
 

_________________________________________________________________________________________ 

Page 1111 of 15151515 

 

 

UNICEF 
TERMS OF REFERENCE FOR SERVICES - INSTITUTIONS 

 

SHORT TITLE OF ASSIGNMENT 

Provision of the guards to ICO premises and warehouse managed by ICO in Baghdad, Basra and Erbil and other 

locations if it is required.   

 

BACKGROUND 

Assuring security and safety at ICO premises and various locations is very crucial for ICO. This TOR is developed 
pecifically for provision of unarmed security guards at various locations. Details of locations where services should 
be provided are UNICEF Basra premise consisting office and residence, Warehouses in Baghdad and Erbil 
managed by ICO and numbers are specified below. 

 

Description/Location 
 

Guard Supervisor 

 

 

Definition: I shift = 8 hours; 1 day = 3 shifts (morning, afternoon, night, 4th Shift to cover Holiday/Leave and 7 days' 

work week, all security guards expected to work 5 days a week) 

 

Other locations would be added when and if possible. 
Operational tasks to be performed by unarmed security guards shall include, but not limited to: Perimeter security 
and surveillance, safety and security of personnel within UNICEF premises, protection of structures, strategic 
assets, vehicles and equipment, access control, monitoring CCTV, firefighting and prevention in support of UNICEF 
Fire Safety Unit and monitoring of UNICEF equipment and cargo movements. 

Office Compound - Basra 20 2 

Guest House Compound Basra 14 1 

UNICEF warehouse in Baghdad To be determined later 1 

UNICEF warehouse in Erbil To be determined later 1 

 

OBJECTIVE 

ICO is seeking for service provider who can provide the guards as per mentioned in the above. Each potential service 
provider / proposer (hereafter ‘Company”) is requested to submit proposal and the successful company and ICO will 
enter into Long Term Arrangement (LTA) for this service. More than one company may be selected for the LTA based 
on solicitation process. It should be noted that the LTA could be extendable to other UN agencies if the company 
agrees. The resultant contract is expected to commence on 01 September 2020 or any time thereafter depending on 
the readiness of ICO, though the exact commencement date shall be determined after the contract is signed and the 
current contract is handed over to the awarded contractor. The implementation of the contract is to commence 
simultaneously at all locations and facilities; however, it could also be undertaken in phases depending on the 
conditions laid out in the contract. 
 
As an international organization, ICO has its own set of security standards which are regularly updated. The Country 
Security Advisor (hereinafter referred to as the "Country SA" will inform the contractor of the required level of security 
requirements at the selected locations via ICO Supply and Logistics unit. The Country SA shall appoint a Responsible 
Officer (hereinafter referred to as the "Supervisor Guard Force Unit or Local Security Associate - hereinafter referred 
to as the (LSA) to act as point of contact for all matters related to the performance under the contract. 
 
The Country SA, with the support of the LSA may select Technical Representatives in each location to monitor and 
evaluate the contractor's performance on his/her behalf. 
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DELIVERABLES AND TIMELINES, PLUS BUDGET PER DELIVERABLE 

 

 
1. The company shall provide proof that all the guards serving at UNICEF Basra premises shall be fully qualified 

personnel and trained in the services that they are to provide. Also, the company shall ensure that its guards 
should have no criminal record.  
 

2. The company will provide two (2) telephone lines in Basra that should be operational and accessible 24/7. 
These lines will 'be used by ICO for the administration of the contract. In addition to the above, the contractor 
shall provide the name of a contact person with his/her mobile telephone number accessible 24/7 to address 
any operational and administrative issues of an urgent nature.  

 

3. The company may also be required to provide additional security personnel - within 24 hours at the rates 
stipulated in the contract- on a temporary basis on an as-and-when-required basis following the receipt of an 
authorized written request from the Country SA or his/her designated representative.   

 

4. The company shall be responsible on transportation of all the guards to the locations to be guarded.   
 

5. Change in Requirement: Any future changes that have an impact on the number of posts (increase/decrease) 
will be authorized by the Country SA or his/her designated representative and formalized in writing. Additional 
posts may be included by ICO or some of the posts may be excluded from any of the locations after the date of 
commencement of the contract. Any changes to the number of posts will be done through an amendment to the 
contract signed by the both parties in the case that there is a relocation of posts from one installation to another 
within the contractual agreed, the total number of posts will be authorized by the Country SA or his/her 
designated representative. 

 
6. Mobilization:  The company is required to provide a mobilization programme and timeline in their technical 

proposals. Within the mobilization time frame, the contractor is required to have all security guards, equipment, 
supplies, and materials required under the contract to be on the sites. A maximum of 30 days for full 
mobilization, to include personnel, uniforms and equipment, will be considered as technically acceptable by 
ICO. 

