
 

 

 
FINANCE COMMITTEE MEETING 

Director/President Nicole Johnson, Director David Rosen, Fire Chief Justin McDonald, 
Battalion Chief Sean Campbell, Firefighter Anthony Benelisha, AVFA President Rob Cannon, 

Business Manager/Board Clerk Becky Schuette  
 

November 30, 2020 
4:30 p.m. 

Location: Remote Via Zoom  
 

You may join from a smart device or computer by copy and pasting this link into your web 
browser: 
https://us02web.zoom.us/j/84421194830?pwd=enBsa3R5SHAvb2RFT1p5QjFaRWZRdz09 
Meeting ID: 844 2119 4830 
Passcode: 844864 

AGENDA 
 

1)  CALL TO ORDER  
 
2) APPROVAL OF AGENDA 
 
3)  PUBLIC COMMENT 
Any person may address the District Board on any subject pertaining to District business, which is not listed on 
the agenda. This comment is provided by the Ralph M Brown Open Meeting Act (Government Code § 54950 et 
seq.) and may be limited to three (3) minutes for any person addressing the Board. Any request that requires Board 
action may be set by the Board for a future agenda or referred to staff. 
 
4)  OLD BUSINESS 
 4.1  None   
   
5)  NEW BUSINESS 

5.1 Explore the Option of Using Overtime to Reopen the Third Station 
5.2 Consider the Compensation and Classification Study Proposal  
 Attachment 1 – CPS HR Classification and Compensation Study Services 
 Proposal  
 

6) ADJOURNMENT  
Prepared by: Becky Schuette, Clerk of the Board 

 
The Arcata Fire Protection District ("District"), in compliance with the Americans with Disabilities Act ("ADA"), 
individuals who require special accommodations to access, attend and/or participate in District board meetings due to a 
disability, shall make their request by calling (707)825-2000, no later than 48 hours in advance of the scheduled meeting 
time. In compliance with Government Code Section 54957.5, non-exempt writings that are distributed to a majority or all 
of the Board in advance of a meeting may be viewed at 2149 Central Avenue, McKinleyville, California or at the scheduled 
meeting. In addition, if you would like a copy of any record related to an item on the agenda, please contact the Board 
Secretary, at (707) 825-2000.   
The meeting agenda is posted at least 72 hours in advance of regular scheduled meetings, at the following locations: 

• District's Headquarters’ Building, 2149 Central Avenue, McKinleyville, CA 95519 
• Arcata Downtown Station, 631 9th Street, Arcata, CA 95521 
• Mad River Station, 3235 Janes Road, Arcata, CA 95521 
• The Arcata Fire Protection District website: www.arcatafire.org  

https://www.google.com/url?q=https%3A%2F%2Fus02web.zoom.us%2Fj%2F84421194830%3Fpwd%3DenBsa3R5SHAvb2RFT1p5QjFaRWZRdz09&sa=D&ust=1606671266413000&usg=AOvVaw2V3AgWQzBMxDN7rl7SvfuU
http://www.arcatafire.org/


 

 

 
Finance Committee Item 5.1 

           
Date:  November 30, 2020   
To:   Finance Committee 
From:   Justin McDonald, Fire Chief 
Subject:  Explore the Option of Using Overtime to Open the Third Station 
 
 
Background 
At the November 10th District board meeting, the Finance committee was tasked with 
reviewing the possibility of using overtime to back fill positions to reopen the third 
station.   
 
Discussion 
To appropriately discuss this topic, it needs to be viewed from two aspects, staffing 
ability and financial. 
 
The District minimum staffing requirement is 15 fulltime suppression employees.  Each 
of the three platoons should have five employees assigned, with the daily minimum on-
duty staffing at four.  This means one employee can take the day off without the District 
incurring overtime costs to backfill.  Currently A-shift has an employee off with a work-
related injury and C-shift is down one position from a staff departure.   
 
Staff estimated, in order to fill the vacant position to operate the third station, it would 
require a minimum of one overtime shift every day.  We would also need to take into 
account the normal time off use; last year employees used 279 shifts of leave.  
Therefore, using these numbers as an estimate, the District could expect the cover 644 
shifts in the upcoming year. This would require each employee to cover an additional 43 
days’ worth of overtime. 
 
Financially, the average overtime rate for all employees is $28.52 per hour or $684 per 
shift.  If we apply the number of open shifts to the cost per shift, the District cost to cover 
open shifts is estimated at $440,805 or an average of $1900 per day.  Just to cover 365 
shifts would be $249,835.   
 
The District currently has a total of $275,559 in reserve funds.  The funds are further 
broken down into three accounts. There is $188,630 in the Capital Improvement (CIP) 
fund; $56,596 in the Contingency fund; and $30,333 in the PERS fund. Not enough to 
cover full time coverage unless the Board authorizes moving funds from the CIP and/or 
PERS funds to make up the difference. 
 
If the District were unable to cover the open shifts on a full time basis then a criteria 
would need to be developed to determine when the third station could be staffed.  The 
next logical choice would be when the platoon is a max staffing of five on-duty.  Given 
that there is only $56,596 in the Contingency fund, this would only allow for 82 shifts of 
coverage.  Additionally, coverage of this level would likely need to be voluntary, which 
would further decrease the likelihood of covering available shifts.   



 
Recommendation 
 
The committee will discuss this agenda item and make recommendation back to the 
Board, preferably at the December 8th Board meeting. 

