Annex-08
Tender Ref: BGD -Tender-Security Guard-2025-002
Concern Worldwide, Bangladesh
Terms of Reference (ToR)
For
Security Guard Service

Concern Worldwide is a non-governmental, international, humanitarian organisation dedicated to the reduction of suffering and working towards the ultimate elimination of extreme poverty in the world’s poorest countries. With its headquartered in Dublin, Ireland, Concern has been working in Bangladesh for over 49 years.

1. Purpose: Concern Worldwide Bangladesh has been outsourcing and utilizing the security guard services from professional service providers for ensuing adequate security of its offices premises and warehouses. A contract for a period will be for Two years after signed with the successful service provider. 

2. Description of Work: The appointed service provider is expected to provide skilled security guards. 

3.  Output: Appropriate and standard security guard service with duty log sheet, attendance and other necessary document. 

4. Price: Service price/fee will be quoted by the prospective bidders. 

5. Number of personnel and basic qualifications: As per RFQ mention locations

· Men (8) Security Guards for Dhaka and Saidpur office : 
· Women (1) Female Security Guards for Dhaka office: 

· Men Security Guards for Ukhiya, Cox’s Bazar office :
· Men Security Guards for Warehouse at Ukhiya, Cox;s Bazar : 

Shift wise guard: 

Number of security guards can be increased and decrease based on office requirement. However, payment will be done at actual basis (actual utilization of number of guards shift wise). 

Office will send prior request through email for required staff in case of increasing and decreasing as per rate of service agreement.

6. Guards skill and basic requirements:  

a) Knowledge and experienced on standard office security service
b) Minimum communication skill  
c) Should be followed office norms and safety security standard 
d) Knowledge on writing and speaking (local language is preferable for CXB guards) 
e) Ability and willingness to ensure professional guard service 

6.  Mode of payment:
· All payments will be made in monthly basis after against invoice of service by the actual number of Security Guards.
· VAT and TAX will be deducted at source as per Govt. rules and payment will be done through Account Payee Cheque/Bank Transfer in favour of Service Provider name upon receipt of invoice 



7. Per-diem, Lodging: N/A 

8. Transportation: No transport cost will be provided for home –office- home travel. However, if there is official travel, local conveyance will be provided at actual.  

9. Length of contract: The duration of service agreement is for 18 Month 

10. Termination: Either party deserves the right to terminate this agreement in writing upon serving One month notice in advance 

11. Supporting documents (Bidders must need to submit): 

· All necessary legal/compliance documents of bidders/service providers I.e. VAT, Tax, Trade licence
· Customer list 
· At least two valid and authentic reference details 
· CV, NID, and Photograph of security guard who will be deployed for Concern Worldwide (these document can be shared after rewarded) 
· Declaration of security guards monthly salary, festival bonus, insurance and other benefits
· Security Guard minimum take home monthly salary will be as per Govt. labour law (No bids will be considered except fulfilling this condition) 
· Pay slip should attached with Monthly bill submission.

12. Other Terms and Conditions:

· Service provider must be given employment contract to their staff and guard
· Service provider has to provide proper uniform (no guard will be allowed to be on duty without standard uninform)
· Service provider and its staff/ guard must singed and follow Concern Code of Conduct (CoC) and associated policies 
· No child (below 18 years) is allowed to be on duty 
· No security guard is allowed for long hour continues duty (not more than 12 hours)
· Taking alcohol and other unauthorised drug is completely prohibited in Concern premises
· Service provide must honour gender equality issues, environmental factors 
· [bookmark: _GoBack]Service provider and its staff must follow country laws and cultural. No security staff/guard is allowed having past criminal record (s) and drug addiction or dealing with drug business and human trafficking 
· All security guard must be followed Concern Worldwide official norms, culture and respect 
· Security guard must need to follow Concern’s line of supervision/communication
· Service provider is responsible for any occurrence/theft done by the security guard  (in case) 
· Concern Worldwide rights reserve to deploy security guard anywhere needed (upon mutual understanding between both parties)
· Minimum 3 days prior notice is required for any change of security guard
· Festival bonus and other benefit must be paid to security guard by the service provider as per company policy 
· Concern Worldwide can change staff/guard any time for unsatisfactory performance or any other breaches of Concern code of conduct
· As Concern is impartial International humanitarian organization, no guard/staff is allowed having direct engagement with political parties
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