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EXHIBIT A – SCOPE OF SERVICES FOR SECURITY OFFICER SERVICES FOR 
COLUMBUS PUBLIC HEALTH 

 
 
I. Scope of Services 

 

Columbus Public Health (CPH) has a need to contract for unarmed, uniformed security 
services with special qualifications. The coverage will be for 24 hours a day, seven days 
a week at the staffing levels described in Exhibit 1. Total weekly hours will be 
approximately 288. Security services are to be provided at the site of CPH, 240 Parsons 
Ave, Columbus, Ohio 43215, as well as off-site WIC clinics. The contract shall be in 
effect from March 1, 2024 through February 29, 2025. 

 
CPH is a department of the City of Columbus. It provides a broad range of services to 
the community including medical clinics and screenings, consoling, inspections, medical 
surveillance, home health, outreach programs, and other community health services. 

 
The department’s facilities are located in four buildings at 240 Parsons Ave. including the 
buildings formerly known as the “School for the Blind”, “North Dorm”, “Carriage House”, 
and the parking garage. 

 
Although the entire facility will not be occupied by CPH (they occupy only a portion of the 
facility), security responsibilities will include all of these buildings and the surrounding 
property. Exhibit 2 provides a site plan showing the geographical scope of responsibility. 

 
During regular business hours, access to the building is generally open to the public. 
Specified areas within the building may be accessible to the public, controlled through the 
implementation of policies and procedures, or controlled by an electronic access control 
system. General building hours will be 7:30 AM to 9:00 PM. Evening, weekend, and 
holiday hours will vary. 

 
CPH hosts an annual farmer’s market on the grounds in the summer for three consectuive 
Thursdays through a partnership with WIC, OSU (College of Public Health), and the City 
of Columbus. This event requires additional security coverage during specified hours. 

 
The security contactor is to provide twenty-four hour coverage at this site as indicated in 
Exhibit 1 of this RFP. Not withstanding this schedule, the City may require the security 
contactor to provide additional trained staff for special programs, or for other reasons. 
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Relationship Between Parties 
 

The relationship of the Security Contractor, its security officers, supervisors, and other 
employees furnished pursuant to this agreement and CPH shall be that of an independent 
contractor. All personnel furnished to the City under this agreement shall be employees 
of the vendor. The vendor shall exercise control over all aspects of its employee’s 
employment and conduct. Such control shall include, without limitation, hiring, evaluation, 
promotion, discipline, and the resolution of complaints and grievances. 

 
The Security Contractor shall pay all salaries, benefits, payroll taxes (including but not 
limited to Social Security taxes, Federal and State Unemployment Taxes and State 
Worker’s Compensation fees), license fees, outfitting fees and uniform maintenance costs 
associated with this agreement. 

 
Not withstanding other provisions of this agreement, CPH reserves the right to require the 
Security Contractor to replace an officer or supervisor. 

 
 
Security Contractor Qualification and Licenses 

 

The Security Contractor must be licensed in the State of Ohio to provide the services 
described in the agreement. A copy of the vendor’s license(s) must be attached to their 
response. 

 
The Security Contractor must have a minimum of three years of experience providing 
similar services. 

 
 
II. Specifications 

 

1. General Duties for Security Officers 
 

1.1 Access Control Duties. 
 

1.2 Facility Patrol Duties. 
 

1.3 Escort of staff and other personnel as directed. 
 

1.4 Patrols and inspection of building for security violations, maintenance problems, 
safety and fire hazards. 
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1.5 Operation of security related equipment including, but not limited to, closed 
circuit television systems, access control, radios, intercoms, telephones, fire 
alarm systems, and duress alarms. 

 
1.6 Operation of the Security Control Center. Must monitor and appropriately 

respond to: 
 

1.6.1 Duress alarm system 
1.6.2 Fire safety system 
1.6.3 Access control and alarm system 
1.6.4 Closed circuit television system 
1.6.5 Elevator monitor system 
1.6.6 Key control system 
1.6.7 Maintain all logs 
1.6.8 Intercom and Call-For-Assistance (CFA) devices 

 
1.7 Officers must be prepared to respond to conditions of fire, theft, trespass, 

vandalism, violence, disturbance, fights and confrontations. 
 

1.8 Prepare written reports detailing incident facts. 
 

1.9 Other duties as directed by the CPH Facilities Administrator and agreed to by 
both parties. 

 
 
III. Requirements 

 

2. Security Officer Qualifications 
 

Officers assigned to CPH must have the following minimum qualifications and 
training: 

 
2.1 Prior to assignment to CPH, the Security Contractor must complete a 

background investigation verifying that the applicant is free of any felony 
criminal conviction and has not been convicted of any theft related offences, 
sex offences, crimes of violence, or drug offences. This shall include, but is not 
limited to, a fingerprint check through the Ohio Bureau of Criminal Identification 
and Investigation (BCI&I) or a “WebCheck”, a check of appropriate local police 
records, verification of employment for the past seven years, verification of 
training and education, and all other checks the vendor normally conducts for 
candidates. No criminal record of any kind will be accepted. 

 
2.2. The Security Contractor must conduct and certify a pre-assignment 10 panel 

drug screening which the applicant must pass. 
 

2.3 All officers must: 
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• Be in good general health without physical or psychiatric restrictions that 
could interfere with the performance of their duties and responsibilities. 