Attachments 
None 
 



 

 

 
Finance Committee Item 5.2 

           
Date:  November 30, 2020   
To:   Finance Committee 
From:   Justin McDonald, Fire Chief 
Subject:  Consider the Compensation and Classification Study Proposal 
 
 
Background 
At the November 10th District board meeting, staff presented a proposal to contract with 
CPSHR to conduct a compensation and classification study for the District.  The Board 
directed the Finance Committee to review the proposal and make a recommendation.  
 
Discussion 
This District has never completed an official compensation study.  Over the years there 
have been comparisons made to other local paid departments and similar sized 
agencies that are in the northern California region, but nothing formal.  Recently, during 
both Measure R and F, community members expressed opinions about our wages and 
benefits.  
 
Additionally, the District’s classifications have never been professionally vetted.  Our 
position descriptions have been pieced together using other agencies documents and 
never fully based on what our District or what our positions actually do.  The current 
position descriptions are long overdue for updating and with the conclusion of Measure 
F, it is a good time to complete this process prior to the District beginning to hire and 
promote employees to fill vacant positons. It is also a good opportunity for the District to 
utilize this information to consider the reorganization and structure of the staff and 
administration. Both of these topics have been under scrutiny since the funding 
measure attempts began and this would potentially allow the District to streamline and 
improve positions and processes, eliminate unnecessary spending and provide justified 
compensation where appropriate. 
 
Staff has reached out to CPS HR Consulting, who is currently under contract for human 
resource related work, for a proposal to conduct a compensation and classification 
study.  They provided a 15-page proposal with a work plan, options and pricing.  The 
pricing for the classification study is $14,300 and would take up to 15 weeks to 
complete.  Staff feels that the addition of Option #2 of the proposal, salary and benefits 
compensation study is also a necessity and would cost an additional $22,800.  Both of 
these figures are a “not to exceed” amount and are dependent on actual hours of work.   
 
The funding source for the study would be $15,000 from 5180.25 – Human Resources 
and $22,100 from 5180.2 – Legal Services.   
 
Additionally, District council has also recommended that this study take place to assist 
with the upcoming and future contract negotiations.   
 
Recommendation 



The committee will discuss this agenda item and make recommendation back to the 
Board, preferably at the December 8th Board meeting. 

Attachments 
Attachment 1 – CPS HR Classification and Compensation Study Services 

 Proposal 
 
 



  
 

      
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROPOSAL 

Arcata Fire District  

Classification and Compensation Study 
Services 

 

 

Due: October 16, 2020 

 

Your Path to Performance 

SUBMITTED BY: 
 

VICKI QUINTERO BRASHEAR 
Director of Products and 
Services 
 
CPS HR Consulting 
2450 Del Paso Road, Suite 220 
Sacramento, CA 95834 
P: (916) 471-3481 
Vbrashear@cpshr.us 
Tax ID: 68-0067209 
www.cpshr.us 
 
 



  

 Page | i
 

Table of Contents 
Experience and Capabilities .......................................................................... 1 

About CPS HR Consulting ................................................................................. 1 

Project List .......................................................................................................... 1 

Our Approach and Methodology ................................................................ 3 

Scope of Work ................................................................................................... 3 

Classification Study Work Plan ......................................................................... 3 

Base Salary Study Work Plan ............................................................................ 8 

Optional - Total Compensation Comparison Work Plan ............................. 12 

Work Schedule................................................................................................. 12 

Classification Study .................................................................................... 12 

Base Salary Study ....................................................................................... 13 

OPTIONAL – Total Compensation Comparison....................................... 13 

Project Team ................................................................................................... 14 

Project Manager ............................................................................................. 14 

Consultants and Roles ............................................................................... 14 

Cost Proposal .................................................................................................. 15 

Professional Fixed Fee ..................................................................................... 15 

Pricing Assumptions ................................................................................... 15 

Billing Terms ................................................................................................. 16 

Pricing Philosophy ...................................................................................... 16 

 



  
 

      Page | ii
 

2450 Del Paso Road, Suite 220, Sacramento, CA 95834          www.cpshr.us 

October 16, 2020 
 
Becky Schuette, Business Manager  
Arcata Fire District 
2149 Central Avenue 
McKinleyville, CA 95519 

Subject: Classification and Compensation Study Services 

Submitted via email to: bschuette@arcatafire.org 

Our Understanding of the Scope of Work 

CPS HR Consulting (CPS HR) is pleased to submit this proposal to the Arcata Fire District (District) 
which is seeking the services of a professional consulting firm that is experienced in the review, 
development, and implementation of classification and compensation systems to conduct a 
comprehensive classification and base salary compensation study (with optional Benefits Analysis) 
for the District’s employees.  With a rich history of assisting government agencies with such studies, 
we are confident that we can provide expert solutions to meet the District’s requirements and 
objectives.  This budget assumes: 

 Classification study: (i) Up to 7 classifications; (ii) Up to 20 incumbents 

 Compensation study: (i) Base salary study; (ii) Up to 7 benchmark classifications; (iii) Labor 
market of 10 agencies 

 Total Compensation Comparison – Optional Service 

CPS HR believes classification and compensation systems should be designed, maintained, and 
updated to serve as a foundation through both good and bad economic times, and the proper 
development and implementation of a comprehensive market-based compensation plan, combined 
with a structured approach to internal equity through either a whole job analysis approach or point 
factor methodology, provides a sound foundation for a compensation plan.  Our team has broad and 
deep human resource experience, education, and certifications in public sector classification and 
total compensation systems and analysis.   

