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1. Philasophy for the Preparation of this Policy

1.1 Methodalogy of Preparation

COAST Trust (later on will be mentioned as COAST) Human Resource and Administration Management
Policy has been prepared on its experience and values. Through the participation of all levels staff of the
arganization and external experts it has been revised. Then in 100th Board of Trustee (BoT) Meeting, it
has been discussed thoroughly and Mr. Abbas Bhuiva [member} and Mr. Minar Mansur {Vice-Chair
Person) have been requested to check the policy. Then in 101st baard mesating on 20 July, 2019 it has
been approved and made effective on the same date for implementation.

1.2 Philosaphy
I Making of industrious, knowledgeable, simple, disciplined development workers whao will be the
example to others and they will assist in the overall development {material and immateria Iy,

il, Creating the learning enviranment and continuous and diversified assistance so that staffs
personal and professional skill will be developed and through this way in the long run
organization will be sustainable.

bk, Different types of assistance to be ensured for the female staff <o that they can bear and take
care of their children with keeping their respect in the workplace.

iv, Transparent, supportive and decentralized management should be established so that decizian
can be made in one step and accountability can be ensured.

W Toincrease long term commitment of staff attractive facilities have to be provided rather than
short term facilities,

2. Authority, Explanation, Acknowledgement and Revision of the policy

2.1 Authaority
. Chairperson of Executive Committee (EC) will be the authority of the policy.
Il On request of Executive Director, Chairperson can revise the existing policy but the revision
should finally
lil.  be approved in the meeting of EC. If EC disagrees to the revision then that/those will be null and
vaid.
V. Assistant Director -Human Resource Management (AD-HRM) will be responsible for the
implementation of this policy.
V. Incase of any obscure, the explanations of EC Chair will be final,

2.2 Explanation

In case of any misunderstanding of this policy then according to the palicy signed by the Chairperson and
Executive Director that is the original Bangla version copy will be the base of clarification.

2.3 Be informed

In any recruitment process this policy should be described briefly to the participants. On the other hand
in the foundation training course this policy will be the integral part of the course curriculum and the
participant will be questioned either they are clear or not about the policy. Nat only that every staff with
his/her interest will get the knowledge of the all clauses of the palicy. If necessary the human resource

management segtinn will arrange the training on the policy. M

- Beq !
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2.4

Revision
Every five years this policy will be revised. But on the basis of necessity, it can be revised

before five vears' time

COasT Frust mmwwwnnwwrwwmm! Aol y-dily, 2019 l"-nill:--?"
GORSTF

k. Assistant Director-Human Resource Management will revise the policy through ensuring the
participation of all the levels. Discussion with Director, the draft policy will be submitted to
Executive Director

[ Then that will be effective through the approval in an EC meeting.

d. For the organizational interests, through the instructions of the Executive Director, Director can
issue any circular related to management. This circular will become effective up to next revision
of the policy. And then these issues will be included in the next revision of the policy.

3. Level of Position
31 Expected experience standard as per the position level
For the demand of the growth of the organization the following table have been developed. This tabie
will assist for the preparation of terms of reference of a position, selection of the position, work
appraisal. On the other hand, these tables also act to motivate staff for self-learning for the promotions,
Level of the position | Expected skill  Possible indicators B
Credit and Development T 8. Canbe able to prepare ane-month 'a. Academic baclq;rnunil should be |
Officer/ Program | advance plan. at least 55C/H5C.
Crganizer | b. Will be able to explain the social b. Aware in social, cultural and
| indicators/elements. political aspects.
| ©. Canbe able to be the facilitatorofa | ¢.  Hawe simple accounts [
Lraining course. knowledge.
d. Able to inter-group communication. | d. Have confidence and
e Wil be able for keeping accounts of acceptability to the groups.
the growps. e. Good health and simple.
| — i L. _ f. Honesty and devoutness
Branch Manager | @ Will be able to prepare two months | a.  Academic background is
advance plan. Graduate. But in case of
{ b. Canbe able to use the social experience and commitment to
| indicators/events the grganization the academic
C. Can be able to lead the staff, gualification should be relaxed.
d. Can be able to monitonng and b. At least six months experience in
' continuous support 1o the the arganization.
colleagues. c.  Capacity of advance thinking on
| &, Able to coordination among the economic and social aspects.
staff. d. Able toincrease the group
f. Canbeable to organize training. dynamism,
E. Skilled in communication in the inter- | . Characteristics capacity in team
group and mass people building.
h. Will be able to accounts keeping of f. Have gained the training of
branch and preparation of all kinds trainers,
of reports. E. Have confidence and
| acceptability in the local
Community.
h, Leadership quality and able to

tai:e detlsm n.
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‘Level of the position

| Expected skill

—m &

i

Assistant
Manager/Manager

Area Manager/Assistant |

Coordinator/Coardinator

Futuristic for the SJJ!;EETFEEIIIIJIET"_!
gaining of the branch, |
Hanesty and devoutness. |

Can do prepare at least three months | a.
advance plan,

Can assist the alternative power

structure in spite of existing social b.
indicators.

Supervision on the basis of
monitoring and revised plan,
Can be able to staff supervision. | d
Can be able organizing training and
gained skill for staff training,

Can be able to coordinate with the f
different levels of people.

Skill on budget preparation

n

-

Can be able prepare advance plan for | a.
the six months, |
Can analyze the social indicaters and
aleaments.

Can be able to monitoring and

Supervision. b.
Can be able to staff development.
Can work as training manager. .

Can influence the stakeholders for
the interest of the organization.

Have good knowledge in English, d,
Have the self-learning attitude.

e

i,

‘ E.

h.

/ Deputy Director

COAST Trust Haman A

_HHIﬂ Assistant Director |

b.

Can be able to prepare at least three | a.
years advance plan.

Able to social analysis, to prepare b.
strategies and project proposal,

Can be able to evaluation and

epare next plan of action c.

Academic qualification will be
Graduate to Masters and 2 years
working experience

Experienced in economic, social
and cultural program
implementation.

Have ability to conduct meeting.
Having experience of trainer.

Able to give the mativation and
direction to the staff,

Can be able to accounts keeping
and can take the responsibilities
Of Coordinator.

Work as the guide of external
partners/guest,

Can be able to coordinate with
the stakeholder at Upazila level.
Personal honesty, team spifit

and able for verbal and written
communication, =
Academic qualification is masters -I
in any subject but in case of
experignce and commitment to
the organization can relax the
gqualification,

Al least two years’ experience in
development figld.

Can be able to give the
alternative solutions after
situational analysis of the fact,
Can be able to team building and
dynamics.

Can be able to give the different
types of training to the staff.
Have capacity to preside over
any local level meeting/seminar,
Have learning attitude for English |
and Bangla writing.

Can be able to write issue based
reparts and can analyze the
different types of data. 1
Masters with hanors and nao [
third division in any examination.
Development experience of 7
years in the organization and 4
years in the other organization.
Analytical repart writing and

preparation of project proposal. |




" Level of the position

Expected skill

' d. Can be able to staff supervision, staff '

development plan and
implementation capacity.

e. Training Manager.

f.

. E
.

Director/Executive
Director

| b.

- SRR B

Have communication and influencing
skill in the national and international

level,

Publicaticn m Enghish

Planning for the self-development
and training.

Preparation and implementation of
budget, finance and audit and
manitoring,

Fossible indicators

d

Preparation of terms of

reference of evaluation team and
can be able to lead the

evaluation team. |
Training organizes for the
Managers.

Commiunication and

international representation for |
the arganization.

Publication im English and Bangla.
Can be able to create learning
environment for the staff,
preparation of audit plan and
their implementation.

Can be able 1o influence locally
and nationally.

Can be able to strategic direction
of the organization for the next
five years and can be able to
analyze the national and
international political situation,

Can be able to i:ire'pa re 10 YEArs

advance plan for the organization
and 5 years for the own-self

Social analysis, preparation of
strategic planning and project
proposal.

Evaluation and preparation of next
project proposal,

Staff supervision, staff development
plan and their implementation.
Training manager.

Can be able to influence nationally
and internationally.

Publication in English.

Planning for self-learning process.
Preparation and planning of budget,
finance and audit and their
implementation skill,

All kinds of communication with the
donors.

COAST Trwst Human Resownce and Adminstration Mamagement Polioe-duly, 2019, Poge- 9
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Masters with honors or l
equivalent or four-year honors
degree and ng third division in
any examination.

Analytical report writing and
preparation of project proposal.
Preparation of terms of
reference of evaluation team and
can be able to lead the
evaluatlion team

Training organize for the
managers.

Experience of managers
supervision

Communication and
international representation for
the organization,

Publication in English.

Can be able to create learning
environment for the stalf,
preparation of audit plan and
their implementation.

Can be able to influence
nationally.

Iintroduction with donors and
influencing capacity to them
Setting standard for the program
and management,

Can be able to strategic direction
of the organization for the nesxt
ten years and can be able to
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Level of the position | Expected skill Possible indicators

| [ analyze the international p.uiiti-:.a1 !
situation.

3.2 Terms of Reference
To increase the accountability and responsibilities for the new staff as per abave expected performance
standard the 1" supervisor prepares the terms of references through participatory way of their
colleague(s). Before drafting the terms of reference, su pervisor will discuss with the respeetive staff.
After that the terms of reference will be finalized. The terms of reference sho uld be in one page, 10
points font size and in Bangla/English.

b. The table of terms of reference as per following way.

1. The name of position
Z. Objectives of the position
3. Specific responsibilities and expected standard of performance

5l No. | Specific Hesp_nnsihiliries == Expecied p-er-l-:i'rman:e of
standard

1
|

Example: In case of conduction of Shomity (Group) meeting the expected standard will be at least 80%
members participation and conclusion of meeting by 1 and half an hour.

4. Planning and Accountability

c The objectives of preparation of draft terms and referance the supervisor will make learning the
colleagues and the colleagues will also be learnt.

i, All the terms of references will be approved by Director. The terms of reference of Director and Executive
Director will be approved by Executive Director and EC Chairperson respectively,

d. Recruitment

4.1 Recruitment Authority
Executive Director will be the autharity of all kinds of recruitments. But in case of necessity some approvals
have been delegated to Director and Assistant Director-Human Resource Management. in that case if it
seems 1o Executive Director that the recruitment was not fair then s/he can cancel the whele process or
postponed of the recruitment and the disciplinary action can be taken against the recruitment committee,
The EC Is the final authorityin of recruitment of Executive Director.

i\’
i g{\

3
&
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4.2 Types of Recruitment

4.2.1 Regular Employment

The employment which will exist up to the need of the organization will be considered as regular
employment. For the regular basis employment this policy will be applicable. A regular employee cannot

be involved in any position of other organization or any profitable non-profitable activities in the
organization

a4.2.2 Contractual Appointment
a. The contractual appaintment will be for a specific job, consolidated salary and for a period of time.

According to the recommendations from AD-HRM, up to Assistant Coordinator Director will define
the salary and benefits and for the upper positions Executive Director will define,
The AD-HRM will issue the appointment letters of all contractual positions,

c. For project staff and volunteer staff this policy will also be applicable.

4.2.3 Daily Basis Appointment

For the special necessity of the arganization, daily basis appaintment can be done, Their daily allowance
will be paid through master roll. The office chief can appoint the daily basis staff subjects 1o the
avallability of budget

4.3 Recruitment ProCess
a. Proceeding of recruitment

Sector Coordinators and Managers will give the list of vacant positions to Human Resource Management
Section. Head-HRM will give the written report ta AD-HRM and as per the recommendation of AD-HRM the
recruitment process will be proceeded. For the recruitment of micro finance program staff Regional Program
Cooardimator will discuss with Head-HRM and can start the recruitment process.

b. Job Circular

I.  Forthe regular employment the job circular should be published in the local or national daily
newspaper(s] or online firm. The growth center of respective unions can be distributed leaflet for the
advertisement.

ii. From the applicant the organization can ask to deposit 80T 100-500 {Non-refundable) as interview fee
only for Micro Finance (MF) program

.  The age of the applicant at least 22 years and maximum 40 years.

V.  The HRM section will finalize the job circular through discussion with Executive Director,

V.,  Preferences of women and marginal people will be mentioned in the advertisement. Smokers, drunker or
any kind of alcohol consumers and any lobbying indicates the unfitness will also be mentioned in the
advertisement.

Wi, The arganizag

will conduct vetting procedure for job candidates (e.g. reference checks, police records,
5, social media) in accordance with local laws regarding employment, privacy and data
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protection, including checking for prior involvement in SEA (Sexual Exploitation and Abuse) or other
safeguarding concerms.

VIl.  Organization considers zero tolerance of SEA issues. If the candidate or his/her family is engaged with
child marriage and sexual exploitation/abuse or sexual and gender-based violence (SGBV) then s/he does
not need to apply. If it is found then the staff will be dismissed with immediate effact

iC. 5taff Selection Process:

I.  Though the applicant profiles are called in any means but during the interview day the applicant with a profile
can participate directly in a walk-in-interview. After passing the all steps the eligible applicant can be selected
primarily. Whereas application requesting for Executive Director post (If applicable) and in that cases the
process must be received by EC or nominated person or committee by EC Subjects to the approval of EC, the
Executive Director position can be filled through the promotion system within the organization.

il There will be three committees for selection process. As like-Commitiee 1, Committes = 2 and Commities-1.
Each committee will be consisting of two or three members, Same person cannot be member more than one
committee.

iii. Committee 1 will perform the following steps:

(1) Determination of Body Mass Index [BMI)

(2} Testing ration of height and weight

(3] Measuring blood pressure

(4] If the applicant fail to meet up the BMI then s/he will not be allowed for written test,
iv. The committee-2 will follow the following process:

Manage sitting arrangement for all participants and fill up the staff selection format-1 {lune, 2018) and reject
whao are disqualified applicants.

Infarm briefly the about the organization, specific post, other facilities to the participants.
Bio data have to be collected accordingly to the staff select format-2 (lune, 2018] fram the participants.
Taking sign in attendance sheet on staff select format-3 {June, 2018}

Question have to be prepared based an staff select format-4 {June, 2018) and taking written test mark on 60 and
examine the answer sheet accordingly.

In written test who achieve minimum 15, will be eligible for viva voce test and make a list of them,

v. Committee - 3 will follow the following process:
(1} Among the primarily selected participant by committee -2, as per staff selection format-6
(June, 2018) the viva voce will be conducted

(2] small group containing 4-6 participants will be formed.
i3] For each group would be given a topic on development matter for the Rroup discussian,
(4) At the time of their discussion the follow matters must fallow:
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T . - w=l Tasiis
= ——_...‘_-u__-l..,_.,..a.u_u.d-n!

COAST Trust Hummn Besour COAST Trast

V-



(7

Wi,

wil,

{4].1 Attitude and expression

{4].2 Motivating to others by expression,
14].3 Agreed to others through by logic
{4].4 Voice

{4).5 Depth of his/her knowledge.

5] On the basis of performance of ‘(4) mark will be given from lowest ane to highest five
maintaining staff selection format-5 {June, 2018},

(6] Later on committee-1 and 2 will calculate and primarily finalize the participant by
following the staff selection farmat-7 (June, 2018).

The result of the interview will not be published on the same day of interview. After approval from
central HREM, the result will be declared and then the Primary Selection Letter can be issued,

Will.

Assistant Coordinator o upper positions, Director will form the committee through discussion
with Executive Director and for other position the AD-HRM will form the committee through
discussion with Director. If any relative of staff will participate in the interview, then s/he will not
be in the commitiee. In this case, the applicant will declare that s/he has the relative in the
orfganization and it will be needed to prior approval from the Executive Director.

Committee members cannot receive any call from within and outside of organization except AD-
HEM, Director and Execulive Director during the interview process.

For the recruitment, advertisement can be published in national and local newspapers and alsa in
online, Within the organization to recruit the relevant position/positions can be filled through
internal circular. Recruitment process will be completed as per circular from Assistant Director =
Human Resources Management. One committee will complete all recruitment process to recruit
employee within the organization.

Any relative of staff cannot participate in the recruitment exam who eats in same household, in
any exceplion, by submitting appropriate reasons, Executive Director can approve it. In case of
refative and howsehold staff, conflict of interest will have to be declared. In this case the relatives
(brother/sistér, cousing, niece/nephew, brother/sister-in-law and uncle and aunty) will declare
the conflict of interest related to relatives,

At least 50% women staff have to be recruited in all staff selection process, as the

organization can establish male-female squity within shart time.

As the same way, the effort has to be recruited at least 30% staff from religious and ethnic
minorily communities to establish diversity

From support siaff to Credit and Development Officer or equivalent to these positions, all process
of recruitments will be completed by Regional Program Coordinator/Regional Team Leader. In
this case, a representative from Principal Office will be present in the recruitment process. All the
recruitment minutes will be approved Executive Director,

Subjects to the approval from Executive Director, recruitment can be conducted
through one 1o one interview.

The recruitment fee will be deposited during receiving the Primary Selection Latter
as per following table:
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5| " Name of Position ~ Recruitment fee (BDT)

‘1| Credit and Development | 1500/
| Officer/Branch
| Accountant/Paramedics
"2 | Branch Manager/Front Line _'I"iﬂd:ﬂf“_'-_ - - jl
Officer/Field Officer
E Area Manager,/Program Officer " 3000/
4 | RPC/PM/PC/Coordinator | 5000/-
'S | Head o | s000/-
B Assistant Director to Deputy Director { 7000/ - Bl
7 Director 1 mncui;-_ i
E | Executive Director | 12000/-

d. Conditions of Appointment

The following terms and conditions will be applicable for the regular and contractual appointment. The
Human Resource Management Section will ensure gither the conditions are followed or not.

I Bio-data as per the supplied format by Human Resource Management Section.

i,  Three recent passport size color photos.

. Al original academic certificates will be submitted to the organization (these certificates will be
preserved in the organization, if any damage occur, organization will take the responsibility and
certificates will be returned if staff leave the organization as per rules) during recaiving the Primary
Selection Letter. The copy of each certificate will be kept in personnel file after attesting by RPC/RTL or
any sanior staff.

w.  Copiesof color National ID card of own, legal guardian and witnesses,

W, An undated blank bank cheague will be submitted who will directly be involved. If the staff will be
involved with the misappropriation then this cheaque will be used for filing case. If the staff will leave
the organization through following rules and regulations then the cheague will be returned to the staff,
It is mentioned here that without recefving the blank cheague, responsibilities will not be shouldered to
that staff.

vi.  Acknowledgement from statf mantioning that all the information provided are true.

wil.  Qriginal citizen certificate

vill. Clearance certificate from the previous organization (if any).

. The legal guardian of the staff will submit the Angikarmema {agreement] in prescribed format. If the
legal guardian will die, then the respective staff will send again new agreement to the central HRM
section within 15 days with his/her own responsibility. Otherwise, it will be considered as mis-conduct,
The legal guardian will sign the Aangikernama in COAST office.

% The applicant will submit the Motor Cycle Driving License from Bangladesh Road Transport Authority
(BRTA) in case of upper position of Credit Development Officer/ Program Organizer or equivalent
positions.

¥l.  Credit and Development Officer/Program Organizer or the equivalent positions may join with bi-cycle.

il Security refated information checking: On the basis of information given by staff in the bio-data, all data
will be checked by a prescribed format and then if there will be found any fake information or staff hide
any information then it will be treated as misconduct and s/he will be dismissed without notice or the

legal actions will b n against the him/her. :
== — 5 Bagum Shamsun anar
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Name of staff: Designathon:

5  Points to be checked Filled by staff Checked by |
organizational staff |
I Yes Mo

1. | Father/husband name of the applicant

2. Name of mother of applicant ]

3. Permanent address of appli}:anl_

4. | Present address of applicant

5. | All certificates attested by RTL/RPC or any senior
staff

e e ——

[ 6. Applicant submitted all utmiﬁll'&ﬁdeﬁilc )
; certificates

7. Address is correct given in the biodata

B | Citizenship is corract

| 9. | Character certificate is correct ‘
— - = - — I L
10/ His/her name is in the primary school where s/he ' |
studied

11} His/her name is in the high school where s/he
studied

==t

12, His/her name is in the college where s/he studied

| 13, Applicant marriedfunmarried

14, If married then husband/wife name and mobile
oS are Correct

15. Applicant is involved with direct politics

16. If applicant is in involved politics then which party |
- I | J

17. Applicant is involved with Corruplon o terrarism

‘E—— -

18! Applicant has political influence in the community | |

19 Applicant is value oriented and cut of criticism
with family status

i ki ————————— PSS ET T IrE—

20, Applicant plays card or ﬁnﬁiﬁling in the Community

B

i -2'lTEﬁ&éﬁiﬁ'ﬁu;liﬁ':allun'i: i:nrretl :'r'ml'th! =E = : _|r' 2 ==
| certificates are his/her own
| { =~

22{ Case filed is was filed against him/her or s/he was : —
: ientented(bﬁhe l:ujrt_ A arliun Nahar

ﬁ e

COAST Trust Human ﬂ!ﬂWﬂmﬂrm-ﬂﬁ, 2019 Page- 15 ? )

wuﬁﬂ
COAST Foundation




23, Either applicant was in COAST if yes was there any | |
| money misappropriation against |

24, loined with bi-cycle (If applicable)

23) Any relative of applicant is involved with palitics

26/ Smoker, taking tobaceo related products or
drunker

27 Good I'E]i:-ﬁﬂl'l with other family members

———— — —a

28, Applicant is still student
I . I
i'.?cj Applicant has need of job |

S ——— — .

