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REQUEST FOR PROPOSALS FROM QUALIFIED INDIVIDUALS/FIRMS TO 

CONDUCT A SEARCH FOR A SUPERINTENDENT OF SCHOOLS FOR  

NORTH SALEM CENTRAL SCHOOL DISTRICT 

(School Superintendent Recruitment Services: RFP #22-23-05) 

 

1. PURPOSE OF THE REQUEST FOR PROPOSALS (RFP) 

The North Salem Central School District Board of Education (“School District,” “the Board,” or 

“North Salem”) is beginning its search for a qualified candidate to become superintendent of 

schools of the North Salem Central School District (“District) as of July 1, 2023. The Board of 

Education wants to finalize a selection for a superintendent by March 31, 2023. To help it conduct 

a national search for the most qualified candidate, the District is seeking to retain the services of 

an executive search firm or individual with experience in the recruitment of school district 

superintendents.  This document describes the scope of work that we anticipate will be involved 

in this process.  We invite you to submit a proposal should you believe that you are qualified and 

interested in assisting us.  We look forward to reviewing your response.  

 

2.  INTRODUCTION 

The School District is beginning its search for a highly-qualified candidate for Superintendent of 

Schools to start work on July 1, 2023. To help in the search for the most qualified candidate, the 

School District is seeking to retain the services of a search firm with experience in the recruitment 

of Superintendents for school districts similar to North Salem. 

 

Description of the North Salem Central Free School District 

 

The North Salem Central School District is located in Westchester County, NY and serves a 

diverse population of approximately 1,000 students, kindergarten through 12th grade. 

 

District Demographics 

 

 Schools:    1 Middle School/High School (Grades 6-12) 

      1 Elementary School (Grades K-5)  

  

Student Enrollment:     1024     

  

English Language Learners:  3%   

 Students with Disabilities:  18%  

 Female:    50%  

 Male:     50%  

 American Indian:     

 Black:     2%  

 Hispanic:    18%  
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 Asian/Pacific Islander:  3%  

 White:     73%  

 Multiracial:    4%    

 Homeless:      

 Economically Disadvantaged: 17%  

 

3. PROPOSAL SUBMISSION PROCESS AND DEADLINE 

All proposals must be received at the North Salem Central School District Clerk’s Office by 4:00 

p.m. on Monday, June 5, 2022. The deadline applies both to print and electronic submissions. Print 

and electronic versions must be submitted.  Seven copies of the print version should be delivered 

to the District Clerk, North Salem Central School District, 230 June Road, North Salem, NY 

10560. The electronic version should be emailed to mrhuda@northsalemschools.org. The District 

Clerk can be contacted telephonically, if necessary, at 914-669-5414 ext. 1011. 

 

4. TIMELINE FOR SELECTION OF A SEARCH FIRM AND SUPERINTENDENT 

The schedule below will be followed for the selection of a search firm:  

September – Focus Groups 

October – Specifications to Board 

November/December – Advertise (30-45 days) 

January – Screen Applicants 

February/March – Select candidate/negotiate contract 

July 1st – Start  

July-December Entry Plan: 

 What works well to build and keep 

 What do we alter 

 What makes you proud to be part of this place 

 

5. SCOPE OF WORK 

The Board of Education will work with the selected firm or individual to develop a superintendent 

search process and a timeline for the search activities. At a minimum, the activities will include 

the generation of a position description and qualifications, advisory services to the Board, 

identification and assessment of candidates; assisting with logics of finalist interviews, and 

ensuring a satisfactory conclusion to the search by March 31, 2023.  Understanding that discretion 

is of utmost importance to our district, as well as to many candidates, the search firm must maintain 

the confidentiality of all information collected as appropriate.   

 

In more detail, the activities to be performed will include the following: 

- develop a search plan and timeline in consultation with the Board that concludes in a 

successful search by March 31, 2023;  

 

- maintain appropriate confidentiality to protect the District and applicants; 
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- ensure that there is compliance with applicable legal requirements; 

 

- advise the Board on a compensation package that facilitates successful recruitment of a 

superintendent who has demonstrated success in lifting student achievement; 

 

- develop an application and process for filling the position; 

 

- prepare and distribute recruitment materials that will encourage qualified candidates to 

apply; 

 

- create a process for soliciting and receiving input from school board members, District 

staff, community leaders and the general public to develop the qualifications and criteria 

that will be used to judge superintendent candidates; 

 

- collect all applications and review for compliance with established requirements (e,g., 

experience, certifications); 

 

- employ a candidate identification process that identifies a diverse pool of highly qualified 

and experienced candidates who satisfy the established qualifications and criteria; 

 

- initiate a national search that will include advertising the position broadly in print media 

as well as through an effective web-based strategy and personal outreach recruiting to 

ensure that the applicant pool includes highly qualified candidates with diverse 

backgrounds and experiences; 

 

- collect all relevant background information on potential candidates so that the strengths 

and weaknesses of each applicant can be assessed; 

 

- support the Board with prescreening and evaluation of candidates based on the 

established criteria to identify candidates for further vetting and consideration for 

interviews with the Board; 

 

- schedule interviews with selected candidates by the Board; 

 

- advise the Board on the viability of a process and, if viable, develop process for receiving 

input from community leaders related to the finalists that maintains confidentiality to the 

district and the candidates; 

 

- facilitating visits by the Board to the communities of the finalists in a confidential 

manner; 

 

- assist with logistics of finalist interviews; 
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- support the Board in contract negotiations with the selected candidate. 

