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Marshall County Government

Narrative & Instructions to Bidders

Item: Courthouse Security Services

Department: Marshall County Government

Tuesday, January 23, 2024                       2:00 PM Local Prevailing Time
NARRATIVE AND INSTRUCTIONS

All offerings made under this invitation shall meet or exceed the detailed requirements as set forth in the attached minimum specifications, drawings and plans, if any.  All values specified in the invitation shall be considered as minimums, unless otherwise specified. 

INSTRUCTIONS to BIDDERS:

Bid Submittal:

The bidder must submit his proposal on the “Bid Forms” provided with the “Invitation to Bid”.  The bid price must be written in blue or black ink, in numerals, and in words.  The words, unless obviously incorrect, will govern.  No qualifying letters or statements attached to the bid form will be considered. The bids will be received by Marshall County Government until the day, date and time as set forth in the “Bid Invitation”.  Local time shall prevail in all openings.  The bid due date and time will be strictly observed.  It is the responsibility of the bidder to ensure that his bid is delivered via mail, carrier, by hand or other method prior to the scheduled bid opening day, date and time. 

Before submitting a bid or proposal each bidder shall carefully examine the specifications (if any) and inform himself fully concerning the existing conditions, and shall make his bid or proposal to provide the items covered at the lowest cost while offering the best service and quality.  
BID WITHDRAWAL:

Any bid may be withdrawn prior to the day, date and time as set forth in the “Bid Invitation”.  Any bid may be withdrawn as a result of any authorized postponement by the Owner.

BID OPENING:

A bid opening will occur at the time and on the date as scheduled in the “Invitation to Bid”.  At the “Bid Opening”; an “Apparent Low Bidder” will be announced. A “Successful Bidder” will be announced after a review period in which all elements of the bid are taken into consideration to include, but not be limited to, alternate or option bids which the Owner may want to include in the Work and which were bid on as alternate or option items in the original bid request, delivery schedules, service factors, and other pertinent data.  The “Apparent Low Bidder” may or may not be the “Successful Bidder”.

Alternate bids and specifications are not acceptable unless specifically asked for and/or authorized in the Invitation to Bid.

Bids submitted will be immediately rejected when:

· The bidder fails to use the provided bid form,

· Bid form is not signed by an authorized representative of the bidding company,
· Conditions are placed upon the bid by the bidder,
· Unauthorized additions to the bid by the bidder,

· Lack of appropriate documents as required or requested in the Invitation to Bid,

A “Bid Tabulation” will be made available to the attendees at the “Bid Opening” showing all bids submitted.  Individual bids will not be available for inspection until after the review period has occurred as outlined in “Bid Inspection” below.

BID INSPECTION:

A record shall be kept, listing each bidder by name and address and indicating their bid amounts.  These records are to be open to public inspection after review and after the award to the successful bidder.

Evaluation Period:

a. The review period is for ten (10) business days following the bid opening, during which time the bids are closed to public inspection.
b. During the period when evaluation is being made, all bid analysis is confidential, thereby maintaining the integrity of the bidding system.
c. No County personnel in any office should discuss information pertinent to any bid during this period, other than at scheduled meetings of County personnel specifically intended for review with regard to the bid and/or project.
d. Violation of the confidentiality of bids pending award seriously compromises the County’s position in establishing contractual agreements.

During the bid review period, certain issues may be discussed with the potential “successful” Bidder.  Any failure to come to an agreement on the discussed issues may result in the rejection of that bidder’s bid and force the Owner to move to the next bidder in line, when deemed by the Owner as being in the best interest of the Owner. 

AWARD of BUSINESS:

A bid shall be considered an offer subject to acceptance by Marshall County.   If a bidder fails to state the time within which a bid may be accepted, Marshall County shall have a minimum of sixty (60) days to accept.

Any award of business shall be to the lowest and best bidder, taking into consideration the qualities of the articles or services to be supplied, their conformity with specifications, their suitability to the requirements of the Owner and the delivery terms.  Any or all bids may be rejected for good cause.  
QUALITY:

All items offered under this invitation shall be of the highest quality, shall be in strict accordance with the manufacturer’s published specifications and shall be to the Owner’s satisfaction.  The bidder shall ensure that all items offered shall be of superior quality.