• Be mentally alert and utilize reliable judgment. 
• Be able to communicate utilizing radios and telephones. 
• Be able to operate a golf cart type vehicle as needed and must possess 

a valid Ohio operator’s license. 
• Be able to respond to emergency conditions by climbing up at least four 

flights of stairs. 
• Be able to patrol both the interior and exterior of the building and the 

parking garage regardless of weather conditions. 
• Be able to complete accurate written incident and activity reports. 
• Be able to provide their supervisor or Health Department management 

with clear, articulate descriptions of activities, incidents, or problems 
verbally and in written form. 

 
2.4 Undergo a building specific orientation that shall include site-specific 

emergency and standard policies, procedures, patrol and response 
procedures, and an introduction to CPH facility management staff. Additionally, 
all relief officers must have this basic orientation before being assigned to this 
facility. 

 
2.5 Be at least 18 years of age. 

 
2.6 Be physically able to perform foot patrols on an hourly basis and be physically 

fit to perform all facets of security duties to including climbing up to four flights 
of stairs. 

 
2.7 Be qualified to perform all security functions, including patrolling, response, and 

Control Center Operations. 
 

2.8 Have basic computer skills including keyboard and mouse skills and knowledge 
of the Windows operating environment sufficient to effectively operate the 
building’s access control, Closed Circuit Television (CCTV) equipment, 
telephone, paging, and alarm systems. 

 
2.9 Carry operational flashlights, radios, and select keys. 

 
2.10 Possess the following qualifications: 

 
2.10.1 Be a High School graduate or possess a GED Equivalency, and be 

able to fluently speak, read and write the English language. 
 

2.10.2 Must not have any physical or mental impairment that would prevent 
them from performing their assigned duties. 
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2.10.3 Must possess a valid Ohio Operators License and be able to operate 
a utility type vehicle. 

 
2.10.4 Security Officer’s work may require frequent and prolonged walking, 

standing, stooping and sitting. Physical stamina in all of its forms is a 
basic physical requirement of the position. Any individual, who cannot 
meet the following physical requirements of this position, including 
inability discovered through on-the-job performance, will be 
disqualified. 

 
2.10.5 Vision. Binocular vision is required. Must be able to accurately 

monitor CCTV systems and perform all other responsibilities with 
corrected vision. Ability to distinguish basic as well as shades of color 
is required, as is normal peripheral vision. 

 
2.10.6 Hearing. Must be able to hear a whispered voice at fifteen feet with 

each ear. 
 

2.10.7 Speech. Disease or conditions resulting in indistinct speech are 
disqualifying. 

 
2.10.8 Extremities and Spine. Deformities or disease of the extremities and 

spine that interfere with the full performance or position duties are 
disqualifying. 

 
2.10.9 Respiratory System. Any chronic disease or condition affecting the 

respiratory system, which would impair the full performance of the 
duties, is disqualifying, e.g., conditions that may result in reduced 
pulmonary functions, shortness of breath, or painful respiration. 

 
2.10.10 Nervous System. Security Officers must possess emotional and 

mental stability with no history of basic personality disorder. Security 
Officers with a history of epilepsy or convulsive disorder must have 
been seizure-free for the past two years without medication. 

 
2.10.11 Weight and Height. Weight and height is to be proportionate. 

 
2.10.12 Miscellaneous. Though not mentioned specifically above, any other 

disease or condition, which would interfere with the full performance of 
duties of the position, is also grounds for medical rejection. 

 
3. Security Officer Job Duties 

 

3.1 Security Officers shall be responsible for all aspect of premises protection, 
including, but not limited to guarding against and/or responding to conditions 
of fire, theft, malicious injury, damage and destruction, trespass, reporting 
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safety and fire violations, and providing services to enhance the safety of 
our patients, staff, and visitors such as escorts. 

 
3.2 Security Officers may be called upon to diffuse potentially violent situations 

through the use of non-violent intervention skills. When a potentially violent 
situation threatens to erupt on the spot and no weapon is present, verbal 
de-escalation is appropriate. 

 
3.3 Law enforcement activities are the responsibility of the Columbus Police 

Department. 
 

3.4 Security staff is responsible for reviewing job descriptions and post orders 
in order to fully understand security officer duties and responsibilities. 

 
3.5 Open and secure the CPH complex including all buildings on this site and 

grounds. 
 

3.6 Check all interior and exterior areas during the entire period of scheduled 
security coverage by making regular patrol rounds of the complex and 
utilizing electronic monitoring systems. 

 
3.7 Respond to CPH requests for assistance in the non-violent management of 

potentially disruptive patients or visitors. 
 

3.8 Enforce sign-in and sign-out procedures after hours. 
 

3.9 Enforce building fire and safety regulations. 
 

3.10 Enforce NO SMOKING rules. 
 

3.11 Enforce CPH building policies. 
 

3.12 Prepare incident reports detailing activities and unusual situations, safety 
hazards, and administrative concerns. 

 
3.13 Cross-train on fixed, response, and patrol duties. 

 
3.14 Security Officers on patrol shall carry operational flashlights, radios and other 

equipment as required for the performance of their duties. Security Officers 
are not permitted to carry weapons of any kind. 

 
3.15 Security Officers may be required to perform other duties within the scope 

of this agreement, which the Security Contractor and the CPH Facilities 
Administrator may agree upon in writing. 
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3.16 Security Officers are in proper uniform (furnished by the Security Contractor 
and approved by CPH) including hats, gloves and foul weather gear for cold 
weather, rain, and snow. 