30, No negati'u'e impression of applicant in the
community

31/ Applicant has the loan in bank or in community

people

32, Mobile no. of the applicant Is correct

34, Guarantor put signature in Angikarmama in office ' 1 T

| e

35, Picture of guarantor is correct

36, Address and mobile no. of guarantor are correct

37, Signature of guarantor is correct

38, NID is same as per submitted NID of guarantor

25| Addrea andmoe ne. sTERerof soaramio 1 '
| are correct

40, Relation of applicant with guarantor is correct

4 11i Guarantor has the ability to be the guaranﬁlr

42, Mobile no. of guarantar is correct

43] Witness 1: Signature, mobile no. and address are
carrect

44, Witness 2: Signature, mabile no. and acdress are
correct

45, Signature of identifier of guarantor is correct

—e -

46, Mobile no. of identifier of guarantor is carrect

47, Position of identifier of guarantor is correct

o - — bk
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i 49.: Signature and mobile no. of Class 1
Magistrate,/Upazilla Nirbahi Officer/1" class

Gazzeted Officer
50, Job can be offer to the applicant 3 I i e | .
20 Specimen signatures of Guarantor, witness and ' Signatures
identifier will be taken |

a Specimen sisﬁall.[r_esc;faafa nior

b Specimen signatures of witness: 1

C Specimen signatures of witness:2

e ‘_-Sp_eclm;; ;i-p,na'tures of identifier |

Manager-Admin or Area Manager will ensure the spot check of above-mentioned informatéon. If all points are DK
then s/he will recommend that the applicant can be eligible for giving job with signature, seal and date and will
send directly to central HRM section. Then AD-HREM will check through telephone at least 25% and put signature,
seal and date. After that, if any information will be found fake then the verifier and AD-HRM will be made liable.

(13]  Deputy Director-Admin & SR will issue organizational 1D card for all staff while his/her card will be
issued by Director. Except these, issued the cards by any other staff will be treated as illegal,
identity card no. will be the no, of respective personnel file.

4.4 Health chack-up of new staff

a. Mew staff will be under medical checkup in a designated pathology center by the organization,
. ataff those are suffering by Hb+, skin disease, 5TD and other non-curable diseases will nat be recruited.
c.  After appointment, if these diseases are diagnosed then three months without pay leave will be
approved and after three months if s/he cures then 5/he can be allowed for joining. If not then s/he will
be separated with three-month basic salary.
d. Regizterad doctor cartificate mantioning it far the feld wark will be reguired along with the pathalogy
report,

5. Staff Appraisal Policy

a. Probationary period for all the regular positions will be & months. IFf the staff performance will be
satisfactory through the two-way appraisal within sis-months then 1st supervisor of the staff will
recommend to the HRM Section for the confirmation.

b. AD-HRM will issue confirmation letters up to Head subjects to approval of all necessary documents and
from Assistant Director to upper position, Executive Director will issue the confirmation letter and the
Chair-EC will issue the confirmation letter of Executive Director.

€. First three months will be extended if during six months the staff performance cannot reach to the
satisfactory level. After nine months the performance will be satisfactory level then the staff will be
separated by seven salary or seven days prior notice.

- = - - — . i —— - - R L
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d. If any un-adjustment during probationary between staff and organization then both parties can settle the
separation for 15 days” notice or 15 day's salary

51 Annual Appraisal

3. On the basis of two-way appraisal, the next development steps will be identified. On the other hand, the
annual increment will be considered on the basis of last year performance. But it is noted here that, there
I5 no relation between appraisal and increment. On the basis of increment letter due date, the appraisal
will be conducted at least one month before,

€. HRM Section will declare the palicy of appraisal if needed the section will arrange the staff training.

5.2 General Policy for staff appraisal

a. The staff appraisal will be two-way rather than one way. 151 supervisor will conduct the appraisal through
a prescriped format getting the opinicns from junior, peer and senior positions of the staff

B. As the development arganization the service depends on the grass root staff so the opinions of the junior
staff will be given emphasized.

. For staff appraisal the prescribed format will be su pplied by HRM Section,

d. For the improvement of the staff the seniar colleagues can conduct the special and two-way appraisal
apart from annual appraizal if necessary,

€. AD-HRM will provide increment letter up to heads subjects to the approval of all documents from
Director. Executive Director will Issue increment letter up to Deputy Director. The Chairperson-EC will
issue the increment letters of Director and Executive Director,

f.  Itis mandatory to take approval from Executive Director in case of increment of two or more than two
steps.

g- I the performance of any staff is not satisfactory after increment, then his/her grade and step may
reduce,

6. Promaotion and Transfer

6.1 Promotion

a] COAST believes that if any staff will show the better perfarmance in the exiting position, then that staff
should be considered for the promotion to next position. So that if any upper poasition will be vacant then
promotion process will be arranged

b) Promotion can be given on opinion and recammendation of supervisor based on skill of staff,

t) Toprepare the promotion panel the HRM Section will issue a circular to all the offices mentioning that
the place of interview, date and time, name of the position and eligibility for the participation in
interyiew,

d}  Afer discussion with Directar, AD-HREM will form a commitiee consisting three members where one
senior coordinator/coordinator will the committee chief. The committee chinf will prepare the question
paper confidentially,

2] The committes will prepare minutes about the interview process and place to AD-HRM. Then s/he will
submit the minutes to Director then Director will arrange the promotion ar will Prepane a promotion
panel through discussion with Executive Director,

f} One on One training must be completed before promotion process. If any staff will be placed  in In-
Charge to the upper position temporarily then one on one training will also be necessary.

Bl Upto head level AD-HRM will issue the promotion letter. Executive Directar will issue the promotion
letter to the other positions.

h} Except pmmﬁgn interview or analysis of performance no promotions will be completed,




6.2

7.

=
i

Transfer

Any staff and volunteers with this organization can be transferred at any time for both of project and
branch for the interest of the organization. Project and branch can take decision for any transfer of any
staff and volunteers for the betterment of the programs.
Project Manager or Project Coordinator can transfer any staff or volunteers of his or her project at the
any location of the project working areas. The program focal from Principal Office can transfer the PIU
(Project iImplementation Unit) through consultation with Deputy Executive Director.
Here included some instructions regarding the transfer issues of core program staff:
Area Manager can transfer Branch Manager and Credit and Development Officer (CDO) under his/her
jurisdiction area.

Cutside the area but within the region, Regional Program Coordinator can transfer the staff.

iii.  Qutside the region but within the zone then Zonal Head can take decision of transferring any staff,

Director-Core Program can take the decision for staff transfer from one zone to another zaneand the
transfer of Area Manager and Regional Program Coordinator through consultation with Deputy
Executive Director,

Principles of Supportive Supervision for Managers

As a manager the basic responsibility is to get the job done as per standard and quality by the colleagues
under appropriate supervision. Always manager should think that the organizational interest and values
will be got the superiority rather than personal interest or emotion. The principles to colleagues not only
should be supervised them but manager thinks if manager will assist them then the rights of manager will
be supposed 1o supervise the colleagues.

As a 1" supervisor s/he will sit with his/her colleagues in a week for the discussion of their terms of
reference. The discussion should be face to face if not possible it should be through telephone. Through
this way manager will give the direction for the solution of problems of the colleagues. This discussion
should be documented in a minute. Up to Coordinator level the minutes should be sent to Director by 3
days after discussion.

During the discussion meeting if any work is planned then it should be a date line so that this will the
indicator of accountability for the complation of the workis). There will be a passive learning process in
every work. Last of all the organizational maintenance and development as well as professional
development of colleagues should be ensured.

Before taking disciplinary action against the colleague's manager should be sure that the colleagues were
trained or warned earlier, For taking disciplinary action manager will never be emotional. At any means in
presence of other or through phone manager will not blame or show any sentiment to the colleagues.
But to keep the discipline nothing will be untouched and, in this case, the Zero Tolerance Principle will be
followed.

Manager will give the assignment to his/her colleagues and s/he will observe that colleagues are taking
this assignment as the self-training process or not. How they will train themselves always manager will
suggest them and 5/he will examine that either they are following his/her suggestions or not. 2ndly
manager will arrange for them One to One Training Process. 3rdly manager will advise them to write an
issue-based report and s/he will assist so that they can be improved in the report writing skill. After
completion of these three processes if needed than manager will refer them for the class room training.
Finally, manager's success will be justified on the basis of how many colleagues have been trained by
him/her supervision not on the basis how many colleagues have been ruled by him/her. Though this is
the integral part of staff development so manager should take the disciplinary action often.

Manager will not be reactive rather will be proactive. Here “reactive’ means manager will do his/her work
after getting order from others and ‘proactive’ means s/he will do the work through his/her own attempt.
Manager will give the importance to the organizational lovalty of the colleagues, Manager will also
consider that personally hagw they practice the social values, 5/he will abways check calleagues either they

are following the professignalistandard or not, m

R R . ﬁ = ¥ : S——— e e 11
COAST Trost Human Resource O Adminaerati Cliiatlyren Policy July, 2019, Page- 19 Begum Shameun e
Riezaul Kair C

con-Boand of Tnastes
Execuliva Dreciof COAST Tris
COAST Foundation v



h. Manager believes that the mentality and personality of each individual are separate and accord ing to that
the behavior will not be same for all the colleagues. Manager will not neglect the family and health
problems of the colleagues.

8.  Organizational Professional Standards

I.  Sound Health Fresh Mind
It is needed to take light exercise, balance diet and maintaining balance of physical and mental works for
keeping sound health, Making the work delightful for refreshing the mind and that can integrate between
organizational and self-plan.

Il Universal Knowledge and Continuous Learning
Though working in a specific area but keeping updated the knowledge in science and technology in the
global perspective and it should be kept ourselves in the learning process,

.  Review every day and planning
Everyday sitting in the quiet environment and reviewing the whaole day’s work and from those work. The
learning will be defined. Then it will be easy to make plan for the next day.

V.  Courtesy and Personality
The personality will be reflected through showing curtsey to others, kind consideration to emotion af
others, knowledge, cleanliness and neat and clean dress,

V.  Advance information and preparation
To get appointment of athers it should be given information earlier. Not only that when participation any
discussion or meeting then it should be prepared for the participation.

Vl.  Supportive Supervision and Training to Colleagues
All times it s needed to ensure the supportive supervision to the colleagues. The success should depend
on the success of the colleagues. Maintaining a passive training process for the colleagues should be a
continuing process.

Vii.  Communication skill
As per ability one will try ta maintain the communication with the family, friends and other relatives.
Nevertheless, it should not limit the communication if anyone is not very much busy

Vill.  Good in behavior but strict in policy
It will be strict to keep the interest and discipline for the organization but the staff will be gentle to the
colleagues and others. For the interest of the management, it should be necessity to control the
sentiment, emotion.

t Bercaiur S hamsi :"..:f'."r

- — il i

COAST Trust Hamnrrnem_ Management Palicy-July, 2018, Page- 20 AORET Tl




9. COAST Values and Pracess

In Cictober and November 1998, COAST staff members took part in a discussion about formulating a strategic
direction for the next ten years and developed values through a series of workshops. The values were approved
in the fifth meeting of the Board of Trustees in February 1999. The values are given below.

COAST EXISTENCE
COAST exists for the poor and for their interest,

WORH APPROACH
COAST believes that what it is doing is not the final answer 1o the quest for development. The progressive cycle of
learning, actions and experiences will pave the way for our destination.

LEARMING

COAST works based on what it knows. It says what it understands. It does not do or say anything it does not know
or understand. Therefore, it never hesitates to admit our mistakes. COAST is always ready to learn what is new.

HuUmMAN POTENTIALS

COAST believes in the equality of human potentialities as human beings are born with equal potentials. If equal
opportunities, resources and facilities are made available, everyone can develop equally.

Econamy

COAST believes in economy not only in staff personal life but also in organizational behavior. Because, consuming
culture, and in mOst cases, competitions may expose individuals as well as organizations to a great danger.

Honor

The arganization may stand differently in terms of salary and responsibilities. But all staff are equal in showing
homor to each other.

GENDER

COAST believes in the equality of men and women. The inequality in gender is due to Imposition of sotio-<cultural
differences. Women should be provided with special facilities of positive discrimination since they play a very
vital rale in raising children up.

RIGHT TO PARTICIPATICN IN DECISION PMAKING

COAST thinks that the person who makes or implement a decision and the individual who is influenced or
affectod by the decision have the rights to express respective opinions before the decision i3 made.

CULTURE
COAST wants 1o acguire the best form all the different cultures of the world but it wants to uphold and maintain
the local tradition and cultural heritage.

COMMUNICATION

The thoughts of staff must be updated, modern and universal, Therefore, organization wants to make the best
use of communication and education materials even within limited capacities.

RELATION AND ACCOUNTABILITY
COAST staff try to keep good relationship with all without compromising the values and organizational interest.
Simce COAST Is muple-mnmre%ﬁ?\d(ql have any hesitation of being accountable to anyvone for its activities.
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PECPLE'S ORGANIZATION

COAST believes in the separate role of People’s Organization of the poor, oppressed and vulnerable, Therefore, it
plays the animator role buillding up and alternative power striscture.

GOVERMANCE

COAST believes in demand mediation and of being accountable in relationship between the Bovernment agencies
and people. Therefore, it tries to mobilize the people to place their legitimate agencies and in the political
pracess rather than developing alternative services or channel for those people.

ENVIRONMENT AND DIVERSITY
COAST believes in ecological perseverance and balance, Therefore, it gives due importance to the local

knowledge of culture and tradition. As it wants to keep those diversities in fact for the next generation, it thinks
ghobally and acts locally in this context,

10. Safeguarding policy for children and vulnerable adult

10,1 Introduction

As a right based organization, COAST believes that each and every child as well as vulnerable and disadvantaged
people have right to live, It is, therefore, the responsibility of COAST to take necessary initiatives within the
organization and communities. Every place under the organization will be safe and secured for children as well ag
all vulnerable and disadvantaged people. All personnel of COAST are supposed to be the pathfinder to build a
safe and secured society for them. COAST does believe that every staff's moral and professional responsibilities
are to protect them with ensuring dignity for the vulnerable groups in every tire of the society.

10.2 Principles

This Safeguarding Policy is prepared based on Keeping Children Safe International Safeguarding Standards; the
Convention on the Rights of Persons with Disabilities (UN CRPD) and its related UN conventions: the
Convention on the Elimination of All Forms of Discrimination against Women (CEDAW), adopted in 1979, the
UN Convention on the Rights of the Child, 1989 {and it's optional protocols); the UN Statement for the
Elimination of Sexual Abuse and Exploitation and all child-related UN conventions: the national child protection
and vulnerable adults legislation of Bangladesh and international good humanitarian practice.

10.3 We believe that
= Al children and vulnerable adults have egual rights 1o protection from harm.

* Allhave a duty of care to children, vulnerable adults with whom they work, are in contact with, or who
are affected by their work and operations,
*  The partners of the organization will also follow this policy.

* Allthe programs will be taken keeping in mind the protection of children and vulnerable adults.

10.4. Objectives of the policy

* To protect the children and vulnerable from any physical, mental and ather types harassments at all
level of the organization.

*  Tocreate awareness and Inspiration among the staff of the organization on the safety, security and
dignity of children and vulnerable groups of the society.

*  Tocreate awareness and inspiration among all the participants of different programs about this.

10.5 Definitions and Terms ; H: Q_-h
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10.5.1

and in

10.5.2
18,

10.5.2

15.5.4

15.5.5

b

Safeguarding: Safeguarding s the responsibility that organization has to make sure their staff,
operations, and programs do no harm to children and vulnerable adults in any way for now
future. If harmtul issues occur then the organization takes over this and solve it.

Child: According to the UN Convention on the Rights of the child, any person below the age of
will be treated as child.

Vulnerable Adult/Adult at risk; Any person aged 18 or over, and if

The adult has particular care, support or special needs and as a result abuse occurs when a
vulnerable adult/adult like man, women, under taking care at risk is mistreated,

neglected or harmed by another person who holds a position of trust and/or

At a specific situation if anybody does not enjoy the rights (like security, shelter, water, food
and others) or dependable on other person or institution like:

If lives in refugee camps or under the rehabilitation program of NGOs and due to no ability to
control the situation then they are under explgitation and misbehavior and/or

An adult life in unknown country or place and/or

If the adult due to work or social relation or due to agreement are controlled, forced to do,
exploited or influenced by an agency

10,6  Definition of harmfulness

10.6.1

10.6.2

10.6.3

10.6.4

10.6.5

thve thiQn

Physical Assault; Physical harmfulness by any accused persons, children or adults. These are
hit, assaulting, using poison, killing through keeping under water, setting fire in the body.
These are also physical assault if parents or attendanis prolong any diseases or symploms or
due toill interest prolong the sickness willingly.

Sexual abuse: Forcing or enticing a child or vulnerable adult to take part in sexual activities
that s/he does not fully understand and has little choice in consenting to. This may include, but
s niat imited Lo, rape, oral sex, penetration, or non-penetrative acts such as masturbatbon,
kissing, rubbing and touching. It may alse include involving children in looking al, or producing
sexval Images, watching sexual activities and encouraging children to behave in sexually
inappropriate ways,

Sexual exploltation: A form of sexual abuse that involves children or vulnerable adults being
engaged in any sexual activity in exchange for money, gifts, food, accommodation, affection,
status, or anything else that they or their family needs. It happens by forcing or using the
children. Like making friendship with the children, vulnerable adults and beneficiaries, getting
confidence of them and in a stage they are forced to involved with drug. In this situation an
imbalance power avails among affected population and accused persons where the willingness
or unwillimgness of them are limited. It is one kind of exploitation of gambling and they also
forget that 1o do these there needs to take their opinions. The sexual exploitation occurs
different ways, Accused persons can do it through giving money, using emotions ar by physical
controlling or giving force among the staff or in @ team it may occur. It happens in a community
are adjacont community. Samatimes it happane alea by a gang ar accusad graup spacially who
are involved with the human trafficking

Sexual Harassment: Unwelcome sexual advances, requests for sexual favars, and other verbal
or physical conduct of a sexual nature where a unexpected or attacking working atmosphere
exists. Through this behavior the fernales are sexually harassed by men. But in different
country laws agrees that the exploitation can be by men or women.

Neglect and negligent behavior: Allowing for context, resources and CirCumstances bo show
neglect and negligent treatment to a child, inability for meeting the basic physical and mental
rights of the children continuoushy, which tends to a child for stunted of the physical growth
algng with mental and ethical growths. It is not ensured the appropriate supervision,
protection from the harmfulness, nutrition and shelter, safe life and safe working environment.
Taking drug or alcohol which affects the child who has not yet born, not good treatment of
differently able children ar being indifferent to the children are under neglected behaviors to




10.6.6 Mental abuse: Persistent emotional maltreatment that impacts on mental wellbeing and
mental health. Emotionally abusive acts include restriction of movement, degrading,
humiliating, bullying (including cyber bullying), and threatening, scaring, discriminating,
ridiculing or other non-physical farms of hostile or rejecting treatment.

10.6.7 Commercial exploitation: Exploiting a child or a vulnerable adult in work or other activities for
the benefit of others resulting stunting the physical and mental growth, ethical and social
growth. It includes cheating, exploitation and forced labor,

10.7  Employees: All staff from local and national level, velunteer and interns.

10.7.1 5taff are:

¢ Al local and national staff

* Al volunteers and probationary staff
10.7.2 Associates:

*  Vendors and consultant

&  EC/GC members

+ Al partners and community people

*  Guests and visitors

10,8  Prevention

10.8.1 Risk assessment/risk mitigation: A risk assessment of all COAST Trust operations, programs and
project activities will be conducted (e.g. health risk, security risk, negative impact, etc.). Risk mitigation
strategies will be developed, which minimize the risk to children, and vulnerable adults and
incorporated into the design, delivery and evaluation of programs, operations and activities which
invalve ar impact upon children

10.8.2 Safe recruitment: COAST will ensure that it applies the highest standards in its recruitment and
vetting policies across the organization. Candidates are checked for their suitability for working with
children and their understanding of safeguarding

10.8.3 Safety check: Protection checks, such as disclosure of previous convictions or palice checks (if
disclosure is unavailable), forms an important part of our recruitment policy and covers all those
representatives that we have an employment relationship with. If police checks are impossible, other
checks are put into practice and noted. Checking evidence of identity and the authenticity of
qualifications, requesting self- declarations about previous convictions, and a minimum requirement of
at least two references are carried out in all cases.

