Terms of Reference
Hiring of a Security Company for Security Services

Introduction 
Pakistan Poverty Alleviation Fund (PPAF) is the lead apex institution for community-driven development in the country. PPAF was registered in February 1997 under Section 42 of the Companies Ordinance 1984 (now Companies Act 2017) as a not-for profit company. PPAF’s mission is to transform the lives of the poor to create a more equitable and prosperous Pakistan. It has outreach in 149 districts across all four provinces and regions of the country, supporting communities to access improved infrastructure, energy, health, education, livelihoods, finance, and develop resilience to disasters. It serves the poorest and most marginalized rural households and communities across the country providing them with an array of financial and non-financial services. PPAF aims to ensure that its core values of social inclusion, participation, accountability, transparency, and stewardship are built into all processes and programmes. For a complete profile, please visit our website at http://www.ppaf.org.pk.

Objectives
The objective of this assignment is to secure PPAF office premises from any potential threat. The security company will ensure that competent guards are deputed to execute the said assignment. 

Scope of work
The Terms of Reference of the Security Company will include but not be limited to the following: 

Company
i. The security company shall provide Security to PPAF offices situated at Islamabd, Quetta & Karachi by employing Security Guards   services for 24 hours 7 days a week.
ii. Services include presence/ availability of Security Supervisor and guards securing the physical parameters.
iii. The Security Supervisor will assist the Security Unit of the PPAF office for coordination and liaison with government, medical, fire fighting and other agencies during any emergency. 
iv. The security company will provide 08 armed guards and 01 supervisor for day/night for Islamabad Office, 03 Guards at Karachi office and 04 Guards at Quetta Office, or as per increased / decreased requirements, including Mobile Guards at notice of 2 hours.
v. Security provider shall provide Mobile Supervisory staff for alert checks.  The Supervisory staff will check the security guards 1-2 times during night and 1-2 times during the day, for readiness of the duty guards.
vi. Service provider shall provide Emergency Response Team, in emergency, 24 /7 with time lapse of 15 minutes after reporting of incident by authorized staff.
vii. Service provider shall provide trained Ex military or mix at 70/30 percentage security guards and shall be responsible for their refresher training. (*).
viii. Service provider shall effect and maintain during the existence of this agreement an insurance cover providing a policy or polices of Public Liability Insurance covering personal injuries to Third Party as well as Employee of the Service provider.
ix. Any loss of damage to property of the PPAF due to negligence of the Service provider or its employees,  will be borne by the Service provider, after decision / court of inquiry or decision by police.
x. All guards provided must be security wise clear from the concerned Police Station, Islamabad Capital Territory Administration and Anti Terrorist Force and same is responsibility of service provider and must not have extremist tendencies. A Certificate to this effect will be rendered by the Service Provider.
xi. Armed Guards must be equipped with suitable worthy and safe weapons, as specified by the employer / PPAF.
xii. Service provider may also be asked to provide ex SSG Guards or Armed personal / mobile escorts, as and when required, which must be provided with 24 hours at Islamabad, Quetta, or any other place as per requirement.
xiii. Requirement of guards may be increased or decreased, and the payment will be made / adjusted on the same terms to Service Provider.
xiv. Relief / Rotation for stipulated Holidays will be managed by the Service provider with No Extra Cost to PPAF.
xv. In case, if any guard is required to be changed due to any reason, the replacement will be provided within 24 hours and PPAF is not bound to communicate any reasons for same.
xvi. Invoices for payment of charges will be made by Service provider and will submit by 2nd day of every month to Security Unit who will scrutinize and approve the Invoice, after which payments will be made to Service Provider.  
xvii. In case of absence of guard, deduction will be for 01 day\ salary and one such short coming deduction will be 01day salary as penalty from Service provider will be made.
xviii. In case of any loss or damage to the property of First Party due to failure or negligence of Second Party guards the Second Party will make good or remedy any such loss or damage at its sole expense with mutual finding.
xix. Service provider is bound to pay at least Minimum Wages as per Government Instructions to the Guards. In case Government of Pakistan enhances the salaries of workers or levy any taxes, the clientage will be increased proportionately with mutual consent of both parties.
xx. If a security guard is found guilty of misconduct or involved in any objectionable / undesirable activity, same will be replaced immediately by Service Provider, and will be bound to make good any damages and penalty of 25 % of guard’s monthly salary will be made.
xxi. Continuation of the duty to next shift (double duty) will NOT be accepted, if detailed, in such cases absence will be marked and salary will be deducted from the monthly billing.
xxii. Service Provider will not change any Guard once detailed for duty with PPAF without prior consent, in order to ensure that each Guard is well aware of employees and his responsibilities.
xxiii. Service provider will ensure that Firing Practice is carried out Twice in a Calendar year under intimation of PPAF, who can visit and witness subject Training.
xxiv. Service Provider may be asked for providing administrative assistance as deemed appropriate to the PPAF in dealing with any case/event which may arise due to a lawful action in protecting / safeguarding within the purview of Secuirty Company.
xxv. In case of any dispute between PPAF and Service Provider the matter will be settled mutually.
xxvi. If any Court cases lodged / involved by Security Guards/ Supervisor due to any reason of Service Provider, all legal or other expenses will be borne by Service Provider.
xxvii. Service Provider will be responsible to pursue legal formalities of any incident, accident, fire, encounter of the Security Guard while on duty.
xxviii. A joint investigation will be carried out in case of any occurrence, serious incident on the issue of premises guarding / security of men & material, security lapses on the moveable/ immovable Property etc, the verdict of Security Investigation Team will be final and will not be challenged in any court of Law.
xxix. All Govt. charges for provided guards like EOBI, SESSI, Medical Insurance or any other additional charges will be paid by service provider and receipt will be submitted to PPAF Offices.
xxx. Short listed firm after competitive bidding may be employed for one (01) years without any new bidding with mutually agreed increment that would be less than or upto10 % annually.


Qualification and Experience Requirements

Guards (*)
 
i. A guard should not be less than 5’8” in height and should not be obese in appearance.
ii. A guard should be medically category “AYE”
iii. A guard should be minimum matriculate and preferably computer literate (security supervisor).
iv. The ratio of ex-army versus civil background should be 80:20
v. Should be fully trained in the equipment, he is carrying for the assignment of his duty including Explosive, metal detectors, vehicle searching mirrors.
vi. Good communication skills specially dealing with foreigners and should be pleasant/well behaved personality.
vii. A guard should have past experience working with reputable companies/UN mission/agencies and embassies.
viii. The Guards provided must be neat & clean, with trimmed hairs and beards.
ix. Will provide surveillance round the clock as per instruction provided by the management.
x. Certificate of training of guards must accompany the guards being deputed.
xi. Medical certificate / COVID-19 / any pandemic Test Negative Report must be sent along with the reliever and actual guards.
xii. No Guard over 45 years will be employed.
xiii. Company will Monthly provide certificates required by PPAF for its own Compliance Audits.

Company

Company should have/ be  
a.  NOC/Operation license from relevant authorities.
b. 5 years or more experience working in the field of security.
c. Experience of working with development sector
d. Qualified and experienced staff.
e. Quality equipment and weapons. (provide detail)
f. Comprehensive training plans for its guards.
g. Comprehensive Security Management plans for its guards.
h. Part of relevant association.
Note: Please provide evidence for evaluation of the profiles. 

Time Duration
The contract period will be Twelve Calendar (12) months from the date of signing of the contract. Extendable with mutual consent with increase not more than 10 % per year for maximum period of three consecutive years.

Payment Schedule 
· 100% upon submission of monthly invoice on the basis of desk review and its acceptance by PPAF. 