 
3.17 Security Officers are alert and able to perform their duties at all times. 

 
3.18 Written activity reports detailing routine activities and unusual incidents are 

provided for the CPH Facilities Administrator for review daily. 
 

3.19 Incident reports (separate from activity reports) will be provided to the CPH 
Facilities Administrator when officers are aware of unusual or significant 
incidents or issues. 

 
3.20 Back up supervision from the Security Contractor’s local office is available 

from a local office 24 hours a day, 365 days a year. Any back up supervision 
will be administered by the Operations Manager including the annual 
farmer’s market. 

 
3.21 The Site Supervisor maintains regular and routine communication with the 

CPH Facilities Administrator. 
 

3.22 That at least 24 hours prior to assignment the Security Contractor will submit 
certification to the CPH Facilities Administrator that the proposed Security 
Officer has successfully completed their background check and drug 
screening. 

 
3.23 Security officer duties are performed in a professional manner consistent 

with the needs of CPH and the Security Contractor’s standards. 
 
4. Security Officer Qualification 

 

The following documentation is required of all Security Officers before their 
assignment commences and must be presented to the CPH Facilities Administrator 
prior to being cleared to work: 

 
4.1 At least 24 hours prior to assignment, certification that pre assignment 

training, background check and drug screening have been completed and 
that the individual is cleared to work at this site. This certification must be 
presented to and accepted by the CPH Facilities Administrator or designee. 

4.2 Provide certification to the CPH Facilities Administrator that the Security 
Officer has completed pre assignment site orientation and basic training 
including three (3) consecutive days of on-site training paid for by the 
Security Contractor. 
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4.3 Disciplinary Problem. A certificate attesting that the Security Officer being 
assigned has not been previously removed for cause or poor performance 
from any other facility that the Security Contractor serves. 

 
5. Security Officer Training Requirements 

 

The following is a list of training that must be completed by Security Officers prior to 
being assigned including the three (3) consecutive days of on-site training. The 
Security Contractor shall be responsible for the training listed below and all 
associated costs: 

 
5.1 Building and site orientation and walk through. 

 
5.2 Security Control Center Operation. 

 
5.3 Building Patrol, Parking Lot Patrol, Response, and Escort Duties. 

 
5.4 Screening Duties. 

 
5.5 Locking and Unlocking Procedures. 

 
5.6 Actions during Various Emergencies. 

 
5.7 Understands and Follows Post Orders. 

 
6. Services To Be Performed by the Security Contractor 

 

Documentation Required from the Security Contractor 
 

6.1 The Security Contractor must comply with the State of Ohio’s State Security 
Officer Licensing requirements and submit a copy with the proposal. 

 
6.2 The Security Contractor will be responsible for paying the initial and on- 

going annual guard card costs for those officers assigned to CPH. 
 

6.3 New Hires. Prior to any new Security Officer being assigned to and 
permitted access to CPH the contractor shall comply with all portions of 
Sections 4 & 5 of this RFP relating to Security Officer Qualifications and 
Training. 

 
6.4 Security Contractor’s Performance Requirements 

 
The Security Contactor’s responsibilities shall include but are not limited to 
the following: 
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6.4.1 Upon initiation of the agreement the Security Contractor shall follow 
the CPH established Security Post Orders detailing officer duties, 
responsibilities, emergency procedures, policies, practices, and CPH 
contacts designed to ensure the safety of our facility, patients, 
visitors, staff, and security staff. Understand that while these 
documents are currently in place, the Security Contractor may 
recommend enhancements to the existing CPH policies and 
procedures after contract award and time spent learning the site. 

 
6.4.2 Open Posts. Security Contractor shall be responsible to ensure that 

Security Officers are on their post at the scheduled times. In the 
event of an open post, in addition to not being paid for the open post 
hours, the Security Contractor shall be charged a penalty. The 
penalty for an open post is one times (1X) the billing rate, which will 
be automatically deducted from the invoice. 

 
6.4.3 CPH views the proper covering of all assigned posts as a critical part 

of the contracted service and reserves the right to fill open posts with 
special duty Columbus police officers. When this action is taken, 
then in addition to the penalties outlined in paragraph above, CPH 
will deduct from the weekly invoice the wages of these special duty 
officers. 

 
6.4.4 Security Contractor shall coordinate reconciliation of security hours 

with the CPH Facilities Administrator on a weekly basis by reviewing 
officer sign-in sheets and time cards. A means of electronic time 
keeping will be provided by the Security Contractor for the Security 
Officers to clock in and out. 

 
6.5 Training 

 

6.5.1 Security Contractor shall be responsible for the training of all 
assigned Security Officers and all associated costs. 

 
6.5.2 Security Officers, prior to being assigned, shall undergo professional 

training as required to perform their duties in a competent manner. 
Security Contractor will submit with their RFP response, a description 
of the pre-assignment professional training and site-specific training 
program and the intended method of providing this training. Site- 
specific training shall be at a minimum, eight hours. After the initial 
eight hours of site-specific training, new Security Officers will be 
permitted to work on billable time. 

 
6.5.3 Although not a requirement prior to hire, all Security Officers will be 

First Aid, CPR, and AED certified within the first ninety (90) days of 
placement at CPH. 
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6.5.4 CPH will provide the CCTV/DVR training to the Security Officers as 
part of the mandatory training the officers receive. 

