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Notice to Firms 

Request for Qualification/Proposal (RFQ&P) No. 24 

 
District: 

  
SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT 

Project:  RFQ&P 24 
SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & 
EDUCATION PARK 
South Orange County Community College District 
 

RFQ&P Deadline:  
 
 

Wednesday, November 07, 2018 
2:00 PM 

Mailing Address & 
Place of RFQ&P 
Receipt: 

 South Orange County Community College District 
Health Sciences Building, 3rd Floor, Room HS-357 
Procurement, Central Services & Risk Management  
28000 Marguerite Parkway 
Mission Viejo, CA 92692 
Attn: Nick Newkirk 
 

NOTICE IS HEREBY GIVEN that the South Orange County Community College District, of Orange County, 
California, acting by and through its Governing Board, hereinafter referred to as "DISTRICT," will receive 
up to, but not later than, the above-stated time, responses to the Request for Qualifications and 
Proposals for the above Project.  

There will be a mandatory job walk and pre-proposal meeting at 9:00 AM, Friday, October 26, 2018 at 
the Advanced Technology & Education Park, 1624 Valencia Drive, Tustin, CA 92782. A map showing the 
location of the Advanced Technology & Education Park is included with the RFQ&P document available 
online. Any proposer that does not attend the entire conference and job walk and/or does not arrive on-
time shall be deemed non-responsive. Prospective proposers MAY NOT re-visit the Project Site without 
making arrangements through the Project Manager. The District WILL NOT accept proposals from any 
proposer who did not attend the mandatory job walk and pre-proposal meeting. 

A complete Request for Qualifications and Proposals may be viewed at the Offices of Procurement, 
Central Services & Risk Management at the above address, telephone (949) 348-6016 or by email at 
purchasing-dept@socccd.edu. The documents are also available online at www.socccd.edu at the Bids 
link. 

Any and all questions must be sent via email to Nick Newkirk, Purchasing and Contracts Manager, at 
nnewkirk@socccd.edu. Firms shall reference RFQ&P 24: Security Services at the Advanced Technology 
& Education Park in the email subject line. The final day for questions shall be October 30, 2018, no later 
than 5:00 PM. 

SOCCCD reserves the right to reject any or all submittals or to waive any irregularities or informalities in 
any proposals. 

No proposer may withdraw any proposal for a period of one hundred eighty (180) calendar days after the 
submission deadline. 

mailto:purchasing-dept@socccd.edu
http://www.socccd.edu/
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Priya Jerome 

Executive Director, Procurement, Central Services & Risk Management  

 

PUBLISH: OC REGISTER 

 10/17/18  & 

 10/24/18  
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Map of the ATEP Facility for the Mandatory Job Walk / Pre-Proposal Meeting 
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RFQ&P No. 24 SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK 
 

SCHEDULE 
 

Date of Issue / Document Available 10/17/2018 

Advertisement Dates 10/17/18  
10/24/18 

Publication OC Register 

Mandatory Pre-Proposal Meeting 10/26/2018 
 9:00 AM 
The Advanced Technology & Education Park 

Requests for Information (RFI) Deadline 10/30/2018 

District Responds to RFI’s 11/1/2018 
End of Day 

Due Date 
 

Wednesday, November 07, 2018  
2:00 PM 

Interview/Presentations (if needed) 11/14/18 
 Time TBD 
 Irvine Valley College 

Contract Negotiations (if needed) 11/16/18 
 Time TBD 
 Irvine Valley College 

Anticipated Governing 
Board Approval 

Monday, December 10, 2018 
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1. DISTRICT OVERVIEW 

The South Orange Community College District (referred hereafter interchangeably as SOCCCD or 

District) consists of two colleges and a developing campus:  Saddleback College, Irvine Valley 

College and the Advanced Technology and Education Park (ATEP). 

Saddleback College, located in Mission Viejo, celebrated its 40th anniversary on September 23, 

2008. Saddleback College is approximately 175 acres and serves over 26,000 students each year. 

Irvine Valley College, located in Irvine, was founded in 1979 as Saddleback College North Campus 

and established as Irvine Valley College July 1, 1985. Irvine Valley College is approximately 100 

acres and serves over 15,000 students each year. 

ATEP, the Advanced Technology Education Park, opened its doors to students in 2007. 

 

ADVANCED TECHNOLOGY AND EDUCATION PARK (ATEP) OVERVIEW 

The South Orange County Community College District (SOCCCD, in conjunction with Saddleback 

College and Irvine Valley College, is developing a new education park at the former Marine Corps 

Station, Tustin.  The Advanced Technology and Education Park (ATEP) is a 61.42 acre site.  After 

acceptance by the City of Tustin in 2015, the SOCCCD Board of Trustees approved the ATEP 

Development Framework on June 22, 2015.  The Framework is intended to guide future 

development of the site and assist potential educational and business partners in understanding 

the vision for ATEP.  In 2018, the IDEA building was constructed and opened.  The District is 

looking to develop the rest of the property in the coming years.  

 

PROGRAM OVERVIEW 

The District is seeking proposals to provide security services at the ATEP site.  While the District 

is in the process of fencing off/securing the undeveloped portion of the ATEP site and Irvine 

Valley College Police Department (IVC PD) monitoring the site Monday-Friday (day and swing 

shift only), additional security services is needed to augment IVC PD during off hours and 

weekends.  Proposer shall provide a comprehensive proposal for a turnkey security services 

operations.  Services to be provided shall include securing the parking lot every day, monitoring 

the entire ATEP site, make contact with emergency personnel when necessary, etc.  
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2. INSTRUCTIONS, INFORMATION AND GENERAL CONDITIONS 

PURPOSE OF RFQ&P 

South Orange County Community College District (SOCCCD) is seeking to retain a qualified firm 
to provide SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK. The 
entirety of this RFQ&P sets forth the District’s requirements in detail. All responses should be 
submitted in accordance with the terms and conditions contained in the foregoing document. 

DEFINITION OF TERMS 

¶ The designation of District refers to the South Orange County Community College District, 
a political subdivision of the State of California. 

¶ The term “Proposers” refers to Firms that elect to submit proposals for SECURITY 
SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK. 

¶ The terms "Contract" and "Agreement" shall be used interchangeably within this 
document. 

¶ Throughout this document, the term “District” shall be used to designate the rights and 
responsibilities of the South Orange County Community College District 

¶ The term “Proposer” shall be used to designate the rights and responsibilities of the 
successful firm responding to this RFQ&P. 

PROPOSAL QUESTIONS 

All questions regarding this RFQ&P should be sent, via e-mail to Nick Newkirk at 
nnewkirk@socccd.edu. 

Questions will only be accepted until 10/30/2018 no later than 5:00 PM. The e-mail subject line 
should read: “Your company name/Questions regarding RFQ&P No. 24.” No direct responses will 
be sent to the company/firm asking the question. Questions will be answered in the form of an 
addendum and sent to all potential respondents on/about 5:00PM on 11/1/2018. All addendums 
to this RFQ&P will be posted on the District’s web site. 

PROPOSAL SUBMISSION 

It shall be the responsibility of the Proposer to ensure that Proposals are received in the following 
two ways: (1) via email submission and (2) hard copy plus USB or CD. 

