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CITY OF AUSTIN WATER UTILITY
SPECIFICATIONS
FOR

COMMISSIONED SECURITY OFFICER SERVICES

1.0
SCOPE AND CLASSIFICATION


1.1 
 Scope

This specification establishes the minimum requirements for Security Guard and Patrol Services for the City of Austin Water Utility.  Included in this specification are sections on Applicable Requirements, Operational Requirements, Performance Requirements, Performance Goals and Standards, Reporting Relationship, Contractor Requirements and Qualifications, Personnel Qualifications, Locations and Hours of Service, and Other Requirements.


1.2  
Classification

The specifications are designed to acquire Security Guard and Patrol Services for the safety of the City employees and the general public at multiple City of Austin Water Utility sites.  The successful bidder will be required to provide 24 Hour Security Guard services for various City of Austin Water Utility facilities.   
2.0
APPLICABLE REQUIREMENTS
All services provided will be in accordance with the provisions of the PRIVATE INVESTIGATORS and PRIVATE SECURITY AGENCIES ACT ARTICLE 4413(29bb) V.A.C.S. as amended by the 71st Texas Legislature & Board Rules.

3.0
OPERATIONAL REQUIREMENTS

3.1 Staff Operational Requirements
The successful bidder shall provide ten (10) security guard post services at the following City of Austin Water Utility facilities:
Lead Guard Post at Waller Creek Center:
24 Hours Daily

7 days a week

All Holidays – 24 hours daily

Seven (7) Guard Posts at Various Sites:

24 Hours Daily
7 days a week
All Holidays – 24 hours daily
One (1) Day Shift Guard Post at Glen Bell Service Center:
Monday to Friday 7:00AM – 4:00PM Daily
(Excluding City Holidays) 
One (1) Patrol Guard Post (various sites):
Monday to Thursday 6:00PM - 6:00AM Daily

Friday 6:00PM to Monday 6:00AM

24 Hours Daily on Saturday, Sunday and All City Holidays

3.2 Scheduled Shifts

Security guards shall be present at the guard station in full uniform and ready to assume shift responsibilities from the start time to the finish time of the shift.  Shifts shall overlap, to ensure coverage despite any unforeseen (personal) emergencies.  In the event guard staff is delayed or must abandon post for personal emergencies, the contractor shall immediately provide a replacement guard to fill the shift or gap between shifts.  Tardiness and leaving without notification to the Facility Manager will not be tolerated.

4.0 PERFORMANCE REQUIREMENTS

4.1 Guard Performance Requirements
4.1.1 Guards located at Waller Creek Center shall monitor, respond and document actions taken to address Enterprise Security Access System (ESAS) alarms.  Guards shall investigate onsite security system alarms and contact patrol guard for alarms prompted from other sites.
4.1.2 Guards located at other sites shall monitor, respond and document actions taken to address ESAS or other onsite security system alarms.  Guards shall investigate onsite alarms or disturbances and contact patrol guard for assistance as needed.
4.1.3 The guards shall be required to perform a variety of tasks dealing with the safety and security of the City of Austin Water Utility employees and visitors.
4.1.4 Guards shall maintain an electronic log of daily activity.  At the end of each shift, guards shall provide a highlight or summary of this log to the incoming replacement guard.  At the beginning of each business day one of the morning guards shall provide a highlight or summary to the City Point of Contact or designee and any required actions to resolve issues from the previous 24 hour period. 
4.1.5 Guards shall be responsible for defusing disturbances in or around Austin Water Utility properties.  Guards also will be expected to escort irate individuals, employees or vagrants from Austin Water Utility properties.  If any situation should escalate, the guards are responsible for contacting the Austin Police Department or other local law enforcement officials for immediate assistance.
4.1.6 Guards may be asked on occasion, to escort an employee and/or visitor to their car for security purposes.
4.1.7 Guards are expected to conduct themselves in a professional manner at all times.
4.1.8 Guards shall secure and unsecure doors throughout the facility in accordance with Post Orders or as requested by the City Point of Contact.  If necessary, guards shall respond to misdemeanor/felony situations occurring on or around city property, respond to emergency incidents, enforce building policies, perform any other related tasks as assigned and work closely with the Austin Police Department.
4.1.9 Post Orders shall be provided by each Facility or Plant Manager and shall be maintained in a three ring binder containing tabs and indexes for specific forms and instructions.  Post orders are to be maintained at the guard station in a neat and orderly manner.
4.1.10 During normal business hours the guard shall have visitors sign in and out on the visitor log sheets.  The guard shall assign and track visitor badges, as needed.
4.1.11 The guard shall be required to monitor (check for identification) anyone entering the facility after regular business hours and allow only those with clear written approval or electronic badge authorization to enter.  The guard shall be required to have anyone entering after business hours, sign in and out on the visitor log sheet.
4.1.12 At the beginning of each shift, guards shall conduct a visual inspection of the entire interior and exterior of the facility, and once every hour thereafter.  Guards shall issue an electronic report of any unusual incidents to the Lead Guard located at the Waller Creek Center.
4.1.13 Guards shall be required to address, report, and log the following: doors found unlocked, disturbances, vandalism, hazardous situations, theft, lost and found items, inoperable facility fixtures, and any suspicious activities.
4.1.14 Guards shall be required to report onto the online Facility Work Order system any facility related deficiencies that may be reported to them by staff or visitors, including but not limited to door problems, gate failures, parking lot problems, elevator access issues, public lobby or restroom issues, and any other facility related problems or failures.
4.2 Patrol Performance Requirements

