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Letter of Acknowledgement

Khulna Mukti Seba Sangstha (KMSS) is a national ‘organization that started with few social activities
committed them to work among the drug addicts both from the social and medical perspectives. Their
dream came in to reality in 1997 I the name of Khulna Mukti Seba Sangstha (KMSS). Initially KMSS aimed to
serve drug addict community. Considering the social analysis of drug use behavior it came to realization
that poverty is a greater context need to address to approach drug use behavior. Therefore, KMSS
expanded its constituency to poor women, sex workers, slum dwellers and hard-core poor people. Now
KMSS’s constituency touches near about 1.5 million people. The vision of the KMSS is build a healthy
society where all people are able to meet the basic human needs and rights with full of dignity, joy and
peace. The mission of the organization is to be committed to serve oppressed, poor and vulnerable
communities. Promotes full human transformation and bring positive changes in their lives that ultimately
contribute in to holistic sustainable development. Response to the emergency need of the target
community especially, promoting youth, children and women that affecting them physically, mentally and
envirormentally. Enhance moral and spiritual values that assist the community to lead a peaceful holy life
towards the kingdom of God. Contribute effectively in promoting human rights and empowerment of poor,
marginal and vulnerable people to gain and secure their human dignity for livelihood well- beings.

| believe that without having a systematic process an organization can’t achieve any goal. The system
makes an organization efficient through transparency, accountability, equal right to its employees,
management of resource, capacity development of the employees and undertaking right programs.
Considering these factors KMSS has decided to develop and introduce various policies in the organization
in a professional manner. Policy guideline on Conflict of Interest is one of the policy that would guide the
organization to make decision about those crucial issues.

Adhering this policy guideline is mandatory for the betterment of the organization. KMSS management
deserves all rights to review the document to amend, add or delete any policies as and when required.

| appreciate concern people who developed this policy that would achieve KMSS mission more successfully
in the future.

Kindest regards

C

Afroza Akhter Monju
General Secretary
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KMSS CONFLICT OF INTEREST POLICY

What is Conflict of Interest?
A conflict of interest arises where a staff member has an interest which conflicts (or might conflict, or
might be perceived to conflict) with the interests of KMSS.

Type of Conflict of Interest
The following section identifies the types of conflicts which might breach this policy. If you are not sure if
something might be prohibited, it is always best to check with the Concerned Personnel of HR & Admin.

i.  Gifts and Hospitality
Before accepting any gift or benefit (gifts and benefits can include cash, loans, entertainment,
hospitality, holidays, free or discounted services and offers of food or accommodation) with a
value greater than BDT 1000 (BDT one thousand), staff members should report the offer to the
Concerned Personnel of HR & Admin, who will advise whether or not such a gift or offer of
hospitality should be accepted.

ii.  Conflicts Arising From Commitments Outside KMSS
A conflict may arise when a staff member does outside work which interferes with his obligations
to KMSS such as consultancies, part time jobs etc. Staff members must obtain approval from the
Executive Director prior to accepting any such outside work. Staff members should not use KMSS
business cards, stationery, physical address or email address for the conduct of private activities,
whether profit or non-profit.

ii.  Use of Confidential Information
Staff members should not use any confidential information obtained through their involvement
with KMSS for their personal benefit. In case where KMSS owns intellectual property in an item,
the staff member must seek advice from concerned personnel of HR before using that property for
personal or outside purposes.

iv.  Personal Relationships Between Staff members

Where there is a family or personal relationship between staff members, the staff members
involved should inform this to Concerned Personnel of HR & Admin. If one staff member attends a

meeting where the other staff member is being assessed or discussed, the interest should be
declared. .

a) Family member - husband or wife, parent, son or daughter, son in law or daughter in law,
brother or sister, brother in law or sister in law

b) Person in a close relationship - any person with whom a staff member has a financial
relationship (business partner, co-owner of property, person to whom the staff member has
made a loan, or from whom they have obtained a loan, etc)

v.  Relational Recruitment
Where a staff member has a personal or financial relationship with an applicant for a position with
KMSS, the staff member should declare that relationship to HR & Admin. The staff member
concerned should take no part in a decision as to whether or not to offer a place to applicant or
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advice on the nature of the offer. A personal relationship is where the applicant is a husband or
wife, parent, son or daughter, son in law or daughter in law, or brother or sister, brother in law or
sister in law of the staff member.

