical Services    

 

 

9. Principal to contact regarding this commission: 
 

Name:   Position:   
 

Telephone Number:    

10. I confirm that this submission complies with all rules and regulations and guidelines applicable to the performance 
of this work and of the Province of BC, wherein this work will be carried out. 

 
Signed:   Position:   
 

Telephone Number:    
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PAST EXPERIENCE AND ACHIEVEMENTS 

Firm’s Name:    
 

Previous Project:    
 

Year Completed:    
 

Project Details:    
 

 

 

 

 

 

 

Firm’s Responsibility:     
 

 

 

 

 

 

 

Consultant’s Responsibility:   
 

 

 

 

 

 

 

Explain the relevance of this experience to our requirements: 
 

 

 

 

 

 

 

Client’s Name and Phone Number:   
 

 

 

MAXIMUM OF FIVE (5) PROJECTS TO BE HIGHLIGHTED 

 


