TERMS OF REFERENCE

PROCUREMENT OF SECURITY SERVICE PROVIDER FOR FY 2023

1. OBJECTIVE/RATIONALE

The Commission on Human Rights (Commission) is an independent National Human
Rights Institution (NHRI) created under the 1987 Philippine Constitution, established on 05
May 1987 by virtue of Executive Order No. 163. The Commission is mandated to conduct
investigations on human rights violations against marginalized and vulnerable sectors of
society, involving civil and political rights.

To realize its mandate, it is imperative to engage the services of a Security Agency to
safeguard the areas and facilities of the Commission that are off limits to the public, ensure
the safety and security of its employees and occupants, the general public transacting
business thereat including all properties within its premises.

The existing contract with the security agency will expire on 31 December 2022,
thus, the CHR is inviting interested, qualified and reputable security agencies to join and
submit bids in accordance with this Terms and Reference (TOR) to provide 24-hour security
services on a daily basis, including Saturdays, Sundays and Holidays to secure the CHR
building located at UP Complex, Commonwealth Avenue, Diliman, Quezon City. This early
procurement is likewise in compliance with Republic Act 9184 otherwise known as the
Government Procurement Law.

2. DUTIES AND RESPONSIBILITIES OF SECURITY AGENCY

1. Submit to CHR within ten (10) days from the end of every quarter a certification
signed by the Security Agency’s duly authorized representative of the quarterly
SSS remittance together with the corresponding check voucher.
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11.
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13.

Submit to CHR within ten (10) days from the end of the month a certification
signed by the Security Agency’s duly authorized representative that it has paid
all wages, salaries, compensation and other benefits of the security guard for
services rendered by them.

Provide CHR with certified true copies of NBI Clearance, Neuro-Psychiatric
examination and Drug Test Result from a reputable testing agency duly
accredited by the Philippine National Police (PNP) and/or National Bureau of
Investigation (NBI), Medical Certificate certifying that the security personnel are
fit for employment and other documents which must be provided by the winning
bidder prior to deployment.

Provide a copy of licenses and permits of the security guards’ licenses, firearms
and ammunition.

Provide the General Administrative Office (GAO)/General Services Division
(GSD) with an updated list and photograph of its security guard deployed to
CHR.

Provide the GAO-GSD every fifteen (15) days the schedule/rotation of the thirty-
four (34) security guards deployed to CHR.

In case of absence of the assigned guard, provide replacements to ensure
continuous service, and exercise the needed supervision over the work of its
personnel, provided that no security guard shall serve more than a continuous
twelve (12) hours duty in a day.

Provide an augmented security force from the thirty-four (34) security guard
complement, as the need arises, specifically during major events of CHR subject
to the approval of the GAO Director.

Provide security guards with proper uniforms (cap, white collared long sleeves
polo and blue pants, black shoes) and other paraphernalia (stun gun, pepper
baton, pepper spray, handcuffs, flashlight/ searched light, medical kit, whistle,
raincoats, rain boots, reflectorized vest, umbrellas) and must ensure that all
security guards wear the prescribed uniforms at all times while on duty.

Provide safety and security protocol to avert/minimize any possible loss of
equipment and valuables, threat to property and personnel, fire and other natural
calamities.

Require the security guards to submit an initial report in writing within twelve (12)
hours or at the earliest possible time from occurrence of any unusual incident
within the premises to CHR management and/or to other concerned authorities
for purposes of official investigation and documentation.

Provide consistent and quality service through qualified, licensed, bonded,
uniformed, highly trained and armed personnel who shall guard and protect the
properties and premises of the CHR including its personnel, clients and guests.
Be able to deploy and assign well-trained security guards who can perform other
tasks as may be required by CHR management related to security, safety and
protection such as but not limited to registering visitors, inspection of bags or
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15.

16.

17.

18.

19.

20.

cargo (in and out), inspection and/or escorting of incoming VIPs and other
administrative functions.

Take necessary precaution and exercise due care and diligence in the
performance of its undertaking so as not to cause injury, damage or loss to
CHR's employees and their properties.

Provide thirteen (13) service fire arms with valid licenses, one (1) unit base radio,
thirteen (13) units handheld radios with headset as communication equipment of
deployed security guards, five (5) pcs metal detector, two (2) pcs heavy duty
megaphone and one (1) smartphone to ensure continuity of communication.
Provide at least two (2) security guards with technical knowledge in Information
Technology (IT) and with at least one (1) year experience in CCTV management,
to be in charge of the operation, safekeeping, provision of sensitive footage
and/or unusual incidents or events are taken from daily operations subject to
approval of request.

The Security Agency shall give preferential consideration on the retention of
services of at least fifteen (15) security guards from the existing security agency
upon recommendation from the CHR based on trust and confidence.