 

 

6. INFORMATION REQUIRMENTS 

To allow the Board of Education to fairly judge the merits of each proposal, responses to this 

RFP shall include a response to each of the items listed below. The Board reserves the right to 

reject proposals that do not follow this format.  

 

A. Cover Sheet  

Include the completed cover sheet at the end of this RFP signed by a person authorized to act on 

behalf of the company submitting the proposal.  

 

B. Executive Summary  

Provide a short summary that demonstrates your understanding of the Scope of Work required by 

the District and why your firm is best able to provide that scope of service.  

 

C. Firm/Principal‘s Experience and Qualifications  

Provide the following information:  

- address, telephone, fax, e-mail;  

 

- whether company is local, regional, or national; 

 

- if a multi-office firm, which office will provide the services;  

 

- areas of expertise and types of searches performed by the company;  

 

- details on long-term customer loyalty including a list of all school districts for whom 

your firm has conducted multiple Superintendent searches, and the year; and 

 

- experience conducting superintendent searches for districts with a predominantly 

minority student body.  

D. Project Team  

Please provide the:  

- names, titles, addresses, telephone numbers and e-mails of the person(s) who will be 

authorized to represent the company; 

 

- names, titles, addresses, telephone numbers and e-mails of the person(s) who will be 

directly working on our superintendent search; and 

 

- the availability of each team member and the potential for conflicts that might interfere 

with the project’s timeline.  
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E. Experience of Individual Members of the Project Team 

For each member of the project team, please provide:  

- a description of their experience and education, time with the company, and how their 

experience suits their role on the team; 

 

- the number of superintendent searches in which each member has participated and in 

what capacity; and 

 

- the longevity of superintendents hired by members of this team or firm over the past five 

years and any particularly noteworthy accomplishments of the superintendents placed. 

 

F. Work Plan 

Provide details on the following:  

- The general approach to be used to address the activities listed in the Scope of Work; 

 

- methods you will use to communicate and work with a seven-member elected Board of 

Education;  

 

- methods you will use to identify prospective candidates and promote their interest to 

apply;  

 

- describe any particular effort that will be taken to identify and solicit interest by minority 

applicants;  

 

- your experience in effective community engagement both in terms of collecting 

information from the public to develop the initial position qualifications and evaluation 

criteria and in providing a meaningful way to generate and receive public input in the 

evaluation of final candidates;  

 

- describe what the major challenges to a successful superintendent search are and how the 

project team will address them;  

 

- provide a reasonable timeline that the project team will use to guide the search process; 

and  

 

- describe the information, services and assistance you will require from the School Board 

and District’s staff to enable you to conduct the search.  

 

G. Cost  

The proposal should include the fee that will be charged to perform the services listed in the 

Scope of Work, above. In addition, it should include an estimate of:  

- travel expenses to be incurred to complete the search; 
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- publishing and advertising expenses; 

 

- postage and other costs to distribute information; and 

 

- any other expenses that may be incurred. 

Payment terms should be specified. 

The District shall not be bound to accept the lowest priced proposal, but may accept such proposal, 

if any, as the Board of Education determines to be in the best interests of the District. 

 

H. References   

Provide a minimum of three school districts of similar size that have used your services for a 

superintendent search within the past three years. For each reference supply the school district 

name, contact person, their title, telephone number and address.   

 

I. Contract Form   

If you intend to propose a form of professional services contract between you or your company 

and the school district, please provide a sample copy of such contract form. If you prefer that the 

school district generate such contract, please so indicate.  

 

J. Litigation  

Have you been involved in litigation with any of your clients within the last five years? If so, 

please give the name, date, and jurisdiction of each such matter, and a brief description of the 

nature of the dispute and the outcome.  

 

K. Ensuring Client Satisfaction   

Provide information regarding your philosophy and policies regarding client satisfaction in the 

event of an unsuccessful search.  

 

L. Additional Information  

Should you feel that additional information would help us more properly evaluate your proposal 

or if you have recommended modifications in the procedures specified herein, please feel free to 

address such matters under this heading. 

 

7. GENERAL CONDITIONS 

The District reserves the right to waive, modify, or otherwise vary the conditions or requirements 

herein and may accept or reject any and all proposals as the Board of Education, in its sole 

discretion, deems to be in the best interest of the District. The District may, notwithstanding the 

terms herein, negotiate the terms of any response to this RFP. The District shall not be bound to 

accept the lowest priced proposal, but may accept such proposal, if any, as the Board of 

Education determines to be in the best interests of the School District. 
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COVER PAGE 

(Fill this page in and include as the cover of your response.) 

Response to Request for Proposals 

School Superintendent Recruitment Services (RFP #22-23-05) 

This proposal is submitted on behalf of:  

Individual/Firm Name:  

 

Address:  

 

Telephone:  

 

E-mail:  

 

The above listed individual/firm hereby submits its proposal and agrees to furnish services to the 

North Salem Central School District in accordance with this Request for Proposals and the 

response prepared by the individual/firm.  

The individual/firm has carefully reviewed this Request for Proposals and the Consultant’s 

response and understands that the District will not be responsible for any errors or omissions on 

the part of the individual/firm.  

Individual/Firm agrees that the District reserves the right to accept or reject any or all proposals 

and to waive any irregularity or informality in any proposal received.  

The attached proposal shall be considered an irrevocable offer and shall be valid for ninety days 

from the date the proposals are required to be submitted.  

The undersigned hereby affirms that he/she is an authorized agent for the company submitting this 

response.  

 

____________________________                            ____________________________________ 

Date                                                                            Name of Consultant/Authorized Agent  

 

_____________________________                          ___________________________________ 

Title of Consultant/Authorized Agent              Signature of Consultant/Authorized Agent  