10.8.4 Education/training: All staff and associates receive safegua rding policy and training to help
them understand why it is necessary to safeguard and protect children and vulnerable adults. Children
and families will be informed on COAST's commitment to safeguarding and what to do if they have
concerns about a child.

10.8.5 Safe program design: Organization will design its program keeping in mind that the
programs/projects/activities will not put the children and vulnerable adults at risk. The aims of the
organization will make the safe guard of the children and vulnerable adults. The palicy will be as the
cross-cutting issue of all the programs/projects.

10.8.6 Communications — use of images and children’s information: In our use of infarmation and
visual images, both phoetographic stills and video, our overriding principle is ta maintain respect and
dignity in our portrayal of children, families and communities. Our communications pelicy/guidelines
details cur procedures.

10.8.7 Social media (if applicable): The organization has its own social media policy and there is clearly
mentioned about nat to post any status which is undignified others,

10.8  Responsibility

It is approved by EC. M
ol ,muun Mahar
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Agreements with partners will include a statement that partners who do not have a safeguarding policy
will either abide by COAST policy or develop their own as a condition of the partnership.

10.11 Reporting/responding to complaints
COAST will receive disclosures from children with sensitivity and will strive not to re- traumatize

children in their handling of complaints. If a child or young person informs they are being, or have
been, abused:

a, Listen 1o and accept what the child or vulnerable adult says but do not press for information.

b. Letthe child or vuinerable adult know what we are going to do next and that we will et them know what
happens

c. Do not investigate and do not inform, question or confront the alleged abuser.

d. Record carefully what we have heard on the reporting form.

e. Identifying information about children or vulnerable adults will be shared on a ‘'need to know' basis
only. Deliberate false allegations are a serious disciplinary offence and will be investigated. If anybody
comes to complaints then it should be taken serious.

f. Complainant and all witnesses will assist the investigation committee appointed by the organization.
E. There will be a guideline to guide the investigation process.

10.12 Effectivity, monitoring and revision
safeguard issues are included in the risk register and also quarterly and annual reporting process of the
organization. The senior management and the EC will monitor the process that the safeguarding policy is
im place.

11. Protection from Sexual Exploitation and Abuse (PSEA) Policy

11.1 Introduction

In recent times, it is not so much easy to work in humanitarian development because quality monitanng
has [0 ensure in every developmental plan where both beneficiaries and humanitarian workers are
involved. Both parties possess a huge difference in their power exercise where a sensitive issue like
PSEAH can arise at any time and can hinder overall work. To ensure this protection issue, COAST has
reviewed PSEAH policy based on UN-secretary General bulletin (2003) and the Supreme Court's
directives delivered on May 14, 2009,

Since its inception, the COAST Foundation has been working relentlessly to realize gender equality and
to bring an end to gender discrimination inside the organization and at the same time in the community
with beneficiaries. It takes it as a cross cutting issue in every program and project. One of the majar
objectives of the organization is to ensure balance and swstainable development for marginalized
specially forcibly displaced people living in the Rohingya camps and coastal areas and COAST Foundation,
therefore, has been working for developing a gender sensitive and women friendly working environment
to end discrimination among male and female collieagues and to end all sorts of gender-based violence
o ensure women empowerment. We hope that the policy to PSEAH will help in gaining thematic ideas
and guidance from all concerned. At the same time, it will play a role in the implementation of the goals
and objectives of the organization.

11.2  Rationale ; : I-}
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11.4
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This policy has been formulated with the aim of establishing gender equality at all levels. Varigus related
international laws have been added to this policy. For example, Convention on the Elimination of All Farms

of Discrimination against Women (CEDAW) and the International Covenant on Economic. Social and
Cultural Rights.

For this, there should have a system to establish equality among male and female in the sochety, But our
society’s culture and practice are that man and women are different so their role and responsibilities are
different. And it is happening traditionally and histarically. Therefare, women have been identified slowly
but surely as subservient to men socially, Social custom, belief, inherit continuation, even the socio-
economic, cultural and religious norms are cherishing the same things in same way. Hence, discrimination
and inequality still exist between men and women in the society. In this circumstance, COAST Foundation
has decided to formulate ‘Protection from Sexual Exploitation, Abuse and Harassment to continue
strengthening this practice as women friendly environment within the organization. It believes that the
palicy will help decline women exploitation, harassment and end violence against women by implementing
fermulated policy which will also help women to get empowered.

Aim

The aim of this policy is to create equal dignity amang men and women as well as to create anti- sexual
harassment environment for women and beneficiaries. And it helps to establish such atmosphere by

eliminating gender discrimination. Another goal of the policy is to create proper workplace where safety,
security and equal opportunity for women will be ensured.

Objectives

The core objective of the "Sexual Expioitation, abuse and Harassment Protection Policy’ is to implement arganization's
gender policy effectively and to ensure gender sensitive work environment within the organization. The
other objectives of the palicy are:

11.4.1 To create awareness about sexual exploitation, abuse and harassment:

11.4.2 To ensure equal dignity and to create atmosphere congenial for women inside the arganization;
11.4.3 To create awareness about the consequences of sexual offences:

11.4.4 To create awareness about punishment of sexual expioitation, abuse and harassment:

114.5 To help fermale colleagues and beneficiaries to get legal support under the policy:

1146 To build awareness among the colleagues, beneficiaries and others related people concerning
waman rights, dignity and gender equality as well;

11.4.7 To ensure equality among men and women within the organization and to identify it as a cross
cutting issue in each project and program which would be reflected:

11.4.8 Totake necessarysteps toestablish women's involvement at all levels inside the organization such as:
making plan of action and decision-making process;

11.4.3 To ensure that respective authorities/employers take effective role in implementing
recommendations received from the investigative committee:

11.4.10 To apply zero tolerance to sexual exploitation, abuse and harassment /torture:
11.4.11 To introduce two types of punishments-major and minor.

11.4.12 To ensugé the quality services and SEA free environment for the beneficiaries.
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11.5 Definitions

According 1o the UN Secretary-General Bulletin {5T/SGB/2003/13), the following standard definition
for sexual exploitation and abuse, which applies to any sector and context:

11.5.1 “Sexual exploitation” is any actual or attempted abuse of a position of vulnerability, differential
power or Foundation for sexual purpeses, including, but not limited to profiting monetarily, socially or
politically from the sexual exploitation of another.

11.5.2 "Sexual abuse” is the actual or threatened physical intrusion of a sexual nature, whether by
force or under unequal or coercive conditions. 1t should cover sexual assault (attempted rape, kissing /
touching, forcing someone to perform oral sex / touching) as well as rape.

SEA are forms of gender-based violence [GBV), which describes any harmful act perpetrated against a
persan s will that is based on socially ascribed differences between women and men. Furthermore, SEA
may also involve child safeguarding viclations if the "conduct by (the organization’s personnel) causes
significant harm to a child including any kind of physical, emotional or sexual abuse, neglect or
exploitation”, highlighting the need for focused attention on children as part of PSEA efforts.

11.5.3 "Sexual Harassment” is the continuum of unacceptable and unwelcome behavior and practices of
a sexual nature that may include, but are not limited to, sexual suggestions or demands, requests for sexual

favors and sexual, verbal or physical conduct or gestures, that are or might reasonably be perceived as
offensive or humiliating,

11.5.3.1 According to directives from Supreme Court of Bangladesh; Sexual Harassment includes:

11.5.3.2 Unwelcome sexually determined behavior (whether directly or by implication) as physical
contact and advances.

11.5.3.3 Attempts or efforts to establish physical relation having sexual implication by abuse of
administrative, authoritative or professional powers;

11.5.3.4 senually colored verbal representation;

11.5.3.5 Demand or request for sexual favors;

11.5.3.6 Showing pornography;

11.5.3.7 Indecent gesture, teasing through abusive language, stalking, joking having sexual
implication.

11.5.3.8 Insult through letters, phone calls, SM3, pottering, cartoon, writing wall of offices/centers,
washroom having sexual implication.

11.5.3.9 Freventing participation in sports, cultural, organizational and academic activities on the
ground of sex and ar/ for the purpose of sexual harassment.

11.5.3,10 Making love proposal and exerting pressure or posing threats in case of refusal of love
proposal,

11.6  Policies and procedures

11. 6.1 Policy

Policy title: Protection from Sexual Exploitation and Abuse

Policy’s objective: To promulgate policy of zero tolerance for sexual exploitation and abuse (SEA) for all COAST
Foundation employees and related personnel and ensure that roles, responsibilities and expected standards of
conduct in refation to SEA are known within COAST Foundation, To create and maintain a safe environment, free

from SEA, by taking appropriate measures for this purpose, internally and in the communities where COAST
Foundation operates, thrgugh robust prevention and response work.
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Targeted Audience: All COAST Foundation employees and related personnel along with the entities or institutions
will be responsible under this policy.

Effective Date: June 2014
Last Amendment Date: February 2021

Mext Revision Date: February 2026

11.7  Policy statement

11.7.1 PSEA policies are universally recognized international legal norms and standards and violation of the
policies are unacceptable behaviors and prohibited conduct for COAST Foundation employess and related
personnel including all humanitarian workers,

11.7.2 COAST Foundation has a policy of zero tolerance towards SEA. All COAST Foundation employees and
related personnel are expected to uphold the highest standards of persanal and professional conduct at all times,
and 1o provide humanitarian assistance and services in a manner that respects and fosters the rights of
beneficiaries and other vulnerable members of the local communities.

11.8 Scope of application

11. 8.1 This policy sets out COAST Foundation approach to prevent and respond to SEA. The policy applies
to all employees and related personnel, both on-and off-duty.

119 Commitment to PSEA

11.9.1 COAST Foundation will make every effort to create and maintain a safe environment, free from SEA, and
shall take appropriate measures for this purpese in the communities where it operates, through a robust PSEA
framework, including prevention and response measures.

11.9.2 This PSEA framework, affirms COAST Foundation commitment to the UN Secretary General's Bulletin on
Special Measures for protection from sexual exploitation and sexual abuse and 1o achieving full, ongoing
implementation of the IASC Six Core Principles relating to SEA.

11.10 Six core principles
11.10.1 SEA by COAST Foundation employees and related personnel constitute acts of gross

misconduct and are therefore grounds for termination of employment.

11.10.2 Sexual activity with children (persons under the age of 18] is prohibited regardless of the age of majority
or age of consent locally. Mistaken belief regarding the age of a child is not a defense.

11.10.3 Exchange of money, employment, goods, or services for sex, including sexual favors or other forms of
humiliating, degrading or exploitative behavior is prohibited. This includes exchange of assistance that is due to
beneficiaries,

11.10.4 Any sexual relationship between COAST Foundation employees or related personnel and beneficiaries of
assistance or other vulnerable members of the local community that involves improper use of rank or position is
prohibited. Such relationships undermine the credibility and integrity of humanitarian aid work.

11.10.5 Where COAST Foundation employee or related personnel develops Concerns or suspicions regarding
sexual abuse ar exploitation by a fellow worker, whether in the same organization or not, he or she must submit

a written report about goncerns via established reporting mechanisms, : I:;,
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11.10.6 All COAST Foundation employees and related personnel are obliged to create and maintain an
envirgnment which prevents SEA and promotes the implementation of this policy.

11.11 PSEA framework

11. 11.1 Prevention;

11.11.1.1. Vetting: COAST Foundation systematically vets all prospective job candidates in accordance with
established screening procedures.

11.11.1.2. Training: COAST Foundation holds mandatary induction and refresher trainings for all employees and
related personnel on the Organization’s SEA policy and procedures.

11.11.2 Response:

11.11.2.1. Reporting: COAST Foundation has safe, confidential and accessible Complaint Respense Mechanisms
(CRM] and procedures for personnel, beneficiaries and communities, including children, to report SEA allegations
and ensures that beneficiaries are aware of these.

11.11.2.2. Investigation: COAST Foundation has a process for investigation of SEA allegations in place and shall
properly and without delay conduct an investigation of SEA by its employees or related personnel or refer 1o the
proper investigative body if the perpetrator is affiliated with another entity.

11.11.2.3 Referral to relevant National Authorities: If, after proper investigation, there is evidence 1o support
allegations of SEA, these cases may be referred to Bangladesh law enforce authorities for criminal prosecution

11.11.2.4 Victim or Survivors Assistance: COAST Foundation has a system to promptly refer SEA survivors to
available services, based on their needs and consent.

11.12 Victim or Survivors Assistance

This pelicy aims to create equal dignity among men and women as well as to create an anti-sexual harassment
environment for women and beneficiaries. And it helps to establish such an atmosphere by eliminating gender
discrimination. Another goal of the policy is to create proper here safety, security and equal opportunity for
wiomen will be ensured.

11.12.1 There are several focused points like PSEA policy commitment, statement, principles, objectives, and so
on. But ameng all of these, ane very impertant point is the referral process of the PSEA policy. It is universally
acknowledged that an organization cannot provide all kinds of support due to the various limitations. COAST also
has a strong practice in the PSEA referral system, There are many more PSEA issues which need to be referred to
the actual service provider for the betterment of the victims. As a result, the COAST follows the below stated
steps before referring to a PSEA incident for future reference and preserving the data confidentially.

11.12.2 At first case manager will discuss with the survivor about our referral support and take informed consent
or informed assent in a consent form respecting the right of a person including person with disability and children
or his/ her guardian about the referral. Before taking consent, she must ensure that the adult or child survivor
fully understands the services available and the referral process, potential risks, and benefits of receiving services
and what information will be collected and how it will be used, including the confidentiality and its limits. At the

same time, during dealing with children, child friendly manner and best interest of the child should take into
account.

11.12.3 Beginning of the referral, the case manager as the representative af COAST will assess the survivor's
needs and identify relevant service provider(s) and will coflect the receiving agency’s contact details like name.
phene, and mailing address, fgr thie communication, Select service which is appropriate for him/her.
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11.12.4 Then, the case manager will input in referral form all the survivor’s information like code name, contact
number, age, sex, nationality, etc. Butin the case of the minor survivor, the agency collects the name of the
primary caregiver/guardian, relation with the survivor, contact number, child status whether h/she
unaccompanied or separated, guardian or caregiver knows about the referral, ete.

11.12.5 In this s1ep, the case manager will refer the case marking the requested service of the survivor like
mental health services, protection services, shelter, P55, legal assistance, material assistance, social services,
education, nutrition, medical care, livelihood support, support for children born as a result of SEA, food,
rethabilitation, and others. He/she can assist the survivor by providing transport support if possible or necessary.

11.12.6 The case manager will make sure about the provided service which is already stated in the upper step.
She will follow-up frequently about their service and survivar's condition.

11.12.7 In this section, the case manager will restrict access to incident reports or limiting the number of people

whao have access to the reported information and store safely with passwords or encryptions for computers and
lock offices when unattended.

11.13 Cooperative contract arrangements/ Vendor/Supplier/Consultant/Contractor

11.13.3.1. All COAST Foundation contracts and partnership agreements include a standard clause requiring
contractors, suppliers, consultants and sub-partners to commit to a zero-tolerance policy on SEA and to take
measures to pravent and respond to SEA,

11.13.3.2. The failure of those entities or individuals to take preventive measures against SEA, to investigate
allegations thereof, or to take corrective action when SEA has accurred, shall constitute grounds for termination
of any cooperative arrangement.

11.14 Implementation of the strategies

Taking different types of implementation strategies to ensure women friendly and sexual harassment/torture
free surroundings which bring the organization one step forward as well as women empowerment. Also taking
steps against the individuals accused of offences and to ensure exemplary punishment to offenders.

The implementation strategies are given below:

11.14.1 To initiate/update organization’sallkindsof palicy, strategic plan, directives/circulars that would be gender
SERSitive;

11.14.2 To fix responsibilities for gender focal person along with regional responsibilities and to empower her ta
discharge the respansibilities;

11.14.3 To find out victims in the organization by regular monitoring and evaluation system. And to ensure fear
and free atmosphere for submitting complaints and to give them solutions as well:

11,14.4 To aware employees about the policy and ensure its implementation and practice at all level;
11.14.5 To take necessary steps according to the policy on investigation into any alleged incident [if proved);

11.14.6 To circulate widely the policy at all branches and project offices and keep a copy of this policy at all
branches;

11.14.7 To include the policy in organizations induction process for new employee;

11.14.8 To discuss the palicy in every monthly coordination meeting.
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11.15 Display PSEA information and reporting channels

11.15.1 COAST Foundation shall display PSEA information and reporting channels by using information boards,

flipchart, poster paper in offices and project sites. The description of PSEA information and reporting channel are
given below:

11.15.2 PSEA reporting flow chart will be used for awareness on compliant process against SEA allegation. The
language of flow charts will be in Bangla, English and Burmese language. In flow chart, PSEA information and
reporting channel will be described. COAST will use Bangla and English language flow chart in host community
areas and English and Burmese language will be used in camps areas. This flow chart helps to know the 3EA
complaint process where and how he/she will report, Any victim and person can report in four ways to COAST
management. All types of reporting medium (mobile, written complaint, email and complaint box) will be visible

in offices and project sites, Any victim and beneficiaries/program participant or any person can report by using
any of the medium.

11.15.3 COAST will print PSEA reperting information all back part of business cards of its staff. All kind of
stakehobders and program participants, and community peopie will access it easily,

11.15.4 SEA complaint hotline number chart has all PSEA focal persons (Project Focal, Regional Focal and Central

Facal) number for reporting, Any staff and program participants can report to the focal person in secrete way and
COAST will ensure their confidentiality.

11.15.5 COAST will use paster paper, signboard, color paper, banner to display PSEA information and reporting
channels in offices and at project sites

11.16 Concern Authority

Concerned Autharity means an autharity of any institution or work place in both public and private sectors, which
is authorized under the relevant disciplinary rules to take action in case of misconduct.

11.17 Complaint receiving committee

11,171 Committee will be formed according to the Supreme Court's PSEA directives delivered on May 14, 2009.

11.17.2 According to the Supreme Court's directives, it will have five members and majority of the members will
be women. The head of the complaint committee should be gender focal of the organization;

11.17.3 It should have at least two members from outside of the organization concerned, preferably from
organizations working on gender issues and sexual abuse;

11.17.4 Members of the committee are:
al One from holding the position of Gender Focal and training of the organization (female)
b) One from holding the position of Regional Team Leader in the organization (famale)
&) One from holding the position of Directar in the organization
d) Two will be come from outside of the organizations working for stopping violence against

WOmenmn;

11.17.5 The members will work honorary basis and they will be given only conveyance allowance according to
prganization’s policy.

11.18 Functioning procedure of SEA complaint recelving committee

11.18.1 The Committes will sit regularky once a gquarter,

11.18.2 Presence of at least W&ad of the committee and minimum 2 other member would be considered as coram
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for the meeting;

11.18.3 Considering the importance and necessity of the complaints the committes will call its meeting at any
time and will take measures;

11.18.4 The committee takes the complaints regarding SEAinto account through the organization’s regulargender
relation review meeting and takes NECEsSary measure:

11.18.5 The committee investigates the SEA complaints submitted to any members of the committee, if found
true, following the rules of the organization the committes will take measure within 30 working days;

11.18.6 In case of minor issue, the committee will resolve the matter with the consent of both parties. For other
cases committee will conduct investigation over the issue;

11.18.7 The committee will send notice to both parties usi ng registered postage. Moreaver, the committes is
mandated to sending to the witnesses, conduct hearing of the complaints, gathering information and
evidence and to review the related papers. In such kind of eom plaints in addition to the verbal evidence
the situation would be given importance. The committee will decide- what kind of evidence would be
accepted:

11.18.8 The committee is accountable to the executive director for such kind of actions. In case of complaints
against executive director the committee will discuss with the chairperson of the executive board:

11.18.9 The committes will publish annual report on rmplementation of the policy and submit to the government
authority,

11.19 Reporting Mechanism and Procedures

According to the definition of sexual harassment, abuse and exploitation if any staff, beneficiary or communities
experienced or victimized h/she will file the complaints to the designated personnel (e g. direct supervisors,
regronal PSEA focal point, central PSEA focal point, assistant director-HAM, case manager/case worker) in line
with the following procedures:

11.19.1 Digital Process: after experiencing any harassment /vialence the victim (staff/beneficiary) can submit

complaints using phone/fax/SMS/e-mail to any member of the committes wha is comfartable to the
victim to communicate;

11.13.2 Verbal process: the complaints could be placed to the supervisor, project head, gender focal person,
assistant director (HRM), director and/or executive director, gender relation review meeting, central
gender relation meeting by victim or in persan or lawver on behalf of the wvictim;

11.13.3 Complaint Box: Gender complaints box is installed at all offices including principal office of the
organization; the box will be open by the supervisor/ project head/gender focal/regional focal person
and will be reviewed on the last working day of each week, Later the committes will set the next
actions. All staffs are allowed to submit all kind of com plaints relating to sexual harassment into the
box;

11.13.4 Written Process: The victim (i.e. woman staff/beneficiary] are welcame to submit her written
complaints to the member of the committee as mentioned in section 16,2 with physical presence for
through postage/ currier service,

11.20 Core Standard of Reporting

COAST will consider and adhere to four core principles {safety, confidentiality, transparency & accessibility)
for effective reporting.
11.20.1 Safety: COAST should avoid creating risks for those reporting allegations as well as other parties involved.

