TERMS OF REFERENCE FOR THE APPOINTMENT OF A SERVICE PROVIDER TO RENDER 24-HOUR SECURITY GUARDING SERVICES AT THE NATIONAL DEPARTMENT OF SOCIAL DEVELOPMENT, HSRC BUILDING (PRETORIA), AND THE GENDER-BASED VIOLENCE COMMAND CENTRE AT SALVOKOP FOR 36 MONTHS WITH AN OPTION TO RENEW FOR A FURTHER TWO YEARS AT THE DISCRETION OF THE DEPARTMENT.

1.	PURPOSE

The purpose of this tender is to outsource the operational security in the department by appointing a Service Provider for a period of three (3) years with an option to renew for a further two years at the discretion of the Department.

2.	BACKGROUND

Legal mandate

The following Acts, Policies, and Procedures must be complied with:
· The Protection of Information Act, 1982 (Act No.84 of 1982) 
· Control of Access to Public Premises and Vehicles Act, 1985 (Act No.53 of 1985).
· Minimum Information Security Standards (M.I.S.S)
· Minimum Physical Security Standards
· Internal Security Policies and Procedures
· Private Security Industry Regulation Act, 2001 (Act No. 56 of 2001)

Since access control is multifunctional, it requires that different levels of security must be applied in accordance with the needs of the Department, regarding the protection of the Department's property and staff. Security officials control access to the building by monitoring and identifying people and equipment before they are allowed access. The Head of the Department is responsible for the enforcement of the provisions of the Control of Access to Public Premises and Vehicles Act, 1985 (Act No.53 of 1985). The primary purpose is to safeguard the building under the control of Government Departments.

The Control of Access to Public Premises and Vehicles Act, 1985 (Act No.53 of 1985) entails the furnishing of information, the furnishing of identification, declarations concerning hazardous objects and to search the contents of any suitcase, briefcase, handbag, bag, etc, the subjection of persons to electronic examinations and the handing over of any hazardous objects to the security official.

3. 	SCOPE OF WORK

3.1	The successful service provider will be expected to undertake the following functions:

3.1.1 	Physical safeguarding of the property, documentation, assets, personnel, and visitors;
3.1.2 	Prevent unauthorised access into the building and the immediate surrounding area;
3.1.3 	Prevent unauthorised removal of property, documents, and assets;
3.1.4 	Detect and prevent intrusion and respond to alarms by detection devices;
3.1.5 	The combating and prevention of malpractices e.g. any illegal activities that may take place within the building;
3.1.6 	Identify hazards and risks in the building; and
3.1.7 	Incident management and reporting such incidents to the department regularly.
3.1.8 	Assist the department with security management with opening and closing of office during office hours when DSD Security Management is short of staff. Those officers will sign a declaration of secrecy and will be vetted by the department. All private security officers will also undergo a personnel suitability check (PSC) as well as the company that is awarded the contract will be subject to the State Security Agency screening process.
3.1.9	Assist the department when required with security personnel at departmental events. The requirement for additional security officers must be in writing and approved by the contract manager before deployment to the event.
3.1.10.	Scan and inspect items of baggage by use of specialized detection equipment, such as X-ray machines to detect prohibited items (prohibited items include, weapons, explosives, alcoholic beverages, and narcotics).

3.2 Deploy/dispatch grade C security officers to execute the physical security service. 

3.3	Deploy/dispatch grade B security officers to exercise complete supervision and control over all security personnel at the site/s where the security service is rendered by the Service Provider. 

3.4 Manage and control labour unrest incidents such as:

3.4.1 	Provide guarding services during any unrest actions by redeploying onsite guards to hot spots during unrest;
3.4.2 	Respond and assist the DSD Security Management during illegal gatherings;
3.4.3 	Respond and assist the DSD Security Management during protected and unprotected strike actions; 

3.5  Manage the Reception Area

3.5.1   	At the HSRC building, assist Customer Care in registering visitors visiting NPO and DSD by completing the visitor's registration book of all visitors entering the DSD buildings according to the Access to Public Premises and Vehicles Act;
3.5.2 Attend to all visitors in-line with the Batho Pele principles;
3.5.3 Complete the visitors register for visitors and ensure that visitors and staff have the correct proof of identification when entering the building; and
3.5.4 Contact personnel being visited to confirm the appointment and request the official being visited to collect visitors.
3.5.5 Assist the DSD Security Management to implement health preventative measures.

