HUMAN RESOURCES COMMITTEE MEETING
AGENDA
March 15, 2019 – 9:00 a.m.

Service, Quality, Community

CITY OF BIG BEAR LAKE,
DEPARTMENT OF WATER AND POWER
41972 GARSTIN DRIVE
BIG BEAR LAKE, CALIFORNIA 92315
WWW.BBLDWP.COM

HR COMMITTEE MEMBERS
Alan Lee, Commissioner
Barbara Willey, Commissioner
Reggie Lamson, General Manager
Dani McGee, Chief Financial Officer
Steve Wilson, Water Superintendent
Rachel Franklin, Human Resources/Risk Management
Sierra Orr, Water Conservation & Public Information Supervisor
Jason Hall, Water Production Supervisor
Evelyn Poelking, Senior Customer Service Representative
Dave Emig, Water Operations Assistant
OPEN SESSION
CALL MEETING TO ORDER
PUBLIC FORUM
DISCUSSION/ACTION ITEMS
1.1 Total Classification and Compensation Study Consultant Selection
Committee to discuss and recommend a consultant from the submitted proposals to conduct a Total
Classification and Compensation Study.
ADJOURNMENT

I herby certify under penalty of perjury, under the laws of the State of California that the foregoing agenda was
posted in accordance with the applicable legal requirements. Dated this 11th day of March, 2019.

Leeanne Eagleson, Secretary to the Board of Commissioners
DWP Board of Commissioners
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ITEM 1.1

AGENDA REPORT

Service, Quality, Community

DATE:

March 15, 2019

TO:

Human Resources Committee

FROM:

Reginald A. Lamson, General Manager

PREPARED BY:

Rachel Franklin, Human Resources/Risk Management

RE:

Review Proposals for the 2019 DWP Classification and Total
Compensation Study

Background
DWP has not conducted a Total Classification and Compensation Study (Study) since January of
2009. To ensure DWP’s compensation structure and position classifications are competitive with
relevant labor markets in Southern California, staff recommends hiring a consultant to provide
expert analysis for our review.
DWP staff prepared a Request for Proposal (RFP, Exhibit A) for professional services to prepare
a Total Compensation Study, Job Classification Review, and Staffing Level Review. Public
notices were published in the Big Bear Grizzly, on DWP’s website, and seven qualified and
reputable consulting firms were notified by email and phone. The deadline for submission was
March 8, 2019. Three firms responded with proposals: (listed in alphabetical order)
1. DELOACH & Associates (Exhibit B)
2. Grant Thornton (Exhibit C)
3. Koff & Associates (Exhibit D)
Each consultant was requested to provide the following services related to the Study:



Review the current job descriptions and compensation system to assure internal equity
and external competitiveness.
Conduct a comprehensive survey of regional water agency labor markets impacting the
DWP area job market for all classification. This shall include public sector water related
jobs with the same essential duties and functions. This will include a comparative market
analysis of the value of the total benefit package to the employee and the total cost to the
employer of salary and all benefits including but not limited to: base salary, employer
paid retirement contributions, longevity pay, certification pay, educational incentive and
specialty pay, standby pay, bonus pay, employer paid insurance contributions including
but not limited to: health, dental, vision, life insurance, accidental death and
dismemberment, long term disability, and leave benefits including but not limited to:
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Temporary Appointment
February 26, 2019








holiday leave, sick leave, vacation leave, and administrative leave.
Make recommendations for changes to current classification system, if warranted, which
assures internal equality and external competitiveness.
Make recommendations to update job classifications to accurately identify essential job
functions; knowledge, skills, and abilities, education and experience required;
supervisory and reporting relationships; and review all Fair Labor Standards Act (FLSA)
exempt positions for compliance. The method in which to perform this analysis is to be
determined by the Consultant. The data will be based on wages and benefits established
for fiscal year 2018-2019.
Review and provide recommendations, if needed for staffing levels at DWP.
Develop options for modifying salary and the step ranges.
Provide presentations to the Board of Commissioners, and to staff for implementation of
project components.

Financial Impact
None at this time. Financial Impact will be presented at the March Regular Board Meeting with
approval of the Committee’s recommended consulting firm.
Recommendations
Review and discuss for recommendation to the full Board the selection of a qualified consulting
firm to conduct the Study.
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EXHIBIT A

REQUEST FOR PROPOSAL
FOR
CLASSIFICATION AND COMPENSATION STUDY

City of Big Bear Lake, Dept. of Water & Power
41972 Garstin Drive
PO Box 1929
Big Bear Lake, CA 92315

Proposal Issue Date: January 31, 2019
Proposals Due: March 8, 2019 by 4:00 p.m.
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Introduction
The City of Big Bear Lake, Department of Water and Power (DWP) is soliciting proposals from qualified
consulting firms (Consultant), experienced in the development of job classifications, total compensation
analysis, and staffing levels analysis for water agencies. Our desire is to obtain a consultant who will assist the
DWP in reviewing the existing job classifications, staffing levels, and total compensation analysis including
salary, health care, retirement, and leave benefits. The Consultant will also analyze the current jobs
performed by employees and determine the correct market total compensation for each position. We expect
the consultant to make recommendations for adjustments to pay, staffing levels, and benefits that may be
needed.
All prospective consultants will be afforded full opportunity to submit proposals in response to this request and
will not be discriminated against on the grounds of age, ancestry, color, race gender, gender identity, gender
expression, genetic information, marital status, medical condition, military and veteran status, religion, national
origin, sex, sexual orientation, religious creed, transgender status, or disability in consideration for an award of
an agreement pursuant to this notice.
This Request for Proposals (RFP) is an invitation by the DWP for Consultants to submit a proposal, which may be
subject to negotiation prior to final execution of an agreement. Submittal of a proposal does not create any right
or expectation to an agreement with the DWP. The DWP reserves the right to reject any or all proposals and the
DWP further declares that it will incur no financial obligations for any cost by any Consultant in preparation of
their proposal.
Qualified Consultants shall submit their sealed proposal responses on or before March 8, 2019 by 4:00 pm.
Please submit five (5) physical copies and one digital copy of the proposal in a sealed envelope. Five (5) copies
of the fee proposals shall be submitted in a separate sealed envelope. Mail or deliver submissions to:
Rachel M. Franklin
Human Resources / Risk Management
Dept. of Water & Power
USPS:
Post Office Box 1929
Big Bear Lake, CA 92315
FedEx and UPS:
41972 Garstin Drive
Big Bear Lake, CA 92315
Consultants mailing or shipping their proposals must allow sufficient delivery time to ensure timely receipt of
their proposals by the specified time. Proposals received after March 8, 2019, 4:00 pm will not be considered.
All proposals are binding for a period of ninety (90) days after the proposal closing date.
Proposals shall be prepared and submitted at the respondent’s sole expense. All proposals will become the
property of DWP and will not be returned. There will be no public proposal opening.
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Proposal and Approach
To be considered, a Consultant must be a consulting firm with expertise in evaluating pay scales, benefits, job
classifications, staffing levels and market pay/benefit analysis. The Consultant shall provide references from
other water districts, municipalities or government agencies where similar work is performed.

Criteria for Selection
Human Resources, with input from Personnel Committee, will evaluate each proposal and select a Consultant to
recommend to the Board of Commissioners to enter into an agreement for service. The Board of Commissioners
will provide final approval of the selection.








All proposals submitted will be evaluated using the following criteria:
Compliance with the RFP
Understanding of the project
Services to be provided
Ability to complete the work within the time specified
Qualifications of the Consultant, including but not limited to its experience and personnel assigned to
the project and sub consultants, if any.
Cost

Fee Proposal
The Consultant must provide a separate, sealed fee proposal with a not to exceed fee for the project as
described herein. To the extent desired, additional recommendations and services or options may be included
as additions to the project on an optional basis. These optional items shall be priced separately from the RFP.

DWP Background Information
The City of Big Bear Lake, Department of Water & Power provides water service to about 15,700 customers in
the Bear Valley of the San Bernardino Mountains. Water is supplied to customers by pumping groundwater from
local aquifers. The Bear Valley lies about 6,750 feet about sea level at the eastern end of the San Bernardino
Mountains. The watershed surrounding the Valley encompasses roughly 38.5 square miles. The climate is
Mediterranean with cool, winters and warm, dry summers. Additional information about the DWP is available
on our website: www.bbldwp.com.
Currently the DWP has a merit step and range compensation system. There are 24 ranges encompassing 31 job
classifications. There are twenty-four (24) hourly employees, eleven 11 exempt employees, two seasonal
employees, and one (1) contract employee. There are five (5) steps per range with 5% increases between steps.
It takes an employee a minimum of 3 years and 10 months to move across the scale to their highest pay if they
begin at step 1. Employees move one step after they complete their ten-month probationary period. Each
employee may advance on their rates of compensation on their evaluation date upon receiving a satisfactory or
better performance evaluation. The advancement through the salary steps is discretionary based upon
satisfactory performance and continuous service in the same classification. The last adjustment to this scale was
on July 1, 2018 per Board approval of a COLA adjustment.
The DWP employs 35 full-time benefited employees, 1 full-time benefited contract employee, and 2 temporary
non-benefited employees. The number of employees in each functional unit is as follows:
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Administrative Services
Operational Services

Full – Time

Part – Time

Temporary

9
27

0
0

0
2

Scope of Work
The DWP expects ongoing and open communications between designated DWP representatives and the
Consultant over the course of each phase. All products and recommendations must comply with applicable
State and Federal laws and enhance the DWP’s ability to recruit and retain qualified personnel.
Proposed Timeline
Request for Proposal Issued
Deadline for Respondents’ Submission of
Clarifications/RFP Questions
BBLDWP Responses to Respondents’ Questions
Due date for Proposal
Evaluation of Proposals Period
Board of Commissioners Consideration
Selected Consultant Notified
Finalized Agreement
Contract Date
Final Report Completion Date

DATE
January 31, 2019
February 22, 2019
February 28, 2019
March 8, 2019
March 11 – March 15, 2019
March 26, 2019
March 26, 2019
April 8, 2019
April 8, 2019
August 20, 2019

The DWP will provide the following information to the successful Consultant:
•
•
•

•
•

Copies of existing job descriptions
Copies of wage and salary schedules
Copies of employee benefit schedules
Copies of employee leave schedules
Copy of Employment Policies
Copy of DWP’s Organizational Chart

Specifications for Job Evaluation/Compensation
The following are the consulting services related to the classification and compensation study:





The Consultant will review the current job descriptions and compensation system to assure internal
equity and external competitiveness.
Conduct a comprehensive survey of regional water agency labor markets, including but not limited to
Attachment A, impacting the DWP area job market for all positions in Attachment B. This shall include
public sector water related jobs with the same essential duties and functions. This will include a
comparative market analysis of the value of the total benefit package to the employee and the total cost
to the employer of salary and all benefits including but not limited to: base salary, employer paid
retirement contributions, longevity pay, certification pay, educational incentive and specialty pay,
standby pay, bonus pay, employer paid insurance contributions including but not limited to: health,
dental, vision, life insurance, accidental death and dismemberment, long term disability, and leave
benefits including but not limited to: holiday leave, sick leave, vacation leave, and administrative leave.
Make recommendations for changes to current classification system which assures internal equality and
5
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external competitiveness.
Make recommendations to update job classifications to accurately identify essential job functions;
knowledge, skills, and abilities, education and experience required; supervisory and reporting
relationships; and review all Fair Labor Standards Act (FLSA) exempt positions for compliance. The
method in which to perform this analysis is to be determined by the Consultant. The data will be based
on wages and benefits established for fiscal year 2018-2019. The DWP’s fiscal year begins July 1st and
ends June 30th.
Review and provide recommendations for staffing levels at DWP.
Develop recommendations in options of modifying salary and the step ranges.
Provide presentations to the Board of Commissioners, employee groups, and to supervisory staff for
implementation and maintenance of project components.
The Consultant will provide DWP staff with five (5) physical copies and one electronic copy of the final
study.

Specification for Proposals
All proposals submitted in response to this RFP must contain the following information in the stated order:
1. Cover letter signed by a party authorized to bind the proposal on behalf of the firm that clearly indicates
that the proposer has carefully read all the provision in the RFP and acknowledges receipt and
understanding of any Addenda associated with the project.
2. Name, address, telephone number of the Consultant.
3. Description of the Consultant (corporation, partnership, etc.) and year established.
4. State of incorporation, if any, and type of ownership.
5. Name and qualifications of all proposed consultant(s).
6. Name, title, resumes, and business address of person responsible for submitting the proposal.
7. Listing of any subcontractors, if any, and the scope of work they will perform.
8. Description of the scope of involvement of DWP staff. Describe the process used and submit the forms,
questionnaires and instruments proposed for use in this study.
9. Narrative proposal on scope of work as identified above.
10. An estimate of time to complete the project and a proposed schedule of work tasks, with the date of
final completion of the project. Reference proposed timetable on page 5 as a guide.
11. At least three references (including individual contact name, name of company and phone number)
from other municipalities or government agencies where similar work was performed.
12. In a separate envelope, a breakdown of the Consultant’s rates, fees, and charges for services by phase
and for total project; and a proposed payment schedule.
Schedule for Submission
For consideration to be given to any proposal submitted pursuant to this RFP, five (5) physical copies plus one
electronic copy of the submittal materials must be received on or before March 8, 2019 by 4:00 pm at the
address listed on page 3 of the Request for Proposal.
Late proposals are not accepted regardless of postmark and will be returned unopened to the sender. No oral,
telephone, fax, or e-mail proposals will be considered.

Contact with DWP Personnel
At no time shall the Consultant, its agents, representatives, or contracted personnel contact or otherwise
communicate with DWP department personnel without prior arrangement with the General Manager or his
designee, for the purposed of negotiating, modifying, changing, or interpreting the RFP or specifications. Any
6
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changes, modifications, or interpretations must be in writing to Reginald Lamson, General Manager, 41972
Garstin Drive, Post Office Box 1929 Big Bear Lake, CA 92315, or via email at rlamson@bbldwp.com.
Office Hours:
Monday through Friday, 8:00 AM to 4:30 PM

Consultant Submittal Form - Attachment C
The submittal form shall be signed by an officer of the Consultant and include with the Fee Proposal.

Addenda to RFP
If it becomes necessary to revise any part of this RFP, addenda will be supplied to all Consultants receiving this
Request for Proposal.
The selected Consultant will enter into a written agreement with the DWP for consulting services for a term to
be mutually agreed upon by the DWP and selected Consultant. For informational purposes, the DWP’s
Professional Services Agreement is attached to the RFP as Attachment D.

Evaluation Procedures
The proposal review process shall include, but not be limited to, the following activities:
A. Proposed Evaluation Criteria
All proposals will be reviewed by the Management Team to determine responsiveness. Unresponsive
proposals will be removed from consideration and notified in writing.
Responsive proposals will be reviewed and evaluated by the Personnel Committee. DWP may elect to
screen and select a smaller group of finalists for an in-depth oral interview.
Proposals will be evaluated using some or all of the following criteria. The order in which they appear is
not intended to indicate their relative importance.






Proposer’s compliance with specifications as set forth in the RFP.
Experience, training, credentials, and experience.
Proposed project schedule.
Recent reference from comparable clients.
Fee.

The DWP shall have absolute discretion in determining the applicability and weight or relative weight of
some or all of the criteria listed above and is not required to select the lowest monetary proposer.
B. Right to Reject Proposals:
The DWP reserves the right to reject any or all proposals should it be deemed in its best interest to do so.
Any award made for this engagement will be made for the consultant who, in the opinion of the DWP, is
best qualified to perform the specified services.

Disclosure of Proposals/Public Records Act
Proposals will be kept confidential until such time as the DWP has completed its evaluation. Proposers are
7

Page 11

EXHIBIT A

cautioned that the agreement and proposals submitted are public records in accordance with the California
Public Records Act (Govt. Code Section 6250 et seq.).
All proposals submitted in response to this RFP will become the property of the DWP and a matter of public
record. The Consultant must identify, in writing, all copyrighted material, trade secrets, or other proprietary
information that it claims is exempt from disclosure. Any Consultant claiming such an exemption must also state
in its proposal that the Consultant agrees to hold harmless, indemnity and defend the DWP and its agents,
officials and employees in any action or claim brought against the DWP for its refusal to disclose such materials,
trade secrets or proprietary information to any party making a request therefore. Any Consultant failing to
include such a statement shall be deemed to have waived its right to an exemption from disclosure.

Pre-Contractual Expenses
Any cost incurred by the proposer in preparation, transmittal, presentation of any proposal or material
submitted in response to this RFP shall be borne solely by the proposer. The DWP shall not, in any event, be
liable for any pre-contractual expenses incurred by any proposer. In addition, no proposer shall include any such
expenses as part of the price proposed.

Consultant’s Independence
Consultant is an independent contractor with respect to all services performed under this agreement.
Consultant accepts full and exclusive liability for the payment of any and all premiums, contributions, or taxes
for worker’s compensation, Social Security, unemployment benefits, health benefits, sick leave, or other
employee benefits now and hereinafter imposed under any state or federal law which are measured as wages,
salaries, or other remuneration paid to persons employed by Consultant on work performed under the terms of
this Agreement. Consultant shall defend, indemnify, and hold harmless the DWP from any claims or liability for
such contributions or taxes. Nothing contained in this Agreement or any act of the DWP, or consultant, shall be
deemed or construed to create any third party beneficiary or principal and agent association or relationship
involving the DWP. Consultant is not the DWP’s agent and Consultant has no authority to take any action or
execute any documents on behalf of the DWP.

Sub-Consultant
Use of sub-contractors must be clearly explained in the proposal, and major sub-consultants must be
identified by name. Prime consultants shall be wholly responsible for the entire performance whether or not
sub-consultants are used.

Fee Changes
All fees shall be firm and not subject to increase during the period of the Contract.

Laws of Governance
The selected firm will be required to comply with all existing state and federal laws including applicable equal
opportunity employment provisions. The Contract shall also be construed and governed in accordance with
the law of the State of California. Consultant shall comply with all federal, state and local laws, ordinances,
and regulations applicable to the work. Consultant, at its own expense, shall secure all occupational and
professional licenses and permits from public or private sources necessary for the fulfillment of its obligations
under this Contract.

Modification, Mistakes or Withdrawal of Proposals
Responses to this RFP may be modified or withdrawn by written e-mail or facsimile notice prior to the date
8
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specified for the receipt of proposals. A proposal may be withdrawn by the consultant or its authorized
representative prior to 4:00 pm on March 8, 2019. Telephone withdrawals are not permitted. If the apparent
best qualified firm discovers a mistake, of a serious and significant nature, in its proposal which is unfavorable
prior to the issuance of an Agreement, it may request consideration to modify or withdraw the proposal. In all
cases, the decision of the Board of Commissioners is final. A mistake in the proposal will not be considered once
an Agreement is issued.

Reservation of Rights
The DWP reserves the right to:









Withdraw this RFP at any time without prior notice. Further, the DWP expressly reserves the right to
postpone the opening of proposal for its own convenience.
Accept or reject any and all proposals received in response to this RFP, and to re-advertise for new
proposals.
Waive or modify any irregularities in proposals received after prior notification to the consultant.
Request the submission of proposal modification at any time before the award is made, if such is in the
best interest of the DWP.
Consider proposals or modifications received at any time before the award is made, if such is in the best
interest of the DWP.
Request clarification and/or additional information from the consultant during the evaluation process.
In the event of Agreement termination, enter into Agreement negotiations with the next most qualified
firm that submitted an acceptable proposal, rather than redoing the proposal process for the project.
Negotiate with the selected consultant to include further services not identified in this RFP.

Expiration of the Proposal
By submitting a proposal, and if awarded the contract, the consultant agrees to enter into a Professional
Services Agreement, Attachment D, in which the content shall be agreed upon by both parties. The firm’s
proposal shall not be revocable for 90 days following the response deadline indicated in the RFP. The DWP
reserves the right to waive any defects in the offer of any consultant and to request additional information from
any or all consultants.

Work Results
The work results and the reports may not be released by the Consultant without prior written consent of the
DWP.
Thank you in advance for your interest in the City of Big Bear Lake, Department of Water and Power.
City of Big Bear Lake, Department of Water & Power
41972 Garstin Drive
PO Box 1929
Big Bear Lake, CA 92315
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ATTACHMENT A
Regional Labor Market
Jurupa Community Services District
Big Bear City Community Services District (Water Dept.)
Desert Water Agency
East Valley Water District
Monte Vista Water District
City of Ontario (Water Department)
City of Victorville (Water Department)
Including 3 to 5 additional comparable water agencies
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ATTACHMENT B
List of Positions – 30
Accounting Supervisor
Board Secretary/Administrative Analyst
Chief Financial Officer
Customer Field Service Supervisor
Customer Service Supervisor
Financial Analyst
General Manager
Human Resources Analyst
Transmission & Distribution Supervisor
Water Conservation/Public Information Supervisor
Water Production Supervisor
Water Superintendent
Accounting/Billing Assistant
Customer Service Representative I
Customer Service Representative II
Customer Service Representative – Senior
Field Data Technician
Meter Technician I
Meter Technician II
Pump Technician I
Pump Technician II
Purchaser/Inspector I
Purchaser/Inspector II
Senior Utility Billing Specialist
Utility Technician I
Utility Technician II
Utility Technician/Equipment Operator I
Utility Technician/Equipment Operator II
Water Conservation Technician
Water Operations Assistant
Temporary Laborer
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ATTACHMENT C
(To be submitted with the Fee Proposal)
PROPOSAL FOR
CLASSIFICATION AND COMPENSATION STUDY
CONSULTING FIRM SUBMITTAL FORM
(Consulting Firm) agrees to provide the City of
Big Bear Lake, Department of Water & Power with professional consulting services and we will provide the
following:
Total Project

$

Along with this proposal we have included the information listed on page 5 of this Request for Proposal.
By submitting a proposal, and if awarded an agreement, the Consultant agrees to enter into a Professional
Services Agreement (Attachment D) which the content shall be agreed upon by both parties. The Consultant’s
proposal shall not be revocable for 90 days following the response deadline indicated in the RFP.

Signature

Date

Printed Name

Title

Individual Authorized to Commit Consultant
Name:

Title:

Telephone

Number:
Email Address:

Consulting Firm’s Mailing Address:

Telephone Number:
Website:
Official Contact(s) Regarding All Matters Concerning Proposal
Name:

Title:

Telephone

Number:
Email Address:
12
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ATTACHMENT D

[[[MODEL AGREEMENT– REMOVE THIS TITLE WHEN USED]]]

DEPARTMENT OF WATER AND POWER,
CITY OF BIG BEAR LAKE
PROFESSIONAL SERVICES AGREEMENT

1.

PARTIES AND DATE.

This Agreement is made and entered into this ____ day of
, 201__, by and between the
Department of Water and Power, City of Big Bear Lake, a municipal organization organized
under the laws of the State of California with its principal place of business at 41972 Garstin
Drive, Big Bear Lake, California 92315 (“DWP”) and [ INSERT NAME___], a [ [INSERT TYPE
OF ENTITY - CORPORATION, PARTNERSHIP, SOLE PROPRIETORSHIP OR OTHER LEGAL ENTITY] ]
with its principal place of business at [ INSERT ADDRESS ] (“Consultant”). DWP and
Consultant are sometimes individually referred to as “Party” and collectively as “Parties.”

2.

RECITALS.

2.1
DWP. DWP is a Department of the City of Big Bear Lake, a charter city
organized under the laws of the State of California, with power to contract for services
necessary to achieve its purpose.
2.2
Consultant. Consultant desires to perform and assume responsibility for
the provision of certain professional services required by the DWP on the terms and
conditions set forth in this Agreement. Consultant represents that it is experienced in
providing [ INSERT TYPE OF SERVICES ] services to public clients, is licensed in the
State of California, and is familiar with the plans of DWP.

2.3
Project. DWP desires to engage Consultant to render such services for the
[_INSERT NAME OF PROJECT___] project (“Project”) as set forth in this
Agreement.
3.

TERMS.
3.1

Scope of Services and Term.

3.1.1 General Scope of Services. Consultant promises and agrees to
furnish to the DWP all labor, materials, tools, equipment, services, and incidental and
19361.00005\9542637.4
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customary work necessary to fully and adequately supply the professional [
INSERT TYPE OF SERVICES___] consulting services necessary for the Project
(“Services”). The Services are more particularly described in Exhibit “A” attached hereto
and incorporated herein by reference. All Services shall be subject to, and performed in
accordance with, this Agreement, the exhibits attached hereto and incorporated herein by
reference, and all applicable local, state and federal laws, rules and regulations.
3.1.2 Term. The term of this Agreement shall be from [ INSERT START
DATE___] to [ INSERT ENDING DATE ], unless earlier terminated as
provided herein. Consultant shall complete the Services within the term of this
Agreement, and shall meet any other established schedules and deadlines. [ IF A
MULTI-YEAR CONTRACT, ADD THE FOLLOWING: The DWP shall have the
unilateral option, at its sole discretion, to renew this Agreement annually for no more
than [ INSERT NUMBER ] additional one-year terms. Consultant shall complete the
Services within the term of this Agreement, and shall meet any other established
schedules and deadlines. ___]
3.2

Responsibilities of Consultant.

3.2.1 Control and Payment of Subordinates; Independent Contractor. The
Services shall be performed by Consultant or under its supervision. Consultant will
determine the means, methods and details of performing the Services subject to the
requirements of this Agreement. DWP retains Consultant on an independent contractor basis
and not as an employee. Consultant retains the right to perform similar or different services
for others during the term of this Agreement. Any additional personnel performing the
Services under this Agreement on behalf of Consultant shall also not be employees of
DWP and shall at all times be under Consultant’s exclusive direction and control.
Consultant shall pay all wages, salaries, and other amounts due such personnel in
connection with their performance of Services under this Agreement and as required
by law. Consultant shall be responsible for all reports and obligations respecting such
additional personnel, including, but not limited to: social security taxes, income tax
withholding, unemployment insurance, disability insurance, and workers’ compensation
insurance.
3.2.2 Schedule of Services. Consultant shall perform the Services
expeditiously, within the term of this Agreement, and in accordance with the Schedule of
Services set forth in Exhibit “B” attached hereto and incorporated herein by
reference. Consultant represents that it has the professional and technical personnel required
to perform the Services in conformance with such conditions. In order to facilitate
Consultant’s conformance with the Schedule, DWP shall respond to Consultant’s
submittals in a timely manner. Upon request of DWP, Consultant shall provide a more
detailed schedule of anticipated performance to meet the Schedule of Services.
3.2.3 Conformance to Applicable Requirements. All work prepared by
Consultant shall be subject to the approval of DWP.
3.2.4 Substitution of Key Personnel. Consultant has represented to DWP
that certain key personnel will perform and coordinate the Services under this
Agreement. Should one or more of such personnel become unavailable, Consultant may
substitute other personnel of at least equal competence upon written approval of DWP. In
the event that DWP and Consultant cannot agree as to the substitution of key personnel,

19361.00005\9542637.4
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DWP shall be entitled to terminate this Agreement for cause. As discussed below, any
personnel who fail or refuse to perform the Services in a manner acceptable to the
DWP, or who are determined by the DWP to be uncooperative, incompetent, a threat
to the adequate or timely completion of the Project or a threat to the safety of persons or
property, shall be promptly removed from the Project by the Consultant at the request of the
DWP. The key personnel for performance of this Agreement are as follows: [ INSERT
NAMES___].
3.2.5 DWP’s Representative. The DWP hereby designates [ INSERT
NAME OR TITLE___], or his or her designee, to act as its representative for the
performance of this Agreement (“DWP’s Representative”). DWP’s Representative shall
have the power to act on behalf of the DWP for all purposes under this Contract.
Consultant shall not accept direction or orders from any person other than the DWP’s
Representative or his or her designee.
3.2.6 Consultant’s Representative. Consultant hereby designates [ INSERT
NAME OR TITLE ], or his or her designee, to act as its representative for the
performance of this Agreement (“Consultant’s Representative”). Consultant’s
Representative shall have full authority to represent and act on behalf of the Consultant
for all purposes under this Agreement. The Consultant’s Representative shall supervise
and direct the Services, using his best skill and attention, and shall be responsible for
all means, methods, techniques, sequences and procedures and for the satisfactory
coordination of all portions of the Services under this Agreement.
3.2.7 Coordination of Services. Consultant agrees to work closely with
DWP staff in the performance of Services and shall be available to DWP’s staff,
consultants and other staff at all reasonable times.
3.2.8 Standard of Care; Performance of Employees. Consultant shall
perform all Services under this Agreement in a skillful and competent manner, consistent
with the standards generally recognized as being employed by professionals in the same
discipline in the State of California. Consultant represents and maintains that it is skilled in
the professional calling necessary to perform the Services. Consultant warrants that all
employees and subcontractors shall have sufficient skill and experience to perform the
Services assigned to them. Finally, Consultant represents that it, its employees and
subcontractors have all licenses, permits, qualifications and approvals of whatever nature
that are legally required to perform the Services, including a City Business License, and
that such licenses and approvals shall be maintained throughout the term of this
Agreement. As provided for in the indemnification provisions of this Agreement,
Consultant shall perform, at its own cost and expense and without reimbursement from the
DWP of the City of Big Bear Lake, any services necessary to correct errors or omissions
which are caused by the Consultant’s failure to comply with the standard of care provided for
herein. Any employee of the Consultant or its sub-consultants who is determined by
the DWP to be uncooperative, incompetent, a threat to the adequate or timely
completion of the Project, a threat to the safety of persons or property, or any employee
who fails or refuses to perform the Services in a manner acceptable to the DWP, shall be
promptly removed from the Project by the Consultant and shall not be re-employed to
perform any of the Services or to work on the Project.
3.2.9 Laws and Regulations. Consultant shall keep itself fully informed
of and in compliance with all local, state and federal laws, rules and regulations in any
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manner affecting the performance of the Project or the Services, including all Cal/OSHA
requirements, and shall give all notices required by law. Consultant shall be liable for all
violations of such laws and regulations in connection with Services. If the Consultant
performs any work knowing it to be contrary to such laws, rules and regulations and without
giving written notice to the DWP, Consultant shall be solely responsible for all costs arising
therefrom. Consultant shall defend, indemnify and hold DWP and the City of Big Bear
Lake, their officials, directors, officers, employees and agents free and harmless,
pursuant to the indemnification provisions of this Agreement, from any claim or liability
arising out of any failure or alleged failure to comply with such laws, rules or
regulations. Consultant agrees to certify that the consultant, any employee of the consultant,
or sub-contractor engaging in work for the DWP has not been debarred by the federal or
state government.
3.2.10 Insurance.
3.2.10.1 Time for Compliance. Consultant shall not commence
the Services under this Agreement until it has provided evidence satisfactory to the DWP
that it has secured all insurance required under this section. In addition, Consultant shall
not allow any subcontractor to commence work on any subcontract until it has provided
evidence satisfactory to the DWP that the subcontractor has secured all insurance
required under this section.
3.2.10.2 Minimum Requirements. Consultant shall, at its
expense, procure and maintain for the duration of the Agreement insurance against claims
for injuries to persons or damages to property which may arise from or in connection with
the performance of the Agreement by the Consultant, its agents, representatives,
employees or subcontractors. Consultant shall also require all of its subcontractors to
procure and maintain the same insurance for the duration of the Agreement. Such
insurance shall meet at least the following minimum levels of coverage:
(A)
Minimum Scope of Insurance. Coverage shall
be at least as broad as the latest version of the following: (1) General Liability: Insurance
Services Office Commercial General Liability coverage (occurrence form CG 0001); (2)
Automobile Liability: Insurance Services Office Business Auto Coverage form number CA
0001, code 1 (any auto); and (3) Workers’ Compensation and Employer’s Liability:
Workers’ Compensation insurance as required by the State of California and Employer’s
Liability Insurance.
(B)
Minimum Limits of Insurance.
Consultant
shall maintain limits no less than: (1) General Liability:One Million Dollars ($1,000,000)
per occurrence for bodily injury, personal injury and property damage. If Commercial
General Liability Insurance or other form with general aggregate limit is used, either the
general aggregate limit shall apply separately to this Agreement/location or the general
aggregate limit shall be twice the required occurrence limit; (2) Automobile Liability: One
Million Dollars ($1,000,000) per accident for bodily injury and property damage;
and (3) Workers’ Compensation and Employer’s Liability: Workers’ Compensation limits
as required by the Labor Code of the State of California. Employer’s Liability limits of One
Million Dollars ($1,000,000) per accident for bodily injury or disease.
3.2.10.3 Professional Liability. [INCLUDE ONLY IF
APPLICABLE - DELETE OTHERWISE] Consultant shall procure and maintain,
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and require its sub- consultants to procure and maintain, for a period of five (5) years
following completion of the Services, errors and omissions liability insurance appropriate
to their profession. Such insurance shall be in an amount not less than $1,000,000
[INCREASE IF NECESSARY - OTHERWISE LEAVE AS IS AND DELETE THIS
NOTE] per claim, and shall be endorsed to include contractual liability.
3.2.10.4 Insurance Endorsements. The insurance policies shall
contain the following provisions, or Consultant shall provide endorsements on forms
supplied or approved by the DWP to add the following provisions to the insurance
policies:
(A)
General Liability. The general liability policy
shall be endorsed to state that: (1) the DWP and the City of Big Bear Lake, its officials,
officers, employees, agents and volunteers shall be covered as additional insureds with
respect to the Services or operations performed by or on behalf of the Consultant, including
materials, parts or equipment furnished in connection with such work; and (2) the insurance
coverage shall be primary insurance as respects the DWP and the City, their officials,
officers, employees, agents and volunteers, or if excess, shall stand in an unbroken chain
of coverage excess of the Consultant’s scheduled underlying coverage. Any insurance or
self-insurance maintained by the DWP or the City, their officials, officers, employees,
agents and volunteers shall be excess of the Consultant’s insurance and shall not be called
upon to contribute with it in any way.
(B)
Automobile Liability. The automobile liability
policy shall be endorsed to state that: (1) the DWP and the City of Big Bear Lake, their
officials, officers, employees, agents and volunteers shall be covered as additional insureds
with respect to the ownership, operation, maintenance, use, loading or unloading of any auto
owned, leased, hired or borrowed by the Consultant or for which the Consultant is
responsible; and (2) the insurance coverage shall be primary insurance as respects the DWP
and the City, their officials, officers, employees, agents and volunteers, or if excess, shall
stand in an unbroken chain of coverage excess of the Consultant’s scheduled underlying
coverage. Any insurance or self-insurance maintained by the DWP or the City, their
officials, officers, employees, agents and volunteers shall be excess of the Consultant’s
insurance and shall not be called upon to contribute with it in any way.
(C)
Workers’ Compensation and Employers
Liability Coverage. The insurer shall agree to waive all rights of subrogation against the
DWP and the City of Big Bear Lake, their officials, officers, employees, agents and
volunteers for losses paid under the terms of the insurance policy which arise from work
performed by the Consultant.
(D)
All Coverages. Each insurance policy required by
this Agreement shall be endorsed to state that: (A) coverage shall not be suspended,
voided, reduced or canceled except after thirty (30) days prior written notice by certified
mail, return receipt requested, has been given to the DWP; and (B) any failure to comply
with reporting or other provisions of the policies, including breaches of warranties, shall
not affect coverage provided to the DWP or the City, their officials, officers, employees,
agents and volunteers.
3.2.10.5 Separation of Insureds; No Special Limitations. All
insurance required by this Section shall contain standard separation of insureds
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provisions. In addition, such insurance shall not contain any special limitations on the
scope of protection afforded to the DWP and the City of Big Bear Lake, their officials,
officers, employees, agents and volunteers.
3.2.10.6 Deductibles and Self-Insurance Retentions. Any
deductibles or self-insured retentions must be declared to and approved by the DWP.
Consultant shall guarantee that, at the option of the DWP, either: (1) the insurer shall
reduce or eliminate such deductibles or self-insured retentions as respects the DWP and the
City of Big Bear Lake, their officials, officers, employees, agents and volunteers; or (2) the
Consultant shall procure a bond guaranteeing payment of losses and related investigation
costs, claims and administrative and defense expenses.
3.2.10.7 Acceptability of Insurers. Insurance is to be placed
with insurers with a current A.M. Best’s rating no less than A:VIII, licensed to do
business in California, and satisfactory to the DWP.
3.2.10.8 Verification of Coverage. Consultant shall furnish DWP
with original certificates of insurance and endorsements effecting coverage required by
this Agreement on forms satisfactory to the DWP. The certificates and endorsements
for each insurance policy shall be signed by a person authorized by that insurer to bind
coverage on its behalf, and shall be on forms provided by the DWP if requested.
All certificates and endorsements must be received and approved by the DWP before
work commences. The DWP reserves the right to require complete, certified copies of all
required insurance policies, at any time.
3.2.11 Safety. Consultant shall execute and maintain its work so as to
avoid injury or damage to any person or property. In carrying out its Services, the
Consultant shall at all times be in compliance with all applicable local, state and federal
laws, rules and regulations, and shall exercise all necessary precautions for the safety of
employees appropriate to the nature of the work and the conditions under which the work is
to be performed. Safety precautions as applicable shall include, but shall not be limited to: (A)
adequate life protection and life saving equipment and procedures; (B) instructions in
accident prevention for all employees and subcontractors, such as safe walkways,
scaffolds, fall protection ladders, bridges, gang planks, confined space procedures,
trenching and shoring, equipment and other safety devices, equipment and wearing
apparel as are necessary or lawfully required to prevent accidents or injuries; and (C)
adequate facilities for the proper inspection and maintenance of all safety measures.
3.3

