Terms of Reference

Evaluated estimated static guard requirement 

	[bookmark: _GoBack]Item description 
	Location 
	Cover 24/7 (On rotation basis)

	Static Guard
	Sinuni 
	6

	
	Bardiya 
	6

	
	Dohuk 
	7

	
	Telkaif
	6

	
	Chamchamal 
	10

	
	Erbil workshops
	5

	
	Baghdad
	3

	
	Total
	43

	Static Guard Commander
	Sinuni 
	1

	
	Bardiya 
	1

	
	Dohuk 
	1

	
	Telkaif
	1

	
	Chamchamal 
	1

	
	Erbil workshops
	1

	
	Total
	6

	
	
	Total 49(Estimated number)



All guards must agree and sign the MAG code of conduct policy

Due Diligence and Audit

MAG will perform the following as part of Due Diligence monitoring 
1. Site visits to all selected service provider’s office 
1. Site visits to service providers training location and team 
1. Documentation check of all required paperwork associated with tender 


Conflict of Interest 

The selected service provider will be required to sign a MAG Conflict of Interest disclaimer stating that they have no relationship through family or financially with any MAG employee engaged within the tender process in its entirety. Family relationship is deemed as primary, secondary and tertiary members. 


Tender Details 

You must obtain at your own cost any information you require to submit a competitive bid including at your own cost travel to conduct site visits 

Delivery-Service Providers responsibilities 

1. 24/7 security of 5 field offices,1 Erbil logistics center (ELC) and 1 Baghdad villa MAG location
1. Guard coverage as per contract numbers. 
1. Holiday cover. 
1. Sick cover. 
1. Monthly submitted timesheets indicated all guard and attendance record at each site. 
1. Guard welfare including water, rest facilities and food where required. 
1. Guard transport- to and from work locations. 
1. Roving guard manager – non-funded. The service provider can supply options for this facility. 
1. Guard training to be conducted quarterly and submitted to MAG CD for review and comment 
1. Bi-annual meeting with client Country Director (CD) or Regional Safety Manager(RSM) if in country.  
1. 24-hour email and phone communication with SP head office (country office) 
1. Guards trained in the following (standard guard training package- not MAG specific) 
11. Conflict management and de-escalation 
11. Situational awareness 
11. Basic medical first aid 
11. Customer service and delivery 
11. Vehicle and personnel search training 
11. Human rights training 
1. Guard’s SOP 
12. Posted at each guard post in English, Kurdish and Arabic including annual review
1. Guard Emergency Response procedures 
1. Security Management Plan 
1. Emergency Contact Phone at each site and numbers 
1. Suitable Uniform for both cold and hot weather climates (agreed profile within the contract) 
1. Name ID tags for all guards
1. Non-military apparel polo shirts and trousers with boots or field shoes 
1. Search equipment 
19. Vehicle inspection mirrors x 3 per site 
1. Torches 
20. Rechargeable unit of suitable lumens  


Client responsibilities 

1. A guard post at each location suitable for the task and numbers (presently being updated) 
1. Safe and reliable electricity supply where required 
1. Basic medical support during operational hours 
1. Site POC (for emergencies only) 
1. Toilet facilities 
1. Access to running water 
1. Client representative’s Email and phone contact 
1. Stand-up compliance at a 60-day point and thereafter 6 monthly 

Legal 

The client representative may remove any guard force member that they deem or reported to have breach implemented contract SOP, policies or procedures, MAG code of conduct. Guard member must be replaced so that there is no reduction in security coverage. The service provider will be fully liable if security coverage is lost or reduced due to internal HR issues. Any day that 24/7 coverage is not supported the service provider will be liable for that day's cost per employee not on station at month-end invoice submission. The selected service will not use any subcontractors during the term of the contract. 

Guards proposed SOPs – Guard commander

Overall Purpose of the Job

Guard Commanders are the line managers of the guards and are directly in control of the guards on their shift. Guard Commanders are ultimately responsible for the safety and security of Mines Advisory Group (MAG) personnel and property as designated site.



Reporting structure

Guard Commanders report to designated service provider who shall will be responsible to report to MAG point of contact designated within service contract.