Security personnel shall undergo security inspection upon demand, to be
conducted by GSD or CHR’s authorized representative.

The Security Agency must have remedial mechanism procedures providing
disciplinary measures to properly address grievances of their security personnel
which shall be submitted to CHR upon the effectivity of the contract.

In consideration of the current health protocol and set-up, Security Personnel
with Covid-19 vaccination card or certificate shall be given preference.

3. QUALIFICATIONS OF THE SECURITY AGENCY

A. Security Agency

Must be a duly licensed and registered Security Agency in accordance with
DOLE Department Order No. 174, Series of 2017 (D.O. No. 174-17).

Must be a registered member of the Philippine Association of Detective and
Protective Agency Operators, Inc. (PADPAO) in good and active standing with
proper operating permits (licensed by PNP-SOSIA) and other statutory
requirements.

Must be duly registered with the Securities and Exchange Commission (SEC),
Department of Trade and Industry (DTI), or Cooperative Development Authority
(CDA).

Must be PhIlGEPS registered with Platinum Membership.

Should have at least five (5) years of experience in providing security services to
a government agency or private corporation.
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11,

12.

Net Financial Contracting Capacity (NFCC) must be at least equal to the
Approved Budget for the Contract (ABC).

Must submit a sworn statement compliant with the Labor Laws and Other Social
legislation as mandated by Section 25.2 Implementing Rules and Regulations of
R.A. No. 9184.

Must provide an original Certification from the Department of Labor and
Employment (DOLE) & National Labor Relations Commission (NLRC) of NO
PENDING CASE within the last two (2) years from the date of the bidding.

Must present at least three (3) Very Satisfactory Rating from government
agencies or private corporations, with whom the Security Agency has a past or
ongoing contract outside CHR within the last five (5) years.

Must provide proof of payment of remittances in a form of Certification issued by
the SSS, PhilHealth and Pag-IBIG for at least six (6) months from date of public
bidding. The original copy of Certification and its attachments must be
presented for validation during the Post-Qualification.

Must warrant that its employees are paid not less than the minimum wage as
provided for by law.

Must submit a Certification to attest that security guards’ qualifications are met
as required by CHR.

B. Chief Guard

o

With a valid license issued by the Philippine National Police (PNP)/Supervisory
Office and Investigation Agencies (SOSIA) and PADPAO.

Must have completed at least a two (2) years in college and with adequate
knowledge of English language. An updated Curriculum Vitae must be
submitted to GAO-GSD.

Of good moral character and reputation, courteous, alert and without any
criminal or police record.

Must have no derogatory record.

Physically and mentally fit.

Must pass the Neuro-Psychiatric Examination and Drug Test conducted by a
reputable testing agency duly accredited by the Philippine National Police (PNP)
and/or National Bureau of Investigation (NBI) as evidenced by the issuance of a
Certification of the accredited agency.

Must submit an updated NBI and Police Clearance or Certificate of NO
PENDING CASE. (Certification must be issued within one year from the date of
engagement with the CHR).

In consideration of the current health protocol and set-up, Security Personnel
with Covid-19 vaccination card or certificate shall be given preference.

With at least five (5) years work experience as Chief Guard.
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C. Security Guards

ol

9.

With a valid license issued by the Philippine National Police (PNP)/Supervisory
Office and Investigation Agencies (SOSIA) and PADPAO.

Must be at least high school graduate or equivalent completion under the new
curriculum and with adequate knowledge of the English language. An updated
Curriculum Vitae must be submitted to GAO-GSD.

Of good moral character and reputation, courteous, alert and without any
criminal or police record.

Must have no derogatory record.

Physically and mentally fit.

Must pass the Neuro-Psychiatric Examination and Drug Test conducted by a
reputable testing agency duly accredited by the Philippine National Police (PNP)
and/or National Bureau of Investigation (NBI) as evidenced by the issuance of a
Certification of the accredited agency.

Must submit an updated NBI and Police Clearance or Certificate of NO
PENDING CASE. (Certification must be issued within one year from the date of
engagement with the CHR).

In consideration of the current health protocol and set-up, Security Personnel
with Covid-19 vaccination card or certificate shall be given preference.

With at least three (3) years work experience as Security Guard.

4. TERMS AND CONDITIONS

The AGENCY shall assume full responsibility for any act, omission or dereliction
of duty of its security guards during their assigned duty hours; the CHR shall not
be held liable to third parties arising from the said act or omission and freed from
any civil or criminal liability whatsoever.

The AGENCY shall assume full responsibility for any loss or damage due to
negligence, misdemeanor theft, pilferage, robbery, sabotage, and any form of
trespass, which the CHR or any of its personnel/guest/clients may suffer during
the effectivity period of this contract.