This involves duri rral procedures and protection measures. COAST will restrict access the incident
réeports and keep %p-urtr,'smreﬂ safely (password protected on computers or locker when unattended].
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11.20.2 Confidentiality: Here COAST will maintain strict information sharing practices i.e. limiting the number of
people who have access to the reported information; using code names when referring to those invalved
and omitting information that could reveal their identity {e.g. date of birth, address, phone number,
description of unique physical traits); and keeping information on the identity and personal information
separate from incident and related reports. People should also have the option of ananymous reporting.

11.20.3 Transparency: Qbtain prior informed consent of the complainant, unless the complainant ks UN or
partner personnel, who have a mandatory obligation to report SEA. Organizations will share
confidentiality procedures with all complainants, explaining clearly how information will be shared, with
whom and for what purpase, including for investigations and assistance to survivors. This also includes
notice of the organization” obligations for mandatory reporting.

11.20.4 Accessibility: Reporting will be easy to use and accessible for all ages including person with disabilities
and children. It refers to the ability of all children to easily access complaint mechanism when they
believe their rights have been violated. Here utmaost formalities for doing complain can be reduced.

The complaints will be accepted in all process mentioned above,

11.21 Timeframe of complaints submission

in case of any sexual harassment/violence, the complaint has to be placed to the designated committee
using any process as mentioned above within 30 working days from the occurrence. But if there is any
acceptable cause the complaints could be accepted within more 15 waorking days later.

11.22 Privacy
Highest privacy would be ensured considering the social position and overall security concern of the victim.
The Incident of sexual violence will never be disclosed in any condition without the permission of victim,
privacy will be maintained as much as possible in evidence gathering process. During the hearing no
question and/or behavior is allowed which intend indignity and harassment of victim. Security of
complainant has to be ensured by concern authority.

11.23  Investigation Report and Response Mechanism

Under the leadership of the head of the committee, it will form investigation committee consisting
minimum three members after receiving complaint within 30 days. After the investigation, the committee
will take/collect oral evidence from relevant persans and witnesses as written documents. Then the
committee will submit a report with the recommendations to concern autharity (Executive Director) based
on written speeches, relevant interrogations, abservations and opinions by 30 working days.

11.23.1 Anyone has the right to raise and submit SEA complaints against COAST management, activities or its
employees from any strata. The arganization, COAST Is committed to accept, respond to and do the
needful of those complaints. PSEA palicy of COAST has a description of procedures on how the
organization will respond to 5EA complaints.

11.23.2 The complaint can be submitted through any channel; written, over phone, email, verbal and using a
compliant box that is setup at any office, center of COAST. Complaints can also be submitted against any
office head. For maintaining confidentiality SEA compliant submit to organization's PSEA focal. A SEA
complaint against the Executive Director will be submitted to the Executive Committee of COAST. The
Executive committee will only receive complaints against ED through email.

11.23.3 A SEA complaint should be responded to and resolved within seven days or the complaint will let know
the date of sattlement otherwise. it howsver, should not be taken more than 30 days.

11.23.4 Any complaint should nod be left without responding te any identity of the complaint and should be kept




ANONYMowus
11.23.5 According to the palicy, complaint is following: sexual exploitation, abuse and harassment.

11.23.6 Who can complain: Program participants, a community with whom we work, organization staff and
others development partners.

11.23.7 Regional PSEA focal will be the primary responsible for disposal complaints locally. Central PSEA focal will
coordinate the whole process. The periad of 30 days may be extended up to 40 days if needs. If any
question is raised about impartiality, new investigation committes may be formed by fallowing proper
procedure for reinvestigation,

11.23.8 If it is proved that a false complaint has been filed intentional Iy then a report will be submitted to the
concern authority recommending appropriate action for the complainant/s, The complaint committes
will take decisions on the basis of the view expressed by the majority of its members persons.

11.24 Punishment
The concerned authority may suspend temporarily the SEA accused person on the receipt of the
recommendation of the complaint committee. If the accused is found guilty of sexual harassment, the
cancerned authority shall treat it as misconduct and take proper action (minor or major) according to
the disciplinary rules of the orgamnization. The punitive measures will be taken in this regard are given
below:

11.24.1 If the committee finds the complains true, it will recammend punishment according to the podicy;
shall be terminated if offence is proved to be serious. Section 11.5.1 and 11.5.2 will be considered
to be serious offence,

11.24.2 If the complaint is proved as minor affence. necessany actions will be taken according to the
disciplinary rules of the organization such as show cause notice, issu ing warning notice, financial
punishment, transfer etc. Section 11.5.3.2 to 11.5.3.10 will be considered as minar offence.

11.24.3 If the complaint is found as an offence under any penal law shall refer the matter to the
appropriate court or tribunal;

11.24.4 If the complaint is found false and the complaint was filed intentionally, the complainant will be
punished accordingly. Also, he will be handed over ta law and enfarcement agency.

11.25 Conclusion

COAST Foundation is working to ensure a women- friendly work environment in its work area and at all levels of
the organization. In addition 1o all the existing policies of the organization, the PSEA palicy will play an impaortant
role in following the zero-tolerance policy towards women. Proper use and application of these policies will
enhance the reputation of the organization.

12,  Communication Policy

12.1. Objectives
The objectives of the communication policy of COAST developed for the staff and other stakeholders (particularly

the partner organizations and beneficiaries) are as follows:

a. Toemphasize oral and in-person communication ta increase mutisl understanding.
b. Toemphasize team building at all offices particularly within respective projects and working area.
€. Todevelop an effective and supportive supervision environment,
d. Toenable the management and its governance rapid responsive,
e. To discourage unnecessary communication that creates pressure and uncomfortable situation in the
working relat ip : ~
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12.2. Open Communication but decisions through determined channel and supervisor

a. All communication mediums are open for everyone to be able to communicate with anyone in the
organization. However, decisions need to be made through supportive supervision in order to ensure the
right of the supervisors to express their opinion and to avoid biased decisions. This will train up the
supervisors and increase self-realization.

b. COAST has its own Complaint Response Mechanism and the Whistle Blowing Policy to address the
complaints and grievance Inside the organization. According to that all complaints are encouraged to
submit to the closest layer instead of submitting to a higher layer. Dissatisfaction could be raised on any

decision or judgment, but the clesest layer should be given the opportunity to address the complaint
first.

¢.  Sometimes complaints are improperly shared through phone call, sms or anonymous letters instead of
proper submission. This type of communication might not be considerad as a complaint.

12.3. Complaint to Donor partner
a. Any communication to the donor partner or other extérnal organization as a complaint submission by any
staff might by considéred as creating illegal pressure on the organization,
b. The expected responsibility of the donor partner or external organization is to forward the complaint to
the highest authority of the organization in case of this kind of communication received.
. Any third party investigation or evaluation without the organization’s prior approval will not be accepted.
Government's law enforcing agencies will be exception.

12.4, Communication between Donor partner representative and PIU
in spme cases field level staff of donor partners closely work with the Project Implementation Unit (PIL)
of the organization. The following clauses are intended 1o increase the responsibility and accountability of
the PIU staff:

a. The communication between staffs of PIU and donor partners should be limited into the project activities
for the sake of progress monitoring.

b. Suggestions and advices from the donor partners are welcome and it is expecied 1o be limited within the
project and given only 1o the respective Project Manager (PM). The PM has the right to express a
different opinion and in that case the donor partner should communicate with the focal person or a
concern afficial verbally or in written if necessary.

c. On behalf of the organization only the respective PM, Project Accountant and Monitoring Officer are
entitled for oral or phone communication with the donor partner. For any written communication with
the donor partners they must have a prior and proper written approval of the concern official or Focal
Person

12.5. No written communication in the same office, exceptions
For the sake of team bullding and greater mutual understanding among the colleagues, the organization
discourages written communication in same office along with the communication via third or higher officials.
The exceptions include;

a. Any different opinion, implementatien of what might undermine the organization’s interest.
b. Incase of greater disciplinary situation like monetary misappropriation, illegal relationship between male

and female colleague, vio against women and sexual harassment.
: '. e St Ol | el
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12.6. Written communication is the last step, no unnecessary cc

#. The encourages (1) verbal communication on what is passible to resolved in-person, (2] phone
communications en the issues possible to resolve over phone, (3] written or email communications onby
in the cases what are not possible to resalve in verbal or phone communication.

b. Mo cc to others in emails is encouraged if not firmiy necessary to inform the issue.

€. Written work instructions could be given by emails only when verbal and phone communication is not
possible. Copying others should be avoided on the first place as it creates pressure on others

d. Copying others in confidential written communication, particularty mentioning failures in copied mails is
equivalent to defaming by what a staff could be mentally upset.

12.7. When general comments are unexpected, be confirmed before documentation or prove
a. Some staffs pursue general comments in the meetings without providing evidential and confirmed

information. No written communication should pursued nor any decision taken on this kind of general
comments unless it is inquired and proved. Negative issues should be properly inquired and confirmed
and if necessary it should be solved by Complaint Response Mechanism of the arganization. Providing

description based on general comments ar rumor will be considered as disciplinary issue.

12.8. Defaming and imaginary persuasion are disciplinary Issues
4. Some staffs talk negative things about colleagues derived from jealousy and doubt and some of them are

rumaor and imaginary that defame them, Any staff seeing this is going against the organization's interast
should flag this through any medium of communication towards higher authority. It should be taken to
even higher level if not addressed by the lower level

b. Disciplinary actions could be taken against anyone spreading the rumor instead of making proper
communication. Because letting the rumor spread ar provoking them is considered as defaming and
disciplinary issues,

€. Termination might take place if any invelvement in this purpose is found.

12.9. Complaint and negative writing: Why patience is needed?
4. Hold back for at least 3 hours befare writing your complaint, Keep patience, reconsider the issue, take

some advice from colleagues and uphold the arganization’s interest d uring this period of 3 hours.,

b. Itis advised not to write negative and instant reaction. Take at least one day or enough time to be stable
to reply this kind of communication,

€. Flease remember, your complaint or pursuing should be rational, If possible make verbal communication
directly with the concerned person and remove the tension

12.10.Courtesy in phone calls
a. During phone conversation, first inguire if the respondent has time to talk. If not, call later.

b. In case of the higher officials, make an appointment first by sms or phone call,
13.  Filing Management Palicy

a. In or exit file

Mo file will be opened as ‘in” or "exit’ file. If there will such type of files and all the external and
internal relation letters will be In the same file and as a result if any letter will have to be found
oyt then it will take time.
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b. Subject wise file
File will be opened according to the different subjects. In those files the subject wise document
will be preserved. There will have to maintain maximum 20 files.

C. Reports, books and magazine
Reports, books and magazine should be preserved ina box according to the issues.

d. Paper on the table
There will not be kept any letter of paper on the desk. The desk should always be clean. Other
should be discouraged to keep the paper on the desk because it will hamper the concentration of
presant task.

e, Incaming and Pending Tray
Everyone will use two trays in his/her desk. One will be incoming tray and another will be
pending tray. In the incoming tray there will be letters coming from others and in the pending
tray there will be papers which action still have pending. For long-term peénding work or on going
work a separate A-4 size folder can be used. In the folder on the above corner of right side the
subject can be written,

f. File list
The file list will be hanged in the notice board. File list and subject will be mentioned.

E. System of filing
After completion of any pending task the letter or document will be preserved in the respective
file. Unnecessary papers will be kept in waste paper basket and if one page is unused then it will
be preserved for reused.

h. Cleaning once in a week
At any day of the week all the unnecessary papers will be clean out. This may be in the afternoon
of Thursday.

i Letter identification and taking steps
if any letters come from outside then administration section will open the letter and will use the
‘received seal’ and will give the signature. Then those will be sent to Director. Deputy Director
will mark the letter through red pen and will send to respective staff, section or project. If the
letter will be late to reach to the respective person then the message will be transmitted through
phone or radio. In case of external letter, the envelop will be attached with the letter. In case of
internal letter the envelop will be preserved for further use.

. Neat and clean desk W
g rsun Mahar
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All desks should be neat and clean. Anyvhody cannot leave the office keeping the paper or letter
on the desk. A neat and clean desk creates the work environment and it will influence the mental
condition. On the other hand, unclean desk influence negatively on the mind and concentration.

k. When it should not to write letters
Mo letter will be written except financial or administration issues. The assignment should he
completed through discussion or shart note, Within the organization the note can be written in
Bangla.

L. Note file for decision making
Every section or office will keep note file for financial and administrative related issues and thess
note files will be maintained by the office or section head,

14.  Complaint and Response Mechanism Policy

a. Anyone has the right to raise or submit complaint against COAST management, activities or its
employees from any strata. The organization, COAST, is committed to accept, respond to and do
the  needful of those complaints. “COAST Complaints and Response Mechanism Policy™ is a
description of procedures on how the organization will respond to those complaints.

b. The complaints can be submitted through any channel; written, over telephone, email, verbally
orby  using complaint boxes that are setup at the field offices, Complaints can also be
submitted to against  any office head. Addresses of all Board of Trustes (BoT) members,
Executive Director (ED) and employees are available in every office, should anyone wish to
submit a complaint. BoT will only recerve complaints against ED through email only,

. A complaint should be responded and resolved within Seven (7) days or the complainant will let
know the date of settlement otherwise, It, however, should not be taken maore than 30 days.

d. Any complaint should nat be left without responding and identity of the complainant should be
kept anonymity.

2, According to this policy, complaints are the following- quality of COAST wark and services,
implementation pattern, behavior of staff, a breach of the COAST Trust policies, guidelines,
manuals and code of conduct during implementation, organization’s vision, system of holding
atcountable to the beneficiary and stakeholders, ete.

14.1  Complaint could include the following:
14.1.1 A violation of the COAST Trust policies, guidelines, manuals and code of conduct.
14.1.2 A concern about the behavior of staff or the quality of the program implementation.

14.1.3 staff members involves in any cheating or abusing of power, corruption and misusing of financial
or recourses of the arganization for any personal gain.

14.1.4 Any service implementation that has a direct impact to the pecple affected by crisis,
14.1.5 Any activity that has a direct impact to the peaple affected by crisis or environment.
14.1.6 Sexual harassment or provide any assistance in exchange of amy sexual acts.
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14.2

14.3

14.4

14.6

14.7

14.8

14.9

14.10

14.11

14,12

The complainant cannot apply to COAST if their complaints are subjected to current investigation by any
legal authority of the state. Such issues will be dealt with under the relevant regulatory regime. And, any
dispute related to contractual job will not be considered as complaint.

Who can complain: Individual program participants or a community with whom we work, people’s
arganizations, local civil society, local government body, government, official, other development
partners and any organizational staff,

Branch Manager will be the primary responsible for disposal complaint locally. Regional Team Leader is
responsible for his/her region and Assistant Director- ARSR for central management. Complaints relating
to Assistant Director- A&SR should be fallen with the Director and complaints relating to the Executive
Director should be fallen with the Chairperson of BoT through email only.

Sensitive and alarming complaints: The complaints related to sexual harassment, exploitation or abuse
and financial corruption would be dealt by the Assistant Director- AESR accompanying with the Assistant
Director- Gender and Training. identity of the complainant should be kept anonymity.

If it is proved any remissness of staff at any stage in dealing complaints, 5/he will be brought under
disciplimary acticn, even it could lead to dismissal.

The safety and confidentiality of the complaint and source will be maintained except if it is not required
by the state law and order authority, and if it hampers the organizational dignity then we will refrain
disclosing the source of the complaint after having the approval from the Executive Director.

If an employee complaints against any employee, s/he has to identify him/herself, If anyone remains
anonymous and use fake email ID and address, the organization is not bound to respond to that
complaint, If it is identified later on that the anonymous is an employee of this organization, s/he will be
brought under disciplinary action.

If anyone outside the organization complains anonymous, the organization is not bound to respond to
that complaint (oo,

If the complainant does not feel happy about the result of the disposal, then s/he/they can appeal
directly to the Director or the Executive Director, If the complaint is about the Executive Director, then it
will be fallen to the EC Chairpersan.

Complaints that do not fall within the scope of the organization could be referred to. However,

14,11.1 The organization could respond to a complaint submitted by a beneficiary that does fall with
other organization.

14.11.2 The responsible person of COAST will record the complaint in the register then inform the
relevant organization about the complaint received. The person will also let the complainant
know about the [atest progress of the complaint s/he/they made.

14.11.3 if the ather organization, that we referred to the complaint, does not respond to accordingly,
then we will come to a decision of not communicating again with the organization after obtaining
an approval form the Executive Director in this regard. We will let the complainant know about
our decision,

Protection and confidentiality? M
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14.14.1 Here it is noted that the organization shall ensure full protection of the complainant. By no
means the name of the complainant shall be disclosed but could do it only taking the approval
from the complainant, While discuss, never squeere the complainant in a way that pretend to
defame or harass him/her,

14.12.2 If any complaint is proved faise, fabricated or intentionally registered then administrative action
shall be taken against the complainant under the HR Policy Manual, 2019,

14.12.3 If the complainant encounter any professional, personal or any other loss for submitting a
cemplaint. according to the Complaint and Response Mechanism (CRM) policy, s/he too could
infarm or write the matter te the Executive Director or Executive Board for a remedy,

14.12.4 After leaving this organization, if a staff fesls s/he has been a victim professionally or otherwise
for submitting a complaint related to Sexual Exploitation and Abuse [SEA), according to
Complaint and Response Mechanism (CRM] policy, s/he too could inform or write the matter to
the Executive Director or Executive Board for a remedy. But it must be done before his/her
settiement of final payment. If the person is a program participant, member ar stakeholder, 5/ he
should do it within 15 days of his/her victimization.

15. Anti-Corruption Policy
15.1 Objectives
a. To restrict the scopes and opportunities of corruption in different sectors, all PrOgrams

and activities of COAST Trust, This policy will cover all COAST offices including the
Principal Office, all branches, program-project offices.

b. To ensure honesty and morality in all COAST activities. COAST practices Zero Tolerance
regarding corruption and it has strong position against corruption.
C. COAST respects all the government laws, policies, rules-regulations on bribery and

corruption. COAST is committed to guide, obey by the existing government laws.

15.2  Definition
Corruption: Any administrative or financial activities just for persanal gain and gain
implanted/done vislating organization rules and policies will be treated as corruption. Providing
any unlawful benefits, providing any scopes-opportunities to gain benefits to any individual,
organizations for personal interest, which is also violation of arganizations rubes and palicies, is
also corruption. Intention, initiative of such activities will also be treated a5 corruption.
Mepotism, biasness just for personal interest, activities enveloped with personal intentions,
discrimination to anyone or to any organization just for personal consideration af benefits, ego
will also be treated corruption. Creating an environment in favor of corruption, where the scopes,
oppertunities and risks of corruption can be created, where nepotism, discrimination, biasness
can take place is also corruption. Individuals, groups and organizations implementing activities
with COAST support will also be covered with this same policy.

15.3 5o far identified organizational activities vulnerable to corruption
a. Purchasing or colleting commodities and services

b. Receiving and providing grants from and to individuals and arganizations
Receiving and providing gifts from and to individuals and arganizations

Collecting savings and loan installments and providing loans M
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15.4  Initiative to address these vulnerabilities
a. introduction of this Anti-Corruption Policy

b. Organizing a workshop to identify other serious risks
Organizing special training for senior staff

15.5 Scope of this policy
This palicy is applicable to all regular, contractual temporary staff, volunteer, honorary staff.

15,6 Hospitalities and Gifts
Providing hospitalities and gifts to anyone or to any organizations or receiving hospitalities and
gifts from anyone or from any organizations with a pure and honest intention will not be come
under this palicy. The following activities will not be treated corruption:
a. Receiving or providing gifts to anyone or to any organization with the approval of the
supervisor, but giving or receiving cash money will not get exemption.
b. Recelving or providing certificates or gifts for attending any meeting, training, seminar etc.