MINIMUM SPECIFICATIONS

Bidder shall be regularly and continuously engaged in the business of providing armed security guard services for the past five (5) years, as verified through references submitted within the bid response. The County reserves the right to contact the Tennessee Department of Commerce and Insurance to confirm possession of a current license and to check for any complaints on file. Proof of certifications must be included in the Bid response.

1) Bidder shall possess all permits, licenses, and professional credentials necessary to perform services as specified under this RFP, which includes the following:

a) Location is the Marshall County Courthouse in Lewisburg, TN

b) Three security officers will be stationed at the entrance of the Marshall County Courthouse.  There should be one (1) Site Supervisor and two (2) Security Officers. 

c) The Courthouse is open to the public from 8:00 a.m. to 4:00 p.m., Monday – Friday, except Holidays or closings due to inclement weather or emergencies.

d) The security officers would be needed for approximately 40 hours of coverage per week.

e) The number of hours may fluctuate from time to time.  (extended hearings, trials, etc…)  

f) There should be a minimum of two (2) security officers at all times when the Courthouse is open.

g) Guards will rotate shifts weekly:
7:00 a.m. to 3:00 p.m. CST  
early shift 






8:00 a.m. to 4:00 p.m. CST
normal shift

2) Armed Security Guards/Officers must be in uniform, have the proper company identification, report to the designated location on time and in uniform, and be alert.

3) Each bidder must comply with the following:

a) Armed security guards must be bonded, and a copy of the bond must be included.

b) Proof of liability insurance to cover the actions of the armed security guards with a certificate.

c) Proof of workman’s compensation insurance

d) Submit five references and their phone number for whom you have performed similar services. 

e) Provide proof of being licensed by the State of Tennessee and registered with the Marshall County Sheriff’s Department as specific in TCA 62-35-101, and must meet the requirements of 62-35-118.

f) Ensure that armed guards can produce their license with the State of Tennessee when requested.

g) Must follow guidelines set by Marshall County Government for reporting for duty on County property.

4) Contractor must be able to fully staff and deploy qualified personnel to County sites in an organized and efficient manner on the contract start date. To provide the most efficient services to the County, to the greatest extent feasible, armed security guards shall be assigned to the Marshall County Government location for a period of at least 30 days before rotating. Contractor shall respond to emergency service requests as soon as possible or no later than the following day.

5) Contractor shall be capable of responding to all service requests within the specified timelines. In case of an emergency or unusual event, all Contractor employees shall be subject to the direction of the Fire Chief, Police Chief, Emergency Personnel, Circuit Court Clerk, County Mayor and/or first available county official. 


Personnel Qualifications
Due to the high visibility of the armed security guard position, the County requires a high degree of stability in the security forces posted. Qualifications include the following:

a) Any armed security guard(s) assigned to Marshall County shall have at least two (2) years of experience working as an armed security guard.

b) Every armed security guard assigned to Marshall County must possess and maintain through the life of this contract a current permit, license, and professional credentials from the State of Tennessee as specified in TCA-62-35-101, etc. Seq. If known at the time of bid submittal, Bidder may include copies of current licensure for proposed staff with the proposal. However, prior to the contract award, licensure for all proposed staff shall be submitted.

c) All armed security guards assigned to County facilities must pass and maintain a criminal background check to the satisfaction of the Marshall County Government. 

i. It is the Contractor’s responsibility to conduct a thorough criminal background check on all armed security guards assigned to any County facility to ensure that no guard has a criminal record. 

ii. A copy of the written verification that the armed security guard has passed the Contractor’s background check must be provided to the Marshall County Government prior to assignment to the facility.

iii. If known, Bidder may provide the names of the proposed staff with their qualifications. This may be in resume format (business addresses are sufficient, home contact information for staff should not be provided). If awarded the contract, such documentation and verification is an ongoing requirement for all replacement staff of the successful Bidder.

d) Prior to submitting replacement staff, Contractor shall provide Marshall County Government with a copy of the written verification that the replacement armed security guard has passed the Contractor’s background checks.

e) The County has the right to decline the Contractor's placement of armed security guards whom the County may deem to be unsuitable for the assignment. The Contractor agrees that staff placements will be mutually acceptable to the County and the Contractor.