ORGANIZATION IDENTIFICATION INFORMATION 

Legal Name and DBA Cooperative Personnel Services dba CPS HR Consulting (since 2011) 

Addresses 

Main Office*: 2450 Del Paso Road, Suite 220, Sacramento, CA 95834 
Main: (800) 822-4277; FAX (916) 263-3613 

100 Congress Avenue, Suite 2000, Austin, TX 78701 

4 West Dry Creek Circle, Suite 100, Littleton, CO 80120  

*This location will direct the RFP services  

Number of Years in Business Established 1985 

Type of Organization Joint Powers Authority (Public Agency) 

Website www.cpshr.us 
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2450 Del Paso Road, Suite 220, Sacramento, CA 95834          www.cpshr.us 

At CPS HR, we pride ourselves in establishing and nurturing long-term relationships with the agencies 
we serve as we live out our mission of bringing excellence in Human Resources to the public sector.  
We look forward to the opportunity to work with the District on this important project and to partner 
with your organization into the future. 

CONTACT INFORMATION 

Proposal/RFP Process Contact/Contract 
Authorized Representative 

Vicki Quintero Brashear, Director of Products and Services 
(916) 471-3481; vbrashear@cpshr.us 

Thank you for this opportunity; we very much look forward to working with  the Arcata Fire District.  
Should you have any questions or for any communication regarding the RFP process, please do not 
hesitate to contact me at the information provided in the table above. 

Sincerely, 

 
Vicki Quintero Brashear 
Director of Products and Services
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Experience and Capabilities 

About CPS HR Consulting 
CPS HR is an innovative, client-centered human resources and management consulting firm 
specializing in solving the unique problems and challenges faced by government and non-profit 
agencies. As a self-supporting public agency, we understand the needs of public sector clients and 
have served as a trusted advisor to our clients since 1985.  Our mission is to promote human resource 
excellence in the public sector and our vision is to enable people to realize the promise of public 
service. 

CPS HR’s core competency is its knowledge of and expertise in the public sector.  We provide best 
practice expertise that is unique because CPS HR believes in an integrated, systems-based approach 
to human resources.  Our consultants understand that the multiple functional human resources 
disciplines (including classification and compensation) work together to foster an optimal Human 
Resource system.   

CPS HR has been providing classification and compensation services to state, federal, and local 
governments along with special districts and non-profit organizations for 35 years.  We have 
performed many studies with agencies of similar size and scope as  the Arcata Fire District.   
Additionally, the project list we have included provides further clarity around the type of classification 
and compensation projects with which we have worked.  With these examples, we have shown how 
we have collected data, performed analyses on said data, made recommendations, and worked 
successfully with our partners/clients.  

Project List 
We have conducted hundreds of classification and compensation studies for cities, counties and 
special districts.  Due to the significant number of projects, we provide a partial list of agencies for 
which we have provided classification and compensation services below.   

Partial Public Agency Classification and Compensation Five Year Listing 
*CPS HR has provided multiple services to these agencies 

Alameda Corridor East Construction Authority Montgomery College, MD 

Amador-Tuolumne Community Action Agency Morgan, County of (CO) 

American Canyon, City of* Napa County Transportation & Planning Agency 

Anaheim, City of* Oakdale, City of 

Ashland, City of Orange, County of* 

Association of Bay Area Governments* Otero, County of (CO) 

Austin Energy Petaluma, City of 

Bell, City of* Placer, County of* 



Proposal to the Arcata Fire District  
Classification and Compensation Study Services 

      Page | 2
 

Partial Public Agency Classification and Compensation Five Year Listing 
*CPS HR has provided multiple services to these agencies 

Berkeley, City of* Redding, City of (Electric Utility) 

Bernalillo, County of* Regional Transportation Commission, NV 

Brawley, City of Rio Dell, City of*  

California Bureau of State Audits Rocklin, City of* 

California Dept of Corrections and Rehabilitation Roseville, City of (Electric Utility Department) 

California Department of Energy Routt, County of (CO) 

California Department of Food and Agriculture Sacramento Municipal Utility District 

California Department of Human Resources Sacramento, County of* 

California Department of Real Estate Safety Center, Inc. 

California Office of the Chief Information Officer San Diego County Water Authority 

California Seismic Safety Commission San Joaquin Regional Rail Commission 

California State University, Sacramento San Joaquin, County of* 

Clark, County of* San Luis Obispo, County of 

Colorado River Fire Protection (CO) Santa Cruz Metropolitan Transit District 

Contra Costa, County of Santa Cruz Regional Transportation Commission 

Douglas, County of (CO) Santa Cruz Unified School District 

Eureka, City of Sheridan, City of (CO) 

Glenn, County of* Sierra Nevada Conservancy 

Greater Los Angeles County Vector Control District Stanislaus, County of* 

Housing Authority of Santa Clara State Bar of California 

Imperial, County of Superior Court of California, Orange County 

Jurupa Community Services District Tehachapi, City of  

Los Angeles Co Employees Retirement Assoc.* Ventura, County of* 

Los Angeles Department of Water and Power Vista, City of* 

Madera, City of Waxahachie, City of 

Mojave Water Agency* Western Area Power Administration 

Monterey Peninsula Airport District Yosemite Community College* 

Monterey, County of*  
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Our Approach and Methodology 

Scope of Work 
CPS HR understands that this study includes seven (7) classes in the District for the purpose of 
conducting a classification plan and structure analysis and a compensation study (base salary or total 
compensation, depending on the District’s selection).  The classifications under review1 are as follows: 

 Fire Chief (1.0 FTE) 

 Battalion Chief (1.0 FTE) 

 Fire Marshal (1.0 FTE) 