(1) Email Submission: Proposals are to be submitted, via e-mail, to the Purchasing Department 
no later than 2:00 PM on Wednesday, November 07, 2018. Submit Proposal to: purchasing-
dept@socccd.edu The Proposal must be emailed to the address above as an attachment in Word 
or PDF format and not exceed file size of 10MB. Proposals with documents exceeding 10MB in 
size should be saved to a smaller file size or split up and sent as separate emails. Subject line of 
e-mail containing submitted proposal should include and read “name of your company/submittal 
for RFQ&P No. 24 (“Email 1 of XX” if more than one).” 
  

mailto:purchasing-dept@socccd.edu
mailto:purchasing-dept@socccd.edu
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(2) Hard Copy Submission: 

Proposer must submit one (1) original and four (4) copies of the proposal, in a 3-ring binder, with 
tabs and one (1) USB Flash Drive or CD with the proposal saved on it. Emphasis should be on 
brevity and clarity of contents. Proposals should be in 12-point type. Proposal Forms: A, B, C, D, 
E, F & G and all Appendices A through E. Proposals submitted in response are to be labeled Form 
A, B etc. and be in the following order: 

1. Letter of Interest - Provide a cover letter per the requirements of PROPOSAL FORM A. 

2. Personnel and Staffing Resources - Provide answers to the questions in PROPOSAL FORM 
B.  

3. Related Experience, Approach, and Methodology PROPOSAL FORM C.  

4. Fee and Rate Proposal – PROPOSAL FORM D. 

5. General Terms and Conditions– PROPOSAL FORM E. 

6. References –PROPOSAL FORM F. 

7. Addenda Acknowledgement – PROPOSAL FORM G (1 page) 

8. Appendices 

A.    Non-Collusion Declaration – Must be notarized 

B.    Equal Opportunity Affirmative Action Statement (requires Corporate Seal) 

C. Contractor’s Certificate Regarding Worker’s Compensation (requires Corporate 
Seal) 

D. Check List 
E. Sample Agreement 

Oral, telephone, facsimile (fax machine) proposals will not be accepted. 
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Hard copies should be packaged in a sealed envelope bearing the name of the Proposer and 
RFQ&P No. 24 clearly marked. All proposals must be received on or before the due date and time 
of Wednesday, November 07, 2018 at 2:00 PM. Any proposal received after the scheduled 
closing time for receipt of proposal will be returned to the proposer unopened or rejected. All 
sealed proposals must be delivered to: 

 

SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT 
Attention: Nick Newkirk 

Executive Director of Procurement, Central Services & Risk Management 
28000 Marguerite Parkway, Third Floor 

Mission Viejo, CA 92692 
(The Health Sciences Building is located adjacent to Parking Lot 13) 

 

RIGHT TO REJECT 

This Request for Qualifications & Proposals does not constitute a commitment by the District to 
award a contract. The District reserves the right to waive any informalities and to reject any or 
all proposals and/or to cancel the Request for Qualifications & Proposals. The District expressly 
reserves the right to postpone the proposal opening date for its own convenience. The award 
shall be made on the proposal(s) that serve(s) the best interest of the District and will not be 
evaluated solely on a monetary basis; however, proposers are encouraged to submit their best 
prices in their proposals. Award will be based on proposer’s qualification and best fit as deemed 
by the District. No contract award shall exist until executed and approved by the District’s 
Governing Board. 

 

MODIFICATIONS TO PROPOSALS  

The proposal may be modified after its submission by written notice to the District of withdrawal 
and resubmission before the date and time specified for receipt of proposals. Modification will 
not be considered if offered in any other manner. No modifications will be allowed after the 
RFQ&P due date and time has passed. 

PROPRIETARY INFORMATION 

In the event any Proposer shall include in the Proposal any information deemed "proprietary" or 
"protected," such information shall be separately packaged from the balance of the proposal and 
clearly marked as to any proprietary claim. The District discourages the submission of such 
information and undertakes to provide no more than reasonable efforts to protect the 
proprietary nature of such information. The District, as a public entity, cannot and does not 
warrant that proprietary information will not be disclosed due to the Provisions of the California 
Public Records Act. The District shall have the right to use any or all information included in the 
proposals submitted unless the information is expressly restricted by the Proposer. 
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ORDINANCES, LAWS AND REGULATIONS 

The Proposer shall comply with all ordinances, laws, and regulations pertaining to the operation 
contemplated hereby, including, but not limited to, the California Workers' Compensation Act, 
the Federal Equal Employment Opportunities Act, and the Americans with Disabilities Act. The 
Proposer shall apply for, obtain, and maintain in force all permits and licenses required by the 
various agencies of Federal, State, and local government having jurisdiction over the Proposer 
operations. All operations and materials shall be in accordance with all applicable Federal, State, 
County and City laws, statutes and requirements. 

WITHDRAWAL OF PROPOSALS 

Any Proposer may withdraw their proposal by written request via e-mail to 
nnewkirk@socccd.edu at any time prior to the deadline set for receipt of proposals. The subject 
line of the e-mail should include and read:  “Your Company Name/Withdrawal of RFQ&P No. 24.” 
No proposal may be withdrawn or modified after that deadline. Withdrawn proposals may be 
resubmitted up to the time designated for the receipt of proposals provided that they are then 
fully in conformance with the general terms and conditions of the RFQ&P. 

IRREVOCABLE OFFER 

Proposals shall be considered irrevocable offers for a period of one hundred eighty (180) calendar 
days from the date of receipt and may not be withdrawn during this period without consent of 
the District. 

COST OF PREPARING PROPOSALS 

Any and all costs associated with the preparation of responses to this Request for Qualifications 
& Proposals, including site visits, oral presentations and any other costs shall be entirely the 
responsibility of the Proposer and shall not be reimbursable in any manner by the District. 

COMPLETION OF PROPOSALS  

Proposals shall be completed in all respects as required by the instructions herein. A proposal 
may be rejected if it is conditional or incomplete, or if it contains alterations of form or other 
irregularities of any kind. A proposal will be rejected if, in the opinion of the District, the 
information contained therein was intended to erroneously and fallaciously mislead the District 
in the evaluation of the proposal. 

EXAMINATION OF CONTRACT DOCUMENTS 

Proposers shall thoroughly examine the contents of this RFQ&P. The failure or omission of any 
Proposer to receive or examine any contract document, form, instrument, addendum, or other 
document shall in no way relieve the firm from obligations with respect to this RFQ&P or to the 
contract to be awarded. The submission of a proposal shall be taken as prima facie evidence of 
compliance with this section. 
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If any ambiguity, conflict, discrepancy, omission or other errors in the RFQ&P is discovered, then 
the Proposer shall immediately notify the District of the error in writing and request modification 
or clarification of the document. All requests for clarifications shall be sent to the Executive 
Director of Procurement, Central Services and Risk Management by email. 

ERROR IN PROPOSAL  

Proposer shall be bound by the terms and conditions of the proposal. However, if material errors 
are found in a proposal, the District may notify the Proposer that the submitted proposal and 
requires correction of the errors. The District reserves the right to request additional information 
or clarification to allow corrections of errors or omissions.  

INTERVIEWS 

The District intends to interview firms and has scheduled interviews on 11/14/18 at the District 
offices. Oral presentations will be evaluated and may be subjected to the selection criteria. The 
District requires that the designated representatives identified in the proposals as being the ones 
who will be assigned to the District, be present and prepared to respond to District inquiries. The 
decision to hold interviews and the scope or any limitations thereof shall be at the discretion of 
the District. 

AWARD WITHOUT DISCUSSION 

The District reserves the right to make an award without further discussion of the proposals 
received. Therefore, it is critical that, all proposals be submitted initially in the most favorable 
terms possible, both economically and technically. 

CONTRACT COMMENCEMENT/TERM 

It is the intent of the District to commence the resulting contract as soon as possible. 
Performance period for this contract is anticipated to be from January 1, 2019 through December 
31, 2019 with the option of four (4) one (1) year options to extend the term. Term shall not 
exceed five (5) years. After award, contract is subject to cancellation with 30-days written notice 
by either party. 

INDEPENDENT CONTRACTOR STATUS 

It is expressly understood that the firm named in any contract entered into by the District is acting 
as an “independent contractor” and not as an agent or employee of the District. 

SOCCCD MODIFICATIONS TO PROPOSALS 

Any interpretation, correction, or change of this RFQ&P will be made by written Addendum. 
Interpretations, corrections, or changes of this RFQ&P made in any other manner will not be 
binding, and Proposers shall not rely upon such interpretations, corrections, and changes. Any 
changes or corrections will be issued by SOCCCD. All Addenda issued to this RFQ&P will be posted 
to the District web site at www.socccd.edu on the bids link. Addenda will also be e-mailed to all 
that are known to have received a copy of the RFQ&P. Since failure to acknowledge any 
addendum(s) may be cause for rejection, Proposers must return the addendum-completed 
acknowledgment(s) prior to or with the proposal. See Proposal Form G.  

http://www.socccd.edu/
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NEGOTIATION 

District reserves the right to negotiate the final pricing before award of business. 

