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SCHOOL BOARD ACTION REPORT  
 

DATE: October 25, 2017 

FROM: Executive Committee of the School Board 

 

For Introduction: November 15, 2017 

For Action: November 15, 2017 

 
1. TITLE 

 

Approval of a contract for an executive search firm to conduct a superintendent search 

 

2. PURPOSE 

 

As the governing body with the responsibility of employing a Superintendent, it is the 

responsibility of the Board to direct how a superintendent search will be conducted. This motion 

would approve a contract with a superintendent search firm. 

 

3. RECOMMENDED MOTION 

 

I move that the School Board authorize the Board President to execute a contract on the 

District’s behalf with Ray and Associates(_____________) in the amount of $35,500, plus 

$14,800 in estimated reimbursable expenses, (________) for the purpose of conducting a 

superintendent search, in the form of the draft Agreement dated _______ and presented to the 

School Board, with any minor additions, deletions, and modifications deemed necessary by the 

Board President, and to take any necessary actions to implement the contract. Immediate action 

is in the best interest of the district. 

 

4. BACKGROUND INFORMATION 

 

a. Background:  
 

A Request For Proposals (RFP) seeking search firm proposals was issued on Oct. 13, 2017. 

A copy of the RFP is attached. The district received four proposals. On Nov. 8, 2017, an 

Executive Committee of the Whole meeting was held for Directors to review and discuss the 

proposals. Based on feedback and Directors evaluation of the proposals, this contract is being 

brought before the Board for consideration of approval. 

 

This motion would approve the district entering into a contract with Ray and 

Associates_____ Firm for the purpose of conducting a superintendent search. The process to 

conduct a superintendent search commonly takes 6 months or more. The major next steps of 

conducting a search after selection of a search firm, include, but are not limited to, 

establishing selection criteria, advertising in appropriate locations, setting a deadline for 

receiving applications, reviewing applications, identifying semi-finalist and finalists (through 

interviews and other means), and conducting community engagement.   

 

b. Alternatives:  
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 The Board does not approve this motion. This is not recommended because of the 

need to act in a timely manner in order to hire a superintendent by May 2018. By 

taking this step, the firm can begin the process. 

 The Board can direct the Executive Committee to conduct a search, but to do so 

without retaining a search firm. In reviewing the list of superintendent openings 

on the Washington Association of School Administrators’ (WASA) website 

(many of which were filled this past school year), a large majority were being 

conducted using a firm. This alternative is further not recommended because 

search firms have contacts and resources not available to the District (even 

assuming the District does outreach of its own to stakeholders and through 

regional schools organizations). The firm also provides valuable assistance in 

reviewing and checking applications and backgrounds. This work would need to 

be done by Human Resources if a firm is not selected, which already has a full 

program of activities. 

 

c. Research: The district conducted a formal RFP for search firms and received four 

proposals. An Executive Committee of the Whole met to review the proposals. 

 

5. FISCAL IMPACT/REVENUE SOURCE 

 

Fiscal impact of this action is __________. the cost of the contract, which is $35,500, plus 

$14,800 in estimated reimbursable expenses. The district conducted a formal RFP for a search 

firm and pricing was a factor in the selection of a firm. 

 

The revenue source for this motion is general funds. 

 

Expenditure:   One-time   Annual   Multi-Year   N/A 

 

Revenue:  One-time   Annual   Multi-Year   N/A 

 

6. COMMUNITY ENGAGEMENT 

 

As this process step is a Board responsibility, not applicable is checked. However, the search 

process would include community engagement. 

 

 Not applicable 

 

 Tier 1: Inform 

 

 Tier 2: Consult/Involve 

 

 Tier 3: Collaborate 

 

7. EQUITY ANALYSIS 

 

Not applicable. 
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8. STUDENT BENEFIT 

 

Per Policy No. 1640, Responsibilities & Authority of the Superintendent, “In order to carry out its 

responsibilities, the Board employs a Superintendent of Schools as its Chief Executive Officer and as 

the Chief Administrative Officer of the district and shall delegate to the Superintendent such powers 

as are required to manage the Seattle Public Schools in a way consistent with Board direction and 

policy and state and federal law. The execution of all decisions made by the Board concerning the 

internal operation of the school system is delegated to the Superintendent. The Superintendent is 

accountable to the Board.” With such authority, a superintendent has the ability to impact student 

benefit for all SPS students. 