Fees and Payments.

3.3.1 Compensation. Consultant shall receive compensation, including
authorized reimbursements, for all Services rendered under this Agreement at the rates
set forth in Exhibit ”C” attached hereto and incorporated herein by reference. The total
compensation shall not exceed [ INSERT WRITTEN DOLLAR AMOUNT] ($
[INSERT NUMERICAL DOLLAR AMOUNT ]) without written approval of
DWP’s [ INSERT TITLE ]. Extra Work may be authorized, as described below; and if
authorized, said Extra Work will be compensated at the rates and manner set forth in this
Agreement.
3.3.2 Payment of Compensation. Consultant shall submit to DWP a
monthly itemized statement which indicates work completed and hours of Services

19361.00005\9542637.4

- 18 -

Page 22

EXHIBIT A

rendered by Consultant. The statement shall describe the amount of Services and
supplies provided since the initial commencement date, or since the start of the subsequent
billing periods, as appropriate, through the date of the statement. DWP shall, within fortyfive (45) days of receiving such statement, review the statement and pay all approved
charges thereon.
3.3.3 Reimbursement for Expenses. Consultant shall not be reimbursed
for any expenses unless authorized in writing by DWP.
3.3.4 Extra Work. At any time during the term of this Agreement, DWP
may request that Consultant perform Extra Work. As used herein, “Extra Work” means
any work which is determined by DWP to be necessary for the proper completion of the
Project, but which the Parties did not reasonably anticipate would be necessary at the
execution of this Agreement. Consultant shall not perform, nor be compensated for, Extra
Work without written authorization from DWP’s Representative.
3.3.5 Prevailing Wages. Consultant is aware of the requirements of
California Labor Code Sections 1720, et seq., and 1770, et seq., as well as California
Code of Regulations, Title 8, Section 16000, et seq., (“Prevailing Wage Laws”), which
require the payment of prevailing wage rates and the performance of other requirements on
certain “public works” and “maintenance” projects. [ INSERT “IF” OR “SINCE” AS
APPLICABLE ] the Services are being performed as part of an applicable “public
works” or “maintenance” project, as defined by the Prevailing Wage Laws, and [
INSERT “IF” OR “SINCE” AS APPLICABLE___] the total compensation is One
Thousand Dollars ($1,000) or more, Consultant agrees to fully comply with such
Prevailing Wage Laws. DWP shall provide Consultant with a copy of the prevailing
rates of per diem wages in effect at the commencement of this Agreement. Consultant
shall make copies of the prevailing rates of per diem wages foreach craft, classification or
type of worker needed to execute the Services available to interested parties upon request,
and shall post copies at the Consultant’s principal place of business and at the project site.
Consultant shall defend, indemnify and hold the DWP and the City of Big Bear Lake,
their elected officials, officers, employees, volunteers and agents free and harmless from
any claims, liabilities, costs, penalties or interest arising out of any failure or alleged
failure to comply with the Prevailing Wage Laws.
[**IF DWP IS AWARE THAT THE CONSULTANT WILL PERFORM WORK SUBJECT TO PREVAILING
WAGE LAW, PLEASE CONTACT LEGAL COUNSEL TO OBTAIN GUIDANCE REGARDING REVISING
THIS PROVISION**] Effective April 1, 2015, if the services are being performed as part of an
applicable “public works” or “maintenance” project, then pursuant to Labor Code Sections
1725.5 and 1771.1, the Consultant and all subconsultants must be registered with the
Department of Industrial Relations. Consultant shall maintain registration for the duration of
the project and require the same of any subconsultants. This project may also be subject to
compliance monitoring and enforcement by the Department of Industrial Relations. It shall be
Consultant’s sole responsibility to comply with all applicable registration and labor compliance
requirements
[
IF A MULTI-YEAR CONTRACT, ADD THE FOLLOWING: 3.3.6 Service Rates. In the event
that this Agreement is renewed pursuant to Section 3.1.2, if the Parties do not both agree to
another Service Rate, the Service Rates shall be automatically adjusted each year at the time of
renewal in accordance with the Consumer Price Index, All Urban Consumers, Los Angeles-
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Riverside-Orange Counties (“CPIU”). ___]

3.4

Accounting Records.

3.4.1 Maintenance and Inspection. Consultant shall maintain complete
and accurate records with respect to all costs and expenses incurred under this
Agreement. All such records shall be clearly identifiable. Consultant shall allow a
representative of DWP during normal business hours to examine, audit, and make
transcripts or copies of such records and any other documents created pursuant to this
Agreement. Consultant shall allow inspection of all work, data, documents, proceedings,
and activities related to the Agreement for a period of three (3) years from the date of
final payment under this Agreement.
3.5

General Provisions.
3.5.1 Termination of Agreement.

3.5.1.1 Grounds for Termination. DWP may, by written notice to
Consultant, terminate the whole or any part of this Agreement at any time and without
cause by giving written notice to Consultant of such termination, and specifying the
effective date thereof, at least seven (7) days before the effective date of such
termination. Upon termination, Consultant shall be compensated only for those services
which have been adequately rendered to DWP, and Consultant shall be entitled to no
further compensation. Consultant may not terminate this Agreement except for cause.
3.5.1.2 Effect of Termination. If this Agreement is terminated as
provided herein, DWP may require Consultant to provide all finished or unfinished
Documents and Data and other information of any kind prepared by Consultant in
connection with the performance of Services under this Agreement. Consultant shall be
required to provide such documents and other information within fifteen (15) days of the
request.
3.5.1.3 Additional Services. In the event this Agreement is
terminated in whole or in part as provided herein, DWP may procure, upon such terms
and in such manner as it may determine appropriate, services similar to those terminated.
3.5.2 Delivery of Notices. All notices permitted or required under this
Agreement shall be given to the respective Parties at the following address, or at such
other address as the respective parties may provide in writing for this purpose:

DWP
Department of Water and Power,
City of Big Bear Lake
41972 Garstin Drive
P.O. Box 1929
Big Bear Lake, CA 92315
Attn: [INSERT NAME]

Consultant
[
INSERT NAME ]
[
INSERT ADDRESS ]
[
INSERT ADDRESS ]
Attn: [ INSERT NAME___]

Such notice shall be deemed made when personally delivered or when mailed, forty-eight (48)
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hours after deposit in the U.S. Mail, first class postage prepaid and addressed to the Party at its
applicable address. Actual notice shall be deemed adequate notice on the date actual notice
occurred, regardless of the method of service.

3.5.3 Ownership of Materials and Confidentiality.
3.5.3.1 Documents & Data; Licensing of Intellectual Property.
This Agreement creates a non-exclusive and perpetual license for DWP to copy, use,
modify, reuse, or sublicense any and all copyrights, designs, and other intellectual property
embodied in plans, specifications, studies, drawings, estimates, and other documents or
works of authorship fixed in any tangible medium of expression, including but not limited
to, physical drawings or data magnetically or otherwise recorded on computer diskettes,
including, without limitation, any Computer Aided Design and Drafting (“CADD”) data,
which are prepared or caused to be prepared by Consultant under this Agreement
(“Documents & Data”). Consultant shall require all subcontractors to agree in writing
that DWP is granted a non-exclusive and perpetual license for any Documents & Data
the subcontractor prepares under this Agreement. Consultant represents and warrants
that Consultant has the legal right to license any and all Documents & Data. Consultant
makes no such representation and warranty in regard to Documents & Data which were
prepared by design professionals other than Consultant or provided to Consultant by the
DWP. DWP shall not be limited in any way in its use of the Documents & Data at any
time, provided that any such use not within the purposes intended by this Agreement shall
be at DWP’s sole risk. Any CADD data delivered to DWP shall not include the
professional stamp or signature of an engineer, architect, or any other licensed
professional, but shall be followed with a hard copy with such stamp or signature.
3.5.3.2 Confidentiality. All ideas, memoranda, specifications,
plans, procedures, drawings, descriptions, computer program data, input record data,
written information, and other Documents and Data either created by or provided to
Consultant in connection with the performance of this Agreement shall be held
confidential by Consultant. Such materials shall not, without the prior written consent of
DWP, be used by Consultant for any purposes other than the performance of the Services.
Nor shall such materials be disclosed to any person or entity not connected with the
performance of the Services or the Project. Nothing furnished to Consultant which is
otherwise known to Consultant or is generally known, or has become known, to the
related industry shall be deemed confidential. Consultant shall not use DWP’s or the City
of Big Bear Lake’s name or insignia, photographs of the Project, or any publicity
pertaining to the Services or the Project in any magazine, trade paper, newspaper,
television or radio production or other similar medium without the prior written consent of
DWP or the City.
3.5.4 Cooperation; Further Acts. The Parties shall fully cooperate with
one another, and shall take any additional acts or sign any additional documents as may
be necessary, appropriate or convenient to attain the purposes of this Agreement.
3.5.5 Attorney’s Fees. If either Party commences an action against the
other Party, either legal, administrative or otherwise, arising out of or in connection
with this Agreement, the prevailing party in such litigation shall be entitled to have and
recover from the losing party reasonable attorney’s fees and all other costs of such action.
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3.5.6 Indemnification. Consultant shall defend, indemnify and hold the
DWP and the City of Big Bear Lake, their officials, officers, employees, volunteers and
agents free and harmless from any and all claims, demands, causes of action, costs,
expenses, liability, loss, damage or injury, in law or equity, to property or persons,
including wrongful death, in any manner arising out of or incident to any negligent acts or
omissions or willful misconduct of Consultant, its officials, officers, employees, agents,
consultants and contractors arising out of or in connection with the performance of the
Services, the Project or this Agreement, including without limitation the payment of all
consequential damages and attorney’s fees and other related costs and expenses. Consultant
shall defend, at Consultant’s own cost, expense and risk, any and all such aforesaid suits,
actions or other legal proceedings of every kind that may be brought or instituted against
DWP or the City, their officials, officers, employees, agents or volunteers. Consultant
shall pay and satisfy any such judgment, award or decree that may be rendered against
DWP or the City or their officials, officers, employees, agents or volunteers, in any such
suit, action or other legal proceeding. Consultant shall reimburse DWP and the City and
their officials, officers, employees, agents and/or volunteers, for any and all legal expenses
and costs incurred by each of them in connection therewith or in enforcing the indemnity
herein provided. Consultant’s obligation to indemnify shall not be restricted to insurance
proceeds, if any, received by the DWP or the City, their officials, officers, employees, agents
or volunteers. [***IF FOR DESIGN PROFESSIONAL SERVICES (ARCHITECT,
LANDSCAPE ARCHITECT, ENGINEER OR LAND SURVEYOR), USE THE
FOLLOWING ALTERNATIVE LANGUAGE AND DELETE THE ABOVE
LANGUAGE. To the fullest extent permitted by law, Consultant shall defend, indemnify
and hold the DWP and the City, their officials, officers, employees, volunteers, and
agents free and harmless from any and all claims, demands, causes of action, costs,
expenses, liability, loss, damage or injury, in law or equity, to property or persons,
including wrongful death, in any manner arising out of, pertaining to, or relating to any
negligence, errors or omissions, recklessness, or willful misconduct of Consultant, its
officials, officers, employees, agents, consultants, and contractors arising out of or in
connection with the performance of the Consultant’s Services, including without
limitation the payment of all consequential damages, expert witness fees, and attorneys
fees and other related costs and expenses. Consultant shall defend, at Consultant’s own
cost, expense and risk, any and all such aforesaid suits, actions or other legal proceedings of
every kind that may be brought or instituted against the DWP or the City, their officials,
officers, employees, agents, or volunteers. Consultant shall pay and satisfy any
judgment, award or decree that may be rendered against DWP or the City or their officials,
officers, employees, agents, or volunteers, in any such suit, action or other legal
proceeding. Consultant shall reimburse DWP and the City and their officials, officers,
employees, agents, and/or volunteers, for any and all legal expenses and costs incurred by
each of them in connection therewith or in enforcing the indemnity herein provided.
Consultant’s obligation to indemnify shall not be restricted to insurance proceeds, if any,
received by the DWP or the City, their officials officers, employees, agents, or
volunteers.***]
3.5.7 Entire Agreement. This Agreement contains the entire Agreement
of the Parties with respect to the subject matter hereof, and supersedes all prior
negotiations, understandings or agreements. This Agreement may only be modified by a
writing signed by both Parties.
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3.5.8 Governing Law. This Agreement shall be governed by the laws of
the State of California. Venue shall be in San Bernardino County.
3.5.9 Time of Essence. Time is of the essence for each and every
provision of this Agreement.
3.5.10 DWP’s Right to Employ Other Consultants. DWP reserves right to
employ other consultants in connection with this Project.
3.5.11 Successors and Assigns. This Agreement shall be binding on the
successors and assigns of the Parties.
3.5.12 Assignment or Transfer. Consultant shall not assign, hypothecate,
or transfer, either directly or by operation of law, this Agreement or any interest herein
without the prior written consent of the DWP. Any attempt to do so shall be null and void,
and any assignees, hypothecates or transferees shall acquire no right or interest by reason
of such attempted assignment, hypothecation or transfer.
3.5.13 Construction; References; Captions. Since the Parties or their
agents have participated fully in the preparation of this Agreement, the language of this
Agreement shall be construed simply, according to its fair meaning, and not strictly for
or against any Party. Any term referencing time, days or period for performance shall be
deemed calendar days and not work days. All references to Consultant include all
personnel, employees, agents, and subcontractors of Consultant, except as otherwise
specified in this Agreement. All references to DWP include its elected officials, officers,
employees, agents, and volunteers except as otherwise specified in this Agreement. The
captions of the various articles and paragraphs are for convenience and ease of reference
only, and do not define, limit, augment, or describe the scope, content, or intent of this
Agreement.
3.5.14 Amendment; Modification. No supplement, modification, or
amendment of this Agreement shall be binding unless executed in writing and signed by
both Parties.
3.5.15 Waiver. No waiver of any default shall constitute a waiver of any
other default or breach, whether of the same or other covenant or condition. No waiver,
benefit, privilege, or service voluntarily given or performed by a Party shall give the other
Party any contractual rights by custom, estoppels, or otherwise.
3.5.16 No Third Party Beneficiaries. There are no intended third party
beneficiaries of any right or obligation assumed by the Parties.
3.5.17 Invalidity; Severability. If any portion of this Agreement is declared
invalid, illegal, or otherwise unenforceable by a court of competent jurisdiction, the
remaining provisions shall continue in full force and effect.
3.5.18 Prohibited Interests. Consultant maintains and warrants that it has
not employed nor retained any company or person, other than a bona fide employee
working solely for Consultant, to solicit or secure this Agreement. Further, Consultant
warrants that it has not paid nor has it agreed to pay any company or person, other than a
bona fide employee working solely for Consultant, any fee, commission, percentage,
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brokerage fee, gift or other consideration contingent upon or resulting from the award or
making of this Agreement. For breach or violation of this warranty, DWP shall have the
right to rescind this Agreement without liability.
For the term of this Agreement, no member, officer or employee of DWP or the City, during the
term of his or her service with DWP or the City, shall have any direct interest in this Agreement,
or obtain any present or anticipated material benefit arising there from.

3.5.19 Equal Opportunity Employment. Consultant represents that it is an
equal opportunity employer and it shall not discriminate against any subcontractor,
employee or applicant for employment because of race, religion, color, national origin,
handicap, ancestry, sex or age. Such non-discrimination shall include, but not be limited
to, all activities related to initial employment, upgrading, demotion, transfer, recruitment or
recruitment advertising, layoff or termination. Consultant shall also comply with all relevant
provisions of any City of Big Bear Lake’s Minority Business Enterprise program,
Affirmative Action Plan or other related programs or guidelines currently in effect or
hereinafter enacted.
3.5.20 Labor Certification. By its signature hereunder, Consultant certifies
that it is aware of the provisions of Section 3700 of the California Labor Code which
require every employer to be insured against liability for Workers’ Compensation or to
undertake self- insurance in accordance with the provisions of that Code, and agrees to
comply with such provisions before commencing the performance of the Services.
3.5.21 Compliance with City Policies. Contractor certifies that it is aware
of the provisions of the City of Big Bear Lake’s “Drug/Alcohol-Free Workplace
policy,” “Harassment and Compliant Procedure,” and “Violence in the Workplace
Policy,” and agrees to comply with such provisions at all times during the performance of
all work governed by this Contract.
3.5.22 Authority to Enter Agreement. Consultant has all requisite power
and authority to conduct its business and to execute, deliver, and perform the Agreement.
Each Party warrants that the individuals who have signed this Agreement have the legal
power, right, and authority to make this Agreement and bind each respective Party.
3.5.23 Counterparts. This Agreement may be signed in counterparts, each
of which shall constitute an original.
3.6

Subcontracting.

3.6.1 Prior Approval Required. Consultant shall not subcontract any
portion of the work required by this Agreement, except as expressly stated herein,
without prior written approval of DWP. Subcontracts, if any, shall contain a provision
making them subject to all provisions stipulated in this Agreement.
[SIGNATURES ON FOLLOWING PAGE.]
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DEPARTMENT OF WATER AND POWER,
CITY OF BIG BEAR LAKE

By:

[INSERT CONSULTANT’S NAME]

By:
Reginald A. Lamson
General Manager

(INSERT NAME)
(Insert Title)

Attest:
By:

Name

Date

IN COMPLIANCE WITH PURCHASING POLICIES/ PROCEDURES
By:

Chief Financial Officer

Date

1

Attestation of Consultant’s signature must be obtained when required by the by-laws, articles
of incorporation or other laws, rules or regulations applicable to Consultant’s business entity.
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EXHIBIT “A”
SCOPE OF SERVICES
[INSERT SCOPE]
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EXHIBIT “B”
SCHEDULE OF SERVICES
THE CONSULTANT SHALL DILIGENTLY AND CONTINUOUSLY UNDERTAKE
THROUGH COMPLETION ALL WORK REQUIRED UNDER THIS AGREEMENT
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EXHIBIT “C”
COMPENSATION
[INSERT RATES & AUTHORIZED REIMBURSABLE EXPENSES]

B-1
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Proposal to Conduct a Classification
and Compensation Study
March 2019

Submitted by
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DELOACH & Associates, Inc.

Proposal to Conduct a Classification
and Compensation Study for the City
of Big Bear Lake Department of
Water and Power

City of Big Bear Lake Department of Water – Classification & Compensation Study
March 8, 2019

1

Page 34

EXHIBIT B

DELOACH & Associates, Inc.

COVER LETTER – LETTER OF TRANSMITTAL

March 8, 2019

Ms. Rachel M. Franklin
Human Resources/Risk Management
City of Big Bear Lake Department of Water and Power
Post Office Box 1929
Big Bear Lake, CA. 92315

Subject:

PROPOSAL TO CONDUCT A CLASSIFICAITON AND COMPENSATION
STUDY FOR THE CITY OF BIG BEAR LAKE DEPARTMENT OF WATER &
POWER

Dear Ms. Franklin;

DELOACH & Associates, Inc. (“Consultant”) is pleased to submit our proposal to conduct a
Classification and Compensation Study for the City of Big Bear Lake Department of Water
& Power Department (“DWP”). The DWP is undertaking this effort to evaluate current employee
position classifications and total compensation, as well as evaluate current and future staffing
level needs.
Our firm is uniquely qualified to provide value to your organization based on our experience
working with water and wastewater utilities throughout California. This effort includes assignments
for city, county, special district as well as for for-profit and non-profit clients. Our extensive
experience assessing and maximizing organizational performance has guided our approach to
this project. Our goals for this effort are established in our understanding of the challenges
confronting the water and wastewater industry and our demonstrated expertise in developing
long-term strategies that maintain and build operational efficiency.
As President of DELOACH & Associates, Inc., Mr. DeLoach is authorized to negotiate terms and
conditions as well as obligate Consultant at all times during the duration of this project. We have
carefully read and understand each provision of the Request For Proposal (“RFP”) including
questions submitted by consultants and responses by the DPW. Mr. DeLoach will assume the
lead role and responsibility as Project Director and will be responsible for the successful
completion of the project. Our company is dedicated to each of our client’s projects and commits
the necessary resources to achieve the highest levels of quality control, commitment to meeting
project timelines and budget to ensure the highest quality work product.
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FIRM ORGANIZATION AND QUALIFICATIONS
DELOACH & Associates, Inc. is a full-service utility management consulting firm focused on
municipal and private utility management and utility asset management. With over 25 years of
municipal and private utility experience Mr. DeLoach is a recognized leader, innovator and
facilitator creating value for his clients.
We are a private California Corporation (S-Corporation) located in Rancho Cucamonga, CA. We
have worked extensively throughout the State of California as well completed several projects in
Arizona and Nevada. We have extensive experience working within public sector organizations
including both union and non-union work environments, City Councils, Special District Board of
Directors and Joint Power Authorities.
Our firm’s areas of expertise include organizational development and staffing assessments,
operational performance assessments, strategic planning, classification and compensation
reviews, employee and board development, executive recruitment services and executive
management performance appraisals. Our dedicated team of professionals is uniquely qualified
based on our combined years of utility management experience allowing us to respond to our
client needs as demonstrated by our record of successfully completed projects.

Representative Experience and References
City of Pasadena Water & Power (“PWP”)
Project title:
Contact:

Organizational Performance Assessment – Water Operations (2018)
Gurcharan Bawa, Director of Public Works
(626) 744-4478
gbawa@cityofpasadena.net

The objective of the Organizational Performance Assessment (“OPA”) was to assist PWP
leadership including the City Council in assessing its current operational performance,
organizational structure and employee position classifications in relation to its compensation plan.
The OPA was used to evaluate staffing levels consistent with operational needs including an
evaluation of programs and services and realigning position classifications and supervisory span
of control. A comparative review of agencies of similar size and scope was undertaken to
‘benchmark’ performance.

Mission Springs Water District (“MSWD”)
Project title:
Contact:

Update of Employee Classification and Compensation Schedule (2018)
Matt McCue, Director of Finance and Administration
(760) 329-6448
mmccue@mswd.org

MSWD had experienced significant organizational change resulting in a 33% reduction in staffing
in 2012. There were two objectives to this project with the first being a review of the
organizational structure, operational performance and the existing staffing allocation plan. The
findings and recommendations indicated that the organizational structure would need to be
revised and additional resources allocated to adequately meet required performance objectives.
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The second objective was to review, update and modify position classifications and conduct a
salary study consistent with the revised staffing plan.

Valley Center Municipal Water District (“VCMWD”)

Project title:
Contact:

Classification and Compensation Study
Gary Arant, General Manager
garant@vcmwd.org

VCMWD retained DELOACH & Associates, Inc. to complete a classification and compensation
study that would be competitive within the San Diego County labor market and provided VCMWD
the ability to attract, retain and motivate employees. The labor market for VCMWD was
established on two primary factors. The first being the geographic location of the agency and the
reasonable expectation for commute times for employees. The second factor related to unique
and specific aspects of individual position classifications that may not be readily found within the
geographic labor market. The effort resulted in development of revised position classifications and
a total compensation analysis and comparison to agencies within their prescribed labor market.

City of Pomona Utility Department

Project title:
Contact:

Water and Wastewater Department Staffing Study
Darron Poulsen, Manager of Utility Operations
(909) 620-6122
darron_poulsen@ci.pomona.ca.gov

DELOACH & Associates, Inc. was a sub-consultant to Woodard and Curran and was tasked with
conducting a Staffing Study (“Study”) as part of a larger strategic planning effort for the City. The
Study included an assessment of current utility operations, allocation of staffing resources, and
development of comparative data from other utilities of similar size and scope to support
recommended staffing levels needed in the future. We also conducted a sampling of benchmark
position compensation levels to be used to determine if a larger classification and compensation
study would be warranted.

Association of California Water Agencies (“ACWA”)
Project title:
Contact:

Organizational Performance Assessment (“OPA”)
Tim Quinn, Executive Director (Retired)
Cindy Tuck, Deputy Executive Director
timq@acwa.com
cindyt@acwa.com

The ACWA Board of Directors and Executive Director for ACWA initiated the development of an
Organizational Performance Assessment to evaluate the performance effectiveness of the State’s
largest non-profit member organization. The objective was to identify strengths and weaknesses
of the current organizational structure and allocation of staffing as it related to service delivery
and performance effectiveness. A review of executive leadership needs within the organization
was also conducted.
City of Big Bear Lake Department of Water – Classification & Compensation Study
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KEY PERSONNEL
We have a dedicated team of professionals that will be committed to this Classification and
Compensation Study effort. Each member of our team has worked on a variety of water and
wastewater utility projects and is intimately familiar with the issues and challenges facing public
utility sector organizations today. We are experienced with the time demands and service delivery
expectations associated with projects and assignments such as the Classification and
Compensation Study for the DWP.
The team of professionals assigned to this project is noted below:
Robert A. DeLoach
Project Director
Mr. DeLoach is President and founder of DELOACH & Associates Inc., a full service management
consulting practices focused on public and private sector utility management.
After completing his education at the California State University Pomona in 1975, Mr. DeLoach
obtained his C-27 State Contractors license and successfully operated a landscape and irrigation
construction business. In 1983 he transitioned into the public sector and became the Director of
Public Works and Engineering for the City of Azusa and then in 1990 with the City of Pomona
where he managed municipal public works, engineering, water, sewer and storm water systems.
In 1997, he assumed the executive leadership role as General Manager and CEO for the
Cucamonga Valley Water District and President of Fontana Union Water Company. The vision to
develop his consulting practice was driven by the need for focused utility management experience
in the consulting arena. In 2010 he established DELOACH & Associates, Inc. and has
successfully worked with public and private water and wastewater agencies in California and
Arizona as well as many of the firms that support the utility industry.
In addition to the background and experience noted above, Mr. DeLoach is currently a Project
Director for The Pacific Institute based in Seattle, WA, and since 2017, served as President and
CEO of Integrated Stormwater Resources, a private storm water utility.
Mr. DeLoach will serve as the Project Director for the Classification and Compensation Study for
the City of Big Bear Lake Department of Water and Power and will coordinate all of the firm’s
efforts and will be responsible for all work products and deliverables.
John Rossi, CPA
Senior Consultant
Mr. Rossi brings over 20 years of experience in utility management to our team. Mr. Rossi has
extensive experience in municipal finance and accounting, utility rate analysis, quantifying
organizational performance standards and conducting utility program cost benefit analysis. Mr.
Rossi will have a key role on our team in the analysis of employee position classifications,
compensation and benefit analysis including integration of compensation survey data from the
benchmark survey agencies. Mr. Rossi obtained his Bachelors degree from National University in
San Diego, CA. and graduated Magna Cum Laude.
Before joining DELOACH & Associates, Inc., Mr. Rossi served as General Manager for Western
Municipal Water District one of the largest water utilities in Riverside County. His prior work
experience includes a successful tenure as the CEO for the Chino Basin Watermaster and as the
General Manager for the Elsinore Valley Metropolitan Water District.
City of Big Bear Lake Department of Water – Classification & Compensation Study
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JoLynne Russo-Pereyra
Technical Coordinator/Survey Analytics
Ms. Pereyra will serve as the Technical Coordinator for this project and will be responsible for
survey analytics and technical report writing and graphics development of the final work product.
Ms. Pereyra has over 25 years of municipal water and wastewater experience serving in various
capacities for both city and special district government. She has served as an instructor at the
University of California, Riverside where she taught strategic and organizational leadership.
Additionally, Ms. Pereyra has served as the Assistant General Manager for the Cucamonga
Valley Water District. She obtained her Bachelors degree in Political Science from the University
of California, Santa Barbara and her MPA from Columbia University in New York.