3.6	Manage the Turnstiles

3.6.1 	Ensure that the visitor has a visitors permit to enter the building;
3.6.2 	Check if the visitor has any equipment, if so it must be recorded;
3.6.3	Check personnel entering the building;
3.6.4	Redirect personnel without access cards to the reception.
3.6.5  	Report personnel who fail to produce access cards or that make use of visitor slips regularly to DSD Security Management.

3.7	Manage the Ministry Access Area

3.7.1	Ensure that the visitor has proper authorization to enter the Ministry, Deputy Ministry, and Director General offices on the executive floor; and
3.7.2	Contact the personnel and request he/she collects their visitor at the security reception area.

3.8	Manage the Parking Area

3.8.1	Manage access and flow of vehicles entering and leaving the premises; and
3.8.2	Check and maintain a record of all government vehicles entering and exiting the building.
3.8.3	Record all visitors that enter the parking and liaise with HSRC security if parking was approved for visitor access. Visitors should provide proper identification when entering parking.
3.8.4	Prevent unauthorised access to the basement parking/store rooms /offices.

3.9	Patrols

3.9.1	Security officers will patrol the building four (4) times during office hours and four (4) times during night shifts and report all deficiencies such as doors not locked, water leaks, emergency/access doors not closed, and or incidents in the Information Book (I/B) and to Security Management. An electronic monitoring patrol system needs to be installed by an appointed private security company to monitor guards patrolling and to provide patrolling reports monthly at all sites the appointed company will be providing a security service.

3.10   Security Control Room

3.10.1 	Security officers will monitor the CCTV system in the control room and at designated viewing stations. The officers in this area must be rotated every 2 hours and report all deficiencies and or incidents in the Information Book (I/B) and to Security Management.

3.11 	After-hours support and emergencies

3.11.1	Private security company to provide after-hours support and armed reaction vehicle in case of emergencies linked to criminal activities or Occupational Health and Safety emergency at all DSD sites mentioned in this TOR. 
3.11.2  	Security officials are to be equipped with an emergency panic button per site since not being armed and if the control room does not respond on the radio they can use the panic button to activate the response vehicle on short notice. There is a requirement for a working Cellular phone for the Security Guards on each site to ensure that they can communicate in any emergency and are not dependent on DSD telephone landlines.
3.11.3 	Response vehicle service should be available on a 24-hour basis. Reaction vehicles must be onsite within a period of five to eight minutes to assist security officials and the department during an emergency. The armed response company needs to comply with the same evaluation criteria as the company that will provide the service to the department if the company is sub-contracting the service of armed response. 

4.	SKILLS AND KNOWLEDGE REQUIRED

4.1	SUPERVISORS GRADE B

4.1.1	Supervisors must have a good grounding in their post description and duties;
4.1.2	Supervisors must at all times be capable of leading/controlling and supervising their subordinates.

4.2	SECURITY OFFICERS GRADE C

4.2.1	Security Officers must be able to read and write;
4.2.2	Security Officers may not be younger than the minimum age applicable.

4.3 SUPERVISORS AND SECURITY OFFICERS

4.3.1	Supervisors and security officers must have undergone and passed the formal security officers training course;
4.3.2	Supervisors must have a fair proficiency in the English language and at least three (3) other official languages;
4.3.3	At all times supervisors and security officers must present an acceptable image /appearance which implies, inter alia, that they may not sit, lounge about, smoke, eat or drink whilst attending to people;
4.3.4	Supervisors and security officers must at all times present a dedicated attitude/ approach to security, which attitude/ approach shall apply, inter alia, that there shall be no unnecessary arguments with visitors, personnel or discourteous behavior towards them;
4.3.5	Supervisors and security officers must be physically healthy and medically fit for the execution of their duties;
4.3.6	Supervisors and security officers must be registered as security officers, as required by the Private Security Industry Regulation Act, 2001 (Act No. 56 of 2001);
4.3.7	Supervisors and security officers must sign an undertaking in which they declare that they will refrain from any action which might be to the detriment of the Department;
4.3.8	No information concerning Department activities may be furnished to the public or the media by the Service Provider or his/her employees.
4.3.9	The Service Provider undertakes to ensure that each member of his/her security personnel will at all times, when on duty, be fully equipped in respect of:
4.3.9.1 	A uniform, neat and clearly identifiable with the companies’ logo, including matching raincoats and Overcoats;
4.3.9.2	A clear identification card of the company with the employees’ photograph, identity, and security registration number on it. This must be visible to the security officer at all times;