 

9. WHY BOARD ACTION IS NECESSARY 

 

 Amount of contract initial value or contract amendment exceeds $250,000 (Policy No. 6220) 

 

 Amount of grant exceeds $250,000 in a single fiscal year (Policy No. 6114) 

 

 Adopting, amending, or repealing a Board policy 

 

 Formally accepting the completion of a public works project and closing out the contract 

 

 Legal requirement for the School Board to take action on this matter 

 

 Board Policy No. 1005, Responsibilities & Authority of the Board, states it is the 

responsibility of the Board to employ a superintendent who is charged with the day-to-day 

operations of the district. 

 

 Other: _____________________________________________________________________ 

 

10. POLICY IMPLICATION 

 

Per Policy No. 1005, Responsibilities & Authority of the Board, the Board’s role includes 

employing a superintendent who is charged with the day-to-day operations of the district. 

 

11. BOARD COMMITTEE RECOMMENDATION 

 

An Executive Committee of the Whole was held on November 8, 2017. At that meeting, the 

committee of the whole recommended this item and moved it forward for consideration by the 

full Board. 

 

12. TIMELINE FOR IMPLEMENTATION 

 

Upon approval of this motion, a contract will be entered into with Ray and Associates_____ 

Firm to conduct a superintendent search. The firm will report to the Executive Committee. 

 

13. ATTACHMENTS 

 

 Contract with ______ Firm (for approval) 
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 Ray and Associates Proposal (for reference) 

 RFP for Consulting Services for a Superintendent Search (for reference) 



 
 

Superintendent Search RFP 
Ray and Associates RFP Response 

 

Seattle Public Schools is committed to making its online information accessible and usable to all 

people, regardless of ability or technology. Meeting web accessibility guidelines  and standards is 

an ongoing process that we are consistently working to improve.  

 

While Seattle Public Schools endeavors to only post documents optimized for accessibility, due 

to the nature and complexity of some documents, an accessible version of the document may 

not be available. In these limited circumstances, the District will provide equally effective 

alternate access.  

 

For questions and more information about this document, please contact the following: 

 

School Board Office 

206-252-0040 

boardoffice@seattleschools.org 

 

The following document is the response provided by the executive search firm Ray and Associates to 

assist the District in its next superintendent search. 

 

 



































































 

 

 

  

Seattle Public Schools 

Contracting Services 
2445 Third Avenue South 

Seattle, WA  98134 
Telephone: (206) 252-0566 

Fax: (206) 743-3018 
contractingservices@seattleschools.org 

 

 
 

 

Request for Proposal No. RFP10712 

 

 

Consulting Services 

 

for 

 

Superintendent Search 

 

 

Submittal Deadline: 

 

 

Date:   October 30, 2017 

 

 

Time:  2:00 p.m. 

 

 

Instructions 

mailto:contractingservices@seattleschools.org
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REQUEST FOR PROPOSAL NO. RFP10712 
 

PROPOSAL CERTIFICATION FORM 

 
TO:  Diane T. Navarro, Contracting Services Manager 

 

The undersigned provider hereby certifies as follows: 

 

1. That he/she has read the Seattle School District's Request for Proposal No. RFP10712 and the 

following Addenda and to the best of his/her knowledge has complied with the mandatory 

requirements stated herein: 

 

  Addenda Number   Issue Date 

            ________________   ____________ 

            ________________   ____________ 

            ________________   ____________ 

 

2. That he/she has had the opportunity to ask questions regarding the Request for Proposal, and that if 

such questions have been asked; they have been answered by the District. 

 

3. That the proposer’s response is valid for 90 days. 

 

 

Dated at _______________, this _________________ of _________________ 2017. 

 
  

________________________________ ________________________________ 

(Signature)     (Title) 
 

________________________________        ________________________________ 

(Print Name)     (Email Address) 
 

________________________________       ________________________________ 

(Company Name)    (Telephone Number) 
 

________________________________       ________________________________ 

(Address)     (Fax Number) 

 

________________________________       ________________________________ 

(City)      (UBI Number)      
 

________________________________        

(State) 
 

________________________________ 

(Zip) 
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1.0 INTRODUCTION 

 

Seattle Public Schools (the District) is seeking consulting services from an experienced Executive Search 

firm to assist the District in identifying candidates for the position of Superintendent of Schools. 

