POLICIES AND GUIDELINES ON SAFETY AND SECURITIES FOR STAFF

(updated on 01/11/2013)
I. Safety and security for staff in the office
1. The offices need to have emergency door in case of fire. Avoid the fact one office has only one entrance door. 

2. All rooms need to have fire extinguishers. Fire extinguishers need to be checked regularly, and need to be re-fulfilled when gas runs out.

3. All staff need to be trained on fire extinguisher using. 
4. No smoking inside the office. 
5. All staff should have First Aid training. This training should be repeated regularly (if budget allows). This training should be trained by Red Cross.

6. The office entrance door should be locked when receptionist is not on his/her sit.

7. Each staff should have keys of entrance door and emergency door of the office. Lock and keys need to be changed when staff turnover.

8. The office should have insurance for all the equipments (including also fire and theft risks). Car should have full insurance (including also under-water risk in case of flood, landslide, or accident).

9. All staff of the office should have personnel accident 24/24 in-country. When staff travels overseas for business, the office should buy travel insurance for this staff.
10. In the office safe box there should be enough cash for emergency case use, when the banks are closed.

11. Office should be located in the office buildings area or be closed to local living areas.
12. The office should have one responsible person for office door closing after every working day. There should be a back-up person for this duty in case the responsible staff is absent or on annual leave.

13. Staff should turn off all electricity equipments before leaving home.

14. Office should have a security brief for visitor to office or to project site. This includes details of local areas, contact persons and numbers in local areas, transportations in areas, local customs, DO and DON’T things.

15. In all emergency cases, need to safe yourself first, then safe other people around you. 

16. In case of Foreigners’ personnel lost, need to contact the relevant embassies for supports.

17. Management Board or Head of Human Resource are the unique department to give information to family or to public about the incident or accident related to any personnel lost of the office.

II. Safety and Security for staff on business travels
18. When traveling to the fields, there should be snack foods and waters in the car, which is enough for the travel people in 2-3 days, in case of emergency, accident or natural disaster.

19. Before starting the car engine, need to check around, check the car out side, inside and under. Check car equipments and tools, first aid kit, spare wheel.  
20. All travel staff should have telecom equipment to contact with the office, e.g. telephones, in case of emergency. 

21. In case of incidents or accidents when travelling, be calm, inform to HR-Admin at the office and inform supervisor: where it happens, when it happens, staff situation (injured or safe), what happened, how far it solved, what further supports are needed. 

22. In all emergency cases, Human resource-Admin department need to file all related information (calls, email, discussions …) and regularly update information of issue.
23. When staff stays in building or high-building hotels, needs to choose under 8th floor, because the fire ladder could reach highest to 8th floor.   

24. There should be torch in the car or in the staff pockets.
25. Before traveling, need to check “Travel Check List” and make “Travel schedule plan” including also hotel/accommodation address and contact numbers.

26. When travelling, staff should device travel advance to all people to keep some part of money, in case of accidents or emergency. Always need to add contingency money in the travel advance request. 

27. When travelling, staff should regularly contact back to the office every time they arrive to one place, so that the office has the update schedule information and is aware of staff safety.

28. Don’t drive car after sun set. Driver is not allowed to drink alcohol all travel trip, even time for meals or resting stops on road.
29. Don’t go to unsafe area if there is no guidance of local people or partners, e.g. depression, landslide, mines, or stream-crossing or passing temporary bridge…

30. There should be life vest in the car in case of stream crossing. There also should be fire hammer for emergency exit.

31. There should be a back-up person (not driver) who can drive car (if possible)

32. If need to travel by boat or canoes, staff must wear life vest on boat.

33. When staff stays in hotel room and hears a door knock, s/he should check to know the person outside before opening the door.

34. When travelling, staff is encouraged to bring all necessary personal medicines. The first Aid Kit in the car should always full of basic medicines (for high fever or stomachache …), thermometer, cotton-wool, and scissors.

