
1 

 

 
 
 
 

WESTPORT PUBLIC SCHOOLS 
BUSINESS OFFICE 
110 Myrtle Avenue 

Westport, Connecticut 06880 
(203) 341-1002 

 
 
 
Elio Longo 
Chief Financial Officer 
 
December 21, 2018 
 
 
Dear Sir/Madam: 
 
You are invited to submit a RFP for a Master Plan Facilities Consultant for 
Westport Public Schools for the 2018/2019 school year. The attached RFP 
specifications detail our requirements.  
 
Proposals must be submitted on the schedule form attached hereto. Each 
proposal must be submitted with one (1) original, five (5) copies, and one (1) 
electronic copy (USB Flash Drive) of the proposal. Proposers must submit 
proposals in a clear, concise and legible manner so as to permit proper 
evaluation of responsive proposals.   
 
Faxed proposals will not be accepted. The proposals must be in a sealed 
envelope plainly marked:    
 
   MASTER PLAN FACILITIES CONSULTANT RFP 
   OPENING DATE: 01/24/19 
   OPENING TIME:  11:00 A.M. 
   RFP NUMBER: 19-006 
 
Sealed RFP’s for supplying the above will be received by the Business Office, 
at the above address until 11:00 a.m. on January 24, 2019, at which time they 
will be opened in Room 307.  All proposers and other interested people are 
invited to be present at the opening of these proposals.  
 
 
Very truly yours, 
 
 
______________________ 
Elio Longo 
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Westport Public Schools 
Business Office – Room 300 

110 Myrtle Avenue 
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1. PURPOSE 
 
The Westport Public Schools (District) is seeking proposals to provide 
consulting services to prepare a Master Plan to serve as a tool in guiding 
the District in planning the facilities for the next 10 years. The plan will 
address District long and short term goals and reflect the needs of the 
school community. The results of the Master Plan will be used to assist 
the District’s ranking of priorities and considerations in identifying future 
facility investments and improvements. 
 

2. BACKGROUND 
 

The Town of Westport, CT, is located approximately 50 miles from New 
York City and has a population of approximately 26,000 people. Our 8 
public schools have a current enrollment of 5,451 students and consist of 
5 elementary schools (K-5), 2 middle schools (6-8), and one 
comprehensive high school (9-12). The district also offers Pre-K at 
Coleytown Elementary School with a current enrollment of 74. 
Employees for the system include approximately 600 certified staff and 
340 classified staff. (Note: One of the District’s middle schools is 
currently vacant while its viability is being assessed). 
 

3. SCOPE 
 

Community Outreach: 
 
The scope of services will include individual school meetings with the 
community and the staff at each of the District’s current school sites to 
identify key issues related to the school facilities.  The consultant should 
be prepared to facilitate these meetings, collect and document input from 
the participants.  The consultant will also meet with District staff to review 
the requirements of the District’s administrative and maintenance 
facilities.  The consultant shall also propose additional methods (e.g. 
interviews, surveys, and focus groups) to gather information and a 
schedule to obtain additional community input regarding school facilities.  
The consultant shall be available to provide four (4) public presentations 
as directed by the Westport Board of Education to share 
recommendations. 

 
Develop Education Specifications:   
 
Based on the District’s current educational program, its vision for the 
future, and input from the community and staff, the consultant will 
develop educational specifications detailing the facilities needs for each 
grade configuration within the District. 
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Demographics and Enrollment Projections:  
 
The consultant will review the results of a yet to be completed study of 
housing markets within the District and the enrollment projections for the 
current attendance area for 3, 5 and 10 year periods.  This demographic 
study is expected to be completed in January 2019.  The consultant will 
review these findings and recommend existing school site sizes and 
current and future school site and sizes to accommodate the projections. 

 
Capacity and Utilization Study: 
 
The consultant will acquire and review the results of the school site 
capacity study, including a full facilities inventory, and all outdoor spaces 
(e.g. playgrounds, playing fields, track), along with established State and 
local standards.  The consultant shall utilize the results of this study 
which should be completed by July 1, 2019.  The consultant shall 
utilize the results of the demographic study and, in conjunction with the 
capacity study, will provide recommendations regarding maximum site 
sizes, possible school additions or new sites as well as a review of 
current enrollment by school. The consultant may recommend the future 
use of schools currently under operation. 
 