15.7  Prohibited Activities

a. Making any transaction, providing gift or hospitalities and giving commitment of doing
against which there are possibilities of getting immaoral, illegal personal benefits.

b. Recelving gifts, service or anything against commitment of providing him or them illegal
facilities or services.

2 Receiving cash or gifts from any vendor, or any person-arganization with whom,which

COAST has monetary rélathon
Providing special facilities to any colleague taking bribe, cash or gifts
Any activities that breach this policy

15.8  Duties and Responsibilities of Staff

a. all staff must read this policy, they should have chear understanding on this. They have to
abide by this.
b, If there is any corruption happened, if any environment for corruption is happened, if any

space is created for corruption, If there is any doubt of corruption, staff should

immediately inform managerment. Hiding any information about corruption even

knowing that is also a corruption and it will be treated as violation of this pelicy.
C. Management action can be taken against those who violate this.

15.9 Collection and Preservation of Information

a, Information and documentation of all transaction, bills-vouchers should be collect and
preserve properky

b Information of gift received from outside should be preserved

L. All accounts, bill-vouchers, infarmation of professional communication should be

preserved.

15.10 Reducing risks of corruption
a. Any staff or any stakeholder can inform management about any incidence of corruption.

If any environment for corruption is happened, if any space is created for corruption, if
there is any dou corruption, COAST staff or stakeholder can communicate directly

with managem ; g -:..
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b. To communicate with COAST e-mail, telephone or any other communications can be
used,

oh COAST complaint response mechanism policy, Right to Information pelicy can be used for
smooth implementation of this palicy.

15.11 Protection and confidentiality of whistle blowers
15.11.1 Here it is noted that the organization shall ensure full pratection of the com plainant,
By na means the name of the complainant shall be disclosed but could do it only taking
the approval from the complainant. While discuss, never squeeze the complainant in a
way that pretend to defame or harass him/her.

15.11.2 If any complaint is proved false, fabricated or intentionally registered then administrative
action shall be taken against the complainant under the HR policy manual.

15.11.2 if the complainant encounters any professional, personal or any other loss for submitting
a complaint, according to the Complaint and Response Mechanism {CRMY) policy, S/he too
could inform or write the matter to the Executive Director or Executive Board for a
remedy,

15.11.4 After leaving this organization, if a staff feels s/he has been a victim professionally or
otherwise for submitting a complaint related to Sexual Exploitation and Abuse [SEA),
according to Complaint and Response Mechanism [CRM) policy, s/he too could infarm or
write the matter to the Executive Director or Executive Board for a remedy. But it must

be dene before his/her settlement of final payment. If the person is a program participant,
member or stakeholder, s/he should do it within 15 days of his/her victimization.

16, Dress and Cleaning Policy
16.1  Every staff has to wear elegant, comfortable and cultured dress as your dress evaluate where you
work and your arganization as well,
a. [Itis better to not wearing glossy, more colorful dress,
b. Isthe dress sustainable, appropriate for wearing in office and is the dress present you perfectly,
these should consider during purchasing,
€. You have to present wearing dress as your subordinate colleagues think you leader,
When you participate in a2 meeting outside, you have to wear tlean, cultured and tidy dress so
that others people consider you and COAST positive. Yeu have to wea ring full sleave shirt with in
miode especially when you participate in a meeting at DC Office, UND and other government and
non-government offices.
16.1.1 Itis forbidden to wear loose T-shirt and Jerkin in office. This is alsa forbidden to come office the
dress usually yau wear in residence even not for Sumiti meeting.
16.2  Those who are staying in office residence, will have 3 set of shirts, pants and under wears. Excess
dress increase the expense and consume more time for clea ning.
16.3  Types/nature of dress:
a. Wearing formal pant with full or half sleeve shirt with in-mode,
b. Full or half sleeve shirt can be worn with Jean pant or gabardine pant,
€. Wearing good quality of sweater, muffler and cap during winter season. Because work speed
could be down if the wearing dress cannat prevent vou from cold,
d. Female staff can wear Sallower Kamij or Sarri. But Sallower Kamij is better than Sarri for field
work,
16.4  Male staff can wea § or sandal having belt back side and cover front side. Besides they can

wear Keds but using sponge Sandel is prohibited in office. mji-‘)




17.

16.4.1

16.5
i
b.
7

Female staff can use flat or 1 to 1.15 inches heel (bottom of Sandel will be plane/fiat). But using
high heel is prohibited.

Care of dress and shoes:

The dresses must be ironed as needed; this is prohibited to wear crumpled dress in office.
Clean regularly of using dresses, shoes and socks. Ink shoes twice in a month.

Each dress you cannot be used not more than two consecutive days.

Security Management Policy and Neutral to Party Politics
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17.1.1
17.1.2

17.2

17.2.1

17.22

17.2.3

17.24

17.2.5

17.2.6

17.2.7

17.2.8

17.2.9

Objectives

Ta ensure security of all offices, assets and for the staff.
staff can be free from all sorts of political engagement.

Office Security

Without official purpose no visitor can be entered at office. Any stranger or any member of any
grganization are strongly prohibited to enter the office along with the belongings like luggage, any
bags, carton box etc,

In case of emergency purpose, the relatives or friends of any staff is allowed to visit office subject
to the proper needs and justifications. In that case, the visitors’ belongings have to be checked
before entering the office and has to be taken prior permission with positive approach for its
checking.

Befare leaving office, everybody has to be ensured switching off all electronic devices like light,
fan, computer, air condition, etc. properly.

Before leaving the office, the last person/staff of the office will make sure that the door and
windows of all rooms are properly closed and locked and also ensure the security of the vehicles
like four-wheel cars, motorcycle, bi-cycle and others.

A per financial policy, two persons of the organization will ge jointly to the bank for withdrawing
large guantity of money.

All offices will be ensured the updated {non-expired) fire extinguisher machine. There will be two
kinds of machine for putting out fire, one is for general fire and other one for electric shirt circuit
fire. Every staff has to be well aware about the usage of the fire extinguisher machine.

All offices will be ensured fixing CC camera for its safety and security.

Emergency phone no of police station and fire brigade office will be hanged at notice board of
every office.

If any accident is happened due the lack of responsibilities of the security guard, then he/she will
be responsible for bearing the cost of all the losses and damages.

17.3 Staff Security
17.3.1 It is mandatory to wear helmet both rider and pillion for riding motorcycle. Without valid driving
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license it is prohibited to ride motorcycle. If any staff drives motorcycle without valid driving

lictanﬂ hereby fall on police case then the driver will be responsible for this and office will
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not take any responsibility in this regard. The maximum speed limit of the motarcycle will be
40km/hr,

17.3.2 Inrespect of driving jeep/car/micro bus, the driver must be used seat belt during driving. He/she
has have valid driving license. The maximum speed limit of the jeep fcar/micro bus will be
60km/hr. The driver cannot speak or use maobile phone during driving.

17.3.3 If any staff falls in 3 saviors sickness or accident then instantly he/she has to be taken to the
haspital or clinic and has to be arranged an effective treatment for the patient and later on would
be informed the office chief.

17.3.4 In case of taking fire at office, it s mandatory to leave the office immediately. During emergency
leaving no one should try to take the personal belongings.

17.3.5 Before starting the travel, the concern staff will pre-infarm the name and nature of transport to
the respective supervisor even after arrival at the place/area. Pre-information about the weather
condition has to be taken before starting the ferry (launch) journey during rainy season,

17.3.6 Do not run here and there during the time of earth quake. Take shelter under or beside the Ereat
beam of the building. Everybody has to be followed the govt. instructions or pre-cautions during
#arth guake,

17.3.7 Female staff ca not be travelled alone by bus, micro-bus, auto & CNG taxi etc. it is applicable for
filed level staff,

17.3.8 Allthe time every staff must keep official ID card amang with them

17.4 Security of Foreign Guests
17.2.1 If any foreign guest visit Bangladesh as a guest of COAST then COAST will ensure all sorts of
security with a cooperation of the guest
17.2.2 COAT will provide an ID card to the guest and will afso brief him/her abaut the security policy.
17.2.3 A written Declaration of Commitment (DoC) has to be collected from the forzign guestis) that
he/she/they will not do or engage any illegal activities according to Bangladesh law and if it does
then COAST will not take any responsibility of this even also not be liable for this.

17.5 Security of Property and Assets of Organization

17.5.1 The concern stafffuser will ensure the safe-security of the devices or materials which will be given by the
office for official use. If the devises or materials is hereby last or theft then office will not take its
responsibility and the cost will be covered by the concern staff.,

17.5.2 Office will not provide any security of the personal belongings of any staff and guests. The concern staff
or guest will have to ensure the security especially for valuable materials and devices.

17.6  To be aware from Terrarism

17.6.1 It has to be kept distance and avoid those person{s) who does promote terrorism in the name of religion.

17.6.2 For puvary staff it it mandatory to inform the Assistant Directar-Admin & 3R and also to the Executive
Director if s/he founds someane is engaged or about to engage with the activity of terrorism and other
iHegal activities.

17.7 To free from Party politics

17.7.1 It has to be attentive and updated about the country and intermational politics,
17.7.2 1tis mandatory for not to engage directly with the party politics and any political activities by any
staff,
17.7.3 Apan froem keeping away from the politics, no ane will be engaged with any political conflict for
any election and its activities.
18.  Social Media Using Policy

1E.1  General Topics / Announcements

With the WTWM and communication technology, the use of social media across the world
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18.2

18.3

is being popular. In our country, its use is increasing at both the individual and organizaticnal levels. In
Bangladesh, 80% of internet users are reported to use social media. At the same time. it has been
ohserved that most of the employees of COAST are using this social media and at various times and they
are posting or publishing information about different activities, in this context, it become important 1o
formulate a policy to ensure the proper use of social media among the employees of the organization.

Definition

There i< some websites or mobile application using which we exchange information. Internet connection
it needed 1o use all of these websites. Usually, these websites or applications are called social media.
Mentionable social media are: Facebook, Twitter, Skype, Viber etc.

Objectives
a. Ensuring effective use in organization

b. Defining dos and don’ts in social media for employees
e. Ensuring required security and confidentiality in social media

COAST Trust's position on Social-Media

18.4.1 COAST believes that the use of social media is a personal matter for an employee. However, its
publicity, especially on Facebook and Twitter, has had a huge impact on the public. For that reason, any
posting may cause the organization to suffer. But since the COAST believes in continuous human
resources development and regularly investing money, talent and labor on it, so COAST considers it
important to advise its employees on the good and the bad. That is why COAST discourages the use of
social media by damaging the personal, family and professional lives of its employees, especially
Facebook,

18.4.1 Pros and cons of Social-Media

| Pros Cons

i a. I:I'Elps to keep in touch with relatives &_.| ‘a. Use of social media often becomes an addiction,
friends becomes hard to abstain from it. Someone become

| b, COAST regularly conducts vanous | obsessive with being populist.
awarensss campaigns and advocacy b. Tendency to raise thyself, propagate self-publicity
activities. An employee of COAST can starts. Then peaple forget about the time
spread those values through social requirements for their personal / professional and
media. family development.

| . These mediums can play a helping role

e Wastes work and rest time

i the leaming on Various subjects; d. Creates risk of engaging in various immoral, unsafe,

extremism
e, Decreasss time spending time with family members,

18.4.3 COAST believes that healthy person should divide his/her a 24 hours day as 8 hours of work, B
hours of rest and left 8 hours for family, recreation & developing self-knowledgebase. Time also should
be aflotted for sociality. But it should be remembered that internet-based communication medium is not
only one medium for communication, rather than face-to-face conversation has the most important
contribution in strengthening the relationship.

18.4.4 If first or second supervisar of any employee sends friend request in social media must be
accepted,
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185 Do and don't as an employee of COAST

Dos Don'ts
Publish activities of | 8. Mo Facebeok using in office time
organization with photos | b, Can't be irvolved in a debate on a political fact, religious or
b. Communicate & idea ethnic group cultures,
sharing ¢. Nothing can be posted which goes against values, rules of '
€. Bring up social issues/ organization.
problems | d. No subject or image can be published that Hurts the religious
d. Promoting public sentiments of a community,
awareness €. No religious propaganda can be written or published,
e.  Changing password every i f. Mo political ideals, images or propaganda can be written or
manth published.
3. f. Know and maintain risk  g. Nothing can be written or published that offends ma rginalized
& security issues of social population.
media use. h. Mo gender discriminative or controversial content can be
published.
i.  Nothing that can cause public discontent or unpleasant attitude ‘
[ can be published.

| |, Nocomplaint or indignation can be made against the
grganization or the management in social media. The

| organization has an international quality policy to deal with such
complaints,

k. No confidential infarmation of the Campany may be disclosed
I through social media. Coast has an information disclosure policy

for publishing information.

I Anemployee cannot have more than one Facebook account.

m. If superviscr of any employee sends friend request in social
media must be accepted and no colleague can be unfriended in
Facebook.

n. Official activities / programs / campaigns can be posted during
office hours but not more than one. Since this post will be
considered as the public past of the organization, one should be
careful about its language, pictures etc. Can consult with senior
officers should be if necessary,

0. One shouldn't spread Personal anger / cutrage / hate shouldn't
spread through social media.
P. The restrictions imposed under the Gavernment's Digital Security ‘
Act, 2018 will also be coverad

18.6  Ensuring security is important
Our accounts In Facebook or other medium can be hacked easily, Dthers can take control of our account
with different tactics. Others can run dangerous or embarrassing propaganda from our account by taking

control of our account. As a result, we can be in danger. In this case, the following things must be

considered by the COAST staff on an urgent basis M
a. Should E: idea about the sec urity of Facebook or any ather media. _g’ T
= a THSITE _:_‘Z
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b. Passwords must be changed regularly, this password cannot be given to anyone.
You can control almost anyone everything on Facebook, who can see your posts Facebook, who can
write in your wall or who can tag you with their post. Learning them, one must take action
accordingly.
Links provided by strangers or strange links should not be clicked.
No stranger or unfaithful {whose behavior and character or details is completely unknown) shouldn’t
befriended.

f. Computer & mobile antivirus should be updated regularly.

18.7 Circumference of this policy
a. This policy applies equally to all permanent, temporary, contractual, voluntary, unpaid employees of
the COAST.
The company will not be responsible for any posts, comments or anything else on social media.
c. If an employee violates this policy, disciplinary actions can be taken against him/her by the
management,

19. Information Disclosure Policy

a. COAST is to keep information open to everyone and to provide information according to the Right to
Information Act 2009,

b. The purpose of this policy is to inform the beneficiaries of the organization, employees and the
parties concerned to disclose the information of the organization. In order to publish information,
provide information and get information, this policy will be helpful for all parties. Implementing the
information disclosure policy means to follow the principles and standards of the HAP
[www_hapinternational.org) in compliance with the "Right to Information Act 2009” and
accountability,

. Priority of policy: This policy will be prominently if any policies of the organization are contrary to the
principies of this policy. Again, if there is any contradiction between "Right to Information Act 2009
with that policy, then the Right to Information Act 2009 will be applicable.

d. Anyone can apply to get this information through any kind of media as oral, written, visiting or
discussion with anyone of organization. Within 7 working days information will provide through
which bie/she want it. If with the required information there has link with third party, then it will take
30 working days to provide the information, For this, if need any expenditure, the person will carry
the expenditure who want the information. The authority of COAST trust will fix the expenditure rate.
Authority will let them know the fixed rate of expenditure, information providing time within 3 days.

g. Willingly published all type of information will have open to all in website of www.coastbd.net and in
all offices. Those are: background of organization, statutory decuments [ NGOAB, MRA and TIN |.aim
of arganization, structure of organization, worker and e-mail of Trusty Board member , Telephone
npumber, explanation active structure, development plan in project area, under implement project
proposal, contract deed, budget and yearly working plan, process of beneficiary selection and
classification, advancement report against working plan, training calendar, content of meetings,
mesting report, circular, economic report, publication Audit report, policy of complain management,
policy of information publication, Human resources management policy, salary structure and
advantages, account and observe policy, micro credit policy, operation manual, yearly report and the
number and list of beneficiaries.

f.  But the under trail or the personal information of worker will provide only to state if they want.
interview of worker and visit activity related issues if it's not being “official™ then the organization is
not bound to provide that information. Information of member or third party which has been
preserved in the organization, then the crganization Is not bound to provide that information to any
one if the member or third party does not permit.

g. The branch office, projest office and regional offices will act as the information unit and thie office
chief /he will also be tjfe information officer of that office. Or information can be found and available
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directly to the Chief information Officer of the Head Office. If any em ploves lingers 1o give
information ar nat, then they will face disciplinary measures.

h. Each registering unit will have one register open so that a record of the information and information
provided will be preserved and the head of the concerned office will send a monthly report directhy
1o the Chief Information Officer. The Chief information Officer will create an integrated data report
for the crganization and publish the repart as self-proclaimed information.

i. I any discrepancy occurs at any stage, anyone who directs the Chief Information Officer / Deputy
Director-Admin & SA.

20.  Green Policy

0.1 Objectives of Green Policy

a. COAST believes in sustainable development. From this believe, this policy has been developed to reduce
tarbon footprint in the atmosphere.

b. Toreduce expenses through probabie recycling system and utilization of resources at every level,

€. To foster sustainable and enviranment friendly thought in all staff.

20.2 Conveyance/Communication

a. Al travelling will be economy for all staff of ofganization.

b. Towalk on foot task should complete without using any vehicle in Charfession, Bhola, Noahkhali and
Cox’s Bazar city. No fuel depended vehicle cannot be used within 2 KM at branch level, But it is not
applicable in the case of banking.

€. Toorganize meeting/ training in a venue where participants are more.

20.3 Accommodation

a.  We must use environment friendly hotel/guest house in case of staying outside at night.

20.4 Report/Circulars Printing

8. No documents will not be printed without budget, administrative mieasures, donor report, salary sheet,
bank transfer letter, external audit report and Eroup (shomity) collection sheet, Taking written approval
from Director, if any other documents need to be printed,

b. Official circular, policies, manuals (Electronic copy) will be preserved in the Desktop computer, laptop, pen
drive etc. Besides that aforesald document will be in COAST Website.

. All photocopy and printing will print both sides.

d.  Writing font size will be 11, For organization, English font will be Calibei and Bangla font will be Rinkyhil.
single Line Space has to be used everywhere, Writing margin will be 0.5 at the page top, down, right and
left. As per recommendation of donor, fant size ang margin has to be maintained.

20.5 Electricity, gas and water savings

a. Light should not keep on unnecessary in room.

b. During out of room, fan, light, air condition’s switch should be off and must SLOP UNNEecessary use.

€. Without necessity, printer, photocopier, desktop computer, laptop and ICT equipment have to be
switched off.

d. After using bathroom, light has to be switched off. It is being encouraged not to use electricity if light is
available in the bathroom.

e. Air condition has not be used from October to March and in rainy season,

f.  Gas stove has not be on unnecessary in kitchen room.

g. During generator connection, no more than one light could be wsed

h. Water tap should be used in necessary and stop it properly

I Car engine must be stopped during traffic jam and signal.

f. Itisbeing encou to use lift or escalator during overtop but stair should be used during get down.
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Recycling

a. Opposite page of using paper has to be used on drafting.

b. Opposite page of using paper has to be used on printing.

€. Instruction will be ghven to candidate to write both side in page during written examination.

d. Any kind of wastage of office and kitchen room, using bottle, cane, packet, pen etc must be kept in bin.
e. Fertilizer can be made through paper burning and other wastage like leaves.
20.7 Other Conditions

a. Mo use of plastic bottle in office.

b.

No body carry and use poly bag in office premise. It is being encouraged to use cloth and jute bag during
shopping.

Evary staff will use personal glass, plate. She/he will ensure cleaning thase by own.

d. Itis being encouraged to use local product. Abstain from purchasing excess food or product. Use
Chemical and pesticide free (Organic) food and abstain from wastage food,

]

21. Whistle Blowing Policy

21.1 Objectives
a. To build a good organization and this responsibility is not only down to the management or individual but
als0 everyone,
To develop employees with good ethics.
The organization is not only responsible to uphold everyone’s rights but also the employee.
We should not only take our responsibility but also the organization.
The employee should not be individualistic rather pluralistic and will always beligve in the principle, "Do
the wellbeing for everybody, this will also bring wellbeing for you.”

map o

21.2  This principle is applicable to all offices and groups.

21.3  This policy shall only be applicable at the time when any incident happens or would be happened. Any
whistle blowing statement shall not be accepted or responded if any employee says it after leaving the
organization or says it in other branch offices.

