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DETAILED SCOPE OF WORK

Contractor shall provide unarmed, uniformed security guard services to Covered California. The services described herein are pursuant to the terms and conditions of this Agreement.

A. Contractor shall ensure that written documentation on the minimum qualifications
of all security guards assigned under the provisions of this contract meet the
criteria listed below. All documentation must be kept on file at Contractor’s place
of business. Failure to do so may result in contract termination.

Contractor’s guard personnel must meet the following qualifications prior to their
initial assignment:

1. Contractor employees providing services under this contract must be registered with the California Department of Consumer Affairs (DCA) and California Bureau of Security and Investigative Services as a security guard. The security guard must carry, at all times, the permanent guard registration card issued by the DCA. Contractor is responsible for ensuring the continued currency of all required registrations, licenses, and/or permits required of its employees. Temporary guard cards are not acceptable.

2. All unarmed security guards must have at the time of assignment, and
carry in their possession while on duty, a valid California Driver’s License
or a California Identification Card issued by the Department of Motor
Vehicles.

3. Guards must possess a high school diploma or G.E.D. equivalent, and
shall have the ability to speak, read, and write the English language;
understand and carry out oral and written instructions, write accurate and
clear reports; and monitor environmental and electronic security systems
which include security cameras. In order to monitor environmental and
electronic systems, the guards must be able to use a computer.

4. All guards assigned to work under this contract shall have passed a physical examination within six (6) months prior to their assignment with Covered California, and must be in good physical condition, which enables him/her to perform the full range of security work. Guards must be fully capable of performing work requiring moderate to arduous physical exertion under normal and emergency conditions. Guards shall possess distance vision in each eye corrected to 20/30 on the Snellen Chart. They shall have normal fields of vision, good depth perception, close vision correctable to Jaeger #4 type test of both eyes, and the ability to distinguish basic colors.

5. Hearing loss is not to exceed 30 decibels in both ears, or 30 decibels in one ear and no greater than 35 decibels in the other.

6. All guards assigned to Covered California under this Agreement shall have successfully passed a pre-employment drug screen examination within six (6) months prior to assignment with Covered California. The screen must have the ability to detect the use of: marijuana, cocaine, heroin, amphetamines, opiates, and benzodiazepines. Covered California has the right to inspect drug examination results.

B. [bookmark: _GoBack]The Contractor will maintain a Nepotism Policy to prevent or avoid nepotism at all Covered California facilities. Nepotism is the practice of an employee using his/her power or influence to assist or hinder another in the employment setting because of a personal relationship. A personal relationship includes an association with another individual by blood, guardianship and/or adoption, foster arrangement, cohabitation, current or previous marriage or registered domestic partnership (including in-laws), or any other relationship which creates a conflict between the private interests of the employee, employer and public employment obligations.

C. Guards must be mentally alert and capable of exercising good judgment, implementing instructions and assimilating necessary specialized training.

D. In addition to required DCA training, and prior to their initial assignment, guards shall complete the following training. Copies of any certification/completion documents shall be furnished to Covered California’s Facilities Manager upon request:

1. First aid and CPR and maintain current certification. Copy of the First Aid/CPR certification/completion document shall be furnished to Covered California’s Facilities Manager. The certification cards must be carried while on duty.

2. Security and emergency procedures, crowd control, irate/hostile individual, and public relations.

3. Active shooter training and procedures.

4. Covered California may require assigned guards to be trained on all matters it deems necessary or appropriate including, but not limited to State policy regarding drug awareness, sexual harassment, workplace violence, discrimination, and prohibition of the use of Covered California’s equipment.

5. If required by Covered California, each guard shall sign a document indicating the guard understands and conforms with State or Covered California policy.

Covered California may also require successful completion of training for guards assigned to monitor and operate electronic computer and/or alarm and communication systems. Time spent by the guard in Covered California-sponsored
training will be compensated at the contract rate.

Covered California’s Facilities Manager has the right to inspect any training
documentation that is retained at the Contractor’s place of business.

E. Substandard performance of any kind will not be allowed. Covered California reserves the right to refuse or reject any assigned guard, who, in Covered California’s belief, fails to meet the minimum requirements set forth in this contract. If a guard is deemed unfit while on duty, the Contractor shall make every effort to replace that guard as soon as possible, but no later than two hours following notification. If a replacement cannot be on site within two (2) hours, Covered California may call another security guard company to complete the shift. At the discretion of Covered California, the temporary security guard company may provide service until Covered California determines the Contractor’s ability to provide security services without disruption to their Covered California or site. The costs incurred to replace the guards will be deducted from any amounts due the Contractor by Covered California. Covered California will submit a copy of the invoice to the Contractor showing the actual costs for services, and that amount will be deducted from any balance due the Contractor.