 

The Superintendent is responsible for the administration and management of a large and complex public 

educational system serving over 53,000 students at 104 schools and with a combined capital and 

operating budget exceeding one billion dollars. The seven member citywide elected Board expects the 

new Superintendent to continue the District’s progress on the Strategic Plan, “Every Student. Every 

Classroom. Every Day.” and help create the next Strategic Plan early in his or her tenure. The successful 

applicant for Superintendent will address several challenges, including chronic state underfunding, 

establishing a productive relationship with a new Mayor elected in November 2017, and managing system 

capacity in one of the fastest growing cities in the U.S.        

 

The School Board desires to have a Superintendent selected no later than May 2018.  

 

The term of the contract is expected to be from November 2017 to June 2018. This RFP is being issued in 

anticipation of approval by the School Board to hire a search firm in the first two weeks of November.   

 

This Request for Proposal (RFP) describes the selection process and documentation required for 

submitting a Proposal.  Any firm failing to submit their proposal in accordance with the procedures set 

forth in the Request for Proposal may be considered nonresponsive. 

 

It is the intent of the District to award the project listed above to one firm.  
 

The selection of the consultant for these services will proceed in the following manner: 

 

 Seattle Public Schools shall receive proposals no later than the due date and time specified 

in Section 2.0 of this RFP. 

 An initial screening will follow, resulting in a short-list of one or more qualified firms that will 

be selected for interviews (if deemed necessary). 

 The District may conduct interviews (if deemed necessary) with the selected firms, in 

accordance with a schedule to be determined by the Selection Committee in order to select the 

best proposals, all factors considered. 

 The District reserves the right to seek clarifications about the proposals. 

 The District may award a contract based solely on the written proposals. However, the District 

may elect to engage in negotiations with a selected short list of vendors in order to improve the 

proposals and obtain the best contract(s) for the District. 

 The District reserves the right to request post-proposal modifications, including best and final 

offers and considerations.  

 The final selection will be based upon the criteria set forth in Section 6.1. The District reserves 

the right to negotiate with the successful firm on pricing, scheduling, or other factors. 

 

2.0 SCHEDULE 

2.1 Schedule of Activities 
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SCHEDULE 

Date Selection Process 

October 13, 2017 Advertisement for Request for Proposal Published.  (First Notice) 

October 20, 2017 Advertisement for Request for Proposal Published.  (Second Notice) 

October 23, 2017 Last day for Questions from Proposers by 2:00 p.m. 

October 30, 2017    Proposal Due by 2:00 p.m. 

Oct. 31-Nov. 3, 2017 Initial screening. 

Approx. Nov. 3, 2017 Tentative Notification Sent to Selected Firm.  

Approx. Nov. 3-10, 2017 Negotiation of Contract. 

Approx. Nov. 15, 2017 Anticipated Board Approval and Approximate Start Date  

 

3.0 QUESTIONS AND COMMUNICATION 

 

All communication and/or questions shall be submitted in writing at the dates and times indicated herein 

to: 

  

  

U.S. Mail: Diane Navarro 

Contracting Services 

Seattle Public Schools 

M/S 22-337 

P.O. Box 34165 

Seattle, WA 98124-1165 

Physical Location: 
 

Diane Navarro 

Contracting Services 

Seattle Public Schools  

M/S 22-337 

2445 Third Avenue S. 

Seattle, WA 98134-1923 

Phone:  (206) 252-0566 

Fax: (206) 743-3018 

E-mail:  contractingservices@seattleschools.org 

 

                                  

All questions must be submitted electronically by e-mail or fax to Contracting Services by the date and 

time indicated in Section 2.0.  Reference the RFP number in the subject of your email. The District will 

consider no telephone or in-person inquiries, except at the interviews for those firms making the short-list. 

 

Answers to questions will be issued in the form of an addendum which will be provided electronically on 

the Builders Exchange website at Builders Exchange of Washington and on the Seattle Schools Current 

Solicitations website. 

 

Proposals must be submitted electronically to Contracting Services at the above referenced email with the 

Request for Proposal number and the Project Title included in the subject heading of the email. 