21.4  This policy shall also be applicable to all in the office even if the whistle blower might not have working
relation with the person,

21.5  Ifitis found any employee doing the following things or about to do any suspicious things then the
whistle blower shall inform directly to the Deputy Director-A&5R, AD-GT & CR, Director or the Executive
Director using any suitable channel-

a. If an employee does anything or about to do any suspicious activity that is against the orga nizational
policy or hampers the arganizational status or violate the zero-tolerance policy and perform anti-state
and ante-social activity as well.

b. If an employee visits 1o other colleagues or stakeholders home regularly or engages in private or
unethical relationship or builds extra-marital affairs or does any immaoral activity.

c. Does activity against the organizational policy.

Does damage to office property or embezzlement of property.

216  [fitis proved, an employee/ employee who was/were with the same employee/ group/office and did not
blow the whistle on the above-mentioned issues, the management shall consider, he/she/they knew but
did not perform their duty. Disciplinary action will be taken for all in this regard.

21.7. Report sexual exploitation or abuse incldent

21.7.1 Any COAST staff and personhgl related to program can report of credible information regarding an
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alleged incident of sexual exploitation or abuse. This can be report through emailing
rumee@coasthy.net or kamal@coastbd.net If you are uncertain about whether an alleged incident is
considered sexual exploitation or abuse, or whether an alleged incident is related to COAST programmes
ar operations, always err an the side of reporting,

£1.7.2 All COAST persannel have a duty to report alleged incidents of sexual exploitation and abuse, and

shall not be retaliated against for complying with this duty.

21.8  Protection and confidentiality

21.8.1 Here it is noted that the organization shall ensure full protection of the complainant. By no means the
name of the complainant shall be disclosed but could da it anly taking the approval frem the
cemplainant. While discuss, never squeere the complainant in a way that pretend to defame or harass
him/her.

21.8.2 If any complaint is proved false, fabricated or intentionally registered then administrative action shall be
taken against the complainant under the HR Palicy Manual, 2019.

Z1.8.3 If the complainant encounter any professional, personal or any other loss for submitting a complaint,
according to the Complaint and Response Mechanism (CRM) pol icy, s/he too could infarm or write the
matter to the Executive Director or Executive Board for a remedy,

21.8.4 After leaving this organization, if a staff feals s/he has been a victim professionally or otherwise for
submitting a complaint related to Sexual Exploitation and Abuse (SEA), according to Complaint and
Response Mechanism (CRM) policy, s/he toa could inform or write the matter to the Executive Director
or Executive Board for a remedy. But it must be done befare hisfher settlement of final payment. If the
person is a program participant, member or stakeholder, s/he should do it within 15 days of his/her
victimization.

22. Policy on Personal Information Security

22.1. Definition
In this policy ‘Personal Infarmation” will refer to the infarmation of the member bene ficiaries, employees,
pariners and gthér stakeholders that i submitted to COAST thraugh different forms, agreements, email or any
other way during program or project implementation, service delivery or other purpose and that is presarved by
COAST in printed or electronic files or in other format.

22.2, Scope of Personal Information
Personal information is basically the information by which an individual could be identified. This include:

a. Name, address, phone number;

b. Information about land and praperty, bank account, job or business information ie. salary, designation,
income, tax identification number, tax information;

Photos

Citizenship information i.e. National ID number, birth registration number, passport;

Political identity;

Physical and health information Le. age, height, blood Eroup, description of diseases;

Family information i.e. iames of father, mother, children, guardian and theis information:
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Education information;
Digital information including email address, location data, IP address, any digital account 1D and
password;

Any other information which is collected by form fill-up or during any service delivery, verbal or written;
and original and copies of them.

Information which are not used to identify an individual will not be considered as personal information. For

example, registration number of business identity, web site address, statistics of an area where individuals are
included.

22.3. Security of personal information

Security of personal information will refer to taking initiatives to provide protection of the personal

information from its careless or intentional use that could cause any financial or social damage of that
individual.

22.4. Objective of this policy

To ensure the highest security of the personal information preserved at all branch, regional and principal
office of the organization.

b, Toestablish this security of personal information as a recognized human right and to practice it in the
arganization,
c. Ta inform all concerned through this policy that COAST is committed to ensure security of personal
information.
22.5. Method of developing this palicy

The definition and scope Is derived from analyzing different national and international laws and practices.
kMember participants and staff members from different level of the organization are directly consulted with about
the existing and potential harms of the insecurity of the personal information. The types of personal information
are identified and enlisted here.

22.6

22.6.1

22.6.2

2263

2264
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Principal Policy
Cabinets or shelves with lock will be used to preserve the printed copies of the personal information files
while the digital information will be kept in computérs or tabs with passwords. Passwords and keys of the
locks will be preserved by the office in charge and no outsider will have any access to those keys.

COAST will establish facilities for long-term preservation of the printed copies of information. For
example, facilities to keep the documents free from rats or insects and moist. For the digital copies the
computers should be kept virus free and a copy will be preserved in an external drive for long-term
preservation,

Personal information or any part of it will not be handed over to anyone except the owner. With the
proper permission of the owner a nominated persen might have been given only the expected part of the
information with a condition of its safe return to COAST office within a timeframe. In the case of minors,
permission from their authorized guardians will be needed.

Personal information might have to be handed over to any designated authority by the order of the law
enfarcing agency or the court. in that case, COAST will inform the owner of the information beforehand.
COAST will try to organize the handover in presence of the owner and not to provide information of other
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persons who is not involved. Example: Not to handover everyone's infarmation 1o a de signated authority
when only one person’s information is asked for.

22.6.5 CDAST will be take necessary actions to ensure the personal information protection by complying with
the applicable legislation of Bangladesh and will inform the person prior to praviding the information.
COAST will also inform the cwner of the information that it is his/her right and COAST is committed to
protect it.

22.6.6 If any initiative of pratecting the personal information conflicts with any article of any law of the country
then the law or court arder will stand over the COAST policy. In that case, COAST will follow the law or
the court arder,

21.6.7 Personal information will not be included in the crganization’s Information Disclosure Policy, That means,
infarmation disclosure will not mean disclosing the personal information. However, if it is necessary to
disclose any personal infarmation, COAST will disclose this thra ugh the appropriate authority. In this case
the owner of the infarmation will be notified and will be asked to present in person.

22.6.8 The HR department of the organization will be able to see and examine the personal file of the staff or
member-participant for the operational purpose. Prior approval of the Executive Director or the Director
in the absence of ED will be needed if other departments of the organization need access to personal
information. In that case the owner of the infarmation will be notified.

42.6.9 External organization (e.g. Audit farm) will be able to access to the personal file for audit o regulatory
purpose. However, they will not be allowed to copy any information withaut prior approval of the
authority. Executive Director will be able to approve this after notifying the owner of the information.

22.6.10 The owner of the information will be able to access to his/her file and will be able to copy it at any time,
5/he won't need any prior approval for this. 5/he will be able to recaive any of his/her own information
by communicating with the in-charge of the office where his/her information is preserved. However, 5/he
will need the approval of the designated person of the arganization if s/he wants to take the entire file
away and s/he will need to submit an undertaking that COAST will not be responsible for protecting the
information anymare once it is taken away.

42.6.11 COAST will take necessary action according to the HR policy if any staff or member-participant violates
this policy. COAST will go to law enforcing agency if it is violated by any outsider.

23.  Steps for team building and its dynamics

a. Mo disrespect or humiliation any staff in front of others.

b. Each team leader will conduct meeting with the team members and identifying problems and
their solution ways.

[ Appraising if anybody can show his/her working competency in person, If it is openly then its
effect can influence other staff negatively. On the other hand, team leader will not scold him/her
in person and it is the duty of team leader to keep the dignity of all staff.

d. Observing the impravement of staff after giving input and if the impravement is not satisfactory
then team leader will warn him/her and for further improvement the date line will be ser

B, Mo any misbehave with staff before end of day, week end ar any lang leave so that his/her leave

can be enjoyable to him/her W
e
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24.

24.2

COAST Truat Humon Aesource ond Wﬂ Jufy, 2019, Poge- 53
axsi g ot ®

f Team leader will take information of all staff about his/her personal problems, physical and

mental problems or any family problems, If these will exist then the team leader will help them

for solution.

g Cannot be stopped any one if 5/he will want to communicate with the Principal Office.

. If any problems with the staff then s/he firstly will inform his/her 1% supervisor and then 2™
SUPErESDr,

i Keeping in mind that, after a meeting the all the staff are delightful and motivated for re-
Energizing.

- To get bwo positive and negative points for programs and management, feedback will be taken

through open secret method. Team leader will ohserve all things neutrally and giving priority to

the organizational interest.

k. It will be kept in mind that any body can inform any thing to management but management will
take the policy that "Open/Cross Communication but Line Decision®. If it is necessary 1o take
decision by any supervisor then s/he will convince the line managers.

I Ay gift with an equivalent to BDT 2,500.00 [Two thousand Five hundrad) can be given for any

famiily [marriage of staff or his/her son/daughter). This amount can be paid through cash.

m. A crest made by organization will be given if job duration of any staff in the organization will be
more than five years. Keeping in mind at the moment of giving crest that s/he was efficient in
his/her job, sincere and committed to the organization. After primarily selected, it will be needed

to take approval from Director or Executive Director for giving the crest,

Conditions of duty

Working hours and weekly leave

4 Priﬁt-ipal Office, Dhaka | 0900-1700

Office time and Weekly holiday
‘sl Office name ' | Office time | Weekend I
e e e — — = S S 1
1 Branch Office 0800-1600 Friday and Saturday

"2 | Bhola and Cox's Bazar ManagtmenE and | 0900-1700 Do
Training Cantre or any Project iImplamentation |
Linst |
'3 | uRoC o ' 0830-1630 | Friday |
N ——— — I E—— = E—
Friday and Saturday i

Lunch break will be from 1300 to 1400 hours,

If necessary without hampering the family affairs the staff can have to work for extra time. In this case 1

supervisor may arrange the compensation leave and this leave will not be deducted from the annual

leave

Working hours for support staff
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. Cook : 42 hours in every week.

. Guard/Cleaner : Each roster 8 hours and three times changed in a day.
C. Driver : As per management decision,
d. If necessary, without hampering the family affairs the staff can have to work for extra time. In

this case 1" supervisor may arrange the compensation leave and this will leave will not be deducted
from annual leave. Common Service Organizer will enjoy one week leave after every two months but
this leave will not be deducted from annual leawve,

24.3  Working hours in Ramadan
The working hours of Ramadan will be settled by the management decision.

24.4  Security and Administrative Rules
If thiose are not followed then it will be treated as misconduct,

a. Al the COAST offices have to be free from the betel-nut and betel leaf, aromatic tobacco, smoking,
soft and hard drinks free 2ones. Nobody can smoke within the office of the organization.

b. No employee of the arganization can play gambling or playing cards,

€. Every staff must use helmet when s/he will drive motarbike. 2 man sitting on the running motorbike
will also use helmet. During the use of jeep or micro the driver and passenger{s) will also use the
seatbelt. The driver cannot talk through mobile phone during driving.

d. Any unauthorized person will not be allowed at motorbike or jeep or micro as passenger. Besides,
any male staff cannot take with any female staff and any female staff cannot take any male staff
during riding motor bike,

e. Al the sector heads will ensure cleanliness of his/her and colleagues’ working place and desks as per
the COAST Filing Policy.

. Al staff of COAST will wear elegant and acceptable dress.

g All the sector heads or office chief will ensure the papers preservation of his/her colleagues.

h.  Without any written approval of COAST management, nobody can use official asset personally.

. If failing of dateline

. Deceiving others

L3

Opinicn builds up against any decision(s) of the organization
Reading newspaper and using social media during office time
m. Drafting of any staff by other staff

n. Not submitting the declaration of conflict of interest related to relative(s)

©. Mot taking tiffin in 11 am (if staying in office} and lunch will not be taken in office dining

p. Organizing any farewell event when any project closes ar any staff leaves the prganization
g. If BMIis not at the standard level

r. Notdisconnecting the phone or intercom after two subsequent ringing

25.  Organizational Structure, Salary, Allowances, Benefits and Leave

25.1  Organizational Structure

The organizational structure is changeable on the basis of duty and mobility. Human resources can be
changed keeping the basic organizational structure for werk plan to implement every year. Basically it
depends on two aspects, firstly type of work and 2ndly availability of the human resource.

25.2  Salary structure and determination of other benefits

a. For the interest of the organizational development a specific salary structure will be defined, This
structure will be changeable. The salary structure will be reviewed time to time and on the basis of
necessity and this reviewed structure will have to be approved by the Board of Trustee.

b. Apart from the{change of salary structure the staff will be under yearly incremeant process,
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c. One day salary will be calculated gross monthly salary dividing by the number of days of respective
ranth.

d. Increment will be effective from the joining date or promotion date,
2. Noadvance salary will be paid.

25.3  Festival Bonus, Gratuity, Provident Fund, Medical, Accidental, Child Care Taking and Travelling
allowance
25.3.1 Festival Bonus
a. All regular staff will be entitled 100% of basic salary as festival bonus. During probationary period,
festival bonus will be calculated on the basis of working days. Before 10 days of occasion, festival
bonus will be given as one installment but Muslim staff will get 2 basics in two EIDs,
b. Incase contractual staff/project staff will be entitled the festival bonus subjects to the availability in

the project budget.
25.3.2 Gratuity
a. The gratuity calculation of all regular staff will be done as per following table:
' Job duration  Gratuity calculation
| 1. if the staff will leave the organization before | 1. No entitlement pf gratuity
three years
2_If any staff will leave by above three YEars 2. 1.5 basics of last salary with multiplying i
and up 1o five years with the job duration

| 3. If any staff will leave by above five years and | 3. 2 basics of last salary the multiplying
up to fifteen years with the job duration

4. If any staff will leave by above fifteen years 4. 3 basics of last salary through |

multiplying with the job duration

b Every regular staff will get gratuity if s/he leaves the organization. But if the job duration in the
organization will not be three years. Duration will be calculated from the joining date.

L. In case of project staff, the calculation will be done on the basis of accumulated amount in each
project. For these staff the above clause (b} will not be applicable. But before three years' job
then s/he will not be entitled of the fund.

d. Dismissed staff or if any staff will breach the agreement with the organization, then the
gratuity will not be entitled.

a8, Mo loan will be entitled from this fund.

E In case of the staff who took gratuity fund already then, their taken amount of gratuity will be

adjusted with the received amount. Service life will be minimum 15 years,

25.3.3 Provident Fund

a. The provident fund is an independent contributory fund. This fund will be led by a Board of Trustee. This
trustee will be respansible for taking all the decisions retated to fund.

b. Al the regular and confirmed staff will be considered as the member of provident fund and from them
10% of basic salary will be deducted for depositing in provident fund and on the other hand organization
will contribute 10% to this fund in faver of respective staff.

¢ If any staff will leave the arganizati will be separated then s/he will get the own and organizational
portion, In this case, job duration wil] be 3 years or more than 3 years in COAST.
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If any staff will be dismissed or will leave the organization before three years then s/he will only be
entitled the own part. The time duration will be based on the date of confirmation.

- If any staff will breach the agreement with the organization then the arganizational part will be forfeited.
F. There will be a separate provident fund policy.

8. After end of the year on the basis of annual audit report the profit will be distributed proportionately to
ali the members.

h. The provident fund will not be entitled for contractual staff
i. Loan from Provident Fund

Any member of the fund may apply in prescribed farmat to the board for getting loan for the purpose of
medical cost, land purchase, house building or repairing, education support for children and marriage of
daughter, The member can be able to be entitled for loan the amount of 50% as per the balance of last

manth. For getting more than 50% it will be taken approval from the Executive Director. But all the loans
will be app y Exgcutive Directaor.

“e SSas

"
Rezaul Karim Chowdbury
COAST Foundation
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25.3.4 Medical Allowance and accidental allowances

a. The medical allowance will be applicable for own family. Here, family means husband/wife and
children. The duration of entitlement will be calculated from January to December for each year,
k. Accarding to the position the medical allowance will be applicable as per following table:
sl | Position — = " Medical Facility (BDT)
(For each year)
1 Common Service organizer 5000
rd Credit and Development Officer/Program | 6500
Organizer/Paramedics
|3 | Assistant Manager/ Branch Accountant 1T 6500
| 4 ‘Manager/Branch Manager : e L 8000 |
5 Assistant Coordinator/Area Manager 10000 |
& Coordinator/RPC Bl 15000 |
7 Senior Coordinator ) 20000
8 | Head _ T 25000 |
9 | Assistant Director 30000
10 Deputy Director 35000
11 | Director | 40000
12 | Executive Director e 50000 |

| |
I R— — - i

c. Ay committes members or any staff can not recommend rather this amount. But the Executive
Director can approve more amount exceeding the entitled amount,

d. The entitlement of allowance will not be same, In that case, the entitlement of the Commion Service
Organizer, Credit and Development Officer above positions will be following:

dl (1} No medical allowance up to & month of job duration
(2} 75% of entitlement with the job duration of 8-12 months
(3} Jobduration more than 1 year, entitlement will be 100%.

d.2 The positions above Credit and Development Officer are recruited directly, then they will not be
entitled the medical allowance before three years of job duration in the organization. After three years
the staff can claim for 100% allowance,

e. The project staff will not be under this policy if there will be no budget in the project.

f. The photocopy of prescription and original copies of all invaices will be submitted, Mo bill is allowed in
the raw papers. If committee has the gdUbl in any invoice or thee staff cannol give satisfactory answer
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E- Medical allowance will be entitiement any kind of treatment or operation except the beautification of
body, face and teeth,

h. If anybody sufferers from any non-curable disease within one year of joining then s/he will not be
entitled medical allowance,

I. To settle the medical bills, there will be a committee {comprising head to upper level), which will
approve the medical bill. The committee will be reportable o the Director. The committee will check the
bill and will arrange from payment. The staff will receive the allowance from that office in which his salary
15 paid. Every two years the committee will be changed and thi Director will farm the committee.

J. The Branch accountant will verify the bills with signature and the through recommendation of
respective superviser the bills will be sent to the committee. If committee will need to check then they
will do it and then the committee will approve the bills.

k. Medicines for live saving and prolonged disease (like blood pressure, diabetics, and asthma ar
breathing problems) will be received on by the staff but not other family members. In this case, the staff
can take medicine with a one prescription for six months and after six months there will be necessary to
visit doctor again,

I After checking by committee if there will be any discrepancy, then the bill receiver will return back
50% of received bill and 25% of each ‘checked by' and ‘recommended by’ professionals.

m. The all bills for Principal Office staff will be checked and approved by committee. The Director will
approve the bills of committee members.

n. An amount of advance can be taken far serious operation within the entitlement subjects to the
approval from Director. But no advance will be approved for treatment other diseases

0. The committee will register the bills record just after receiving. By 15 days of receiving the committes
will resolve the claims. The bills of current year can be claimed by January of next year. After that no bill
will be received for previous year.

p. The committee will submit an analytical medical support report to the Director and they will also
discuss in a meating about the report.

g. All the costs of medical support for on-duty accident will be beard by the organization. In this case
director will approved for taking advance.

F. Amember of committee will keep record of medical support by staff in an xi sheet through a
prescribed format.

25.3.5 Accldent/Death Allowance
a. IFany staff will lose the working ability through an =accident then s/he can be entitled 5 year basic of
last pay scale along with other admissible facilities.
b. Due to normal death during the job, s/he can be entitied 5 years basic of last pay scale along with
other admissible facilities.
€. Any death by accident or by any person then s/he can be entitled 10 years basic of last pay scale along
with other admissible facilities.

25.3.6 Child care taking allowance

a. This allowance will be entitled only for widow or widower so that by this allowance a caretaker for
children can be managed.

b. Faor each child Tk. 500/~ per month will be allowed. At least two children and up to three years the

allowance will be en ] W
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C.  The children must be under immunization program for getting this allowance and card will be submitted
with application.

25.3.7 Traveling Allowance

25.3.7.1 Traveling allowance in the country
a. Daily allowance will be as follows during travelling in the working area, out of working area/finter districts:

Working area | Breakfast Lunch | Night "|_Cond anditions
Inter district or | 200/- | 350/- 1350/~ | - If any staff leaves the office after
out of working - | 8,30 a.m. return the office before 7.00
area a.m. then 5/he will not be entitlement
for breakfast allowance.