1. Contractor shall replace such guard with a guard who meets all Covered California’s requirements as set forth in this agreement.

2. Contractor shall maintain a pool of guards who have been trained to work at Covered California and who are approved by Covered California to serve as replacement guards. Contractor will be responsible to ensure replacement guards are appropriately trained in the needs of Covered California and its locations. Under these circumstances, Contractor is responsible for additional payment to the guard required to work overtime.

3. If additional guards are required at Covered California location(s), Covered California shall be responsible for notifying the Contractor as soon as possible. Contractor shall make every reasonable effort to provide the additional qualified guard(s) within two (2) working days of receiving such notice. Covered California’s’ contract shall be amended to reflect the change in service as soon as possible.

4. In the event Contractor fails to provide contractually agreed-upon guard services, Covered California has the right to hire the services of a law enforcement 

agency or another security guard company. Covered California will submit a copy of the invoice to Contractor showing the actual costs for services and that amount will be deducted from any balance due the Contractor.
Security guards are expected to follow established post orders. Typical duties of a security guard include, but are not limited to: the operation of complex computer equipment for fire, intrusion, and other types of alarm systems; monitoring the entry and exit of personnel at Covered California’s facilities; inspecting facilities to ensure doors, windows and roofs are secure; protecting Covered California property and providing theft prevention by physical presence while making security checks throughout the facilities; reporting of unusual conditions to the proper personnel, including law enforcement; maintaining security logs, writing reports, and notifying appropriate Covered California personnel. Covered California may assign other complex duties related to security services as deemed necessary.

F. Contractor shall adequately supervise its guards assigned under the provisions of this contract for the entirety of each guard’s shift. “Adequately supervise” includes but is not limited to: ensuring staffing levels are met, ensuring security guards arrive on time and are prepared to begin work, observing the security guard’s work habits, appearance, overall performance, and verifying applicable patrol.

Contractor’s coordinator shall conduct unannounced visits of each Covered California location where security guards are scheduled to work. Contractor shall maintain a sign-in log at each Covered California location. The Contractor’s coordinator shall sign-in to verify his/her visit. The sign-in log shall be updated each shift and remain at Covered California work site.

G. While on duty, all Contractor’s employees shall at all times wear Contractor’s
complete uniform which, if required by applicable local ordinance(s), have been
approved by the appropriate local law enforcement agency and approved by the
Covered California. All uniform markings, patches and colors shall be distinctive from uniforms worn by local law enforcement personnel.

1. All such uniforms and equipment shall be provided to Contractor employees without direct expense to Covered California or expense to the individual employee.

2. Guards may wear company hats only when outdoors, and shall wear badges, company designation patches and name tags at all times.

3. Guards shall keep their uniforms in good condition, free from tears, and cleaned and pressed.

4. The uniform shall be tailored to properly fit the security guard.

5. Jackets, windbreakers or sweaters are allowed, provided the outermost garment contains the Contractor’s identification, and the colors are consistent with the uniform.

6. Skirts are not permitted.

7. Footwear worn by Contractor employees while performing services shall be closed-toe shoes or boots of black smooth leather or corfam-type material. If boots are worn, they shall be worn inside the trouser legs such that the trouser legs fall straight (trousers shall not be “bloused” in the boots). Socks shall be black, dark brown or navy blue in color.

8. Leather gear, shoes and metal equipment shall be clean and polished.

H. Contractor shall maintain a 24-hour dispatch center. A dispatcher shall be on duty and at the dispatch console at all times.

1. The dispatcher shall have the capability of transmitting to and receiving communication from all on-duty security guards. Contractor shall equip each guard with a two-way radio and “holster” or cellular telephone where radio communications are not feasible.

2. The radio and/or cellular telephone shall provide direct contact between the guard(s), their supervisors and the Contractor’s dispatch center at no additional cost to Covered California.

3. The dispatch console shall be equipped with a telephone and a list of emergency contact telephone numbers, including the local law enforcement agency, fire, paramedics and ambulance.


4. Each radio and/or cellular telephone shall be operational and have sufficient back-up batteries. Upon notification that any radio or base radio becomes non-functional, the Contractor will immediately arrange for repairs and provide suitable replacement equipment as soon as possible, but no later than twenty-four (24) hours after such notification.

5. All communication equipment must comply with FCC rules and regulations. Contractor shall maintain an emergency plan for providing two-way communications in the event of an emergency in which the primary communication method is disabled.

6. Contractor shall provide a 24-hour “Hot Line” phone number to Covered California so that poor work performance, unsatisfactory work habits or other problems may be reported to the Contractor immediately by Covered California personnel.

7. For the purpose of receiving direct communication from Covered California personnel, guards may be required to carry paging equipment, two-way radios, and/or a cellular telephone. All such items solely for this purpose will be supplied by Covered California.