Staffing/Personnel Responsibilities
In the event an armed security guard is unable to perform their duties during a shift due to illness, injury, or other reasons, the Contractor shall provide a replacement armed security guard within one hour from the time the post is vacant. The armed security guard’s primary duty is to observe and report. In addition to duties outlined under project scope, the duties and responsibilities of armed security guards shall include, but not be limited to, the following:

a) Maintain a high level of visibility at all times as a deterrent.

b) Interact with all clients and visitors respectfully, courteously, and dignifiedly.

c) Greet the public, answer simple/basic questions, and notify the department of visitors.

d) Have visitors sign in and out on the daily Visitor’s Log and issue visitor badges if applicable.

e) Greet and question unescorted visitors who may be in unauthorized areas.

f) Perform a sweep of each floor, stairwell, and public restrooms at the beginning and end of each shift to deter loitering and ensure all visitors or clients have exited the building by or before close of business.

g) Secure all doors and access points around the perimeter of the building at the beginning and ending of each shift. This includes locking and unlocking public entrances at the beginning and end of each shift where applicable.

h) Report any elevator malfunctions or fire panel alarms to the Circuit Court Clerk.
i) Observe and enforce the County’s “No Smoking” rule
j) Inform relief armed security guards of any special situations or instructions prior to vacating the post.

k) Refrain from using personal cell phones or other devices to take photos or recordings while on duty or while at or on County property. Recordings of any kind (photo, audio, or video recordings) an/or the posting of any recorded material on social media is strictly prohibited.

l) Limit telephone calls to business or personal emergencies.

m) Armed security guards shall screen visitors, contact the person to be visited or the department receptionist, and announce that a visitor is waiting in the lobby. Generally, the armed security guard does not escort the visitor or the employee’s office but shall direct the visitor to the proper location.

n) Assist County employees with defusing arguments or disturbances with the public, whether inside or outside the County Courthouse.

· Threatening situations shall be reported immediately to local authorities by calling 911, the County Mayor, the Circuit Court Clerk, or other designated personnel.
o) Armed security guards may be asked by County staff to assist with a difficult client or to escort individuals to their vehicles.

· Armed security guards authorized to leave their post for such tasks shall comply with requests for assistance unless compliance would significantly lower the level of security required within the facility.

p) Armed security guards may be asked by County staff to deny access to specific individuals who have been deemed potentially violent (a former employee, family member, or client who may have threatened a county employee or has displayed a potential for violent or disruptive behavior).

· Armed security guards shall notify the local authorities immediately by calling 911 if the individual exhibits behavior that could be violent or disruptive.

q) Enforce the rule forbidding weapons and/or contraband from being brought into County buildings. Accordingly, weapons and/or contraband are not allowed onsite at County facilities (with the exception of weapons worn by armed security guards as required under this RFP, Sheriff’s Deputies/personnel, other law enforcement officers, Probation Officers, etc.)

r) If contraband or weapons are discovered during a search or screening for weapons, those items shall be confiscated by the Security Guard. The Security Guard shall contact the Law enforcement authorities and the Circuit Court Clerk. When the suspect is turned over to the peace officer, the peace officer shall be notified of the discovered item. 

Contractor’s armed security guards and other agents or representatives of the Contractor shall NOT:
a) Lock or unlock public entrances outside of duty hours unless authorized by a Security Guard(s) Supervisor, the Circuit Court Clerk, or a Facility Manager.

b) Sit on desks, cabinets, tables, or rest feet on desktops or open desk drawers, etc.

c) Possess or use illegal substances, alcohol, or marijuana on the job. Security guards under the influence of alcohol, marijuana, or illegal drugs while on duty will be promptly dismissed, and guards shall not be reassigned to any other County facility.

d) Engage in excessive fraternizing with County staff, visitors, or clients. Excessive fraternizing disrupts and distracts guards from their primary duties.

e) Converse privately with acquaintances or personal visitors while on duty. Armed security guards shall utilize their breaks and lunch periods for such interactions.

f) Read books, magazines, or newspapers while on duty.

g) Accept any gifts or gratuities from County staff, clients, or visitors.

h) Occupy their personal vehicles while on duty. Armed security guards shall be on post for the entire duration of their shift, which the exception of breaks and lunch. Contractor shall provide relief staff to cover the post during lunch and breaks.

· Multiple complaints against a security guard with or without confirmation of extenuating circumstances shall be grounds for discharge. Rude or offensive behavior towards clients, visitors, or County staff will not be tolerated. Willful disregard of orders from the Security Guard Agency or County management personnel will be cause for removal from duties.

i) Allow suspicious packages or objects to be left unattended at any time in the lobby of the building or near the post. In the event of a bomb threat, the security guard shall gather as much information as possible, (such as time, names, location, and statements from witnesses), and convey this information immediately to local authorities via 911, Circuit Court Clerk, Facility Manager, and the County Mayor. If evacuation is ordered, the armed security guard(s) shall assist with the evacuation of all building occupants in an orderly and safe manner.