 

7. It mandatory that the company provides proof of insurance against risks, related to property/equipment, and 
workman's compensation insurance or equivalent to 3rd party liability. 

 

RESPONSIBILITIES OF THE COMPANY 

 

Access Control 

 
1.  The proposer shall propose tasks of unarmed guard to prevent unauthorized personnel or vehicle entry into the 

UNICEF controlled areas. The generic duties and responsibilities of the guards are outlined in this document. 

 
2. There are numerous employee/visitor access points to UNICEF premises. At each stage of these access 

points, the company shall ensure security guards to maintain a "Visitors' Book" provided by the company for 
non-UNICEF personnel visiting UNICEF for official or social purposes. The company shall ensure security 
guards to maintain pedestrian and/or vehicle traffic records at designated posts. 

 
3. Personnel movement in areas identified by ICO as "restricted" shall be closely controlled and monitored. To 

enhance the security of such areas, ICO will have its own security personnel securing the restricted locations 
and on a case-by-case basis, the contractors security guards may be assigned to "restricted areas" at the 
express approval of the Country SA or the LSA. 

 
4. Use of Baggage X-ray Scanners. Security guards will be required to operate baggage x-ray scanners and other 

screening equipment such as handheld metal detectors, walk through metal detectors, mirrors to inspect the 
undercarriages of vehicles, explosive detection devices, etc. Training to operate these devices will be provided 
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by ICO or the equipment supplier. 

 
5. Security guards should have computer skills to be able to enter access control data into UNICEF Security 

Access Control Database for all visitors issued with standard or biometric identification cards (Smart ID Cards). 
Training will be provided by UNDSS or ICO when required. 

 

Patrol Duties 

  

1. The company shall ensure that its guards to conduct patrols of the areas specified in the contract either daily or 
frequently as required, i.e. provide physical security of the exterior of all buildings, strategic assets, monitor 
CCTV cameras, monitor compound perimeter fence lines and protect ICO’s equipment. When necessary, the 
guards should patrol ICO premises jointly with ICO Security Section personnel. 

 

Unauthorized Passage of Information Through Access Points 

 
1. At each of the access points, the company shall ensure that its guards to prevent the unauthorized passage of 

unauthorized vehicles entering/exiting the ICO’s premises. The security guards will also search blind-carried 
items, including handbags/backpacks.  

 

Fire Fighting and Prevention 

 
1. The company shall ensure that all its guards are fully trained in the use of "in-house" fire-fighting equipment and 

providing fire-fighting assistance to ICO staff members as required. The in-house firefighting equipment 
currently consists of dry powder, foam and CO2 portable fire extinguishers; this also includes the 50kg foam/dry 
powder extinguishers. The Country SA or LSA will notify in writing of any changes in the fire-fighting equipment.  

2. The proposer shall ensure provision of training to the security guards to identify potentially unsafe conditions, 
such as fire or explosions and to react to prevent escalation in line with their contract to protect ICO personnel 
and property. 

 

3. The  company shall ensure that the compound residents / personnel presented at the site are immediately 
alerted by its security guards and, if necessary, the fire evacuation plan implemented, the incident reported to 
the LSA and the Basra Authorities Fire Department and immediate action is taken to extinguish the fire, in case 
of detection of fire at any ICO premises or equipment/vehicle or asset stored at warehouses. 

 
4. The guards should report all unsafe conditions noted on their patrol routes immediately. In addition, the 

company should report any incidents outside the compound perimeters that may adversely affect ICO 
personnel or property immediately. Also, these conditions are to be recorded in the Daily Occurrence Book 
(DOB). 

 
5. Fire Drills. ICO shall conduct scheduled fire drills according to United Nations regulations, and the guards will 

be required to be fully involved in the fire drill in close cooperation with the UNICEF local security associates or 
her/his designates. For this reason, all the guards must have basic firefighting and prevention training before 
deployment. The company shall also ensure that all its guards deployed to the designated work sites are 
familiar with the respective fire evacuation plan and execution thereof. It ICO will develop each location's 
firefighting and evacuation plan. 

 
6. First Aid. The company shall ensure, within a maximum of a one-month period after contract award, train its 

security guards in first aid. ICO shall provide the first-aid kits. 

 
7. Correct Turnout. The company shall ensure that all guard posts are always covered with the agreed upon 

security guards as specified in the contract or as instructed in writing by ICO throughout the duration of each 
shift. Guards reporting for duty shall be neatly dressed in the correct uniform, shall be sober, and not be under 
the influence of any illegal substance.  