AWARD OF CONTRACT 

It is anticipated that a contract will be awarded by the Board of Trustees at a regularly scheduled 
meeting on Monday, December 10, 2018. The award will be made to the responsible firm judged 
to offer the most advantages for the District. At the time of the formal award, the apparent 
successful firm must have agreed to contract terms representing the understandings between 
the parties as to terms and conditions which will govern the relationship of District and Proposer 
and the obligation of each party for performance of the Agreement. 

FINAL CONTRACT 

The following documents are considered part of the final Agreement, in order of precedence:  

A. The final Agreement between SOCCCD and the Proposer; 
B. The Proposer’s proposal in total, including all addenda and attachments; 
C. This RFP as originally released, with Appendices and any addenda released prior to 

proposal opening. 

All of the above documents are intended to cooperate and be complementary, so that any 
instructions or requirements called for in one and not mentioned in the other, or vice versa, are 
to be executed the same as if mentioned in all said documents. The intention of the documents 
is to include all labor, materials, equipment and transportation necessary for the proper delivery 
of all services called for in any contract which may arise as a result of this RFP. 

 NON-COLLUSION DECLARATION  

Declarations are required to be completed by the Proposer declaring that the proposal is in all 
respects fair and without collusion or fraud. Please see Appendix A. 

EQUAL OPPORTUNITY AFFIRMATIVE ACTION STATEMENT 

Proposer must accept and sign the Equal Opportunity and Affirmative Action Statement set forth 
in Appendix B. 

PROHIBITED INTEREST 

No official of the District who is authorized in such capacity and on behalf of the District to take 
part in negotiations or to make, accept or approve this contract, shall have direct or indirect 
financial interest in the award or any part thereof. Proposer shall receive no compensation 
hereunder should bidder aid, abet or knowingly participate in violation of this article or breach 
or violation of this article, the District shall have the right to terminate the contract either in part 
or in whole and any loss or damage sustained by the District in procuring the services on the open 
market which the Proposer agreed to perform, shall be borne and paid for by the Proposer.  
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QUALITY OF WORK 

The Proposer shall be responsible for the performance of all work as specified herein and shall 
guarantee that work will meet or exceed the specifications as set forth herein. If it is determined 
by the District that such services and/or materials do not meet requirements of the District, the 
Proposer shall be required to correct the same at their own expense. 

QUALITY OF PERSONNEL ASSIGNED TO THE WORK 

The Proposer shall not employ on this account any unfit person or anyone not skilled in the work 
assigned to him/her and shall devote only its best qualified personnel to work under this contract. 
Should the District deem anyone employed under any contract which may arise as a result of this 
RFQ&P to be incompetent or unfit for his/her duties and so inform the Proposer, the Proposer 
shall immediately remove such person from this work and he/she shall not again, without prior 
written permission of the District, be assigned to work under this contract. 

PROPOSER CONDUCT 

During the RFQ&P window (from release of this RFQ&P to final award), proposer is not permitted 
to contact any SOCCCD employees or members of the Governing Board unless at the request of 
SOCCCD's designated contact person (Nick Newkirk, Purchasing and Contracts Manager) or to 
fulfill pre-existing contractual obligations. No gratuities of any kind will be accepted, including 
meals, gifts, or trips. Violation of these conditions may constitute immediate disqualification. 
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3. EVALUATION OF PROPOSALS 

The proposals shall be primarily evaluated based upon qualifications of the firm and personnel, 
innovativeness, demonstrated knowledge and experience with public entities, and estimated 
fees. 

Selection Process 

All proposals will be examined for merit and ranked by a screening committee according to 
quality and responsiveness. The top proposals will be placed on a short list of finalists and may 
be called for interviews. 

Team members giving the presentation shall consist of those who will actually direct, execute, 
and complete the project. The firm or firms selected as first choice will be notified and asked to 
negotiate final terms of the contract. Contracts will be forwarded to the Board of Trustees for 
approval and authorization to proceed. 

Content and Order of RFQ&P Response 

Firm’s proposal should be concise and contain the following sections in order as shown. RFQ&P 
responses submitted in formats other than that prescribed below may, at the sole discretion of 
the District, be rejected. All sections identified below must be included for the RFQ&P response 
to be considered complete and must be divided into tabbed sections. 

 

Proposal 
Form 

Section Title Page Limit 
(INSERT) 

Points 

A Letter of Interest   5 

B Personnel and Staffing Resources  15 

C Related Experience, Approach and Methodology  30 

D Fee and Rate Proposal  30 

E   General Terms & Conditions   5 

F References  5 

 Interviews  10 

 Total  100 
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4. SCOPE OF SERVICES 

Contractor shall provide the following unarmed uniformed security services in accordance with 
the following Scope of Work (“Services”): 

I. GENERAL   
a. Contractor shall ensure that all Services are performed in compliance with the Contract 

including the Post Orders.   

b. Shall meet with District’s Director of ATEP Development to review Qualification, Scope of 
Services and Post Orders prior to Guards being assigned to the District. 

c. Shall hold an orientation/training meeting with Guards assigned to the District. 

d. Contractor shall review the Post Orders and Guard performance with the District’s 
Director of ATEP Development and/or IVC Chief of Police on a quarterly basis (sooner if 
required by the District). Post Orders shall be updated as necessary to ensure an optimum 
level of service. Any revisions to the Post Orders shall be approved in writing by both 
Contractor and District. Additionally, revised Post Orders shall be clearly conveyed to 
Guards assigned to the District, and staff member shall receive a copy of the new Post 
Orders.  

e. The Contractor, at its own cost, shall procure and keep current all permits and licenses, 
pay promptly all charges and fees, and give all notices necessary and incidental to the due 
and lawful operation of security services at the specified District locations. 

f. Contractor will conduct background investigations and Live Scan fingerprint testing for all 
Guards prior to assignment at District. Background investigation and Live Scan fingerprint 
testing will be at Contractor’s sole expense and tests results shall be made available to 
District. 

g. Contractor shall enforce a Zero Tolerance Drug Testing policy for all Guards involved in 
the performance of the contract. 

 

II. STAFFING  
Contractor shall provide Services in accordance with the below schedule and at the stated 
District locations. Contractor must be able to provide, within twenty-four hours’ notice, 
additional Guards (Sunday through Saturday, including holidays), and for any additional shift 
as required by the District. In addition, Contractor must keep staffing at sufficient levels as to 
be able to provide Guards necessary to cover any illness or other absence, excused or not in 
accordance with the following schedule: 
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Campus Address 
Hours Per 

Week Coverage 

ATEP 
1624 Valencia 
Ave, Tustin, CA 
92782 

40 
24 
24 

Guard #1 Monday – Friday 11pm to 7am 
Guard #2 Saturday/Sunday 7am to 7pm 
Guard #3 Saturday/Sunday 7pm – 7am 

 
Total hours worked = 88 hours per week 
 
Contractor must supplement any break over 15 minutes with coverage to ensure complete 
coverage for the hours of all shifts.  
 
If the Contractor’s Guards assigned to a shift is going to arrive late or will be unable to cover their 
shift in full, the Contractor must immediately notify the Irvine Valley College Police Department 
(IVCPD) and the Contractor shall provide Guards immediately to cover the gap in coverage. 
 
If the Contractor is unable to provide coverage due to absence, tardiness, leaving early, taking 
extended breaks, or otherwise does not meet the requirements of the shift for an assigned 
Guard, the District will not pay for that hour/s of services provided.  
 
All assigned Guards must have a current Unarmed Guard’s license number/officer card, issued 
by the California Bureau of Security and Investigative Services (BSIS). 
 