5.	MONITORING, EVALUATION AND REPORTING

5.1	Monitoring and evaluation of this service will be undertaken by Security Management at the site as well as by the Service Provider himself, daily. Service provider to do site inspections during each shift to ensure that all security officers are posted, sober, and in uniform. 
5.2	The Departmental representative will have the right to check daily, whether sufficient personnel are available at the site, in terms of the conditions of the contract;
5.3	All personnel shortages must be noted down in the Occurrence Book and reported immediately to the Area Supervisor;
5.4	The Directorate: Security Management will manage the duties and performance of the successful service provider, in accordance with its internal departmental policies.

6.   	RESOURCES REQUIRED
          
The Service Provider must ensure that the following resources are made available at all times at the site/s where the security officer renders security services:

6.1	Occurrence Book;
6.2	All Admission Control Registers, visitor’s book or Forms; 
6.3	Pocket Books; 
6.4	Duty List/Roster;
6.5	Duty Sheet;
6.6	The following equipment:

· Baton per security officer on duty;
· Handcuffs per security officer on duty; 
· 5 x Two-way Radios for each site;
· Torch for night shifts to ensure they can conduct patrols when electricity is off
· Reflective bib per security official marked security in case of emergency evacuations.
· Emergency panic button per site.

6.7  	DSD will provide the following: 
· Security office at HSRC building and GBVCC.
· Office furniture
· Fridge, kettle, and microwave to preserve food for long shifts and for officers to be able to heat food during lunch breaks.

7.	COMMENCEMENT AND EXECUTION OF CONTRACT

Service Providers must be in a position to assume duty the first day of that month after the tender is awarded, Hours of operation will be from 06h00. 

8.	SPECIAL CONDITIONS OF THE CONTRACT

8.1  	The Department reserves the right to inspect the service rendered by the Service Provider at any time, to ensure that the service is rendered in accordance with the conditions of the contract and the site specification.

8.2   	The Department reserves the right to require from the Service Provider that any of his employees be replaced, in which case the employee must leave the site forthwith. The Department will not be held responsible for any damages or claims which may arise because of this and is indemnified against any such claims and legal expenses.

8.3 	In terms of Section 3 of the Private Security Industry Regulation Act, (Act 56 of 2001), the Security Company is mandated to act in a professional, transparent, accountable, equitable, and accessible manner towards its employees.

8.4	The Department has a duty in terms of Section 4(d) of the Private Security Industry Regulation Act to report the security company to the Authority to conduct investigations where it is apparent that there is abuse and violation of procedures contemplated in the Act.

8.5	According to section 34(1) of the Prevention and Combatting of Corrupt Activities Act, (Act 12 of 2004), the Department has a duty to report any offence of corruption or suspicious activities of corruption or fraud committed by the Security Company in terms of this Act, to any police official.

8.3   The norm/quality of the security service to be rendered, must be in accordance with PSIRA regulations with regard to the Code of Conduct for Security Service Providers.

8.4  	All possible steps shall be taken by the Service Provider to ensure that the contract and intended execution of the agreement will take place.

8.5 	The protection of the Department’s property at the intended site and the protection of the said property against any theft and vandalism. If a case of business theft occurs due to negligence or none responsiveness of the contracted security officer of the Service Provider while on duty at any of the contracted sites, the Service Provider will replace the property or assets lost during the theft at the contracted Service Providers own cost if not insured. The contracted Service Provider will be liable for its third-party theft insurance based on this statement.

8.6 	The protection of the Department’s officials against injuries, death, or any other offenses, including offences referred to in Schedule 1 of the Criminal Procedure Act, 1977 (Act 51 of 1977).

8.7 The Service Provider must provide the security personnel required for the successful rendering of the service, as follows:

8.8.1	All security officers must be categorized, as defined in the Order made in terms of Section 51 A (2) of the Labor Relations Act, 1956 as published in the Government Gazette, no. 209333 dated 25 February 2000.