 
8. Crime Scene Protection. The proposer ensure provision training to the guards to report immediately to the 

ICO Administrative Specialist or her/his designates or other ICO staff members, any evidence of theft, break-in, 
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fire, vehicle accidents/incidents and any other occurrences adversely effecting UN personnel and/or property 
within the compound perimeters. The security guards, as directed by the ICO LSA shall mark and secure the 
scene of such occurrences, and take pictures if possible, immediately in order to prevent unauthorized access 
prior to the arrival of the investigating officer. 

 

9. Motor Vehicles. The company shall provide its guards who enforce the policies established by ICO to promote 
the safe operation of motor vehicles. These policies are made available in the UNICEF Driver's Handbook, and 
violations are to be immediately reported to ICO. The guards may be authorized to direct traffic at or in the 
immediate vicinity of a point of entry, if such a necessity arises. 

 

RECORDS AND REPORT 

 
1. Records and Reports. The guards should be alerted and diligent to emergency cases including, but not 

necessarily limited to, those incidents caused by extreme weather condition, fire, riots, unauthorized intrusions 
ad explosive incidents and shall have reporting skill and recording skill of those incidents.  

2. The guard should maintain a Daily Occurrence Book (DOB), Visitor's Log and a Staff Working After-Hours Log. 
Furthermore, UNICEF Security Personnel may request to utilize formats or combine reports for efficiency in 
preparation, in-so-far as the basic information is provided within the specified timeframe. All administrative files, 
including details of security guards on duty at each location at any given time, complaints, incidents, 
investigations, post and radio logs, shift reports, work schedules, equipment inventories, lost and found 
property, etc., shall be maintained at ICO premises and will remain the properly of UNICEF at all times 

 

PERFORMANCE MEETING 

 
1. Regular performance meetings will be held with ICO, not less than once per month. Written minutes of the 

meetings, with an action column, shall be prepared by ICO and forwarded to the company. 

 

KEY PERFORMANCE INDICATOR (KPI) AND LIQUIDATED DAMAGES 

 
1. The following will be observed: 

 
a. The company will be requested to acknowledge the requirement of ICO that the services must be provided 

in accordance with the TOR attached to the contract and must meet the KPIs specified at all times. 

 
b. Without prejudice to any other rights that ICO may have under this contract or otherwise, in the event the 

company does not complete the contracted services on time and in accordance with the specified KPIs, the 
company is liable to pay ICO "Liquidated Damages" the sum equivalent to 2% of each monthly invoice for 
each KPI failure that continues for two consecutive months up to a ceiling of 10% of the contract value. 

 
c. The parties agree that any rights to eliminate this contract shall have no effect on ICO right to claim 

Liquidated Damages pursuant to this article. 

 
d. ICO shall have the right to deduct any Liquidated Damages to which it is entitled under the terms of 

contract from any monies due to the company in order to recover the debt. UNICEF shall promptly notify 
the company of any unsatisfactory KPI of the services provided and will stipulate the value of the related 
Liquidated Damages. 

 
e. The parties agree that the Liquidated Damages under this article represent a good faith pre-estimate of the 

damage that UNICEF will suffer from the company's failure to provide quality services as specified, this 
does not however represent a penalty to compel compliance with the terms of contract. 

 
f. Such Liquidate Damages shall be payable by virtue of the sole fact of the company’s failure as specified, 

without the need for any legal or arbitral proceedings, or proof of damage, which shall in all cases be 
considered as ascertained, and without regard to any failure of performance or delay by ICO. 
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QUALITY ASSURANCE AND PERFORMANCE MEASURES 

 
1. The company shall note that ICO will monitor the company's performance and take appropriate actions to 

ensure deficiencies re properly handled with assistance from contract management. 

 
2. The company shall note that services provided by the company will be monitored and inspected by designated 

ICO personnel. The company will be evaluated using a checklist based on the requirements laid down in the 
this ToR. The details Quality Assurance Surveillance Plan (QASP) will be completed once all terms and 
conditions of the contract have been agreed upon and the contract has been duly signed. 

 

CONTRACTOR'S PERSONNEL 

 
1. Individual Files. The company shall maintain personnel files, which include the police background check 

on all of its personnel assigned to perform under the contract. These files shall be maintained by the 
company and are subject to inspection by ICO officials at any time. 