 

7. Roster 
 

7.1 No later than two (2) days prior to the commencement of the contracted 
service, Security Contractor shall submit a roster of active Security Officers, 
who will be assigned to CPH. Additionally, Security Contractor shall furnish 
names of other qualified personnel who will be authorized to work as back- 
up personnel. Contractor is required to have a minimum of three (3) utility 
officers trained to work at CPH at all times. 

 
8. Security Contractor’s Supervisory Personnel 

 

8.1 The Security Contractor shall designate a Site Supervisor, who will supervise 
the day-to-day security operations of the security contractor personnel. This 
person should be available on a 24-hour basis to respond to any staffing 
problems at CPH. 

 
8.2 The Security Contractor shall absorb any differential in pay for any OIC/shift 

commanders, or other supervisory personnel assigned to CPH, who may 
need to fill in should a Security Officer not be available to work. 

 
8.3 The Security Contractor shall furnish a list of off-site management personnel 

with names, qualifications, telephone, and cell phone numbers to the CPH 
Facilities Administrator to contact in the event of problems of immediate 
nature. The list should specify who to call in what order. 

 
8.4 CPH has determined that the current Site Supervisor working the CPH 

account will be retained regardless of who is awarded the contract. This 
individual, Brian Fyffe, will maintain his role as the Site Supervisor at CPH 
with existing pay and tenure. 

 
9. Pre-employment Screening and Background Checks 

 

9.1 Any Security Officer who fails to properly perform assigned duties is subject 
to a request to be removed by the CPH Facilities Administrator. The Security 
Contractor shall remove that officer upon the request of the CPH Facilities 
Administrator. 

 
10. Double Shifting 

 

10.1 At no time shall the Security Contractor schedule Security Officers to work 
more than twelve (12) hours per a 24-hour period. Double shifting is defined 
as working in excess of twelve (12) hours at a single or a combination of 
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facilities. Double shifting practices will be sufficient cause for the 
cancellation of this contract. 

 
11. Dedicated Service 

 

11.1 At no time will a Security Officer be removed from the CPH facilities to cover 
the Security Contractor’s other post and leave an open post. Only qualified 
Security Officers are permitted to work at CPH. 

 
12. Training and Operational Manual 

 

12.1 Security Contractor will be required to prepare a training manual to train all 
Security Officers assigned to CPH, subject to the approval of the CPH 
Facilities Administrator. Each Security Contractor will provide a sample 
Training and Operational Manual with their response. 

 
12.2 Security Contractor will also be responsible to prepare a written test, subject 

to the CPH Facilities Administrator’s approval, and administer the test to 
Security Officers being trained for duty at this site. Each Security Contractor 
will provide a sample copy with their response, if available. The test shall 
cover general and special orders as well as pertinent operational 
information and instructions. Security Officers unable to pass this test within 
two weeks of their assignment to CPH will not be assigned to this site. 

 
13. Equipment provided by Contractor 

 

The Contractor shall provide, at their expense: 
 

13.1 Two (2) cell Mag Lite flashlights for all the Security Officers during the 
second and third shifts. 

 
13.2 Two (2) cell phones. One (1) cell phone assigned to the Site Supervisor 

that is capable of sending and receiving e-mails 24 hours a day, 365 days a 
year for the purpose of supervision and maintaining communications with 
the CPH Facilities Administrator and one (1) cell phone assigned to the 
security staff for roll over calls from the CPH call boxes and Immunization 
Vaccine Control System. 

 
13.3 Four (4) radios and spare batteries for Security Personnel. Motorola model 

RDU4160d or equivalent since not all types of radios will work in the building 
due to its age. Radios will be used to communicate with the CPH Facilities 
Administrator and other essential staff. 

 
13.4 Name tags for all Security Officers assigned to the account. 

 
13.5 CPH shall supply any utility type vehicles for use by the Security Officers. 
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14. Dress 
 

The Security Contractor, at their own expense, shall provide the following clothing 
to each Security Officer. 

 
14.1 Security Officers will be dressed in a paramilitary style uniform with a gray 

uniform shirt, with badge reinforcement, metal badge, black slacks, black 
belt, black shoes and color-coordinated tie. Summer uniform shall be a gray 
short sleeve uniform shirt with badge reinforcement and metal badge, black 
belt, and black uniform slacks. Additionally, the Security Contractor will 
provide hats, gloves, jackets and rain gear for Security Officers when 
conducting exterior patrol or services. 

 
14.2 Quantity. Full-time Security Officers will be issued four long sleeve shirts, 

four short sleeve shirts, and four pairs of pants. Part-time Security Officers 
will be issued three long sleeve shirts, three short sleeve shirts, and three 
pairs of pants. All Security Officers will be issued two ties, a black belt, and 
weather gear. Security Officers are responsible for providing their own boots. 
Tennis shoes are not an acceptable form of footwear. 

 
14.3 Security Officers are to be in a complete uniform at all times while on the 

premises. Uniform items must at all times be clean, neatly pressed and 
properly worn. 

 
15. Alcohol and Drugs 

 

15.1 No Security Officer will be permitted to work when he or she appears to be 
under the influence of alcohol and/or drugs. When such a condition is 
detected, the Security Contractor’s Site Supervisor shall be immediately 
notified for resolution. Being “under the influence” shall include, but is not 
limited to, an odor of alcoholic beverages on or about the Security Officer. 

 
16. Business Solicitations 

 

16.1 No Security Officer shall engage in any business or other personal activity 
while on duty. 

 
17. Non-Performance of Duty 

 

17.1 Security Officers found not performing their assigned post duties by either 
sleeping, reading newspapers, or involved in activity other than those 
prescribed by the Post Orders will be immediately reported to the Security 
Contractor’s Site Supervisor. 