 Fire Inspector (2.0 PTE) 

 Business Manager (1.0 FTE) 

 Fire Captain (8 FTE) 

 Firefighter (6 FTE) 

Classification Study Work Plan 
Task 1 – Receive and Review Background Material.  Upon contract execution, CPS HR will gather the 
following background information: (i) Organization Charts depicting organizational structure and 
report relationships; (ii) Classification Specifications; (iii) Position Allocations; (iv) Relevant Policies 
and Procedures; (v) Memorandums of Understanding (MOUs); and (vi) Past Classification and 
Compensation Studies. 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 The client will upload electronic copies of all documents to a shared online site within five (5) 
business days of request 

Task 2 – Initial Project Meeting.  The CPS HR Project Manager will meet with the District’s Internal 
Project Manager and designated key stakeholders to initiate the project by confirming study goals, 
objectives, tasks to be performed, and methodologies.   

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 CPS HR has budgeted for the official kick-off meeting to be held virtually.   

Task 3 – Develop Job Evaluation Tool.  CPS HR will develop a tool to ensure valid information is 
gathered, analyzed, and documented consistently from incumbents regarding their current 
classifications. This activity includes finalizing a Position Description Questionnaire (PDQ) for approval 
by the District, and distribution of the PDQ to study participants.   

 
1 Fire Engineer and Assistant Fire Chief are classifications that are currently not being utilized by the District and are not part of 
this study (although any classification structure recommendations may bring them into play).  
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Each PDQ is designed to capture specific information, and to be used in studies with multiple 
analytical goals such as position allocation and classification specification development/revisions.  
CPS HR will work with management to design a PDQ that meets the District’s specific study needs.   

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 For purposes of creating a cost-effective response, our pricing assumes the District will utilize 
CPS HR’s PDQ. 

 The PDQ will be provided in English in an online survey format.   

Task 4 – Conduct Orientation Session.  The CPS HR Project Manager will draft an e-mail to all 
employees included in the study and invite them to attend a study orientation session.  The purpose 
of the orientation session is to (i) communicate study goals, methodology, and processes; (ii) provide 
the PDQ and explain to employees how the document should be completed; (iii) explain the role of 
employees, supervisors, and managers in the study; and (iv) respond to employee questions 
regarding the study process. 

These tasks and processes are critical in gaining employee understanding, trust, and acceptance of 
the study.  Where possible, we encourage human resources staff to attend the meeting(s) to 
familiarize themselves with employee questions and the responses to those questions.   

For purposes of this scope of work, we have budgeted for one (1), one-hour live webinar to be 
conducted virtually.  Questions can be asked during a Question and Answer phase or typed into 
a commentary box provided in the webinar application.  One of the webinars can be recorded 
and hosted by CPS HR for viewing by individuals who are not able to attend the scheduled 
sessions.  A Frequently Asked Questions (FAQ) document will be compiled after all the session 
and provided shortly after. 

Task 5 – PDQ Completion.  All study employees will have the opportunity to provide information 
about the duties and responsibilities noted in the job specifications, duties not covered in the job 
specification, minimum qualifications, and physical demands.  Each incumbent’s supervisor will then 
review the collected data to ensure that the incumbent has accurately and sufficiently captured all 
pertinent information on job context and work output.  CPS HR typically allows two weeks for PDQ 
completion and submission. 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 All surveys will be completed online, including supervisor and manager comments/approval.  
(We are available to discuss distribution of hard copy PDQs by the District as needed.) 

 Links to surveys will be sent via e-mail by CPS HR.  A complete roster, including employee 
name and e-mail address (among other data points), will be uploaded to the shared online 
site by District staff using a Microsoft Excel template provided by CPS HR.  Upload by the client 
will occur at least five (5) days before distribution of links is planned. 

 Responsiveness of study participants is absolutely critical to maintaining the agreed 
timeline.  An amended timeline will be provided by the CPS HR Project Manager if the online 
PDQ completion date is pushed out.  Any contract amendment needed due to timeline shift 
will be discussed with the District at the appropriate point. 
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Task 6 – Receive and Review PDQs/Prepare for Job Evaluation Interviews.  The CPS HR Project Team 
will thoroughly review each PDQ to obtain an understanding of the duties and responsibilities 
assigned to each position after the supervisor has reviewed and evaluated the content.  Job 
evaluation interview questions for study employees will be developed based upon the results of the 
documentation review.  CPS HR project team members will develop an interview schedule and will 
coordinate the schedule with the District’s designated staff member (this individual will assume 
responsibility for coordinating the interview schedule with CPS HR and the study employees, notifying 
employees of their allotted time and date, making changes to the schedule, notifying all parties 
concerned, and reserving any conference rooms).  

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 Our pricing assumes that: 

 up to 95% of the 20 incumbents will provide completed PDQs. 

 project staff will create interview questions for 100% of the respondents. 

Task 7 – Conduct Job Evaluation Interviews.  In addition to the PDQs, job evaluation interviews will 
be conducted with a representative sampling of employees in multiple position classifications to 
ensure the CPS HR Project Team has a complete understanding of the duties and responsibilities 
assigned to each position.  Interviews with supervisors or managers may also be held to further clarify 
information documented on their subordinate employees’ PDQs.  For planning purposes, each 
individual interview is approximately 60 minutes, and supervisor or manager interviews range from 
45 minutes to one hour.  

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 For purposes of creating a cost-effective response, our pricing assumes that: 

 Up to 100% of incumbents will be interviewed by teleconference 

 Up to 6 supervisors/managers will have follow-up one-on-one interviews which will be 
held by teleconference 

 CPS HR will identify all meeting participants with input from the District.   

