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BENTONVILLE SCHOOLS 

500 Tiger Blvd. 
Bentonville, Arkansas 72712 

 
Request for Proposals for Substitute Services 

 
 Bentonville School District (District) is accepting proposals from interested parties for 
Substitute Services (Contractor).  The District is asking any interested parties to answer this request 
for proposals (RFP).  If a change in services were determined to be in the District’s best interest, the 
change would occur to start on or about July 1, 2023, for the 2023-24 school year.  This contract 
shall be for a period of up to one year, beginning on or about July 1, 2023, and ending June 30, 
2024, with up to four 1-year renewals with mutual agreement between the District and Contractor. 
 
 Proposals must be submitted to the address listed in this RFP no later than March 15, 2023, 
9:00 a.m., at the address shown above.  An official authorized to bind the firm shall sign the 
proposal.  The proposals shall contain a statement to the effect that the proposal is effective for a 
period of at least ninety (90) days from the date listed for submission of proposals.   
 
 This RFP does not commit the District to award a contract, to pay any costs incurred in the 
preparation of a proposal, or to procure or contract for services.  The District reserves the right to 
accept or reject any or all proposals received as a result of this request, to negotiate with any or all 
qualified Contractors, to waive any non-material irregularities of informalities in any proposal, or to 
cancel in part or in its entirety this request for proposals, if it is in the best interest of the District.    
 
 All questions concerning the RFP may be directed to Tanya Sharp, Chief Operating Officer, 
at tsharp@bentonvillek12.org.  Contractor should not contact the Superintendent, school board of 
education members, or other school employees concerning this RFP until final resolution of the 
proposal and awarding process.  Any such contact may result in proposal disqualification. 
 

GENERAL INFORMATION AND INSTRUCTIONS 
 

District Overview 
 

The Bentonville School District currently has a student enrollment of 18,700 on 24 
campuses—thirteen elementary schools, five middle schools, four junior high schools and two high 
schools. The District currently employs 2,400 staff members. In addition to school campuses, the 
district has other buildings and programs including the Juvenile Detention Center, the Children’s 
Shelter, Project SEARCH and REAP. The budget for the fiscal year 2022-23 is $212,313,570, not 
including capital outlay and construction funds.   
 

Bentonville Schools is the third largest district in the State of Arkansas and one of the fastest 
growing districts.  This growth is expected to continue because of the strong economic conditions in 
Northwest Arkansas.    
 
Scope 

The purpose of this RFP is to provide qualified and competent substitute personnel for the 
teaching, paraprofessional and nursing roles. These individuals are to demonstrate prompt and 
regular attendance when scheduled, utilize appropriate procedures for student safety and welfare, 
manage the classroom and provide instruction in accordance with the plans provided by the 
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classroom teacher, use appropriate behavior management strategies, and perform other duties as 
assigned by the appropriate administrator.  

All matters pertaining to the recruitment, screening, hiring and retention shall be the 
responsibility of the contractor.  These matters shall be done in compliance with federal and state 
statutes and regulations pertaining to affirmative action, non-discrimination, wage and hour and all 
other stipulations of personnel management.  Contractor is responsible for all payroll, taxes, and 
benefits pertaining to employees as required by law. 
 

All personnel shall be dressed in accordance with the applicable district’s dress code for 
teachers, paraprofessionals and nurses.   
 

A thorough background screening and check shall be performed on all employees prior to 
beginning employment and work in the District.  This shall include compliance with state of 
Arkansas requirements for school districts including but not limited to a felony records check with 
fingerprinting requirement.  
 

Only those personnel who have been properly trained and cleared shall be assigned duties 
under this contract.  Any employee whose work habits and/or conduct are deemed objectionable 
shall be removed from the work force upon request of the authorized District representative. 
 
