Canadian Association of Research Administrators
REQUEST FOR PROPOSAL (RFP)
EQUITY DIVERSITY & INCLUSION (EDI) REVIEW
ABOUT THE RFP
The Canadian Association of Research Administrators (CARA) is seeking an expert diversity consultant to undertake a
review of CARA’s EDI practices and to make recommendations on its findings. The goal of this review is to advise CARA’s
Executive on a strategic plan to enrich EDI in the association and to update CARA’s programs and policy documents
accordingly.
RESPONDING TO THE RFP
The RFP is being issued by the Canadian Association of Research Administrators (CARA). All submissions must be sent in
electronic format to: Sarah Lampson, Executive Director at sarahlampsoncara@gmail.com. The deadline for submission
is January 25, 2022 at 4:00 p.m. EST.
Questions may also be emailed to sarahlampsoncara@gmail.com.
ABOUT THE ORGANIZATION
The Canadian Association of Research Administrators (CARA) is the national voice for Research Administrators in
Canada, bringing together a nation-wide community of professionals within the diverse range of roles in the research
administration field. Research administration is a complex, evolving, and exciting profession that serves communities
through research work in universities, hospitals, colleges, and similar organizations who conduct ethical research,
according to established principles and policies. CARA is committed to supporting the profession by offering members a
safe, inclusive, and professional space to learn and grow through networking with peers, sharing best practices,
professional development, mentorship, and leadership opportunities. CARA’s more than 1,000 members come from
universities, colleges, polytechnics, government, and research hospitals. CARA’s strength is in its diversity and
comprehensive approach to research administration, providing a critical interface between stakeholders in the
management of the research enterprise.
CARA is governed by a Board of Directors and under its constitution, there are 10 elected members: the President, Vice
President, Treasurer, Past President as well as 6 members at large and several committees. Operationally, CARA is run by
a lean staff of an Executive Director, a Manager of Membership & Communications, and also supported by many
volunteers.
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RFP CANDIDACY
CARA is committed to equity, diversity, and inclusion in its programs and operations and to have representation from
the varied sectors within the industry and encompassing the diversity of the people it serves, including but not limited to
Women, Indigenous persons, Black people, People of Colour (POC), LGBTQ2+, and persons with disabilities.
The ideal candidate will possess the following qualifications and experiences:
1. Experience with EDI review audits within membership-based associations
2. Solid reputation and references in EDI work and in the development of strategic plans
3. Experience working with Boards and Committees
4. Demonstrated experience working with a range of diverse communities
5. Preference will be given to Canadian experts
PROJECT CONTEXT, DESCRIPTION AND OBJECTIVE
CARA is committed to proactively supporting, representing, and empowering all its members. Systemic or structural
discrimination occurs when organizational structures and systems favour the status quo while creating barriers for
members of marginalized groups, such as Indigenous persons, Women, Persons with disabilities, Black People, People of
Colour, and members of the LGBTQ2+ community. CARA is using this opportunity to identify its own equity gaps to
continue the work of dismantling any barriers to equity and inclusion within its organization and to position CARA’s
leadership to address any social issues that may affect the research administration community. This will include a review
of CARA’s policies, processes, and practices.
The main objectives of the consultancy are as follows:
•

A review of CARA’s by-laws, programs, policy documents, organizational processes, to identify any gaps in EDI
practices

•

Identification of EDI goals for CARA in relation to established standards and the findings of the review

•

Recommendations on actions, training, and areas of responsibility for the Board, committees, and staff to
support the achievement of EDI goals

•

Recommendation on sustainable action, such as a committee or working group to determine EDI priorities and
initiatives and to engage with CARA’s membership on behalf of the Board.

Page 2 of 4

www.cara-acaar.ca

Canadian Association of Research Administrators
DELIVERABLES
The deliverable required is a report including CARA program and policy documents (including but not limited to bursary
applications, conference related documents and 20-55-policies) with tracked changes so that the documents are ready
for review and discussion by the CARA Executive Committee/Board for CARA. Key performance measures and indicators:
•
•
•
•

Deadline for proposal submissions January 25, 2022
Review of proposals, interview, and award of contract January 26 to January 31, 2022
Meetings with CARA staff, Executive Committee or Working Groups when necessary
Deliverable: recommendations including documents with tracked changes and action plan March 31, 2022

The successful consultant will be expected to provide informal updates via email or other means to the Executive
Director or Board President/members throughout the project until completion.
ASSUMPTIONS AND AGREEMENTS
Acceptance of the selected consultant will be contingent on the successful negotiation of the conditions of an
agreement, fees, and scope of service.
The CARA Board reserves the right to accept or reject any or all responses to this RFP, as well as to reissue the RFP. CARA
is not responsible for any costs incurred by the applicant in preparation of this proposal.
In case of disagreement in the interpretation of the provisions of this RFP, the final decision will rest with the CARA
Board. All proposal materials submitted for this RFP will remain property of the CARA. All deliverables resulting from this
RFP will remain property of the CARA.
The submission should include:
1. An overview of the consultant or company
2. A resume of the consultant
3. An outline of the approach that will be undertaken for the review
4. A breakdown of the anticipated timeline for the project
5. A breakdown of the cost for the project including resources
6. Two references
The deadline for submissions is January 25, 2022 at 4 pm EST.
Please send submissions in electronic format, in one pdf document, to sarahlampsoncara@gmail.com
with the subject: EDI RFP
AWARD OF CONTRACT
The CARA Board will select the consultant following an interview which will include a discussion about fees and scope of
the project and verification of two references.
CARA may consider the full range of options, amenities and enhancement features offered by a Consultant/Candidate
when awarding the Contract. This RFP is subject to cost constraints, which CARA is not obliged to disclose to any
Consultant/Candidate, which may rule out the selection of a Proposal.
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Based upon the evaluation
criteria set by CARA, all compliant Proposals shall be evaluated, and a recommendation made to the Board of Directors
to award the Contract to the Consultant/Candidate whose Proposal best satisfies the criteria that have been established
by the CARA Board. Where CARA for any reason in its sole discretion decides that all Proposals received were
unsatisfactory, or that the terms and conditions set out in the RFP cannot be realized with that Consultant(s) whose
Proposal best satisfies the criteria that have been established by the CARA Board, then CARA reserves the absolute right,
as it sees fit,
(a) to revise and reissue the RFP or,

(b) to cancel the RFP.
And in no such case shall any person have any legal claim or recourse against CARA and the CARA representative(s) on
any ground whatsoever. CARA reserves the right to accept or reject any or all responses to this RFP regardless of price,
scope of work, or contents; as well as to reissue the RFP.
The following criteria will guide the selection of the consultant:
• Demonstrated experience infusing equity, diversity, and inclusion into your work, and creating opportunities for
people from under-represented groups through your work with similar organizations
• Experience working with professional associations
• Experience with establishing EDI action plans
• Price
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