· The armed security guard shall notify authorities of anything suspicious or out of place that has been observed. If a suspicious object is located, the security guard shall take the following additional precautions:

i. Do not touch, move, or disturb the object.

ii. Do not use a radio or cellular phone near the suspicious object since this may detonate certain explosive devices. Exercise caution and advise others not to use radios or cellular phones near the facility.

iii. Get a detailed description of the object, including, but not limited to, the shape, size, height, width, color, and any visible markings.

iv. Note the exact location of the object, including, but not limited to, floor number, room number, and location within the room.

v. Cordon off the area and deny re-entry.

vi. If requested by the Facility Manager, Circuit Court Clerk, the 911 operator, and/or the local authorities, begin clearing all persons from the immediate vicinity in a safe and orderly manner.

Contractor Supervisor/Liaison
Contractor shall designate a permanent member(s) of its management staff, at no additional cost to the County, to act as a supervisor(s) or liaison officer(s) between designated Marshall County Government and agency personnel and the armed security guards.

a) Contractor shall provide the name, telephone and cellphone number, facsimile number, email address, and the office address of the designated security supervisor(s) or liaison(s) to the Circuit Court Clerk.

b) Contractor shall provide updated information to Marshall County Government for all replacement security supervisors and/or liaisons for the duration of the contract.

c) The supervisor(s) or liaison officer(s) shall be available on an on-call basis to the security guards and designated County staff.

d) The supervisor(s) or liaison officer(s) is responsible for, but not limited to, the following:

1) Work with designated County management personnel or building staff to ensure a high standard of courteous and professional security service which is sensitive to the needs of the Marshall County Government staff, clients, and visitors.

2) Supervise the security guards at the posts within the facility; be available for frequent on-site supervision.

3) Familiarize each security guard with the County’s internal communication system and any other County policies that affect the public. This information will be provided by the County to the Contractor.

4) Develop or review written standing Post Orders with an emphasis on the needs of the Department and as specified by County management staff. Written Post Orders for the Marshall County Government locations assignment shall be completed and approved by the supervisor(s)/liaison(s) and the Circuit Court Clerk within 15 business days after the contract start date.
5) Review Post Orders for revisions and updates with the Director or Assistant Director at least twice a year at agreed-upon dates each year. Contractor will re-issue newly revised Post Orders within one month of completion and will review the changes with each guard (including new hires/replacement and substitute security staff during vacation and sick leave).

6) Respond within two hours or less to requests from the Circuit Court Clerk for follow-up with appropriate action and or recommendations on any incidents of complaints involving security guards employed by the Contractor.

7) Keep the Circuit Court Clerk apprised of security issues which affect the safety of the staff, employees, and visitors, and make appropriate recommendations for improvement.

8) Promptly report any unusual events or emergencies (such as an accident, hostile client or employee, illegal weapon, bomb threat, or theft) to the Director, Assistant Director, and the Circuit Court Clerk. These incidents shall be followed by a written report submitted to the Director or Assistant Director within 24 hours of the incident or event. Bidder shall include its proposal a sample incident report.

9) Investigate all complaints received about the security guard(s), report findings and inform the Circuit Court Clerk of remedial action(s) taken.

10) Ensure that incident reports and other written documentation requested are forwarded to the Circuit Court Clerk  within the time specified.

Employee Conduct
The contractor and all assigned staff members, including, but not limited to, guards, supervisors, liaisons, and account manager, shall be held to the highest level of professionalism throughout the life of any contract awarded as a result of this RFP.

a) Proper conduct is always expected of Contractor’s personnel. This includes adhering to no-smoking ordinances, the County’s drug-free workplace policy, not using alcoholic beverages on County property, and courteous treatment of employees, clients, and visitors.

b) The County has a right to dismiss any of the Contractor’s employees who do not properly conduct himself/herself or perform quality work at the County’s discretion. 

c) Contractor and contractor’s staff shall not use cameras, camera phones, computers, tablets, and/or comparable devices while on post. Recordings of any kind, including photos, audio, and/or video recordings, are strictly prohibited. The Marshall County Government and/or other County Offices shall not be the subject posted on any social media sites.

d) It is the Contractor's responsibility to conduct a thorough criminal background check on all armed security guards assigned to any County facility to ensure that no guard has a criminal record. A copy of the written verification that the guard has passed the Contractor’s background checks must be provided to the Marshall County Government prior to assignment at the facility.