Proposals Constitutes Offer 
 

By submitting a proposal, the Contractor agrees to be governed by the terms and 
conditions as set forth in this document.  Any proposals containing variations from the terms and 
conditions set forth herein may, at the sole discretion of the District, be rendered non-responsive.  
Any inconsistencies between the RFP and any other contractual instrument shall be governed by 
the terms and conditions of this RFP, except where subsequent amendments to any contract 
resulting from the RFP are specifically agreed to in writing by engaged parties to supersede any 
such provisions of this RFP. 
 
Submission 
 

Firms may submit one original and 2 copies of the proposals in a sealed envelope to: 
  
 Tanya Sharp, Chief Operating Officer 
 Bentonville Public Schools 
 500 Tiger Blvd. 
 Bentonville, AR 72712 
 

No telephone or fax proposals will be accepted. 
 
 
Proposal Signatures 
 

The proposals must be made in the official name of the Contractor or the individual under 
which business is conducted (showing the official business address).  A person duly authorized to 
legally bind the Contractor must sign the proposal.  The District requires that the “Statement of 
Assurances and Compliances” and Non-collusion Affidavit-Arkansas Code § 6-21-304(a), which are 
included with this packet, must be submitted with each proposal. 
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Interviews 
 

The District may require qualified firms to participate in an interview to discuss their 
proposals and to answer any questions the District may have concerning the proposal.  Such 
interviews may in person or by telephone.  If required the District will contact the individual listed 
on the proposal.  Firms should not contact the District for interviews. 
 
No Obligation to the District 
 

Neither the District nor any agent thereof on behalf of the District will be obligated in any 
way by a response to this RFP. 
 
Late Proposals 
 

The District requires proposals be submitted no later than the date and time specified in 
this RFP.   Firms mailing proposals should allow a sufficient mail delivery period to ensure timely 
receipt of their proposals by the issuing office.  Any proposals received after the date and time 
specified in this RFP will not be considered. 

 
RFP REQUESTS AND REQUIREMENTS 

 
It is the purpose of the RFP to obtain as complete data as possible from each interested 

contractor to enable the District to determine which interested company is best able to meet the 
criteria of the Board which are to be considered in the award of this contract. Each interested 
company shall furnish, as part of this proposal, a complete general description of experience in the 
field of school substitute services. Included shall be the following:  
 

a. Name and address of the company.  
b. The duration and extent of experience in providing management services for public 

schools.  Contractor must have been in business for a minimum of five years.  
c. A list of 10 districts where substitute services of similar scope and size are presently 

managed. Give name, address, length of service, student enrollment, and name and 
telephone number of a contact person for each contract.  Additional references may be 
requested by the District. 

d. A list of school districts and other similar accounts where services have been 
discontinued or terminated for any reason within the past two years and the reason for 
termination. Include contact person and telephone number.  

e. A company organization chart and a plan for the administrative management, 
supervision and staffing proposed under the specifications of this contract.   

f. A comprehensive description of the process the Contractor will use to insure proper 
staffing of substitutes for absences within the district. 

g. Describe the communication process between the Contractor and its employees and 
the District and school administrators. 

h. Describe the training program for substitute staff which may include orientation, safety 
training, reporting procedures including absences, job duties, dress code, and pay 
procedures. Include in this description any training and educational programs for 
management. 

i. Describe the strategies to attract, develop and retain qualified substitutes.  
j. Pricing information – See Appendix C Proposals should show pricing per day.  
k. The method by which price increases are proposed by Contractor. 
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CRITERIA TO BE USED IN THE EVALUATION OF PROPOSALS 

 
It is the intent of the District that this agreement for substitute services may be awarded to 

the contractor that best meets the criteria as outlined below.  Experience, qualifications, stability, 
ability to respond to District needs, and references will be used to determine the award of services. 
The District may also use any subjective criteria in making its determination.   Selected contractors 
who submit proposals may be asked to make a presentation to members of the Board of Education 
and/or Administration. The date, time and format of such presentations will be determined by the 
District.  However, the District reserves the right to award a contract based upon the initial proposals 
received without further interview or presentation of such proposal.   
 
