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Safety and Security Policy
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Objective:
1.1 Ta ensure the safety and secud4r ofall offices. assets, and staff
1.2 stafl'can be *ee ri"om alt s*rts of politicar engagernent
1.3 T* pratect th'* terrorisur practices in the orga*izitior:.

M e t hod ology- for Preparati on ;

Tlte policy has been prepar"ed taking participation through representation of ali level staff"

Ottce Security:
a' Without officiai pilryose no visitar can tre enter*cl af the r:tEce. Any strznger or any

member of a*y organizatio* is strongly prr:hibited fiom e*fering fire cffic* Ilong l-,.itii
belongings like luggage. arry bags, car-ton boxes" etc.

b. ln case t-if emergency purpose. the relatives ar frientls of anv staff are allowed to visif
the otEce subject tc the pl{}per needs and justificatians. ln that case, fhe vrsrtors,
beiongings liave to be checked before entering tho office and have to be taken prior
permission with a positive approach for its checking.

c. Befcre leaving ciffiee, cv*rybody h-as tir t e ensured rr: srvjtclr olT all eleetroriis devjces
. trire lig{rt*_ ffius, *{rrrrpufer*" *ir rruiiti*ner*, et*, pi:op*rly,

"1, Befbr* ie*,.,*:g tir* +{frc,::. fhe l*st p*rB,*:iistrrff r_-f tha- *fti** will m;rk* s.ure Eh*t thi*: rl{:ri;:
aniL rvirrciows *fall rfioirs ar* proi:e}3, *lCIssd anql li:ck*d itnd rrls* llilsur.* fhe seer"rrity
*f tj:e v*hi*les iik* fbur: rt,,heei *or$" rtiltqrc}.cl+s, b:i-cr,*lss. iiqtj *illcr$.

e" As p*r flnrmei*l p*1i*3', t1&'$ F*rg*r]s of th* u"ganiz;rtiirn will g* j*i*ti.v t*: ths bsr* ttrr
withdrawing iarge quantify of money.

f- All *ffices will be eusrred tlie updated (non*xpiredi fire extinguislrer urachine. Tlrere
r'r:ill be hvo kinds r:f rt*chines for putting out fire, r:ne is fi:r geneml tire and the ather
one fcrr electdc shor-t eireuit fire. L)very staffhas to lie rveJl aware af"the usage cf the
fir* *xtingruisher machine.

g. All cffices will be ens,red fixing cc eameras fbr tb*ir safesr and securitv.
h. ll*reryency phon* r* of the police statior] and fire brigade of.lice will be displaSrr.:d at

tlre ll+tice board af every cffice"
i. If aqv accident is happ*r*d due to tlre lack ofresponsitiilities rifthe securit_v Erard, then

s,te will be resp*nsible f*r bearing the cast r;f a-ll the loss*s and rial1nag6s. 
*

Staff Secu:ity:
a. It is rnandatory to wear helmets br:th rider and pillion for riding a motor-cycle. Witfiaut

a valid drivrng ltcense, it ts prehibited tc ride a motoreycle. It'any itatT claves a
motarcycle rvithout a valid clrivirg license and thereby falls into a police case then the
drjver rvill be rssponsibie for tliis and the office ,rvill not take any rlsp*nsibilitl,. in tliis
regard. The maxirn-um speed limit of the motorcycJe will be 40km,{r.

b. in respect of driving a jeeplcar;micrrlhus, tlie driver must use a seatr helt wliile driving
s'{re will have a valid rlrivir:g license. T'he m-axi.mr=uu speed lirnit of the
jeepicarimicrobus *iIl be 60krnilrr. The driver cannot speak cr irse a rnohile ptrrone
rvhile driving.

c. lf any staff falls intr: A savinr sisl6ess +r accid.enf then instantl3, helshe has to Lre teke4
to the hospital or clinic and has to atrange an effective treafinent for the patient and
later on would be infonned tire office chief.

d. In case of taking fire at the otfice" it is mard*tory to leave the of?lce immeciiateiy.
Dulng emergency lea'e, no one should try to take personal hela,gings.

e- Befeire starthgthe travel, the concerned staff will pre-infionn thenalrie and nature of
h'anspolt to the respective supervisor el'en after arrival af the placeiarea. pre-
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infonnatiorl about the lleather conditions has to be taken befare starting the ferry
{launch} jouney during the rainy season.

t' Do not run here 
"r]d-th*o 

dunng the tirne ef earthquake" Take slrelter under *r 6esidetlre grsat be1m. cf the buiiding. Everybcdy has to fallorv the g*r,t. instnlctions orprecautions durin g the eerfhquake.
g. All the time ei,'ery staffmust keep an oflcial ID card along witJr them.

