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Staff Safety & Security Policy

1. Policy Statement

Moses Welfare Foundation (MWF) is committed to providing a safe, healthy, secure, and respectful
working environment for all employees, volunteers, consultants, interns, contractors, Board
Members, and visitors. The safety and security of our personnel are fundamental to our
humanitarian mission and are essential for delivering services to vulnerable communities with
professionalism, integrity, and compassion.

As a Christian humanitarian and development organization, MWF believes that every member of its
workforce has the right to work in an environment that protects their life, health, dignity, and
wellbeing. We are committed to identifying and managing risks, preventing harm, and responding
effectively to emergencies.

MWEF will take all reasonable and practicable measures to minimize risks to staff while recognizing
that no organization can eliminate every risk. All personnel are expected to contribute to a strong
culture of safety, security, and shared responsibility.

info@moseswelfarefoundation.com | www.moseswelfarefoundation.com

Head Office: Office No: ff49,1° floor New Liberty Tower, Model Link Road, Lahore
Sub Branch: Bahar Colony No. Kot Lakhapt LHR




S WELp
“osf- 4

MOSES WELFARE FOUNDATION

“Bring Back The Smiles”

« M.W.F .
FOUNDATION

2. Purpose
The objectives of this policy are to:

e Protect the health, safety, and security of all personnel.

e Prevent workplace injuries, accidents, and security incidents.

¢ Promote safe working practices during office, field, and travel activities.

e Strengthen emergency preparedness and response.

e Establish clear safety and security responsibilities.

e Ensure compliance with applicable laws, donor requirements, and recognized international
good practice.

3. Scope
This policy applies to:

e Board Members

e Chairman / Executive Director
e Employees

e Volunteers

e Interns

e Consultants

e Contractors

e Temporary Staff

e Drivers

e Security Personnel

e Visitors participating in MWF activities
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The policy applies to:

Offices

Project sites

Schools

Community programmes

Medical camps

Disaster response operations

Relief distributions

Training events

Meetings

Domestic and international travel
Vehicles used for organizational purposes
Remote and home-based work undertaken on behalf of MWF

4. Guiding Principles

MWF

is committed to the following principles:

Safety first.

Respect for human dignity.

Prevention of harm.

Shared responsibility.

Preparedness and resilience.

Accountability.

Continuous improvement.

Non-discrimination.

Duty of care.

Compliance with legal and donor requirements.
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5. Roles and Responsibilities

Board of Directors

The Board shall:

Approve safety and security policies.

Provide strategic oversight.

Ensure adequate resources for safety and security measures.
Review significant incidents and lessons learned.

Chairman / Executive Director

The Chairman shall:

Promote a culture of safety and security.

Ensure implementation of this policy.

Allocate resources for training, equipment, and emergency preparedness.
Authorize responses to significant incidents.

Safety & Security Focal Person

The designated Safety & Security Focal Person shall:

Conduct risk assessments.
Monitor security conditions.
Maintain emergency procedures.
Coordinate incident reporting.
Deliver safety training.
Recommend improvements.

Managers and Supervisors

Managers shall:
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Assess operational risks.

Ensure safe working conditions.

Brief staff before field activities.

Monitor compliance with safety procedures.
Report incidents promptly.
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Employees and Volunteers
Every representative of MWF shall:

e Follow safety instructions.

e Take reasonable care of their own safety and the safety of others.
e Use equipment responsibly.

e Report hazards and incidents immediately.

e Participate in required safety training.

o Cooperate during emergencies.

6. Risk Assessment

MWEF shall conduct risk assessments before activities that may expose personnel to health or
security risks.

Risk assessments shall consider:

e Location and operating environment.
o Political or social instability.
e Natural hazards.
e Public health risks.
¢ Travel conditions.
e Security threats.
e Environmental hazards.
e Programme-specific risks.
Risk assessments shall be reviewed periodically and updated when circumstances change.

7. Workplace Safety
MWF will maintain workplaces that are, so far as reasonably practicable:

e Clean and organized.
e Free from avoidable hazards.
¢ Adequately lit and ventilated.
o Equipped with appropriate fire safety equipment.
e Provided with accessible emergency exits.
¢ Supplied with basic first aid resources.
Personnel shall promptly report unsafe conditions.
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8. Field Safety

Before field deployment, personnel shall:

e Receive a security briefing where appropriate.

e Understand local risks.

e Carry authorized identification.

e Maintain reliable communication with supervisors.

e Follow approved travel plans.

¢ Respect local customs and communities.

¢ Avoid unnecessary exposure to high-risk situations.
Field visits should, where practicable, involve at least two authorized personnel in higher-risk
locations.