Beth Barry
Administrative Coordinator
Ms. Barry has worked for DELOACH & Associates, Inc. since 2014 and will serve as the
Administrative Coordinator for this project. In this capacity she will be responsible for providing
administrative support and coordination for all aspects of the project. Ms. Barry will also serve as
the primary liaison with the DWP and will be continuously available to DWP staff as needed.
Since joining our team Ms. Barry has worked on a number of classification, compensation and
organizational assessment projects for cities, counties and special districts. Prior to joining our
firm Ms. Barry worked extensively in the field of executive administration and customer service
support.

SCOPE OF INVOLVMENT OF DWP STAFF
During the course of project it will be important to maintain a high level of communication between
the DWP and Consultant. We are proposing the establishment of a Project Team consisting of
individuals from both the DWP and the Consultant. In-person meetings will be carefully
coordinated to ensure the project progresses efficiently through to the final report completion date
identified in the Request for Proposal. Email and telephonic communication will be used
extensively to efficiently maintain active participation and communication for the duration of the
project. Our offices are conveniently located in Rancho Cucamonga, CA., which will allow us to
be continuously available to DPW staff as needed. A project schedule will be developed with
designated milestones and deliverables to guide progress and minimize disruptions to DWP staff.
We anticipate a number of designated points of interaction with DWP staff. Additional meetings
may be required in addition to those indicated below and the Consultant team will be continuously
available to meet with DWP staff as required.
1. Initial project orientation with Project Team
Note: Refer to Tasks 1 and 2 of the proposed Scope of Work.
Approximate time allocated: 90 minutes – 2 hours.
2. Organizational performance review and level of service analysis. Review findings
of staffing level analysis.
Note: Refer to Task 3 of the proposed Scope of Work. Approximate time
allocated: 2 hours. Task 3.4, DPW staff interviews: 30-45 minutes each.
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3. Meet with employees who will be asked to complete the PDQ.
Note: Refer to Task 5 of the proposed Scope of Work. Initial meeting
may be conducted by the Human Resources/Risk Management staff or
held in conjunction with project orientation meeting (same day) or
separately at DWP offices. Approximate time allocated to the initial
meeting: 30-45 minutes. Individual employee supervisor meetings: 15-20
minutes/PDQ.
4. Review results of classification analysis and compensation survey with Project
Team.
Note:
Refer to Task 4 and 5 of the proposed Scope of Work. We
anticipate that this step will require 2 meetings. Approximate time
allocated: 3 – 5 hours.
5. Presentation of Classification and Compensation Study report to Project Team
a. Review presentation materials to DWP Board of Commissioners,
employee groups and supervisory staff.

PROPOSED SCOPE OF WORK
The City of Big Bear Lake, Department of Water and Power is seeking a Classification and
Compensation Study which will also include an analysis of staffing levels for water agencies of
similar size and scope. Located in San Bernardino County the DWP provides water service to a
service area population of approximately 15,700 in the Bear Valley of the San Bernardino
Mountains at an elevation of over 6,500 feet above sea level. The DWP employee’s 35 full-time
employees assigned to various administrative and operational functions. The current labor market
has been established within both San Bernardino and Riverside Counties from which it would be
reasonable to expect that prospective candidates would be willing to commute to work.
Conducting a Classification and Compensation Study and Staffing Review will be provide the
DWP with an assessment of their competitive position in the labor market and assist with making
decisions consistent with the organizations compensation philosophy. The information will be
useful in evaluating the DWP’s ability to attract, retain and motivate employees to ensure a
competent and motivated workforce.
Our industry experience in analyzing organizational performance and its impacts on developing
the most effective organizational structure is a critical component of our strategy in creating the
optimum compensation plan for the DWP. Understanding the performance capacity of the current
organization including the potential for modifying the organizational structure or reclassifying
employee positions is integral to our critical path process of initiating a classification and
compensation study. The cost of employee compensation and benefits on the overall cost of
conducting business has increasingly become an obstacle to improving operational performance.
We have identified a number of critical issues related to the staffing review that will be addressed
as part of our proposal.
Our proposal will include the tasks on the following pages:

City of Big Bear Lake Department of Water – Classification & Compensation Study
March 8, 2019

9

Page 42

EXHIBIT B

DELOACH & Associates, Inc.
Task 1 – Conduct project orientation with DWP representatives, establish the Project
Team, initial documentation review, and classification and compensation survey
methodology.
The objective of Task 1 is for DWP and the Consultant is to introduce their respective project
team members, review the Professional Service Agreement and related contract documents,
review project scope of work, deliverables and schedule.
1.
2.
3.
4.
5.

6.
7.

Conduct project orientation meeting, identify DWP and Consultant Project Team
and contact information.
Review project scope of work, project objectives, project deliverable schedule,
and review Consultant work plan and schedule.
Obtain and conduct initial review of relevant supporting documentation identified
in Attachment A of DPW Request for Proposal.
Review comparable agency list provided as part of the benchmarking effort.
Review benchmark survey methodology and components to be used in the
Classification and Compensation level analysis. Sample survey instruments to be
used are attached. (Attachments I and II).
Review Position Description Questionnaire (“PDQ”) and methodology for
disseminating and collecting completed PDQ’s. (Attachment III – 9 pages).
Identify existing staffing constraints, operational performance “Gaps” and
standards for comparison, i.e. Key Performance Indicators (“KPI”) measurement,
AWWA standards, standard industry practices and best management practices.

Task 2 – Assessment of the current compensation philosophy, identify current
recruitment and retention issues, and identify position classifications to serve as labor
market benchmark positions.
The objective of Task 2 is to understand the functionality of the current compensation plan and
the issues impacting employee attraction and retention within the current labor market including
the operational, budgetary and political drivers.
1.

2.
3.
4.
5.

Identify issues and constraints within the current plan to include salary
compaction, overlap and DPW’s competitive position of “lead, match or lag”
within the current labor market.
Review current employee classifications, personnel rules and regulations,
approved resolutions and related documents.
Analyze compensation trends issues over the past 10 years and the increase or
decrease in employee related expenses.
Review employee recruitment and retention issues (if any) related to the current
compensation plan.
Identify position classifications to serve as labor market benchmark positions and
internal relationships.

Task 3 – Evaluate the performance effectiveness of the current staffing plan and
organizational structure, analyze how labor and resources are allocated across all
operational functions and quantify service levels. Develop internal Key Performance
Indicators.
The objective of Task 3 is to prepare an analysis of how the current organizational structure
functions, its ability to accommodate growth, establish “Gaps” in existing service levels and
analyze organizational trends. Recommendations for modifying the current organizational
structure and individual position classifications will be analyzed in this task.
City of Big Bear Lake Department of Water – Classification & Compensation Study
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1.
2.

3.
4.
5.
6.

7.
8.
9.
10.

Conduct internal KPI survey; formulate data for Project Team review. (Sample
KPI Worksheet. (Attachment 4).
Identify staffing constraints and operational performance “Gaps” and standards of
comparison. Consultant will use industry standards developed by the American
Water Works Association (AWWA), standard water utility industry practices and
best management practices.
Develop level of service comparison matrix by service or function.
Conduct interviews with select DPW staff responsible for key operational and
administrative performance.
Analyze organizational capacity to respond to anticipated growth within the
current structure.
Prepare a summary of organizational data for each survey agency including total
number of customers, annual operating budget and total number of full-time
employees.
Identify operational best practices that can be leveraged across the organization
to improve service delivery.
Conduct an analysis of organizational trends with the current plan of
organization.
Review services provided by outside contractor or vendor. Quantify service
levels, cost/benefit effectiveness and allocation of staffing.
Prepare a summary report of Task 3.

Task 4 – Conduct salary and benefits comparison survey and collect organizational
benchmark data.
This objective of Task 4 is to provide the Department with a comparison of its salary and benefit
plan within the current labor market.
1.
2.

3.
4.
5.
6.
7.

Contact survey agencies to obtain support for compensation survey support and
identify key contact person.
Collect salary and benefit data from agencies identified in the Regional Labor
Market. (Attachment A of Request for Proposal). Salary and benefit data included
in the survey shall consist of the list of employee benefits provided. Wages and
benefits for the current fiscal year 2018-2019 budget will be used as the study
benchmark.
Conduct follow-up discussions with survey agencies as necessary to clarify
information.
Identify emerging trends in management of employee compensation and benefits
including employee pension programs.
Prepare a summary report of employee benefit data collected through the labor
market survey
Prepare a summary report identifying the compensation practices of the survey
agencies
Prepare a summary report of employee compensation (salary) indicating the
DWP’s current position in relation to the labor market average for each
classification.
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Task 5 – Conduct employee position classification review, identifying specific position
duties and responsibilities and evaluate existing career ladders within job families.

The objective of Task 5 is to provide the DWP with an evaluation of the existing position
classifications and provide recommendations for modifying current position
classifications.
1.

2.

3.
4.

5.
6.
7.

Consultant interview with Department employees to review their
completed PDQ and to verify work requirements and the nature of
supervision provided or exercised.
Where necessary conduct group meetings with employees of similar or
identical position classifications to clarify specific position requirements or
issues related to job responsibilities and function.
Review completed employee PDQ’s with employee’s supervisor or
manager.
Conduct a “Job Match” survey to determine if position classifications
appropriately align with current job responsibilities, skills and
qualifications. Identify distinguishing characteristics within the position
classification.
Analyze current position classifications for internal equity and external
competitiveness.
Develop new or revised position classifications.
Prepare a summary report of Task 5 including revisions to the current
organizational structure.

Task 6 - Preparation of a Classification and Compensation Study Report including
a Staffing Level needs analysis. Presentation of final report and
recommendations to employee groups and the Board of Commissioners.
The objective of Task 6 is to prepare the Classification and Compensation Study Report
incorporating the various task summary reports and findings, collected survey data, trend
analysis and presentation of final report.
1.
2.
3.

Prepare Classification and Compensation Study report
Presentation to Board of Commissioners and employee groups.
Provide five (5) physical copies and one electronic copy of the final study.
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PROJECT SCHEDULE
Consultant will commit the resources necessary to complete the Classification and Compensation
Study by the August 20, 2019 completion date. Tasks identified in our Scope of Work will run
concurrently.

Task

April

May

June

July

August

(4/8/19)

Task 1
Task 2
Task 3
Task 4
Task 5
Task 6

(8/20/19)

X
X
X

Notes to Project Schedule:
1.
2.

3.
4.

Refer to “Scope of Involvement of DPW Staff” on pages 8 and 9 for anticipated
scheduled meetings with Project Team.
Consultant will coordinate with the DPW to develop anticipated target dates for
submittal and presentation of summary reports identified in Tasks 2,3, and 5.
Reports will be submitted in electronic format.
Approximate dates of summary reports submittals - (X).
Based on scheduling needs Consultant will be available for presentations to the
Board of Commissioners and staff beyond the August project completion date.

City of Big Bear Lake Department of Water – Classification & Compensation Study
March 8, 2019

13

Page 46

EXHIBIT B

Attachment 1

Page 47

Employee Name
Employee Name

ENGINEERING

Employee Name
Employee Name
Employee Name
Employee Name
Employee Name
Employee Name
Employee Name

FINANCE

Employee Name
Employee Name
Employee Name
Employee Name
Employee Name
Employee Name

ADMINISTRATION:

NAME

Engineering Projects Manager
Administrative Services 2

Director of Finance
Accounting Manager
Administrative Services 2
Administrative Services 3
Administrative Services 2
Administrative Services 1
Administrative Services 1

General Manager
Assistant General Manager
Executive Assistant
Administrative Services 2
Administrative Services 2
Administrative Services 2

FROM

TO

Engineering Projects Manager
Administrative Assistant

Director of Finance
Accounting Manager
Accounting Technician
Customer Service Representative III
Customer Service Representative II
Customer Service Representative II
Customer Service Representative I

General Manager
Assistant General Manager
Executive Assistant
Administrative Assistant
Office Specialist II
Office Specialist I

CLASSIFICATION STUDY – RESULTS/ALLOCATIONS

City of Big Bear Lake Department of Water & Power
Classification & Compensation Study
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+/- DIFFERENCE

City of Big Bear Water & Power

AVERAGE

City of Victorville (Water Department)

City of Ontario (Water Department)

Monte Vista Water District

East Valley Water District

Desert Water Agency

Big Bear City Community Services
District (Water Department)

(Same or Revised Job Title)

Customer Service Supervisor

City of Big Bear Lake Department of
Water & Power

Jurupa Community Services District

AGENCY TITLE

SALARY
MIN

CUSTOMER SERVICE SUPERVISOR

AGENCY

JOB TITLE:

City of Big Bear Lake Department of Water & Power
Classification & Compensation Study

SALARY
MAX

RANK
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City of Victorville (Water Department)

City of Ontario (Water Department)

Monte Vista Water District

East Valley Water District

Desert Water Agency

Big Bear City Community Services
District (Water Department)

Jurupa Community Services

City of Big Bear Lake Department of
Water & Power

AGENCY

8% - Classic Member pays
6.75% - New Member pays
(EXAMPLE)

(EXAMPLE)

EMPLOYEE CONTRIBUTION

2.5% @ 55 for Classic Members
2% @ 62 for New Members

PLAN

CAL-PERS RETIREMENT

City of Big Bear Lake Department of Water & Power
Classification & Compensation Study
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Telephone &
Extension

Department/Division Manager Name (please print)

Length of time in
current Position

Reason for Request

Working Title – If your position has a working title that is different than the current job classification, please state what it is

E-mail Address

E-mail Address

Telephone &
Extension

E-mail Address

Supervisor Name and title (please print)

Telephone &
Extension
Work Unit

Last, First

Department/Division

Employee Name

Position Description Questionnaire
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3.

2.

1.

2

Job Duties

% Time

(total must
equal 100%)

2. Main, Important and Essential Job Duties - Describe the essential duties of this position (attach additional sheets if
necessary)

1. Position Purpose – Summarize the main reason(s) your position exists. This statement should include the position’s general
function and overall level of responsibility. Please try to limit your summary statement to three or four sentences.
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9.

8.

7.

6.

5

4.

3
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N=This knowledge, skill or ability
can be acquired after brief on-thejob training and orientation

EFFECT ON PERFORMANCE
Y=Possession of this knowledge,
skill or ability at the time of hire is
essential to job performance

Essential Knowledge, Skills and Abilities

IMPORTANCE
1=Minor Importance
2=Important
3=Very Important
4=Critical

Importance

Level of
Knowledge

Duty Link

LINK TO DUTY STATEMENTS
Enter the number of each duty
listed in Section 2 that requires
the knowledge ability or skill
(KSA) for successful
performance. If there are
multiple duties that require the
KSA, list them all.

Effect on
Performance

LEVEL OF KNOWLEDGE
1=General familiarity –
aware of general principles
and resources
2=Working knowledge:
applies principle in typically
encountered situations
3=Full recall: applies
principles and specific details
in a wide variety of situations
from memory

3. Important and Essential Knowledge, Skills and Abilities – Please list the important and essential knowledge, skills and
abilities required to perform the duties of the position. Please use the following scales to rate each essential knowledge, skill
and ability. Please identify the duty from the previous list to which the knowledge, skill or ability is linked.
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Purpose

Frequency

5

5. Decision making Authority – Provide some examples of decisions you make in performing your assigned duties.

Individual/Organization

4. Nature and Purpose of Contacts – Please list the individuals and/or organizations with whom you interact, along with the
frequency and purpose.
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Status
(Regular,Temp,
Volunteer,Intern)

Comments Regarding Supervisory/Lead Responsibilities:

Employee Name and Job
Class Title

6

Your Subordinates
Train
Assign
Making
and
Hiring
Review
Decision
Work
Counsel
(performance/
discipline
issues)

Approve
leave
time

Prepare &
Sign
Performance
Evaluation

Other
(explain
below)

6. Names and Payroll Titles of People You Lead or Supervise – Please list each employee for whom you have supervisory or
lead responsibilities, the status of the employee (regular, temporary, volunteer or intern) and check the tasks which you
perform. If additional explanation/information is required, please provide under comments below.

EXHIBIT B

Page 58

7

________________________________________________________________
Employee Signature
Date

Employee Comments:

7. Employee Review:
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_____ The employee is given general job goals and responsibilities and determines tasks to be completed and work
methods.

_____ Work assignments vary. The employee is given general priorities but determines work methods and the order in
which tasks will be completed.

_____ Work assignments are generally recurring and/or the employee receives instructions and deadlines for each work
assignment. Tasks are reviewed upon completion.

Check the statement that most accurately describes the level of supervision you exercise over this position:

Supervisor Comments:

If you do not agree with any of the information on the position questionnaire, please explain below or attach a page clarifying
the issue(s) of concern:

8. Supervisor Review:
The information on the position questionnaire is accurate and complete. _____ Yes _____ No
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Supervisor Signature

9

Date

Supervisor Name (Print)

Add any additional information that you believe should be considered in the review of this position:

Give examples of decisions that the employee is authorized to make independently:
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KEY PERFORMANCE INDICATORS FOR WATER OPERATIONS

Performance Area
Financial Strengths

Potential Metrics
•
•
•
•
•

•
Reliability, quality &
Regulatory

•
•

State of Infrastructure

Resources

Operational Efficiency

Rate comparison to similar size water suppliers
Debt ratio
Net income
Variance as a percentage of net income to budgeted
income
Variance as a percentage of net operating expenses
compared to budget expenses
Variance as a percentage of actual capital expenses
compared to appropriated capital budget for the year
Annual water main breaks per mile of water main in the
system
Water quality violations, %> MCL or reportable regulatory
incidents per year

•
•
•

Average age of water mains

•
•
•
•

Supply margin

•
•
•

O&M cost to total revenue

Water main replacement rate per year
Capital spending ratio (Total CapEx to total operating
revenues
% of wells operable/year
average cost per billing unit by source
Unaccounted for water as a percentage of total
production
Number of employees per 1,000 metered accounts

Sustainability

•
•

Water leak response/Repair time
Water leak response/repair time
Valve exercising rate (% annually)
Hydrant flushing rate (% annually)
Engineering design costs % of total project costs
Turnaround time for as-builts to be into maps/records
Cross-connection program % compliance
Turnaround time to complete final paving after
construction
Conservation as % of total supply
Conservation spending as % of budget

Safety
Workforce

•

Lost time incidents/number of employees

•
•
•

Turnover (% of total)
Certifications (% of employees or target)
Employee development & training (% participation rate)

Field Operations

Engineering &
Interconnections

•
•
•
•
•
•
•
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Insight for value.
Efficiency for cost
City of Big Bear Lake, Dept. of Water & Power
MARCH 8, 2019
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Welcome
Collaboration
No ivory tower here. Always be in the
know and in the conversation.
Leadership
Our partners aren’t playing cameo
roles. They are truly involved. Get
valuable insights from our most
experienced professionals.
Excellence

This is where forward-thinking
companies blaze trails in an
environment built for them.
Our culture creates a different
experience for our clients.
“I’ve found Grant Thornton to be extremely
knowledgeable about our business and our
issues. They know what they’re doing. What I
value even more is that they are actually around
– the partners – the people I engaged to do the
work are often onsite and always reachable. It’s
one thing to know the answer; it’s another to be
able to access that knowledge quickly.”

See real risks and opportunities, not a
checklist. Discover upsides and traps.
Agility
“Run, don’t walk!” is our philosophy.
Get responses and answers fast.
Respect
This is a frustration-free zone. Be
heard and have your time used wisely.
Responsibility
No dropped balls here. We want your
trust. We’ll earn it and keep it.

Craig Kinton, City Auditor,
City of Dallas, Texas
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9.5

Our average rating for
partner/senior manager
involvement (out of 10),
with 8.5 as the benchmark*

4x better

Our net promoter score (clients
willing to recommend us) is
76%, four times better than the
19% industry average**

9.5

Our average rating
for "Ease of doing
business" (out of 10)*

Top 5

Vault Accounting 50
and Best Firm Culture

9.3

Our average rating
for overall client
satisfaction (out of 10)*

* Results are from ClientVoice, our Client
Satisfaction Measurement (CSM) process.
** The Net Promoter Score is an index ranging from 100 to 100 that measures the willingness of
customers to recommend a company's products or
services to others.
Source: Inavero, Inc. (a leading professional
services surveyor). Net promoter, NPS, and Net
Promoter Score are trademarks of Bain & Company,
Satmetrix Systems, Inc., and Fred Reichheld.
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GRANT THORNTON LLP
4965 MacArthur Court, Suite 1600
Newport Beach, CA 92660
D +1 949.553.1600
F +1 949.553.0168
S

linkd.in/grantthorntonus
twitter.com/grantthorntonus

March 8, 2019

Rachel M. Franklin
Human Resources / Risk Management
Department of Water and Power
Post Office Box 1929
Big Bear Lake, CA 92315

Dear Ms. Franklin:
Thank you for the opportunity to submit Grant Thornton LLP’s (Grant Thornton)
response to The City of Big Bear Lake, Department of Water and Power (DWP)
Request for Proposal (RFP) to assist DWP in reviewing existing job classifications,
staffing levels, and total compensation analysis including salary, health care, retirement,
and leave benefits. Our experienced engagement team will deliver efficient and timely
services to DWP, reviewing your compensation and benefits plans. Our professionals
will not only help you with compensation and benefits related needs, but will also
provide DWP with strategy and planning to minimize risk and offer maximum value to
you. The following are reasons why Grant Thornton is best suited to serve DWP:
 Extensive experience in the public sector: DWP can benefit from the unique
insights of Grant Thornton’s extensive experience in serving public sector entities. We
conduct assessments of competitive compensation levels and we also design short
and long-term incentive, retirement, health and welfare, retention, deferred
compensation and other benefit/perquisite programs using proven methodologies and
relevant resources. Our ability to design and implement value-added strategies is
grounded in our thorough understanding of your business goals and value drivers, as
well as risk factors.
 Human resource services experience: Grant Thornton understands the integral
role human resources plays in the success of DWP. Our experienced human
resource professionals can help you ensure that your total compensation and benefits
package is competitive with your peers and your job classification system assures
internal equity and external competitiveness.
 Best of both worlds: Grant Thornton offers the resources of the world’s largest
firms, but we differentiate from other large firms by providing the kind of close,
personal service you expect from smaller regional firms. We have built our business
by serving entities like DWP. Our unique mix of best-in-class resources and customer
service make us an ideal match for this project.

GT.COM

U.S. member firm of Grant Thornton International Ltd
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 Speed and Agility: When an urgent question arises, we strive to call you with a
preliminary response or status update within 48 hours of presenting the issue. You’ll
have rapid technical responses, because we know that making timely informed
decisions is vital to future focused companies. Interaction between DWP and our
compensation and benefits team will save time and ensure that all facts and
circumstances are considered. Our team consists of subject matter experts who are
easily accessible. With us, your team leads the resolution of issues through the
consultation process.
Grant Thornton agrees in principle to using the sample contract provisions set forth in
Attachment D as the terms and conditions applicable to an engagement under this RFP.
Based on our experience with other municipal entities, we anticipate that we will be
afforded a reasonable opportunity to discuss each party’s needs, concerns and
organizational requirements with respect to contract terms. In the event Grant Thornton
is a successful Offeror under this RFP, we are confident that we will be able to come to
a mutual agreement with the Department of Water and Power, City of Big Bear Lake
(DWP), as we have many times previously in similar procurement situations.
Accordingly, Grant Thornton reserves the right to discuss and negotiate terms with
DWP upon contract award. Consistent with Grant Thornton policy and applicable
professional standards requirements, we note the following areas where we are
requesting to either modify or clarify specific contractual provisions with DWP.
Your time is valuable. As a result, you will find this document provides only the
information that will prove to be most critical to your decision making process. Selecting
a new compensation and benefits consultant is an important decision. Please feel free
to contact us with any questions or should you require additional information.
Thank you for your interest in Grant Thornton.

Eric Gonzaga
Principal, Human Capital Services
T +1 612.677.5336
E eric.gonzaga@us.gt.com

GT.COM

Eric Myszka
West Region Leader, Human Capital Services
T +949.431.9031
E eric.myszka@us.gt.com

U.S. member firm of Grant Thornton International Ltd
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RFP Response
2.

Name, address, telephone number of the Consultant.

Grant Thornton LLP's national headquarters is in Chicago
with offices in Orange County and Los Angeles, California.
We have a large network of 8,630 people in 58 offices
across the country, but what matters most are your local,
day-to-day resources — the people whose faces you’ll see in
your office and the voices you’ll hear on the phone when you
have a question or need advice. Because all of our service
line professionals are just down the hall from each other,
you’ll have access to the collective experience, industry
knowledge and best practices of the entire Irvine office.
Our Orange County office in Newport Beach has 17
partners, principals and managing directors and more than
120 total employees who serve both public and private
clients in a variety of industries. More than 40% of our Irvine
client-serving professionals are partners and managers,
which meets our philosophy of having active
3.

partner/management involvement.
Our Orange County professionals provide a full suite of
audit, tax and advisory services to more than 300 clients that
reflect the business composition of the Orange County
market. Our comprehensive, market-leading solutions can
support you through many of your business activities in an
increasingly competitive marketplace. Here in Irvine, across
the country and around the globe — we’re here to help you
manage tomorrow.
Local Office
Grant Thornton LLP
4695 MacArthur Ct #1600
Newport Beach, CA 92660
D + 949 553 1600

Description of the Consultant (corporation, partnership, etc.) and year established.

Grant Thornton LLP is an Illinois limited liability partnership
owned by more than 500 Partners who are certified public
accountants. Partners each own less than 1% of the firm. In
1924, Alexander Richardson Grant founded Alexander Grant
& Co, which has since evolved into Grant Thornton
International Ltd (GTIL) with member firms in more than 135
countries. Grant Thornton LLP is a US member firm of GTIL.

Grant Thornton’s Human Capital
Services Practice
Grant Thornton’s Human Capital Services (HCS) practice
helps organizations enhance the rate of return on the
investments you make in your people by providing
customized strategies that help you attract, retain and
motivate skilled personnel while managing costs. With
greater market competition, increasing regulation and
constant changes in delivery systems, meeting this
challenge is more difficult than ever.
Our tax team, consisting of more than 1,700 professionals,
including more than 90 fully dedicated to human capital
service issues, serves more than 675 clients through our

We serve more than 675 clients







Employment
Benefit
Human resources
Compensation
Payroll
Global mobility

Human Capital Services Practice. We have provided
employee classification and compensation services to
public sector clients for more than 20 years. Please see
our Public Sector section on the following pages for more
details about our experience providing compensation
services to public sector clients.
Our HCS professionals are skilled in compensation, benefits,
tax, accounting and human resources on a global basis. We
will work with you to develop strategies to fit your specific
situation and complement your overall goals. We offer the
following services to choose from and to help you meet the
needs of both your employees and your bottom line:
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COMPENSATION SERVICES
Our compensation professionals offer a range of services to
meet the needs of your organization. We provide our clients
with market analyses using published, proprietary and
custom survey resources and establish competitive and
compliant pay levels for base salaries, annual incentive
plans and total rewards programs. Our team can help you
explore a variety of program designs for effectiveness,
compliance and alignment with your mission, whether in the
form of incentive plans or equity plans that reward and retain
executives, managers and other employees. Our team is
prepared to assist with presentations and discussions with
board and executive leadership relative to findings and in
support of governance efforts.

GLOBAL MOBILITY CONSULTING
As so many organizations seek ways to meet the needs of
the larger “global” community, all too often they confront the
issues associated with income tax withholding requirements
both here and abroad. Grant Thornton works with
organizations to keep your assignees informed and their
assignments running smoothly. Our international expatriate
services team will take the worry out of compliance. We go
beyond tax return preparation, offering our in-depth
experience in strategic tax planning — including payroll,
social security and compensation reporting, as well as costof-living allowances and tax withholding — to help you
manage the change throughout your organization and
develop communications programs for your employees.

Compensation and Benefits benchmarking
Attractive compensation plans are essential in recruiting and
retaining qualified executives. We can help you determine
the competitiveness of your executive pay program and
incentive plans that are intended to reward your key
employees for meeting goals and objectives tied to your
organization’s success.

HUMAN RESOURCE SERVICES
Grant Thornton understands the integral role human
resources plays in the success of DWP. Our experienced
human resource professionals can help you ensure that your
HR function is operating at its full potential by reviewing your
processes and procedures to ensure services are being
delivered in a cost-effective and efficient manner. Our
professionals can help you develop your employee policies,
review your strategies for recruitment and retention, manage
change throughout your organization and develop
communications programs for your employees.

We can compare your executives’ compensation to other
organizations of similar industry, size and geography. We
will use published, proprietary and custom surveys to
analyze how your executives’ salaries, bonuses, long-term
incentive plans and benefits compare to other organizations
in your market and recommend revisions, if applicable, to
best achieve your goals. This competitive analysis provides
a basis for an organization's pay practices and its choices for
linking pay to organization goals and strategies.
STRATEGIC BENEFITS SERVICES
Grant Thornton knows that employees place high value on
their benefits. We can help you with health and welfare and
retirement plans that are valued by your employees and
meet your organization’s goals and budget constraints. Our
professionals also understand the regulatory and compliance
issues you face. We are available to assist with the sourcing
and selection of benefit plan vendors, communicating to
employees and conducting best practices reviews as well as
the evaluation of benefit plan design effectiveness and
compliance with regulatory requirements.
EMPLOYMENT TAX SERVICES
Employment taxes may be an employer’s largest tax burden.
However, with proper guidance and timely planning, Grant
Thornton can help organizations manage and significantly
reduce your federal and state employment tax costs. Our
employment tax team has a network of contacts at the
various state agencies and the IRS. Additionally, our
extensive experience in audit defense, penalty resolution,
tax planning and consulting focuses on keeping you in
compliance with the various federal and state laws while
looking for ways to reduce your employment tax costs.

Public sector experience
Compared to most firms, Grant Thornton has more people
with more experience dealing with issues in the public
sector. We have built a national network of skilled
professionals to serve the public sector, providing services
that include employee compensation and benefits. We work
with state and local governments, including large
municipalities within the U.S. This translates into wellinformed ideas and proven solutions that are relevant to
DWP. We have assembled a qualified team with experience
serving cities in the past and understand your business.
We have more than 800 professionals exclusively
serving the public sector through our Public Sector (PS)
practice. In addition, our team has access to the remainder
of our national professional services staff, should DWP have
unique needs that require access to a broader team. Our
distinguished professionals bring invaluable real-world
experience and understanding under the unique constraints
faced by state and local governments. We have a legacy of
being among the profession's pioneers in developing public
sector planning techniques, performance measures,
evaluation criteria, and financial management systems. We
have served as a contractor for virtually every department in
the federal government, either directly and/or indirectly,
through grant programs. We work with state, municipal,
county and regional governments and authorities; with K-12
schools, colleges and universities; construction and
financing authorities and regional economic development
organizations.
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4.

State of incorporation, if any, and type of ownership.

Grant Thornton is incorporated in the state of Illinois, Chicago. For type of ownership refer to the question above.
5.

Name and qualifications of all proposed consultant(s).

NAME
Eric Gonzaga
(Relationship Partner)

Eric Myszka
(Engagement Manager
and SME for
Compensation)

Andy Mechavich
(SME of Benefits)

QUALIFICATION
Eric is a Board Member of NASPP. He is also a member of the American College of Healthcare
Executives (ACHE) and World at Work. Eric earned his JD from the Hamline University School of Law
and his BA from the Northern Illinois University.
Eric holds the Certified Compensation Professional (“CCP”) and Certified Executive Compensation
Professional (“CECP”) designations through World at Work Society of Certified Professionals and is a
member of the National Association of Stock Plan Professionals. Eric received his Bachelor of Arts in
Business Administration from Illinois Wesleyan University.
Andy is a member of the Human Resource Management Association of Chicago and the International
Foundation of Employee Benefits Plans. He is a nationally recognized resource for articles appearing
Employee Benefit News, Business Insurance, and HR Executive. Andy received a BA in Industrial and
Organization Psychology from DePaul University.