Detailed Responsibilities

· Organizing and supervising the guard roster
· Carrying out static and roaming guard duty when necessary
· Ensuring that all guards are in possessions of all the required equipment that is needed to carry out their function as contracted
· Ensuring that all guards are dressed in appropriate uniform and conduct their duties in a professional manner at all times
· Ensuring the protection and security of MAG personnel and assets and any other person in their charge
· Ensuring the security and protection from damage of all MAG premises, vehicles and equipment.
· Ensuring that guards are vigilant and alert at all times during the shift and are at their place of duty throughout their shift.
· Ensuring a secure cordon around MAG personnel, premises, vehicles and equipment.
· Ensuring that unauthorized personnel, vehicles, packages or any other goods are checked to ensure that they do not pose a threat to MAG personnel or property.
· Ensuring that roving guards of MAG premises and vehicle parking areas are continually carried out and recorded within the duty roster
· Ensuring that guards are given adequate rest and meal breaks whilst on their shift
o	Guard duty and rest periods are NON-SLEEPING
· Reporting any suspicious activity to the site designated point of contact by verbal or mobile means
· Monitoring the general security situation and briefing the designated point of contact by verbal or mobile means if required
· Tasking guards to ensure each guard location is kept clean, serviceable and good repair and reporting any dysfunction to sector or site manager
· Other duties as directed, in accordance with contract requirements

General Responsibilities

· Work within the framework of MAG’s core values
· Act as an ambassador for MAG
· Participate in meetings where relevant.
· Work in compliance with MAG’s Policies, including but not limited to, Equal Opportunities, Code of Conduct, Dignity at Work and Safeguarding within contract parameters
· Undertake any other duties as may be required within contract 
Person selection criteria
The post holder should be able to demonstrate the following attributes;

· An understanding of NGOs and a commitment to humanitarian work
· Guard Commanders should be prepared to be on call, or work longer hours if needed
· To be able to communicate verbally in the English language and the ability to annotate certain documents in English text
· Previous experience in the role of a static guard commander
· Current certified First Aid training
· Current documented experience in weapon handling including issue and return procedures
· Understanding physical and asset protection best practices
· Ability to manage small site guard force and daily requirements
· Understanding of Rules of Force (RUF) and Escalation of Force (EOF)

SOPs for Guard

Overall Purpose of the Job
Guards are responsible for the safety and security of Mines Advisory Group (MAG) personnel and property while at the work site during their shift.

Reporting structure

The guard reports to the Guard Commander at designated site Detailed Responsibilities
· The protection and security of MAG personnel and any other person in their charge.
· The security and protection from damage of all MAG property, vehicles and equipment.
· Ensuring a secure cordon around MAG personnel, premises, vehicles and equipment.
· Ensuring that unauthorized personnel, vehicles, are checked prior to entering the worksite to ensure that they do not pose any threat to MAG personnel or property
· Coordinating with the Guard Commander to inform of any visitors, and checking that the visitor is approved before allowing them into the base
· Reporting any suspicious activity to the Guard Commander
· Being alert and awake at all times during their shift
· Being at their place of duty throughout their shift
· Being immediately available in case of a incident when having meal breaks.
· When required, travelling to and remaining in other locations.
· Roving foot patrols as detailed by the Guard Commander
· Following the directions of the Guard Commander
· Other duties as directed, in accordance with contract requirements.


General Responsibilities

· Work within the framework of MAG’s core values.
· Act as an ambassador for MAG while at work.
· Work in compliance with MAG’s Policies, including but not limited to, Equal Opportunities, Code of Conduct, Dignity at Work and Safeguarding within contract parameters
· Undertake any other duties as may be required.






Person selection criteria

· An understanding of NGOs and a commitment to humanitarian work
· Guards should be prepared to be on call, or work longer hours if needed
· Will be required to work shifts
· Previous experience in the role of a static guard
· Current certified First Aid training
· Understanding physical and asset protection best practices
· Ability to work within a small team
· Understanding of Rules of Force (RUF) and Escalation of Force (EOF)