Facilities Equity Study:  

 
The consultant will analyze and compare teaching and support spaces 
between the existing school sites by grade configuration.  These findings 
will be compared with educational specifications to determine the need 
for changes or additions in facilities and spaces necessary to 
accommodate the instructional program. 

 
Facilities Needs Assessment and Maintenance Schedules: 

 
The consultant shall prepare a digital database of all existing District 
properties including location, land area, site improvements, square 
footage by use and specialized facilities. The consultant will use the 
database to review all existing facilities in detail to determine the need for 
repair and upgrades (e.g. HVAC, electrical, roof systems, building 
envelope).  The consultant, working closely with the District’s Facilities 
Department, Central Office administration and site-based administrative 
teams, will develop a 10-year facilities Capital Improvement Plan.  The 
consultant will also work closely with the appropriate staff and 
incorporate the District’s security and technology plans.  The findings will 
include a detailed list of the needs for upgrades, changes and additions 
to the facilities on each school site and District facilities, including 
schedules of regular and deferred maintenance needs.  

 
Cost Estimates:  

 
The consultant will identify and project all costs associated with the 
recommended facility additions and improvements. The selected 
consultant will work with the District to identify the source of these 
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estimates and the construction cost escalation that may be applied for 
projected facilities, additions, upgrades and renovations. 

 
 
 
Financing Plan: 

 
The consultant will investigate and document all potential funding 
sources available to the District for use in completing the Facilities 
Master Plan.  These sources include but are not limited to eligibility for 
State Reimbursements under various programs. All recommendations 
will comply with the Town’s Charter, Board of Education policies and all 
relevant state and federal education requirements. 

 
Joint Use Agreements and Partnerships: 

 
The consultant will identify and suggest potential joint use agreements 
and community partnerships for the development of facilities and 
programs that will benefit the District and its students. 

 
4. ACCEPTANCES 

 
The Board will make determination of the acceptability of work.  Work 
shall be completed in a responsive and professional manner and in 
accordance with the specifications. 

 

5. GENERAL TERMS AND CONDITIONS 
 

a. Sealed proposals must be received by the time and date below. All 
proposers and other interested parties are invited to be present at the 
bid opening which will take place at Westport Town Hall, Rm. 307, 
110 Myrtle Avenue, Westport, CT.  All envelopes should be clearly 
marked: 
  

  MASTER PLAN FACILITIES CONSULTANT RFP 
  OPENING DATE: 01/24/19 
  OPENING TIME:  11:00 A.M. 
  RFP NUMBER: 19-006 

 
b. Proposers are urged to read all documents carefully and fill out all 

information requested.  Proposals which are incomplete, obscure or 
conditional, and which contain irregularities of any kind, will be 
subject to rejection. 

 
c. Westport Public Schools reserves the right to reject any or all 

proposals or to accept any proposal, which appears to be in the best 
interest of the Board of Education.  Any proposal may be withdrawn 
prior to the opening time and date. Any proposal received after the 
time and date as specified will not be accepted. 
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d. If Westport Public Schools deems it necessary, the District may 
postpone the date for the opening of the proposals by notifying each 
proposer by telephone, mail or the issuing of an addendum. 

 
e. Westport Public Schools shall have the right to take such steps, as it 

deems necessary, to determine the ability of the proposer to perform 
the work and the proposer shall furnish Westport Public Schools with 
information and data for this purpose as requested. The District 
reserves the right to reject any proposal where, on investigation, the 
evidence or information submitted by such proposers does not satisfy 
Westport Public Schools and the proposer is not deemed qualified to 
carry out properly the terms of the contract. 

 
f. Sealed Proposals are due at the Westport Public Schools Business 

Office on date noted. NO proposals will be accepted after the date 
and time specified. Whether the proposal is sent by mail or 
commercial express services, the proposer shall be responsible for 
actual delivery of the proposal to the Westport Public Schools before 
the deadline time. Proposals received after the deadline time will not 
be considered.  Please clearly indicate proposal number on the lower 
left-hand corner of the envelope.  
 