(Compensation Analyst)

Nick is a member of the American Institute of Certified Public Accountants. Nick earned his BS in
Accounting, Finance, and Entrepreneurship and Small Business Management from Indiana
University.

Matt Roskopf
(Benefit Analyst)

Matt is a Certified Public Accountant and a Certified Employee Benefits Specialist. Matt received BS
in Accounting and Finance and a MS in Accounting from Indiana University’s Kelley School of
Business.

Nick Martell

Please refer to Appendix A for detailed biographies of the engagement team members.

6.

Name, title, resumes, and business address of person responsible for submitting the proposal.

Name: Eric Myszka
Title: Senior Manager and West Region Leader, Human Capital Services
Resume: Refer to Appendix A
Business Address: Grant Thornton LLP, 4695 MacArthur Ct #1600, Newport Beach, CA 92660
7.

Listing of any subcontractors, if any, and the scope of work they will perform.

Grant Thornton does not use third party employees or resources. All work is performed by Grant Thornton employees.
8.

Description of the scope of involvement of DWP staff. Describe the process used and submit the forms, questionnaires and
instruments proposed for use in this study.

DWP staff involvement
We’ll consider the capability and availability of your staff
when we plan the analysis and use our project management
skills to keep the work on track.
Part of the engagement is providing your team with a PBC
list—the things you should have prepared prior to us
beginning field work. Your staff will have time to do the prep
work well in advance. We will also work to set calls and

meetings during the engagement and do our best to avoid
last minutes requests. We can also use our SharePoint site
to make engagement interactions more flexible.
The success of a custom survey depends on the number
respondents and the quality of the responses. To ensure a
successful custom survey, we will require support from DWP
to encourage participation in the custom survey. This
support may include letters of introduction, phone calls,
follow-up calls, emails, etc.
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Grant Thornton will work with DWP to determine the
appropriate peer group to include in the custom
compensation survey. We will prepare custom survey
questions and information requests. We have found that a
simple and easy to use survey will increase participation.
Due to number of jobs, we may utilize a simple questionnaire
in Microsoft Word and Excel. For the benefit programs, we
9.

have found that benefit plan information requests are easier
for respondents if they can simply submit readily available
information – open enrollment guides, summary plan
descriptions, etc.

Narrative proposal on scope of work as identified above.

Scope of work
We understand that DWP seeks consulting services related
to the classification and compensation analysis, who will
assist in reviewing the existing job classifications, staffing
levels and total compensation analysis including salary,
health care, retirement and leave benefits. In addition, you
require a consultant who will also analyze the current jobs
performed by employees and determine the correct market
total compensation for each position and make
recommendations for adjustments to pay, staffing levels and
benefits that may be needed.
As stated in the RFP, we understand that DWP is seeking
the assistance in:
 Reviewing the current job descriptions and compensation
system to assure internal equity and external
competitiveness.
 Conducting a comprehensive survey of regional water
agency labor markets, including but not limited to Regional
Labor Market, impacting the DWP area job market for all
positions. This shall include public sector water related
jobs with the same essential duties and functions. This will
include a comparative market analysis of the value of the
total benefit package to the employee and the total cost to
the employer of salary and all benefits including but not
limited to: base salary, employer paid retirement
contributions, longevity pay, certification pay, educational
incentive and specialty pay, standby pay, bonus pay,
employer paid insurance contributions including but not
limited to: health, dental, vision, life insurance, accidental
death and dismemberment, long term disability, and leave
benefits including but not limited to: holiday leave, sick
leave, vacation leave, and administrative leave.
 Making recommendations for changes to current
classification system which assures internal equality and
external competitiveness.
 Making recommendations to update job classifications to
accurately identify essential job functions; knowledge,
skills, and abilities, education and experience required;
supervisory and reporting relationships; and review all Fair
Labor Standards Act (FLSA) exempt positions for
compliance. The method in which to perform this analysis
is to be determined by the Consultant. The data will be
based on wages and benefits established for fiscal year
2018-2019. The DWP’s fiscal year begins July 1st and
ends June 30th.

 Reviewing and providing recommendations for staffing
levels at DWP.
 Developing recommendations in options of modifying
salary and the step ranges.
 Providing presentations to the Board of Commissioners,
employee groups, and to supervisory staff for
implementation and maintenance of project components.

Methodology and approach
Through our methodology and approach to the classification
and compensation study, we will demonstrate our expert
knowledge and capabilities in performing these services. We
realize the importance of understanding your specific needs
and tailoring our services to exceed expectations. We apply
analytical rigor and sound methodologies to our processes to
ensure prudent decisions and outcomes.

Project planning & kick-off
Our first phase of the project will focus on developing the
organizational foundation for the project. We will work with
DWP to develop and deepen our understanding of the
current compensation, classification, and benefits structure
to ensure we have the information necessary to assess the
current state of programs, processes and DWP competitive
positions in the relevant labor market.
STEP 1: PROJECT PLANNING KICK-OFF STEERING
COMMITTEE MEETING
This step will begin with an initial project planning meeting
held between Grant Thornton and selected representatives
of stakeholders within DWP. The purpose of the meeting is
to confirm overall project objectives, review the project
methodology, and confirm ongoing roles and responsibilities.
In our experience, this meeting can be extremely important
because it is often the first-time direct stakeholders have an
opportunity to discuss their goals and concerns with us as
we build a long-term relationship with DWP. The agenda for
this meeting will include:
 Confirm expectations and definitions of success
 Confirm project approach, methodology and expected
deliverables
 Establish weekly project schedules, key milestones and
target dates for meetings and deliverables
 Provide data and document requests
 Determine interview, focus group and survey approaches,
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timing and format
 Identify initial change management and communication
expectations
STEP 2: DATA GATHERING
This step is designed to help us develop a highly granular
understanding of the compensation and benefits programs
currently in place. We will gather information concerning:
 Total compensation and benefits philosophy and strategy
 Compensation and classification programs and policies
 Benefit program’s plan document, summary plan
descriptions, etc.
 Cost control objectives, financial constraints, etc.
 Demographic data and employee classifications
Our data gathering process will include a review of DWP
structure, job content and responsibilities, existing
classifications, current compensation increase processes,
and other information relevant to completing the project, all
which will be captured in our data request and facilitated
through discussions between DWP and the Grant Thornton
team.
STEP 3: STAKEHOLDER INPUT
We will gather input from key stakeholders in order to obtain
a clear understanding of the different goals and objectives
sought to be implemented through this project. At the same
time, we will seek feedback on how well current
compensation strategies and programs are perceived among
your employees.
We will conduct face-to-face interviews with DWP’s
department heads to gain an understanding of short and
long-term goals, expectations met and not met by the
present programs, and perceptions of existing programs’
strengths and weaknesses.
In addition to meeting with DWP’s leaders, we will also
gather employee input during this phase in order to develop
a thorough and unbiased understanding of how the current
programs are understood and perceived across different
groups of employees. This will help identify those programs
that are most and least valued by employees, and will also
help identify any communication gaps between leadership
and those employee groups. Based upon likely differences
between the management and staff employees, we may
want to discuss using different methods (i.e. telephonic,
web-based surveys, focus groups) of obtaining this
information.

Phase I: Classification Plan
STEP 1: JOB CONTENT ANALYSIS, PAY PERCEPTIONS,
AND INTERVIEWS
We will prepare a position information questionnaire (PIQ)
and coordinate a process by which select incumbents in
each of the classifications will have an opportunity to use our
custom tool that allows for incumbent description of their
current job content. All completed PIQs will be review by the

respective supervisor, which will allow supervisor input on
the completed PIQ. Upon completion of the PIQ process, we
will conduct up to 10 hours of interviews with department
heads. We expect most interviews will occur telephonically;
however, we recommend executive interviews take place
face-to-face. As a result of this process, we will provide an
interim assessment of internal pay perceptions and specific
compensation benchmarking position matches and approach
for review by stakeholders.
We will present this preliminary report to the appropriate
stakeholders prior to moving forward.
STEP 2: PRELIMINARY CLASSIFICATION AND
MAPPING OF CURRENT WORKFORCE
During this step, using the information gathered in the
previous steps, the Grant Thornton team will propose a
preliminary classification structure with recommended title
modifications representative of current duties, position
requirements, and essential job functions.
Our final aspect to this phase will be reviewing the
classification and mapping of employees with DWP
stakeholders in preparation for completing external
compensation comparisons to ensure internal and external
equity as DWP continues to recruit and retain its employees.

Utilizing Published Surveys
We have found that a “custom” benchmarking
survey may be unnecessary in many
situations.
Readily available national, regional, and local
surveys can support your compensation and
benefits programs. As an alternative to the
current scope of services, we would
recommend a hybrid approach.

Phase II: Surveys and Benchmarking
Development
Based on our understanding of the stakeholder input,
external market comparison and in consultation with the
executives and human resources, we will review the
compensation program and benefits offered and compare to
DWP’s competitive market. The purpose of this phase is
develop a custom compensation and benefit survey in order
to benchmark against similar organizations in the market. In
addition, we may utilize national and regional survey
sources.
STEP 1: COMPENSATION SURVEY
Grant Thornton will obtain information from a wide sources
of private, governmental and Grant Thornton proprietary
compensation public peer group information and databases
such as the Economic Research Institute’s salary assessor
tool.
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Grant Thornton will work with DWP to determine the
appropriate peer group to include in the custom
compensation survey. We will prepare custom survey
questions and information requests. We have found that a
simple and easy to use survey will increase participation.
Due to number of jobs, we may utilize a simple questionnaire
in Microsoft Word and Excel.
STEP 2: BENEFIT SURVEY
Grant Thornton will obtain information from a wide variety of
benefit surveys, public peer group information and
databases.
Grant Thornton will work with DWP to determine the
appropriate peer group to include in the custom benefits
survey. We will prepare custom survey questions and
information requests.
We have found that benefit plan information requests are
easier for respondents if they can simple submit readily
available information – open enrollment guides, summary
plan descriptions, etc. In addition, we will compare DWP’s
benefit programs against national published public and
private sector survey data.

Phase III: Compensation Study
The purpose of this phase is to assess the effectiveness of
the existing compensation programs and to evaluate
competitiveness to the market. We will evaluate the existing
approach against data gathered in the marketplace and
assess alignment with stated objectives and philosophy of
DWP.
STEP 1: EXTERNAL MARKET COMPARISONS
A meaningful assessment of competitive practice is
dependent, to a large extent, on how a company defines its
labor market. For our public agency compensation studies,
we will rely upon published market compensation data, along
with the custom survey data gathered in Phase II.
STEP 2: COMPETITIVE BENCHMARKING ANALYSIS
Based on our understanding of the jobs and classification
process from the previous phase and in consultation with
DWP’s management, we will conduct a comparable market
benchmarking analysis for approximately 30 classifications
based on identified data sources and industry/organization
peers. Using management feedback, comparable market
compensation data will be collected for each classification
from published survey sources and publicly available
documentation appropriate to the markets your organization
competes with for talent. Comparable market data for base
salary will be collected for the 25th, 50th (median) and 75th
percentile levels to illustrate the range of market
compensation levels for each respective classification, and
will include minimum, midpoint and maximum points for each
classification.
Upon determining the minimum, midpoint and maximum
points for each classification, we will then recommend salary
ranges within the new salary structure. The ranges will allow

for each employee to be slotted against the benchmark
illustrating market competitiveness while aligning with
internal philosophy for compensation administration.
Benefit program comparison will be summarized in tables.
We will include the employer costs as well as the benefit
level, as needed.
STEP 3: REPORT ON OUR OBSERVATIONS AND
PRELIMINARY DESIGN CONSIDERATIONS
During this step we will prepare a written report for DWP.
This report will contain our observations on the existing
arrangements, the results of our benchmarking and some
thoughts for DWP to consider. This document will be
developed on a collaborative basis and will be informed by
the due diligence and ground work performed in all the
previous phases and steps. In addition, our report include
the total value of benefits package.

Phase IV: Program Design Analysis
The purpose of this phase is to apply the overall policy and
strategy decisions made previously to classification and
compensation and benefits programs, whether this will
involve new programs, program redesign or program
elimination.
STEP 1: OUTCOMES ANALYSIS
This step will combine stakeholder input, competitive
analysis and strategies developed in order to:
 Recommend broad strategies and goals for DWP’s
compensation and benefits programs
 Recommend the general architecture of the programs and
how they will blend to support employees
 Recommend administrative policies for the classification
system, pay grades, movement within the system utilizing
the support of career ladders
STEP 2: FINANCIAL MODELING AND PROJECTIONS
Financial modeling will be a critical element of the design
phase. Relative costing information for each alternative will
permit DWP to understand the financial implications of its
classification, compensation and benefit program decisions.
Advantages and disadvantages of each alternative, including
the financial implications, will be documented at this step.
STEP 3: STEERING COMMITTEE
We will meet with DWP to discuss the recommended
alternatives for selection. Issues to be considered may
include:
 Determination of specific program features and details,
including transition provisions where appropriate
 Comparison of costs of alternative programs with costs of
current programs
 Measurement of program designs against key DWP goals
and objectives
The key outcome of this meeting will be a consensus on the
parameters of the recommendations.
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STEP 4: PROPOSED FINAL PLAN DESIGNS
A final plan design for each program will be proposed based
on the consensus reached in the previous Steering
Committee meetings. The proposed plan designs should be
close to the final, agreed-upon versions and require only
minor adjustment before being presented for approval.
STEP 5: FINAL REVIEW BY STEERING COMMITTEE
The Steering Committee will then review the final plan
designs and propose any final adjustments prior to

presenting the plans to the Board leadership. We will provide
any additional information or rationales needed to support
the business case for the new plans to leadership.
STEP 6: APPROVAL TO PROCEED BY LEADERSHIP
We will facilitate the final leadership and board meetings
required for approval, and will provide additional information
as needed.

13

Page 77

EXHIBIT C

10. An estimate of time to complete the project and a proposed schedule of work tasks, with the date of final completion of the
project. Reference proposed timetable on page 5 as a guide.
engagement. The timeline is subject to availability of DWP
resources, and can be expedited as necessary in order to
meet DWP deadlines.

Timing and milestones
We will follow our methodology and approach that we have
detailed above, and we have outlined a timeline for the
CLASSIFICATION, COMPENSATION, AND BENEFITS STUDY
2019
Project phase

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sep

Oct

Phase I:
Classification Plan
Phase II:
Compensation and
Benefits Survey
Phase III:
Program Design
Analysis
Phase IIV:
Final Program
Design
Phase V:
Implementation and
Communication

PROJECT MILESTONES
DWP can expect the following milestones:
 Months 1 – 2:
─ Initial project planning meeting held between Grant
Thornton and selected representatives of
stakeholders within DWP.
─ Data gathering process using our data request form
to obtain the following information: County structure,
job content and responsibilities, existing
classifications, current compensation increase
processes, and other information relevant to
completing the project.
─ Employees to complete PIQ forms for Grant Thornton,
select employees will be interviewed.

 Months 2 – 5:
─ Grant Thornton will prepare a written report for DWP.
This report will contain our observations on the existing
arrangements, the results of our benchmarking and
thoughts for DWP to consider.
 Month 5:
─ Grant Thornton will meet (either in-person or
telephonically) with DWP to discuss the best
alternatives for selection, and again to review final
decisions.
─ Final report will be provided at this time.
 Months 5 – 7:
─ Ongoing support will be provided to DWP, as requested.
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11. At least three references (including individual contact name, name of company and phone number) from other municipalities
or government agencies where similar work was performed.

Ask our clients
There is no better way for DWP to be confident in our abilities to provide the right technical skills and transformative client service
than to ask our clients. Below we have provided companies for which we have provided similar services.
References
Heather Mercer; Executive & Investment Compensation Unit
California Public Employees' Retirement System (CalPERS)
A retirement system that manages pension and health benefits California public employees and retirees
T: 916.795.1568 | E: Heather_Mercer@CalPERS.ca.gov
Martha Lomeli Holdridge, Chief Human Resources Officer
Screen Actors Guild‐American Federation of Television and Radio Artists (SAG-AFTRA)
Labor union
T +1 323.549.6534| E Martha.Holdridge@sagaftra.org
Erica Criss, Human Resources Manager
CalOptima Health Partnership
Public Agency
T +1 657.235.6765

12. In a separate envelope, a breakdown of the Consultant’s rates, fees, and charges for services by phase and for total project;
and a proposed payment schedule.
Please see Fee Proposal as separate document along with our proposal document.
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Exhibits
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Exhibit A
Scope of Services
We understand that DWP seeks consulting services related
to the classification and compensation analysis, who will
assist in reviewing the existing job classifications, staffing
levels and total compensation analysis including salary,
health care, and retirement and leave benefits. In addition,
you require a consultant who will also analyze the current
jobs performed by employees and determine the correct
market total compensation for each position and make
recommendations for adjustments to pay, staffing levels and
benefits that may be needed.

2018-2019. The DWP’s fiscal year begins July 1st and
ends June 30th.
 Reviewing and provide recommendations for staffing
levels at DWP.
 Developing recommendations in options of modifying
salary and the step ranges.
 Providing presentations to the Board of Commissioners,
employee groups, and to supervisory staff for
implementation and maintenance of project components.

As stated in the RFP, we understand that DWP is seeking
the assistance in:

Methodology and approach

 Reviewing the current job descriptions and compensation
system to assure internal equity and external
competitiveness.

Through our methodology and approach to the classification
and compensation study, we will demonstrate our expert
knowledge and capabilities in performing these services. We
realize the importance of understanding your specific needs
and tailoring our services to exceed expectations. We apply
analytical rigor and sound methodologies to our processes to
ensure prudent decisions and outcomes.

 Conducting a comprehensive survey of regional water
agency labor markets, including but not limited to Regional
Labor Market, impacting the DWP area job market for all
positions. This shall include public sector water related
jobs with the same essential duties and functions. This will
include a comparative market analysis of the value of the
total benefit package to the employee and the total cost to
the employer of salary and all benefits including but not
limited to: base salary, employer paid retirement
contributions, longevity pay, certification pay, educational
incentive and specialty pay, standby pay, bonus pay,
employer paid insurance contributions including but not
limited to: health, dental, vision, life insurance, accidental
death and dismemberment, long term disability, and leave
benefits including but not limited to: holiday leave, sick
leave, vacation leave, and administrative leave.
 Making recommendations for changes to current
classification system which assures internal equality and
external competitiveness.
 Making recommendations to update job classifications to
accurately identify essential job functions; knowledge,
skills, and abilities, education and experience required;
supervisory and reporting relationships; and review all Fair
Labor Standards Act (FLSA) exempt positions for
compliance. The method in which to perform this analysis
is to be determined by the Consultant. The data will be
based on wages and benefits established for fiscal year

Project Planning & Kick-off
Our first phase of the project will focus on developing the
organizational foundation for the project. We will work with
DWP to develop and deepen our understanding of the
current compensation, classification, and benefits structure
to ensure we have the information necessary to assess the
current state of programs, processes and DWP competitive
positions in the relevant labor market.
STEP 1: PROJECT PLANNING KICK-OFF STEERING
COMMITTEE MEETING
This step will begin with an initial project planning meeting
held between Grant Thornton and selected representatives
of stakeholders within DWP. The purpose of the meeting is
to confirm overall project objectives, review the project
methodology, and confirm ongoing roles and responsibilities.
In our experience, this meeting can be extremely important
because it is often the first-time direct stakeholders have an
opportunity to discuss their goals and concerns with us as
we build a long-term relationship with DWP. The agenda for
this meeting will include:
 Confirm expectations and definitions of success
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 Confirm project approach, methodology and expected
deliverables
 Establish weekly project schedules, key milestones and
target dates for meetings and deliverables
 Provide data and document requests
 Determine interview, focus group and survey approaches,
timing and format
 Identify initial change management and communication
expectations
STEP 2: DATA GATHERING
This step is designed to help us develop a highly granular
understanding of the compensation and benefits programs
currently in place. We will gather information concerning:
 Total compensation and benefits philosophy and strategy
 Compensation and classification programs and policies
 Benefit program’s plan document, summary plan
descriptions, etc.
 Cost control objectives, financial constraints, etc.
 Demographic data and employee classifications
Our data gathering process will include a review of DWP
structure, job content and responsibilities, existing
classifications, current compensation increase processes,
and other information relevant to completing the project, all
which will be captured in our data request and facilitated
through discussions between DWP and the Grant Thornton
team.
STEP 3: STAKEHOLDER INPUT
We will gather input from key stakeholders in order to obtain
a clear understanding of the different goals and objectives
sought to be implemented through this project. At the same
time, we will seek feedback on how well current
compensation strategies and programs are perceived among
your employees.
We will conduct face-to-face interviews with DWP’s
department heads to gain an understanding of short and
long-term goals, expectations met and not met by the
present programs, and perceptions of existing programs’
strengths and weaknesses.
In addition to meeting with DWP’s leaders, we will also
gather employee input during this phase in order to develop
a thorough and unbiased understanding of how the current
programs are understood and perceived across different
groups of employees. This will help identify those programs
that are most and least valued by employees, and will also
help identify any communication gaps between leadership
and those employee groups. Based upon likely differences
between the management and staff employees, we may
want to discuss using different methods (i.e. telephonic,
web-based surveys, focus groups) of obtaining this
information.

Phase I: Classification Plan
STEP 1: JOB CONTENT ANALYSIS, PAY PERCEPTIONS,
AND INTERVIEWS
We will prepare a position information questionnaire (PIQ)
and coordinate a process by which select incumbents in
each of the classifications will have an opportunity to use our
custom tool that allows for incumbent description of their
current job content. All completed PIQs will be review by the
respective supervisor, which will allow supervisor input on
the completed PIQ. Upon completion of the PIQ process, we
will conduct up to 10 hours of interviews with department
heads. We expect most interviews will occur telephonically;
however, we recommend executive interviews take place
face-to-face. As a result of this process, we will provide an
interim assessment of internal pay perceptions and specific
compensation benchmarking position matches and approach
for review by stakeholders.
We will present this preliminary report to the appropriate
stakeholders prior to moving forward.
STEP 2: PRELIMINARY CLASSIFICATION AND
MAPPING OF CURRENT WORKFORCE
During this step, using the information gathered in the
previous steps, the Grant Thornton team will propose a
preliminary classification structure with recommended title
modifications representative of current duties, position
requirements, and essential job functions.
Our final aspect to this phase will be reviewing the
classification and mapping of employees with DWP
stakeholders in preparation for completing external
compensation comparisons to ensure internal and external
equity as DWP continues to recruit and retain its employees.

Phase II: Surveys and Benchmarking
Utilizing Published Surveys
We have found that a “custom” benchmarking
survey may be unnecessary in many
situations.
Readily available national, regional, and local
surveys can support your compensation and
benefits programs. As an alternative to the
current scope of services, we would
recommend a hybrid approach.

Development
Based on our understanding of the stakeholder input,
external market comparison and in consultation with the
executives and human resources, we will review the
compensation program and benefits offered and compare to
DWP’s competitive market. The purpose of this phase is
develop a custom compensation and benefit survey in order
to benchmark against similar organizations in the market. In
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addition, we may utilize national and regional survey
sources.
STEP 1: COMPENSATION SURVEY
Grant Thornton will obtain information from a wide sources
of private, governmental and Grant Thornton proprietary
compensation public peer group information and databases
such as the Economic Research Institute’s salary assessor
tool.
Grant Thornton will work with DWP to determine the
appropriate peer group to include in the custom
compensation survey. We will prepare custom survey
questions and information requests. We have found that a
simple and easy to use survey will increase participation.
Due to number of jobs, we may utilize a simple questionnaire
in Microsoft Work and Excel.
STEP 2: BENEFIT SURVEY
Grant Thornton will obtain information from a wide variety of
benefit surveys, public peer group information and
databases.
Grant Thornton will work with DWP to determine the
appropriate peer group to include in the custom benefits
survey. We will prepare custom survey questions and
information requests.
We have found that benefit plan information requests are
easier for respondents if they can simple submit readily
available information – open enrollment guides, summary
plan descriptions, etc. In addition, we will compare DWP’s
benefit programs against national published public and
private sector survey data.

Phase III: Compensation Study
The purpose of this phase is to assess the effectiveness of
the existing compensation programs and to evaluate
competitiveness to the market. We will evaluate the existing
approach against data gathered in the marketplace and
assess alignment with stated objectives and philosophy of
DWP.
STEP 1: EXTERNAL MARKET COMPARISONS
A meaningful assessment of competitive practice is
dependent, to a large extent, on how a company defines its
labor market. For our public agency compensation studies,
we will rely upon published market compensation data, along
with the custom survey data gathered in Phase II.
STEP 2: COMPETITIVE BENCHMARKING ANALYSIS
Based on our understanding of the jobs and classification
process from the previous phase and in consultation with
DWP’s management, we will conduct a comparable market
benchmarking analysis for approximately 30 classifications
based on identified data sources and industry/organization
peers. Using management feedback, comparable market
compensation data will be collected for each classification
from published survey sources and publicly available
documentation appropriate to the markets your organization

competes with for talent. Comparable market data for base
salary will be collected for the 25th, 50th (median) and 75th
percentile levels to illustrate the range of market
compensation levels for each respective classification, and
will include minimum, midpoint and maximum points for each
classification.
Upon determining the minimum, midpoint and maximum
points for each classification, we will then recommend salary
ranges within the new salary structure. The ranges will allow
for each employee to be slotted against the benchmark
illustrating market competitiveness while aligning with
internal philosophy for compensation administration.
STEP 3: REPORT ON OUR OBSERVATIONS AND
PRELIMINARY DESIGN CONSIDERATIONS
During this step we will prepare a written report for DWP.
This report will contain our observations on the existing
arrangements, the results of our benchmarking and some
thoughts for DWP to consider. This document will be
developed on a collaborative basis and will be informed by
the due diligence and ground work performed in all the
previous phases and steps.
We will provide two distinct reports, with high level design
considerations. One report will cover represented groups,
and the other will cover non-represented groups. Once we
receive feedback from DWP, we will review the report once
for approval as a final document.

Phase IV: Program Design Analysis
The purpose of this phase is to apply the overall policy and
strategy decisions made previously to classification and
compensation and benefits programs, whether this will
involve new programs, program redesign or program
elimination.
STEP 1: OUTCOMES ANALYSIS
This step will combine stakeholder input, competitive
analysis and strategies developed in order to:
 Recommend broad strategies and goals for DWP’s
compensation and benefits programs
 Recommend the general architecture of the programs and
how they will blend to support employees
 Recommend administrative policies for the classification
system, pay grades, movement within the system utilizing
the support of career ladders
STEP 2: FINANCIAL MODELING AND PROJECTIONS
Financial modeling will be a critical element of the design
phase. Relative costing information for each alternative will
permit DWP to understand the financial implications of its
classification, compensation and benefit program decisions.
Advantages and disadvantages of each alternative, including
the financial implications, will be documented at this step.
STEP 3: STEERING COMMITTEE
We will meet with DWP to discuss the recommended
alternatives for selection. Issues to be considered may
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include:
 Determination of specific program features and details,
including transition provisions where appropriate
 Comparison of costs of alternative programs with costs of
current programs
 Measurement of program designs against key DWP goals
and objectives
The key outcome of this meeting will be a consensus on the
parameters of the recommendations.
STEP 4: PROPOSED FINAL PLAN DESIGNS
A final plan design for each program will be proposed based
on the consensus reached in the previous Steering

Committee meetings. The proposed plan designs should be
close to the final, agreed-upon versions and require only
minor adjustment before being presented for approval.
STEP 5: FINAL REVIEW BY STEERING COMMITTEE
The Steering Committee will then review the final plan
designs and propose any final adjustments prior to
presenting the plans to the District leadership. We will
provide any additional information or rationales needed to
support the business case for the new plans to leadership.
STEP 6: APPROVAL TO PROCEED BY LEADERSHIP
We will facilitate the final leadership and board meetings
required for approval, and will provide additional information
as needed.
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Exhibit B
Schedule of Services
The consultant shall diligently and continuously undertake through completion all work required under this agreement.
engagement. The timeline is subject to availability of DWP
resources, and can be expedited as necessary in order to
meet DWP deadlines.

Timing and milestones
We will follow our methodology and approach that we have
detailed above, and we have outlined a timeline for the
CLASSIFICATION, COMPENSATION, AND BENEFITS STUDY
2019
Project phase

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sep

Oct

Phase I:
Classification Plan
Phase II:
Compensation and
Benefits Survey
Phase III:
Program Design
Analysis
Phase IIV:
Final Program
Design
Phase V:
Implementation and
Communication

PROJECT MILESTONES
DWP can expect the following milestones:
 Months 1 – 2:
─ Initial project planning meeting held between Grant
Thornton and selected representatives of
stakeholders within DWP.
─ Data gathering process using our data request form
to obtain the following information: County structure,
job content and responsibilities, existing
classifications, current compensation increase
processes, and other information relevant to
completing the project.
─ Employees to complete PIQ forms for Grant
Thornton, select employees will be interviewed.

 Months 2 – 5:
─ Grant Thornton will prepare a written report for DWP.
This report will contain our observations on the existing
arrangements, the results of our benchmarking and
thoughts for DWP to consider.
 Month 5:
─ Grant Thornton will meet (either in-person or
telephonically) with DWP to discuss the best
alternatives for selection, and again to review final
decisions.
─ Final report will be provided at this time.
 Months 5 – 7:
─ Ongoing support will be provided to DWP, as requested.
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Appendix A
Team biographies
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What’s service without the right people? Ours will reduce stress
and deliver value with high levels of partner/ manager
involvement.
Engagement team biographies
Experience
Eric Gonzaga is the national practice leader for Grant Thornton’s compensation
consulting practice. Eric is also the compensation consulting leader for the healthcare/life
sciences, SEC and financial services industry practices.

Eric Gonzaga
Partner, Human Capital
Services
Role: Relationship Partner
T +1 612.677.5336
E eric.gonzaga@us.gt.com

Eric specializes in executive and physician total compensation strategies, having served
as a Board adviser for private equity and financial institutions, global SEC and private
manufacturing, service, and sales firms and the array of health care provider, managed
care, and medical device and technology organizations. As GT’s national leader, Eric has
dealt with numerous high profile executive compensation situations as it relates to
shareholder votes, or external/government scrutiny. Eric also frequently advises
organizations on fair market value and reasonableness of compensation.
Representative assignments:
 Advisor on prominent financial institution, assisting in the design and implementation of
a first year executive compensation program which received a
 “Say-on-Pay Vote” in excess of 95 percent approval.
 Long-term executive compensation advisor for medical technology firm from start-up,
through IPO, and high growth in size and market capitalization.
 Transactional advisor for health care organization that has purchased over three
hundred physician practices in a three year period.
 Assisted in the assessment of reasonableness for one of the premier tax-exempt
organizations in the country.
Eric has received national recognition for his topical research on best practice
governance of compensation and pay-for-performance.
Professional qualifications and memberships
Eric is a member in the following associations NASP, Minnesota State Bar and World at
Work.
Education
Eric earned his JD from the Hamline University School of Law and his BA from the
Northern Illinois University.
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Experience
Eric is a Senior Manager at Grant Thornton LLP and is the West Region Leader of the
Human Capital Services practice. Eric has over 10 years of combined consulting and
corporate experience in executive and broad-based compensation, and pay-forperformance programs.

Eric Myszka
Senior Manager
Role: Engagement
Manager and
Compensation SME
T +1 312.602.8297
E eric.myszka@us.gt.com

Eric works with companies ranging from closely held private business to multi-national
corporations from various industries and sizes, including companies in the Financial
Services, Pharmaceutical, REIT and Technology industries. Eric’s focus is on all aspects
compensation matters, including reasonable compensation, total compensation
benchmarking, salary structure design, annual and long-term incentive plan design, and
equity incentives.
Eric also works with companies on other regulatory matters including, ASC 718, Section
162, Section 280G, Section 409A, and SEC Proxy/CD&A disclosures.
Eric is a frequent speaker on topics related to executive compensation and pay-forperformance.
Prior to Grant Thornton, Eric worked in the Human Resources department of a large
multifamily REIT headquartered in Chicago where he oversaw multiple vendor
relationships, acted as a liaison to other internal departments including Finance and IT,
and administered the company’s compensation programs and policies. Eric began his
career as a compensation consultant for a large HR consulting firm.
Professional qualifications and memberships
Eric holds the Certified Compensation Professional (“CCP”) and Certified Executive
Compensation Professional (“CECP”) designations through World at Work Society of
Certified Professionals and is a member of the National Association of Stock Plan
Professionals.
Education
Eric received his Bachelor of Arts in Business Administration from Illinois Wesleyan
University.