 
2. Minimum Qualifications. The company shall ensure that all its personnel employed under the contract 

meet or exceed the following minimum criteria: 

 
a. Be physically able to perform all general patrol duties, functions and activities. 
b. Be well proportioned, as to height and weight. 
c. Be in good general health, without physical disabilities / health conditions which would interfere with the 

performance of duties. 
d. Have binocular vision correctable to 20/20; unless they wear glasses, which is acceptable. 
e. Have adequate colour awareness and be capable of hearing normal conversation at three (3) meters 

when one ear is, covered, without the benefit of a bearing aid. 
f. The company will demonstrate a plan to conduct pre-hire physical examination and upon award will be 

expected to conduct medical examinations at its own expenses and copies of which should be 
submitted to ICO, to ensure compliance with the above-mentioned requirements. 

g. All employees shall be literate in English to the extent of reading and understanding printed regulations, 
detailed written orders, training instructions and materials. Also, they must be capable of 
communicating in and understanding oral English. 

h. No personnel performing any work under the contract shall have been terminated from any previous 
employment other than under honourable circumstances. 

i. No personnel performing any work under the contract shal1 have been convicted of a felony or 
misdemeanour. 

j. All personnel performing any work under the contract must possess a good working knowledge in all 
aspects of the security guard. position assigned to him/her. The contractor shall ensure that all its 
personnel are informed of and understand the guard assignments and any other special instructions 
from ICO Security. 

k. All disciplinary matters/actions will be handled impartially by the company. UNICEF will not be 
responsible for acts and omissions of the guard employees. 

 
3. Personal Appearance of Guards 

 

a. The company shall provide all uniform, apparel and equipment to its personnel. Uniformed personnel 
are expected to keep a clean, neat professional appearance. When the guards are on duty shift, men 
are required to be well groomed and wearing clean and pressed uniforms at all times. They are to wear 
black shoes or boots in good order and properly polished, sport shoes are not to be worn on duty. The 
company shall submit sample uniforms to UNICEF for final approval prior to the start of any contractual 
arrangement. The cleaning and ironing of all uniforms used by security guards will be the sole 
responsibility of the company. 

 

b. The company shall ensure that its personnel are physically capable of standing watch, i.e. not having 
consumed any alcoholic beverages or other types of intoxicants within the previous twelve (12) hours 
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and are sufficiently rested. Smoking on duty is prohibited at all ICO premises.  

 
c. Eyewear. Only conservative prescription eyeglasses may be worn with the uniform.  
 

 
d. The company should certify that its guards will not wear coloured undergarments or with visible lettering 

or designs that may be seen through the uniform shirt. 

 
4. Uniforms 

 
a. For the purposes of this contract, uniform is defined as jacket, trousers, skirt, shirt, summer gear 

(appropriate for Basra weather conditions) and boots/shoes, all of which are provided by the company 
on a scale of issue that will ensure all the guards can achieve and maintain the appearance standards 
set by ICO. Full requirement is given in paragraph below (g). 

 
b. Complete uniforms shall be worn by all uniformed members of the guard force at all times while 

engaged in the performance of duties. The guards will wear the same colour and style of uniform. 

 
c. The female guards may wear scarfs, trousers or knee length skirts of the same material and colour as 

the trousers of male personnel, if such clothing does not substantially interfere with their performance of 
duties. 

  

d. No decorations, military emblems or medals, awards or other ornaments that are not specified in the 
contract or approved by ICO shall be worn or displayed on the uniform. 

 

e. All the guards will wear a name/position tag on the outermost garment, to be worn positioned on top 
right pocket seam of the shirt/jacket. Name tags are to be of the same standard and size for all security 
guards. No UN/UNICEF reference/logo is to be included on the name tags or the uniforms supplied by 
the company. 

 
f. A sample of the uniform must be presented to ICO on request for approval during the evaluation 

process or prior to award of the contract 

 
g. Uniform- and equipment details are below; minor variations may be approved by the receiving officer 

in-so-far as the intent of each item is met: 

 
i. Shirts, long and short sleeves 
ii. Trousers or skirts 
iii. Jacket - Warm outer coat 
iv. Raincoat 
v. Long sleeved sweater 
vi. Gloves 
vii. Black shoes/ boots 
viii. Wellington Boots for wet weather 
ix. Flashlight 
x. Batons 
xi. Whistle 
xii. Pen 
xiii. VHF radio 
xiv. Handcuffs 
xv. Pepper Spray 
xvi. Name/position tag 

 
5. Training of Security Personnel. The company provides training programme for both new ·recruits and for 

refresher training which must ·be in accordance with Appendix 'B' below. Prior to deployment, each of its 
security guards must be certified by the company as having completed the training programme listed in 
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Appendix 'B' of this document to the prerequisite standards as outlined in the contract. 