4.2.1 Patrol Guard shall monitor, respond and document actions taken to address security system alarms from the patrolled sites.

4.2.2 Patrol Guard shall act as a roving guard visiting all patrolled sites at least three times during weekday patrol shifts and at least five times during weekend and holiday patrol shifts.  Site patrols should be staggered so as to avoid any noticeable patterns. 
4.2.3 Patrol Guard shall investigate unauthorized intruders (prowlers), security system alarms and communicate actions taken to the guard command center for documentation and reporting.  
4.2.4 Patrol Guard shall remain in constant contact with guards at the command center via radio and/or mobile phone communications.
4.2.5 Patrol Guard shall be onsite and responding to alarm within thirty (30) minutes and report to command center within an hour with actions taken to address the alarm.

4.2.6 Patrol Guard shall be responsible for defusing disturbances in or around the Austin Water Utility properties.  Patrol Guards also shall be expected to escort irate individuals, employees or vagrants from city property.  If any situation should to escalate, the guards are responsible for contacting the Austin Police Department for immediate assistance.

4.2.7 Patrol Guards should contact City Point of Contact or designee after contacting any of Emergency Services, such as Austin Police, Fire, EMS, etc.

4.2.8 Guards shall be required to address, report, and log the following: doors found unlocked, disturbances, vandalism, hazardous situations, theft, lost and found items, inoperable facility fixtures, and any suspicious activities.

4.3 General Performance Requirements

4.3.1 Guards and patrol guards shall be required to exhibit professional, friendly and accommodating customer service skills to enable him/her to provide directional guidance to incoming customers.  Customers are defined as all City of Austin employees, visitors, and the general public.  Continued lack of professionalism or customer service skills are grounds for immediate removal.

4.3.2 While customer relations are critical to good service, guards and patrol guards are not permitted to frequently associate with City employees or visitors while on duty and shall maintain a professional distance at all times.

4.3.3 Guards and patrol guards shall be in complete uniform for the full duration of each shift.  Uniform shirts and dark colored trousers shall be clean and neatly pressed.  Shoes shall be leather or leather in appearance and shall match the uniform.  Cold weather attire shall be uniform with proper identification permanently stitched onto the garment.  Guards reporting for work without a uniform or a partial uniform shall not be permitted to work.  In the event a guard is not allowed to work, it shall be the Contractor’s responsibility to find an immediate replacement.  The Facility Manager shall be the judge of the acceptability.