 

mailto:contractingservices@seattleschools.org
http://www.bxwa.com/1024.html
http://www.seattleschools.org/cms/one.aspx?portalId=627&pageId=15798
http://www.seattleschools.org/cms/one.aspx?portalId=627&pageId=15798
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In the event that a firm attempts to contact any official, employee, or representative of Seattle 

Public Schools in any manner contrary to the above requirements, said firm may be disqualified for 

further consideration. 

 

This prohibition does not apply to: 

 

 Telephone calls to the District to request copies of this RFP, to confirm attendance, or request 

directions relative to an interview notification received from the District; 

 Delivery of written questions about the proposal; 

 Discussion at the interview (if deemed necessary); 

 Delivery of the firm’s proposal. 

4.0 BACKGROUND 

 
Seattle Public Schools (the District) is seeking consulting services from an experienced Executive Search 

firm to assist the District in identifying candidates for the position of Superintendent of Schools. 

 

The School Board will develop and approve a selection process in consultation with the selected firm, 

including desired minimum qualifications and characteristics for the Superintendent's position. 

 

The selected firm will report to the School Board’s Executive Committee. The contact persons for the 

consultant will be the School Board President and General Counsel. 

5.0 PROJECT INFORMATION 

  

The Consultant shall undertake, at a minimum, the following responsibilities, and any additional 

responsibilities reasonably necessary to complete this work. The scope of work may include some or all 

of the following tasks: 

 

 At the direction of the Executive Committee of the Board, conduct interviews with Board members, 

community leaders, and other members of the public and solicit input from these people to establish 

minimum qualifications and desired characteristics of the Superintendent; 

 Based on direction from the Executive Committee of the Board, assist with the development of 

recommendations for position requirements, applicant qualifications, selection criteria, and the 

selection process; 

 Advise the Board on salary/benefit package to offer; 

 Advertise locally and regionally as directed; 

 Targeted recruiting for applicants who can function effectively in the District's and area's culture and 

environment; 

 Ensure that competitive applicants from diverse backgrounds apply; 

 Assist in evaluation of candidates against the qualifications and desired characteristics approved by 

the Board to select a non-prioritized group of superior candidates for the Board to review.  

Information provided to the Board should include profiles of experiences, skills assessment, and 

professional and personal reference and background checks, including but not limited to review of 

references contacted and researched provided by applicants; 

 Organize travel arrangements and itinerary for finalists as needed; 

 Assist Board office staff in arrangements for interviews of finalist candidates; and 

 Debrief and evaluate process with Board. 
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The District reserves the right to delete from the scope of work any or all of the scope from any of the 

projects listed. The District also reserves the right to modify the schedule, specific size, or scope. 

6.0 SELECTION PROCESS 

6.1 Method of Selection 

 
1. The District will review all proposals and select one firm based upon the best interests of the 

District, all factors considered.  The District reserves the right to conduct interviews with the top 

three firms, if deemed necessary. 

 

2. The District intends to select a firm based upon the best interests of the District, all factors 

considered.  Among the factors to be considered are the following: 

EVALUATION CRITERIA POINTS 

Qualifications & Experience – 80%  

Firm’s experience with comparable school districts, capabilities, and 

availability and capacity 

20 

Qualifications of team members 20 

Approach 15 

Awareness and understanding of Seattle Public Schools strengths and 

challenges and Seattle’s political environment 

15 

References 10 

Pricing – 20%  

Price of Services 20 

 

Based on the recommendation of the Committee, the District will enter into contract negotiations with a 

selected firm.  Upon receipt of best and final proposals, the Committee will select the best proposal, all 

factors considered.   

 

Please note that the District will select the successful firm/s based on the best interests of 

the District, all factors considered. The District reserves the right to reject any or all 

proposals, waive minor irregularities and informalities, and make the awards in its best 

interest.  

 
The District also reserves the right to take past performance on contracts of similar nature into account in 

selecting the firm. 

 

The District reserves the right to terminate this contract at any time for any reason.  
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6.2 Notifications 

The District will provide timely notifications to firms responding to the Request for Proposal upon 

selection of the recommended firm. 

6.3 Seattle Schools Right to Reject 

The District reserves the right to reject any and all proposals and re-advertise the RFP at any time prior to 

approval of the recommended firm and the negotiated agreement.  All costs incurred in the preparation of 

the Request for Proposal process shall be borne by the proposing firm. Proposals submitted in response 

to this Request for Proposal shall become the property of the District and be considered public 

documents under applicable Washington State laws.   