Experience
Andy is a Director in the Human Capital Services practice at Grant Thornton. Andy has
over 20 years of experience. He has extensive experience in a wide-range of
compensation and benefits issues, including health and welfare benefits, retirement
benefits, and governmental plans.

Andy Mechavich
Director
Role: Benefits SME
T +1 312.602.8167
E andy.mechavich @us.gt.com

Andy assisted large- and medium-sized employers with compensation and benefit
issues. He managed numerous engagements using a “pro-active” approach to health
and welfare plans reducing cost trend. He has assisted other clients with benefit reviews,
procedure reviews, benchmarking of compensation and benefit programs, health claims
analysis, employee communications, drafting of request for proposals for vendor
searches, and mock IRS/DOL compliance reviews.
Prior to joining Grant Thornton, Andy was a Senior Manager in a compensation and
benefits practice, which was purchased by Grant Thornton. Earlier, Andy held positions in
a number of compensation and benefit practices associated with larger national
accounting and benefit consulting firms.
Professional qualifications and memberships
Andy is a member of the Human Resource Management Association of Chicago and the
International Foundation of Employee Benefits Plans. He is a nationally recognized
resource for a number of articles appearing in such publications as Employee Benefit
News, Business Insurance, and HR Executive and a speaker for a number of
organizations.
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Education
Andy received a BA in Industrial and Organization Psychology from DePaul University.

Experience
Nick has experience in many aspects of Human Capital Services taxation, including:
consulting and compliance in the areas of Compensation, Benefits, and Employment
Tax. In addition, Nick has held internship positions in retirement accounting and financial
wealth management.
Nicholas Martell
Tax Senior Associate
Role: Compensation Analyst
T +1 312 602 8900
E nick.martell@us.gt.com

Nick has worked with a variety of public and privately owned clients, primarily in the
professional services and healthcare service industries.
Professional qualifications and memberships
Nick is a member of the American Institute of Certified Public Accountants.
Education
Nick earned his BS in Accounting, Finance, and Entrepreneurship and Small Business
Management from Indiana University.

Experience
Matt has five years of experience in compensation and benefits issues, including health
and welfare benefits and retirement benefits.

Matt Roskopf
Tax Manager
Role: Benefit Analyst
T +1 312.602.9013
E matt.roskopf @us.gt.com

Matt is a manager in the Human Capital Services practice of Grant Thornton’s Chicago
office. He provides consulting and compliance services to plan sponsors ranging in
employee size and industry. His clients offer a variety of retirement and health and
welfare benefits to their employees in different program structures including the use of
wrap plans, master trust investment accounts and investments in direct filing entities.
Professional qualifications and memberships
Matt is a licensed Certified Public Accountant, a member of the Illinois CPA Society, a
member of the Human Resources Management Association of Chicago and has earned
the Certified Employee Benefits Specialist Designation from the International Foundation
of Employee Benefit Plans.
Education
Matt received BSs’ in Accounting and Finance and a MS in Accounting from Indiana
University’s Kelley School of Business.
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Appendix B
Attachment D: Professional Services Agreement
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Grant Thornton agrees in principle to using the sample contract provisions set forth in
Attachment D as the terms and conditions applicable to an engagement under this RFP.
Based on our experience with other municipal entities, we anticipate that we will be afforded
a reasonable opportunity to discuss each party’s needs, concerns and organizational
requirements with respect to contract terms. In the event Grant Thornton is a successful
offeror under this RFP, we are confident that we will be able to come to a mutual agreement
with the Department of Water and Power, City of Big Bear Lake (DWP), as we have many
times previously in similar procurement situations. Accordingly, Grant Thornton reserves the
right to discuss and negotiate terms with DWP upon contract award. Consistent with Grant
Thornton policy and applicable professional standards requirements, we note the following
areas where we are requesting to either modify or clarify specific contractual provisions with
DWP.
ATTACHMENT D

1.

PARTIES AND DATE.

This Agreement is made and entered into this
day of
, 201 , by and between the
Department of Water and Power, City of Big Bear Lake, a municipal organization organized
under the laws of the State of California with its principal place of business at 41972
Garstin Drive, Big Bear Lake, California 92315 (“DWP”) and [ INSERT NAME___], a [
[INSERT TYPE OF ENTITY - CORPORATION, PARTNERSHIP, SOLE PROPRIETORSHIP OR
OTHER LEGAL ENTITY] ]
with its principal place of business at [ INSERT ADDRESS ] (“Consultant”). DWP and
Consultant are sometimes individually referred to as “Party” and collectively as
“Parties.”

2.

RECITALS.

2.1
DWP. DWP is a Department of the City of Big Bear Lake, a charter city
organized under the laws of the State of California, with power to contract for services
necessary to achieve its purpose.
2.2
Consultant. Consultant desires to perform and assume responsibility for
the provision of certain professional services required by the DWP on the terms and
19361.00005\9542637.4
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conditions set forth in this Agreement. Consultant represents that it is experienced in
providing [ INSERT TYPE OF SERVICES ] services to public clients, is licensed in
the State of California, and is familiar with the plans of DWP.

2.3
Project. DWP desires to engage Consultant to render such services for the
[_INSERT NAME OF PROJECT
] project (“Project”) as set forth in this
Agreement.
3.

TERMS.
3.1

Scope of Services and Term.

3.1.1 General Scope of Services. Consultant promises and agrees to
furnish to the DWP all labor, materials, tools, equipment, services, and incidental
and customary work necessary to fully and adequately supply the professional [
INSERT TYPE OF SERVICES
] consulting services necessary for the Project
(“Services”). The Services are more particularly described in Exhibit “A” attached hereto
and incorporated herein by reference. All Services shall be subject to, and performed in
accordance with, this Agreement, the exhibits attached hereto and incorporated herein by
reference, and all applicable local, state and federal laws, rules and regulations.
3.1.2 Term. The term of this Agreement shall be from [ INSERT START
DATE___] to [ INSERT ENDING DATE ],
unless earlier terminated as
provided herein. Consultant shall complete the Services within the term of this
Agreement, and shall meet any other established schedules and deadlines. [ IF A

3.2

Responsibilities of Consultant.

3.2.1 Control and Payment of Subordinates; Independent Contractor. The Services shall be
performed by Consultant or under its supervision. Consultant will determine the means,
methods and details of performing the Services subject to the requirements of this Agreement.
DWP retains Consultant on an independent contractor basis and not as an employee.
Consultant retains the right to perform similar or different services for others during the
term of this Agreement. Any additional personnel performing the Services under this
Agreement on behalf of Consultant shall also not be employees of DWP and shall at all
times be under Consultant’s exclusive direction and control. Consultant shall pay all wages,
salaries, and other amounts due such personnel in connection with their performance of
Services under this Agreement and as required by law. Consultant shall be responsible
for all reports and obligations respecting such additional personnel, including, but not
limited to: social security taxes, income tax withholding, unemployment insurance,
disability insurance, and workers’ compensation insurance.
3.2.2 Schedule of Services. Consultant shall perform the Services
expeditiously, within the term of this Agreement, and in accordance with the Schedule of
Services set forth in Exhibit “B” attached hereto and incorporated herein by reference.
Consultant represents that it has the professional and technical personnel required to perform
the Services in conformance with such conditions. In order to facilitate Consultant’s
19361.00005\9542637.4
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conformance with the Schedule, DWP shall respond to Consultant’s submittals in a timely
manner. Upon request of DWP, Consultant shall provide a more detailed schedule of
anticipated performance to meet the Schedule of Services.
3.2.3 Conformance to Applicable Requirements. All work deliverables
prepared by Consultant shall be subject to the approval of DWP based on conformance to
the agreed upon specifications.
3.2.4 Substitution of Key Personnel. Consultant has represented to DWP that certain key
personnel will perform and coordinate the Services under this Agreement. Should one or
more of such personnel become unavailable, Consultant may substitute other personnel of
at least equal competence upon written approval of DWP, which will not be unreasonably
withheld. However, Consultant can reassign any Consultant in the event of promotion,
termination of employment, health or other personal reasons without the consent of DWP.
In the event that DWP and Consultant cannot agree as to the substitution of key personnel,
DWP shall be entitled to terminate this Agreement for cause. As discussed below, any
personnel who fail or refuse to perform the Services in a manner acceptable to the DWP,
or who are determined by the DWP to be uncooperative, incompetent, a threat to the
adequate or timely completion of the Project or a threat to the safety of persons or property,
shall be promptly removed from the Project by the Consultant at the request of the DWP.
The key personnel for performance of this Agreement are as follows: [ INSERT
NAMES___].
3.2.5 DWP’s Representative. The DWP hereby designates [ INSERT
NAME OR TITLE
], or his or her designee, to act as its representative for the
performance of this Agreement (“DWP’s Representative”). DWP’s Representative shall
have the power to act on behalf of the DWP for all purposes under this Contract.
Consultant shall not accept direction or orders from any person other than the DWP’s
Representative or his or her designee.
3.2.6 Consultant’s Representative. Consultant hereby designates [ INSERT
or his or her designee, to act as its representative for the
performance of this Agreement (“Consultant’s Representative”). Consultant’s
Representative shall have full authority to represent and act on behalf of the Consultant for
all purposes under this Agreement. The Consultant’s Representative shall supervise and
direct the Services, using his best skill and attention, and shall be responsible for all
means, methods, techniques, sequences and procedures and for the satisfactory
coordination of all portions of the Services under this Agreement.
3.2.7 Coordination of Services. Consultant agrees to work closely with DWP staff in the
performance of Services and shall be available to DWP’s staff, consultants and other staff
at all reasonable times. Consultant shall be entitled to rely on the accuracy, completeness
and reliability of all information provided by, and on all decisions and approvals of, DWP
and its retained advisors, consultants or legal counsel, and Consultant shall not be liable
for inaccuracies caused by inaccurate information provided by DWP.
3.2.8 Standard of Care; Performance of Employees. Consultant shall perform all Services under
this Agreement in a skillful and competent reasonable professional manner in accordance
with professional standards, consistent with the standards generally recognized as being
employed by professionals in the same discipline in the State of California. Consultant
represents and maintains that it is skilled in the professional calling necessary to perform
the Services. Consultant warrants that all employees and subcontractors shall have
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sufficient skill and experience to perform the Services assigned to them. Finally, Consultant
represents that it, its employees and subcontractors have all licenses, permits, qualifications
and approvals of whatever nature that are legally required to perform the Services, including
a City Business License, and that such licenses and approvals shall be maintained
throughout the term of this Agreement. As provided for in the indemnification provisions
of this Agreement, Consultant shall perform, at its own cost and expense and without
reimbursement from the DWP of the City of Big Bear Lake, any services necessary to
correct errors or omissions which are caused by the Consultant’s failure to comply with the
standard of care provided for herein. Any employee of the Consultant or its sub-consultants
who is determined by the DWP to be uncooperative, incompetent, a threat to the adequate
or timely completion of the Project, a threat to the safety of persons or property, or any
employee who fails or refuses to perform the Services in a manner acceptable to the DWP,
shall be promptly removed from the Project by the Consultant and shall not be re-employed
to perform any of the Services or to work on the Project. The warranties set forth in this
Section are in lieu of, and Consultant expressly disclaims, all other warranties, express,
implied or otherwise, including without limitation any implied warranties of merchantability
or fitness for a particular purpose. Consultant does not warrant computer hardware, software
or services provided by other parties.
3.2.9 Laws and Regulations. Consultant shall keep itself fully informed of
and in compliance with all local, state and federal laws, rules and regulations in any
manner affecting the performance of the Project or the Services, including all Cal/OSHA
requirements, and shall give all notices required by law. Consultant shall be liable for all
violations of such laws and regulations in connection with Services. If the Consultant
performs any work knowing it to be contrary to such laws, rules and regulations and without
giving written notice to the DWP, Consultant shall be solely responsible for all costs arising
therefrom. Consultant shall defend, indemnify and hold DWP and the City of Big Bear
Lake, their officials, directors, officers, employees and agents free and harmless, pursuant
to the indemnification provisions of this Agreement, from any claim or liability arising
out of any failure or alleged failure to comply with such laws, rules or regulations.
Consultant agrees to certify that the consultant, any employee of the consultant, or subcontractor engaging in work for the DWP has not been debarred by the federal or state
government.
3.2.10 Insurance.
3.2.10.1 Time for Compliance. Consultant shall not commence
the Services under this Agreement until it has provided evidence satisfactory to the DWP
that it has secured all insurance required under this section. In addition, Consultant shall
not allow any subcontractor to commence work on any subcontract until it has provided
evidence satisfactory to the DWP that the subcontractor has secured all insurance required
under this section.
3.2.10.2 Minimum Requirements. Consultant shall, at its expense,
procure and maintain for the duration of the Agreement insurance against claims for injuries
to persons or damages to property which may arise from or in connection with the
performance of the Agreement by the Consultant, its agents, representatives, employees or
subcontractors. Consultant shall also require all of its subcontractors to procure and maintain
the same insurance for the duration of the Agreement. Such insurance shall meet at least
the following minimum levels of coverage:
(A)
19361.00005\9542637.4

Minimum Scope of Insurance. Coverage shall be
-4-

Page 94

EXHIBIT C

at least as broad as the latest version of the following: (1) General Liability: Insurance
Services Office Commercial General Liability coverage (occurrence form CG 0001); (2)
Automobile Liability: Insurance Services Office Business Auto Coverage form number CA
0001, code 1 (any auto); and (3) Workers’ Compensation and Employer’s Liability:
Workers’ Compensation insurance as required by the State of California and Employer’s
Liability Insurance.
(B)
Minimum Limits of Insurance.
Consultant
shall maintain limits no less thanof: (1) General Liability: One Million Dollars
($1,000,000) per occurrence for bodily injury, personal injury and property damage. If
Commercial General Liability Insurance or other form with general aggregate limit is used,
either the general aggregate limit shall apply separately to this Agreement/location or the
general aggregate limit shall be twice the required occurrence limit; (2) Automobile
Liability: One Million Dollars ($1,000,000) per accident for bodily injury and property
damage;
and (3) Workers’ Compensation and Employer’s Liability: Workers’
Compensation limits as required by the Labor Code of the State of California. Employer’s
Liability limits of One Million Dollars ($1,000,000) per accident for bodily injury or disease.
3.2.10.3 Professional
Liability.
[INCLUDE
ONLY IF
APPLICABLE - DELETE OTHERWISE] Consultant shall procure and maintain,
and require its sub- consultants to procure and maintain, for a period of five (5) years
following completion of the Services, errors and omissions liability insurance appropriate
to their profession. Such insurance shall be in an amount not less than of $1,000,000
[INCREASE IF NECESSARY - OTHERWISE LEAVE AS IS AND DELETE THIS
NOTE] per claim, and shall be endorsed to include contractual liability.
3.2.10.4 Insurance Endorsements. The insurance policies shall
contain the following provisions, or Consultant shall provide endorsements on forms
supplied or approved by the DWP to add the following provisions to the insurance policies:
(A)
General Liability. The general liability policy
shall be endorsed to state that: (1) the DWP and the City of Big Bear Lake, its officials,
officers, employees, agents and volunteers shall be covered as additional insureds with
respect to the Services or operations performed by or on behalf of the Consultant, including
materials, parts or equipment furnished in connection with such work; and (2) the insurance
coverage shall be primary insurance as respects the DWP and the City, their officials,
officers, employees, agents and volunteers, or if excess, shall stand in an unbroken chain
of coverage excess of the Consultant’s scheduled underlying coverage. Any insurance or
self-insurance maintained by the DWP or the City, their officials, officers, employees,
agents and volunteers shall be excess of the Consultant’s insurance and shall not be called
upon to contribute with it in any way.
(B)
Automobile Liability. The automobile liability
policy shall be endorsed to state that: (1) the DWP and the City of Big Bear Lake, their
officials, officers, employees, agents and volunteers shall be covered as additional insureds
with respect to the ownership, operation, maintenance, use, loading or unloading of any auto
owned, leased, hired or borrowed by the Consultant or for which the Consultant is
responsible; and (2) the insurance coverage shall be primary insurance as respects the DWP
and the City, their officials, officers, employees, agents and volunteers, or if excess, shall stand
in an unbroken chain of coverage excess of the Consultant’s scheduled underlying coverage.
Any insurance or self-insurance maintained by the DWP or the City, their officials, officers,
employees, agents and volunteers shall be excess of the Consultant’s insurance and shall not
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be called upon to contribute with it in any way.
(C)
Workers’
Compensation
and Employers
Liability Coverage. The insurer shall agree to waive all rights of subrogation against the
DWP and the City of Big Bear Lake, their officials, officers, employees, agents and
volunteers for losses paid under the terms of the insurance policy which arise from work
performed by the Consultant.
(D)
All Coverages. Each insurance policy required by
this Agreement shall be endorsed to state that: (A) coverage shall not be suspended, voided,
reduced or canceled except after thirty (30) days prior written notice by certified mail,
return receipt requested, has been given to the DWP; and (B) any failure to comply with
reporting or other provisions of the policies, including breaches of warranties, shall not
affect coverage provided to the DWP or the City, their officials, officers, employees, agents
and volunteers.
3.2.10.5 Separation of Insureds; No Special Limitations. All
insurance required by this Section shall contain standard separation of
insureds
provisions. In addition, such insurance shall not contain any special limitations on the
scope of protection afforded to the DWP and the City of Big Bear Lake, their officials,
officers, employees, agents and volunteers.
3.2.10.6 Deductibles and Self-Insurance Retentions. Any
deductibles or self-insured retentions must be declared to and approved by the DWP.
Consultant shall guarantee that, at the option of the DWP, either: (1) the insurer shall
reduce or eliminate such deductibles or self-insured retentions as respects the DWP and the
City of Big Bear Lake, their officials, officers, employees, agents and volunteers; or (2) the
Consultant shall procure a bond guaranteeing payment of losses and related investigation costs,
claims and administrative and defense expenses.[Intentionally Omitted]
3.2.10.7 Acceptability of Insurers. Insurance is to be placed with
insurers with a current A.M. Best’s rating no less than A-:VIII, licensed to do business in
California, and satisfactory to the DWP.
3.2.10.8 Verification of Coverage. Consultant shall furnish DWP
with original certificates of insurance and endorsements effecting coverage required by
this Agreement on forms satisfactory to the DWP. The certificates and endorsements for
each insurance policy shall be signed by a person authorized by that insurer to bind coverage
on its behalf, and shall be on forms provided by the DWP if requested. All
certificates and endorsements must be received and approved by the DWP before work
commences. The DWP reserves the right to require complete, certified copies of all
required insurance policies, at any time.
3.2.11 Safety. Consultant shall execute and maintain its work so as to avoid
injury or damage to any person or property. In carrying out its Services, the Consultant
shall at all times be in compliance with all applicable local, state and federal laws, rules
and regulations, and shall exercise all necessary precautions for the safety of employees
appropriate to the nature of the work and the conditions under which the work is to be
performed. Safety precautions as applicable shall may include, but shall not be limited to: (A)
adequate life protection and life saving equipment and procedures; (B) instructions in
accident prevention for all employees and subcontractors, such as safe walkways, scaffolds,
fall protection ladders, bridges, gang planks, confined space procedures, trenching and
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shoring, equipment and other safety devices, equipment and wearing apparel as are
necessary or lawfully required to prevent accidents or injuries; and (C) adequate facilities
for the proper inspection and maintenance of all safety measures.
3.3

Fees and Payments.

3.3.1 Compensation. Consultant shall receive compensation, including
authorized reimbursements, for all Services rendered under this Agreement at the rates set
forth in Exhibit ”C” attached hereto and incorporated herein by reference. The total
compensation shall not exceed [ INSERT WRITTEN DOLLAR AMOUNT] ($
[INSERT NUMERICAL DOLLAR AMOUNT ]) without written approval of DWP’s
[ INSERT TITLE ]. Extra Work may be authorized, as described below; and if
authorized, said Extra Work will be compensated at the rates and manner set forth in this
Agreement.
3.3.2 Payment of Compensation. Consultant shall submit to DWP a monthly itemized
statement which indicates work completed and hours of Services rendered by
Consultant. The statement shall describe the amount of Services and supplies provided
since the initial commencement date, or since the start of the subsequent billing periods, as
appropriate, through the date of the statement. DWP shall, within forty- five (45) days of
receiving such statement, review the statement and pay all approved charges thereon. From
time to time, Consultant may receive certain incentives in the form of bonuses and rewards
from its corporate card and other vendors. Such incentives to the extent received will be
retained by Consultant to cover firm expenses.
3.3.3 Reimbursement for Expenses. Consultant shall not be reimbursed for
any expenses unless authorized in writing by DWP.
3.3.4 Extra Work. At any time during the term of this Agreement, DWP
may request that Consultant perform Extra Work. As used herein, “Extra Work” means
any work which is determined by DWP to be necessary for the proper completion of the
Project, but which the Parties did not reasonably anticipate would be necessary at the execution
of this Agreement. Consultant shall not perform, nor be compensated for, Extra Work without
written authorization from DWP’s Representative.
3.3.5 Prevailing Wages. Consultant is aware of the requirements of
California Labor Code Sections 1720, et seq., and 1770, et seq., as well as California
Code of Regulations, Title 8, Section 16000, et seq., (“Prevailing Wage Laws”), which
require the payment of prevailing wage rates and the performance of other requirements on
certain “public works” and “maintenance” projects. [ INSERT “IF” OR “SINCE” AS
APPLICABLE ] the Services are being performed as part of an applicable “public
works” or “maintenance” project, as defined by the Prevailing Wage Laws, and [ INSERT
“IF” OR “SINCE” AS APPLICABLE___] the total compensation is One Thousand
Dollars ($1,000) or more, Consultant agrees to fully comply with such Prevailing Wage
Laws. DWP shall provide Consultant with a copy of the prevailing rates of per diem wages
in effect at the commencement of this Agreement. Consultant shall make copies of the
prevailing rates of per diem wages foreach craft, classification or type of worker needed to
execute the Services available to interested parties upon request, and shall post copies at the
Consultant’s principal place of business and at the project site. Consultant shall defend,
indemnify and hold the DWP and the City of Big Bear Lake, their elected officials, officers,
employees, volunteers and agents free and harmless from any third party claims, liabilities,
costs, penalties or interest arising out of any failure or alleged failure to comply with the
Prevailing Wage Laws.
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[**IF DWP IS AWARE THAT THE CONSULTANT WILL PERFORM WORK SUBJECT TO PREVAILING
WAGE LAW, PLEASE CONTACT LEGAL COUNSEL TO OBTAIN GUIDANCE REGARDING REVISING
THIS PROVISION**] Effective April 1, 2015, if the services are being performed as part of an
applicable “public works” or “maintenance” project, then pursuant to Labor Code Sections
1725.5 and 1771.1, the Consultant and all subconsultants must be registered with the
Department of Industrial Relations. Consultant shall maintain registration for the duration of
the project and require the same of any subconsultants. This project may also be subject to
compliance monitoring and enforcement by the Department of Industrial Relations. It shall be
Consultant’s sole responsibility to comply with all applicable registration and labor compliance
requirements
[
IF A MULTI-YEAR CONTRACT, ADD THE FOLLOWING: 3.3.6 Service Rates. In the event
that this Agreement is renewed pursuant to Section 3.1.2, if the Parties do not both agree to
another Service Rate, the Service Rates shall be automatically adjusted each year at the time of
renewal in accordance with the Consumer Price Index, All Urban Consumers, Los AngelesRiverside-Orange Counties (“CPIU”).
]

3.3.6 Additional Services. Unless expressly provided for, the Services do not include giving
testimony or appearing or participating in discovery proceedings, in administrative hearings,
in court, or in other legal or regulatory inquiries or proceedings. Except with respect to a
dispute or litigation between Consultant and DWP, Consultant’s costs, expenses, and time
spent in legal and regulatory matters or proceedings arising from this Contract, such as
subpoenas, testimony, bankruptcy filings or proceedings, consultation involving private
litigation, arbitration, government or industry regulation inquiries, whether made at DWP’s
request or the request of a third party, will be billed to DWP separately at Consultant’s
standard rates for such services.
3.4

Accounting Records.

3.4.1 Maintenance and Inspection. Consultant shall maintain complete and accurate records with
respect to all costs and expenses incurred under this Agreement. All such records shall be
clearly identifiable. Consultant shall allow a representative of DWP upon advance notice,
once annually, and during normal business hours to examine, audit, and make transcripts
or copies of such records and any other documents created pursuant to this Agreement.
Consultant shall allow inspection of all work product, data, documents, proceedings, and
activities that were billed for related to the Agreement for a period of three (3) years from
the date of final payment under this Agreement. Notwithstanding the foregoing or anything
in this agreement, nothing this Section or any audit or inspections hereunder, shall violate
or cause Consultant to violate any of Consultant’s professional standards, privacy,
confidentially or legal obligations and provided further, that Consultant’s work papers and
other proprietary materials are excluded from such audit. DWP will treat the Records as
confidential information and may not disclose the Records to any other parties.
3.5

General Provisions.
3.5.1 Termination of Agreement.

3.5.1.1 Grounds for Termination. Prior to any termination
default under this paragraph, Consultant shall be given notice of any proposed
termination and at least ten (10) business days to cure the reasons provided for
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termination for default. DWP may, by written notice to Consultant, terminate the whole
or any part of this Agreement at any time and without cause by giving written notice to
Consultant of such termination, and specifying the effective date thereof, at least seven
(7) business days before the effective date of such termination. Upon termination,
Consultant shall be compensated only for those services which have been adequately
rendered to DWP up to the effective date of termination, and Consultant shall be entitled
to no further compensation. Consultant may not terminate this Agreement except for
cause.
In the event that Consultant determines, in its professional judgment, that it cannot
complete the services, Consultant may immediately withdraw from the engagement
without liability. In addition, Consultant reserves the right to, in whole or in part, decline
to perform services if information comes to its attention indicating that performing any
Services could cause Consultant to be in violation of applicable law, regulations or
standards or in a conflict of interest, or to suffer reputational damage.
3.5.1.2

Effect of Termination. If this Agreement is terminated as provided herein, DWP may
require Consultant to provide all finished or unfinished Documents and Data and other
information of any kind prepared by Consultant in connection with the performance of
Services under this Agreement. Consultant shall be required to provide such documents and
other information within fifteen (15) days of the request. Any unfinished work shall be
provided “as is” without any warranty of any kind and, provided further, Consultant shall not
have any liability to the State as a result of the State’s use of any unfinished, incomplete, or
draft work product.
3.5.1.3 Additional Services. In the event this Agreement is
terminated in whole or in part as provided herein, DWP may procure, upon such terms
and in such manner as it may determine appropriate, services similar to those terminated.
3.5.2 Delivery of Notices. All notices permitted or required under this
Agreement shall be given to the respective Parties at the following address, or at such
other address as the respective parties may provide in writing for this purpose:

DWP
Department of Water and Power,
City of Big Bear Lake
41972 Garstin Drive
P.O. Box 1929
Big Bear Lake, CA 92315
Attn: [INSERT NAME]

Consultant
[
INSERT NAME ]
[
INSERT ADDRESS ]
[
INSERT ADDRESS ]
Attn: [ INSERT NAME
]

Such notice shall be deemed made when personally delivered or when mailed, forty-eight (48)
hours after deposit in the U.S. Mail, first class postage prepaid and addressed to the Party at its
applicable address. Actual notice shall be deemed adequate notice on the date actual notice
occurred, regardless of the method of service.

Electronic Communications. DWP agrees to the use of electronic methods to transmit
and receive information. Consultant shall not be responsible or liable for any (i) service
interruptions of or (ii) corruption or damages (whether direct, indirect, consequential or
otherwise) to DWP or third party’s information systems and the information and data
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contained therein, including but not limited to denial of access, automatic shut-down of
information systems caused by or resulting from Consultant’s performance of the
services, to the extent such interruptions and damages were beyond its reasonable
control upon exercise of reasonable and customary security and other measures as
customary in the industry.
3.5.3 Ownership of Materials and Confidentiality.
3.5.3.1

Documents & Data; Licensing of Intellectual Property. This Agreement creates a nonexclusive and perpetual license for DWP to copy, use, modify, reuse, or sublicense any and
all copyrights, designs, and other intellectual property embodied in plans, specifications,
studies, drawings, estimates, and other documents or works of authorship fixed in any
tangible medium of expression, including but not limited to, physical drawings or data
magnetically or otherwise recorded on computer diskettes, including, without limitation, any
Computer Aided Design and Drafting (“CADD”) data, which are prepared or caused to be
prepared by Consultant under this Agreement for delivery to DWP. (“Deliverables” or
“Documents & Data”). Consultant shall require all subcontractors to agree in writing that
DWP is granted a non-exclusive and perpetual license for any Documents & Data the
subcontractor prepares under this Agreement. Consultant represents and warrants that
Consultant has the legal right to license any and all Documents & Data. Consultant makes
no such representation and warranty in regard to Documents & Data which were prepared
by design professionals other than Consultant or provided to Consultant by the DWP. DWP
shall not be limited in any way in its use of the Documents & Data at any time, provided
that any such use not within the purposes intended by this Agreement shall be at DWP’s
sole risk. Any CADD data delivered to DWP shall not include the professional stamp or
signature of an engineer, architect, or any other licensed professional, but shall be followed
with a hard copy with such stamp or signature. The Deliverables are for the DWP’s internal
use only.
Consultant shall retain sole and exclusive ownership of and all right, title and interest in and
to any know-how, concepts, techniques, methodologies, ideas, processes, models, templates,
tools, utilities, routines and trade secrets of Consultant that existed prior to this engagement or
that, to the extent they are of general application, may have been discovered, created or
developed by Consultant as a result of its own efforts during this engagement (collectively, the
“Consultant Property”). DWP shall acquire no rights or interest in the Consultant Property,
except for a non-exclusive, non-transferable, royalty-free right to use such Consultant Property
solely in connection with any deliverable or work product to the extent any Consultant
Property is incorporated therein. DWP will not sublicense or otherwise grant any other party
any rights to use, copy or otherwise exploit or create derivative works from the Consultant
Property
The information contained in documents prepared by Consultant in the course of providing
services under the terms of this Agreement is for the sole use of the Contracting Entity in
accordance with the purpose of this Agreement hereunder. The Deliverables are not for a third
party's benefit or reliance, and Consultant disclaims any contractual or other responsibility or
duty of care to others based upon the Services, Work Product or Deliverables. Any Work
Product, Deliverables, or documents delivered by Consultant shall be released only as redacted
in accordance with California Public Records Law or with the prior written permission of
Consultant. Except to the extent expressly provided hereto to the contrary, no third-party
beneficiaries are intended under this Agreement.
Consultant work papers are not part of the Deliverables or work product or software associated
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with the Deliverables and the work papers shall remain the confidential property of Consultant
in accordance with professional standards.
3.5.3.2