III. SUPERVISION 
a. Contractor MUST provide local, immediate, appropriate and necessary management and 

supervision for all Contractor Guards. The Contractor is responsible for the on-campus 
behavior of all its Guards. Said Guards shall abide by all rules, regulations, District’s Board 
Policies and Administrative Procedures which govern District employees. Infractions may 
result in the District requesting that the individual(s) no longer be assigned to District. 

b. Supervision of assigned Guards shall be provided on a daily basis, 24-hours per day, and 
7 days a week. Local Private Patrol Branch Mangers shall be available to the District’s 
Director of Security by phone 24 hours a day, 7 days a week. Site Supervisors shall conduct 
on-site inspections of assigned Guards at least twice per week. 

 

IV. RECORDKEEPING & REPORTING  
a. Contractor will provide a guard touring system such as QR Patrol or equal and a 
payroll/hours management for all Guards assigned to the District. The Contractor’s 
proposed Guard touring system shall provide a means to check and record the time that 
a guard executes his/her guard tour by scanning specific checkpoints assigned on the area 
he/she patrols. Checkpoints will be placed in certain points either on buildings or on other 
locations of the site and/or remote areas. The Contractor shall provide, at minimum, 15 
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District-approved check point locations per the Area of Coverage attached as Exhibit A. 
At minimum, the assigned Guards must be able to scan checkpoints, track and record 
events/incidents and conduct and send reports to the managing staff and the District, in 
real-time. Contractor will provide a daily monitoring report which will show guard 
locations with date/time stamp during scheduled shift. 

b. Contractor shall maintain an accurate record showing the name of every employee 
classification, actual hours worked, wages paid, and any benefits paid to each employee. 
Upon request, the Contractor shall provide to the District the following for any Guards 
assigned to the District: 

i. Employee Name 
ii. Initial hire date 
iii. Total employment time with employer in months and/or years 
iv. Job title or position 
v. Unarmed Guard’s license number/officer card, issued by the CA BSIS  

 
c. Contractor shall provide a monthly Control Report to the IVC PD and the District’s Director 

of ATEP Development which includes but is not limited to the following: 

i. Post Inspection reports 

ii. Monthly Staff Training Status 

iii. Supervisor or Manager’s report 

iv. Employee comments and recognition 

d. Employee disciplinary actions 

e. Detailed monthly invoice, which must list sub-totals by District location, with the 

dates, names and hours worked by each staff member at each location, including any 

special events or special details as requested by district, and have copies of each 

employee's timesheet attached.  

f. The Monthly Control Report is in addition to the required daily reports.  

 

V. EQUIPMENT & PROPERTY 
1. Contractor will provide all Guards with approved uniforms, badges, licenses and 

equipment, compliant with BSIS policies and regulations. 
2. Patrol Vehicles –  

a.    Standard Pricing Proposal: The District will provide District-maintained patrol 
vehicles to Guards and Guards shall be responsible for the proper use and 
handling of such equipment. 

i. Site Supervisor will collect odometer readings and provide weekly reports 
to the IVC PD and District’s Director of ATEP Development. 

ii. Guards will inspect vehicles prior to use, and inform IVC PD and District’s 
Director of ATEP Development of any signs of wear & tear or warning 
lights in accordance with District’s established vehicle operations 
procedures. 
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iii. The Contractor shall ensure that its Guards are properly using and caring 
for the assigned equipment during the performance of its daily duties. All 
such use must be in accordance with the respective manufacturer’s use 
specifications. The District shall be responsible for making all repairs and 
performing all manufacturer/industry standards preventative 
maintenance procedures necessary to properly maintain and operate all 
District-owned equipment.  In the event that Contractor negligence 
results in diminished or no performance, the District shall, at its option, 
require the Contractor to make and/or pay for the necessary repairs or 
replacements without charging such costs against the account. Also, 
should the District’s equipment be lost, stolen, or damaged, all repairs 
and replacement costs shall be the responsibility of the Contractor. 
 

b.   Pricing Proposal Alternate 1: Contractor will provide their own company 
vehicle.  

i. Vehicle will need to be clearly marked/identified with company logo.  
ii. Vehicle must have a strobe mounted in clear sight and shall remain on 

whenever the vehicle is being utilized.  
iii. Guards are strictly forbidden from using their personal vehicles.  
iv. Vehicle must be in a safe and operable condition and registered/insured 

per all California Department of Motor Vehicles requirements.  
v. The Guard operating the vehicle must be properly insured and have a 
current and valid California Driver’s License. 

vi. Contractor shall be enrolled in the California Department of Motor 

Vehicles Employers Pull Notice Program.  Contractor shall forward all 

notifications received through the DMV Pull Notice Program, immediately 

to the District’s Director of ATEP Development via e-mail, in order to keep 

the District informed of all Guard driving incidents and potential liability. 

 

3. Keys - The Contractor shall be responsible for accounting for the location of any keys or 
locking devices provided to the Contractor throughout the term of the Contract. The 
Contractor shall be responsible for the cost of replacement of lost keys. If the District 
determines that keys lost by the Contractor or its Guards could compromise District 
building or campus security, the Contractor shall be responsible for paying all costs 
associated with re-keying designated locations.   
 

4. Property Damage - Contractor shall pay the cost of remedying or repairing damage to 
District property that is a result of Guards negligence.  
 

5. Property Removal - Contractor shall not remove or permit the removal from District 
facilities any equipment, or other property owned by the District or use of District 
owned property and equipment assigned. 
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6. Contractor-Purchased Equipment - Contractor shall provide, at its own cost and expense, 

any other equipment not provided by the District which the Contractor deems necessary 
to perform Services. The use of any additional Contractor-owned equipment shall require 
the prior written approval by the District.  
 

7. Cell Phones - All assigned Guards must be issued a Contractor-provided cell phone, for 
which the cost and any associated repairs will be the responsibility of the Contractor. The 
Contractor must provide one cell phone number to the District for all assigned Guards. 

 
 

VI. DISTRICT RIGHTS AND RESPONSIBILITIES 
1. The District shall be responsible for providing the following existing equipment and 

replacing said equipment that is worn beyond repair and/or obsolete, as well as 
purchasing additional like equipment deemed necessary and approved by the District. 

a. Patrol Vehicles (if the District decided to select the Standard Pricing Proposal) 
b. Necessary Keys and/or cards for building access. 

2. All Guards being assigned to the District shall be interviewed by the IVC PD and the 
District’s Director of ATEP Development prior to assignment.  

3. District will have a right to request random drug testing of assigned Guards 

4. District reserves the right to approve orders or directives given to Guards 

5. District reserves the right to dismiss a Guard from being assigned to any and all future 
assignments. 

6. The District reserves the right to make and enforce such other reasonable policies and 
guidelines which the District deems necessary or advisable in order to promote the safety, 
care and preservation, and for the protection and maintenance of District property in 
general. 

 

 

VII. POST ORDERS 

PURPOSE 

Guards are to observe and report any suspicious and/or illicit activity. Guards will maintain a high 
visibility presence to deter illegal and inappropriate actions, observe signs of crime, fire or 
disorder; then take action by reporting any incidents to the Tustin Police Department, IVC PD and 
the District as appropriate.  

GENERAL INFORMATION 

http://en.wikipedia.org/wiki/Crime
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A.   APPEARANCE 

1. Attire 
a) Uniform shall be clean, well-fitted, free from defects or fraying 
b) Uniform shall consist minimally of the following items: 

¶ Trousers/Skirt 

¶ Shirt/Blouse 

¶ Belt 

¶ Socks 

¶ Black Shoes 

¶ Shoulder Patch on both arms 

¶ Rain Gear 

¶ Picture Identification 

¶ Name Tags 

¶ Jacket with Company insignia 

¶ Operational Flashlight 

¶ Cell Phones 
 

c) Uniform shall be the color and style generally used by security guard organizations 
and readily distinguishable from those of law enforcement Guards 

d) All Guards shall wear the same color and style of uniform in compliance with 
Contractor policies. 

e) All Guards shall wear issued uniform shirts, pants, solid black in color shoes and black 
tie. A Contractor issued jacket may be worn as needed. Tie must be worn every shift 
regardless of whether a short sleeve or long sleeve shirt is worn. Tennis shoes with 
stripes are not allowed. 

f) Shirts shall be worn with the cuffs fully extended and buttoned. Short sleeve shirts 
shall be worn with one button open at the collar and sleeves fully extended.  

g) Hosiery shall be navy blue or black. Bare ankles and patterned stockings or socks shall 
not be permitted. 

h) Undershirts shall be white or neutral and worn in such a manner so as to be concealed 
from view. No lettering or design shall be visible through the uniform shirt. 

i) Only authorized logos and accessories shall be worn on or with the security guard 
uniform. 
 