 Discussions will take place over sequential business days; a schedule will be mutually-agreed. 

 All discussions will take place between the hours of 8:00 am and 5:00 pm Local Time. 

 Reschedules have not been budgeted for this project. 

Task 8 – Research of Comparable Agencies.  The CPS HR Project Team will research related internal 
classes and similar class structures from up to ten (10) comparable labor market agencies.  Selection 
of these agencies is further discussed in the compensation study section of this proposal.  This 
information, along with that gleaned from the PDQ process, will assist in the development of a 
recommended classification structure. 
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Task 9 – Analyze Classification Data.  The Project Team will analyze all information collected from 
the incumbents and their supervisor/manager, and any job evaluation interviews to identify the job 
level, scope, typical duties, requisite knowledge, skills, abilities, and other job-related characteristics 
of each position.  This analysis will be used to develop recommendations regarding classification 
concepts and a classification structure that aligns with current business needs.  The classification 
concepts serve as the foundation for a classification plan by identifying the nature and level of jobs, 
with clear definitions of the differences between them.  Classification concepts will also provide the 
framework for the consolidation of existing classifications, the elimination of classifications and/or 
the creation of new classifications where appropriate, and the revision and development of 
classification specifications to ensure they properly identify scope and level of authority relative to 
other classifications and to ensure that there is consistent titling within the classification plan.   

 Classification concepts include: 

 Definition of classification levels (e.g., entry, journey, advanced journey, supervisory) 

 Definition of nature of work (e.g., clerical, technical, supervisory,  management) 

 Titling protocols and standards within the classification structure 

 Flexible staffing, where applicable 

 The use and application of common classification allocation factors such as decision-
making, scope and complexity, contact with others, supervision received and exercised, 
and knowledge, skills, and abilities 

 Classification Structure – Development of a recommended classification structure for the 
District, with a crosswalk of any changes from the current structure 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 CPS HR will provide a classification specification template via the shared online site if the 
District does not already have one that must be utilized.  

Task 10 – Prepare, Submit, and Present Draft Classification Report. The Project Team will prepare 
a Classification Report which will include the methodology, findings, and recommended changes to 
the classification structure. CPS HR will facilitate a meeting with the District to discuss the 
classification findings.   

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 Costs assume one virtual meeting, for up to two hours, with primary District Project 
Manager/HR staff to discuss the Draft Classification Report, including the Draft 
Classification Structure.   

 As the District conducts its review of the Draft Report and Draft Structure, client 
comments and questions will be captured in a single document provided on the online 
shared drive.  We are unable to accept commentary via e-mail. 

 Timeline assumes the District will provide all comments or requests for change to the 
Draft Report/Structure within two business weeks of receipt. 
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Task 11 – Revise Classification Specifications. Once the District has approved the classification 
study findings, the classification specifications will be revised/created accordingly.  The format for 
classification specification revisions will be submitted to the District for approval.  Our methodology 
for this task will result in: 

 Accurately identifying the specific essential duties and responsibilities, required knowledge, 
skills, and abilities, minimum education and experience requirements, and minimum special 
qualifications for each position in the study; and 

 Reviewing, revising, editing, and developing written classification specifications for each 
study classification that clearly specify and describe a general statement of duties, any 
distinguishing features of the class, essential duties, knowledge, skills, and abilities, 
acceptable minimum education and experience, and required special training and 
certifications. 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 Classification specifications will be uploaded to the shared online site.  Documents will be 
marked “Draft” and provided in Microsoft Word with several views – “with mark-up” and 
“without mark-up.”  This will allow the District to easily view tracked changes.  Edits and 
comments made by both parties will be captured in these online shared documents.  CPS 
HR will post finalized versions of classification specifications in both Microsoft Word and 
Adobe PDF marked “Final.” 

 As the District conducts its review of the Draft Classification Specifications, client 
comments and questions will be captured in a single document provided on the online 
shared drive.  We are unable to accept commentary via e-mail. 

 Timeline assumes the District will provide all comments or requests for change to the 
Draft Classification Specifications within two business weeks of receipt. 

Task 12 – Prepare, Submit, and Present Final Classification Report.  CPS HR’s report will include a 
discussion of our methodology and a narrative summary to support our recommendations in the 
Draft Classification Report submitted to the District for feedback.  CPS HR will research any comments 
and issues raised during the review of the Draft Classification Report.   

Once these have been resolved, CPS HR will prepare and present the Final Classification Report.  The 
District will be responsible for approving and implementing classification specification content 
changes through their standard process, including any necessary notifications to employees, 
employee representatives, or their Department of Human Resources. 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 Costs assume one virtual meeting for up to two hours, with primary stakeholders to present 
the Final Classification Report. 
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Base Salary Study Work Plan 
The compensation work plan outlined in this section is intended to define all tasks within a 
comprehensive base salary study from labor market selection to final reports, and the types of 
deliverables associated with the task. 

Task 1 – Receive and Review Background Materials.  Upon contract execution, CPS HR will request 
background information from the District in order to ensure the CPS HR Project Manager is 
prepared for the initial meeting.  Typical material requests for compensation studies include the 
following:  

 Compensation philosophy and strategy 

 Salary schedules 

 Benefits summaries (for the full compensation study, which is presented as an optional 
service) 

 Budget Information 

 Memorandums of Understanding (MOUs), as applicable 

 Compensation policies and procedures 

 Other documents relevant to the study 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 The client will upload electronic copies of all documents to a shared online site within five (5) 
business days of request. 

