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DRAFT
AIRPORTS AUTHORITY OF INDLA

MEASURES FOR PREVENTION OF THEFT & THEFT RESPONSE

PLAN IN ADMINISTRATIVE BUILDINGS OF AAI

Part—1: Prevention of Theft
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All the employees during office hours shall display their Identity Cards and
extend full support to security personnel / CISF during their checking / frisking.

The employees who sit beyond office hours shall make necessary entries with
signature in Register which will be kept in the custody of key-duty staff.

The employees who are required to attend office for official work on Saturdays /
Sundays / Gazetted Holidays shall give prior intimation to the concerned
authorities for opening of their offices alongwith requisite permission / approval
of their HOD for attending the office.

The persons who are engaged for repair / maintenance of telephones / computers
/ servers and other jobs shall not be allowed to work beyond 1730 hours unless
exigency of work demand for which presence of an employee of AAI is
imperative.

Part— II Theft Response Plan
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The purpose of this plan is to ensure that timely and effective action is taken in
the event of a theft. The plan aims to help minimize losses and increase the
chances of a successful investigation.

Competent Authority

The plan defines authority levels, respon31b111t1es for action, and reporting lines
in the event of a theft.

The following checklist envisage actions and a guide to follow in the event of
theft so as to enable AAI to:

a. Prevent further loss

b. Establish and secure evidence necessary for criminal and/or disciplinary
action

c. Determine when and how to contact the police and establish lines of
communication

d. Assign responsibility for investigating the incident

Minimise and recover losses

f. Review the reasons for the incident, the measures taken to prevent
recurrence, and determine any action needed to strengthen internal controls
to prevent future Theft.
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g. Help promote an anti-theft culture by making it clear to employees and

others that AAI will pursue all cases of theft vigorously taking appropriate
legal and/or disciplinary action.

Every theft case reported at the station / region shall be investigated and the
action taken report may be forwarded to Dte of Admn, CHQ on quarterly
basis as per the pro forma enclosed. The responsibility to report such
incident will rest with respective APDs to Dte of Admn, CHQ through
REDs.

Part — III Action following report of theft
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i.  Each Head of Department / Directorate / APD shall constitute a Theft Standing
’ Committee (TSC) consisting of two officers within his / her own Department.

ii.  The scope of work of TSC shall include :

Conduct a preliminary investigation

Complete description of the item. ( A separate register page-numbered
shall be maintained by the HoD)

The period over which the theft occurred, if known.

The date & time of recovery and how the theft was discovered.

The type of irregularity in the system of internal control, or is there any
inherent weakness in the system of internal control which allowed to it
occur?

Whether the person responsible has been identified.

Whether any collusion with others is suspected

Details of any actions taken to date.

Any other information or comments which might be useful.

Submission of report within two working days to its HoD positively in two
working days.

iii. Based on the report, HoD shall take appropriate remedial / punitive action for

; | referring the case to Security Agency / CISF/ Police authority engaged for the
security of the office / building so as to conduct detailed investigation to recover
stolen items and fixed responsibility.

/ iv. Simultaneous action shall be taken by HoD to report the matter to the respective
/ Admn. Department alongwith a certified copy of the the preliminary report

conducted by TSC for further monitoring or following of case with Police /
Security Agency.
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Part — IV Appointment of Custodian

1. An employee in each directorate / department shall be appointed as custodian
who shall be responsible for the safety & security of the items till they are
delivered / distributed to the concerned department / personnel. The custodians
shall ensure that these items are kept in secured place with properly locked.

ii. If any loss of item found during their custody, these custodians will be

responsible and held accountable for negligence on their part. Appropriate
action shall be taken as per the CDA rules.

Part —V Action to Write—off Material

TSC shall also initiate action to write-off the loss of material / equipment due
to theft / pilferage etc., wherein a representative of Finance shall be included. All
such cases whenever detected shall be listed out by the concerned TSC for seeking
sanction of the Competent Authority to write-off after proper examination and in
accordance with the delegation of powers.

DIRECTORATE OF ADMINISTRATION SHALL BE THE NODAL
DEPARTMENT IN SUCH CASES.
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