S*curiS' cf Foreign Guesfs :

a. If an--v foreip gEest visits B*lngladesh as a guest of coAST theil coAST wiil ensnre
all sorfs cf security with the cooperatio* af iire gmst.

t)' AFAD will pror''ide an lD eard t* the guest a:rd i,iltl alsr: briefhimilier about th* s*curitvpolicy.
c. A written Declaration of Cornmi{rnenf (DoC} has to be collected from the fcreigrr

guest{s) that her'sheithey will not do CIr sngag$ in any illegal activities accoruiigglo
Bangladesli law and if it eloes then AFAD wilfn*t take auy iesponsibility of this *vent
and nat be liable fir this'

Securiry, eif Prcpen3r and Assets of the Orgauization:
a' Th* ccn*emerj staffiuser will ensrue the satb-securitv *f the elevices ormsterjals rvhichwill be Siven b3o the office f'cr cfLioial use. lf the deltces or materiais are her*by lsst or

theft th*n the affiee will not tak* resprrn*ibilir3* and the c+st lvill b* c*vered t-ry the
cErncerned staff.

b' Offiee will not provide any secririty far the personal belongings of any staffand guests.
Tlte concerned st{tfl or guests will have to ensffie .emiiLli especially for va]rlatrle
materials and d*r,ices.

Defi rution o f''I'erycrism
The turlarvful use of violertce alrd intimidatir:n, especially agair:st civilians, in the pursuit 3fpolitical aims or force a goyentment to act.

Io be aware ot'Terronsra
a. lt has to he kept distance ;md avaid those person{si w,ho prornCIt$ terrorism in the namq

ofreligion.
b. For every staff it is matdatoty ro infonn the Direcfor.Admin & HR and also tt": the

Chief Executive if silie flnds someone is engaged *r about to eilgage with tlie a*tivity
ot'ten'adsr:r and cther illegal cctivities.

T* iiee frorn party polities:
s' trt has tn be attentive anC updated about the country a:ld interaaticn*l prlitics.b. lt is rnandatory nol to engags directly witli the par(, politics and any politicat aerivitjes

by any stafl
e' Apart fiom keeprng away tiom politrics" no ons *.ill be ongaged in any polrtical contlict

fnr any electio* and its activities.

Proteetion and Confid entialiry:
a. Here it is noted fhat the otgardrati*n shall eflsurs full protection of the n-histle-trlower.

By l* msalls {e lpre ofthe carnplainaut he diselnse$but cordd do it r:nt-v the approval
from the whistle-blorr-er. rvhile discussing, neyer squseze the complainruir i, u wav that
pretends fo defame *r harass hirn/her.
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b. lf any whistle-blower is proved false. fabricated. or intentronally registered tiren
arlministrative action slrall tre taken against the whistle-blower under the Hrunan
Resource anrl Admini stretror h.{*tagemerit Palic;r'.

Duties and r esponsibilities of stafflvr:lmrteers
s. All staffrnust read the policy, they should have a clear understanding ofthis. They hava

to abide by this.
b. \4anagement actis]il can be tnkea ag*inst tlx+se r.\rhq) r3i+lsfg {hjs.

Scop*:
The pillicy sha}l apply to all staff, members *f EC/GC" v*hnrterrs, vead*rslsuppliers,
ccnsultants. programme participants.

Apirmved by the Executive C*tnmittee and effective date:
"I'he review af this polic.v has treel approved unanimousi3'in the 6th Anmral {ieneral fu{eeting

at AIjAI) I-lead Office. Kurigram, and he sffectjve rv-ith no dekl-r'.

Review of this Policy:
This policy il,ill he reviewetl by 2027 or earlier. if necessa4, ilrcorporating significant changes

in national and intemat;ional laws. polices, and lnmlan rights declarations.
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