4.3.4 Training is a primary and essential part of a successful security officer program. The Contractor shall be responsible for ensuring proper security guard training and specific training related to the Waller Creek Center Post Orders designed to provide protection to the Austin Water Utility's customers and visitors.
4.3.5 Contractor shall be required to manage “Restricted Access” list of visitors and employees.  Austin Water Utility will provide and update the restricted access list.  The contractor shall be required to communicate changes to the list within 30 minutes of changes being issued.  The contractor shall also establish regular (at least monthly) communications to all sites of the most current “Restricted Access” list.  
4.3.6 The City point of contact or designee reserves the right to refuse the services of any security guards at its sole discretion without explanation or advance notice.
5.0
PERFORMANCE GOALS AND STANDARDS

5.1
Austin Water Utility desires consistency in contract employees permanently assigned to any Austin Water Utility managed site, in order to assure and promote:

5.1.1
Familiarity of the site, business functions and offices occupied within the facility

5.1.2
Recognition and identification of employees permanently assigned to the facility
5.1.3 Adherence to Austin Water Utility security attendance and timeline standards

5.1.4 Establishing a positive working relationship with customers and security staff members

5.2 Absenteeism:  Permanently assigned guard personnel shall not experience excessive unscheduled absences, which minimize Austin Water Utility’s ability to provide the quality of service as outlined in this specification.

5.3 Replacement personnel:  Contractor shall replace absent personnel with approved employees that have been adequately trained to fulfill the security requirements of the site.  Contractor supervisors shall meet replacement personnel and conduct on-site training.

5.4 Tardiness:  Personnel who are not in full uniform, equipped and prepared to begin duty within 5 minutes after scheduled reporting time are tardy.  More than one instance of tardiness per individual contract employee, per 60 day period, shall be considered unacceptable.

5.5 Turnover:  To meet turnover goals, reassignment of new personnel shall not occur more than three times annually.

6.0
REPORTING RELATIONSHIP


6.1
Contractor shall recruit, screen, conduct Department of Public Safety (DPS) criminal background investigations, and refer possible candidates for guard placements at the request of the City point of contact or designee.

6.2
Guard candidates shall be scheduled for a pre-screening interview with the Facility Manager.  Preferred candidate(s) shall be approved for placement.  Guards who have not been approved for placement shall not be assigned to the Waller Creek Center.

6.3 Candidates tentatively approved for placement, shall present to the City point of contact or designee, an original certified copy of their DPS criminal background investigation results prior to final approval.

6.4 Guards, having completed and met all contractual requirements shall receive site specific training, implemented by the Contract Manager or designee.  Initial training shall consist of four (4) hours within the first forty (40) hour workweek.  Ongoing training, consisting of a minimum of one (1) hour per calendar month will be provided.
6.5
Guard supervisor shall be trained by the City point of contact or designee on City of Austin Water Utility Policies and Procedures, as well as unit goals and expectations.

6.6
Guards shall be monitored and supervised by the City point of contact or designee as well as Contractor supervisors.

6.7
Contractor supervisors shall perform scheduled and unscheduled site visits, of a frequency to assure satisfactory performance and contract compliance.
6.8 Facility Manager will provide guards direct instruction and feedback, as needed, to affect any required change in job performance.  Contractor supervisory will be subsequently notified of such communication and requests.

6.9 The Facility Manager will be the judge of the acceptability of all work performed.  If conditions are not acceptable, the Contractor shall be requested to visit the facility to review and correct all problem areas immediately.

7.0
CONTRACTOR REQUIREMENTS AND QUALIFICATIONS
7.1 Contractor Requirements
7.1.1 The Contractor shall conduct a DPS criminal background investigation on each security guard considered for assignment under this specification.  No security guard shall be allowed to provide service until certification has been reviewed by the Facility Manager or designee.
7.1.2 Contractor shall be responsible to meet quarterly or upon request, with Facility Manager or designee to review overall contract status, employee performance, documentation, etc.
7.1.3 The Contractor shall submit to the City detailed written recruitment and selection procedures.  The process shall include minimum qualifications or standards for each position required.
7.1.4 Pre-assignment and annual periodic criminal background investigations shall be conducted and documented by Contractor to verify that each security officer meets the qualifications as set forth in Section 8.0, Personnel Qualifications.  Annual results of these investigations shall be provided to the City point of contact or designee.

