
 
 
 

The Wheeling Park District is requesting proposals from qualified firms specializing in Diversity, 
Equity, and Inclusion (DEI) to conduct a culture assessment. The goal of this assessment is to 
evaluate the District’s current status in promoting an organizational culture that embraces 
diversity, makes intentional equitable decisions and supports inclusive practices. Once the 
assessment is complete the firm will provide an analysis of the assessment identifying and 
prioritizing key actions necessary to advance DEI efforts at the Wheeling Park District. These key 
actions will be integrated into the Parks and Recreation Comprehensive Plan (PRCP) which is 
currently under development.   
 
Wheeling Park District 
Wheeling Park District, incorporated in 1961, is located in northern Cook and southern Lake 
Counties and is 27 miles northwest of downtown Chicago. The Park District serves a population 
of 42,828 residents living within the Village of Wheeling, and small portions of Prospect Heights, 
Buffalo Grove, and Arlington Heights. It encompasses an area of just over 8.5 square miles. The 
Park District is considered to be a primary government – providing a full range of recreation 
activities, public open space, recreational facilities, a full-service country club, and districtwide 
events for its communities. 
 
The Park District is governed by an elected, seven-member board, and operates under a Board- 
Manager form of government, with its primary purpose being to provide parks and recreational 
opportunities to its residents. Services provided include recreation programs, park management, 
capital development, and general administration. The Park District manages 21 sites on 
approximately 350 acres. Recreational facilities and parks operated by the Park District include 
one undeveloped natural area, eleven parks, one sports complex, one outdoor aquatic center, 
one recently renovated and expanded community recreation center, one indoor pool, a health and 
fitness center, historical museum, two community gymnasiums (shared with Community 
Consolidated School District 21), and a championship-quality golf course and banquet facility, as 
well as several softball/baseball fields, football and soccer fields, pickleball courts, playgrounds, 
and picnic shelters. 
 
Scope of Work 
The specific work to be undertaken by the successful firm for the DEI assessment process is 
described in this section, and respondents should include in their proposals how they will assist 
the District with completing this work. The work described in this section is considered to be the 
minimum required to complete this process. In submittals, firms should propose additions or edits 
to this scope that lend to the best process. Following the firm selection process, a meeting will be 
held with the successful firm to negotiate the final scope of work and a contract for services. 
Therefore, the District reserves the right to make revisions to the final scope of work.  
 

 

 
 



Project Kick-off 
The first step in the project will be to hold an onsite meeting with District staff to establish 
objectives for the project, including confirming roles and responsibilities and finalizing the project 
methodology, the scope of services, timeline and format, and content of deliverables.  
 
The Scope of Work described below is intended to provide Proposers with a general 
understanding of the District’s expectations for the project. Proposers are encouraged to suggest 
alternative approaches to this scope based on their professional experience.  
 
Assessment – Consultant will work with District staff, board, and PRCP firm to assess the 
District’s DEI efforts.  
 
Evaluation of Assessment Results – Consultant will evaluate assessment results and report on 
areas for improvement in DEI.  
 
Summary of Findings and Written Report – Consultant will meet with the District project team 
and board members to present findings before completing a written report summarizing the results 
and analysis.  
 
Action Plan – Consultant will work with District staff, board, and PRCP firm on identifying and 
prioritizing needed actions which will be incorporated into the final PRCP.  
 
Services Provided by Staff and Progress Reporting 
The Wheeling Park District will assist the firm in managing the operational aspects of the project 
and coordinating work with the relevant parties. Park District staff will provide overall support for 
project tasks and will provide all existing documentation (as requested by the consultant during 
the final scope review). Staff will also schedule, and coordinate the availability of staff based on 
their work schedules and make all necessary arrangements for meetings and interviews 
conducted by the consultant during the course of this project. 
 
The firm will hold progress meetings in person or over the phone as often as necessary, but in no 
case, less than once per month until final recommendations are accepted by the District. The firm 
with Park District staff will schedule the progress meetings, as necessary, at key times during the 
project.   
 
Instructions for Submitting Proposals, Proposal Components, and Evaluation Criteria 
All respondents to the RFP must include the items provided in the following list. All the listed items 
should be addressed completely and should follow, as closely as possible, the order and format 
in which it is listed below. These categories and criteria will be major considerations in the 
evaluation and determination of the most qualified and capable firm(s). The sequence of the listing 
is not intended to reflect the relative weight of each category. 
 
 

1. Letter of transmittal 
a. Statement indicating an understanding of the work to be performed and interest in 

performing the scope of work. 
b. Discuss consultants’ availability over the next 6-9 months. 
c. Identification of key contact person for communicating with the District on the 

proposal and all project-related matters. 
 