 
17.2 CPH will request the removal of Security Officers failing to perform their 

assigned screening duties in a consistent manner. The Security Contractor 
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shall be responsible for removing the Security Officer from the facility and 
providing a suitable replacement Security Officer within 120 minutes of the 
request by the CPH Facilities Administrator or designee. 

 
18. Inspection by Off-site Management Personnel 

 

18.1 Security Contractor’s Site Supervisor is expected to visit the site at least 
once per week on second or third shift to conduct a duty performance 
inspection and to meet with the Security Contractor’s security staff. On a 
weekly basis, a “roving” Supervisor shall be required to make site visits on 
both second and third shifts. On a monthly basis, as requested by the CPH 
Facilities Administrator, the Contractor’s Site Supervisor will meet with the 
CPH Facilities Administrator regarding day-to-day security operational 
matters. The CPH Facilities Administrator may also request the presence 
of the Security Contractor’s senior management at these meetings. 

 
18.2 The Site Supervisor is expected to inspect each member of the Security 

Staff once per month and submit a written inspection report to the CPH 
Facilities Administrator. 

 
19. Quality Assurance Program 

 

19.1 Security Contractor is to establish a Quality Assurance Program, 
incorporating the stated inspection requirements and submit the plan with 
their proposal. 

 
20. Start Up Plan 

 

20.1 Contractor is to submit a detailed Start-up Plan showing when and how 
sufficient Security Officers will be trained prior to the start of the security 
contract in order for the transition to be smooth and with properly trained 
personnel. 

 
21. Wages 

 

21.1 Security Contractor shall pay Security Officers a starting rate of no less than 
$20.00 per hour in compliance with the requirements of 329.06 (c)(10) of 
the Columbus City Code. Please note that this amount is subject to change 
but for bidding purposes, use the $20.00 per hour. Security Officers 
assigned “Lead” responsibilities shall be paid an hourly premium. The Site 
Supervisor shall be compensated at a rate consistent with his/her 
responsibilities. 

 
21.2 Security Officers will be paid at their regular hourly rate for Sunday pay. 
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21.3 Security Officers will receive time and a half (1.5x) pay for the following 
holidays if scheduled to work: New Year’s Day, Martin Luther King, Jr. Day, 
President’s Day, Memorial Day, Juneteenth, Independence Day, Labor 
Day, Indigenous Peoples Day, Veteran’s Day, Thanksgiving Day, and 
Christmas Day. 

 
21.4 The Site Supervisor will receive double time (2x) pay for the following holidays 

if scheduled to work: New Year’s Day, Martin Luther King, Jr. Day, President’s 
Day, Memorial Day, Juneteenth, Independence Day, Labor Day, Indigenous 
Peoples Day, Veteran’s Day, Thanksgiving Day, and Christmas Day. 

 
21.5 The Site Supervisor will receive paid holidays for the following scheduled 

holidays: New Year’s Day, Martin Luther King, Jr. Day, President’s Day, 
Memorial Day, Juneteenth, Independence Day, Labor Day, Indigenous 
Peoples Day, Veteran’s Day, Thanksgiving Day, and Christmas Day. 

 
21.6 Security Officers will receive one (1) week of vacation after one (1) year of 

service, two (2) weeks vacation after five (5) years of service. In the event 
a Security Officer requests vacation pay in lieu of taking time off, the 
Security Contractor will issue a separate check to the Security Officer and 
not include it in the Security Officer’s regular pay. 

 
21.7 The Site Supervisor will receive one (1) week of vacation after one(1) year 

of service, two (2) weeks vacation after five (5) years of service, and three 
(3) weeks of vacation after ten (10) years of service. 

 
21.8 Security Officers pay raises will be based on contract funding and in 

compliance with the requirements of 329.06 (c)(10) of the Columbus City 
Code. 

 
21.9 The Site Supervisor will receive a one (1) pay raise a year at the discretion 

of the CPH Facilities Administrator. 
 
22. Escalator/De-escalator Clause 

 

22.1 During the term of this security contract, or any extensions thereof, if the 
City of Columbus government full time employee lowest paid wage 
increases or decreases, the Security Contractor will be permitted to 
increase or required to decrease the billing rate the same percentage as the 
new lowest paid wage of a City of Columbus government full-time 
employee. Also, during the term of this security contract, if mandates by 
the City of Columbus are issued which increase or decrease the Security 
Contractor's cost of providing the security services the Security Contractor 
may also increase or will be required to decrease the billing rate. All 
increases shall be subject to the following: the Health Commissioner will 
review them and, with proper documentation, may approve them. Such 
documentation, including proof of mandate and justification for additional 
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compensation must be presented to CPH 45 days prior to such approval. 
Any increases to the amount of the contract shall require a written contract 
modification and the approval of the Columbus City Council and Mayor. All 
decreases will be subject to the following: CPH will present proper 
documentation for proof/justification for less compensation 45 days prior to 
their effective date. The Security Contractor and the City shall agree on the 
revised compensation and a written contract modification shall be pursued 
subject to the approval of the Columbus City Council and Mayor. 

 

23. Staffing 
 

23.1 See Exhibit 1 for a sample schedule. 

23.1.1 All shifts. Security Officers will work a straight 8 hour shift without 
breaks. They may eat at their post (if the building is unoccupied) 
but must be available to respond to emergencies, answer 
phones, etc. 