2. Accessories 
a) Only conservative prescription eyeglasses may be worn with the uniform. Sunglasses 

or eyeglasses that are mirrored, opaque, faddish in style or color or have lenses with 
adornments shall not be worn. Sunglasses or darkly tinted glasses shall not be worn 
inside the building unless determined as medically necessary by a licensed medical 
physician. Frame holders which are navy blue or black in color and otherwise 
unadorned may be worn. 
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b) Guards shall not wear jewelry such as earrings, bracelets, chains, religious insignia, 
buttons, or pendants. Guards may wear one ring or ring set on the third finger of each 
hand, a modest necklace that is completely concealed beneath the uniform shirt, and 
a watch on either wrist. 

c) Tattoos shall be covered by standard uniform. No visible tattoos. 
 

3. Grooming    
a) If a mustache or beard is worn, it shall be kept neat and trimmed evenly. 
b) Hair and/or hairpiece/wig must be of a natural color and kept neat. For males, hair 

length must not exceed the top of a shirt collar. Females may wear their hair in an 
"up" style so as not to interfere with the wearing of the uniform or use of equipment.  

c) No decorations shall be worn in the hair and items used to hold the hair in place shall 
be concealed as much as possible and shall be of a color and style that blend with the 
hair. 

 
B.  REQUIRED EQUIPMENT  

             The below listed equipment shall be found at all times on all On-Duty Guards: 
a) Contractor issued Employee Badge 
b) California issued BSIS Guard Card 
c) Cellular phone 
d) Flashlight 
e) Keys/Access FOBs 
f) Pen 
g) Paper 
 

C.  BEHAVIOR/ATTITUDE 
It is the expectation that all duties shall be carried out in a professional manner with the 
utmost consideration given to customer service for staff, residents and visitors. Officers 
shall remain courteous, polite, alert and vigilant at all times. Officers should be sensitive 
and respectful of the wide range of ethnic diversity of students, staff and visitors. 

 
D. CHECK-IN/CHECK-OUT PROCEDURES 

1. Check-In Procedures 
a) Upon arrival to site, Guard shall first report to the ATEP IDEA Security Office and 
contact the Contractor’s offices to report for work. The Guard shall then call IVC PD 
Dispatch to advise of the On-Duty Status.  

 
b) After completion of On-Duty procedures, inspect the Security area for cleanliness 

(such as trash, spills etc.), damage and missing items. Ensure appropriate supply of 
necessary forms (Daily Activity Reports [DAR's] and incident reports).  
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c) Check for any special orders/requests, otherwise known as “pass-ons or pass downs” 
on the pass-on board and pick up equipment. Review any notes, watch lists etc. 

 
2. Check-Out Procedures (Prior to shifting to Off-Duty Status) 

a) Ensure proper disposal of all trash 
b) Ensure paperwork placed in designated location 
c) Ensure communication of any events, pertinent information, suspicious/unusual 

activity, medical aid calls or police calls to your supervisor and the next officer on shift. 
d) Call Contractor’s offices and inform them you are off duty.  
e) Contact IVC PD Dispatch. 
f) Sign timesheet 

 
E.  CLIENT CONTACT & EMERGENCY NOTIFICATIONS 

IVC PD Dispatch 
5500 Irvine Center Drive 
Irvine, CA 92618 
Office: (949) 451-5234 
 
Medhanie Ephrem 
Director of ATEP Development 
28000 Marguerite Parkway 
Mission Viejo, CA 92692 
Office: (949) 582-4531 
 
*In the event of an emergency requiring immediate Police, Fire or Medical response 
call 911. After calling 911/Tustin PD, call IVC PD Dispatch and notify them of the 
situation. If a Contractor’s Site Supervisor is on Duty, call them after calling 911 and 
IVC PD Dispatch. 

 

GUARD DUTIES & RESPONSIBILITIES 

A.  ORDERS 
1. General Orders 

a) Guard will familiarize themselves with locations of Emergency equipment including 
fire alarm pull boxes, fire extinguishers, fire hydrants, and water shut-off valves.  

b) Make your presence known to any trespasser or anyone possibly trying to test the 
security. Do not attempt to make contact with any suspects. The Guard’s primary 
responsibility is solely to observe and report. 

c) Chain of Command 
i. IVC PD 
ii. District’s Director of ATEP Development 
iii. Contractor’s Supervisor 
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d) Use of any District computers, telephones and network services are strictly 
prohibited.  

e) Understanding of Procedures – inquire with supervisor and/or District Director of 
ATEP Development to gain understanding. 

 
2. Special Orders 

a) To be detailed as needs arise and/or special events occur. 
 

B.  SHIFT HOURS 
Guard #1 Monday – Friday 11pm to 7am 
Guard #2 Saturday/Sunday 7am to 7pm 
Guard #3 Saturday/Sunday 7pm – 7am 
 

C.  SHIFT RESPONSIBILITIES 

1. All General Orders and Special Orders Apply   

2. Primary Responsibilities 

a) The physical security of the District site and its contents. 
b) Perform classroom unlocks as assigned by the college via the “Unlock List” 
c) Respond to calls for assistance with locked classrooms, buildings and malfunctioning 

manual and electric doors. 
d) Patrol entire exterior (approximately 62 acres and make sure no one is in secured 

fenced locations. 
e) Insure pedestrian safety. 
f) Respond to medical aid calls. 
g) Parking enforcement and close/secure gates to parking lots. 
h) Checking for defective exterior lighting and reporting via email. 
i) Respond to other calls as assigned. 

j) Campus is closed from 11pm-6am. 

k) Vehicles are not allowed to park overnight. If a vehicle is left on the property when 
the campus is closed, the Guard must call IVC PD immediately to report. 

l) Guard shall observe and report any and all suspicious persons on campus. 

 

D. REPORT WRITING 
1. Importance of Documentation 

a) Records may be turned over to IVC PD and the District 
b) Documents can be subpoenaed by the courts and can become legal documents of a 

recorded incident 
2. Information to Include 

a) Who was Involved 
b) What Happened 
c) Where it Happened 
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d) When it Happened 
e) Why it Happened (if possible) 
f) Detailed Facts  
g) Include nature of incident or complaint, witnesses, assistance required, person 

notified, action taken and disposition 

3. Types of Reporting 
a) Daily Activity Reports (DAR’s) 

i. Completed for each shift by each Guard 
ii. Completed legibly and completely 

¶ Top Right Corner: First Initial and Last Name, Date Shift Starting, Page 
Number, Campus 

¶ Date (MM/DD format) 

¶ Time-In: Current time 

¶ Report activities for the day including locks/unlocks, unusual or 
suspicious circumstances, parking enforcement times, medical assists, 
etc. 

¶ Report should also include other facilities/maintenance related issues 
such as lights out, down trees, broken gates, etc.  
 

b) Other Forms 
i. Incident/Hazard Report 

¶ Emergency 

¶ Criminal Activity 

¶ Dispute (verbal or physical altercation) 

¶ Unusual activity or event 

¶ Injury of self or others 

¶ Major maintenance issue 
V Power outage 
V Broken water pipes or water mains 
V Any hazard which could cause or create the possibility of an injury 

to a person 
ii. Vehicle Accident report 
iii. Property Form 

¶ Found Property must be returned to the IVC PD Security Office, logged 
and secured at the ATEP IDEA building. 