vi.  Suppliers of Goods and Services
Where a staff member has a personal or financial relationship with a bidder or potential supplier of
goods or services to KMSS, the staff member should declare that relationship to KMSS. The staff
member concerned should take no part in a decision as to whether or not to offer a contract to
that supplier, or the terms and conditions of any such contract.

vii.  Other Conflict of Interest

Other conflicts of interest may arise in a variety of situations, for example in relation to KMSS staff
undertaking employment with a grantee NGO soon after leaving KMSS; staff members obtaining a
salary or payment from KMSS on one hand and from an applicant NGO on the other or NGO
applicants providing KMSS staff with numbers of books, calendars or yearly diaries; suppliers of
goods or services providing increased discounts to staff members for non KMSS work in response
to contracts offered to them whilst undertaking KMSS duties. These potential conflicts may result
from personal, social, financial or business interests or ethical considerations. The general principle
to consider is whether the circumstances could reasonably be perceived to affect the judgment of
the individual making a decision on behalf of KMSS.

Your Responsibilities:

All KMSS staffs and volunteers have a duty to

- ensure that you never put yourself in a position where your judgement may be affected by a conflict of
interest, or where it may be perceived to have been affected by such a conflict of interest

- disclose any potential conflict of interest to HR & Admin.

-getapproval from the Executive Director.

Reporting Conflict of Interest

When a conflict of interest situation arises where a prospective or existing staff member has an interest
which conflicts (or might conflict, or might be perceived to conflict) with the interests of KMSS, the
concerned staff should immediately report to the HR & Admin through email, by phone or in person. The
concerned personnel of HR & Admin will take appropriate approval from the Executive Director. All reports

will remain confidential and KMSS will protect the interests of anyone reporting conflict of interest issue in
good faith.

'f you notice any conflict of interest, you must report that to the HR & Admin. In order to protect yourself
and the integrity of any subsequent investigation on conflict of interest issue:

* do not confront the person you suspect yourself,

* donot tell anyone else — neither staff nor someone outside of KMSS — about your suspicions.

'f you are a staff member has an interest which conflicts with the interest of KMSS or you are aware of a

Conflict of Interest act within your areas and you don’t report it, KMSS will treat your nondisclosure as a
serious issue as a misconduct and it will result in disciplinary measures.
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KMSS

CONFLICT OF INTEREST DISCLOSURE FORM

I (or a family member or close relationship®) have a significant financial interest in or [ Yes
involvement with, or obligation to any business organization.

L1 No
If yes, state the name of the organization(s) concerned:
I (or a family member or close relationship) hold a position with any organization (eg.asa [ Yes
board member, trustee, employee, member, partner etc.)
If yes, state O No

- the name(s) of the organization(s):
- the type of position held:
I (or a family member or close relationship) have received gifts/loans/other benefits from an [ Yes
organization that does or seeks to do business with KMSS.

If yes, state the name(s) of the organization(s) 0 No

' I'have been engaged in an independent business venture or performed work or services for 0] Yes
' another organization.

 If yes, state the name(s) of the business venture(s) or organization(s). LI No

I have involved or influenced of in any decision-making process for hiring staff and supplier L] Yes
etc. with whom | have family member or close personal or financial relationship.

Name of the Person: O No

Organization Name:

I have a family member(s)/ person(s) in a close personal relationship with me who is O Yes
employed by KMSS or an organization funded by KMSS:

If yes, please indicate: LI No
Name of the Person: Name of the Person:

Relationship:

| HERBY CONFIRM that | have read and understood KMSS Conflict of Interest Policy and that my responses
to the above questions are complete and correct to the best of my information and belief. | agree that if |
become aware of any information that might indicate that this disclosure is inaccurate or that | have not
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complied with this policy or when a conflict of interest situation arises, | will notify Concern Personnel of
HR and Admin or Executive Director immediately.

Employee Signature with date: Employee ID:
Employee Name: Employee Position Title:
Approved by (Executive Director): Not approved:

Actions in case of not approval:

lFami/y member - husband or wife, parent, son or daughter, son in law or daughter in law, brother or sister, brother in law or sister
in law

Person in a close relationship - any person with whom a staff member has a financial relationship (business partner,
co-owner of property, person to whom the staff member has made a loan, or from whom they have obtained a loan,
etc)
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