 
6. Approval of Training Programme. The company shall advise UNICEF on the development of a training 

programme that meets the above-mentioned requirements. Approval must be granted by ICO Security prior 
to the ·commencement of any training programme. As a minimum, the training programme will be in writing 
and will include subject descriptions, schedules and class hours, instructors, including their qualifications 
and experience, training materials to be used and testing methods. 

 

7. Training Inspection. Prior to contract award, ICO may inspect and approve all training facilities, 
instructors, records, training methods and curricula. This inspection may be a part of the technical 
evaluation and may be conducted within normal business hours with a maximum of one hour's notice to the 
company. Afterwards, UNICEF Security Section representatives shall be given unfettered access to monitor 
any training sessions conducted by the company. irrespective of locations. and shall have the right to make 
final determination on the quality of such training. 

 
8. Refresher Training. All the guards shall receive no less than four (4) hours refresher training for every 

three-month period (quarter) on security matters directly related to the performance under the contract. The 
company shall determine the subjects and the methods of presentation., with emphasis on areas requiring 
improvement. In addition, ICO may identify specific areas that require additional training. ICO will be 
advised of any training that will take place in advance by the company and may observe the training 
sessions at any time without advance notice. The company is to conduct the training in an industry 
acceptable format which is to include training tools, such as tests. that show that security guards have well 
understood the subject matter. Results of all refresher training shall be reported in writing to ICO within 
seven (7) days after completion of training in addition to being kept on the administration file records for 
individual guards.  

 
9. Training Records. The company shall maintain and make available to ICO, when requested, a training file 

on each of its personnel. The training file shall include the following information: 

 
a) Employee's name; 
b) Position occupied; and 
c) Training classes attended and scores, if applicable. 

 
10. Contract Operations Manager. The company shall designate an experienced/knowledgeable operations 

manager with experience in security management at each location to serve as the primary point of contact 
between the company and ICO and available on a 24-hour basis. The operations manager shall have the 
delegated authority to act on behalf of the company at the work sites. The company shall also designate an 
alternate to fill in during any period of the operations manager's absence. As a minimum, these individuals 
shall have primary responsibility for the good and professional conduct of the company's employees and 
the locations of deployment. 

 
11. Employee conduct. In coordination with the ICO LSA, the company will ensure that its guards maintain 

standards of competency, conduct, appearance and integrity at any times. The company shall take 
appropriate actions as necessary to ensure compliance with these standards. Curriculum Vitae's (CVs) of 
the company' management staff, as well as supervisors, shall be made available to ICO. 

 
12. The company shall provide in the proposal a policy or Standard Operating Procedure (SOP) that will ensure 

competency, conduct, appearance and integrity of guards and that it shall take appropriate actions, if 
necessary, to ensure compliance with these standards. 

 
13. Equipment considerations 

 
a. In consultation with ICOLSA the company will deploy a well-trained, organized and properly equipped 

security guard Force. The security guard force at each location of the contracted sites shall have a 
functional communications system, supplied by the company, compatible with UNICEF VHF 
communications networks; this will ensure that if the need occurs that individual security guards will 
report any suspicious occurrences and/or request further assistance quickly and efficiently. 
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b. The company shall provide all equipment, i.e. whistle, notepad, pen, flashlight, baton, handcuffs, and/or 

supplies necessary to meet the requirements of this contract, including handheld VHF radio 
communications equipment compatible with UNICEF radio systems. 

 

c. The company is responsible to reimburse ICO for loss/damage of any UNICEF equipment issued to 
contracted security personnel. 

 

d. ICO may upon availability provide office space and changing rooms for the guards. 

 
14. Supervision. Supervisors from the company will be physically present at every shift and shall be co-

located together with ICO. These supervisors will meet daily with ICO LSA or designates to ensure 
efficiency of the contractor's operations. The ICO LSA, in consultation with the contractor's supervisor will 
have the overall authority in all cases involving the performance of guards. The company shall comply with 
the requests and directions of the ICO LSA at all times with regards to the guards. 

 
15. Removal from Duty. The ICO LSA has the authority to direct the company to immediately remove any 

employee from the work site, should it be determined that an individual is not performing guard duties to tile 
required standard. The contractor will provide a replacement immediately. Personnel that are removed from 
the site are not to be placed on duty within any other locations. 

 
16. Transport. All the guards are to be transported by the company to/from their place of duty everyday 

including during weekends. It is the responsibility of the contractor to provide additional transport as may be 
required. 