¶ Found Property shall be noted on the DAR 

¶ Property Forms shall be submitted to the IVC PD Security Office at the 
ATEP IDEA building upon completion. 

iv. Incidents not covered by routine reports will be documented on the Daily 
Activity Report and an Incident/Hazard Report. 

4. Completion of Reports 
a) All reports will be completed before the end of the Guard’s shift. 



SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT   RFQ&P No. 24 

SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK 

Page 27 of 46 

 

 
E.  OTHER DUTIES & RESPONSIBILITIES 

1. Information and Assistance 
Serves the student body, faculty, staff and the general public. Offers and provides 
information and general assistance.  
 

2. Emergencies 
Monitors, reports and responds to emergencies, hazards, crimes, violations, threats to 
security and safety, curious circumstances, etc.  
 

3. Buildings 
Secures campus buildings; locks and unlocks exterior and interior doors according to 
schedule. Assist assigned staff with closing and securing buildings. 

4. Access 
Limits access to campus facilities to those who are authorized. Monitors access to 
business office, computer labs, library, etc. according to District direction. 
 

5. Alarm Response 
Guards are responsible for responding to all fire alarms within the District. Guards 
responding to an alarm will make a note of any visible smoke or flames. If smoke or flames 
can be seen, the Guard will immediately contact 911 and then IVC PD dispatch. If smoke 
or flames are not visible, then the Guard will investigate the scene and make the 
determination to either contact 911 or IVC PD dispatch. All responses to fire alarms 
require an incident report. Assists with testing of emergency notification systems and 
emergency phones. 
 

6. Alcohol, Drugs, Tobacco 
Monitors and reports use of alcohol, drugs, tobacco, etc. that is illegal or contrary to 
District policy. 

 
7. Drills & Evacuations 

Assists with drills and evacuations (e.g. fire alarms, power outages, etc.) 
 

8. Motorized Vehicle Use 

Vehicles are to be used for patrol of the parking lots, to assist with parking enforcement, 
and to drive to and from dispatched calls for service. Drivers will use care to drive Vehicles 
in a safe and professional manner at all times. All rules of the road must be followed at all 
times.  
 
Driving on the inner campus will be kept at an absolute minimum. When driving on the 
inner campus, speeds will be limited to 5 mph. 
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Any accidents while driving the Vehicles must be immediately reported to a supervisor 
and an incident report must be completed.  
 
It is driver’s responsibility to keep the Vehicle clean and free of trash and clutter.  
 

9. Control   
Guards will be watchful of any attempted removal of District property, and will observe 
and report any potential theft to IVC PD immediately.  

 
10. Building Checks 

A walk though of each building will be made in accordance with written instructions for 
each shift. Guards will check for fire and fire hazards, unlocked or unsecured doors, 
windows, roof vents, roof ladders and other areas which could cause a breach of building 
security. All discrepancies such as broken windows, latches, locks and/or unsafe 
conditions will be reported in an Incident Report and in the DAR. 
 

11. Civil Standbys 
Faculty and division office staff may request civil standbys due to unruly or threatening 
students. Guards on a civil standby will remain in the immediate area until the need for a 
civil standby has passed. Guards will contact IVC if an individual becomes increasingly 
agitated or unruly. 
 

12. Medical Aid Calls 
Occasionally, the IVC PD dispatch will receive a call requesting medical assistance due to 
a student or staff injury or illness. Guards are expected to arrive on scene and get 
preliminary information regarding the victim, including the victim’s name, student ID 
number and the current condition of the student.  
 
After the incident, the Guard will be expected to notify his/her supervisor and complete 
an incident report on the situation. 
 

13. Confrontation 
In the event a confrontation arises, Guard shall call IVC PD dispatch or local law 
enforcement if necessary and request assistance.  

 
 

F. EMERGENCY PROCEDURES  
   (specific protocol for Guards to be developed by the District and Contractor) 

a. Fire 
b. Earthquake 
c. Crime (Assault/Break-in, Hostage situation) 
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d. Hazardous Material Release 
e. Weapons on Campus 
f. Suspicious Mail or Package 
g. Bomb Threat 
h. Severe Weather 
i. Accident/Illness/Serious Injury 
j. Person Trapped in Elevator 

 
G.  PROHIBITED ACTIONS 

1. Personal cell phones, music devices (iPods, tablets, MP3 players, radio/stereo etc.), 
laptops, televisions, DVD players, radio/stereo are not allowed on site while on duty. 
Guards are expected to remain vigilant and focused on their responsibilities at all times.  

2. Guard may not leave post unless properly relieved of post by another authorized Guard, 
Supervisor or Manager 

3. At no time will a Guard be disrespectful, use force, threats, or foul language to anyone. 
4. Sleeping on post is not authorized and will result in immediate termination 
5. Guards may not smoke, use tobacco or marijuana products, “e-cigarettes” or vaporizers 
while on District property or while on duty. Guards must adhere to District’s Board Policy 
and Administrative Regulations.  

6. No alcoholic beverages are allowed on District property at any time. 
7. Do not sign for any packages, shipments, notices or any kind of documentation. 
8. No personal visitors are allowed on Post or in the Security Office without prior approval 

from District Management 
9. No reading material or other item not provided by this Company is authorized while on 

post.  
10. Socializing with District Employees, Students, Visitors, or Contractors regarding your 

personal matters is not authorized. Conversations will be kept strictly professional. 
11. Guards are not allowed to talk to the Media. If the Media arrives on campus or are nearby, 

notify IVC PD Dispatch immediately. If contacted by the Media Guards do not answer any 
questions or provide any information. Simply advise the Media that you are unable to 
provide any information or make a statement and direct them to the IVC PD. 

12. You are not allowed to leave the site during your shift unless properly relieved.  
 

H.  PERFORMANCE 
Compliance with these Post Orders, the Employee Handbook, orders given by Site 
Supervisor, District Board Policies and Administrative Procedures and any other directives 
is mandatory. Any violations of the above listed Orders or Policies will result in disciplinary 
actions up to and including: verbal warning, write-up, suspension and/or termination. 
Additionally, disciplinary actions will be taken for Guards who are repeatedly late or calls 
off frequently. 

 

CONTRACTOR’S SUPERVISORY RESPONSIBILITIES 
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Contractor is directly responsible for daily operations of assigned Guards. No orders or directives 
will be implemented without District Management approval.  

 
1. Handling of Issues 

a) Training 
i. Conducts training of new Guards to the applicable District site 
ii. Ensures familiarity with all duties and responsibilities for the District 
iii. Conducts Update Training with all Guards 
iv. Ensures proper communication of pertinent information 

b) Scheduling 
i. Responsible for weekly schedule  
ii. Ensure schedule is forwarded to Contractor office 
iii. Filling of Call-Offs when On-Duty 

c) Direct Supervision of assigned Guards 
i. Conduct weekly rotating shifts at the ATEP site to facilitate 

communication of compliments, complaints or other information from 
Students and Staff 

ii. Ensuring smooth and successful operations for the District 
iii. Ensuring organization of office locations 
iv. Ensuring Guards are following all rules and guidelines provided 
v. Conducting daily reviews of all paperwork completed by Guards 
vi. Assist in completing or ensuring completion of any and all tasks 

requested by the District. 
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PROPOSAL FORM A 
LETTER OF INTEREST 

 
Letter of Interest  

The RFQ&P response should be introduced with a Letter of Interest that presents a statement 
of interest, firm’s approach, and philosophy for implementing these services, and a brief 
description of the consultant/firm including qualifications for providing the requested services.  

Cover letter to District in addition to the Proposer’s narrative must include all of the 
information noted below in a letter format. 

The individual who is authorized to bind Consultancy Services for the Development of a District 
and Colleges’ SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK Proposal 
(hence, “Proposer”) contractually must sign the cover letter, must indicate the signatory is so 
authorized, and must indicate the title or position of the signatory. An unsigned cover letter shall 
cause the proposal to be rejected. The cover letter must contain a statement from the Proposer 
that acknowledges that all documents submitted pursuant to this request for proposal process 
will become a matter of public record. The letter must contain the following: 

¶ The Proposer’s name, address, e-mail, telephone, and facsimile number. 