Training and Certification

a) The security guards assigned to Marshall County Government shall have completed the required mandatory training course and Certification Course in Firearms Training as regulated by the State of Tennessee (TCA 62-35-101, et. Seq.)

· The Contractor will provide the initial training on the use of the handheld wand for metal detection. Contractor’s Management shall be responsible for all subsequent trainings on the use of this equipment to all assigned guards prior to their repolling to either post. This includes training protocols outside the BSIS state of California Bureau of Security and Investigative Services.

b) Additional replacement or relief security guards provided by the Contractor shall be of the same caliber and possess the same training as the regularly assigned security guard(s).

c) All relief armed security guards (covering for vacations, sick leave, or other absences) shall be trained and familiar with the procedures, duties, and responsibilities required of the regularly scheduled security guard(s).

Uniforms and Equipment
a) Security guards are to be dressed in appropriate uniforms that comply with the “name and patch” requirements specified under Tennessee Law. Uniforms are to be neat, clean, pressed, and lint-free. Uniforms are to include dress or leather work shoes that are clean, in good repair, and color coordinated with the uniform. NO tennis or athletic shoes are permitted.

b) Security guards shall be easily identifiable as non-County employees and are to wear, at all times, a company name badge or patch and a nameplate securely fastened and worn in full view to be seen at a minimum view of three feet.

c) Security guards are required to carry handguns and handcuffs. It is preferred that they carry secondary defensive weapons as well, which can include batons and/or mace/spray.

d) The Contractor shall provide armed security guards with two-way communication devices, such as radios, for use while on post. The devices must be approved by the Circuit Court Clerk. Cell phones may be permitted in the absence of two-way communication devices.

Deliverables and reports
Incident Reports:

For any incident occurring during a post assignment, the armed security guard(s) shall complete the County’s incident report form. The Contractor’s incident report format may be used if pre-approved by the Circuit Court Clerk.
Incident reports are to be completed for events including, but not limited to, the following:

· The guard witnesses a crime or other type of unusual or suspicious activity

· An arrest is made

· Building staff or personnel specifically requested security assistance or intervention

· Any person refuses or is unwell to comply with a reasonable request or direction given by the security guard

· Any and all injuries, regardless of whether medical attention is required

· Verbal and/or physical assaults

· Seizure

· Loss of consciousness

· Death

Incident reports must be in English and are to be clear, concise, and factual. Reports are to be printed or typewritten and are to include the following information:

· Name(s) of the person(s) involved in the incident

· Location of the incident

· Exact time and date of the occurrence

· Description of the event(s)

· List of any injuries incurred and by whom

· Emergency services or other agencies called. These types of incidents shall include, but not be limited to, the following situations:

· Any damage occurring on or near County property

· Any theft or burglary, attempted or otherwise occurring, inside or outside the County facility.

· Police or other law enforcement activities on or near the County’s property

· Fire Department activities on or near the County’s property

· Any incident involving a weapon, including incidents requiring the use or display of the security guard’s firearm other than normal visibly holstered status

County Holidays
Contractor shall NOT be responsible for providing armed security guard service during County designated holidays. A holiday schedule will be provided yearly. 

Invoicing

Contractor shall invoice the requesting department, unless otherwise advised, upon satisfactory receipt of the performance of services.

County will use best efforts to make payment within 30 days following receipt and review of the invoice, and upon complete satisfactory receipt of the performance of services.

County shall notify the Contract of any adjustments required to the invoice.

Invoices shall contain the invoice number, remit to address, itemized services description and price as quoted, and shall be accompanied by an acceptable proof of delivery.

Contractor shall utilize a standardized invoice upon request.

Payments will be issued to, and invoices must be received from, the same Contractor whose name is specified in this RFP.

The County will pay the Contractor monthly or as agreed upon, not to exceed the total quoted in the bid response.

Account Manager/Support Staff

Contractor shall provide a dedicated, competent account manager who shall be responsible for the County account/contract. The account manager shall receive all orders from the Circuit Court Clerk and shall be the primary contact for all issues regarding Bidder’s response to this RFP and any contract which may arise pursuant to this RFP.
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