 
17. Insurance: 

a. The company will ensure that all the personnel are duly given medical insurance and third parry 
insurance (liability). 

b. The company shall ensure that all the Security Guards have a Social Security Fund in line with Iraqi 
laws 

 

DISCLOSURE OF INFORMATION 

 
1. Neither the company nor any of its guards are allowed to disclose or disseminate any information concerning 

the operations of ICO or any incident that may occur, which could result in, or increase the likelihood or the 
possibility of, a breach of ICO's security or activities or interrupt the continuity of its operations. 

 
2. All inquiries, comments, or complaints, arising from any matter observed, or learned of in connection with, the 

performance of the contract will be directed to ICO LSA. Any deviations from or violations of any of 'the 
provisions of the contract may, in addition to any criminal and/or civil remedies provided by Jaw, subject the 
contractor to immediate termination of contract, and/or for the security guards involved, a withdrawal of ICO's 
acceptance and approval of their employment. 

 

ICO RESPONSIBILITIES 

 
1. ICO may provide office space at each location where there will be security services provided by the company. 

This shall be used in every respect as an office to support the company's operational requirements and under 
no circumstances is to be used as living accommodation for security guards in any form. 

 

Appendices: 

 
A. Duties and Responsibilities 
B. Guidelines on Training Programme 
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Appendix A 

 

DUTIES AND RESPONSIBILITIES OF GUARDS 

 

 
1. The day-to-day functions of the guards will be coordinated and controlled by the ICO LSA through the Country 

SA. The guard will often be the first call point for ICO. In this regard, such guards will be expected to be 
courteous, polite and helpful; always bearing in mind the overall goal of fulfilling the ICO contract. 

 
2. The guards deployed at ICO premises will be ei1pected to comply with the directions that are listed by the 

ICOLSA. The guards will also be expected to exercise their functions with courtesy and in conformity with 
established rules and regulations, applicable local law, and adhere to applicable ICO Security Section SOPs.  

 
3. The guards assigned to each post shall. perform access control functions listed below: 

 
a. Search each person, vehicles, handbags, briefcases or packages and to seize any property that they have 

reason to believe is an unauthorized such as weapons, explosives, or any other dangerous substances or 
narcotics. In the course of performing their duties, the guards may also prevent the removal of UN property 
from ICO premises by any UN personnel without proper authorization. Vehicles entering/leaving ICO 
premises will also be searched. 

 
b. Ensure that all personnel entering ICO premises are displaying appropriate/approved UN/UNICEF ID 

cards/access passes or any other form of approved identification. If they are not, the guards should contact 
the supervisor for advice. 

 
c. In case ICO staff member forgets to bring his/her ID card, the security guard or receptionist will request 

him/her to present a valid driver's license or any other valid pictured ID, e.g. UN Laissez Passer (UNLP). 

 
d. Visually assesses all items carried into the ICO premises in order to deter entrance of dangerous, illegal or 

suspicious materials or items. Further, the guard may physically search suspicious looking items being 
brought into ICO premises. 

 
e. Monitor the activities of personnel directly outside the post. If suspicious activities are observed, the  guard 

will report to the  supervisor.  
f. Monitor the exterior area for unattended items. Suspicious items should not be moved. The guard should 

visually check the items to determine if they have identifying labels. If there is no label and the owner 
cannot be found, the guard should make an inquiry to determine ownership of the item. If the inquiries are 
not successful, the guard is to report the situation to the supervisor or IOC staff, if the supervisor is not 
available.  The supervisor should contract ICO staff. 

g. The guard will not under any circumstances allow any ICO staff members or other personnel to park 
vehicles in unauthorized areas or specifically allotted spaces without the permission of the shift supervisor. 

 
h. The guard will monitor visitors to ICO premises who come -in off the street requesting lo visit/meet ICO staff 

members.  
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Appendix B 

 

Guidelines on Training Program 

 
1. General Orientation 

a. Introduction to training program, training objectives, the role of the guard force at the facilities. 
b. Contractor's policies and procedures. 
c. UNICEF policies and procedures. 
d. UNICEF mandate. 

 
2. Principles of Installation Security 

a. Principles of security. 
b. General description of guard actions for protection of facilities and residences. 
c. Denial of access to unauthorized persons, maintenance of guard force records and logs, and preparation of 

reports. 

 
3. Authority and Jurisdiction 

a. Authority of the individual guard. 
b. Procedure for handling incidents/offences. 
c. Use of force. 