8. It will be the responsibility of each guard to transfer possession of any State-owned communication equipment to the next guard on duty. Failure to transfer equipment to the next guard as required by the specific terms of the contract may result in the replacement of the guard and may be deemed a material breach of the contract.

I. Guards shall maintain high visibility, answer routine questions for directions and
handle minor problems.

J. Guards shall assist Covered California with emergency evacuations, be an active participant on the Emergency Response Team, and assist Covered California in tracking facility maintenance issues during walk arounds.

K. Contractor shall ensure that while on duty at Covered California’s facility, guards shall not:

1. Carry firearms, batons, handcuffs, knives, saps, brass knuckles, stun-gun,
taser, oleoresin capsicum (pepper) spray, or any tear gas agent at any
time while on-duty. This includes, but is not limited to, the employee’s vehicle or locker on Covered California’s site.

2. Listen to radios, police scanners or any other audio medium that is not directly job-related.

3. Watch television.

4. Read any materials that are not job-related.

5. Use Covered California telephones or any electronic equipment for other than Covered California business.

6. Leave their area of responsibility without authorization from Contractor’s or Covered California’s Business Services Branch management.

7. Entertain personal visitors.

8. Be under the influence of illegal drugs or alcohol.

9. Be under the influence of any prescribed or over-the-counter medications that inhibit job performance in accordance with the specifications set forth herein.

10. Display a discourteous, abrupt, abrasive or belligerent attitude.

11. Use or tamper with Covered California equipment, such as computers, calculators, FAX machines, etc., not necessary for the performance of the guard services, or disturb workstations located in the facility in any manner.

12. Use any employee workstation other than those designated for the guard’s use.

13. Fraternize with Covered California employees or members of the public.

14. Engage in lengthy conversations with Covered California employees that are not job-related.

15. Sleep while on duty.

16. Present or identify themselves as an employee of Covered California or the State of California.

17. Express or interpret polices, statements, and/or opinions of Covered California to the media or to the public.

L. Covered California shall require the security guards to monitor facilities, grounds, and
parking lots.

M. Overtime and hours worked on a holiday must be expressly authorized by Covered California. Overtime and hours worked on a holiday will be calculated and paid at a factor of 1.5 times the (Unit hourly rate minus the mandatory benefits) for the classification of the employee required. Contractor is entitled to claim holiday and overtime rates only if it pays its employee overtime and holiday rates at a factor of 1.5 for those times Contractor claims such rates. In no event will Contractor charge overtime to Covered California if Contractor fails to meet staffing obligations as outlined in the contract executed between the Contractor and Covered California.

1. Overtime will be credited on a one-quarter (1/4) of an hour basis with a full quarter-hour (1/4-hour) credit to be granted if half or more of the period is worked. In order to provide a consistent means of compensation:
	Actual Overtime Worked
In Minutes
	Overtime Compensable In
Fraction of Hour


	0 to 7
	Non-compensable

	8 to 22
	.25

	23 to 37
	.50

	38 to 52
	.75

	53 to 60
	1.00



N. State Holidays. Unless expressly required and authorized by Covered California in its agreement to this contract, no work will be performed on State holidays.

State holidays are as follows:

	New Year’s Day
Martin Luther King, Jr. Day
President’s Day/Washington’s Birthday
Cesar Chavez Day
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving (Thursday and Friday)
Christmas Day

State holidays are subject to collective bargaining and may change during the term of this contract.

O. Contractor and assigned contract personnel will cooperate with the California Highway Patrol, local police and Covered California personnel. In the event of any major conflict or disturbance, the security guard shall promptly contract the appropriate local law enforcement agency for assistance.

For any incident that results in Contractor’s personnel contacting emergency
services, including but not limited to, police, fire or medical, Contractor shall, no
later than the next business day, contact Covered California Program Manager at
telephone (916) 228-8295. Within three (3) business days following the incident,
Contractor shall provide Covered California Program Manager with a written
summary.

P. Guards shall immediately contact local law enforcement or emergency personnel
by calling 911 (or 9-911 if calling from an Covered California phone) in the following cases:

1. Assault, burglary, robbery, vandalism, or any suspicious activities.

2. A seriously injured or ill person, (e.g., heart attack, stroke or seizure).

3. Fire or smoke.

4. Any other conditions identified by Covered California.

5. Guards shall complete an appropriate report for each occurrence as
required in the contract.

Q. Short-Term Cancellation Policy. Covered California is not responsible for closures due to emergencies, including but not limited to: fire, acts of nature, or governmental action. Whenever possible, Covered California shall provide 24-hour notice to security guard(s) if it is known the office will be closed. No payment will be made if a security guard reports to work when the office is closed.
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