8.8.2	The Service Provider must pay his/her employees at least the minimum PSIRA monthly basic wage for shift days worked and overtime if they work more shift days than what is agreed upon as prescribed for the area concerned, as contained in the Order for the Security Services Trade (Government Gazette, No. 209333 dated 25 February 2000). Monthly wages should include all PSIRA benefits as prescribed in the yearly price adjustments.
8.8.3   The Service provider must pay the employees per month on the date as per the contract agreement between the service provider and the employee. In case the service provider cannot make payment as per the contract date the service provider should notify his employees in writing of the reason for none payment as well as the date of the new payment. The Service provider should engage and assist employees with at least transport on the days that payment is not made. 

8.8 The tender must include at least five (5) two-way radios for each site. 

8.9 The Department of Social Development reserves the right to check the salaries paid to security officers working on the premises. The service provider shall be obliged to pay its employees in accordance with the prescribed National Bargaining Council for the Private Security Sector (NBCPSS) as per its determination. Proof of payment must be provided to the department when requested by the delegated officer of the Department within seven (7) working days and if the company does not comply with the minimum wage, the department reserves the right to: 

8.10 Cancel the contract with immediate effect if the company does remedy non-compliance. 

8.11 The Department reserves the right to ascertain from the SAPS whether security personnel in the employ of the company are in the possession of record clearance, as well as to ascertain from the Private Security Industry Regulatory Authority (PSIRA) whether the security personnel is registered with PSIRA. The appointment will be subject to the outcome of the SAPS and PSIRA report.

8.12 The Service Provider on request of the department contract manager or his/her delegate make available for inspection, personnel files, as well as all appropriate documents as per TOR evaluation criteria point 11 of all security personnel in his/her service, who are employed for the rendering of services to the department.

8.13 Attend the compulsory site briefing to be held on __________________ at 10h00 to ascertain the extent of the service to be rendered. Failure to comply will invalidate the tender.

8.15	The compulsory site briefing attendance register must be signed by the company representative.

8.16	The Service Provider shall, to secure the continuity of the service, in the application of the security measures, allocate specific personnel for the service to each site. The exchange of security personnel without the written consent of the Department Contract manager or representatives is not permissible.

8.17	The successful Service Provider will be required to enter into a Service Level Agreement with the Department. 

8.18	Service Providers must furnish the following particulars:

 8.18.1	Situation of Headquarters (NB: No sharing of control room or office with any unauthorized Service Provider). Departmental representatives will inspect the control room prior to the award of the bid.

 8.18.2	Provide the department with the names, identity numbers, and street addresses of all Directors of the company.

 8.18.3	Proof of training/experience and/or a condensed description of the training/experience of the Directors of the company.

 8.18.4 A list of references must accompany the tender and particulars of any contacts.

 8.18.5	Details of any successfully rendered contracts and/or present contracts, with clear indication.

8.18.6 	Service Providers must provide satisfactory proof of registration as an employer with the Workmen’s Compensation Commissioner.

8.18.7	Service Providers must undertake to provide additional personnel, as and when requested, for the rendering of service at the site during a crisis situation. This will be at an additional payment to the service provider in line with the signed contract tender pricing.

8.18.8	Service provider to ensure that private security personnel posted at DSD sites are registered with the Unemployment Insurance Fund and documented proof thereof needs to be submitted to the satisfaction of DSD.

8.19	Price adjustments must not occur more than once a year. Adjustments will only be reviewed when proof of increase from the National Bargaining Council for Private Security Sector is published and in line with the illustrative PSIRA guideline for that financial year is submitted and upon written request from the appointed service provider to the Department.

8.20	Security personnel may not engage in any illicit personnel practices, such as strike action, unrest, or intimidation.

8.21	The service to the department should not be interrupted,


9.	QUESTIONNAIRE

9.1	Are you, the company or close corporation and every Director of the company, or every member of the close corporation, registered in terms of Section 10 (1) of the Security Officers Act, 1987 (Act 92 of 1987) (PSIRA Act)

YES/NO

If yes, indicate the PSIRA Registration Number of the company:____________________________

Please attach proof of registration.

NB: If in process of registration, proof must be submitted.