 
23.1.2 CPH hosts a Farmers Market the first three Thursdays in August 

each year. Security Contractor must be able to supply 
approximately twelve (12) additional Security Officers during 
these events for both crowd and traffic control. These Security 
Officers are to be uniformed in a highly visible (neon colored) polo 
shirt, black cargo shorts, and a highly visible vest with SECURITY 
printed on the back. Any other uniform is unacceptable. The 
Security Contractor will supply an Operations Manager from the 
main office to act as an additional Site Supervisor during this time 
and the Security Contractor is responsible for providing ice and 
cold water to the Security Officers working outside. 

 
23.1.3 All Security Officers will be properly uniformed for any special 

events hosted on the property. 
 
24. Audit 

 

24.1 The City of Columbus has the right to audit Security Contractor's payroll 
records under the agreement to ensure compliance with this item of 
specifications. 

 
24.2 CPH reserves the right to modify this schedule based on building use or 

activity patterns. 
 

24.3 The Site Supervisor is a "working" supervisor and performs Security Officer 
duties when only two security personnel are on site and at other times as 
needed. Site Supervisor’s schedule is not fixed and he/she can move 
between shifts as needed. 
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IV. Contract Infringements 
 

25. Untrained and Not Approved Security Officer on Post 
 

25.1 Untrained Security Officers on post will result in non-billed hours instead of 
being considered an open post. 

 
 
V. CPH Responsibilities 

 

26. CPH will assign a Facilities Administrator to act as liaison between the Security 
Contractor and the City. 

 
26.1 CPH will cooperate with the Security Contractor in the development of any 

policies, procedures, and emergency calls lists. 
 

26.2 CPH will be responsible for coordinating the maintenance of fixed security 
equipment including the access control, CCTV, alarm, and CFA systems. 

 
26.3 CPH reserves the right to add and delete security hours under the terms of 

this Contract. In cases where additional security services are requested, 
the Security Contractor will provide them at the rates stated in the Contract. 
No premium charges will be assessed when temporary service is requested 
with 24 hours notice. Staffing request with less than 24 hours notice may 
be billed at a provided overtime rate. 

 
27. Post and Weekly Hours 

 

Security Officers – Weekdays 200 hours 
Security Officers – Weekends 48 hours 
Security Officer – Cover Women’s Health 96 hours 
Clinic the 1st Saturday of each month 
Site Supervisor – Weekly  40 hours 
Total Weekly Coverage (approximate) 288 hours 
Special events and needs 400 hours 

 
For proposal purposes, use annual hours of 15,472 hours 

 

28. CPH celebrates the following holidays 
 

New Year's Day 
Martin Luther King Jr. Day 
President's Day  
Memorial Day 
Juneteenth  
Independence Day 
Labor Day 
Indigenous People 
Veteran’s Day 
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Thanksgiving Day 
Christmas Day 

 
29. Invoices and Rates 

 

Invoices are to be submitted bi-weekly in a following manner: 
 

Category Hours Billing Rate Total 
 
Security Officers 

 
XXX 

 
$$$$ 

 
$$$$ 

Officers Names, Hours 
Site Supervisor Hours 

 
XXX 

 
$$$$ 

 
$$$$ 

Insurance premiums   $$$$ 
 

Total Amount Due ...................................................................................................... $$$$ 
Dates of Service 

 
Note: Invoices should match the Security Hours Reconciliation Report and 
insurance premiums need to be listed by Security Officer as a separate line item on 
all invoices. Bill accuracy is paramount to ensure timely payment. Invoices shall be 
sent to Mr. Scott Hutchinson, CPH Facilities Administrator, 240 Parsons Ave, 
Columbus, Ohio 43215. 

 
 
VI. Proposal Requirements 

 
30. Each offeror must be a registered vendor with the City of Columbus and contract 

compliant. If not a registered vendor with the City, register through the link below 
and complete the questionnaire regarding your contract compliance. 
http://vendors.columbus.gov/sites/public/Enterprise%20Portal/default.aspx?&WDP 
K=initial&WMI=EPHome&redirected=1&WCMP=COLS&WMI=EPHome. 

 

31. All bids must be submitted electronically through the City of Columbus Bonfire hub 
at https://columbus.bonfirehub.com/projects. Follow this link to create a new vendor 
registration. Paper and/or email bids will not be accepted. All questions related to 
the RFP will be entered into Bonfire hub for answering. 

 
32. The list of items to be submitted with the proposal as outlined below may not be all- 

inclusive. It is the offeror's responsibility to ensure that all pertinent information for 
an adequate evaluation is included with their response. 

 
a. A copy of the State of Ohio License/Certification. 

http://vendors.columbus.gov/sites/public/Enterprise%20Portal/default.aspx?&WDPK=initial&WMI=EPHome&redirected=1&WCMP=COLS&WMI=EPHome
http://vendors.columbus.gov/sites/public/Enterprise%20Portal/default.aspx?&WDPK=initial&WMI=EPHome&redirected=1&WCMP=COLS&WMI=EPHome
https://columbus.bonfirehub.com/projects


Page | 18  

b. Provide a list of five references in the Columbus, Ohio Standard Metropolitan 
Statistical Area (SMSA) with accounts in excess of 300 hours per week. 
Include contact information with your proposal. If CPH is unable to contact 
your references, you may get a reduced score in the evaluation criteria. 

c. Provide a local office address and your 24 hours response capabilities and 
procedures. Due to the nature of the services required, a local office that can 
respond immediately is deemed necessary. 