7.1.5 Contractor shall remove and replace any guard(s) deemed unacceptable by the Facility Manager and shall provide a qualified guard or supervisor within one-half (1/2) hour of the guards dismissal.
7.1.6 Contractor shall ensure all guards are free of criminal convictions, have required experience outlined in Section 8.0, Personnel Qualifications, and exercise diligence in protecting all persons and property within the boundaries of the Austin Water Utility facilities.

7.1.7 Contractor shall obtain sufficient staff to provide services as requested by the Austin Water Utility.  This service will be continuous regardless of weather, disaster, strikes, or threatened strikes.
7.1.8 In the event that theft or property damage occurs at a site staffed by Contractor personnel during hours of services, due to negligence or dereliction of duty, Contractor shall be responsible for full reimbursement of loss or damages to the Austin Water Utility.

7.1.9 Contractor shall ensure that guards are not regularly scheduled for more than 12 hours per shift or multiple shifts within a 24 hour period and shall not work more than 12 hours in the event of an emergency.  Scheduling which exceeds these limits on a regular basis will be approved by the Facility Manager or designee.  Contractor shall, unless otherwise agree, maintain a 40 hour work week with at least two consecutive days off, for all full-time personnel assigned to the Austin Water Utility.
7.1.10 Contractor shall ensure that guards assigned to this contract are physically fit and capable to perform prescribed duties and responsibilities described in this specification.
7.1.11 Contractor shall ensure that all guards are provided with complete uniforms and all necessary equipment to perform their duties.  The cost of providing the uniforms shall be totally borne by the bidder.  The City of Austin reserves the right to refuse guard services from any guard(s) arriving without proper attire.
7.1.12 Communication
7.1.12.1
Contractor shall maintain a fully staffed office in a commercial facility, suitable for conduct of business within a thirty (30) mile radius of the Austin Central Business District (downtown).
7.1.12.2
Contractor shall maintain telephone operator service, 24 hours per day, seven days per week, 365 days per year, to facilitate routine daily operations and any emergencies.
7.1.12.3
Contractor shall provide home, pager, and mobile numbers of a principal manager to the Contract Manager or designee, to be notified in an event requiring management action.
7.1.12.4
Contractor shall provide a pager and mobile phone to guards while on duty and those contact numbers to the City point of contact or designee, to be notified in an event requiring immediate or emergency action.
7.1.13 Overtime

7.1.13.1
Overtime for any hours worked as regularly scheduled hours shall not be charged to the Austin Water Utility.  Contractor shall comply with the City of Austin’s Living Wage requirement, overtime pay, and other federal, state and local wage and hour requirements.

7.2 Contractor Qualifications
7.2.1 Contractor shall demonstrate the capability to provide security guard and patrol services.  Contractor shall furnish evidence of prior experience (minimum of five years experience required) in providing uniformed, armed and unarmed security and patrol services.  Contractor shall include number of years of experience, locations of past experience and current operations.

7.2.2 Literature, brochures, organizational charts, operational procedures and any other such material that may be useful in determining bidders experience and qualifications shall be submitted with the bid.

7.2.3 Summary of Requirements for Contractor Qualification:

7.2.3.1
Documented evidence of five (5) years operating experience

7.2.3.2
Documented evidence of licensing and certification by governmental regulatory agencies

7.2.3.3
Current number of employees, locally and nationally

7.2.3.4
Identification of largest dollar amount of contract in effect with a client
7.2.3.5
Detailed written recruitment and selection procedures
7.2.3.6
Detailed written training procedures
7.2.3.7
Detailed written resumes for all local managers
7.2.3.8
Minimum of five (5) references to verify experience in similar facilities and services
7.2.3.9
Opportunity for City personnel to inspect all local offices
8.0
PERSONNEL QUALIFICATIONS

8.1
All Guards shall hold a peace officer license from the Texas Commission on Law Enforcement.  Each shall be certified by the Texas Board of Private Investigators and Private Security Agencies.
8.2
Guards assigned to this contract shall be at a minimum 21 years of age with at least six (6) years of security guard experience in a similar office environment.  
8.3
Guards shall be sound physically and mentally.  Height and weight must be in reasonable conformance and each guard must exercise good personal hygiene.  Hair styles, mustaches, and beards must be neatly trimmed, well groomed, and professional in appearance.