9.2	Are all the Board of Directors registered in terms of Section 10 (1) (b) of the PSIRA Act?

YES/NO

NOTE: If documentary proof is not attached the bid will be invalidated.

9.3	For the purpose of this contract, use will be made of Category B and C PSIRA registered security officers, as defined in the Basic Conditions of Employment act,1997(Act No. 75 of 1997) as published by the Government Gazette No. 20933 dated 25 February 2000. 			      

YES/NO

Any decision of the Department regarding the adjudication of the contract is final.

9.4	Is the offer strictly in accordance with the conditions of the tender?

YES/NO

If not in accordance with the specifications, furnish the deviations.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10.	BID PROPOSALS

HSRC BUILDING
Day Shift: 
Mondays to Fridays 	06h00 – 18h00

Twelfth (12) Security Officers – Gr C	R	______________________
	(Price per month)
One (1) Supervisor - Gr B	R	______________________
	(Price per month)
Day shift:
Saturdays, Sundays	06h00 – 18h00
& Public Holidays

Three (3) Security Officers – Gr C	R ___________________________
	(Price per month)
Night shift:
Mondays to Sundays	18h00 – 06h00	

Three (3) Security Officers – Gr C	R___________________________
	(Price per month)

Total per month for HSRC building	R___________________________
	(Price per month)

Salvokop GBVCC

Day shift: 
Mondays to Fridays 06h00 – 18h00

One (1)Security Officers – Gr C	R___________________________
	(Price per month)

One (1) Supervisor -    Gr B	R		_________________
	(Price per month)
Day shift :
Saturdays, Sundays	 06h00 – 18h00
& Public Holidays

Two (2) Security Officers – Gr C	 R___________________________
 	(Price per month)
Night shift:
Mondays to Sundays	18h00 – 06h00	

Three (3) Security Officers – Gr C	R	_______________________ 
	(Price per month)

Total per month for GBVCC	R		                _________


Total tender price for all sites for a period 
of 36 months (three years)	R		__________________

Please note that the following will be applicable in the case where a site close down due to contract rental termination.
· The Private Security company will be notified timeously (30-day notice) in order to give security officials notice of the termination of a specific site and the contract. Once the site is closed the contract price will be reduced not to include the site pricing for the remainder of the tender. Alternatively, with the written consent of the contract manager, the guards can be absorbed in the other DSD sites for the remainder of the contract.

NB: The unit price will be calculated as follows: The number of security officers 
divided by the Price per month.

In case additional security officers or equipment are required, during the contract period, the unit price will be applicable. The contract pricing will be used for events hosted by the DSD where additional security officers need to be deployed. Such a request for additional security officers must be in writing and approved by the contract manager before deployment to the event.

Security Officer – Grade B				R ____________________________
Security Officer – Grade C				R ____________________________
Base Radio						R ____________________________
Two-way radios					R ____________________________

11.	BIDS WILL BE CONSIDERED INVALID AND WILL NOT BE EVALUATED FURTHER IF THE FOLLOWING CONDITIONS ARE NOT MET:

11.1  PSIRA letter of good standing for the company.

11.2 Proof of VAT registration (Companies will be given 14 days to submit proof).

11.3 Proof of the Board of Directors PSIRA registration as well as the company PSIRA registration.

11.4 Confirmation letter from the private security company that the following will be provided to the department, namely the Control room: base radio, occurrence book, telephone, batons, handcuffs, whistle, pocketbooks, Two-way Radios, torch, visitors slip book and electronic monitoring patrolling system, panic button per site.

11.5 A confirmation letter that the Control room will not be shared with any unauthorized company.

11.7	Proof of registration as an employer, with the Workmen’s Compensation Commissioner.

11.8	Completed and signed SBD forms (SBD 3.3 and SBD 4).

11.9	Proof of U.I.F Registration of the company.

11.10 		Submission of a valid Tax pin.

11.11	Copies of the vehicle registration and or lease agreement for the response vehicle for emergency response in cases of emergency.

11.12 	Certified copies of the Company Directors ID documents which will be subjected to the State Security Agency screening process. 

12.	GENERAL CONDITIONS OF THE CONTRACT

The General conditions of the contract as prescribed by the National Treasury will apply in all instances.