Confidentiality. All ideas, memoranda, specifications, plans, procedures, drawings,
descriptions, computer program data, input record data, written information, and other
Documents and Data either created by or provided to Consultant in connection with the
performance of this Agreement shall be held confidential by Consultant. Such materials
shall not, without the prior written consent of DWP, be used by Consultant for any purposes
other than the performance of the Services; unless required to be disclosed by law, court
order, regulatory agency, or accounting oversight body. Nor shall such materials be
disclosed to any person or entity not connected with the performance of the Services or the
Project. Nothing furnished to Consultant which is otherwise known to Consultant or is
generally known, or has become known, to the related industry shall be deemed
confidential. Consultant shall not use DWP’s or the City of Big Bear Lake’s name or
insignia, photographs of the Project, or any publicity pertaining to the Services or the Project
in any magazine, trade paper, newspaper, television or radio production or other similar
medium without the prior written consent of DWP or the City.
3.5.4 Cooperation; Further Acts. The Parties shall fully cooperate with one
another, and shall take any additional acts or sign any additional documents as may be
necessary, appropriate or convenient to attain the purposes of this Agreement.
3.5.5 Attorney’s Fees. If either Party commences an action against the
other Party, either legal, administrative or otherwise, arising out of or in connection with
this Agreement, the prevailing neither party in such litigation shall be entitled to have and
recover from the losing party reasonable attorney’s fees and all other costs of such action.
3.5.6 Indemnification and Limitation of Liability. Consultant shall defend,
indemnify and hold the DWP and the City of Big Bear Lake, their officials, officers,
employees, volunteers and agents free and harmless from any and all third party claims,
demands, causes of action, costs, expenses, liability, loss, damage or injury, in law or
equity, to tangible property or persons, including wrongful death, in any manner arising out
of or incident to any negligent acts or omissions or willful misconduct of Consultant, its
officials, officers, employees, agents, consultants and contractors arising out of or in
connection with the performance of the Services, the Project or this Agreement, including
without limitation the payment of all consequential damages and attorney’s fees and other
related costs and expenses. Consultant shall defend, at Consultant’s own cost, expense and
risk, any and all such aforesaid suits, actions or other legal proceedings of every kind that
may be brought or instituted against DWP or the City, their officials, officers, employees,
agents or volunteers. Consultant shall pay and satisfy any such judgment, award or decree
that may be rendered against DWP or the City or their officials, officers, employees, agents
or volunteers, in any such suit, action or other legal proceeding. Consultant shall reimburse
DWP and the City and their officials, officers, employees, agents and/or volunteers, for any
and all legal expenses and costs incurred by each of them in connection therewith or in
enforcing the indemnity herein provided. Consultant’s obligation to indemnify shall not be
restricted to insurance proceeds, if any, received by the DWP or the City, their officials,
officers, employees, agents
DWP agrees that the liability of Consultant and its present, future and former partners,
principals and employees for any claim, including but not limited to, Consultant’s negligence,
shall not exceed the fees it receives for the portion of the work giving rise to such liability. This
limitation shall not apply to the extent that it is finally determined to be the result of the
Consultant’s willful misconduct or fraud. In addition, DWP agrees that Consultant and its
present, future and former partners, principals and employees shall not under any circumstances
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be liable for any special, consequential, incidental or exemplary damages or loss (nor any lost
profits, taxes, interest, tax penalties, savings or business opportunity), even if Consultant was
advised in advance of such potential damages. This paragraph shall apply to any type of claim
asserted, including contract, statute, tort, or strict liability, whether by DWP, Consultant, or
others.
or volunteers. [***IF FOR DESIGN PROFESSIONAL SERVICES (ARCHITECT,
LANDSCAPE ARCHITECT, ENGINEER OR LAND SURVEYOR), USE THE
FOLLOWING ALTERNATIVE LANGUAGE AND DELETE THE ABOVE
LANGUAGE. To the fullest extent permitted by law, Consultant shall defend, indemnify and
hold the DWP and the City, their officials, officers, employees, volunteers, and agents free
and harmless from any and all claims, demands, causes of action, costs, expenses, liability,
loss, damage or injury, in law or equity, to property or persons, including wrongful death,
in any manner arising out of, pertaining to, or relating to any negligence, errors or
omissions, recklessness, or willful misconduct of Consultant, its officials, officers,
employees, agents, consultants, and contractors arising out of or in connection with the
performance of the Consultant’s Services, including without limitation the payment of all
consequential damages, expert witness fees, and attorneys fees and other related costs and
expenses. Consultant shall defend, at Consultant’s own cost, expense and risk, any and all
such aforesaid suits, actions or other legal proceedings of every kind that may be brought or
instituted against the DWP or the City, their officials, officers, employees, agents, or
volunteers. Consultant shall pay and satisfy any judgment, award or decree that may be
rendered against DWP or the City or their officials, officers, employees, agents, or volunteers,
in any such suit, action or other legal proceeding. Consultant shall reimburse DWP and the
City and their officials, officers, employees, agents, and/or volunteers, for any and all legal
expenses and costs incurred by each of them in connection therewith or in enforcing the
indemnity herein provided. Consultant’s obligation to indemnify shall not be restricted to
insurance proceeds, if any, received by the DWP or the City, their officials officers,
employees, agents, or volunteers.***]
3.5.7 Entire Agreement. This Agreement contains the entire Agreement of
the Parties with respect to the subject matter hereof, and supersedes all prior negotiations,
understandings or agreements. This Agreement may only be modified by a writing signed
by both Parties.
3.5.8 Governing Law. This Agreement shall be governed by the laws of
the State of California. Venue shall be in San Bernardino County.
3.5.9 Time of Essence. Time is of the essence for each and every provision of this Agreement.
However, Consultant shall not be liable for delays beyond its reasonable control or caused
by DWP.
3.5.10 DWP’s Right to Employ Other Consultants. DWP reserves right to
employ other consultants in connection with this Project.
3.5.11 Successors and Assigns. This Agreement shall be binding on the
successors and assigns of the Parties.
3.5.12 Assignment or Transfer. Consultant shall not assign, hypothecate, or
transfer, either directly or by operation of law, this Agreement or any interest herein
without the prior written consent of the DWP, which will not be unreasonably withheld. Any
attempt to do so shall be null and void, and any assignees, hypothecates or transferees shall
acquire no right or interest by reason of such attempted assignment, hypothecation or
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transfer.
3.5.13 Construction; References; Captions. Since the Parties or their agents
have participated fully in the preparation of this Agreement, the language of this
Agreement shall be construed simply, according to its fair meaning, and not strictly for or
against any Party. Any term referencing time, days or period for performance shall be
deemed calendar days and not work days. All references to Consultant include all
personnel, employees, agents, and subcontractors of Consultant, except as otherwise
specified in this Agreement. All references to DWP include its elected officials, officers,
employees, agents, and volunteers except as otherwise specified in this Agreement. The
captions of the various articles and paragraphs are for convenience and ease of reference
only, and do not define, limit, augment, or describe the scope, content, or intent of this
Agreement.
3.5.14 Amendment; Modification. No supplement, modification, or
amendment of this Agreement shall be binding unless executed in writing and signed by
both Parties.
3.5.15 Waiver. No waiver of any default shall constitute a waiver of any
other default or breach, whether of the same or other covenant or condition. No waiver,
benefit, privilege, or service voluntarily given or performed by a Party shall give the other
Party any contractual rights by custom, estoppels, or otherwise.
3.5.16 No Third Party Beneficiaries. There are no intended third party
beneficiaries of any right or obligation assumed by the Parties.
3.5.17 Invalidity; Severability. If any portion of this Agreement is declared
invalid, illegal, or otherwise unenforceable by a court of competent jurisdiction, the
remaining provisions shall continue in full force and effect.
3.5.18 Prohibited Interests. Consultant maintains and warrants that it has not
employed nor retained any company or person, other than a bona fide employee working
solely for Consultant, to solicit or secure this Agreement. Further, Consultant warrants that
it has not paid nor has it agreed to pay any company or person, other than a bona fide
employee working solely for Consultant, any fee, commission,
percentage, brokerage
fee, gift or other consideration contingent upon or resulting from the award or making of
this Agreement. For breach or violation of this warranty, DWP shall have the right to
rescind this Agreement without liability.
For the term of this Agreement, no member, officer or employee of DWP or the City, during the
term of his or her service with DWP or the City, shall have any direct interest in this Agreement,
or obtain any present or anticipated material benefit arising there from.

3.5.19 Equal Opportunity Employment. Consultant represents that it is an
equal opportunity employer and it shall not discriminate against any subcontractor,
employee or applicant for employment because of race, religion, color, national origin,
handicap, ancestry, sex or age. Such non-discrimination shall include, but not be limited to,
all activities related to initial employment, upgrading, demotion, transfer, recruitment or
recruitment advertising, layoff or termination. Consultant shall also comply with all relevant
provisions of any City of Big Bear Lake’s Minority Business Enterprise program, Affirmative
Action Plan or other related programs or guidelines currently in effect or hereinafter enacted.
3.5.20 Labor Certification. By its signature hereunder, Consultant certifies
19361.00005\9542637.4
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that it is aware of the provisions of Section 3700 of the California Labor Code which
require every employer to be insured against liability for Workers’ Compensation or to
undertake self- insurance in accordance with the provisions of that Code, and agrees to
comply with such provisions before commencing the performance of the Services.
3.5.21 Compliance with City Policies. Contractor certifies that it is aware of
the provisions of the City of Big Bear Lake’s “Drug/Alcohol-Free Workplace policy,”
“Harassment and Compliant Procedure,” and “Violence in the Workplace Policy,” and
agrees to comply with such provisions at all times during the performance of all work
governed by this Contract.
3.5.22 Authority to Enter Agreement. Consultant has all requisite power and
authority to conduct its business and to execute, deliver, and perform the Agreement. Each
Party warrants that the individuals who have signed this Agreement have the legal power,
right, and authority to make this Agreement and bind each respective Party.
3.5.23 Counterparts. This Agreement may be signed in counterparts, each
of which shall constitute an original.
3.6

Subcontracting.

3.6.1 Prior Approval Required. Consultant shall not subcontract any portion of the work
required by this Agreement, except as expressly stated herein, without prior written
approval of DWP. Subcontracts, if any, shall contain a provision making them subject to
all provisions stipulated in this Agreement.
3.6.2 Consultant may use third-parties to provide administrative and operational support to
Consultant’s business operations. All of these third party service providers are subject to
confidentiality obligations to protect the confidentiality of DWP data. Such entities may be
located within or outside the United States.
[SIGNATURES ON FOLLOWING PAGE.]
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DEPARTMENT OF WATER AND POWER,
CITY OF BIG BEAR LAKE

[INSERT CONSULTANT’S NAME]

By: (INSERT NAME)
(Insert Title)

By: Reginald A. Lamson
General Manager

Attest:
By:

Name

Date

IN COMPLIANCE WITH PURCHASING POLICIES/ PROCEDURES
By:

Chief Financial Officer

Date

1

Attestation of Consultant’s signature must be obtained when required by the by-laws, articles
of incorporation or other laws, rules or regulations applicable to Consultant’s business entity.
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This proposal is the work of Grant Thornton LLP, the U.S. member firm of Grant Thornton International Ltd, and is in all
respects subject to negotiation, agreement, and signing of specific contracts. The information contained within this
document is intended only for the entity or person to which it is addressed and contains confidential and/or proprietary
material. Dissemination to third-parties, copying, or use of this information is strictly prohibited without the prior written
consent of Grant Thornton LLP.
“Grant Thornton” refers to the brand under which the Grant Thornton member firms provide assurance, tax and advisory
services to their clients and/or refers to one or more member firms, as the context requires. Grant Thornton International
Ltd (GTIL) and the member firms are not a worldwide partnership. GTIL and each member firm is a separate legal entity.
Services are delivered by the member firms. GTIL does not provide services to clients. GTIL and its member firms are
not agents of, and do not obligate, one another and are not liable for one another’s acts or omissions.
Tax Professional Standards Statement
This document supports Grant Thornton LLP’s marketing of professional services, and is not written tax advice directed
at the particular facts and circumstances of any person. If you are interested in the subject of this document we
encourage you to contact us or an independent tax advisor to discuss the potential application to your particular situation.
Nothing herein shall be construed as imposing a limitation on any person from disclosing the tax treatment or tax
structure of any matter addressed herein. To the extent this document may be considered to contain written tax advice,
any written advice contained in, forwarded with, or attached to this document is not intended by Grant Thornton to be
used, and cannot be used, by any person for the purpose of avoiding penalties that may be imposed under the Internal
Revenue Code.
©2019 Grant Thornton LLP | All rights reserved | U.S. member firm of Grant Thornton International Ltd.
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March 8, 2019
Ms. Rachel M. Franklin
Human Resources/Risk Management
City of Big Bear Lake/Department of Water and Power
41972 Garstin Drive
Big Bear Lake, CA 92315
Dear Ms. Franklin:
Thank you for the opportunity to respond to your Request for Proposals for a Classification and Total
Compensation Study, which includes position review, evaluation and compensation policy, and staffing
level analysis, for the City of Big Bear Lake, Department of Water and Power (“City” and “DWP”), to be
completed by August 20, 2019. We are most interested in assisting the City with this important study of
the DWP, and feel that we are uniquely qualified to provide value to your organization based on our
experience working with other cities, counties, countless water agencies, JPAs, and non-profit agencies
throughout California, including numerous clients in Southern California, the San Bernardino region, Lake
Arrowhead, and the high desert around Victorville, as well as Yucca Valley.
Koff & Associates is an experienced Human Resources and Recruitment Services firm that has been
providing human resources services to special districts, courts, cities, counties, and other public agencies,
with a strong concentration on water agencies, wastewater agencies, irrigation districts, etc., for thirtyfive (35) years. The firm has achieved a reputation for working successfully with management, employees,
and governing bodies. We believe in a high level of dialogue and input from study stakeholders and our
proposal speaks to that level of effort. That extra effort has resulted in close to 100% implementation of
all of our classification and compensation studies.
Koff & Associates ensures that each of our projects is given the appropriate resources and attention,
resulting in a high level of quality control, excellent communication between clients and our office,
commitment to meeting timelines and budgets, and a consistently high-caliber work product.
As Chief Executive Officer of the firm, I would assume the role of Project Director and be responsible for
the successful completion of this project. I can be reached at our Berkeley address and our phone number
is (510) 658-5633. My email is gkrammer@koffassociates.com.
This proposal will remain valid for at least ninety (90) days from the date of submittal. Please call if you
have any questions or wish additional information. We look forward to the opportunity to provide
professional services to the City of Big Bear Lake, Department of Water and Power.
Sincerely,

Georg S. Krammer
Chief Executive Officer
2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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FIRM DESCRIPTION AND QUALIFICATIONS
Koff & Associates (“K&A”) is a full-spectrum, public-sector human resources and recruitment services
firm that was founded in 1984 by Gail Koff; K&A has been assisting cities, counties, special districts, other
public agencies, and non-profit organizations with their human resources needs for thirty-five (35) years.
We are a private California corporation, #2785458, and our legal name is Kaneko and Krammer Corp.
dba Koff & Associates, Inc. We were incorporated on September 23, 2005. Our headquarters are in
Berkeley, CA, and we have satellite offices in Southern California, the Central Valley, the Sacramento
Region, and the western region.
We are a California State-certified Small Business Enterprise (#58366), and through the County of
Alameda, we are also a locally certified Local, Small Local, and Very Small Local Business Enterprise.
We are familiar with the various public sector organizational structures, agency missions, operational and
budgetary requirements, and staffing expectations. We have extensive experience working in both union
and non-union environments (including service as the management representative in meet & confer and
negotiation meetings), working with City Councils, County Commissions, Boards of Directors, Boards of
Supervisors, Boards of Trustees, Merit Boards, and Joint Power Authorities.
The firm’s areas of focus are classification and compensation studies (approximately 70% of our
workload); executive search and staff recruitments; organizational development/assessment studies;
performance management and incentive compensation programs; development of strategic
management tools; policy/procedure development and employee handbooks; training and development;
public agency consolidations and separations; Human Resources audits; and serving as off-site Human
Resources Director for smaller public agencies that need the expertise of a Human Resources Director but
do not need a full-time, on-site professional.
Without exception, all of our classification and compensation studies have successfully met all of our
intended commitments; communications were successful with employees, supervisors, management,
and union representatives; and we were able to assist each agency in successfully implementing our
recommendations. All studies were brought to completion within stipulated time limits and proposed
budgets.
Our long list of clients is indicative of our firm’s reputation as being a quality organization that can be
relied on for producing comprehensive, sound, and cost-effective recommendations and solutions. K&A
has a reputation for being “hands on” with the ability and expertise to implement its ideas and
recommendations through completion in both union and non-union environments.
K&A relies on our stellar reputation and the recommendations and referrals of past clients to attract new
clients. Our work speaks for itself and our primary goal is to provide professional and technical consulting
assistance with integrity, honesty and a commitment to excellence. We are very proud of the fact that
we have not had any formal appeals in our entire history, working with hundreds of public agency clients
and completing hundreds of classification and/or compensation, organizational, and other types of
studies.

2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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Our entire team consists of twenty-seven (27) employees as shown below in our organizational chart.
Georg Krammer, CEO
Katie Kaneko, President

Kelly Basoco
Gwen Brew
Monica Garrison-Reusch
Mike Harary
Jamie Inderbitzen
Frances Trant
Senior H.R. Associates

Alyssa Thompson
Senior Project Manager

Debbie Owen
Senior Project Manager

Kari Mercer
golbou ghassemieh
Project Managers

Richard O'Donnell
Recruitment Manager
Brandon Romo
Recruiter

Irene Chan
Cindy Harary
Brenna Huntley
Sarah Nunes
Rebecca Ornellas
Renate Tiner
Susan Vang
H.R. Associates

Eileen King
Marketing Associate
Ruth Zablotsky
Administrative Analyst

Lenissa Dumlao
Elise Johnson
Administrative
Coordinators
Kathy Crotty
Anne Brooks Pfister
Administrative
Assistants

No subcontractors will be assigned to this study.

Qualifications of Team Members to be Assigned to this Project
All members of our team have worked on multiple classification and total compensation studies and are
well acquainted with the wide array of public sector organizational structures, compensation structures,
classification plans, as well as the challenges and issues that arise when conducting studies such as this
one for the City and the Dept. of Water and Power.
Following are short biographies of the specific staff who will be assigned to this study (their full résumés
may be found in the Appendix):
Georg Krammer, M.B.A., S.P.H.R.
Chief Executive Officer
Georg brings over twenty (20) years of management-level human resources experience to Koff &
Associates with an emphasis in classification and compensation design; organizational development;
market salary studies; executive and staff recruitment; performance management; and employee
relations, in the public sector, large corporations and small, minority-owned businesses.
After obtaining a Master of Arts in English and Russian and teaching credentials at the University of
Vienna, Austria, Georg came to the United States to further his education and experience and attained his
2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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Master of Business Administration from the University of San Francisco. After starting his HR career in
Wells Fargo’s college recruiting department, he moved on to HR management positions in the banking
and high-tech consulting industries. With his experience as a well-rounded senior HR generalist, his
education in business and teaching, and his vast experience with public sector HR programs and functions,
Georg’s contribution to K&A’s variety of projects greatly complements our consulting team. Georg joined
K&A in 2003 and has been the firm’s Chief Executive Officer since 2005.
In the last three (3) years, since approximately mid-2015, Georg has Project Directed more than one
hundred fifty (150) classification and/or compensation studies.
Georg will serve as the Project Director for this classification and compensation survey; he will coordinate
all of K&A’s efforts, will attend all meetings with the City, and will be responsible for all work products and
deliverables.
Alyssa Thompson, Ph. D.
Senior Project Manager
Alyssa has twelve (12) years of human resources experience in classification and compensation analysis
and development, performance management, affirmative action program development, and recruitment.
Alyssa also has experience in designing and conducting quantitative and qualitative research studies.
Since joining K&A in 2007, Alyssa has led and worked on well over two hundred (200) classification,
compensation, organizational assessment, and recruitment projects for cities, counties, and special
districts, including but not limited to some of these more recent projects:
•
•
•

Cities: Albany, American Canyon, Anaheim, Bellflower, Claremont, Concord, Danville,
Discovery Bay, Fremont, Madera, Monterey, Napa, Oakland, Orange, Palm Desert,
Redlands, Sacramento, San Diego, Santa Barbara, Santa Rosa, and Vallejo.
Counties: Bernalillo (New Mexico), Placer, San Joaquin, San Mateo, Tehama, and
Tuolumne.
Special Districts: Alameda County Transportation Commission, Berkeley Unified School
District, Central Contra Costa Sanitary District, Dublin San Ramon Services District, East
Bay Municipal Utility District, Encina Wastewater Authority, Foothill-DeAnza Community
College District, Habeas Corpus Resource Center, Hayward Area Recreation and Park
District, Housing Authority of the County of Alameda, Housing Authority of the County of
San Bernardino, Marin Transit District, Metropolitan Transportation Commission,
Midpeninsula Regional Open Space District, Mid-Peninsula Water District, Mount San
Antonio College, Northern California Power Agency, Oakland Housing Authority, Orange
County Sanitation District, Riverside County Transportation Commission, SACOG
(Sacramento Area Council of Governments), Sacramento Metropolitan Fire District, San
Diego Housing Commission, Santa Clara County Housing Authority, Santa Clara Valley
Water District, South Coast Water District, Superior Court of California-County of Orange,
Vallejo Flood and Wastewater District, Western Riverside Council of Governments, West
Valley Mission Community College District, and Zone 7 Water District.

2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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She earned a Bachelor’s degree in Psychology with a minor in Sociology-Organizational Studies from the
University of California, Davis, and a Ph.D. in Organizational Psychology from Alliant International
University.
Alyssa will serve as the Co-Project Director for this project; she will help coordinate all of K&A’s efforts,
will attend all meetings with the City/DWP, and will be responsible for work products and deliverables, as
well as provide consultant support throughout the effort, including classification analysis, interviews with
employees and management, compensation analysis, internal job analysis, development of
recommendations, and implementation strategies.
Mike Harary, BBA, MBA
Senior H.R. Associate
Mike Harary possesses over thirty-two (32) years of municipal HR management experience including
serving as a Human Resources Director for two municipalities in Southern California. Mike has been
involved in all aspects of Human Resources for the cities of La Mirada, Orange, Westminster, and Downey,
including serving as Chief Labor Negotiator, managing recruitment and selection processes for all types of
municipal government positions, handling employee benefits functions, responding to labor and
employee relations issues, coordinating classification and compensation studies, complying with labor
laws, conducting personnel investigations, and managing a variety of general human resources functions.
Mike played a key role in developing and implementing CalPACS, a regional, internet-based,
comprehensive salary and benefits survey website for local agencies, now utilized by over sixty (60)
Southern California member agencies.
Mike possesses a Bachelor’s Degree in Business Administration emphasizing Human Resources
Management from California State University, Long Beach, and a Masters of Business Administration, also
from Cal State Long Beach.
Mike will provide Senior H.R. Associate support for this project, including classification analysis, interviews
with employees and management, compensation data collection and analysis, internal job analysis,
development of recommendations, and implementation strategies.
Cindy Harary, B.A.
H.R. Associate
Cindy’s professional qualifications include over twenty-seven (27) years of experience in the Human
Resources field, primarily in classification and compensation. She spent the first eleven (11) years in the
public sector working for the City of Whittier, California, where she started out in their Public Works
Department before moving to the Human Resources Department. She gained experience in classification
and compensation, recruitment and selection, employee training and development, labor relations, and
general human resources administration.
For the next sixteen (16) years, Cindy worked as a Human Resources Consultant for another consulting
firm where she specialized in conducting classification and compensation studies for multiple public sector
2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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agencies including cities, counties, and special districts as well as several private sector clients. Some of
the Orange County Cities she worked on in partnership with other consultants at that firm were: Cities of
Brea, Laguna Beach, Lake Forest, La Palma, Los Alamitos, Placentia, San Clemente, Stanton and Tustin. In
Los Angeles County, her work includes: Cities of Corona, Downey, El Monte, Manhattan Beach, and
Upland. Finally, in San Bernardino County she has worked on the City of Rancho Cucamonga.
Since joining K&A, Cindy has conducted Classification and/or Compensation work for:
•
•

Cities/Towns: Anaheim, Carmel, Danville, Los Altos, Menifee, Murrieta, National City,
San Diego, Santa Ana, Santa Barbara, and Seal Beach.
Special Districts: Bay Area Water Supply and Conservation Agency, Alameda Housing
Authority, Eastern Municipal Water District, Encina Wastewater Authority, Housing
Authority of Alameda County, Monte Vista Water District, Oro Loma Sanitary District,
County of Orange-Public Works Study, South Coast Air Quality Management District,
Sweetwater Authority, and Vallecitos Water District.

She has worked on these studies in conjunction with Georg Krammer, CEO and Project Director for each
study.
Cindy earned her B.A. degree in Broadcast Journalism at California State University, Long Beach.
Cindy will provide H.R. Associate support throughout this effort, including classification analysis,
interviews with employees and management, compensation data collection and analysis, internal job
analysis, development of recommendations, and implementation strategies.
Kelly Ann Basoco, SPHR, SHRM-SCP, PHRca
Senior H.R. Associate
Kelly’s professional qualifications include over fifteen (15) years of experience in the Human Resources
field, primarily as a generalist. She spent the first twelve (12) years in the private sector as a Human
Resources Manager working for global companies such as Parker Hannifin and 3M. Kelly gained
experience in employee relations, policies and procedures administration, recruitment activities and
performance management; with Parker and 3M she also worked with mergers and acquisitions and
managed plant/facility closures.
Kelly was Director of Human Resources for a multi-state manufacturing company where she oversaw
corporate human resources. Kelly transitioned to human resources consulting providing human resources
audits, policy and procedure development, performance management and investigations for local
businesses and classification and compensation studies for the public sector.
Since joining K&A, Kelly has conducted Classification and Compensation work, as well as organizational
assessment studies, for:
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•
•
•

Cities: Coachella, El Monte, Galt, Citrus Heights, Manteca, Morgan Hill, Murrieta,
Newman, Perris, Redlands (Municipal Utilities and Engineering Department), San Diego,
Santa Monica, Sausalito, Sonora, and Westminster.
County: El Dorado.
Special Districts: Beaumont-Cherry Valley Water District, Castro Valley Sanitary District,
Eastern Municipal Water District, Excelsior Charter School, Helendale Community
Services District, IBEW (International Brotherhood of Electrical Workers), Long Beach
Transit, Mojave Water Agency, Orange County Mosquito and Vector Control District,
Orange County Sanitation District, Phelan-Piñon Hills Community Services District,
Rancho California Water District, Riverside Community College District, San Bernardino
Valley Water Conservation District, Santa Clarita Valley Water District, South Coast Water
District, Southwestern Community College District, and Travis Unified School District.

She has worked on these studies in conjunction with Georg Krammer, CEO, and Katie Kaneko, President.
Kelly received her Bachelor’s Degree in Business and Human Resource Development from Notre Dame
College. She is a member of the national Society of Human Resource Managers (www.shrm.org) holding
the Senior Certified Professional (SHRM-SCP) certification, the Senior Professional in Human Resources
(SPHR) certification and the Professional in Human Resources – California (PHRca) certification. She is also
a member of the Professionals in Human Resources Association (www.pihra.org).
In addition, she is an Item Writer for the HRCI (Human Resource Certification Institute) and is considered
a Subject Matter Expert for the PHRca and SPHR certifications. Recently (late 2018), she represented Koff
& Associates at the annual CSDA conference in Monterey, California.
Kelly will provide Senior H.R. Associate support throughout the project, including classification analysis,
interviews with employees and management, compensation data collection and analysis, internal job
analysis, staffing analysis, development of recommendations, and implementation strategies.

Expectations of Department of Water and Power Support
In order to conduct this study in the most timely and cost-effective manner, we ask for support in the
following areas:







Timely provision of written documentation, such as current class specifications, union contracts,
organizational charts, budget documents, requests for audits, past studies, etc.;
Assistance in the notification and scheduling of orientation and other meetings and the
provision of adequate interview space;
Assistance in the compilation of current descriptions with the Position Description
Questionnaire; collecting and forwarding questionnaires; and in ensuring that materials are
complete and returned in a timely manner;
Assistance in scheduling study project team, bargaining unit, management, employee audit,
and other meetings; and
Meeting agreed-upon timelines.

2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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In terms of time commitment for City or DWP staff, it is strongly suggested that the City or DWP hires an
outside consultant to conduct and coordinate the entire effort. It is our goal to reduce the time
commitment of City or DWP staff as much as possible and to only request assistance in the coordination
of some of the steps in the process, such as scheduling employee orientation meetings, duplicating
position description questionnaires, scheduling employee interviews/desk audits, disseminating
information, and in general, being a channel of communication between our firm and employees.

Please note: the RFP asks for sample questionnaire; it will be found on the digital media supplied with
our submission.
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SCOPE OF WORK
Executive Summary, Approach, Methodology
The City of Big Bear Lake desires human resources assistance to conduct an objective analysis of the current
classification and compensation practices of the City’s Department of Water and Power (DWP); recommend
changes that result in equitable, competitive and legally defensible classification and pay practices that will
enrich the attraction and retention of qualified individuals as well as enhance opportunities for growth and
professional development; evaluate the current employee benefit and compensation plan against local and
regional markets, and comparable employers; evaluate and analyze current staffling levels; and provide
recommendations for adjustments.
DWP currently employs approximately thirty-five (35) full-time benefited employees, one (1) full-time
benefited contract employee, and two (2) temporary non-benefited employees, for a total of thirty-eight
(38). Of the 38 employees, twenty-four (24) are hourly, eleven (11) are exempt, two (2) are seasonal, and
one (1) is contracted. Nine (9) of the full-time employees are in Administrative Services, while twenty-seven
(27) of the full-time employees and two (2) Temporary employees are in Operational Services.
There are 24 salary ranges encompassing thirty-one (31) job classifications.
The study’s first level of effort (Classification Study) is to initially develop an updated and well-structured
classification system and classification descriptions for all study positions that are legally compliant
(including Fair Labor Standards Act (“FLSA”) and Americans with Disabilities Act (“ADA”) requirements),
internally aligned, reflective of contemporary standards, and accurately descriptive of current roles,
responsibilities, duties, and qualifications. The classification analysis process includes orientation and
briefing sessions with employees, management, Human Resources, and other stakeholders, as
appropriate; the completion of a position description questionnaire by employees; interviews with all
employees, and all employees will fill out questionnaires; and interviews with supervisors and
management to address any classification issues. All participating employees will be allocated to an
appropriate classification; draft classification descriptions will be developed, and sent back to the City and
incumbents for additional feedback and concurrence.
A second level of effort (Total Compensation Study) will be to review the City’s compensation structure for
the DWP, for the studied classifications and to conduct a total compensation market survey (salaries plus
benefits) using a set of appropriate comparator agencies. The identification of comparator agencies,
benchmark classifications, and benefits to be collected is an iterative process that includes all stakeholders.
We have found this open discussion philosophy to be critical to our success for organizational buy-in. Once
the external data development is completed, we will make specific recommendations for internal equity for
non-benchmarked classifications and classifications without a large enough market sampling.
The compensation study will contain specific recommendations regarding the integration of all study
classifications into the City’s DWP compensation structure, with the goal of developing a clearly designed,
internally equitable format that is flexible for career opportunity and future growth. Our study will make
recommendations regarding a salary structure that takes the DWP’s compensation preferences into
consideration as well as the appropriate placement of each classification on the DWP’s salary schedule.
2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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A third level of effort will include studying DWP’s staffing levels, span of control, ratios of number of
employees to supervisors, and other aspects of its organizational structure and operations. We will then
surve other, similar, utilities with similar operations, infrastructure, service delivery, and programs and
determine whether the Department’s staffing levels follow best practices.
The study includes a significant number of meetings with the Study Project Team, Human Resources,
employees, and if desired, the Board of Commissioners as well as the Personnel Committee, if desired.
We have expertise in labor/management relations and understand the importance of active participation
by all stakeholders to ensure a successful outcome. The meetings and “stakeholder touch-points” that
we recommend ensure understanding of the project parameters, enhance accurate intake and output of
information, and create a collaborative and interactive approach that will result in greater buy-in for study
recommendations. This interactive approach, although time-consuming, has resulted in almost 100%
implementation success of K&A’s studies.