8.4
The contractor shall provide at least one onsite guard (throughout the day) with Spanish speaking capabilities to address or assist Spanish speaking visitors, customers, contractors, vagrants or trespassers.

8.5
Investigations

8.5.1
Investigations shall include but are not limited to the following:

· Full name, aliases, and signature

· Current Address and prior addresses (5 years)

· Citizenship

· Proof of Age

· Felony and Misdemeanor conviction record 

· Driving Record

· Military service information

· Previous 5 years employment history and reason for terminations

· General Physical description and identifying marks such as scars or tattoos

· Education and specialized training

· Character references

· Classifiable fingerprints

· Criminal charges and pending court action

· Current photograph, and
· Any other information required for DPS’ criminal background investigations

8.6
Selection

8.6.1 The selection process for all guards shall, as a minimum, include:

Screening
Last two (2) employers contacted; education verified; all license and permits reviewed and verified; personal references contacted and verified.

Interviewing
To determine attitude, and reasons for desiring a security position.  Verification of each item on the application for employment (with special emphasis on arrest/conviction record, credit history, and leaving past employers).

8.7 Guards shall be able to read, write and speak the English language fluently to the extent of giving and understanding written orders, verbal instructions and being capable of composing written reports which convey complete and accurate information, and communicate effectively by telephone or two-way radio. Each officer must be able to write accurate, comprehensible and intelligible reports. 
8.8 The Contractor shall assume full responsibility for the actions of its personnel while performing services pursuant to this agreement and shall be solely responsible for their supervision and control.  If for any reason the City, through its designated employees, determines that any of the Contractor’s employees has failed to perform the required duties in accordance with the prescribed standards, instructions, regulations or codes specified by the City, the Contractor shall be notified immediately and shall take appropriate action as deemed necessary.  Contractor shall be responsible for any and all employee disciplinary actions and/or terminations and shall immediately replace any employee deemed unacceptable by the City.

8.9 Guards shall not have convictions of crimes involving crimes against persons, property or of moral turpitude.

9.0      LOCATION AND HOURS OF SERVICE

9.1. Onsite Guard Services and Command Center
9.1.1.
Waller Creek Center – Two (2) Unarmed Guards 

625 East Tenth Street

Austin, Texas 78701

9.1.2.
Waller Creek Center is approximately 130,000 square feet.  There are eight (8) building access points, one (1) sublevel maintenance access gate, twenty (20) restrooms, two (2) stairways, five (5) elevators, ten (10) floors and one (1) roof access with a Penthouse level.  The building has a close circuit monitoring system with more than thirty (30) cameras.

9.1.3 The garage consists of approximately 43,200 square feet (304 parking spaces) with four (4) roll up gates, two (2) personnel access gates and one (1) sublevel maintenance gate.  There are an additional 52 spaces located at an adjacent lot located on 9th street.

9.1.4 Waller Creek Center is the command center for a network of security monitoring and access systems.  This system manages alarms from the patrolled sites that will need to be investigated by the patrol guard.  

9.2 Sites for Patrol Services 

9.2.1
East Service Center
6101 Harold Court
Austin, Texas 78721
Approximately 18,500 square foot buildings (main bldg & two service shops) with 7:00AM to 3:00PM operations and 24 Hour Emergency Service Crew operations.  The Service Center has gated employee and city vehicle parking in front and at the rear of the building.
9.2.2
Glen Bell Service Center 

3907 South Industrial Drive
Austin, Texas 78744
Approximately a 84,500 square foot building with 7:00AM to 3:00PM operations, a 24 Hour Call Center, 7am-4pm warehouse operations with 24 Hour On-Call/Call Back Services, and 24 Hour Emergency Service crews.  The Service Center has open employee and city vehicle parking around the building, a gated aggregate and equipment yard, and gated city vehicle parking across the street from the rear of the building.
9.2.3
North Service Center
901 West Koenig Lane
Austin, Texas 78756
Approximately 15,000 square foot building with 7:00AM to 3:00PM operations and 24 Hour Emergency Service crews.  The Service Center has open employee parking in front and gated city vehicle parking at the rear of the building.
9.2.4
Waller Creek Center – 
Command Center with two (2) Unarmed Guards 