The District reserves the right to modify the scope of services as a result of the written submittals and/or 

interviews. 

6.4 Procedures Requirements 

Any firm failing to submit information in accordance with the procedures set forth herein may be 

considered non-responsive. 

7.0 SUBMITTAL REQUIREMENTS 

7.1 General Submittal Requirements 

The submittal requirements shall be as follows: 

SUBMITTAL METHOD: The proposing firm, joint venture or other form of association (“firm”) shall 

submit one ELECTRONIC copy of their proposal for the project sent via e-mail to 

contractingservices@seattleschools.org.  The Subject Line of the e-mail shall note the RFP number and 

Project Title. 

Each proposal is to be a maximum of fifteen (15) pages (8-1/2”x11”) single sided, not smaller than 

12 point type. 

 
1.  The cover letter, Proposal Certification Form, table of contents, and tabs, and resumes do not 

count toward the page limits. 

2. Project cut sheets, including photos, are included in the page limits.  Submittals exceeding the 

page limits may be considered non-responsive. 

3. Please Note:  In preparing the firm’s submittal, the proposing firm shall clearly identify the 

designated person of record responsible for any referenced project.  If the proposing firm is 

representing an individual’s experience while employed at another firm, the firm of record for the 

project and the individual’s role shall be clearly identified.  

7.2 Contents of the Proposal 

1. Signed Proposal Certification Form (page 3 of the RFP). This does not count towards the page 

limit. 

mailto:contractingservices@seattleschools.org
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2. Table of contents (maximum 1 page). 

3. Separate section with a tab:  Executive Summary (maximum one page). 

a. Provide a summary highlighting the firm’s qualifications and special expertise to provide 

the services requested in the Request for Proposal. 

4. Separate section with a tab:  Company Profile and Qualifications of Team Members. 

a. Identification of firm (or firms, if a joint venture or association) including address, 

telephone number, email address and date firm(s) were established. 

b. Areas of specialization of the firm. 

c. Provide total size and breakdown of firm personnel by category (e.g., principals, project 

managers, schedulers, clerical and other support staff).  A firm organizational chart would 

be useful. 

d. Briefly discuss how you propose to organize your team to accomplish the work. Please 

identify the primary team members who would lead this project and their qualifications. 

Identify each of the key players and define their roles and responsibilities. Describe each of 

the individual key team members’ relevant professional experience, certification and 

education in resume form. Identify projects, date, position and firm with which individual 

was employed at the time services were performed. 

5. Separate section with a tab:  Awareness and Understanding of Seattle and Seattle Public Schools. 

a. Please include your firm’s and team’s experience working in the Pacific Northwest, and 

describe your familiarity with the unique characteristics, culture, and opportunities of 

Seattle and the District. 

6. Separate section with a tab:  Project Approach. 

a. Describe how you would approach this project, with a timetable and description of major 

activities.  Include examples of different approaches and amounts/levels of community 

engagement you have used in other searches and your recommendation for our search.  

Please also explain how you handle/conduct background checks. 

7. Separate section with a tab:  Experience, Capabilities, and Availability & Capacity. 

a. Include your firm’s experience working for comparable urban districts (and specifically 

districts of comparable size), your firm’s capabilities, and your availability and capacity to 

complete this project.   

8. Separate section with a tab:  References.  

a. Provide the client name, address, email address, and client’s project representative and 

telephone number for the firm’s three most recent projects that most closely relate to the 

firm’s qualifications for this project.  If a joint venture or other form of association, provide 

reference information for each member firm. 
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9. Separate section with a tab:  Pricing.  

a. Briefly discuss proposed pricing structure for the listed services, listing categories of 

individuals, present hourly rates, type of reimbursable costs, etc.  The submittal must 

include information for hourly pricing.   

b. The District anticipates awarding a contract on a time and materials basis, by hourly rates, 

to a fixed contract amount.  

c. Please also include costs for reimbursable and direct expenses, such as supplies, postage, 

couriers, etc. Please include information about any planned use of technology and/or cost-

saving measures (e.g. teleconferencing). 

i. The District reimburses at the per diem rate as established by the U.S. General 

Services Administration (GSA) for Seattle, WA. For additional information on per 

diem rates, visit GSA’s website at http://www.gsa.gov/portal/category/104711. 

d. Please note that pricing should be based upon previous experience on projects completed 

and the services outlined in the RFP. 