9. Travel Safety
Personnel travelling on behalf of MWF shall:

e Obtain required travel approval.

e Use safe and reliable transportation.

o Keep supervisors informed of travel plans.

e Carry emergency contact information.

e Follow local laws and regulations.

e Avoid unnecessary travel to areas identified as presenting unacceptable security risks

without senior management approval and appropriate mitigation measures.

International travel shall include appropriate briefing, documentation, and insurance where
applicable.

10. Vehicle Safety

All organizational vehicles shall:

e Be maintained in roadworthy condition.

e Bedriven only by authorized and appropriately licensed drivers.
o Carry required safety equipment where practicable.

e Beinspected regularly.

e Be used only for authorized organizational purposes.
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Drivers shall:

e Obey traffic laws.
¢ Avoid distracted driving.
¢ Never drive under the influence of alcohol or illegal drugs.
e Report accidents immediately.
Seat belts shall be worn where fitted.

11. Health and Wellbeing
MWEF recognizes that staff wellbeing contributes to effective humanitarian service.
The Foundation will seek to promote:

e Reasonable working hours.

e Adequate rest periods.

e Access to clean drinking water during activities where practicable.
e Avrespectful workplace.

e Awareness of stress and burnout.

e Appropriate support following traumatic incidents where feasible.

12. Harassment, Violence and Bullying
MWF maintains zero tolerance for:

o Workplace violence.

e Threats.

e Harassment.

e Bullying.

e Intimidation.

e Discrimination.

e Sexual harassment.
All concerns shall be addressed promptly and confidentially in accordance with organizational
policies.
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13. Emergency Preparedness

MWEF shall maintain procedures for responding to emergencies, including:

Fire.

Medical emergencies.
Security incidents.
Civil unrest.

Natural disasters.
Serious accidents.
Disease outbreaks.

Emergency contact information shall be maintained and made available to relevant personnel.

14. Incident Reporting

Personnel must report immediately:

Injuries.
Accidents.

Near misses.
Security threats.
Theft.

Assault.

Vehicle accidents.
Fire incidents.
Property damage.
Unsafe conditions.

Reports shall be documented, investigated where appropriate, and used to improve future safety
measures.
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15. Personal Protective Equipment (PPE)

Where activities require protective equipment, MWF shall provide appropriate PPE where
reasonably practicable.

Personnel shall:

e Use PPE correctly.

¢ Maintain issued equipment.

¢ Report damaged or missing equipment promptly.
16. Confidentiality and Personal Security

Personal information relating to staff shall be protected in accordance with the MWF Data
Protection & Privacy Policy.

Personnel should exercise discretion when sharing travel plans, personal contact details, or
sensitive operational information.

17. Security of Organizational Property

Employees shall protect organizational property, including:

e Vehicles.
e Equipment.
e Computers.
e Mobile devices.
¢ Documents.
e Cash and financial records.
o Relief supplies.
Loss, theft, or damage shall be reported immediately.
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18. Training and Awareness

MWEF shall provide regular training on:

Workplace safety.

Emergency procedures.

First aid awareness.

Fire safety.

Defensive security awareness.
Safe driving practices.

Field security.

Incident reporting.

Stress management and wellbeing.

All new personnel shall receive safety and security orientation before beginning their duties.

19. Monitoring and Compliance

MWE shall monitor implementation through:

Workplace inspections.
Risk assessments.
Incident reviews.
Management oversight.
Training records.
Internal audits.

Annual policy reviews.

Corrective actions shall be implemented to address identified risks and strengthen organizational
resilience.

20. Policy Violations

Failure to comply with this policy may result in:
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Disciplinary measures.

Suspension from duties.
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21. Policy Review

This policy shall be reviewed annually or sooner if required due to changes in operational risks,
legislation, donor requirements, or organizational structure.

22. Commitment

Moses Welfare Foundation is committed to fostering a culture where safety and security are
integral to every aspect of our work. By prioritizing prevention, preparedness, and responsible risk
management, we seek to protect those who serve alongside us while ensuring that humanitarian
assistance is delivered safely, effectively, and with compassion.

Approval

This Staff Safety & Security Policy has been approved by the Board of Directors of Moses Welfare
Foundation and is binding on all Board Members, employees, volunteers, consultants, contractors,
and representatives acting on behalf of the Foundation.

Approved By: Board of Directors
Moses Welfare Foundation
Effective Date: 28 July 2026
Review Date: 28 July 2027
Moses Welfare Foundation

"Protecting Our People. Strengthening Our Mission. Serving with Safety, Integrity, and Compassion."
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