6.  QUESTIONS 
 
All questions must be directed to Elio Longo, Chief Financial Officer 
at: elongo@westportps.org. In the subject line of your e-mail, please 
put “RFP #19-006 Master Plan Facilities” in the subject line of the 
email.  All questions must be received no later than noon on 
January 17, 2019. Failure to comply with these conditions will result 
in the proposer waiving his/her right to dispute the proposal 
specifications and conditions.  It is the proposer’s responsibility to 
check our website for all addenda up to the day before the opening 
date.  
 

7.      TAX 
 

 No amount shall be added for the Connecticut Sales Tax or Federal 
Tax. The Westport Public School system is exempt from the payment 
of taxes imposed by the Federal Government and/or State of 
Connecticut.  Taxes must not be included in the proposal price. 

 
8.      The Bidder is required to do Employee Background Checks as imposed 

      by Section 2 of Public Act 16-67, which amended Conn. Gen. Stat. 10- 
      222c.    
 

 
 
 
 
 
 



7 

 

COLLUSION AMONG BIDDERS 
 
More than one offer from an individual, firm partnership, corporation or 
association under the same or different name will be rejected.  Reasonable 
grounds for believing that a bidder is interested in more than one bid for the 
work contemplated will cause rejection of all bids in which the bidder is 
interested.  Any or all bidders will be rejected if there is any reason for believing 
that collusion exists among the bidders. 
 
Participants in such collusion may not be considered in the future for offers of 
the same work.  Each bidder, by submitting a bid, certifies that it is not a part to 
any collusive action. 
 
EMPLOYMENT DISCRIMINATION BY CONTRACTOR PROHIBITED 
 
The successful bidder will not discriminate against any employee, or applicant 
for employment on the basis of race, color, religion, age, sex, marital status, 
sexual orientation, national origin, ancestry, disability (including pregnancy), 
genetic information, veteran status or gender identity or expression, except in 
the case of a bona fide occupational qualification. The successful bidder agrees 
to post in a conspicuous place, available to employees and applicants for 
employment, notices setting forth the provision of this nondiscrimination clause.  
The successful bidder in all solicitation or advertisements for employees, placed 
by or on behalf of the contractor, will state that such successful bidder is an 
Equal Opportunity Employer. Employment discrimination by contractor 
prohibited. 
 
Notices, advertisements, and solicitations placed in accordance with Federal 
Law, rules or regulation shall, be deemed sufficient for the purpose of meeting 
the requirements of this section. 
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NON-COLLUSION AFFIDAVIT  WESTPORT PUBLIC SCHOOLS   

 
State of ___________________________: 
 
County of _________________________: s.s. 
 
I state that I am the_______________________ of ___________________________ 
       (TITLE)         (NAME OF MY FIRM)  

and that I am authorized to make this affidavit on behalf of my firm, and its 
owners, directors, and officers.  I am the person responsible in my firm for the 
price(s) and the amount of this bid/RFP. 
 
I state that: 
 
(1) The price(s) and amount of this bid/RFP have been arrived at 

independently and without consultation communication or agreement 
with any other contractor, bidder/proposer or potential bidder/proposer.
   

 
(2) Neither the price(s) nor the amount of this bid/rfp, and neither the 

approximate price(s) nor approximate amount of this bid/rfp, have been 
disclosed to any other firm or person who is a bidder/proposer or 
potential bidder/proposer, and they will not be disclosed before bid/rfp 
opening.  

 
(3) No attempt has been made or will be made to induce any firm or person to 

refrain from bidding/proposing on this contract, or to submit a 
bid/proposal higher than this bid/rfp, or to submit any intentionally high or 
noncompetitive bid/rfp or other form of complementary bid/rfp. 