 Each proposal will be independently evaluated.  Final selection and approval will be made by 
the Administration and Board of Education.  The following criteria, not in any priority order, will be 
reviewed.   
 

1. Quality and completeness of the proposal 
2. Qualifications of the staff servicing the District  
3. Contractor size, structure, and stability  
4. Experience as contractor  to other school districts 
5. Scope of contractor’s services that are available for school consideration 
6. Ability to meet the District’s needs 
7. Subjective evaluation of quality and desirability of service 
8. References 
9. Other District determinations. 
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APPENDIX A 

 
 

STATEMENT OF ASSURANCES AND COMPLIANCES 
 
 
 The undersigned Vendor certifies that the general and special conditions of this 
solicitation have been read and understood. 
 
 The Vendor hereby provides assurance that the firm represented in this proposal, 
as indicated below: 
 

1. Will comply with all requirements, stipulations, terms, and conditions as 
stated in the RFP; 
 

2. Currently complies with all applicable Federal and State laws and regulations 
relative to non-discrimination in employment practices; 
 

3. That such agent as indicated below is officially authorized to represent the 
Vendor in whose name the proposals is submitted. 

 
 
 

FIRM REPRESENTED 
 
 
Name of Firm ____________________________  
 
Address of Firm __________________________  
 
City ____________________________________  
 
State _________________    Zip _____________  
 
Phone # of Firm __________________________  
 
Name of Authorized Agent __________________  
 
Authorized Signature ______________________  
 
Date _____/____/_____ 
 
Please include a completed copy of this sheet with your proposal.  
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APPENDIX B 
 

Bentonville School District No. 6 
Benton County 
500 Tiger Blvd 

Bentonville, Arkansas 72712 
 

Non-collusion Affidavit-Arkansas Code § 6-21-304(a) 
 

 
I,    , hereby state the following: 
 
 
 I am the duly authorized agent of  , the 
bidder submitting the competitive bid which is attached to this statement, for the purpose of certifying the 
facts pertaining to the existence of collusion among and between bidders and state officials, as well as facts 
pertaining to the giving or offering of things of value to government personnel in return for special 
consideration in the awarding of any contract pursuant to the bid to which this statement is attached. 
 
 I am fully aware of the facts and circumstances surrounding the making of the bid to which this 
statement is attached and have been personally and directly involved in the proceedings leading to the 
submission of the bid. 
 
 Neither the bidder nor anyone subject to the bidder’s direction or control has been a party: 

(1) To any collusion among bidders in restraint of freedom of competition by agreement to bid at a 
fixed price or to refrain from bidding; 

(2) To any collusion with any state official or employee as to quantity, quality or price in the 
prospective contract, or as to any other terms of the prospective contract; or 

(3) In any discussions between bidders and any state official concerning exchange of money or 
other thing of value for special consideration in the awarding of a contract.  

 
 I hereby guarantee that the specifications outlined in the bid shall be followed as specified and that 
deviations from the specifications shall occur only as part of a formal change process approved by the Board 
of Directors of the Bentonville School District. 
 
 
Signature      
 

Notary 
 
State of   
  
County of   
 
Subscribed and sworn to before me this    day of   , 20 . 
 
  
(Signature of Notary) 
 
  
(Print Name of Notary) 
 
My commission expires on   
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APPENDIX C 
 

Pricing 
Complete “District Charge” and include in Proposal 

 
 

Position  Sub Pay  District Charge 
Long Term Licensed Sub in Licensed Position (>10 days)  $                186.00    
Long Term Sub Other Levels (>10 days)  $                118.00   
Short Term Licensed Sub in Licensed Position  $                100.00    
Short Term Bachelor's  Sub in Licensed Position  $                  92.00   
All Other Short Term  $                  85.25    
Nurse  $                160.00    
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