Task 2 – Initial Project Meeting/Labor Market Agency and Benchmark Selection.  The CPS HR 
Project Manager will meet with the District’s Internal Project Manager, and designated key 
stakeholders to discuss the District’s compensation philosophy, study methodologies, 
deliverables, timelines, communication, and data collection methods.  

Additionally, the CPS HR Project Manager will be available to conduct a workshop with key 
stakeholders to discuss the following elements of compensation policy if desired:   

 Labor Market Agency Selection: This section of the workshop focuses on the typical labor 
market selection criteria and the process by which CPS HR will evaluate and prepare 
recommendations for the District’s labor market agencies; such selection criteria typically 
includes: (i) Geographic Proximity; (ii) Organizational size (measures may include number of 
employees or population); (iii) Services provided; (iv) Past labor market agency practices; (v) 
Cost of Living/Cost of Wages; and (vi) Competitive Recruitment Range/Agencies.  

CPS HR will discuss and assess the current employment population and demographics to 
refine the market list (i.e., where do most current employees reside, what employers attract 
your employees, etc.).  CPS HR does not simply recommend the most comparable agency 
based on size and services, but those that are competitive in determining the market on both 
the high and low end and in attracting talent.  These agencies may differ between sworn and 
miscellaneous staff.  



Proposal to the Arcata Fire District  
Classification and Compensation Study Services 

      Page | 9
 

 Labor market position (i.e., median, mean, or other percentiles) 

 Benchmark Classification Recommendations: Each of the classifications listed at the 
beginning of this proposal will serve as benchmark classifications. 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 It is assumed that no more than 7 benchmark classifications will be identified for the 
complement of the classification structure resulting from the classification study. 

 It is assumed that no more than 10 labor market agencies will be selected for comparison by 
the District. 

 CPS HR has budgeted for the kick off meeting to be held remotely with the Proposed Project 
Manager.   

Task 3 – Design, Develop and Distribute the Survey Instrument. The CPS HR Project Team will 
develop a comprehensive survey instrument to ensure the effective collection of compensation data 
from each of the survey agencies.  For a base salary study, the survey instrument will include a brief 
description of each of the survey classifications with a request for the published minimum and 
maximum monthly salary for each.  CPS HR’s survey instrument is designed to be completed 
electronically or, if necessary, hard copy.  

Task 4 – Review, Analyze and Validate Labor Market Survey Data.  To ensure the District receives 
the most accurate data for its studies, CPS HR will not solely rely on the completed surveys received 
from the labor market agencies without checking the validity of the submissions.  Thus, in conjunction 
with the survey instrument received from each labor market agency, the CPS HR Project Team will 
review any additional survey agency background materials such as copies of classification 
specifications, organization charts, staffing information, and other useful materials to substantiate 
the accuracy of the comparability of the matches.  It is critical that the CPS HR Project Team review 
such documents since titles alone can often be misleading and should not be relied upon.  Further, 
CPS HR is committed to attaining full participation from the labor market agencies, either through 
obtaining each agency’s agreement to complete the survey, and/or by CPS HR’s completion of surveys 
as needed.  Once CPS HR has completed their survey analysis tasks, the CPS HR Project Manager will 
audit the final data as part of our quality review process.   

To determine whether a match from a labor market agency is comparable to the District’s benchmark, 
CPS HR utilizes a whole job analysis methodology.  This commonly used methodology analyzes the 
job as a whole, rather than by individual factors, by evaluating the core duties and responsibilities, 
the nature and level of work performed, and the minimum qualifications to determine whether the 
classification is comparable enough to be utilized as a match.  The methodology recognizes slight 
differences in duties assigned to matches from other labor market agencies which do not impact the 
type, nature, and level of work performed.   

Matches should not be so broad that they include classifications performing dissimilar work, or work 
done at a higher or lower level, but they also should not be so narrow that they exclude matches 
doing comparable work, with slight differences in work that do not change the level and nature of 
work. 
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Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 Should any labor market agencies be non-responsive to requests for information, we will 
provide the District with contact information and request that they use their professional 
contacts to follow up on CPS HR’s behalf.  We have found this approach to be beneficial. 

 The District may add additional labor market agencies should any in the initial selection be 
non-responsive or not provide sufficient matches at an additional cost. 

 Responsiveness of labor market agencies is absolutely critical to maintaining the agreed 
timeline.  An amended timeline will be provided by the CPS HR Project Manager if the data 
collection period is pushed out.  Any contract amendment needed due to timeline shift will 
be discussed with the District at the appropriate point. 

Task 5 – Design and Develop Data Spreadsheets.  CPS HR will develop an individual data sheet for 
each survey classification that presents the comparable classification used in each agency with 
the relevant data associated with that classification, such as the salary range minimum and 
maximum.  The labor market data analyses will be conducted based upon the labor market 
position affirmed within the District’s compensation philosophy (e.g. median, mean, or other 
percentile).  Each comparable match for each survey classification is reported in the relevant 
data sheet for full disclosure and review by others.  We find this level of transparency in 
matching provides for a better understanding and acceptance of study results.   

Task 6 – Prepare Draft Salary Recommendations. Provided below is the methodology CPS HR utilizes 
for establishing salary levels for benchmark and non-benchmark classifications in our compensation 
studies.  This methodology would be applied to all of the study classifications. 

1. Conduct a comprehensive understanding of the District’s approach to identify the benchmark 
classifications to be used in the salary setting process. 