 
4. Use of Force 

a. Authority and power of the guards with regard to use force; powers of arrest relationship of guard force to 
host government security forces. 

b. Procedures for defending premises/personnel against physical attack; procedures for restraining others; 
guidance on use of force. 

c. Levels of force. 
d. UN/UNICEF Use of Force Policy. 
e. Procedures for the use of any equipment issued to guards, e.g. baton, etc. (Even though batons, and other 

physical restraint measures will not be put in place until all deployed security guards receive training in the 
use of those items). 

 
5. Organization, Mission and Functions of the Security Force 

a. Mission. 
b. Functions. 
c. Relationship between the company and ICO. 
d. Duties of security guards. 
e. Guard conduct. 
f. Patrols. 

 

6. Specific Duties of Individual Guards 
a. Guard orders. 
b. Restricted areas. 
c. Restricted area vulnerabilities. 
d. Building and ground patrols. 
e. Compound patrols. 
f. Search and seizure (personnel, vehicles and work locations). 
g. Building entrance posts. 
h. Access control; visitor control systems, including badge issuance and control. 
i. Operation of metal detectors (static and handheld) and line-scanners (X-ray machines). 
j. Building/Compound/Location geography. 
k. Access control. 
l. Description of access control and fire alarm systems used. 
m. Description of assets, name, location and function. 
n. Description of general orders and post orders in detail. 
o. Emphasis on guard responsibilities, deportment, penalties for commission of violations of orders. 
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7. Interpersonal Communications 
a. Identify senior staff by name/position. 
b. Verbal communications. 
c. Non-verbal communications. 
d. Public relations and code of ethics. 
e. First impressions. 

 
8. Radio Equipment Operation Procedures 

a. Radio operation/care. 
b. Procedures to be used in case of incident; notification of others; use of radio equipment. 

 
9. Records, Forms and Report Writing Procedures 

a. Required forms - formats. 
b. Report writing. 
c. Report distribution. 
d. Procedures for preparing daily logs and incident reports. 

 

10. Emergency Response Training 
a. Description and nature of the threat to ICO assets with examples. 
b. In-depth review of applicable UNICEF SOPs. 
c. Telephoned threats. 
d. Bomb threats. 
e. Hostage situations. 
f. Fire/explosions. 
g. Fire extinguishers, 
h. Description of the fire threat to assets; use of fire extinguishers; familiarization with fire alarms and 

extinguisher locations. 
i. Role the guard force plays in case of fire, explosions, bomb search, and building evacuation. 
j. Evacuation of buildings/locations.  

 
11. Care of Sick and Injured Persons 

a. First Aid, Cardio Pulmonary Resuscitation (CPR). 

 
12. Traffic Control 

a. Traffic enforcement procedures. 
b. Traffic flow control. 
c. Parking Control 

13. Crime Scene Preservation 
a. Preservation of evidence. 
b. Crime scene security requirements. 

 

 

Salary and Fee 

1. It is mandatory that the company agrees to pay to guard at least minimum amount in line with Iraqi law, with 
payment of such salaries by the first day of each month. The currency will be in US dollars. 

 
2. The company should pay this salary to each guard, and that each guard must sign in a register that he/she has 

received his/her full salary each month. The register should be made available to UNICEF upon request. 
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CONDITIONS OF WORK 

 

Please fill attached Annex – I 

 

 

QUALIFICATIONS, SPECIALIZED EXPERIENCE AND ADDITIONAL COMPETENCIES 

 
The requirement for qualifications and experience are clearly mentioned above. 

CRITERIA FOR EVALUATION – INSTITUTIONS 
 
 

Evaluation Process and Methods (Requirements from Proposers – Technical Proposal and Financial 
Proposal) 
 
The proposers are requested to submit technical proposal and financial proposal. A three-stage 
procedure will be utilized for the evaluation of proposals. Firstly, the bidder must meet all the 
mandatory requirements set out in the table below before points will be awarded on the technical 
proposal. 
 
There will be three stage selection process as follows: prior to the financial evaluation of the 
proposals.  
 
Ist Stage: Review of the proposals to see if all basic criteria are met by the organization or agency 
applying which include such as government registration.   
 
2nd Stage: The Technical Evaluation of the Proposal which will be evaluated for 60 points and 
includes completeness of response, proposed methodology and profile of the organization and 
personnel. Only those agencies /organizations which meet the 60% (36 points) of the criteria will be 
shortlisted for financial evaluation.   
 
3rd Stage: Financial evaluation and Final evaluation: Please refer to the section D below.  
 