 
(4) II  ffuullllyy  uunnddeerrssttaanndd  tthhaatt  mmoorree  tthhaann  oonnee  ooffffeerr  ffrroomm  aann  iinnddiivviidduuaall,,  ffiirrmm  

ppaarrttnneerrsshhiipp,,  ccoorrppoorraattiioonn  oorr  aassssoocciiaattiioonn  uunnddeerr  tthhee  ssaammee  oorr  ddiiffffeerreenntt  nnaammee  

wwiillll  bbee  rreejjeecctteedd..  RReeaassoonnaabbllee  ggrroouunnddss  ffoorr  bbeelliieevviinngg  tthhaatt  aa  bbiiddddeerr//pprrooppoosseerr  

iiss  iinntteerreesstteedd  iinn  mmoorree  tthhaann  oonnee  bbiidd//rrffpp  ffoorr  tthhee  wwoorrkk  ccoonntteemmppllaatteedd  mmaayy  

ccaauussee  rreejjeeccttiioonn  ooff  aallll  bbiiddss//rrffppss  iinn  wwhhiicchh  tthhee  bbiiddddeerr//pprrooppoosseerr  iiss  iinntteerreesstteedd..    

AAnnyy  oorr  aallll  bbiiddddeerrss//pprrooppoosseerrss  wwiillll  bbee  rreejjeecctteedd  iiff  tthheerree  iiss  aannyy  rreeaassoonn  ffoorr 

bbeelliieevviinngg  tthhaatt  ccoolllluussiioonn  eexxiissttss  aammoonngg  tthhee  bbiiddddeerrss//pprrooppoosseerrss..  PPaarrttiicciippaannttss  

iinn  ssuucchh  ccoolllluussiioonn  mmaayy  nnoott  bbee  ccoonnssiiddeerreedd  iinn  tthhee  ffuuttuurree  ooffffeerrss  ffoorr  tthhee  ssaammee  

wwoorrkk..  EEaacchh  bbiiddddeerr//pprrooppoosseerr  bbyy ssuubbmmiittttiinngg  aa  bbiidd//pprrooppoossaall  cceerrttiiffiieess  tthhaatt  iitt  

iiss  nnoott  aa  ppaarrtt  ttoo  aannyy  ccoolllluussiivvee  aaccttiioonn..  
 
(5) The bid/rfp of my firm is made in good faith and not pursuant to any 

agreement or discussion with, or inducement from, any firm or person to 
submit a complementary or other noncompetitive bid/proposal. 

 
(6) ______________________________________its affiliates, subsidiaries, officers, 
   (NAME OF MY FIRM) 

directors and employees are not currently under investigation by any 
governmental agency and have not in the last four years been convicted 
or found liable for any act prohibited by State or Federal law in any 
jurisdiction, involving conspiracy or collusion with respect to 
bidding/proposing on any public contract, except as follows:   
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 I state that __________________________ understands and acknowledges that   
          (NAME OF MY FIRM) 
 
 

the above representations are material and important, and will be relied 
on by Westport Public Schools in awarding the bid/proposal for which 
this is submitted.  I understand and my firm understands that any 
misstatement in this affidavit is and shall be treated as fraudulent 
concealment from Westport Public Schools of the true facts relating to 
the submission of bids/proposals for this contract. 

 
(7)  I agree to furnish and deliver all services on the date and time agreed on by  
    ______________________________ and the Westport Board of Education at   
    (NAME OF MY FIRM) 

the time the purchase order is placed. Furthermore, there will not be any 
cancellations to the Board of Education.  If a bidder/proposer submits a 
bid/proposer on any item he/she will be responsible for delivering that 
item at the bid/proposal cost, in accordance with the attached above 
specifications, which were submitted with this bid/proposal and upon 
which the bid/proposal was made. 
 

(8) In submitting this bid/proposal, the undersigned declares that this is 
made without any connection with any persons making another 
bid/proposal on the same contract; that the bid/proposal is in all respects 
fair and without collusion, fraud or mental reservation; and that no official 
of the Town, or any person in the employ of the Town, is directly or 
indirectly interested in said bid/proposal or in the supplies or work to 
which it relates, or in any portion of the profits thereof. 