¶ The Proposer’s Federal Employer Identification Number and Corporate Identification 
Number, if applicable. 

¶ The name, title or position, and telephone number of the individual signing the cover 
letter and statement signatory is authorized to bind the firm. 

¶ The name, title or position, and telephone number of the primary contact and/or account 
administrator, if different from the individual signing the cover letter. 

¶ Provide all the named people who will actually perform the work when the Program 
begins. 

¶ A statement to the effect that the proposal is a firm and irrevocable offer, good for one 
hundred eighty (180) calendar days. Please complete Proposal Form A through G and 
Appendices A through E as part of your RFQ&P response. 

¶ A statement expressing the Proposer’s willingness to perform the services as described in 
this RFQ&P. 

¶ A statement indicating that all forms, certificates and compliance requirements included 
in this RFQ&P are completed and duly submitted in the proposal response. 

¶ A statement that there is no conflict of interest. Use Form E. 

¶ A statement expressing the Proposer’s availability of staff and other required resources 
for performing all services and providing all deliverables within the specified time frames 
as described in the RFQ&P. 
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Proposer Firm Information 

¶ Type of Firm:  

Corporation: _____ Proprietorship: _____ Partnership: ______  

Joint Venture: ______ Other (please describe): ______________________ 

¶ Business License Number: _____________________________________ 

¶ Number of years in business under firm name: _____________________ 

¶ Has the firm changed its name within the past 3 years? 

YES  ἦ  NO  ἦ 

If yes, provide former name(s):         

             

¶ Have there been any recent (within the last three years) changes in control/ownership 

of the firm?  

 YES  ἦ  NO  ἦ 

 If yes, explain.         ______ 

           ______ 

           ______ 

¶ Have officers or principals of the firm ever had their business license suspended or 

revoked for any reason?  

 YES  ἦ  NO  ἦ 

 If yes, please explain.         
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PROPOSAL FORM B 
PERSONNEL AND STAFFING RESOURCES 

 

 
Submit resumes for each team member including sub-consultants proposed to provide service 
to SOCCCD including specific qualifications and recent related experience providing similar 
services. List the proposed staff’s current and anticipated availability during the contract 
period. Include the following data and any other relevant information for the District to 
evaluate: 

1. Provide total number of professional staff currently employed by the firm. 

2. Resumes should include the Project Executive or person(s) providing oversight of the 
project team, if applicable. 

3. Identify person/s who will be principally responsible for working with the District. 
Indicate the role and responsibility of each person/s. If the Proposer is chosen as a 
finalist, the proposed individual/s must attend the interview and in-person presentation. 

4. Indicate whether or not individual is currently a direct employee of the firm. If a direct 
employee, indicate how many years with the firm. 

5. Provide brief biographies, education, training, professional certifications, and work 
experience history of individual/s that will be working directly with the District, 
highlighting the skills identified with their tasks. 

6. Link each named person with the specific tasks, responsibilities, and deliverables. 

7. If more than one person is named as a candidate for a specific role, include above 
information for all listed persons. 
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PROPOSAL FORM C 
 RELATED EXPERIENCE, APPROACH AND METHODOLOGY 

 

 
1. Provide a summary of the Firm’s experience in relation to the services contemplated in this 

RFQ&P. 

2. Describe how the firm will provide services and fulfill the requirements and expectations 

of the District.  

3. Provide a summary of your Firm’s experience working with public entities and the 

experience of the staff assigned to this project. 

4. Based on the RFQ&P scope, clearly specify any work that would be considered additional 

services.  

5. Name and state the number of public entity clients served within the past 5 years. 

6. Do you provide daily, weekly, or monthly status reports? If so, describe the type of 

information the status reports contain. Provide a sample of a daily, weekly and monthly 

report. 

7. Identify any special services typically provided by the firm and how those services are 

billed.  

8. Indicate the firm’s proximity to the Advanced Technology and Education Park and 

availability to accomplish the work.  

9. List projects in chronological order in which team members were involved. Indicate 

whether project was completed by firm or by a team member when employed by another 

firm.  

10. Submit complete examples of similar SECURITY SERVICES AT THE ADVANCED TECHNOLOGY 

& EDUCATION PARK.  
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PROPOSAL FORM D 
FEE AND RATE PROPOSAL 

 
The proposed fee schedule shall include fully burdened hourly rates for the proposed work. It is 
the proposer’s responsibility to understand the complexity of the District as well as the 
complexity of the proposed work and to submit a not-to-exceed fee accordingly using the form 
below. 

Each Proposer must propose pricing for both the Standard Pricing Proposal AND the Pricing 
Proposal Alternate 1. Each fee Proposal shall include all costs to complete the Scope of Work.  

Based on the District’s discretion, the District reserves the right to select the Standard Pricing 
Proposal or Pricing Proposal Alternate 1 or may elect not to move forward with awarding a 
contract.  

Please indicate billable hourly rate and calculate the cost per week and cost per year accordingly 
for each year of the Contract. Such rates shall include all labor, materials, overhead and profit 
(OH&P), and other direct and indirect costs including incidental travel. Actual contract rates and 
project fees will be subject to negotiation prior to issuance of any agreement. 

 

I) Standard Pricing Proposal (District-Provided Vehicle): 

YEAR Hourly 
Billable Rate 

Cost Per Week  
(88  Hours Per Week) 

Cost Per Year  
(Cost Per Week x 56 Weeks) 

2019 (Year 1) $ $ $ 

2020 (Year 2) $ $ $ 

2021 (Year 3) $ $ $ 

2022 (Year 4)  $ $ $ 

2023 (Year 5) $ $ $ 

 

1. Other Costs:  Please indicate below any costs not specified above, and list any applicable 

reimbursable and their respective unit costs: 

___________________________________________________________________________

___________________________________________________________________________

________________________________________________     
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______________________________________________________________________________ 

I) Pricing Proposal Alternate 1 (Contractor-Provided Vehicle): 

YEAR Hourly 
Billable Rate 

Cost Per Week  
(88  Hours Per Week) 

Cost Per Year  
(Cost Per Week x 56 Weeks) 

2019 (Year 1) $ $ $ 

2020 (Year 2) $ $ $ 

2021 (Year 3) $ $ $ 

2022 (Year 4)  $ $ $ 

2023 (Year 5) $ $ $ 

 

2. Other Costs:  Please indicate below any costs not specified above, and list any applicable 

reimbursable and their respective unit costs: 

___________________________________________________________________________

___________________________________________________________________________

________________________________________________     

             

              

___________________________________________________________________________

___________________________________________________________________________

________________________________________________     

             

              

 

______________________________________________________________________________ 
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PROPOSAL FORM E 
 GENERAL TERMS AND CONDITIONS 

 
Offer Held Firm:  The Proposer agrees that it will not withdraw its offer for a period of one 
hundred eighty (180) calendar days from the opening date. 
 

Right to Reject:  The Proposer understands that the District reserves the right to reject any or all 
proposals and to waive any informality in the evaluation of proposals. The District intends to 
verbally negotiate with the Proposers to reach a final agreement. 
 

Bidder Certification:  The Proposer certifies that this bid is made without previous understanding, 
agreement or connection with any person, firm, or corporation making a bid on the same 
services, and is in all respects fair and "without collusion or fraud.” 
 

Execution of a Contract:  If awarded a contract, the Proposer agrees to execute a contract in 
accordance with this Proposal and the District’s Instructions for Submittal of Proposals, 
Information for Proposers, General Conditions, and Service Requirements immediately upon 
receipt of written notice of acceptance of the Proposal by the District. 
 

Assumption of Contract:  The Proposer agrees to assume operations under the contract after the 
Board approval of contract and within ten (10) calendar days following the District’s notification 
to proceed. 
 