A.  Structure of the Technical proposal and Financial proposal 
 
(a) The Technical Proposal should include but not be limited to the following: 
 
(1) Methodology 
• Detailed Methodology / approach to requirement detailing how to meet or exceed UNICEF 
requirements for this assignment 
 
(2) Company Profile 
• Ensure to include information related to the experience of the Company and Organigram / 
Office Structure 
   
(3) References 
Details of similar assignments undertaken in last three years including the following information: 
o Title of Project 
o Year and duration of project 
o Scope of Project 
o Outcome of Project 
o Reference / Contact persons 
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(4) Work Plan 
• Proposed work plan for the proposed study showing detailed sequence and timeline for each 
activity and man days of each proposed team member 
 
(5) Team Composition 
• Title and role of each team member 
 
(6) CV’s 
• CV of the team leader who will be in managing this work (including qualifications and 
experience) 
• Ensure to include information related to the qualifications and experience of each proposed 
post as required and outlined in this document. 
 
(7) Copy of the registration of the Company 
 
(8) Recent Financial Audit Report  
• Report should have been carried out in the past 2 years and be certified by a reputable audit 
organization. 
 
(9) The list of equipment related to the security service. 
 
(10) Note on training including list of mandatory training for the guard and training facilities, if any. 

Prebid meeting and Site Visits: A mandatory pre-bidding security service conference will be held at 
ICO (either Basra or Baghdad or Erbil) and may be followed by site visits to UNICEF Basra office and 
two warehouses in Baghdad and Erbil managed by ICO. The purpose of the site visits will be to give 
the company an idea of the size and scope of the operational requirement.  
 
(b) The Financial Proposal should include but not be limited to the following: 
 
Proposers are expected to submit a financial proposal by filling the form below. If there are any other 
costs (if any), please indicate the nature and breakdown.  
 
 
 

Pricing List: 

 

Please fill attached Annex J. 
 
 
When you submit the proposal of (a) and (b) via email, please send the package of (a) and (b) 
separately. Among the information in (a), please do not indicate any price rate which is reflected in 
your commercial offer.  

 
 

A. 1st stage: Preliminary Evaluation / Mandatory Requirements 
 

MANDATORY REQUIREMENTS SUPPORTING DOCUMENTS  SCORE 

Registration of the company: It is mandatory 
that  the company has a valid License to 
provide security services in the Republic of 
Iraq. 

A copy of the certificate of incorporation (i.e. 
company legal registration) or equivalent 
document verifying legal status/capacity.   

Yes/No 

Experience in Provision of security services List of the assignments undertaken. Yes/No 
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Submission of the both the technical and 
financial proposal. In case one of these are 
not submitted then the bid will not be 
considered. Also, the finance and technical 
proposal should be submitted 
simultaneously, but in separate packages. 

Financial and Technical proposal.  Yes/No 

If the Financial documents are submitted. Audited financial statements or equivalent 
for the last two 2 years. 

Yes/No 

 

 

 

 

 

 

 
TECHNICAL 
CRITERIA 

POINTS TO CONSIDER MAX POINTS 

Methodology and 
Work Plan 
 

If the Methodology and Work Plan are well constructed and realistic. 
For instance, if the company can mobilize the guards in reasonable time 
table, If the company can provide equipment including VHF radio 
handset etc. 

10 

Company profile / 
Experience 

Age of the firm; must have at least 5 years of proven experience in 

security service provision (proven by reference letter). 10 Pts will be 

granted to the submitter who will have the minimum age of 5 years in 

management;  

15 

Key Resources  
 

 

Office Structure / Organigram 

List of key personnel: CVs of supervisor(s) and guard.  

List of equipment related to security business 

 

15 

Financial capacity Financially viable for the last 2 years: Certified Financial statement 

(Balance Sheet and Income statement) issued by a professional 

accountant (firm). Bank statement for year of 2018 and 2019 

10 

Training Site 
Verification 

If the company has adequate training facilities / materials that will be 

evaluated by ICO security personnel (evaluation may include site visits) 

List of security related trainings that are mandatory to unarmed guard 

 

10 

TOTAL SCORE TOTAL TECHNICAL SCORES 60 
Minimum 
passing score 
is 36 

 

 

D. Financial Evaluation and the Final Evaluation 

 

This will carry 40 points. The maximum number of points will be allotted to the lowest price proposal that is 

opened and compared among those invited firms/institutions which obtain the threshold points in the evaluation 

of the technical component. All other price proposals will receive points in inverse proportion to the lowest price. 

The score is calculated as = (40 * Price of lowest priced proposal) / Price of proposal X) 
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E. As a result of the financial evaluation, the points of each proposal will be taken into further consideration in the 

final evaluation. The total score for the final evaluation should be 100, a ratio of 60:40 the maximum score 

assigned to the technical proposal is 60 and 40 to the financial proposal. 

 

 

 