Study Objectives
Classification Objectives:
 To analyze and update the City’s classification system for the DWP and each study position’s
classification description and structure through a comprehensive process of job analysis and
evaluation, including review of existing documentation, position description questionnaire
completion, employee interviews, management interviews, analysis of existing positions
and working situations, analysis of levels of duties and responsibilities, and other
professional methods, as appropriate;
 To recommend each study position for title change or reclassification (as appropriate),
create new classifications (if applicable), eliminate outdated classifications (if applicable),
and consolidate classifications assigned to similar functional areas (as appropriate);
 To provide for growth and flexibility of assignment within the new classification structure,
where feasible, in recognition that some job duties and responsibilities may evolve over
time, as well as to provide adequate career paths and class series/job families that will
foster career service within the City;
 To clearly state definitions of job classifications, the typical job functions, and minimum
required and preferred qualifications such as education, prior work experience, knowledge,
skills, abilities, licenses, certifications, and physical demands;
 To provide a classification structure that ensures regulatory compliance, including
allocation of each study position to the correct classification with appropriate FLSA
designation as well as meeting ADA and EEO regulations;
 To provide for adequate educational, review, and appeal processes that will result in a
product that is understood by all levels of personnel and is internally equitable; and
 To ensure sufficient documentation and training throughout the study, on methods used
to determine appropriate classification and level, methods for logical progression of
movement between classifications, classification concepts and distinguishing
characteristics, as well as the delivery of final reports and recommendations to guide the
organization in implementing, managing, and maintaining the classification system.
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Compensation Objectives:
 To make recommendations regarding a list of appropriate, logical and defensible
comparator agencies, benchmark classifications, and benefits to be collected prior to
beginning the compensation portion of the study;
 To collect accurate salary and benefit data from the approved group of comparator
agencies and to ensure that the information is analyzed in a manner that is clear and
comprehensible to the Study Project Team, Human Resources, management, the Board,
and employees;
 To carefully analyze the scope and level of duties and responsibilities, requirements for
successful work performance, and other factors for survey classes according to generally
accepted compensation practices;
 To review the DWP compensation structure and practices and develop compensation
recommendations that will assist DWP in recruiting, motivating, and retaining competent
staff;
 To develop solutions that address pay equity issues, analyze the financial impact of
addressing pay equity issues, and create a market adjustment implementation strategy
supporting both the City’s as well as DWP’s goals, objectives, and budget considerations;
 To evaluate benefit offerings in the labor market and make recommendations for better
alignment and/or different benefit offerings as indicated by the analysis and best
practices;
 To create a comprehensive final report summarizing the compensation study approach
and methodology, analytical tools, findings, and recommended compensation structure;
 To recommend appropriate internal salary relationships and allocate classes to salary
ranges in a comprehensive salary range plan; and
 To ensure sufficient documentation and training throughout the study, on methods used
to determine appropriate salary ranges, methods for logical progression of movement
within the salary scale for each classification, and other practices, so that our
recommendations can be implemented and maintained in a competent and fair manner.
Overall Objectives:
 To review and understand all current documentation, rules, regulations, policies,
procedures, budgets, class descriptions, organizational charts, memoranda of
understanding, personnel policies, wage and salary schedules, and related information so
that our recommendations can be operationally incorporated with a minimum of
disruption;
 To conduct start-up Study Project Team meetings with management, study project staff,
and other stakeholders to discuss any specific concerns with respect to the development
of classification and compensation recommendations; finalize study plans and timetables;
conduct employee orientation sessions with management and staff in order to educate
and explain the scope of the study and describe what are and are not reasonable study
expectations and goals;
 To work collaboratively and effectively with the City and its stakeholders while at the
same time maintaining control and objectivity in the conduct of the study;
 To develop a classification and compensation structure that meets all legal requirements,
is totally non-discriminatory, and easily accommodates organizational change, growth,
and operational needs;
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 To analyze current staffing levels;
 To document all steps in the process and provide documentation and training for Human
Resources and other staff, as appropriate, in classification and compensation analysis
methodologies so that the City can integrate, maintain, administer, and defend any
recommended changes after the initial implementation; and
 To provide effective ongoing communications throughout the duration of the project and
continued support after implementation.
Staffing Review Objectives:
 To carefully analyze the scope and level of duties and responsibilities, processes and
assignments, requirements for successful work performance (including required
competencies), and other factors of DWP assignments/positions/ classifications;
 To identify organizational and workload issues during interviews with employees/focus
groups including consideration of technology and automation potential and
improvements as well as the addition of other operational tools; and
 To analyze organizational charts, budgets, operational functions and other City reports to
determine if services are being delivered efficiently and effectively both to internal as well
as external customers.
 To collect accurate organizational and operational data from the approved group of
comparator agencies and to ensure that this information is analyzed in a manner that is
clear and comprehensible to the City and DWP management and employees;
 To collect information from each of the comparator agencies regarding organizational
structure, position allocations, work assignments, resources used, and operational and
staffing data;
 To identify best management practices that are reflective of industry knowledge and the
approved group of comparator agencies;
 To recommend strategies to incorporate industry and market best practices into staffing
plans that will enhance organizational effectiveness and improve customer service; and
 To identify opportunities to leverage departmental efforts to improve overall synergy
throughout DWP.

Methodology / Work Plan / Deliverables
This section of the proposal identifies the actual work plan. We believe that our detailed explanation of
methodology and work tasks clearly distinguishes our approach and comprehensiveness. Our approach is
to complete the classification and job evaluation before completing the compensation review. The
reasons for this include:
 The description of the work performed and the requirements for that work are, in the
minds of the employees and their supervisors, inextricably associated with the “worth of
that work” or compensation, which is often a highly emotional issue. Separating the two
phases of the study, even though elements of phases may be conducted concurrently,
tends to produce more objective classification results.
 The compensation review will be completed when there is a full understanding of the
work of DWP, thereby ensuring that data developed from the labor market and DWP
classifications is accurate.
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Given these parameters, our approach is as follows:

PHASE I: CLASSIFICATION STUDY
Deliverable A: Meetings with Study Project Team and Management Staff for Initial Documentation
Review
This phase includes identifying the City’s and/or DWP’s Study Project Team, contract administrator, and
reporting relationships. Our team of Project Managers and H.R. Associates will conduct an orientation and
briefing session with the Study Project Team to explain process and methodology; create the specific work
plan and work schedule; identify subsequent tasks to be accomplished; reaffirm the primary objectives and
specific end products; determine deadline dates for satisfactory completion of the overall assignment;
determine who will be responsible for coordinating/scheduling communications with employees,
management, and the Board; and develop a timetable for conducting the same.
Included in this task will be the gathering of written documentation, identifying current incumbents, and
assembling current class descriptions, organizational charts, salary schedules, budgets, memoranda of
understanding (“MOU”), personnel policies, previous classification and compensation studies, operational
and staffing information, and any other relevant documentation to gain a general understanding of DWP
operations.
City/DWP terminology and methods of current classification and compensation procedures, as well as the
written questionnaire instrument for the classification study that will be used in the job analysis phase
will be reviewed and agreed to. We will discuss methodology, agree to formats for class descriptions and
compensation results, identify appropriate comparator agencies, benchmark classifications, and benefits
to be surveyed for compensation survey purposes. We will respond to any questions that may arise from
the various stakeholders.
Deliverable B. Orientation Meetings with Employees and Distribution of PDQ
The Position Description Questionnaire (“PDQ”) will be discussed with the Study Project Team and
customized as needed to meet the study objectives prior to distributing copies to employees.
We will facilitate orientation meetings with employees (within the same time frame as the initial project
kick-off meeting) and distribute the PDQ to start the classification portion of the study. While these
meetings are not mandatory, they form the beginning of the educational process that continues
throughout the study.
We will discuss the importance of the employees’ involvement in the study and their participation in PDQ
completion and job analysis interviews. Project processes will be explained, expectations will be clarified,
and elements that are not a part of the study will also be covered.
Questions will be answered and a detailed explanation and examples for completing the PDQ will be given.
Each PDQ will be handed out with the incumbent’s current class description attached to the questionnaire
so the employee can use this as a tool for completing the questionnaire.
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Deliverable C. Collection and Review of Position Description Questionnaires
We provide an electronic version of our questionnaire so that employees can more easily complete it.
Employees complete the questionnaire and then send it to their supervisor for review, comment, and
signature. Upon receipt of the PDQs in our office, K&A staff will review and analyze the PDQs in detail
along with other documentation to obtain an understanding of the duties and responsibilities assigned to
each position.
Deliverable D. Interviews with Employees, Supervisors, and Management
Interviews will be scheduled with employees. Because this is a critical step in the information-gathering
and educational process, we typically recommend scheduling interviews with all employees in each
classification.
Interviews will then be held with supervisory and management staff (division managers, department
heads, etc.), who will clarify their own responsibilities and/or confirm the information we have received
in the interviews with their staff (we allow more time for these interviews).
The purpose of the interviews is to clarify and supplement the questionnaire data and to respond to
potential perception differences regarding roles, tasks, scope, and supervisory responsibilities. The
appropriateness of the following will be assessed:
 Work being completed and relationships of positions to each other within a
division/department as well as across the organization; and
 Classification structure and reporting structure.
Deliverable E. Classification Concept and Preliminary Allocation
Prior to developing detailed class descriptions, our job evaluation will result in a classification concept and
employee allocation document that will be submitted to the City or DWP management for review and
approval. We will compare changes in business need and operations, as well as any reorganizations, with
the established classification system and job families as well as review internal relationships between
classifications to define the reasons for, and effects of, the proposed changes.
Our job analysis method is the whole position analysis approach. Objective factors in the whole position
classification methodology include:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Education, Training, and Certifications/Licenses
Required Experience
Problem Solving/Ingenuity
Attention/Stress (Concentration/Time Pressure & Interruptions)
Independence of Action/Responsibility
Contacts with Others/Internal/External
Supervision Received and/or Given to Others
Consequences of Action/Decisions Made on the Job
Equipment Used
Working Conditions
Physical/Mental Demands
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Our analysis will include written documentation of our assessment methodology and assessment for each
position surveyed.
This document will list broad class concepts and highlight where significant changes may be recommended,
such as creating or collapsing class series in the same functional area and/or separating or combining
classifications assigned to different functional areas. We will review and analyze potential career ladders
and promotional opportunities. We will also review and update established titling guidelines for the studied
classifications for appropriate and consistent titling.
A detailed, incumbent-specific allocation list for each position included in the study will be prepared,
specifying current and proposed classification title and the impact of our recommendations
(reclassification – upgrade or downgrade, title change, or no change).
After we have completed this process, a meeting will be arranged to review any recommended changes
to the classification plan with the Study Project Team.
This job analysis will also inform us as to who does what in the DPW, what the work processes are, how
work is organized, and what the origanizational structure looks like, including reporting hierarchy and
number of positions in each functional area of assignment. This information is critical for conducting the
staffing review.
Deliverable F. Draft Class Description Development
After preliminary approval of the class concepts and allocation lists, new and/or updated class
descriptions will be developed for each proposed classification, following the format approved by the City.
From the review of the PDQs and employee interviews, we will update duties, responsibilities, and
minimum qualifications of each class specification, as necessary. We will develop new class specifications
if duties, responsibilities, and minimum qualifications have changed significantly, and/or if we recommend
new classifications/class levels, and/or if operational changes, business needs, or reorganizations, have
occurred.
Following EEO Uniform Guidelines, we will review, analyze, and update, as appropriate, knowledge, skills,
abilities, education and experience, position definitions, purpose, distinguishing characteristics,
supervision received and exercised, position functions and special requirements including licensing and
certification requirements. We will address relevance and hierarchical consistency.
We will review, analyze, and update, as appropriate, knowledge, skills, abilities, education and experience,
position definitions, purpose, distinguishing characteristics, supervision received and exercised, position
functions and special requirements including licensing and certification requirements. We will address
relevance and hierarchical consistency. We will also review and update physical demands based on the
most typical job functions of each classification in accordance with the ADA.
Finally, we will review each classification’s typical job functions and determine exempt vs. non-exempt
status in accordance with “white collar” exemptions under the FLSA.
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Deliverable G. Facilitation of Draft Class Description Review and Informal Appeals Support
A draft copy of the revised/new class description with allocation recommendation will be submitted to
the Project Team and subsequently to each manager, supervisor, and employee, to give each stakeholder
group an opportunity to provide comments and concerns regarding any modifications to the classification
structure and specifications. Our experience has been that this is one of the most critical phases of the
project (as well as one of the most time-consuming). Our proactive and effective communication process
at this crossroad has always avoided formal appeals, adversarial meetings, or major conflicts at the
conclusion of our studies.
Each employee whose position was studied will receive a memorandum from us outlining what has been
accomplished, how to best review the draft classification specification that will be attached, and how to
provide feedback to us. Supervisors and managers receive a copy of their employees’ draft class
descriptions and will be asked to review their employees’ comments and feedback to verify and concur
with, or recommend changes to, the information provided.
We will ask employees to submit their written concerns (via their supervisor/manager) to our office.
While employees may not always agree with our recommendations, they have a “second chance” to
ensure that they have been heard and to continue learning the reasons specific recommendations were
made.
Significant employee comments will be reviewed with management prior to making any significant
changes to the proposed class plan. These discussions will be by email, telephone, or additional direct
personal contact with employees, depending upon the extent of the response.
Allocation and/or class description changes will be made as required and the class specifications will be
finalized and submitted for approval. All employees who submitted their comments during the review
process will be notified in writing regarding the outcome of their concerns.
Deliverable H. Classification Plan and Draft of Interim Report and Final Report
A Draft Interim Report of the Classification Study will be completed and submitted to the Study Project Team
for review and comment. The report will contain:
 Classification recommendations for each studied position, including documentation
regarding study goals and objectives, classification methodology, approach, and process
as well as all findings, analysis, and resulting recommendations;
 The recommended allocation list, classification title changes, job family and career
ladder/career growth issues, reporting relationships, and other factors will all be
included; and
 Classification concepts and guidelines as well as methods used to determine appropriate
classification and level, methods for logical progression of movement between
classifications, distinguishing characteristics and other pertinent information for
implementation and continued maintenance of the recommendations will be detailed.
Once we have received the City’s comments regarding the Draft Interim Report and have made any
necessary changes, a Final Classification Report will be developed.
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PHASE II: TOTAL COMPENSATION STUDY AND STAFFING REVIEW
Deliverable A. List of Comparator Agencies, Benchmark Classifications, and Benefits to be Collected
During the initial meeting with the Study Project Team, we will discuss and agree to the compensation
study factors. We will confirm appropriate, logical and defensible comparator agencies that will be
included in the external market survey, which will be the foundation of ensuring that the agencies’ salaries
for the studied classifications are competitively aligned with the external labor market, and will inform us
as to staffing and other best management practices of similar organizations. We will also confirm those
classifications that will be surveyed in the market (i.e., benchmark classifications), with the intention of
internally aligning the remaining classifications with those that were surveyed.
Finally, we will determine the list of benefits that the City wants to include in the total compensation data
gathering process.
1. Determination of Comparator Agencies
The selection of comparator agencies is a critical step in the study process. We typically use the
following factors to identify appropriate comparators and will receive approval before proceeding
with the total compensation survey.
Our recommended methodology is that we involve the City Council, management, Human
Resources, and employee representation in the decision-making process of selecting which
comparable agencies are included, PRIOR to beginning the study. Our experience has shown that
this is the most successful approach. The factors that we typically review when selecting and
recommending appropriate comparator agencies include:
 Organizational type and structure – While various organizations may provide overlapping
services and employ some staff having similar duties and responsibilities, the role of each
organization is somewhat unique, particularly in regard to its relationship to the citizens it
serves and level of service expectation. During this iterative process, the DWP’s current/
previous list of comparators, if any, and the advantages/disadvantages of including them or
others will be discussed.
 Similarity of population served, DWP demographics, DWP staff, and operational budgets –
These elements provide guidelines in relation to resources required (staff and funding) and
available for the provision of services.
 Scope of services provided – While having an organization that provides all of the services at
the same level of citizen expectation is ideal for comparators, as long as the majority of
services are provided in a similar manner, sufficient data should be available for analysis.
 Labor market – The reality of today’s labor market is that many agencies are in competition
for the same pool of qualified employees. Individuals often do not live in the community they
serve. Therefore, the geographic labor market area (where the City may be recruiting from
or losing employees to) will be taken into consideration when selecting potential comparator
organizations.
 Cost-of-living – The price of housing and other cost-of-living related issues are some of the
biggest factors in determining labor markets. We will review overall cost-of-living of various
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geographic areas, median house prices, and median household incomes to determine the
appropriateness of various potential comparator agencies.
Per the RFP, the City has a list of seven (7) comparator agencies it wants to include in the analysis
and has indicated in the RFP it would like three to five (3 – 5) additional, comparable water
agencies included. We typically recommend using ten to twelve (10-12) comparator agencies for
all survey benchmarks in order to achieve statistical significance but are flexible and can easily use
a different approach based on the City’s preferences.
2. Determination of Benchmark Classifications
In the same collaborative manner as described in Step 1 above, we will work with DWP’s
stakeholders to select those classifications that will be surveyed.
“Benchmark classes” are ordinarily chosen to reflect a broad spectrum of class levels. In addition,
those that are selected normally include classes that are most likely to be found in other similar
agencies, and therefore provide a sufficient valid data sample for analysis. Internal relationships
will be determined between the benchmarked and non-benchmarked classifications and internal
equity alignments will be made for salary recommendation purposes.
Due to the small number of classifications (30) in this study, we will most likely survey the majority
of them. The exception may be those classification series that have more than one level for which
we would typically only survey the journey-level and internally align the other levels of the class
series (such as Meter Technician I/II and Pump Technician I/II, for example). We are happy to
discuss our methodology with DWP if we are selected to perform this project.
3. Determination of Salary and Benefits Data to Be Collected
In addition to base salaries, benefit data elements for a total compensation study normally include
at least the following (which are generally available to all staff in a specific job classification):
 Monthly Salary – The top of the normal, published salary range. All figures are presented on
a monthly or annual basis. We normalize the salary data to reflect number of hours in the
work week and/or roll-up of retirement or other benefits in base salaries.
 Employee Retirement – This includes two figures: the amount of the employee’s State or
other public or private retirement contribution that is contributed by the agency and the
amount of the agency’s Social Security contribution.
 Retiree Healthcare – With healthcare costs rising and retiree healthcare and liabilities
increasing for many public agencies, we also collect this information.
 Insurance – This typically includes Health, Dental, Vision, Life, Long-Term Disability, ShortTerm Disability, and other insurance coverage.
 Leave – Other than sick leave, which is usage-based, leave is the amount of days off for which
the organization is obligated. We will discuss with the City whether leave days/hours should
be converted to direct salary cost in dollars or represented in days/hours.
 Vacation: The number of vacation days available to all employees after five (5) years
of employment.
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 Holidays: The number of holidays (including floating) available to the employee on
an annual basis.
 Administrative/Personal Leave: Administrative leave is normally the number of days
available to management staff to compensate for the lack of payment for overtime.
Personal leave may be available to other groups of employees to augment vacation
or other time off.
 Deferred Compensation – We report any employer contribution made on the employee’s
behalf, whether dollar amount or percentage of salary, that does not require an employeematching contribution. We can also report employer contributions that do require an
employee match and would do so as a separate report.
 Other – This category includes any other benefits that are available to all employees within a
classification and not already specifically detailed. This category can also include a survey of
additional compensation practices, such as premium pays (includes but is not limited to pay
for performance, skill pay, special assignment pay, certification pay, and acting assignment
pay).
In addition, we will collect staffing, organizational, and operational data from each comparator
agency to gain an understanding of how other agencies staff their various functions and what
staffing ratios look like in comparison to the infrastructure, services, and programs they support,
as well as reviewing staff to management ratios and other best management practices.
Deliverable B. Data from Comparators
K&A does not collect market compensation data by merely sending out a written questionnaire. We find
that such questionnaires are often delegated to the individual in the department with the least experience
in the organization and given a low priority. Our experienced compensation analysts conduct all of the
data collection and analysis to ensure validity of the data and quality control. This approach also ensures
that we compare job description to job description and not just job titles, therefore ensuring true
“matches” of at least 70%, which is the percentage we use to determine whether to include a comparator
classification or not. As mentioned above in the Classification methodology, our job analysis method is
the whole position analysis approach. Our analysis will include written documentation of our assessment
methodology and assessment for each position surveyed.
We typically collect classification descriptions, organization charts, salary schedules, personnel policies,
budgets, master plans, operational information, and other information via website, by telephone, or by
an onsite interview. With the prior knowledge from the data gathered directly from each comparator
agency and our experience in the public sector human resources field, our professional staff makes
preliminary “matches” and then schedules appointments by telephone, or sometimes in person, with
knowledgeable individuals to answer specific questions. We find that the information collected using
these methods has a very high validity rate and allows us to substantiate the data for employees,
management, and governing bodies.
Deliverable C. Analysis and Preliminary Review of Data
Data will be entered into spreadsheet format designed for ease of interpretation and use. The information
will be presented in a format that will identify the comparator positions used for each classification
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comparison. Information will be calculated based upon both average and median figures allowing the
Board to make informed compensation decisions. Other elements of the compensation survey report are
agencies surveyed; comparable class titles; salary range maximum/control point; number of observations;
and percent of DWP’s salary range is above/below the market values.
In addition, we will include any type of statistical representation and analysis that DWP desires such as
60th, 70th, or any other percentiles.
Benefits data will be displayed in an easy-to-read format. You will receive three sets of spreadsheets per
classification, one with base pay, one with the benefits detail, and one with total compensation statistical
data. In addition, we are often asked to collect “other” benefits (as listed in the benefits section above),
which we typically report on a separate spreadsheet.
Staffing data will be analyzed by functional area and compared to the data gathered from each agency in
order to identify trends and any staffing shortfalls, overruns, and best practices regarding insourcing and
outsourcing of work.
Deliverable D. Draft Compensation Findings/Additional Analysis/Study Project Team Meetings
As part of our transparent approach and communication strategy to ensure organizational buy-in to the
study, we share the market survey with the organization. We first distribute our draft findings to the
Study Project Team. After their preliminary review, K&A will meet with the Study Project Team and other
stakeholders (including management, employees, and Human Resources) to clarify data, to receive
requests for reanalysis of certain comparators, and to answer questions and address concerns. This
provides an opportunity for the Study Project Team and other stakeholders to review and question any of
our recommended benchmark comparator matches. If questions arise, we conduct follow-up analysis to
reconfirm our original analysis and/or make corrections as appropriate.
We will also share staffing information and our initial analysis to obtain input from DWP subject matter
experts, especially when it comes to nuances of where DWP’s operations are unique compared to other
agencies. We have learned over our many years of experience that every agency is unique and provides
some specialized services and programs and/or manages and operates infrastructure that is unique
compared to other agencies. All of those nuances will be taken into consideration when analyzing the
data and therefore, feedback from DWP will be critical.
Deliverable E. Analysis of Internal Relationships and Alignment
To determine internal equity for all studied positions, considerable attention will be given to this phase of
the project. It is necessary to develop an internal position hierarchy based on the organizational value of
each classification. Again, we utilize the whole position analysis methodology as described earlier.
By reviewing those factors, we will make recommendations regarding vertical salary differentials between
classes in a class series, for example, as well as across departments. This analysis will be integrated with
the results of the compensation survey and DWP’s existing compensation plan.
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The ultimate goal of this critical step in the process is to address any potential internal equity issues and
concerns with the current compensation system, including compaction issues between certain
classifications. We will create a sound and logical compensation structure for the various levels within
each class series, so that career ladders are not only reflected in the classification system but also in the
compensation system, with pay differentials between levels that allow employees to progress on a clear
path of career growth and development. Career ladders will be looked at vertically, as well as horizontally,
to reflect the City’s classification structure that was developed during the classification phase of the study.
Deliverable F. Compensation Structure and Implementation Plan & Staffing Plan Development
Depending on data developed as a result of the internal analysis, we will review and make recommendations regarding internal alignment and the salary structure (set of salary ranges, salary differentials, steps
within ranges, and/or alternative compensation plans) within which the classes are allocated, based upon
DWP’s preferred compensation model. In addition, we will develop externally competitive benefit
comparisons for all classifications. We will also assist DWP in developing a compensation philosophy and
practices relative to the surveyed public jurisdictions, if desired. Finally, we will develop a proposed
implementation plan based on the study results and recommendations.
We will conduct a competitive pay analysis using the market data gathered to assist in the determination
of external pay equity and the recommendation of a new base compensation structure. We will conduct
a comparative analysis to illustrate the relationships between current pay practices and the newly
determined market conditions and develop solutions to address pay equity issues, analyze the financial
impact of addressing pay equity issues, and create a market adjustment implementation strategy
supporting DWP goals, objectives, and budget considerations. We will develop recommendations
covering special compensation issues such as pay for performance, skill pay, special assignment pay,
certification pay, and acting assignment pay; as well as salaries above the maximum; seniority;
promotions; maintenance of the salary schedules; etc.
Draft recommendations will be discussed with the Study Project Team and management for discussions
and decisions on overall pay philosophy and the practicality of acceptance and prior to developing an
Interim Report.
The process for developing a staffing plan will be similar, i.e., we will analyze market data and feedback
received from DWP subject matter experts and will devise a staffing plan that makes recommendations
regarding where DWP may be overstaffed, understaffed, where there are opportunities to create
syngergies in DWP’s operations and work assignments, and where there may be opportunities to perform
the work more efficiently and cost effectively by either outsourcing work or bringing currently contracted
work inhouse.
Deliverable G. Final Report and Guidelines for Implementation
Volume II (Draft Interim Report of the Compensation Study) will be completed and submitted to the Study
Project Team for review and comment. The report will provide detailed compensation findings,
documentation, and recommendations. The report will include:
 An executive summary of the compensation study and staffing analysis results;
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 A set of all market data spreadsheets;
 A proposed Salary Range Placement document;
 A procedure to address employees whose base pay exceeds the maximum of their newly
assigned pay range;
 A proposed Staffing Plan document;
 Implementation issues and cost projections surrounding our recommendations; and
 A guide for rules, policies and procedures for the City in implementing, managing and
maintaining the compensation system and staffing plan, as appropriate.
Once all of the City’s questions/concerns are addressed and discussed, a Final Classification and
Compensation Report will be created and submitted in the City’s preferred format. The Final Report will
incorporate any appropriate revisions identified and submitted during the review of the draft report.
Deliverable H. Formal Appeals Support
Should DWP have a formal appeal process regarding the allocation of positions to classifications and of
classifications to salary ranges, this proposal does not cover time regarding a formal appeal process.
Should our on-site participation be desired, our stated composite hourly rate will be honored. As
mentioned above, however, our internal process usually addresses any appeal issues.
Deliverable I. Final Presentation
Our proposal includes multiple meetings and weekly oral and written status/progress updates to the Study
Project Team. Regarding the involvement of the Board or of City Council, we recommend at least one
initial meeting to confirm the comparator agencies to be included in the study, one interim study session
(to discuss the initial findings of the compensation study), and one final presentation of our Final Report.
Of course, we are flexible regarding having more or less interaction with the Board, based on DWP’s
preferences.

Post-Implementation Consultation and Support
We are committed to providing DWP with the highest-quality product and service. Providing ongoing
consultation and support after study implementation is a service that is included in our professional fees
and a continued relationship-building aspect of our client relationship that we highly value.
We often find that clients will call or email with follow-up questions and to discuss certain aspects of the
study, ask why decisions and recommendations were made, and other important components of the
study. We consider post-implementation support as part of our customer service.
Should DWP request any additional onsite meetings and/or training after implementation of the study
and/or other specific, identifiable work efforts, such as position reclassification studies, creating new class
descriptions, or conducting annual surveys, we would honor our composite hourly rate for actual hours
spent at DWP. However, from experience, we expect that most follow-up support will be conducted via
telephone and email and this is absolutely included in our “Not To Exceed Fee” for this project.
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Stakeholder Engagement
The meetings and communications with stakeholders that we recommend ensure understanding of the
project parameters, enhance accurate intake and output of information, and encourage a collaborative
and interactive approach that will result in greater buy-in for study recommendations. This interactive
approach, although time-consuming, has resulted in almost 100% implementation success of K&A’s
studies.
We believe in an interactive and collaborative process with the whole organization and in a high level of
stakeholder contact and interaction to ensure organizational buy-in of the study throughout the entire
process. Following are the major milestones at which we touch base with Human Resources, employees,
managers, and other stakeholders, as appropriate:
Initial study kick-off and employee/management orientation meetings;
Position description questionnaire completion and review;
Employee and management interviews;
Employee, management, and Human Resources review of draft class descriptions;
Contact with employees and management to address final classification issues;
Stakeholder input regarding a list of appropriate comparator agencies;
DWP stakeholder review of compensation study data and contact with them to address
any challenges to the market comparables we identified for each classification;
 Stakeholder input on internal salary relationship analysis and recommendations; and
 Stakeholder input regarding final compensation plans and structure recommendations.








These steps will ensure that the study results in a product that is accepted and trusted by all levels within
the organization. Beyond sound mechanics, our approach includes sufficient communication steps to
ensure that the study methodology is understood and the results are regarded as expert, impartial, and
fair.
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TIME REQUIREMENTS
Our professional experience is that classification and total compensation studies of this scope and for this
size organization take approximately four to five (4 - 5) months to complete, allowing for adequate PDQ
completion, interview time, classification description review and/or development, compensation data
collection and analysis, review steps by the governing body, the development of final reports, any appeals,
and presentations.
The following is a suggested timeline (which can be modified based on DWP’s needs):
Deliverable

A.
B.
C.
D.
E.
F.
G.
H.
Deliverable

A.
B.
C.
D.
E.
F.
G.
H.
I.

PHASE I: Classification Study
Meetings with Study Project Team and Management Staff for Initial
Documentation Review
Orientation Meetings with Employees and Distribution of PDQ
Collection and Review of PDQs
Interviews with Employees, Supervisors, and Management
Classification Concept & Preliminary Allocation
Draft Class Description Development
Facilitation of Draft Class Description Review and Informal Appeals
Support
Classification Plan and Draft of Interim Report and Final Report

PHASE II: Total Compensation Study and
Staffing Review

List of Comparator Agencies, Benchmark Classifications, and Benefits
to be Collected
Data from Comparators
Analysis and Preliminary Review of Data
Draft Compensation Findings/Additional Analysis/Study Project Team
Meetings
Analysis of Internal Relationships and Alignment
Compensation Structure and Implementation Plan and Staffing Plan
Development
Final Report and Guidelines for Implementation
Formal Appeals Support *
Final Presentation

Week #
Week 1
Week 1
Week 4
Week 6
Week 7
Week 10
Week 12
Week 14
Week #
Week 1
Week 15
Week 16
Week 18
Week 19
Week 19
Week 20
As Needed
As Scheduled
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REFERENCES
Please note: we are currently doing an organizational assessment which includes staffing level analysis and
some classification work for the City of Santa Monica.

Agency & Project

City of Anaheim (population: 351,000+)
Classification Study, completed 2018.

Compensation Study, for 100 management classifications including
32 comparator agencies, completed in 2017.

Contact

Mr. Jason R. Motsick
Acting Human Resources Director
(714) 765-4951
201 S. Anaheim Blvd., Suite 501
Anaheim, CA 92805
JMotsick@anaheim.net

Classification and Total Compensation Study for Library Services
Dept., completed in 2014. Library Services Study Cost: $22,000
Ongoing Classification and Compensation work since 2013.
City of Avalon (population 3,773)
Citywide Classification and Compensation Study, completed 2015.

City of Jurupa Valley (population: 98,842)
Citywide Classification and Total Compensation Study, completed
2015.

City of Palm Desert (population: 52,231)
Classification and Compensation Study, and Organizational Review
(90 classifications), completed 2018.
Classification and Compensation Study, completed 2017.
City of Perris (population: 76,331)
Classification and Compensation Study, completed 2018.
Classification Study, completed 2013.
Classification and Total Compensation work, completed 2011.

Ms. Stephanie Campbell
Administrative Analyst
(310) 510-0220
410 Avalon Canyon Rd.
Avalon, CA 90704
scampbell@cityofavalon.com
Mr. Alan Kreimeier
Director of Administrative Services
(951) 332-6464
8930 Limonite Avenue
Jurupa Valley, CA 92509
akreimeier@jurupavalley.org
Ms. Lori Carney
Human Resources Director
(760) 346-0611, or,
Direct: (760) 776-6332
73510 Fred Waring Dr.
Palm Desert, CA 92260
lcarney@cityofpalmdesert.org
Ms. Isabel Carlos
Administrative Services Manager
(951) 943-6100
101 N. D Street
Perris, CA 92570
icarlos@cityofperris.org

Organizational Assessment Study, completed 2009.
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Classification and Total Compensation Study, completed 2007.
City of Rancho Palos Verdes (population: 42,435)
Citywide Classification and Total Compensation study, completed
2015.

Mr. Sean Robinson
(310) 544-5331
30940 Hawthorne Boulevard
Rancho Palos Verdes, CA 90275
Please note: During the Study, Mr. Robinson
was the Human Resources and Risk Manager
for Rancho Palos Verdes. Mr. Robinson is now
Executive Director of NPELRA: email is
sean@npelra.org, and phone is (760) 4331690.

City of Redlands (pop: 71,554)
Organizational Review of Utilities Department, completed 2018.
Evaluation of staffing levels and organization structure to ensure
operational effectiveness; review and modify classification
specifications; identify best management practices related to utilities
services in other comparable organizations and make
recommendations.
City of San Gabriel
Organizational Performance Review; completed 2012.
Evaluation of staffing levels, organizational structure, technological
improvements, and the consolidation of human resources function in
order to ensure that the City can meet current and future customer
service demands and service delivery expectations. Additionally, the
City sought an evaluation of all operations for efficiencies and to
determine if they should all be accomplished with in-house staff or,
under warranted circumstances, by outside contractors.
Town of Yucca Valley (population: 21,652)
Classification and Compensation Study, completed 2015.