The AGENCY shall exercise extraordinary diligence in the personnel on its duties
and obligations.

The AGENCY shall not, during the existence of this contract or any thereafter,
disclose to any person or entity any information concerning the CHR’s affairs,
which the AGENCY may have acquired by reason of this contract.

The AGENCY shall provide adequate and responsible supervision over its
personnel. For this purpose, the AGENCY shall regularly coordinate with the
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10.

11.

12.

GSD Chief for special instructions, directives and guidance or office policies,
systems and proceedings.

The AGENCY shall remove, change or substitute any or all of the guards whose
performance or showing is/are found unsatisfactory, as observed by and upon
notice or instruction from the CHR.

The AGENCY shall ensure that there should be no replacement of Security
Guards within the complement except for justifiable reasons, such as
resignation, health conditions and other valid causes. Provided, the replacement
shall not exceed four (4) security guards.

The AGENCY shall require all security guards to undergo trainings and seminars
on Anti-Sexual Harassment, Mental Health, HIV/AIDS, Persons with Disabilities,
Rights of Older Persons, Gender Equality and other relevant laws and policies
conducted by CHR.

The AGENCY shall be paid within fifteen (15) calendar days upon receipt of
billing statement, accomplishment report and other documentary requirements
including the following:

a) DTR thru Biometrics of all security guards duly signed by the Chief
Guard or his/her duly authorized representative. Biometric machine
shall be provided by the AGENCY.

b) A copy of the payroll evidencing payment of salaries made;

c) A certification under oath that the same has been to the security
personnel; and

d) A quarterly remittance report indicating the total contributions paid for
the account of its security personnel on SSS, Philhealth, Pag-ibig, BIR.

Payment shall be suspended by the CHR to the AGENCY in case of non-
compliance of the above requirements.

The CHR agrees that should statutory wage rate be increased or restructured by
operation of law at any time while the contract is in force, the AGENCY is entitled
to receive the same. The AGENCY, however, must inform the CHR in writing of
the wage increase to allow the CHR to undertake the appropriate measures
before its implementation.

The CHR may, upon written notice, within thirty (30) calendar days, rescind the
contract for failure of the AGENCY to abide by the herein terms and conditions.
The CHR has the right to terminate or cancel this contract without the need of
judicial action, at any time before its expiration on the following reasonable
grounds such as but no limited to:

a) Assigning security guards whose licenses are expired; and

b) Violation of any such terms of this contract.

Before the end of each semester, the procuring entity shall conduct an
assessment or evaluation of the performance of the service provider based on
the set of performance criteria prescribed under the Technical Specifications of
this TOR.
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13.

14.

15.

16.

17.
18.

E PROVIDER FOR FY 2023

This CONTRACT shall take effect on January 1, 2023 until December 31, 2023,
unless sooner terminated in accordance with the provisions thereof. After the
expiration of this CONTRACT and no new contract has been made or issued by
the CHR or that the result of the bidding is not yet issued if one is conducted, this
CONTRACT shall be deemed extended on a month to month basis until such
period as may be allowed by law, rules and regulations.

The Approved Budget for the Contract (ABC) shall be the upper limit or ceiling
for acceptable bid price. If a bid price, as evaluated and calculated in
accordance with 2016 Revised Implementing Rules and Regulations of RA
9184, is higher than the ABC, the bidder submitting the same shall be
automatically disqualified. There shall be no lower limit or floor on the amount of
the award.

The Purchase Order (P.0O.) and Contract shall be accepted by the supplier prior
to project implementation.

Any interlineations, erasures or overwriting shall be valid only if they are signed
or initialed by the contractor or his/her duly authorized representative.

Any modifications in the contract implementation must be approved by the CHR.
No subcontracting shall be allowed for the entire project.

5. CONTRACT DURATION

The Security Services shall be for a period of one (1) year from 01 January 2023 until
31 December 2023.

6. COMPLEMENT

Thirty-four (34) Security Guards, which shall include one (1) Chief Guard and at least
four (4) female guards.