2. Establish salary recommendations for these benchmark classifications by setting the salary 
level based on the market data. 

3. Conduct a comprehensive review of the District’s current internal alignment differentials to 
determine what their practices are, and if they should be adjusted. 

4. Apply recommended internal differentials within job families to build the salary 
recommendations for classifications which have significant relationships to each other 
because they are in the same job series or family. 

5. Determine the remaining classifications that are not benchmark classifications, or classes that 
minimal comparable data was available for, and are also not part of a job series or family.  
These classifications are reviewed to determine which classifications are the subject 
classifications currently internally aligned with and whether that relationship should be 
changed.  Evaluation factors include the nature and level of work performed and MQs. 

The salary recommendations for each study classification will display the following information: (i) 
Classification title; (ii) Current monthly range maximum; (iii) Recommended monthly range 
maximum; and (iv) The percentage difference and/or dollar amount difference between the current 
and recommended monthly range maximum and the steps within a range, if desired.  This 
information will provide the District with the percentage and dollar amount of any increase on a 
classification-by-classification basis.   



Proposal to the Arcata Fire District  
Classification and Compensation Study Services 

      Page | 11
 

Task 7 – Prepare Draft Compensation Report.  The CPS HR Project Team will develop a Draft 
Compensation Report detailing the results of the labor market survey.  This draft report will comprise 
the following: 

 Scope of the study 

 Labor market agencies, including the methodology utilized to identify the recommended 
agencies 

 Study benchmarks, including the methodology utilized to identify benchmarks 

 Labor market data analysis/methodologies 

 Results of the base salary survey  

 Results of the benefits analyses (if service selected) 

 Results of the total compensation analysis (if service selected) 

 Salary recommendations for all classifications 

 Implementation methods2 

The CPS HR Project Manager will meet with the District’s Internal Project Manager and key 
stakeholders to discuss the Draft Compensation Report and to respond to any questions, comments 
or concerns on the report.   

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 Costs assume one virtual meeting, for up to two hours, with primary District Project 
Manager/HR staff to discuss the Draft Compensation Report.   

 As the District conducts its review of the Draft Report, client comments and questions will be 
captured in a single document provided on the online shared drive.  We are unable to accept 
commentary via e-mail. 

 Timeline assumes the District will respond to the Draft Report within one business week of 
receipt. 

Task 8 – Research and Resolve Issues/Prepare and Present the Final Compensation Report.  Based 
upon the District’s review of the Draft Compensation Report, the CPS HR Project Team will follow up 
and resolve any outstanding compensation issues.  The final report and internal equity analysis will 
be delivered to the District. 

Client Responsibilities and/or Pricing Assumptions Associated with Task: 

 Costs assume one virtual meeting, for up to two hours, with primary District stakeholders to 
present the Final Compensation Report. 

 
2 It is CPS HR’s standard practice to assist our clients with evaluating and developing a method to implement compensation 
changes that are identified as a result of the study and this is included within the proposed budget.  Our salary recommendations 
will provide the District with the percentage of pay required to maintain each classification at the desired market position, as well 
as an average percentage of all classifications within the compensation plan. CPS HR can also provide information on typical 
implementation strategies such as Step-to-Step and Closest Dollar.  However, CPS HR does not provide a detailed analysis of 
individual employee implementation and costs since our clients typically utilize their own systems for that purpose. 
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Optional - Total Compensation Comparison Work Plan 
For a total compensation study, CPS HR typically adds the following elements of total compensation 
to the base salary survey: (i) Cash add-ons premium pays such as longevity pay and deferred 
compensation; (ii) Agency contribution to medical, dental, and vision programs; (iii) Agency 
contributions to defined-benefit retirement programs and Social Security practices; and (iv) Paid time 
off practices such as Holiday leave, vacation and sick leave, and administrative leave.  CPS HR’s survey 
instrument is designed to be completed electronically or, if necessary, hard copy.   

Collection and methods of reporting are discussed previously.  CPS HR will incorporate the 
benefits information collected into the base salary datasheets to produce total compensation 
analyses for each classification.  

Work Schedule 
Our classification timeframes are based upon the assumption that (i) the District is able to schedule 
all stakeholder and employee activities within agreed upon timelines; (ii) the District will be able to 
review, comment on, and approve study products within agreed upon timeframes; (iii) the PDQ 
completion timeline is adhered. 

Our compensation timeframes are based upon the assumption that (i) the selected labor market 
agencies will provide the information required within the specified timeframe, and that (ii) the 
District will be able to review, comment on, and approve study products within agreed upon 
timeframes.  During the study, the CPS HR Project Manager will provide the District’s Internal Project 
Manager with interim status reports weekly on project progress and will assess any impacts on the 
timeline. 

Classification Study 

Classification Study - Example 
Project will begin after full contract execution; this timeline will need be extended to account 

for holidays if project begins in Fall/Winter 2020 
Week Number(s) 

Receive and Review Background Materials Week 1 
Initial Project Meeting Week 2 
Develop Job Evaluation Tool Week 3 

Conduct Orientation Session Week 4 
PDQ Completion Weeks 4 to 5 
Receive and Review PDQs/Prepare for Job Evaluation Interviews Week 6 
Conduct Job Evaluation Interviews; Collect Comparable Labor Market Agency 
Structures 

Weeks 7 to 8 

Analyze Classification Data Weeks 9 to 10 

Prepare, Submit, and Present Draft Structure and Findings Week 11 
Revise Classification Specifications and Create Draft Classification Report Weeks 12 to 13 
Client Review Period; Obtain Feedback Weeks 14 to 15 