d. Provide a list of names and qualifications of local office management personnel 
who will be responsible to oversee this operation. 

e. Provide a list of names and qualifications of Security Officers who will be 
assigned to this account if a contract is awarded. 

f. Describe in detail the Pre-Assignment Professional Training that will be given 
to each Security Officer assigned to this facility. 

g. Describe in detail the Quality Assurance Program for this facility. 
h. Describe in detail how you plan to provide the Site-Specific Training to each 

Security Officer and include a training synopsis. 
i. Describe in detail your Start-up Procedure for this account. 
j. Billing Rate Breakdown and Evaluation Form. 
k. Notarized, Non-Collusion Affidavit. 
l. Notarized, Delinquent Personal Property Affidavit. 
m. Copy of current Worker’s Compensation Insurance certificate. 
n. Copy of Liability Insurance in the limits stated as part of this RFP package with 

the City of Columbus named as additionally insured. 
o. Letter of Transmittal. 
p. One marked original and two (2) marked copies of the RFP and responses. 
q. Bond or Proof of ability to meet Bond requirements. 

 
NOTE: If the Security Contractor wishes for any information submitted with their 

proposal for contract security services to remain confidential, Security 
Contractor must state so in their RFP response to CPH. 

 
33. Contract Term and Contract Extension 

 

33.1 The initial term of this contract shall be for one year, commencing on March 
1, 2020. The contract is subject to approval of annual appropriations. The 
contract may be extended for four additional one-year periods, subject to 
the approval by both parties and the required City authorities. 

 
33.2 Pricing for the extended renewal periods shall be subject to the 

escalator/de-escalator terms, enclosed in this RFP. 
 
34. Contract Cancellation 

 

34.1 CPH has the right to terminate the contract upon 30 days written notice to 
the Security Contractor. The Security Contractor may elect not to extend 
this contract for the additional renewal period but must do so by providing a 
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written notice, ninety (90) days prior to the effective date of the renewal, to 
the Health Commissioner, City of Columbus. 

 
 
VII. Evaluation Criteria and Security Contractor Selection Process 

 

35. The evaluation criteria shall include, but need not be limited to the following: 
 

a. The Competence of the offeror to perform the required service as indicated by 
the technical training, education and experience of the offeror’s personnel who 
would be assigned to perform the work; 

b. The quality and feasibility of the offeror’s technical proposal; 
c. The ability of the offeror to perform the required service competently and 

expeditiously as indicated by the offeror’s workload and the availability of 
necessary personnel, equipment and facilities; 

d. Past performance of the offeror as reflected by evaluations of the City agency, 
other City agencies and other previous clients of the offeror with respect to such 
factors as quality of work, success in controlling costs, and success in meeting 
deadlines; 

e. Responsible employer. Offeror demonstrates commitment to a stable, healthy 
employee base by providing proof of adequate healthcare coverage and 
pension availability. Adequate healthcare coverage for the purpose of this bid 
shall mean that the employer pays directly, or through an agent, a portion of 
the premium on behalf of its full-time employees (proposed to work for this 
contract) into a health insurance program with a bona fide plan administrator. 
The health plan offered must be, at a minimum, in the silver health plan 
category. Provide the average length of employee tenure in years. Companies 
whose employee base has the fewest turns will be ranked higher. Offeror 
demonstrates a record of responsibility to government initiatives with regard to 
Federal and State Occupational Safety and Health Administration regulations; 
Federal and State wage and hours laws, and the Fair Labor Standards Act. 

 
NOTE: Each offeror shall include in their proposal pricing a $30,000.00 line 

item for medical/dental/vision insurance. The successful vendor 
will only be reimbursed their portion of the actual cost paid after 
submission of proof for the purchase of said insurance for any 
Security Officer assigned to Columbus Public Health. 

 
f. The cost or pricing structure of the offeror’s proposal. See the attached Billing 

Rate Breakdown and Evaluation form. 
 

f. See the attached Evaluation Criteria and Security Contractor Selection Process 
matrix. 
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Special Notice – Mandatory Pre-Bid Meeting 
 

A pre-bid meeting will be held on October 30, 2019 from 1:00 PM to 2:00 PM at the 
Columbus Health Department building, 240 Parsons Avenue, Room 119C, Columbus, 
Ohio 43215. 

 
A walk-through will be conducted immediately following the Pre-Bid conference. Any 
interested offeror must attend. Failure to attend the Pre-Bid meeting will disqualify an 
offeror. OFFERORS SHALL COMPLY WITH AND BE RESPONSIBLE FOR THE 
SPECIFICATIONS AND INFORMATION DISCUSSED AT THE MANDATORY PRE-BID 
MEETING AS WELL AS ANY ISSUED ADDENDUMS. 

 
 
VIII. Anticipated Timeline 

 

Activity: Dates: 
 
Publish RFP October 16, 2019 
Mandatory Pre-Bid Meeting October 30, 2019 

1:00 PM – 2:00 PM EDT 
Deadline for submission of questions November 6, 2019, 5:00 PM EDT 
Deadline for submission of proposal November 18, 2019, 12:00 PM EDT 
Committee evaluation of proposals November 19 – December 6, 2019 
Proposal selection December 6, 2019 
Contract Term begins March 1, 2020 (contingent on Council 

Approval) 
Contract Term ends February 28, 2021 
 
 
 

WIC Needs: 
 
 
I. Scope of Services 

 

Franklin County WIC has a need to contract for unarmed, uniformed security services 
with special qualifications as stated in this RFP. The coverage will be for four 9-hour 
days and one 4-hour day per week. The days will be Monday through Friday. Monday 
thru Thursday are 9-hour days and Friday is a 4-hour day. Total weekly hours will be 80. 
Security services are to be provided at two off site WIC locations, 5770 Karl Rd., Suite 
400, Columbus, Oh 43229 and 1350 Briarwood Ave Columbus, OH 43211. The contract 
shall be in effect from October 1, 2023 at 7:30 AM, to September 30, 2024 at 5pm, with 
the option to renew for four additional one-year periods. 