Exceptions to Specifications:  In submitting a proposal, the Proposer affirms acceptance of the 
complete Conditions Specifications and Requirements associated with the District’s RFQ&P 
document, unless otherwise stipulated. Any variances or exceptions which the Proposer wishes 
to note with respect to any of the Conditions, Specifications, or any District Service Requirements 
are to be stated herein or in an attachment to the RFQ&P submittal which is to be titled 
"Exceptions." 
 

Conflicts of Interest:  All Proposers must disclose the name of any Board of Trustees member, 
officer, director, or agent who is an employee of the South Orange County Community College 
District, which includes any District employee. Further all Proposers must disclose the name of 
any District or District employee, or Board of Trustees member, who has, directly or indirectly, 
any financial interests in the Proposer’s firm or any of its branches. Submit this information on 
an attachment to the proposal which is titled "Conflict of Interest" and include the person's name, 
interest or position, and percent of ownership, if applicable. 
 

Required Submittals:  The Proposer’s detailed responses to the District’s specifications and 
evaluation criteria must accompany this Proposal. 
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District’s Right to Award:  The signer hereby acknowledges that the District reserves the right to 
make the award to the Proposer which the District judges to have submitted the proposal most 
favorable to the District, with the District being the sole judge thereof. 
 
Legally Binding:  It is further certified that the person whose signature appears below is legally 
empowered to bind the company in whose name the proposal is entered. 
 
Litigation History:  List all related litigation in the last five (5) years filed by either an owner, 
owner’s consultant, or contractor, against the firm. 

 
SUBMITTED BY: 
 

Company Name:  

Contact Person:  

Address:  

City:  State:  Zip: _______ 

Phone Number:  Fax:  

Email:  

  

By: Signature (Manual)  
 
 

By: Signature (Typed or Printed) 
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PROPOSAL FORM F 
 REFERENCES 

 
Each Proposer must be able to present both current and past evidence of satisfactory experience 
in providing services requested. List all public entities that you or your firm has contracted with 
in the last five (5) years. Include the name of the public entity, contact person, email address and 
phone number of individuals who can evaluate work that has been completed by the 
consultant(s)/firm/team member(s) in the past five (5) years.  

REFERENCES 

Name of Entity:  

Contact Person:  

Address:  

City:  State:  Zip: ___________  

Phone Number:  Fax:  

Email:  

Dates of Services: From:  To:   

Types of Services Provided:  
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PROPOSAL FORM G 
 Addenda Acknowledgement 

 
Addenda: Changes or corrections to the proposal document will be issued via a numbered 
addendum format at the time of the pre-proposal conference or at least five (5) calendar days 
prior to submittal date. Record below the number(s) and date(s) of addenda received, if 
applicable. 
 

 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
 
Addendum #_______  Date Received: __________________________ 
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APPENDIX A 
 Non-Collusion Declaration 

 
NON-COLLUSION DECLARATION  

TO BE EXECUTED BY PROPOSER AND SUBMITTED WITH PROPOSAL 
 
State of California ) 

 ) ss. 
County of__________________) 
_______________________________________________, being first duly sworn, deposes and 

says that he or she is _______________________________ of 

_______________________________________ the party making the foregoing proposal that 

the proposal is not made in the interest of, or on behalf of, any undisclosed person, Proposer, 

company, association, organization, or corporation; that the proposal is genuine and not 

collusive or sham; that the Proposer has not directly or indirectly induced or solicited any other 

Proposer to put in a false or sham proposal, and has not directly or indirectly colluded, 

conspired, connived, or agreed with any Proposer or anyone else to put in a sham proposal, or 

that anyone shall refrain from submitting a proposal; that the Proposer has not in any manner, 

directly or indirectly, sought by agreement, communication, or conference with anyone to fix 

the proposal price of the Proposer or any other Proposer, or to fix any overhead, profit, or cost 

element of the proposal price, or that of any other Proposer, or to secure any advantage against 

the public body awarding the contract of anyone interested in the proposed contract; that all 

statements contained in the proposal are true; and, further, that the Proposer has not, directly 

or indirectly, submitted his or her proposal price or any breakdown thereof, or the contents 

thereof, or divulged information or data relative thereto, or paid, and will not pay, any fee to 

any corporation, Proposer, company association, organization, or to any member or agent 

thereof to effectuate a collusive or sham proposal. 

I certify (or declare) under penalty of perjury that the foregoing is true and correct. 

 
_____________________________________________ 
Print Name 
 
_____________________________________________ 
Signature  



SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT   RFQ&P No. 24 

SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK 

Page 42 of 46 

 

APPENDIX B 
 Equal Opportunity Affirmative Action Statement 

 
SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT 
EQUAL OPPORTUNITY AFFIRMATIVE ACTION STATEMENT 

 
Proposer hereby certifies that in performing work or providing products for the District, there 
shall be no discrimination in its hiring or employment practices because of age, sex, race, color, 
ancestry, national origin, religious creed, physical handicap, medical condition, marital status, 
or sexual orientation, except as provided for in Section 12940 of the California Government 
Code. Proposer shall comply with applicable federal and California anti-discrimination laws, 
including but not limited to the California Fair Employment and Housing Act, beginning with 
Section 12900 of the California Government Code. 

 
IN WITNESS WHEREOF, the undersigned has executed this Certificate of Non-Discrimination 

this  day of  , 2018. 

 
 

 _____________________________________ 
Name of individual, company or corporation 

 
 By: ___________________________________ 
 
(Corporate Seal) Title: _________________________________ 
 

Address: ______________________________ 
 
_____________________________________ 
City   State  Zip Code 
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APPENDIX C 
Firm’s Certificate Regarding Worker’s Compensation 

 
 
Labor Code Section 3700 in relevant part provides: 
 
Every employer except the State shall secure the payment of compensation in one or more of 
the following ways: 
 

(a) By being insured against liability to pay compensation in one or more insurers duly 
authorized to write compensation insurance in this State. 

 
(b) By securing from the Director of Industrial Relations a certificate of consent to 

self-insure, which may be given upon furnishing proof satisfactory to the Director 
of Industrial Relations of ability to self-insure and to pay any compensation that 
may become due to his employees. 

 
I am aware of the provisions of Section 3700 of the Labor Code which require every employer to 
be insured against liability for Workers' Compensation or to undertake self-insurance in 
accordance with the provisions of that code, and I will comply with such provisions before 
commencing the performance of the work of this contract. 
 
 ______________________________________ 

Name of individual, company or corporation 
 
 By: ___________________________________ 
 
(Corporate Seal) Title: __________________________________ 

 
Address: _______________________________ 
 

 ______________________________________ 
City   State     Zip Code 

 
(In accordance with Article 5 (commencing at Section 1860), Chapter 1, Part 7, Division 2 of the 
Labor Code, the above certificate must be signed and filed with the awarding body prior to 
performing any work under this contract.) 
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APPENDIX D 
Submission Checklist 

South Orange County Community College District 
SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK  

 

 

Item 
Included in RFQ&P 

Response 

Proposal Form A: Letter of Interest   

Proposal Form B: Personnel and Staffing Resources  

Proposal Form C: Related Experience, Approach and Methodology  

Proposal Form D: Fee and Rate Proposal  

Proposal Form E: General Terms and Conditions  

Proposal Form F: References  

Proposal Form G: Addenda Acknowledgement  

Appendix A: Non-Collusion Declaration  

Appendix B: Equal Opportunity Affirmative Action Statement   

Appendix C: Firm’s Certificate Regarding Workers’ Compensation  

Appendix D: Submission Checklist  

Appendix E: Sample Agreement for SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK 

Not necessary to include with 
proposal if no changes are being 

requested, but receipt 
acknowledge  

Exhibit A: Area of Coverage  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT   RFQ&P No. 24 

SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK 

Page 45 of 46 

 

APPENDIX E 
Sample Agreement Attached for 

SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK  
 
  



SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT   RFQ&P No. 24 

SECURITY SERVICES AT THE ADVANCED TECHNOLOGY & EDUCATION PARK 

Page 46 of 46 

 

 

EXHIBIT A 
Area of Coverage 

South Orange County Community College District 
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