 



2. Qualifications/Project Portfolio 
a. Areas of specialization. 
b. Practice philosophy. 
c. Years in the business and history of the firm. 
d. Examples of three (3) to five (5) projects the firm took a lead role in conducting a 

DEI assessment. The projects should be comparable in complexity, size, scope, 
and discipline (as described in the Scope of Work section) and been undertaken 
during the past five years. 

 
3. Project Management 

a. Introduction of the team, including resumes for all the key personnel, which provide 
educational background/training, experience, and detailed descriptions of roles 
played on past projects. 

b. Services/functional roles to be performed by each team member. 
c. Location of each team member. 
d. Availability and commitment of assigned professionals who will undertake the 

scope of work. 
e. Technical resources of the firm. 

 
4. Methodology and Process to Complete all Phases of the Project 

a. Describe the vision, strategic overview, and approach to the project. 
b. Express how the components above reflect your qualifications for this project. 
c. Discuss what parameters you will engage to develop a project that will be creative, 

logical, and engaging. 
d. Include detailed descriptions of the procedures and methods you propose to use 

to complete all tasks within the scope of work. 
e. Discuss tasks, timelines, and anticipated deliverables for each phase of the 

project. 
f. Include the proposed process and methods to assure quality, cost, and schedule 

control. 
g. Explain in the proposal all supporting studies, models, and assumptions that will 

be developed or used as part of the study. 
 

5. References 
a. List at least three (3) to five (5) references we may contact (preferably from the 

projects provided in 2(d) of this section that has been undertaken during the past 
five years) with client contact information (current email and telephone). 

b. Indicate project names and the personnel assigned to this project (including all 
sub-consultants) roles and involvement in each project. 

 
6. Schedule 

a. Provide a proposed detailed project work schedule with a start date of September 
19, 2022 (contingent upon negotiation of a final scope of work); all meetings that 
need to be scheduled should be built into the timeline (e.g., the initial meeting with 
staff to review project schedule, strategic direction review, presentations of the final 
report, etc.). 

b. Include time frames for each component of the scope of work and target dates for 
completing each phase of the project. 

 
 
 



7. Fee Proposal  
a. Include a total “not to exceed” figure for the scope of work (based on the estimated 

level of effort to be spent on each task). 
b. Include an itemized schedule of all expenses by phase (reimbursable expenses 

listed separately), including a composite schedule of hours estimated for included 
tasks. 

c. Provide hourly rates for all team members, sub-consultants, and staff levels. 
 
Understanding and Approach of Scope of Work 
The proposal shall describe the approach to the scope of work described in the Scope of Work 
section of this RFP, including process and schedule. Firms are encouraged to make suggestions 
to amend the scope of work to achieve the project goals. This criterion will be evaluated based 
on the proposer’s understanding of the project objectives and ability to demonstrate a process 
that efficiently and effectively achieves the desired outcomes.  
 
Disclosure 
The proposal will disclose any professional or personal financial interest which could be a possible 
conflict of interest in contracting with the District. Consultant shall further disclose arrangements 
to derive additional compensation from various products or services, including financial. The firm 
must also list all current and unresolved litigations, arbitrations, or mediations of the firm in its 
proposal. 
 
Selection of Consultant 
The Wheeling Park District will select a firm based on its ability to respond to the Request for 
Proposal (RFP) requirements, the qualifications and expertise of the team working on this project, 
past performance on similar projects, the time required to complete the project, methodology, firm 
resources and the firm’s willingness to negotiate and execute an acceptable written agreement. 
The District reserves the right to reject any, some portions of or all proposals and supporting 
material and to request written clarification of any portion or section of proposals and support 
materials. The District reserves the right to negotiate with more than one potential respondent 
after the submission of all proposals. The District also reserves the first right of refusal to work 
with any sub-consultant proposed by the firm. 
 
After a thorough review by District staff of the proposals submitted by respondents to this RFP, a 
shortlist will be created of the firms that meet the requirements outlined in this RFP, and those 
firms will be required to make a presentation on their qualifications and proposals to the staff. 
Based on these interviews, the staff will recommend to the Board the firms that are the best fit for 
the District and this project.  
 
Selection Process Timeline 
The timeline for selecting a firm is as follows: 
Deadline for Proposal Submission: August 23, 2022 
Firm Interviews with the Staff: Week of August 29, 2022 
Potential Approval of Firm by Wheeling Park District: Board September 6, 2022 
Project Start Date: Week of September 26, 2022 
 
Contact Information 
Jan Buchs, Executive Director 
847-465-2935  
jbuchs@wheelingparkdistrict.com 
www.wheelingparkdistrict.com 

mailto:jbuchs@wheelingparkdistrict.com