- If anvy staff leaves the office after
2.00 p.m., return the office before
12.00 p.m. then s/he will not be
entitlement for lunch allowance.

| - If any staff leaves the office after
| | 9.00 p.m. return the office before
7.300 p.m. then s/he will not be
‘ entitlement for dinner allowance. |

| Any office of | Any staff must take | Office will bear food cost for guest as following rate
| the food during staying r
| orgsnization | in tie office | Mame of the office Breakfast | Lunch ! Dinner
| Branch | sor- 100/~ | 100/-
Regional 60/- [ 110/~ | 120/
| Office/CAMTC/CxfTC/ Principal
| !]'f‘ﬁi:e,"l’tu |
| For Principal Office r'iunf- 200/- | 200/- | l

b. In the case of project employee, respective employee will pay cash amount against the food cost to
respective office and he will take amount from hig/her base office through submitting food allowance
{green copy) bill and proper approval.

€. If senior staff (Senior Coordinator to Executive Director) of the organization entertains with another guest
(like donor representative/MRA/NGD Bureau SCDF/ other organization's officers), s/he will submit all
original bill/'vouchers including guest entertainment cost. In this case s/he will not be entitlerment
marning/lunch/dinner allowance.

d. Food allowance will not be entitlemient if organizer bears any kind of food cost for seminar/meeting/
warkshop/training,

e. Executive Director, Director or Deputy Director may take food along with branch staff during branch visit.
Then the cost of food will be beard from the respective branch.

f. Employee of branch will not be entitlement travel allowance within their base station. Branch’s staff must
use bi-cycle. In the special case, management can take special arrangement and who are entitlement for

motor cycle, they will not get travel allowance in the base station
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g During travelling, accommaodation cost will be maximum BOT. 750 as hotel rent. If hotel rent above BOT.
1300, approval must be taken from Director. Employee will submit original voucher in all time. If anybody
takes self-opportunity during traveling, then s/he will not under this facility

h. In the case of woman staff, if she travels along with her baby (under age of 3 vears) and caretaker, she
will get travel, food and accommodation cost and also cost of caretaker. n this case. she will submit
original bill/vouchers,

L IFwoman member of EC/GC travels {member of group of the organization) alang with husband feon for
official purpose, she will get all travelling and ather allowance along with her husband/son's

expenditures.

|- Ifany staff goes to out of base station for duty from leave or enjoy leave after duty then s/he will get ane-
way facilities,

k. Approval must be taken from Director/Executive Director for using air or micro bus, The jeep or car will
follow its palicy,

I If daily allowance is equal to monthly salary or more than monthly salary or stay at outside more than 20
days in a month, management will re-define the decision in this regard.

25.3.7.2 Allowance of outside of the country

(1). Daily food allowance (If organizer does not bear)

a.  For India and Nepal during the journey the daily allowance will be USD 25 {maorning USD 5, noon
and night USD 10 respectively),

b.  Other country of South and East Asia, this allowance will be USD 15 {marning USD 5, noon and
night USD 15 respectively) apart from traveling cost.

C. For Europe and America during the journey the daily allowance will be USD 50 {morming USD 10,
noon and night USD 20 respectively),
(2). Hotel Charge

If training or seminar is not residential, original bill must be submitted and hotel charge is as follows:

3. InSouth and East Asia country, hotel charge will be maximum limit USD 60 for every night,
b. In Europe and America, hotel charge will be maximum limit USD 200 for every night.

{3). Pocket allowance/Transit allowance:

If organizer bears all expenditure for training/meeting/seminar/workshop, pocket allowance,/transit
allowance will not be applicable. But pocket/transit allowance will be given as follows;

4. In3South and East Asia country, it will be limit USD 10 par day.
b. In Europe and America, It will be limit USD 15 per day.

(4). Local Conveyance:

Daily travel allowance can be charged submitting the ariginal invoice as per planning of travel for the
official and visiting the office of networking arganization at locally.

a. Travel allowance will be allowed USD 20 for traveler and for the Executive Director, it will be USD. 50
by the submission of actual travel bills in South and East Asia daily.

b. Travel allowance will be allowed LISD 40 for traveler and for the Executive Director, it will be USD. &0
by the submissien of actual travel bills in in Europe and America daily.

(5). Communicatian: ;W
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Bill can be submitted based on actual invoices of internet and telephone bill following,

3. Imsouth and East Asia for one week or less than, maximum lmit will be USD, 10,
b. InEurope and America for one week or less than, maximurm limit will be USD. 20.
€. Through approval from Executive Director, staff can use Robi internet.

(6). Office will cover the cost of roaming bill subjects to the approval from Executive Director.

(7). Lobbying can be continued to bear the cost of Visa, travel tax etc. from the organizer. If needed,
organizer will not bear the cost, then written information is required from organizer.

(8). If organizer receives any kind of cost from participant, organization will bear only the actual cost. In
this case original bill will be collected from organizer and submitted to office.

(9). Dinner or refreshment cost can be spent for network/relation development. Organization will bear
the relevant expenditure by submitting original bill/vouchers.

(10}, Taking approval from Executive Director is mandatory if any staff has any abroad visit for official
purpose. EC Chairperson will approve for the overseas visit of Executive Director

{11). A report must be submitted within 4 days after coming from abroad. bill will not be adjusted
without report.

25.3.8 Transter allowance
The transfer allowance will be beard by the organization. In that case the vehicle will be normal public
transport. In case of transfer along with family then the furniture and other material transportation cost
will be allowed. In case of transfer in own Upazila the allowance will not be entitled.

25.3.9 Voucher of the expenditure
The bill vouchers of all expenses or travel ticket (more than tk. 500/-), hotel rent invoices will be
submitted to the accounts section, if any voucher will not be attached then the amount of equivalent to
voucher will not be claimed.

25.3.10 Allowance or any facility received from other organization
a. If any staff will represent the organization to other organization in any
meeting/seminar/workshop/training etc. or provide any technical support and then if that
organization will give any daily allowance or any kind of allowance then after coming back to the
office s/he will inform about the allowance to his/her 1" supervisor. In case of abroad journey, it
will also be applicable.

b. After getting information it will be decided how much amount will be to the staff and how much
will be to the organizational fumd.

€. If anybody will not inform the allowance and later on if it can be informed then double amount of
money will be fined and the disciplinary action will be taken against the staff,

254 Leave

25.4.1 Annual leave
a. As per following table the annual leave for different level of staff.

| SL | Office Name Annual leave (Day)

LT R
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§ Own | Own | Outside | Own Own | Outside | Principal
Upazila = District = District = Upazila | District | District Office
"1 | Branch Office 15 18 30 " Not applicabie ’ |
2 | Regional Not Applicable 18 [ie 28 | :
Office/MTCs |
L | | .
3 | Principal Office Not applicable 24 i
e — il ]
b. The probationary staff will get one day annual leave per month with pay.
[ =5 The annual leave will be earned after completion of respective month,
d. After end of the year maximum 10 days balance day will be carried over to the next year annual
leave.
g, 1" supervisor can approve up to 6 days annual leave. For 7-10 days annual leave it will need to

take written permission from the Assistant Director-Human Resource Management. For 11 days
ar more than 11 days annual leave it will have to be approved from Director, No annual leave will
be approved if leave will not be earned. The leave will be without pay if not any balance of
earned leave. Any advance leave cannot be enjoyed.

f. OQutside divisional staff can enjoy B days leave with pay for each two months. Friday and Saturday
will be incleded in this type of leave. But supervisor will consider before approval that this leave
will be before or after two months of festival vacation.

E- The supervisor through discussion with focal will approve this leave. The respective supervisor
will cansider either there will be any donor visit or date line of donor reports. These will not be
deducted from annual leave but to be recorded in the leave register.

h. Principal Office staff and the staff is residing office area with family, these leave will not be
applicable for them,

I Human Resource Management section will declare the holiday list for next year before 15 days of
ending the year.

i If any staff will enjoy leave from Thursday to Sunday then the Friday and Saturday will not be
treated as leave. But if any staff will enjoy the leave from Sunday to Thursday then the last Friday
and Saturday will be treated as leave. Furthermaore if any staff will enjoy leave including with
public holiday then the public holiday will pe treated as leave. But any one will not enjoy leave
keeping the public holiday in the middie of the leave. The above rules will not be applicable for
leave without pay as per clause 25.4.3

k. If any staff reports office after 0910 howrs then for each three-day late one day salary will be
deducted from the salary of same month,

k Before taking leave the official works will be given priarity.

m. Adjacent to public holiday or long vacation of the organization, no annual leave will be allowed
and for this any supervisor will not put the request.

n. During leave or weekend if any staff will not perform the assignment given by the supervisor then
that will be under misconduct.

0. During leave or weekend if any staff will not respond and provide information asked by the
gholders then that will be under misconduct.




25.4.2 Medical leave
a. Peryear medical leave can be earned 14 days.
b. During the medical leave if there will be organizational holiday, public holiday and Friday then
those will also be treated as medical leave.
€. 1" supervisor will approve two days of medical leave and more than two days It will need the
medical certificate. In this case the 1% supervisor will approve the leave.
in special case Director can approve medical leave.
g, Taking leave over phone from home;
1}  Any staff cannot take sick leave over phone from residence.
2} If anybody does it, 3 days salary will be deducted for 1* time and 7 days salary will be
deducted for 2™ times or deduction of salary for total absent days.

25.4.3 Leave without pay
in case of without pay no salary will be paid but other admissible benefits will be applicable. One
day leave will be calculated as per rule mentioned previously and salary will be deducted frem
mignthly salary. The leave withoul pay can only be approved by Director.

25.4.4 Maternity leave

a, For a regular fermale staff when the job duration will be one year then maternity leave for 180 days
and maximum two times will be approved with pay. If job duration is less than one year than
maternity leave will be without pay. The following conditions will be applicable
a.1 Maternity leave will be six months. Maternity leave will be first 3 months fully with pay and next 3
menths will be only one basic and house rent equal.

a.2 After 3 months of maternity leave, staff may attend. In this case, she will get all facilities. She must
submit an application in favor of Assistant Director-Human Besources Management along fitness
certificate of doctor.

a.3 An example is as follows:

First three months:
Grade/step | Basic | House | Conveyance | Entertainment | Communication | Take home ]
' amount I
| | i— : B | J
-5 6752 2701 1013 1013 | 675 12154
Second three months:
| Grade/step | Basic House | Conveyance | Entertainment = Communication | Take home
- amount
| | |
....... A — e
IETEI 2701 | Mot entitled | Mot entithed Mot entitled | 9453

|

— I T . i
b. Before three months of Expected Date of Delivery (EDD) along with doctor certificate the staff will
apply to Assistant Director-HRM through the recommendations of 1% supervisor and Sector
Heads/Regional Program Coordinator/Project Coordinator, Assistant Director-HRM will approve the
leave after full verification of all information.
¢. Ifapplicant will be Credit and Development Officer/Program Organizer then Branch Manager will
arrange her groupd 5o that she needs less time for meeting conduction than other staff, More than
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one year job duration the staff will get traveling allowance for last two months @BDT 500/- subjects to
the submission of actual traveling bill vouchers. This allowance is applicable anly two times in the job
duration
Maternity leave for the project staff will also be applicable as per core staff. In this case, first three
manths the staff will get full salary and last three month will be 50% salary. It is noted that if the
project closes before six month then the facilities will be applicable up to the end of the project
period.
As per the decision of staff this maternity leave will be before or after delivery.
After joining to the office after maternity leave the staff will get the following benefits for feeding her
child.
Every day one hour will be given leave for feeding her child up to two-year age of child. This time will
be approved by 1" supervisor.
An attendant will be allowed with the child during office time and for food cost of attendant BDT
S00/- will be approved from office. Any staff can bring her child up to the age of 48 months.
In case of attending meeting, workshop, training this will be applicable and, in that case, the actual
cost of attendant of traveling and daily allowance will be beard by the organization,
Toys for BOT 2000/ will be given to the child and those toys will be under the supervision of office.

25.4.5 Paternity leave

After cne year job of any male staff will enjoy six days paternity leave with pay and two times during his
job period. if less than one year job then this leave will be without pay. This leave will be approved by
respective 1% supervisor. With this leave no any annual leave will be allowed.

25.4.6 Education leave

a.

For regular staff after 24 months of job peripd, the education leave will be entitled. The education
leave will not be applicable for contractual staff,

After 24 months of job and up to 36 manth the leave will be without pay.

If the job duration will be more than three years then the education leave will be with pay and for
two times this leave will be applicable. The staff will perform an agreement After the adjustment of
annual leave maximum thirty days will be approved.

In case of female staff three times with the duration of thirty days will be allowed for education
leave.

After adjustment of annual leave with education leave then any annual leave will be without leave,
After enjoying the education leave if any staff will leave the organization by three years then the
salary of total days of education leave will be returned. For this the staff will perform an agreement
with the organization,

Deputy Director-Admin and SR will approve the education leave.

if the examination date will be postponed then the staff can join the office and salary will be given
from the date of joining.

25.4.7 Forced leave

a. For seripus misconduct of staff, the forced leave is allowed for the rectification and can come to
office with fresh mind.

b. Through the discussion with Deputy Director and other related professional, Director will approve the
forced leave.

t. After completion of forced leave and if the post is vacant and the staff will be assumed rectified then
the staff will be recruited again. If these are not possible then the staff will be separated from the
crganization.

d. During the forced leave no other admissible benefits from the organization will be allowed.

e. After force leave, the staff will submit an application and then through recommendations from
respective supervisor and or, the Executive Director give the approval.
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26.

27.

27.1

Tax

As per the Tax Act of Bangladesh Government the tax will be deducted at source from the staff salary
if applicable. The organization will deposit the tax return to the bank.

Condition in favor of gender equity

Rationality

a. COAST believes that the women are behind in the professional development due to the social and cultural
attitude. In this situation to develop gender relation the steps should be included in the Human Resource
Management Policy.

b. The steps are described in the different section of the Human Resource Management Policy but for easy
reference it should be a separate section.

7.2

Recruitment and Promotion

a. During the recruitment advertisement it should be considered that how to attract female in the recruitment.
In the advertisement female preference will be mentioned.

b. Incase of promotion female will also be given preference, In case of female the possible development
indicators should be given more emphasis rather than experience of female staff,

7.3

Acknowledgement about personal matter

Female staff of any level will be teased by other staff or if she will be exploited or if she will think that she will not
get justice in her senior supervisor then she will place the matter to Assistant Director-GT&CR and Executive
Director and in case of Executive Director to the EC directly or verbally or by written.

27.4

Condition for staff appraisal

it is mentioned in the appraisal format that

a. Attitude to the gender sensitivity
b, Behavior with the female colleagues.

1.5

Salient points for training inclusion

In every training, the inclusion of female staff will be the compulsory subject. For the inclusion of female in
the training the following points will be considered:

a. Gender equity will be the scientifically trus,
b. Gender inequity is the result of the present violent society.
C. 'Way out the stralegies to be self-sustained in the profession,
d. Coping up of different unfavorable situation in the working place.
27.6. Assistance to professional life
27.6.1 Taking care of children
A female staff will be provided BOT 500/- per month for maximum two children so that she can keep an
attendant for her children. The allowance will start from three months and will end by 36 months age of
children. If any staff will join with less than three years age of children then she will get this allowance up
to the age of three years of the child. For the proof of age the immunization card for the children will
have to be shown,
27.6.2 Light work during sickness
The supervi | give light work to female staff if she suffers from female problem. If necessary the
supervisor wilhgrrange public transport on the basis of availability in spite of bi-cycle or motor cycle.
e T
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27.6.3 Traveling allowance of child attendant

If any fermale staff will travel outside with her child then she can take an attendant for her child and the
actual cost will be beard by the organization. But this allowance will not be more than the allowance of
the staff. For the evidence of the age of the child the photocopy of vaccimation card will be attached with
the bill.

27.6.4 Training and continuous education

For the professional development of female staff of all levels the Human Resource Management Saction
will prepare a plan on prigrity basis. During the job in the organization the female staff will get one time
mare education leave than male staff

27.6.5 Assistance for feeding to the chiid

For feeding her child the female staff will get one hour time during working period so that the work
cannot be hampered up to 2 vear of child age. The 1st supervisor will approve this facility. For getting this
facHity no traveling allowance will be provided,

27.6.6 Central committee for development of gender relation

Through leading the senior female colleagues and ensuring all level participation a gender development
committes will be formed. This committee will conduct meeting regularly. This committee will ensure the
personal matters of female staff, professional development and will provide advice to the Executive
Director about their participation in the strategic level of the organization. Apart from every four months
there will be a meeting exclusively with the participation of female staff where the female staff related
agenda will be discussed and the minutes will be sent to Executive Director directhy.

27.6.7 Disciplinary action: Alternative of dismissal

i any female staff is accused for any unlawful activities and if it will be proved than for her rectification,
she will be given three months forced leave once during her job pericd rather than dismissal process.
After three months if it seems that she has been rectified then she will again be recruited in another
position,

28. Training and Continuous Learning

28.1 Rationality and policy
Basicalty, COAST thinks that there are a lot of barriers for the development of the country. Mot only that
the national and international factors also affect situations. 5o the solution will alsa not easy and a

prescribed model may not work for the development. For that why COAST looks for its destination as per
its experience.

In the colonial structure and patriotic society, the values, expectation, attitude of the educated
development workers are related to people centered or not it is questionable. For the above two
reasons, COAST always wants to create a continuous learning environment for the staff. The strategies
are:

a. Thinking/Theory ——=# Work ——s Analysis of Experience ——#  Rethinking/Work and
this way a continuous circle.

b. Arrangement of meeting for the staff where the participants can get the chance to participate
and debate.

€. Exchange of experience through visit other organization and participating in netwark.

d. Arrangement of continuous education by the development related books and magazines,

e. Scope of work, research, experiment on exceptional thinking either it will prove wrong.
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COAST also believes that if this continuous education will not be implemented then the organization will
nat be developed with new thinking and initiatives and on the other hand new managers and

coordinators will alse not be developed. And this development will be essential for the vertical and
horizantal expansion of the organization,

Responsibilities
The Human Resource Management Section will be responsible for organizing the training and continuous
education. It will be ensured that except foundation training any staff should be provided at least three

types of training courses. The Research and Development Section will evaluation this system and anakyze
their impact in the arganization.

Foundation Training

After foundation course the staff will take responsibility. After joining in the organization every staff will
be provided foundation training. The respective supervisoris) will organize the foundation training course
with the help of Human Resource Management Section,

The foundation course will include the following aspects:

Objectives that are after training what will be the achievement about knowledge, skill and attitude.
study of important manuals and reports

Getting knowledge on concern working strategies

Field visit and night stay in the field,

Mid-term and final reports as per training schedule.

On the basis of report the new staff will give interview with the supervisor(s) and Human Resource
Management section. After analysis the training report will be submitted. Then after recommendation
from Human Resource Management Section it will be given personnel file after review by Director and
Executive Director. This will help for the future staff appraisal,

Witho iving the foundation course, no staff will be shouldered the responsibilities.

Poanow
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Apart from this on the other topics the training courses will be organized inside or outside of the organization. In that
case the following qualified staff will be selected,

a. Have long term commitment 10 the organization.
b. Past evidence for the risk-taking tendency for the development of poor people.
€. Tobe able to multiply training to other staff.

285  On the job training

4. Toovercome any problem to get special skill the supervisor can organize a training under anather
experienced staff with the assistance of Human Resource Management section. For this before starting
the training a schedule will be developed and this schedule will be distributed to trainee, trainer and
Human Resource Management section,

b.  For this training if the staff will have to go outside of base office, then the food and accommodation
charge will be beard by the respective staff.

¢ For getting training from other organization, the staff will perform an agreement with the organization
and it will be done before participation to the course,

d.  After receiving if the staff will leave the organization, then as per following table the costs will be
deducted from the final payment. The salary and other benefits will also be included with the costs.

Time ' ' % of total cost for deduction

| To pay the organization of total costs if leaving by 6 months 75 n

| To pay the organization of total costs if leaving by 12 months 50

"To pay the organization of total costs if Ieal.-lrig by 24 months 25 [
To pay the organization of total costs if leaving after 24 months I 0

- .-

28.6 Continuowus education

8. Human Resource Management section will send the study materials 1o the all level of staff. The staff will

5it @ monthly examination on these supplied study materials. On the basis of these materials all the staff
will sit for the test in each month,

b, There will be marks system and 40% will be the pass marks. If any staff will obtain below pass marks, then

5l. No. of Type of | S1. No. of | Type of disciplinarian actions

Exams disciplinarian actions | Exams

1" time Advice letter : 5 time _'_Siﬁr_r deduction with the amount of BDT 2000

2™ time : Advice lefter _*l'ﬁ"“ time Ellm- deduction with the amount of BOT 3000 |

3" time Warning letter ! 7" time _'Fe;;r;dulrr;g En_e‘s‘fep or decreasing salary

4" time | Warning letter "8 time _Fé’p}ﬁiﬁa’fmm the position ‘I
|

¢.  The obtained marks of each staff will be preserved in the respective personnel file so that those can be
used for the annual appraisal.

d. Every supervisor will ensure the continuous education of his/her staff. During the annual appraisal
simultan ly the staff and the supervisor will be evaluated, The supervisor appraisal will basically

depend ¢n the development of the colleagues.
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28,7  Training Conditions

4. The participants will share the training cost for each training because this training as can help the
development of the organizational dimension on the other hand it can develop the staff.

b. For the external training an agreement may be performed between the staff and the organization. If that
staff will leave the organization or will be dismissed or separated then the participant will return the
training cost (Salary during training days, traveling and ather cost) fully or partly on the basis of time
duration.