Mr. Paul Toor
Director, Municipal Utilities & Engineering
(909) 798-7698
35 Cajon Street, Suite 15-A
Redlands, CA 92373
ptoor@cityofredlands.org

Mr. Steven Preston
City Manager
(626) 308-2880
425 South Mission Drive
San Gabriel, CA 91776
spreston@sgch.com

Ms. Debra Breidenbach-Sterling
HR and Risk Manager
(760) 369-7207
57090 Twenty-Nine Palms Highway
Yucca Valley, CA 92284
dbreidenbach@yucca-valley.org
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Signature Page
Koff & Associates intends to adhere to all of the provisions described in the RFP.
This proposal is valid for ninety (90) days from date of submittal.
Respectfully submitted,
By:

KOFF & ASSOCIATES
State of California

Georg S. Krammer
Chief Executive Officer

March 8, 2019
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APPENDIX
Résumés of Participating Staff
Georg Krammer
Alyssa Thompson
Kelly Basoco
Mike Harary
Cindy Harary
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Georg S. Krammer
KEY ACHIEVEMENTS AND HIGHLIGHTS
•

•
•

Chief Executive Officer: At HR services firm, Koff & Associates, moved from junior role to Senior
Project Manager position and, subsequently, became CEO and one of two principals of the firm;
worked with over 600 clients on organizational, classification and compensation studies, executive
recruitments, and a wide variety of other HR projects with a 100% success and implementation rate.
Human Resources & Recruiting Director: At IT and e-commerce consultancy, Primitive Logic, was part
of building the team from 20 employees to 50; implemented entirely new HR infrastructure.
Administrative Officer: As a member of Senior Management team of Mission National Bank, turned
Bank around from years of losses to profits within six months, as well as substantially improved rating
with regulatory authorities. Established best practices and operational efficiencies in HR department.

PROFESSIONAL EXPERIENCE
Koff & Associates, Berkeley, CA
Associate and Senior Project Manager, 2003-2005
Chief Executive Officer, 2005-Present
• Serve as Project Director in conducting hundreds of classification, compensation, and organizational
studies, as well as executive and staff recruitments; provide strategic planning services for public
sector agencies; provide outsourced human resource services.
• Recruit executive level positions for water and sanitation districts, courts, counties, cities,
transportation agencies, housing agencies, and other statewide and local agencies.
• Develop complex, detailed proposals for cities, counties, courts, and special districts, such as housing,
school, healthcare, air quality, vector control, transportation, water, and wastewater agencies,
educational institutions, and superior courts, to provide professional Human Resources consulting
services.
• Represent K&A with clients, write and approve final project reports, develop client recommendations,
and lead presentations in front of and provide expert advice and counsel to City Councils, Boards of
Commissioners, Boards of Supervisors, Boards of Directors, and other governing bodies.
• Manage and develop staff of project managers, data specialists, firm consultants, marketing and
administrative analysts in Berkeley headquarters and various satellite offices throughout the State
and Western Region.
• Grew company from serving approximately 100 clients to 600 clients and grew staff from 6 to 25 in
period of fifteen years.
• Contributed to and maintained 100% successful implementation rate of studies performed for clients.
Primitive Logic, Inc., San Francisco, CA
Human Resources Director, 2000-2002
• Supported 50 employees, focusing on organizational development, program implementation, and
coaching, resulting in an efficient and healthy organization.
• Pulled all HR functions under one umbrella, thereby allowing executive management to focus on
company operations.
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•
•
•
•
•
•
•

Managed entire recruiting process and coordination resulting in the company’s growth of over 100%
within one year.
Planned, directed and carried out employment policies with the goal of reducing cost, safeguarding
company culture, and keeping employee morale high.
Handled all employee relations issues to ensure a productive work environment and to minimize
company liability: grievances; counseling; workplace investigations; and terminations.
Created a structured termination process resulting in smoothly administered workforce reductions.
Managed and redesigned all employee services: new-hire orientation; benefits; employee reviews;
employee mentoring program; training; record-keeping.
Created all employment related contracts: offer letters, non-disclosure agreements, stock option
agreements, independent consultant contracts; and separation/release-of-claims agreements.
Managed applications for immigration visas, including H-1B’s and Labor Certifications.

Mission National Bank, San Francisco, CA
HR Manager/Administrative Officer, 1998-2000
• As Executive Officer and member of Senior Management team, served as HR Manager, Bank Security
Officer, Bank Secrecy Act Officer, Administrative Officer, Supervisor of Merchant Credit Card Program,
Supervisor of Research, ACH and check processing, and provided back-up for MIS troubleshooting and
other technical issues.
• As head of HR department, redesigned HR infrastructure and the following HR functions: training,
payroll, compensation, benefits administration, employee grievance and conflict resolution.
• Maintained and implemented updated employment policies. Responsible for hiring, new-hire orientation, and terminations. Advised Senior Management and Board of Directors on HR issues, labor law
updates, business conduct and ethics, as well as compensation structure to ensure legal compliance,
adherence to overall business goals, reduction of cost, and employee retention.

PROFESSIONAL AFFILIATIONS
•
•
•
•
•
•
•
•
•
•
•

California Public Employer Labor Relations Association
National Public Employer Labor Relations Association
Public Employer Labor Relations Association of California
International Public Management Association
CalGovHR
Society of Human Resource Management
Northern California Human Resource Association
California Chamber of Commerce
California Association of Sanitation Agencies
California Special Districts Association
League of California Cities

EDUCATION
MBA – International Business, University of San Francisco, Beta Gamma Sigma Honorary Society
MA – English and Russian languages and literature; teaching credentials; University of Vienna, Austria
SPHR – Senior Professional Human Resource Certificate
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Alyssa Thompson, Ph.D.
PROFESSIONAL EXPERIENCE
Senior Project Manager, Koff & Associates
February 2007 – present
• Provide project management and support on classification and compensation studies for
public sector clients, including cities, counties, school districts, and special districts.
• Classification studies: conduct employee interviews; analyze and develop recommendations
for position allocation; develop classification specifications.
• Compensation studies: data collection and analysis; develop compensation
recommendations and implementation plans.
• Serve as lead and/or participate in special projects, including recruitment, pay for
performance program development and training, audits, and other special projects.
Research Assistant, Alliant International University, Marshall Goldsmith School of
Management
January 2006 – June 2007
• Assist professor in research study focusing on identifying essential organization
development competencies.
• Research and synthesize literature on organization development competencies and adult
learning theory.
• Work with professor to write research proposal for Institutional Review Board (Human
Participants Committee) approval. Received approval to conduct research project.
• Design and conduct research, including both qualitative (structured interviews) and
quantitative (survey) methods; analyze data and develop recommendations.
Teaching Assistant, Alliant International University, Marshall Goldsmith School of
Management
August 2005 – May 2006
• Assist professor in teaching of Psychometrics, Statistics, and Research Design class in
organizational psychology PhD program.
• Independently teach one hour each week.
• Develop lesson plans focused on developing a research design and using SPSS for statistical
analysis, interpretation, and presentation of results.
• Facilitate group discussions.
Human Resources Associate, The J. David Gladstone Institutes
July 2000 – February 2007
Compensation
• Assist in coordination of compensation program, including developing and administering
salary surveys, data collection, analysis of survey results, and proposing merit budget and
salary increase recommendations.
• Work with senior management on implementation of annual merit increase program.
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•
•
•
•
•
•

Recommend adjustments to salary structure based on market data and cost of living
adjustments.
Research, analyze, and provide recommendations to address salary grade adjustments for
internal positions; assess and ensure internal and external equity of salaries for each
position.
Help administer annual performance evaluation program; conduct performance appraisal
training sessions to assist managers in completing evaluations.
Assist in development of new and modifications to existing job descriptions; maintain job
description database.
Evaluate and recommend EEO and FLSA status and salary grades for new and existing
positions.
Assist with creating offer proposals for new hires to ensure internal and external equity in
salary.

Affirmative Action Program
• Coordinate annual affirmative action program.
• Accurately collect and analyze data; apply and interpret statistical tests to identify key areas
of development; provide recommendations to address areas of development.
International Visa
• Coordinate processing of international visas for all employees.
• Maintain tracking system of visa status.
• Serve as a liaison between employees and visa representatives and attorneys; resolve visa
and immigration issues; understand and apply basic immigration and visa regulations.
Other Generalist Responsibilities:
• Maintain HRIS databases and integrity of the data.
• Ensure compliance with monthly Department of Labor reporting regulations.
• Generate all human resources reports; provide analysis of reports, as requested.
• Member of the Diversity Leadership Team and Student Minority Outreach Committee. Assist
in coordinating graduate student and student intern programs.
• Assist recruitment function, including updating job postings, sorting and screening resumes
and applications, developing tests and assessments, and interviewing.
• Assist in annual audit of personnel files to ensure compliance with applicable regulations.
• Assist in temporary agency placements.

EDUCATION
University of California, Davis
BA in Psychology awarded March 2000
Alliant International University
Ph.D. in Organizational Psychology awarded November 2012
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KELLY A. BASOCO, SPHR, SHRM-SCP, PHRca
Professional Experience
June 2015 – Present
Senior H.R. Associate, Koff & Associates, Berkeley, CA
Principal Human Resources Consultant, Encompass Consulting, Upland, CA
• Experienced human resources consultant offering HR solutions to businesses.
• Perform compensation surveys and classification studies for the public sector.
• Audit management practices to ensure compliance with state and federal laws. Develop handbooks,
policies and procedures to align with company culture and adhere to state and federal laws. Create
job descriptions following the Americans with Disabilities Act and the Fair Labor Standards Act.
• Perform compensation and wage surveys. Implement performance management systems including
performance appraisals, PIPs, promotions and succession planning.
• Conduct confidential and complex workplace investigations and present outcomes to C-suite
executives. Consult with management on legal disciplinary and termination practices.
October 2014 – June 2015
Director, Human Resources, Parco Inc., Ontario, CA
• Directed corporate HR operations in multiple states on acquisitions, recruitment, benefits administration, compensation planning, employee relations and performance development initiatives.
• Created corporate-wide HR systems (onboarding and termination procedures, pre-employment
testing, absence tracking, FMLA leave, and vacation processes).
• Managed performance review process to meet company needs and identify high potentials.
April 2010 -- October 2014
Human Resources Manager, 3M, Oak Hills, CA and Montrose, CO
• Drove talent management initiatives by facilitating performance improvement plans, rewarding high
performers, facilitating departure of poor performers and identifying potential leaders.
Established a site recruitment program improving the quality of applicants and reducing time to fill of
vacant positions.
• Established reward and recognition programs to acknowledge employees’ contributions to business
objectives and to enhance engagement. Organized Employee Opinion Surveys, presented findings
during plant-wide meetings, and directed improvement action plans.
• Developed an appraisal database system improving consistency and accountability in the non-exempt
appraisal process.
January 2002 -- April 2010
Human Resources Manager, Parker Hannifin, OH, MN, AR, NE
• Coached leaders on effective behaviors. Coached employees on manager-employee and peer-peer
relationships and organizational procedures and policies.
• Developed training for supervisors on policies and procedures to ensure consistency and share best
practices.

Education
Notre Dame College, South Euclid, OH: Bachelor of Arts, Business Management, 2004.
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CYNTHIA M. HARARY

PROFESSIONAL EXPERIENCE
November 2015 – Present
H.R. Associate, Koff & Associates, Berkeley CA
•
•
•

Provide support on classification and compensation studies for public sector clients including cities,
counties, school districts, and special districts.
Classification studies: analyze and develop recommendations for position allocation; develop
classification specifications.
Compensation studies: data collection and analysis

January 2000 to November 2015
Consultant, Creative Management Solutions, Inc., Anaheim CA
•
•
•
•

Provided support on classification and compensation studies for public sector clients including cities,
counties, school districts, and special districts.
Classification: analyzed and developed recommendations for position allocation; developed
classification specifications.
Compensation: data collection and analysis; provided salary adjustment recommendations; created
internal salary relationship charts; made salary range recommendations.
Assisted with maintenance of compensation and benefit database (CalPACS), providing public sector
agencies comparative compensation information.

October 1988 to July 1998
1992 – 1998 Human Resources Analyst I/II, City of Whittier, Whittier CA
1991 – 1992 Human Resources Assistant, City of Whittier, Whittier CA
1988 – 1991 Secretary to the Human Resources Director, City of Whittier, Whittier CA
•
•
•
•

•

Provided support on classification and compensation studies for a wide variety of city job
classifications; analyzed and developed recommendations for position allocation; developed
classification specifications.
Compensation: data collection and analysis; provided salary adjustment recommendations; made
salary range recommendations.
Performed all phases of recruitments including screening of applications; coordination of interview
panels; developed interview questions and guidelines; developed and administered written
examinations, supplemental questionnaires, and skills testing.
Assisted managers with understanding and implementing employee disciplinary actions and
following personnel rules and regulations. Developed, implemented, and interpreted policies to
ensure compliance with Federal Regulations. Responded to DFEH/EEO discrimination complaints
and unemployment insurance claims. Developed an employee customer service notebook. Assisted
in managing the Human Resources Department budget.
Developed and conducted staff training programs on customer service, new employee orientation,
and heat exhaustion programs for field employees. Participated in the formulation of a training
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•
•
•

consortium which provided supervisory and employee relations training at a reduced cost to agency
members.
Assisted management during employee labor contract negotiations with sworn and miscellaneous
represented employee groups.
Developed and coordinated citywide employee safety training programs including CPR, First Aid,
Bloodborne Pathogens, DOT Drug and Alcohol Testing regulations, and Respiratory Protection
Program.
Assisted in the supervision of clerical support staff. Coordinated City’s Workfare program for Welfare
recipients.

February 1987 to October 1988
Customer Service Clerk, City of Whittier, Whittier CA
•
•
•
•

Provided customer service support to Public Works Department with water and sanitation accounts;
processed work orders; prepared billings and attended to billing issues; collected payments; entered
new accounts into computer system.
Assisted customers via telephone and at public counter; resolved issues and complaints.
Operated radio to dispatch field personnel for a variety of routine and emergency service calls.
Performed basic clerical work including copying, typing, and filing paperwork; maintained a
variety of spreadsheets, logs, and records related to water and sanitation services; processed
purchase order requests, and inventory requests; ordered supplies and maintained inventory.

EDUCATION
California State University, Long Beach
Bachelor’s Degree, Broadcast Journalism

Page 143

EXHIBIT D

Mike Harary
Senior H.R. Associate

______________________________________________________________________________
PROFESSIONAL EXPERIENCE

Over thirty (30) years of progressively responsible managerial experience in all aspects of municipal Human
Resources including:
Classification and Compensation
Coordinated several comprehensive agency-wide job classification and compensation studies. Analyzed job
classifications and prepared class specifications. Conducted salary surveys; compiled and analyzed salary data
and made salary recommendations for all positions. Submitted and presented recommendations for salary
and benefits adjustments to City Managers and elected bodies. Co-founded CalPACS, an Internet-based
regional salary and benefits survey program, now an industry standard for survey data utilized by over 60
Southern California municipalities. Conducted classification and compensation studies as an independent
consultant.
Human Resources Administration
Compiled employee handbooks, personnel policy manuals, interview guides, and disciplinary reference
guides. Conducted comprehensive harassment complaint investigations and developed recommendations.
Designed and implemented new performance evaluation forms and systems. Produced employee orientation
videos. Developed, implemented, and interpreted policies to ensure compliance with Federal (i.e., ADA,
COBRA, EEO, FLSA, FMLA), and State (i.e., AQMD, Cal-OSHA, DFEH) regulations. Responded to DFEH/EEO
discrimination complaints and litigation.
Recruitment and Selection
Performed all phases of recruitments for a variety of executive and staff positions. Conducted comprehensive
promotional and open competitive exams for sworn police and fire positions. Screened applicants;
coordinated and conducted oral interviews; developed interview questions and guidelines. Developed and
administered written examinations, supplemental questionnaires, and skills testing. Implemented
comprehensive pre-employment background checks for new hires. Streamlined and automated recruitment,
selection, and onboarding processes through NeoGOV.
Employee Relations
Served as chief negotiator during labor contract negotiations with safety and non-safety employee
associations. Provided recommendations and updates to City Councils on bargaining issues. Provided
extensive staff support during meet and confer processes with a variety of bargaining groups including police
and fire unions. Experience includes reaching dozens of labor agreements, as well as declaration of impasse,
mediation, fact finding, and imposition of last, best, and final offers. Analyzed, revised, interpreted, and
prepared MOU’s for multiple employee bargaining units. Advised agency leaders regarding employee
disciplinary actions and responded to employee grievances.
Leadership/Supervision
Led, managed, and mentored professional and paraprofessional HR staff for over 20 years. Led and managed
several task forces for revising Performance Evaluation systems and enhancing Customer Service programs.
Developed and implemented agency-wide employee recognition programs.
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Benefits Administration

Designed and developed employee benefit programs. Fulfilled all benefits administration functions.
Developed expertise in numerous Cal-PERS retirement program issues including implementing contract
amendments and processing disability and service retirements. Organized agency-wide special events such
as employee wellness events, employee picnics, and rideshare/health fairs.
Risk Management/Safety Administration
Analyzed workers' compensation and general liability claim trends; made recommendations to minimize
claims expenditures and reduce the frequency and severity of claims. Worked closely with insurance brokers
on marketing efforts for pursuing changes to existing liability and workers’ compensation insurance programs
and providers. Developed and coordinated City-wide employee safety training programs including CPR, First
Aid, blood borne pathogens, hearing conservation, DOT drug and alcohol regulations, workers’ compensation
claims processing, and office ergonomics. Conducted or coordinated ADA interactive processes, return-towork issues, fitness-for-duty procedures, and industrial disability retirement medical evaluations.
Training and Development
Trained HR staff from numerous Southern California agencies on updating and utilizing an online salary survey
application (CalPACS). Developed and conducted staff training programs on customer service, performance
evaluation techniques, personnel procedures, and disciplinary action procedures. Lectured at several
undergraduate and graduate Public Administration courses for California State University, Fullerton students.
Other Skills
A hands-on leader with outstanding verbal and written communication and public speaking skills. Extensive
experience presenting confidential information to elected officials. A creative problem-solver with excellent
analytical, interpersonal, and customer service skills. Highly proficient in the utilization of personal computers
and Windows-based software including Excel, Word, and PowerPoint. A motivated, hard-working, dedicated,
approachable, and team-oriented leader.

EMPLOYMENT HISTORY

Director of Human Resources, City of Downey, CA.................................................. June 2018 to February 2019
Director of Human Resources & Risk Management, City of Westminster, CA......November 2015 to June 2018
Assistant Human Resources Director, City of Orange, CA .....................................April 2009 to November 2015
Personnel Services Manager, City of Orange, CA................................................... December 2000 to April 2009
Senior Personnel Analyst, City of Orange, CA .................................................. October 1998 to December 2000
Personnel Analyst, City of Orange, CA ....................................................................March 1996 to October 1998
Personnel Analyst, City of La Mirada, CA ....................................................................... July 1989 to March 1996
Administrative Aide/Personnel, City of La Mirada, CA...................................................... July 1987 to June 1989
Administrative Intern/Personnel, City of La Mirada, CA ..............................................August 1986 to June 1987

EDUCATION

 Master of Business Administration Degree, emphasis in Human Resources Management, California State
University, Long Beach; December, 1992.
 Bachelor of Science Degree in Business Administration, emphasis in Human Resources Management,
California State University, Long Beach; May, 1986.
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INSTRUCTIONS FOR THE
POSITION DESCRIPTION QUESTIONNAIRE
NAME:
The purpose of this questionnaire is to provide a complete description of your current assigned duties. Should you be
promoted, transferred, etc., this questionnaire should describe the work your replacement would be expected to perform.
This questionnaire is NOT a statement of your personal qualifications, NOT a measure of your individual competency, NOT
concerned with amount or quality of your work, and NOT used for determining the number of positions needed.
In answering the questions, please be accurate and thorough. Also:
•
•
•
•
•

Read all of the questions and instructions before beginning.
If possible, allow more than one session for completing this. You may wish to respond to some questions first,
then put it aside and return to it later.
Do not use terms or abbreviations without writing out what they stand for (e.g., FMLA. = Family Medical Leave
Act).
If you need more space to answer any of the questions, submit a Microsoft Word document as necessary and
label it with your name.
If a question does not apply to your job, please write "N/A" in the blank space.

When you have completed the questionnaire, turn it in to your immediate supervisor. It is due to your supervisor on
.
Special notes for the following two questions:
Question 2.6: This question does not refer to an annual performance appraisal. Rather, think in terms of how frequently
you discuss assignments with your supervisor, how errors might be discovered, when and how frequently your day-to-day
work is read over or otherwise reviewed, and related mechanisms by which guidance is given.
Question 7: Refer to the examples of duty statements below to help you in describing your own job:
Unclear Duty Statements

Clearer Duty Statements

Handle correspondence.

Receive, open, time stamp, sort, and route incoming mail.

Counsel clients.

Explain program eligibility standards and procedures to
clients and assist them in completing forms.

Maintain grounds and landscaped areas.

Mow lawns with hand and power mowers. Rake and weed
flowerbeds. Prune bushes. Trim trees from ladder or
bucket truck, using hand and power saws.

SUPERVISORY POSITIONS: If you supervise other employees, and are completing this questionnaire regarding your own
job, please attach an organization chart showing the positions that report to you.

2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www.KoffAssociates.com
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POSITION DESCRIPTION QUESTIONNAIRE
Name:

Class Title:

Department:

Division:

Work Address:
Work Phone:
Work Shift:

E-mail Address:
Time in Current Job:

Time with the Agency:

Each employee will have the opportunity to be interviewed by Koff & Associates. Employees in a classification
with only one position will be interviewed by the consultant. Please select one of the following options:
I am interested in participating in a group interview for my classification.
I am interested in participating in an individual interview.
I do not request an interview. Please note if you check this box, the consultant may still elect to
interview you.
The individual interviews will be no more than 30 minutes; group interviews will be no more than 45 minutes.
1.0

PURPOSE: Briefly summarize the overall purpose of your position:

2.0

ORGANIZATIONAL CONTEXT: SUPERVISION RECEIVED

2.1

I report to:

(Name and title of immediate supervisor)
(E-mail Address)

Others who report to the same supervisor:
Job Title

Name

2.2

How are your work priorities set (by you, by your supervisor, standard procedures, etc.)?

2.3

Describe the work decisions that you make on your own:

1
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2.4

Which decisions do you refer to your supervisor, or to other departments within the organization?

2.5

What types of guidance are used to aid you in the performance of your duties (desk manuals, departmental
procedures, established practices, regulations, etc.)?

2.6

How frequently do you meet with your supervisor to receive work direction and/or to have your work checked
(daily, weekly, monthly, rarely, as needed, etc.)?

3.0

ORGANIZATIONAL CONTEXT: SUPERVISION EXERCISED

3.1

Does your position supervise other employees? (If no, skip the remainder of Section 3.)
Yes

3.2

No

Name and title of employees that you directly supervise:
Job Title

3.3

Name

What type/level of supervision do you exercise? Check all which apply:
Approve

Recommend

Approve

Recommend

Plan work of others
Distribute work to others
Check work of others
Approve work of others
Train employees
Evaluate performance
Establish unit policy/procedure
Other - Please list:
Hire new employees
Terminate employees
Promote employees
Demote employees
Discipline employees
Approve leave
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Approve

Recommend
Approve pay increases
Other - Please list:

4.0

EQUIPMENT: List any machines, equipment, or vehicles you regularly operate in the course of work (e.g., office
equipment such as computer, copy machine, etc.; hand and/or power tools; vehicles such as trucks, fork lifts, cars,
etc.; heavy equipment such as loader, cranes, bulldozers, crane lifts, etc.)
Type of Machinery/Equipment

5.0

Purpose for Which You Use It

What You do With It

CONTACTS: Other than your supervisor and coworkers, with whom, inside and outside of the agency, do you have
contact in the course of your work, and how frequently? (D=daily, W=weekly, M=monthly, I=infrequently: several
times a year or less)
Title

Regarding

Frequency
Select
Select
Select
Select
Select
Select
Select
Select
Select

6.0

BUDGET: Total dollar amount of budget under your control:

6.1

Describe your responsibility for budget expenditures and control over revenue generation or cost savings:

7.0

DESCRIPTION OF YOUR WORK/DUTIES: Describe on the following page(s) the work that you perform, starting
with your most important duties. (See examples below) – Please focus on the most essential functions of your job
and note that most class descriptions consist of 12-15 duty statements.


First number your duties in the # column.



In the DUTIES column, describe the tasks you perform beginning each statement with an action verb.
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In the TIME column, indicate what percentage of your overall work time you spend performing each duty. If
percentages are too difficult, use hours per day, week, or month; or, for seasonal duties, show number of days
or weeks per year.



In the FREQ column, indicate how frequently the task occurs using the following codes:
SD=several times daily
D=daily
W=weekly
M=monthly
I=infrequently: several times a year or less.



In the IMP column, identify how important the duty is to your overall job effectiveness, using the following
codes:
H = High: if this duty were removed from my job, it would have a significant impact on the nature of my job.
M = Medium: if this duty were removed from my job, it would have an impact but it would not change the
nature of my job significantly.
L = Low: if this duty were removed from my job, it would not have much impact.
TIME

#

E.g. 1

E.g. 2
E.g. 3

DUTIES
I schedule and coordinate meetings, seminars, conferences, and training
sessions for department staff; act as meeting and/or committee secretary
including preparing agendas and informational packets, setting up meeting
rooms, and taking and transcribing minutes for assigned boards and
commissions.
I monitor and control the operation of water distribution systems including
chemical feeding equipment and utilizing the telemetry system, filtration
equipment, reservoirs, and/or storage tanks.
I write or review mitigation contract documents [plans and specifications]
for site preparation, clearing and grubbing, earthwork, plant installation,
erosion control, maintenance and short-term monitoring.

(Needs to
add up to
100%)

FREQ

IMP

15%

SD

H

25%

SD

H

30%

W

M

Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select

Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
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TIME

#

(Needs to
add up to
100%)

DUTIES

FREQ

IMP

Select
Select
Select
Select
Select
Select
Select
Select
Select

Select
Select
Select
Select
Select
Select
Select
Select
Select

8.0

Which of your duties do you consider most complex or difficult, and why?

9.0

If your position responsibilities have changed significantly in the past two years, please explain how:

10.0

SENSORY DEMANDS: Indicate which sensory abilities are required in the performance of your job, and in the FREQ
column, show how often you use the sensory ability in the course of your work. Use these codes:
SD=several times daily; D=daily; W=weekly; M=monthly; I=infrequently: (several times a year or less)
Required
(Yes / No)
Select
Select
Select
Select
Select
Select

11.0

Sensory Demand
SIGHT in order to
COLOR VISION in order to
HEARING in order to
SMELL in order to
SPEECH in order to
TOUCH in order to

FREQ
Select
Select
Select
Select
Select
Select

PHYSICAL DEMANDS: Indicate which physical abilities are required in the performance of your job, and in the
FREQ column, show how often you perform the physical activity in the course of your work. Use these codes:
SD=several times daily; D=daily; W=weekly; M=monthly; I=infrequently (several times a year or less)
Required
(Yes / No)
Select
Select
Select
Select
Select

Physical Demands
SITTING in order to
STANDING in order to
WALKING in order to
RUNNING in order to
CLIMBING in order to

FREQ
Select
Select
Select
Select
Select
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Required
(Yes / No)
Select
Select
Select
Select
Select

Select

Physical Demands
BENDING in order to
STOOPING in order to
KNEELING in order to
HAND/FINGER MOVEMENT:
GRASPING in order to
FINE MANIPULATION in order to
LIFTING in order to
Avg # lbs:
CARRYING in order to
Avg # lbs:
Max # lbs:
Avg dist:

Select

12.0

Max dist:

Select
Select
Select
Select
Select
Max # lbs:

ft.

Max dist:

Select

Select
ft.

PUSHING in order to
Avg # lbs:
Max # lbs:
Avg dist:

Select
Select

ft.

FREQ

Select
ft.

UNUSUAL FATIGUE FACTORS (e.g., wearing heavy protective clothing)
OTHER physical demands (list and explain):

Select
Select

ENVIRONMENTAL CONDITIONS: Indicate which conditions are required in the performance of your job, and in
the FREQ column, show how often you work in the environmental condition. Use these codes:
SD=several times daily; D=daily; W=weekly; M=monthly; I=infrequently (several times a year or less)
Required
(Yes / No)
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select

Environmental Condition

FREQ

Typical office conditions:
Work outdoors:
Exposure to extreme temperatures:
Exposure to extreme weather conditions:
Exposure to toxic/poisonous substances:
Exposure to biologic/infectious agents:
Exposure to dust, fumes, and/or allergens:
Exposure to excessive noise:
Exposure to unpleasant odors:
Exposure to vermin, insects, parasites etc.:
Work near hazardous/moving equipment or machinery:
Work at heights:
Work below ground:
Use protective clothing, equipment, devices, materials:
Work with hostile, violent and/or offensive individuals:

Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
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Required
(Yes / No)
Select

Environmental Condition
Other environmental conditions (list and explain):

FREQ
Select

13.0

EDUCATION

13.1

What level of education do you have and what minimum level of education do you believe is needed to
satisfactorily perform your job at the time of hire? Mark the level that applies to your job:
You Have

Minimum
Required

Required (Yes/No)
Less than High School Diploma or equivalent (G.E.D.) (ability to read, write, and
follow directions)
High School Diploma or equivalent (G.E.D.)
Up to one year of specialized or technical training beyond high school
Associate’s degree or two-year technical certificate - Type:
Bachelor’s degree - Type:
Master’s degree - Type:
Other (explain):

13.2

What is the minimum years of experience that you believe is needed to satisfactorily perform your job at the time
of hire?

13.3

List below any licenses, professional or technical certificates that you currently hold. Indicate whether it is
required for your current position.
Certificate – Licenses

14.0

OTHER JOB QUALIFICATIONS

14.1

List the types of KNOWLEDGE (K) and ABILITIES (A) needed to start on this job:
#

K

K

Required
(Yes/No)
Select
Select
Select
Select
Select

Knowledge & Abilities
Example: When listing laws, please specify its name such as National Environmental Policy Act
(NEPA) or California Environmental Quality Act (CEQA).
DO NOT state, “pertinent federal, state, and local laws”
Example: Administrative principles and practices, including goal setting, program development,
implementation, and evaluation, and supervision of staff.
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#
A
A
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
15.0

Knowledge & Abilities
Example: Develop and recommend environmental mitigation for projects.
Example: Conduct complex civil engineering research projects, evaluate alternatives, make sound
recommendations, and prepare effective technical reports.

STUDY EXPECTATIONS: What are your expectations from this study?

I understand that by checking this box, my electronic signature below certifies that statements made by me on this
questionnaire are, to the best of my knowledge, complete and accurate.
SIGNATURE:

DATE:
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EMPLOYEE NAME:
IMMEDIATE SUPERVISOR’S COMMENTS
Instructions: Review the employee's questionnaire carefully to see that it is accurate and complete. Do not change or
alter the employee's statements or entries in the questionnaire. If you feel that the employee's description is not accurate,
use the spaces provided below to clarify or elaborate on the description. Do not make any statements or comments about
the employee's work performance or competence.
How long have you supervised this employee?
Which of the employee's duties do you consider most important or difficult?
If you had to replace the employee, what qualifications would be most important to you? What would the minimum
educational and experience requirements be?
Do you agree with the employee's description of his/her work job and its requirements?
Use this space to add information or clarification to the employee's questionnaire.
I understand that by checking this box, my electronic signature below certifies that, with the exception as noted
above (if applicable) and to the best of my knowledge, the employee’s questionnaire is an accurate and complete
representation of his/her work.
SIGNATURE:

DATE:

Print name and title:
DEPARTMENT MANAGER'S COMMENTS
Which of the employee's duties do you consider most important or difficult?
Use this space to add information or clarification to the questionnaire, or other pertinent information.
I understand that by checking this box, my electronic signature below certifies that, with the exception as noted
above (if applicable) and to the best of my knowledge, the employee’s questionnaire is an accurate and complete
representation of his/her work.
SIGNATURE:

DATE:

Print name and title:
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