 
36. Staffing 

 

36.1 See Exhibit 1 for a sample schedule. 
 

36.1.1 WIC hosts three Farmers Market. The Security Contractor must 
be able to supply approximately six (6) additional Security 
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Officers during these events for both crowd and traffic control. 
These Security Officers are to be uniformed in a highly visible 
(neon colored) polo shirt, black cargo shorts, and a highly visible 
vest with SECURITY printed on the back. Any other uniform is 
unacceptable. The Security Contractor will supply an 
Operations Manager from the main office to act as an additional 
Site Supervisor during this time and the Security Contractor is 
responsible for providing ice and cold water to the Security 
Officers working outside. 

 
37. Post and Weekly Hours 

 

Security Officers – Weekdays   80 hours 
Security Officers – Weekends 48 hours  
Special events and needs 200 hours 

 
For proposal purposes, use annual hours of 8,520 hours 

 

38. CPH celebrates the following holidays 
 

New Year's Day 
Martin Luther King Jr. Day 
President's Day  
Memorial Day 
Juneteenth  
Independence Day 
Labor Day 
Indigenous People 
Veteran’s Day 
Thanksgiving Day 
Christmas Day 

 
39. Invoices and Rates 

Invoices are to be submitted Monthly in the following manner: 
 

Category Hours Billing Rate Total 
 
Security Officers 

 
XXX 

 
$$$$ 

 
$$$$ 

Officers Names, Hours 
Site Supervisor Hours 

 
XXX 

 
$$$$ 

 
$$$$ 

Insurance premiums   $$$$ 
 

Total Amount Due ...................................................................................................... $$$$ 
Dates of Service 

 
Note: Invoices should match the Security Hours Reconciliation Report and 
insurance premiums need to be listed by Security Officer as a separate line item on 
all invoices. Bill accuracy is paramount to ensure timely payment. Invoices shall be 
sent to Erin Stoops, Franklin County WIC Office Manager, 240 Parsons Ave, 
Columbus, Ohio 43215. 
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BILLING RATE BREAKDOWN AND EVAUATION FORM 
 

Offeror’s Company Name:  
 

Address:  
 

Telephone and Fax Numbers:  
 

Contact Name & E-mail Address:  
 

Item New Hire Wage Post Probation Wage Hourly Billing Rate 
Hourly Officer Wage    

Hourly Site Supervisor Wage    

Hourly Officer Holiday Wage    

Hourly Site Supervisor Holiday Wage    

Hourly Officer Special Event Wage    

Hourly Site Supervisor Special Event Wage    

Hourly Cost for Training    

Factor in Additional Training Cost for Turnovers    

Vacation Accrual    
    

Payroll and Other Taxes    

Hourly Cost for Uniforms    

Hourly Cost for Cell Phones    

Hourly Cost for Radios    

Hourly Cost for Overhead    

Hourly Cost for Profit    
    

Total Hourly Billing Rate – Officers    

Total Hourly Billing Rate – Site Supervisor    

Total Hourly Billing Rate Holiday – Officers    

Total Hourly Billing Rate Holiday – Site Supervisor    
    
   Year Cost 

Medical / Dental Insurance Pass Through   $30,000.00 
Total Annual Contract Cost Based on Estimated Hours from Exhibit 1    

 
 
 

(Signature) (Title) (Date) 
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EVALUATION CRITERIA AND SECURITY CONTRACTOR SELECTION PROCESS 
 

AREAS TO BE EVALUATED PERCENT PERCENT 
1. The competence of the offeror to perform the required services as indicated by the 

technical training including familiarity with access control and CCTV systems similar 
to CPH, education and experience of the offeror’s personnel, who would be 
assigned to perform the work: 
A. Trainer and Management Staff 
B. Quality Assurance Program 

20%  

2. The quality and feasibility of the offeror’s technical proposal: 
A. Transition Program 

15%  

3. The ability of the offeror to perform the required service competently and 
expeditiously as indicated by the offeror’s workload and the availability of necessary 
personnel, equipment and facilities: 
A. Proximity of office 
B. Operational response capability 
C. Availability of management staff on 24-hour basis 

15%  

4. Past performance of the offeror as reflected by evaluations of the City agency, other 
City agencies and other previous clients of the offeror with respect to such factors 
as quality of work, success in controlling costs, and success in meeting deadlines: 
A. Five current clients of 300 hours or more 

10%  

5. Responsible employer: 
A. Health Care Coverage 
B. Average employee tenure 
C. Response to Government Initiative 

15%  

6. The pricing structure of the offeror’s proposal will reflect the City’s commitment to 
having a quality workforce: 
A. Price 
B. Projected turnovers 
C. Officer compensation package 
D. Payroll taxes 
E. Direct labor relationship 
F. Overhead 
G. Profit 

25%  

TOTAL SCORE 100%  
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