Prepare, Submit, and Present Final Classification Report Week 16 
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Base Salary Study 

Base Salary Study - Example 
Project starts based on acceptance of classification results; this timeline will need be 

extended to account for holidays if project begins in Fall/Winter 2020 
Week Number(s) 

Review the District’s Background Materials Week 1 

Initial Project Meeting, Labor Market Agency and Benchmark Selection  Week 2 

Design, Develop, and Distribute Survey Instrument Week 3 

Review, Analyze, and Validate Labor Market Salary Data Weeks 4 to 7  

Review Matches with Client; Receive Feedback; Finalize Matches Week 8 

Design and Develop Data Spreadsheets Week 9 

Prepare Draft Salary Recommendations and Draft Compensation Report Weeks 10 to 11 

Client Review Period; Obtain Feedback Weeks 12 to 13 

Research and Resolve Issues/Prepare the Final Compensation Report Weeks 14 to 15 

OPTIONAL – Total Compensation Comparison 

We can work with the District to develop a timeline for a total compensation study, should the District 
elect for this portion of the scope.  It can take an additional 3-5 weeks to collect benefit information 
from participating agencies. 
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Project Team 

Project Manager 
We have selected Ms. Jan Bentley to serve as Project Manager.  Her role will be to work directly with 
the District’s Internal Project Manager to (i) ensure the District’s study needs, goals and objectives 
are understood and accurately communicated to District management, other key stakeholders, and 
the CPS HR Project Team; (ii) conduct client meetings; (iii) be responsive to all client requests; (iv) 
manage the work of the Project Team; (v) meet timeline and budget expectations; (vi) conduct quality 
control of deliverables; and (vii) meet/provide information/present results to the District.   

Ms. Bentley has more than 30 years of public sector human resources analytical, leadership, and 
project management experience, including ten years as a consultant.  Her background includes 
generalist experience in labor relations, EEO, recruitment, testing, policy administration, 
investigations, benefits, and human resources operations management and supervision.  During the 
last 20 years, her primary work focus has been on classification, compensation, job analysis, and 
organizational development, including project leadership on a wide variety of state, county, 
municipal, special district, and educational clients. 

Consultants and Roles 

CPS HR has a uniquely qualified team of professionals to assist the District with its studies.  Ms. 
Bentley will be joined by Project Consultants, Michelle Pellegrino, B.A., IPMA-SCP, and Igor 
Shegolev, M.S., SPHR.  

Ms. Pellegrino is a Senior HR Consultant with CPS HR Consulting and has over 15 years of professional 
and management experience in public sector Human Resources, including experience in the areas of 
employee recruitment and selection, classification and compensation, labor and employee relations, 
benefits, and policy development.   

Mr. Shegolev is a compensation and human resources practitioner with extensive experience in 
managing HR activities and teaching graduate business courses.  For the last two decades, he has held 
executive jobs in compensation and HR management in government and the healthcare industry.  He 
has worked with a broad spectrum of organizations providing advanced and effective solutions in 
compensation management, total rewards, and employment analytics. 

Our team of professionals have over 130 years of combined experience in providing job 
evaluation and compensation studies. We are committed to meeting the highest professional 
standards of quality.  Each of the team members has broad and deep experience in public sector 
classification and compensation systems and analysis, possess advanced education and 
certifications, and are readily available to assist with this project.     
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Cost Proposal 

Professional Fixed Fee 
CPS HR has prepared the following professional fixed fee based on the scope of work discussed and 
further detailed below.  

Study Professional Fixed Fee 

Classification Study $14,300 

COMP OPTION 1:  Base Salary Study (Salary only) $12,700 

COMP OPTION 2:  Total Compensation Study  
(Salary and benefits) 

$22,800 

Not-To-Exceed Contract Amount: Dependent on client selection of base 
salary or total compensation study 

Pricing Assumptions 

General Scope 

Materials Production CPS HR provides all documents electronically, including Draft 
Reports, data sheets, and Final Reports.   

Hard copy printing of documents for this engagement will be the 
responsibility of the District.   

Travel Expenses Travel expenses have not been budgeted as it is assumed that all 
project activities will take place virtually and through the exchange 
of documents through our online document sharing site. 

Number of Classifications Up to 7 

Number of Incumbents Up to 20 

Number of Benchmarks Up to 7 

Number of Labor Markets Up to 10 
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Billing Terms 

CPS HR will bill the project in equal installments on the following schedule: 

CLASSIFICATION: 

 Upon completion of incumbent interviews 

 Provision of draft classification report 

 Provision of final classification report 

COMPENSATION: 

 Upon approval of labor market agency pool 

 Provision of draft compensation report 

 Provision of final compensation report 

NOTE: Unanticipated delays to the project timeline could result in a need for an addendum to the 
contract related to contract end date, staff assignments, and/or pricing.  Any addenda will be 
discussed in a timely manner with the District.  

Pricing Philosophy 

CPS HR is flexible with the proposed work plan; alternate approaches may be discussed with the 
District which may in turn change the proposed cost of the project.  As described in this proposal, the 
methods, approach, timelines, as well as the proposed fee, have been prepared as accurately as 
possible based upon the services requested and study objectives described in the information 
provided to CPS HR.  The proposed professional fees reflect the steps and time necessary to conduct 
the study in a sound, thorough, and sustainable manner, including important input and review by the 
District’s Internal Project Manager and designated stakeholders to accomplish the study objectives.  
If changes or additional services are required, we will be happy to discuss changes to the project 
activities, schedule, and/or fee proposal.   
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