




10.7
SAMPLE STATEMENT OF WORK

(SELECTED AWARDEE)
______________________________________________________________________________________________________
SERVICES:  


Uniformed and Armed Security Guard
ADDRESS:


TELEPHONE/FAX:

Administration Telephone:





Administration Fax:            

POINT OF CONTACT:




Email:

 

______________________________________________________________________________________________________
INITIAL CONTRACT:  
Starting April 4, 2011 and ending  June 30, 2012 at the negotiated rate in an amount not to exceed XXXXXXXXXXXXXXXXXXX ($XXXXXXXXX) for uniformed and armed guard services.
CONTRACT
Starting July 1, 2012 and ending June 30, 2014 with the negotiated 
CONTINUATION 
rate in an amount not to exceed XXXXXXXXXXXXXXX ($XXXXXXXXX)  

OPTION:
for uniformed and armed guard services.
The Contract Continuation Option is subject to a two (2) year extension starting July 1, 2012 through June 30, 2014, subject service delivery, as outlined in this Statement of Work.  
All funding options will be based upon federal funding availability. 
______________________________________________________________________________________________________

This Statement of Work outlines the Scope, Contractor requirements,  expectations to be achieved by the above named Contractor on behalf of the Prince George’s County Economic Development Corporation – Workforce Services Division (PGCEDC-WSD), during the period beginning April 4, 2011 and ending June 30, 2014 that is contingent upon the Contractor’s service delivery contract completion OR contract continuation, as outlined above.  

SCOPE
The Contractor enters into this Agreement with the PGCEDC for the purpose of providing uniformed armed security guard services for Prince George’s County One-Stop Career Center.  
The Contractor will implement said services, as indicated below: 
Security Operations:
One-Stop Career Center located at 1100 Mercantile Lane, Suite 100, Largo, Maryland from the regular hours of 8:00 AM to 4:30 PM, Monday through Friday with a thirty (30) minute lunch break.  One (1) uniformed and armed guard will be required at this location during regular scheduled operational hours.   

The overarching objective of is to provide uniformed armed security services that includes physical security and well being of its customers, employees, visitors, and others.  In addition, the work shall also include protection against destruction of the One-Stop’s property by providing necessary visual presence, surveillance, and control of access on the property by excluding individuals who could jeopardize the security of the customers, employees, visitors, and others; and documenting and reporting all activities, such as individuals who threaten the security and peacefulness of the premises.   Security guard will be fluent in English and all written reports will be submitted in English.  PGCEDC-WSD encourages additional languages, other than English.
REQUIREMENTS
THE CONTRACTOR SHALL:
I.
Technical Requirements:
A.
Guard shall protect all persons at the One-Stop Career Center from bodily harm or injury.  This includes acting as an escort to any PGCEDC-WSD employee requesting such service with the assigned location, and includes the escort of persons to their vehicles parked in the parking lot.
B.
Guard shall perform other such functions as may be appropriate and necessary in the event of situations or occurrences affecting the security of the facility.  i.e. fires, accidents, internal disorders, emergencies, or other criminal acts. 

C.
Guard is to observe all persons entering or leaving the One-Stop, as well as, provide crowd control at entrances and exits. 

D.
Guard shall, if he/she suspects suspicious packages, examine the contents before permitting access to anyone, including employees, and may ask anyone to leave the building, as necessary.
E.
Guard is to maintain order while the One-Stop is in operations, and while customers, employees, visitors, and others are using the facility.  
F.
Guard shall apprehend persons gaining unauthorized access to the One-Stop and remove any unruly persons.  Guard will immediately call the appropriate Law Enforcement officials in the event of a crisis situation.  Guard shall have training in self-defense techniques and techniques for detaining and holding persons for arrest by the County’s police. 

G.
Guard is required to periodically monitor security cameras in designated control rooms, and take any necessary actions to control any security breach, as the situation warrants. 

H.
Guard will be required to carry registered firearms.  The guard carrying firearms will be properly authorized and certified to carry a firearm, prior to assignment to the One-Stop.  Proof of certification must be submitted, prior to assignment, to the Contracting Officer. 

I.
Guard must be well groomed at all times while on duty.  This includes clean, well-fitted pressed uniforms and polished shoes.  Personal hygiene and neatness are of prime importance.  Guard will not be allowed to eat or read while on duty. 

J.
Guard will have experience with type of duty.  Guard must possess ability to face situations firmly, tactfully, and with respect for the rights of others.  Guard must be able to demonstrate emotional stability during periods of tension and stress while carrying out assigned duties and ability to maintain control in crisis situations. 

K.
Guard must possess thorough knowledge of security rules, regulations, procedures, and through knowledge of the laws of arrest.  