625 East Tenth Street

Austin, Texas 78701
(See operating description in Section 9.1 above)
9.2.5
Webberville Service Center
2600 Webberville Road
Austin, Texas 78702
Approximately a 32,500 square foot buildings (main bldg & service shop), with 7:00AM to 3:00PM operations, 7am-4pm warehouse operation with 24 Hour On-Call/Call Back Services, and 24 Hour Emergency Service crews.  The Service Center has gated employee and city vehicle parking around the building, a gated pipe yard, and other structures (repair shop and pipeyard office/storage structures).
9.2.6
Water Quality Laboratory

14050 Summit Drive, Suite 121

Austin, Texas 78728
Approximately 40,000 square foot leased space attached to a series of leased buildings, with 7:00AM to 5:00PM operations and 24 Hour On Call/Call Back for emergency services.  This laboratory facility has open employee parking in front and gated (but shared) city vehicle parking at the rear of the building.
9.3 Other Sites 
9.3.1 These sites vary in size and hours of service.  Plant sites are manned with plant operators 24 hours daily and the Wildland Conservation site is manned by an onsite (boarding) Wildland Conservation Manager, but the remaining sites rely on various forms of security monitoring systems and deterrent devices.
9.3.2 Water Plant Sites


Davis Water Treatment Plant 

3500 West 35th Street

Austin, Texas 78703


Ullrich Water Treatment Plant

1000 Forest View Drive

Austin, Texas 78746

Travis Water Treatment Plant #4
FM620 & Bullock Hollow
Austin, Texas 78732

South First Support Center

3616 South First Street

Austin, Texas 78704

9.3.3 Wastewater Plant Sites


Hornsby Bend Bio-Solid Management Plant

2210 South FM-973

Austin, Texas 78725


South Austin Regional (SAR) WW-Treatment Plant

13009 Fallwell Lane

Austin, Texas 78617


Walnut Creek Center

7113 East Martin Luther King Boulevard 

Austin, Texas 78724

9.3.4 Other Plants and Service Center Sites

Braker Lane Service Center
Braker Lane and Burnet Road

Austin, Texas 78758
(Service Center currently in design phase)


Govalle Wastewater Treatment Plant

911 Linger Lane

Austin, Texas 78721
(Plant operations have been decommissioned)

Travis Water Treatment Plant 

FM-620 & Bullock Hollow Road

Austin, Texas 78732
(Plant currently in construction phase)

Wildland Conservation

3635 FM-620 South

Austin, Texas 78738
10.0
OTHER REQUIREMENTS
10.1 For purposes of this Contract, the Facility Manager is Mark Monteith, located at the Austin Water Utility’s Waller Creek Center, 625 East Tenth Street, Suite-500, Phone Number (512) 972-1222.
10.2 Occasionally the Austin Water Utility has requirements for additional guard services at any of the Austin Water Utility facilities and/or jobsites.  The Austin Water Utility estimates that on average we have required approximately 240 guard service hours for additional guard duty sites.  Other Guard Duty sites would be identified as needed but needs or specific expectations are not definite, but would be identified at the time of need.
10.3 It shall be the responsibility of bidders to thoroughly familiarize themselves with the provisions within these specifications and of all facilities listed for patrol requirements.
10.4 Should any questions arise as to the proper interpretation of these specifications, the decisions and/or interpretations of the City or designee shall be final.
10.5 One award will be made for all services described; no split awards to multiple bidders will be issued.

10.6 Interested bidders will be required to attend a pre‑bid conference and facility tour to be held at the Austin Water Utility’s Security Command Center at the Waller Creek Center.
10.7 Facility Tour - Contractors interested in bidding on this contract must tour the Waller Creek Center, immediately following pre-bid conference.  The Facility Manager or designee will lead the tour and will be available to answer questions relative to the services required for the facility. 
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