A. PROPOSED POSTING OF GUARDS AND LIST OF EQUIPMENT TO BE
SUPPLIED BY THE SECURITY AGENCY

Post/Location | Time Shift | No.of | No. of Total List of Equipment to
Morning Shifts | Guards | No. of be supplied by
(63’;;’_29”') /Shift | Guards | Security Agency
I .
(2pm-10pm) 'na
Night Post
(10pm-6am)
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Chief Security 6a.m.to 1 unit 9mm pistol with
Guard 6pm at least 2
magazines/11 bullets
Smartphone
1 pc UHF GP68 with
Headset
Bulwagan Ka Three (3) 1 unit 9mm pistol with
Pepe (BKP) shifts at least 2
Visitors’ Morning magazines/11 bullets
Entrance Mid
(Male Guard) Night Base Radio
UHF GP68 with
Headset
Employees Three (3) 1 unit 9mm pistol with
Entrance/SAAC shifts at least 2
Morning magazines/11 bullets
Mid
Night UHF GP68 with
Headset
Lobby Guard to One (1) 1 unit 9mm pistol with
assist in health shift at least 2
protocol at Morning magazines/11 bullets
Employee’s
Entrance UHF GP68 with
(Female Guard) Headset
NCR/Centers Three (3) 1 unit 9mm pistol with
Area shifts at least 2
(Male Guards) Morning magazines/11 bullets
Mid
Night UHF GP68 with
Headset
CCTV Room- Three (3) UHF GP68 with
Old Building shifts Headset
(SAAC & Morning
PARDEC) Mid
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SECURITY SERVICE PROVIDER FOR FY 2023

(Male or Night
Female)
CCTV Room - Three (3) UHF GP68 with
New Building shifts Headset
(Male or Morning
Female) Mid
Night
PARDEC Two (2) 1 unit 9mm pistol with
Building facing shifts at least 2
NCPAG (Male Morning magazines/11 bullets
Guards) Mid
UHF GP68 with
Headset
Commonwealth Three (3) 1 unit 9mm pistol with
Entrance (Male shifts at least 2
Guards) Morning magazines/11 bullets
Mid
Night UHF GP68 with
Headset
Main Entrance Three (3) 2 units 9mm pistol with
Post (New shifts at least 2
Building) Morning magazines/11 bullets
(Male and Mid
Female) Night 2 pcs UHF GP68 with
Headset
Parking Three (3) 1 unit 9mm pistol with
Area/New shifts at least 2
Building Morning magazines/11 bullets
Mid
Night UHF GP68 with
Headset
Roving Guard Three (3) 1 unit 9mm pistol with
(CHR premises) shifts at least 2
Male Guard) Morning magazines/11 bullets
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Mid
Night

UHF GP68 with
Headset

TOTAL

34

11 units 9mm pistol
with at least 2
magazines/11 bullets
1 unit Smartphone

1 Base Radio

13 pcs UHF GP68 with
Headset

7. APPROVED BUDGET FOR THE CONTRACT (ABC)

Thirteen Million Two Hundred Thousand Pesos (Php13,200,000.00), inclusive of all

existing and appropriate government taxes and charges.

A. ESTIMATED TOTAL COST FOR A PERIOD OF ONE (1) YEAR SECURITY

SERVICES CY 2023
Day Shift
Chief Day Shift Night Shift
Security
Days worked per week 7 7 7
No. of days per year 393.80 393.80 393.80
Hours worked 12 hours 8 hours 8 hours

Amount directly payable to
Guard

New daily wage
(Wage Order NO. NCR-23)

Average pay/mo.

Night differential pay

13th month pay

5 days incentive Leave pay

Uniform allowance (RA 5487)

Overtime pay

Sub-Total
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Agency Contribution to
B | Government in favor of Guard

Retirement benefits (RA 7641)

SSS Premium (Employer Share)

PhilHealth (Employer Share)

PAG-IBIG Fund (Employer Share)

State Insurance Fund (ECC)

Sub-Total

Total Amount payable to Govt.
C | and Guard

Admin. Overhead (Agency Fee)

12% Vat Based on Agency fee

Tota Contract Rate per month per
Guard

No. of Guards 1 23 10

Monthly Cost

Annual Cost

8. TERMS OF PAYMENT

Payment shall be made through Land Bank’s LDDAP-ADA/BANK Transfer facility,
processed within fifteen (15) calendar days upon receipt of statement billing with necessary
attachments. Bank Transfer Fee shall be charged against the supplier's/creditor's account
for other banking institutions.

9. DUTIES AND RESPONSIBILITIES

A. EXECUTION AND PRE-TERMINATION OF THE CONTRACT

1. This Terms of Reference (TOR) shall form an integral part of the Contract, which
shall be executed by and between the Commission as the Procuring Entity and
the Service Provider upon issuance of the Notice of Award (NOA).

2. The Contract and this TOR shall warrant its pre-termination. In case of pre-
termination, the Commission shall inform the Service Provider within ten (10)
calendar days prior to the effectivity of the termination.
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Prepared by:

ATTY. MA. ELIZABETH AFAN

Atty. IV, ILSD
NONEM BENEDIC¥ B! . DE LOS SANTOS RAUL KANDY P. CRU
AO Ill, GSD SAA I, GSD

Recommending Approval:

MARIA NARLAYA GARCIA SIO
Chief| GSD

Approved By:
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