L.
Guard must be able to compose daily log book entries, incident reports, and communicate in English.  PGCEDC-WSD encourages additional languages, other than English.  However, English is the majority language at the One-Stop for communication, oral or written. 

M.
Security Guard Service will have adequate employees available to handle any necessary substitutions in operational hours, as well as, regular hours of operations.  Security Guard Service must be able to provide a guard without a lapse in service when shifts are changed. 

N.
Security Guard Service will compensate its employees, at least the Minimum Wage rate.  Overtime will not be paid for this service, and is a disallowable cost.  The same rate per hour per guard will apply and schedules should be adjusted to allow for this requirement. 

O.
Security Guard Service will furnish security guard with standard uniform.  Security Guard Service shall display an approved sign or emblem indicating that the premises are being protected by them.  Company badges shall be prominently displayed on the security guard’s uniform and/or cap.  The armed guard will be equipped with, as appropriate, registered firearms, flashlight, police whistle, notebook, handcuffs, and pen.  Security guard must be in full uniform while on duty.  Guard is to be trained in the use of firearms and handcuffs. 


P.
Security Guard Service will ensure the guard assigned under the Contract adhere to and comply with all applicable Federal, State of Maryland, and Prince George’s County laws governing armed security guard.


Q.
Security Guard Service will ensure the location and/or post is fully staffed.


R.
A prohibition against the use of alcohol or narcotics while on duty must be included in the orders to the guard, in order to abide by the Drug Free Workplace Requirements.  Also the prohibition of criminal and unethical behaviors, as well as, neglect of official duties, and inappropriate behavior.

II.
Operational Requirements:
Security Operations:
PGCEDC-WSD will require uniformed and armed security guard for the One-Stop Career Center located at 1100 Mercantile Lane, Suite 100, Largo, Maryland from the regular hours of 8:00 AM to 4:30 PM, Monday through Friday with a thirty (30) minute lunch break.  One (1) uniformed and armed guard will be required at this location during regular scheduled operational hours.  The guard shall walk a designated route every hour during regular hours except during high volume times where the guard shall man the front desk entrance.  Security service will also be provided as directed by the Assistant Director of the One-Stop for the loading dock entrances and Suite 120, as applicable.  Security service will meet this schedule except for holidays. 

III.
Reporting Requirements:
A.
Security guard must report regularly to the Assistant Director of the One-Stop.  A continuous written log of all guard activity, including details of any matters or occurrences pertinent to the security of the One-Stop shall be maintained.  The security guard service must submit monthly, a written summary of all matters of security interest that contains recommendations, if any, to improve the security that will enable PGCEDC-WSD to be more effective in administering proactive implementations to decrease security deficiencies.  In addition, any emergency or abnormal conditions must be verbally reported immediately to the Assistant Director of the One-Stop.  A complete written report must be filed, as soon as possible.  
B.
Security guard service shall furnish weekly copies of sign-in sheets, showing the guard’s name, assignment and number of hours worked during the period to the Issuing Office.

IV.
Staffing Requirements:
A.
Security Guard Service will provide qualifications and experience of key personnel (armed security guard); include any relevant licenses and certifications. 

B.
Security Guard Service will hire and develop quality staff and implement systems for staff stability and continuity of services. 

C.
Security Guard Service will provide qualified personnel who have sufficient experience, education, training, and skills to satisfactorily perform the requirements of the SOW.  

D.
Work will be performed and not to exceed a forty (40) hour work week, during the PGCEDC-WSD’s normal business work week and hours.  



PGCEDC-WSD observes the following federal holiday schedule:




1.
New Year’s Day




2.
Martin Luther King‘s, Jr. Birthday




3.
Inaugural Day (Every four years; next will be 2012)




4.
President’s Day




5.
Memorial Day




6.
Independence Day




7.
Labor Day




8.
Columbus Day




9.
Veteran’s Day




10.
Thanksgiving Day

11.
Employee Appreciation Day (The day after Thanksgiving Day)




12.
Christmas Day

Holidays and other non-work days are not billable unless PGCEDC-WSD requested work to be performed on these days, and with prior approval from PGCEDC-WSD Issuing Office.  Work performed on holidays and other non-work days will be billable at the regular approved cost rate.

E.
No overtime is authorized.
F. Security Guard Service will be responsible for providing on-going staff development training.

G.
Security Guard Service must address situation and inform PGCEDC-WSD Issuing Office immediately of any guard employee removal before removing the employee.

H.
Security Guard Service will be responsible for providing complete and successful security background and fingerprint check.

PGCEDC-WSD SHALL:

I.
Technical Requirements:


A.
PGCEDC-WSD shall review and process invoices with a Net 30 (N30) payment schedule;
B.
PGCEDC-WSD shall provide to the Contractor any necessary assistance, or related instruction to ensure the success and integrity of the contract.
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