13.	PAYMENT

13.1 	An order valid for three years will be issued to the successful Service Provider.

13.2 	All payment invoices and reports will be handed to security management on the first working day of every new month during the contract period in order to discuss the report in the compulsory monthly meeting with the service provider.

13.3 	Invoices will be paid on a monthly basis at the end of each month.  Payment will be effected within 30 days after receipt of the invoice from the successful service provider. 


14.	EVALUATION CRITERIA

4.1	Only bids that comply with the administrative requirements, as well as the minimum requirements in paragraph 11 will be evaluated.  The qualifying bids will be evaluated in the following two (2) stages:

· Firstly, the proposals will be evaluated on functionality. An evaluation panel will allocate points (scale 0 - 5) in respect of functionality according to the criteria set out in paragraph 14.4.  Proposals scoring less than 80 points in respect of functionality will be disqualified and not be evaluated further. 
· Thereafter, only the qualifying bids will be evaluated in terms of the 80/20 preference points system as contemplated in the Preferential Procurement Regulations 2022, issued in terms of the Preferential Procurement Policy Framework Act (Act 5 of 2000).

14.2 	The 80 points will be used to calculate price only and the 20 points will be awarded to a supplier for specific goals per SBD 6.1. included in this tender. Bidders are required to submit certified copies of proof for the preference points claimed for specific goals.

14.3	The points in respect of price will be calculated on the ceiling price for the service for 36 months (including wages, equipment, clothing, transport, overheads, and profit as well as VAT).

14.4.	Technical proposals will be evaluated on a scale of 0–5 in accordance with the criteria below.  The rating will be as follows:
		0 = No response
		1 = Very Poor
		2 = Poor
		3 = Average
		4 = Good
		5 = Very good 


	No.
	ELEMENT/CRITERIA
	1
	2
	3
	4
	5
	Weight
	Total

	1.
	Bidders should submit full details of valid, reliable contactable signed reference letters for projects of similar scope, which were successfully completed in previous years. 

Please note: only reference letters for a project of at least R2 Million or 12 months (whichever is less) will be considered. 

0= No reference letters included
1= One to two reference letters included.
2= Three to four reference letters  included.
3= Five to Six reference letters included.
4= Seven to Eight reference letters included.
5= None and more reference letters included.
	
	
	
	
	
	25
	

	2
	The service provider must demonstrate the capacity to undertake the project in terms of the number of registered guards with PSIRA

Please note: 
· Points are to be allocated only to grade C or Higher grades as per PSIRA.
· Points will be allocated only if certified proof of all registered personnel is submitted,


0= No guard registered.
1= One to Five guards.
2= Six to ten guards.
3= Eleven to Twenty guards.
4= Twenty-one to thirty guards.
5= Thirty-one to Forty guards.

	
	
	
	
	
	25
	

	3.
	Bidders must provide a site take-over project plan which includes but is not limited to, recruitment strategy, logistics, tools, uniforms, etc. to take over the site. Site orientation, a Project plan with deliverables, timeframes/milestones, etc.

0= No information was provided 
1=Project plan provided without milestones and how deliverables will be attained.
2= Project plan provided with no clear deliverables and timeframes/ milestones.
3= Project plan provided with clear deliverables and timeframes/ milestones.
4= Project plan provided with Methodology, clear deliverables and timeframes/ milestones and management of project plan.
5= Project plan well broken down with methodology, clear deliverables and timeframes/ milestones and management of project plan including staff deployment to each activity, Civid-19 plan and contingency plan.

	
	
	
	
	
	25
	

	



4.
	

Technical capability/ expertise and track record of the team leader to be assigned to the project.
0= No information available
1=1 year and less than 2 years’ supervisory experience.
2= 2 years and less than 3 years’ supervisory experience.
3=3 years and less than 4 years’ supervisory experience.
4= 4 years and less than 5 years’ supervisory experience.
5= 5 years and more supervisory experience

	
	
	
	
	
	



25
	























	
	Total points
	
	
	
	
	
	100
	

	
	
	
	
	
	
	
	
	




15.   GENERAL ENQUIRIES

Enquiries may be directed to:
Director Supply Chain Management
Mr. Zolisa Mantantana
Email:ZolisaM@dsd.gov.za
Telephone number: 012 312 7463
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