8.0 CONTRACT AND CONTRACTING PROVISIONS 

8.1 Standard Form of Contract 

The District’s Contract for Consulting Services is included as Attachment 1. The proposal should include 

any comments or requested changes.  Please note: The District reserves the right to reject any 

firm that is not willing to accept the District’s terms and conditions as noted in the 

standard form of contract.  

8.2 Additional Contract Document Requirements 

  
The selected firm shall be required to provide the following documents to the District prior to execution 

of the contract: 

 

 W-9 Form 

 Washington State Business License 

 Certificate of Insurance, including endorsement pages, with the following limits: 

 
workers’ compensation  statutory 

employer’s liability 

(stop gap) 

$1,000,000 each accident 

$1,000,000 disease-policy limit 

$1,000,000 each employee 

commercial general liability (per occurrence/aggregate) 

bodily injury and property damage $1,000,000/$2,000,000 

personal and advertising injury $1,000,000/$2,000,000 

products and completed operations $1,000,000/$2,000,000 

fire legal liability $100,000 

automobile liability (owned, non-

owned, leased or hired) 

$1,000,000 per occurrence 

umbrella/excess coverage 

professional liability 

$2,000,000 per occurrence 

$1,000,000 each occurrence 

http://www.gsa.gov/portal/category/104711
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8.3 Protest Procedures 

1. Any actual or prospective Vendor who is aggrieved in connection with the solicitation or award of 

this contract may protest to the District in accordance with the procedures set forth herein.  

Protests based on the terms in this Request for Proposal, which are apparent prior to the date 

established for submitting the proposal must be received seven (7) days prior to the submittal 

deadline.  Protests based on other events must be received within three (3) working days after the 

aggrieved person knows, or should have known, of the facts and circumstances upon which the 

protest is based; provided, however, that in no event shall a protest be considered if all proposals 

are rejected or if the protest is received after the award for this contract. 

2. In order to be considered, a protest shall be in writing and shall include: the name and address of 

the aggrieved person; the contract title under which the protest is submitted; a detailed description 

of the specific grounds for protest and any supporting documentation; and the specific ruling or 

relief requested.  The written protest shall be mailed to: 

 

JoLynn Berge 

Assistant Superintendent for Business and Finance 

Seattle School District No.1 

MS 33-300 

P.O. Box 34165 

Seattle, WA 98124 

 

Or delivered to: 

 

JoLynn Berge 

Assistant Superintendent for Business and Finance 

Seattle School District No.1 

MS 33-300 

2445 3rd Avenue South 

Seattle, WA 98134 

 

And shall be labeled: “Protest” 

 

3. Upon receipt of a written protest, the District shall promptly consider the protest.  The District 

may give notice of the protest and its basis to other persons, including Proposers involved in or 

affected by the protest; such other persons may be given an opportunity to submit their views and 

relevant information.  If the protest is not resolved by mutual agreement of the aggrieved person 

and the District, the District will promptly issue a decision in writing stating the reasons for the 

action taken.  A copy of the decision shall be mailed by certified mail, return receipt requested, or 

otherwise promptly furnished to the aggrieved person and any other interested parties. The 

District decision may be appealed to the Superintendent by written notice together with all 

supportive evidence, received at the address set forth in paragraph 2, not more than two (2) 

working days after receipt of the decision. The Superintendent’s decision shall be final and 

conclusive. 
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4. Strict compliance with the protest procedures set forth herein is essential in furtherance of the 

public interest.  Any aggrieved party that fails to comply strictly with these protest procedures is 

deemed, by such failure, to have waived and relinquished forever any right or claim with respect 

to alleged irregularities in connection with the solicitation or award.  No person or party may 

pursue any action in court challenging the solicitation or award of this contract without first 

exhausting the administrative procedures specified herein and receiving the District’s final 

decision.  

 

5. Any Proposer submitting a proposal shall be deemed to have accepted these procedures. 

 

 

End of Request for Proposal 

 

 
 Attachment 1: 

 Sample Contract for Consulting Services 

Attachments are available to view at Builders Exchange of Washington 
 

http://www.bxwa.com/
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