€. The agreement will also be perfarmed if by the assistance of other organization, the staff will join any
workshop, education tour or education course in the country or abroad.

d. If any staff will try to get scholarship from other organization for higher education, then the staff will have
to take prior approval from Executive Director.

2B.2  Training Preservation and Multiplication

After getting the training course and before joining to the office work a training report will be submitted to the
training section as per following way

Good hand writing in an A-4 size paper

Should have margin in the edge of the paper

Daily schedule in a one page

Curriculum description as per the prescribed format
Session serial and title.

Objectives of the session

Methodology as per sub points.

Time as per the methodology.

Materials required for the session.

Special recommendation or instruction for each session.
session guide for each session (Discussion points, materials, documentation, daily basis discussion and
methodology).

& All the supplied handout.

aenoa
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e. The manual will be prepared so that way that through following this manual a minimum knowledgeable
staff can conduct the training.

f.  If the manual will not be submitted by a specific time of training course, then the training bill or salary will
be deducted or stopped.

E- Every external training or study tour will be developed on the basis of staff need and organizational
strategic planning. 5o, before jaining 1o like this course how the skill can be multiplied it should have a
specific plan,

h. It is considered that after getting any internal training, workshop, orientation if any staff will leave the
organization, then the costs will be deducted as per following table (the costs include event management,
travel, salary of the days for attending training/workshop/orientation);

Time | % of costs for the event '
To pay the organization of total costs if leaving by one year 75

To pay the organization of total costs if leaving by 2 years T s I
To pay the organization of total costs if leaving hﬁlﬂa rs ( 25 ' |
To pay the organization of total costs if leaving after 3 years 0 |

289  Relation between staff appraisal and training
The training will be emphasized ach appraisal for the staff. in that case the following paints should be

considered W
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The staff can be able to train others or not.

Thie staff has trained other or not

The feedback from other colleagues about the skill for on-the-job training, counseling to other staff.

For the preservation of training the role of the staff

The degree of change after getting training.

The Human Resource Management section will review the appraisal format as per the above policy and the
supervisor(s) will develop the staff,

Communication and Decision-Making Process

Communication

a.

Generally, a staff can communicate with senior management through 1" supervisor or line manager, But in
special cases the staff can directly communicate with Sr. coordinator, Director or Executive Director subjects
te prior appointment. This cross-cutting communication will create an experience excha nge tool.

All coordinators and upper position can communicate with other organization for the professional and
organizational development but for this it will have to take prior approval from the supervisor,

If female staff seems that her rights and dignity have been offended then she directly communicates with
Assistant Director-GT&CR, Director or Executive Director and in case of Executive Director with Chair-EC by
any means. Such letter will not be opened by other staff.

Decision Making Process

.

During the decision making by any level of staff s/he will think
i.  The staff will be hampered by the decision for whom the decision will be taken.

ii. Decision will be implemented by whom.

The decision maker will talk with the related staff and will feel their invelvement and a wide participation
will be ensured. But it does not mean that the decision maker will must take participate of others,
Maximum cases this is the matter of accountability and expert and analysis.

Meetings

The meetings will be the place of implementation review, revised plan of action and experience sharing and
50 that way the meeting will be a learning place for the staff and the development strategies can be
identified through experience,

With the participation of every supervisor, office/area/sector heads and other professionals the team
leader will organize the meeting regularly. The meeting schedule will be declared annually and it will be
sent to all the offices. The declared meeting schedule cannot be changed without the permission of Deputy
Director or Executive Directar.

If the decision will not be taken by maximum participation and if the respective staff related to decision
result, then the decision may not be mandatory implemented. In that case the decision will be considerad
as proposals.

Process of Meeting Conduction

As per the annual meeting schedule the supervisor and senior staff will act as meeting secretary. The main
responsibilities of this secretary will be to inform the participants, the venue, date and time of the meeting,
selection of moderator and documentation and preparation and distribution of minutes by 48 hours of
mieeting held.

In every meeting rotationally all the participants will act as moderator and documentation respectively. The
documentation will circulate the minutes by 48 hours of the meeting held.

In every meeting the-prgvious meeting minute will be reviewed. Then the meeting agenda will be called for
and discussion will start with priority basis.




30. Charge hand over and taking responsibilities during absence

If any staff will leave the office, then through a written circular the responsibilities will be handed aver to
other colleague.

Before giving the responsibilities, the staff will sit with the respective staff and will identify the list of
activities during absence and one copy of this written document will be preserved

after coming the staff will get a short brief from the in charge and will take the charge.

In absence of the staff if there is no other direction, the in-charge staff will take all kinds of decision
described in the terms of reference of the staff except taking disciplinary action. But in that case after
coming of the staff the process will be taken approval

During absence if any staff will not give the responsibilities to other with written document, then the
disciplinary action will be taken against that staff.

31. Staff Separation and Disciplinary Action

31.1 Types and Separation
31.1.1 Resignation

b

Any regular staff if no any other bindings then s/he will resign from the position one month resignation

notice period.

in case of contractual staff; Project Head, Assistant Project Coordinator, Accounts Officer, Monitoring &

Evaluation/Documentation Officer the notice period will be ane manth and for other staff it will be 7 days.

Except the staff who are involved with financial matters; Project Head, Assistant Project Coordinator,

Accounts Officer, Monitoring & Evaluation/Documentation Officer can be effective the resignation

acceptance date with the adjustment of annual leave subjects to the approval from Executive Director,

The resignation acceptance will be effective on the date of receiving the resignation letter by HRM Section.

The resigned staff will get the salary and benefits up to the last working day subjects to the clearance of

respective base office,

Up to the pasition of manager Assistant Director-HRM, up to Coordinator Director and upper position

Executive Director will accept the resignation letter respectively. The Chair-EC will accept the resignation of

Executive Director.

Before acceptance of resignation letter, the staff will be communicated through any means to know why

s/he is going to leave the organization and this will be informed to Executive Director.

Other issues:

1. i any staff will leave the organization before the accepted date of resignation letter, then the salary of
that staff will be stopped from the submission month of resignation.

. Later on, after settlement of all pending issugs with the arganization that staff will get all the dues.

. For the leaving of the arganization without maintaining rules and regulation and for this if the
organization will be looser then the organization can file a case for recovery of loss and other money
due to breach of agreement against the staff and the guarantor.

4. If any staff leaves the organization before accepting the resignation letter, then the organization may

ledge the case against the staff and guarantor,

3. If any staff is transferred then within three manths of transfer his/her resignation will not be

acceptable.

6. During the suspension period, any staff will not submit resignation letter and his/her  resignation

letter will not be acceptable.

a. Up to the position of manager Assistant Director-HRM, up to Coordinator Director and upper
position Executive Director will accept the resignation letter respectively. The Chair-EC will accept
the resignation of Executive Director,

b, If any staff will submit the resignation letter as per the Human Recourse Management Policy or as
per the condition mentioned in the appaintment letter then the salary of acceptance manth will be
given with the final payment of that staff.

c, Upto the Assistant Dieegtor level the final payment will be approved by Director and for upper

fina{ payment will be approved by Executive Director
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d. Al dues of final payment will be made through cross cheague.

The final payment will be made from Principal Office from Branch Manager to upper positions.

Exit interview: During the receiving of final payment cheaque, the exit interview will be conducted.
The Assistant Director-HRM will conduct exit interview for all positions. The accountant will arrange
exit interview by phone of final payment from the field and by person of final payment from
Principal Office, Assistant Director-HRM will submit 8 month basis minutes of exit interview to
Director and Executive Director by 10™ of each month.

g Before acceptance of the resignation letter if any staff leaves the organization, then it will be

treated as unauthorized leave and then the organization can take disciplina ry actions for
unauthorized leave.

™

31.1.2 Excess/Redundancy

a. If any project or program will be dissolved or squeezed and if no other suitable position of the staff of
that pragram or project will not be vacant and if the potentiality will be lower than the staff will be
redundant.

b. For the regular staff three manths prior notice or three months basic salary will be given.

€. Incase of contractual staff one-manth prior notice or one month salary will be provided.

d. Redundant staff will be entitled all the benefits and dues subjects to the clearance report from the base
office.

e. This type of letter will be issued by the Executive Director.

31.1.3 Retirement

. The retirement year will be followed the rules of the government. But through the approval of EC the
retirement age can be redefined for the need of the organization.

b. The retirement benefits will be entitled with five years basic salary (at the rate of last pay scale). in that
case the job duration in the organization will be 20 years. In case of re-appointment, the latest joining
date will be considered to calculate the job duration.

31.1.4 Termination
a. IFany staff will not be under any above clause and if that staff will be risky or no any output from that
staff then Executive Director will terminate that staff with three months prior notice or three months
basic salary. But fer the contractual staff this time will be 7-15 day-notice or giving salary of 7-15 days.
b. Terminated staff will get all the benefits and dues up to the last working day.
31.2 Disciplinary Actions, Dismissal and Suspension Process
31.2.1 Accused for misconduct (no need to form committee)

1} Mo need to form any investigation committee, if any staff have any misappropriation, talk and provide
false infarmation, has any unethical and unaccepted relationship between male and female, any
information that harms to the organization, known to the staff but does nat infarm the management,
meeting conduction without approval from office chief.

2} Deputy Director- Admin and SR will suspend and issue a showcase letter getting written report from
first and second supervisors,

3) Deputy Director-Admin & SR will take dismissal process directly after getting written repart from third
parson (who is not in line of supervisor of accuser staff).

4) This process have to be completed highest 21 working days.

3} Breaching of rules and regulation of the organization or in case of misappropriation, then the staff will
be call for audit hearing and if audit committee seems no satisfactory improvement will be possible
then through the recommendations of audit committee the Executive Director will dismiss the staff. The
organization may ng the costs for participating at the audit hearing.

6] For this if organizatipn may take lawful actions against the staff. W
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7) Dismissed staff will get the salary, suspension allowance and only provident fund own contribution up
to last working date.

31.2.2 Accused for misconduct (Need to be formed committee)
For the following misconducts the suspension process will be applicable as per clauvse ng. 31.5.1

a. Disobedient to the order of superasor or upper management,
Violation of any clause of this policy
Habitude to join office lately or leaves office before the closing of office.

d. Search another job and not to inform respective supervisor through written way.

g. Dwring launch travelling, male and female along stay in a cabin, if not relatives like, husband-wife,
brothers and sisters.

f. Stealing of resource of the organization or member participants, loss of official documents and money
or dishonest behaviors or to be involved against the interest of the arganization.

g. Taking or receiving bribe for illegal activities, partial behavior.

h. Recewing/giving food, money (grant or bribe], commission, extortson money, gifts or other benefits for
giving the privilege the community or community member.

I, Tendency to be absent from the office without taking leave or absence in office for seven days without
approval.

. Unlawful any governmental or office act{s).

k. Inconsistent behavior which tends to break discipline, quarnel or castigate with others,

l. Taking any addicted materials or involvement of business with the itlegal materials or illegal transfer of
these material

m. Indifference to the duties or responsibilities,

n. Giving wrong information, hiding infarmation, de-shaping the information, loosing of office documents
or giving 1o cutside,

©. The organization will take legal action or hand over to the law enforcement agency it amy staff will do
any of clauses from g’ to 'n’.

p. Proof of smoking.

g. Telling a lie or giving false information

r. Other misconducts mentioned in the clause na. 24.4 of this policy.

31.3  Unlawful or unsocial activities and disciplinary process

Offence  Disciplinary process
' a. Taking loan from other staff, target pupula'tlun: a. Verbal wamn-'lg in First time, final

local community or other person. | warning in 2° time and proceeding

b. Regular visit to male or fernale residence or | starting for dismissal in 3 time.
other local male or female residence beyond the b. ‘Written warning in first time and
official duties. | proceeding starting for dismissal in 2™

€. Insulting or unaccepted behavior with the time.
female colleagues or other female in the c.  First time suspension and 2™ time |

COmMmunity ‘ proceeding starting for dismissal,

31.4 General misconduct and disciplinary process:

General Misconduct Dﬁrplinar\r PrOCEss '
I — . . i |
a. Mot giving impertant information to the a. Inthe clause of ‘a’-'b’ on the basis of
manage which was threat to the importance of the news directly

| organizayon.
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b. Meeting conduction without taking ip_prn-val suspension process or firstly verbal |

from Office Chief. warning and 2ndly suspension process.
| €. Cannot tell the professional standard, filing ! 0. Inthe clause of ‘c’-"k’' firstly verbal |
| management, supportive supervision policy, | warning, 2ndly written warning letter,
COAST values. 3rdly seven days salary deduction and
I d. During the long vacation of the organization or | athly suspension process.

[ long leave taken by the staff if the staff will
| depart the office avoiding rules.

. Leaving of station at the day of leave without
the verbal approval of supervisor and without
Writing movement register.

f. Mot night stay or keeping residence in the
working place.

g Not report submission or target achievement by
the set date line of both sides.

h. Dishonor of staff in presence of others.

i.  Giving wrong information and losing the official |
documents.

j-  Naot adjustment of advance by 48 hours after
completion of works and 96 hours for abroad
travelling.

k. Not writing of minutes by 48 hours of meeting
heeld,

31.5 Suspension, Investigation Committee and Compliant Resclution

31.5.1 Suspension Process

8. Regional Program Coordinator/Regional Team Leader/Project Coordinator/Project Manager/Branch Manager
can suspend any staff of his/her region/project/branch and Regional Program Coordinator or Regional Team
Leader can form an investigation committee. After getting the investigation report with recommendation s/he
will send the report ta Deputy Director-Admin & SR. Then s/he will take action against the accused staff thraugh
approval from Director,

b. Other sectional staff can be suspended by Deputy Director-Admin & SR.

€. Up to position of Head, Director can suspend the accused staff and s/he can form an investigation commitiee.
After getting the investigation report s/he will share with Executive Director and will take action.

d. Mo any line management staff of accused person will be in the investigation committes,

e. During the suspension period, the staff will get 50% salary but other facilities will be continued. After that, if the
suspension will be withdrawn then the rest 50% salary will be disbursed. On the other hand, if the complaint is
proved then s/he will be dismissed then s/he will get 50% salary from the date of suspension to last date of job.
But suspension due 10 money misappropriation, then s/he will not get any salary.

f. During the suspension process the investigation committee will sit face to face interview with complainant and
accused person and the committee will give the scope to defend him/herself. The committee will issue the
show cause letter and take the answer. They will study the answer. After completion the process the committee
will give the report to Deputy Director-Admin & SR. The process will include:

The committee will issue the show cause letter to the accused person by 1" week of suspension date, by 2™
week the accused person will reply the show cause letter and face to face discussion, by 3 week the
committee will finalize the report and submit to Deputy Director-Admin & SR, The committee will complete the
process by maximum 28 days. In case of money misappropriation, the investigation report will be submitted by
15 days. If this process will not be followed then the disciplinary actions will be taken against the investigation

commitiee.
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g. Up to Assistant Coordinator- Deputy Director-Admin & SR {after approval of all processes from Director), up to
Coordinator, Director (appraval of all processes from Executive Director) and for upper positions Executive
Director will sign the dismissal letter,

h. During the suspension period, if the accused person violates the rules and regulations of the organization, or
hinders the official works, then on the basis of 1" and 2" supervisor reports, Deputy Directar-Admin & SR will
issue the dismissal letter after discussion with Director and Executive Director.

31.5.2 Separation
a. Incase of the probationary staff, the separation will be by 15 days pricr notice or immediate notice with 15
days salary without any other admissible banefits.
b, Upto Assistant Coordinator, Deputy Director-Admin & 5B, up to Coordinator, Director and for the upper
position Executive Director will issue the separation letter,

31.6  Authority for disciplinary action on the basis of level

8. |fany staff will be accused according 1o the clauses of 31.1 to 31.5.2 then respective 1% supervisor will
take necestary action as per the directions mentioned in the clauses.

b, Ifit ks proved that 1% supervisor hides the serious mistakes of colleague(s) and s/he does not take any
disciplinary action then bath staff and supervisor will be accused and will be under disciplinary actions.

31.7  Disciplinary actions for observation staff

a. If anvy staff will continuoushy neglect his/her duty, then 5/he will be evaluated emergency basis and
then 5/he will be under observation for 3 to & months.

b. During this period the resignation letter will not be acceptable.
L. No taking loan from provident fund or staff welfare fund,
d. If no improvement by 3 or & months then after getting the report from 1 and 2™ supervisor,

Executive Director will dismiss him/her instanthy.

31.8 Case and Suspension

a. |If the organization will suspend any staffis) and the case will be in trial against any staff{s) then from the
date of case filing to settlement of case the staff will be in forced leave. During this leave the staff will
not be entitled any salary and benefits from the organization.

b. Organization can claim compensation from accused staff if honarable court provide verdict in favor of
organization, If the verdict goes in favor of stafi, then from the date of suspension to verdict, staff will
get basic salary from the organization and withdraw the suspension letter. In this case respective staff
will not be eligible for other facilities.

£, During suspension or legal pracedure of case, respective staff does job in other arganization then s/he
{they] will not get any benefits from the organization from the date of suspension.

32, Engage with network and position of another erganization
a. Any staff cannot invelve any position which is sirmilar with COAST objectives and activities of any such
arganization with full or partial or without salary, and cannot establish this kind of organization that could be
treated as conflict of interest during the job period. If any confusion arises, the definition from Executive
Director will be considered as final.

b. Any staff can be involved For the interest of the organization with any other networks it will be needed for
taking approval from Executive Director, Executive Director will fix who will represent for the interest of

organization a h whom. DJM\KD
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33.

35.

36.

Agreement
a. An agreement attached with a fifty-taka adhesive stamp with each staff will be performed.
b. This agreement will have to be performed from the legal guardian of the staff who is able to be a

guarantor. This agreement can be used as legal action against the respective staff and the guardian
for the breach of discipline by the staff and recovery of money misappropriated by the staff. The

eligible guardian who can sign the agreement s father/husband/elder brather/uncle/maternal
uncle/father-in-law [in case of female staff)

i The guarantor will put his signature in office by person in front of Coordinator to upper position.

d. If any existing guarantor will die then within 15 days the agreement will be completed with other
guarantor and will send to Principal Office by his/her own responsibility. In this case he will also come
to office in person for giving signature. If the respective staff will not do it with his/her own
responsibility then the disciplinary actions will be taken against him/her and his/her supervisor(s).

. This agreement will be used for serious breach of rules and regulations of the organization and
realizing the misappropriated money if any.

k. One duplicate copy of this agreement will be preserved in the duplicate personnel file kept in the
base office.

Code of Conduct

The staff and volunteer of the organization will sign the Code of Conduct during his/her joining in the
organization ant s/he will must cbey the rules and regulations of the Code of Conduct.

Application for re-investigation
In relation to dismissal matter the staff can apply to the Executive Director or EC-Chair for reinvestigation of the

process. For initiating this reinvestigation from the level of positions money will be depaosited in officer as per
following table;

' Serial | Position - " Amount in BDT for - Amount in BDT for :
| No. - application to Executive | application to EC-Chair '
. . | Director '
| a | From Common Service Organizer Lo | 2000/- 4000,
| Branch Accountant or equivalent positions
b | From Branch Manager to Caordinator or | 5000/~ 10000/-
| equivalent positions
€ | From Senior Coordinator to Head or 7500/ - 15000/~
equivalent positions
| d Upper positions . ' 10000/- 20000/-
Experience Certificate

The experience certificate will be signed by the Executive Director. After final clearance with the organization
any staff can apply for getting an experience certificate. The dismissal staff and the job duration below one year
will not be applicable for getting the mxperience certificate. The fee for the application will be as per fallowing
table:

:
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" Position y ' Fee (BDT)

[ —

Common Service Organizer/Support staff/Driver j‘ 1000/-
! Credit and Development E}ﬂ"“n':EF:-" Program 15-'.]E:|,|I
Organizer/Paramedics
Branch Accountant/Assistant Mar;a_gerf'lm:nnital Officer | 2000/-
| Ma nager/Branch Mana,ger.-".ﬂ.!.;ﬂa nt Coordinator - 2500/-
Project Coordinator,/Project Ma nageranurdEnaE:r o I E{T:qu
| Head
"For upper positions B | 3500/ :

’ Q The end
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