 
(9)  The undersigned further understands that the above declarations are 

material representations to the Town of Westport made as a condition to 
the acceptance of the bid/proposal.  If found to be false, the Town of 
Westport retains the right to reject said bid/proposal and rescind any 
resultant contract and/or purchase order and notify the undersigned 
accordingly, thereby declaring as void said bid/proposal and contract or 
purchase order. 

 
 
VENDOR INFORMATION.  (Please print the following) 
 
            
VENDOR NAME 
 
            
ADDRESS 
 
            
TELEPHONE      FAX # 
 
            
E-MAIL      WEB SITE 
 
            
PRINT NAME      TITLE 
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(10)     By signing this bid/proposal the bidder/proposer understands and agrees 

to the attached terms, conditions, and specifications, including Collusion 
among Bidders/Proposers Employment Discrimination by the Contractor 
Prohibited. 

 
    _________________________________ 
                           SIGNATURE  
 

 
 
TOTAL COST FOR SERVICES      
 
$  __________________________ 

 

 

REFERENCES 

 
Please list up to five (5) school districts where your company has performed 
these or similar services in the past fifteen (15) years. 
 
1. 
______________________________________________________________ 
    NAME AND ADDRESS 
 
 
    _____________________________________________________________ 
    CONTACT PERSON AND TELEPHONE NUMBER 
 
2. ___________________________________________________________ 
    NAME AND ADDRESS 
 
 
   ______________________________________________________________ 
    CONTACT PERSON AND TELEPHONE NUMBER 
 
3. 
______________________________________________________________ 
    NAME AND ADDRESS 
 
 
 ______________________________________________________________ 
  CONTACT PERSON AND TELEPHONE NUMBER 

 
4. 
______________________________________________________________ 
    NAME AND ADDRESS 
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______________________________________________________________ 
    CONTACT PERSON AND TELEPHONE NUMBER  
 
5. ____________________________________________________________ 
    NAME AND ADDRESS  
 
 
    _____________________________________________________________ 
    CONTACT PERSON AND TELEPHONE NUMBER 
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Insurance Requirements:  Before starting and until final completion and acceptance of the work called for in the 
Contract and expiration of the guarantee period provided for in the Contract, the Contractor and its 
subcontractors, if any, shall procure and maintain insurance of the types and amounts checked in paragraphs 
A through F below for all Contract operations. 
 

 A. General Liability, with minimum coverages for combined bodily injury and property damage 
liability of $2,000,000 general aggregate, $1,000,000 per occurrence including: 

 
  1. Commercial General Liability. 

  2. Town as additional insured. 

  3. Owners and Contractors Protective Liability 
   (separate policy in the name of the Town). 
 

 B. Comprehensive Automobile Liability, with minimum coverages of $1,000,000 combined 
single limit for bodily injury and property damage, including, where applicable, coverage for 
any vehicle, all owned vehicles, scheduled vehicles, hired vehicles, non-owned vehicles and 
garage liability. 

 
 C. Excess Liability, with minimum coverage of $5,000,000 in umbrella form, or such other form 

as approved by Town Department Head and Risk Management Director. 
 

 D. Workers' Compensation and Employer's Liability, with minimum coverages as provided by 
Connecticut State Statutes. 

 
 E. Professional Liability (for design and other professionals for Errors and Omissions), with 

minimum coverage of $1,000,000.  If the policy is on a claims-made basis, coverage shall be 
continually renewed or extended for three (3) years after work is completed under the 
Contract. 

 
 F. Other (Builder's Risk, etc.):                       .   

 
 G. CERTIFICATE HOLDER:  TOWN OF WESTPORT AND WESTPORT BOARD OF EDUCATION 

  ATTN:  BOARD OF EDUCATION – Room 300 
  110 Myrtle Avenue, Westport, CT  06880. 
 
A letter from the awarded vendor’s agent/broker certifying that the Town of Westport and Westport Board of 
Education have been endorsed onto the general liability policy as an additional insured is also mandatory.  
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