ROBBERY

Procedure

During a Robbery

a) Do not resist in any way.

b) Obey instructions (remain calm and co-operate).

c) Do not plead or in any way antagonize the robber.

d) Give only what is asked for, no more.

e) Take no action, which may jeopardize your safety (do not attempt to apprehend).

f) Consider all weapons to be loaded and real.

g) Activate the alarm only if safe to do so. (Suspect(s) has left)

h) Has the suspect(s) left the premises?  Unless otherwise advised, the police must assume the perpetrator(s) is still on the premises and is armed.

Be Observant

a) Physical description and characteristics (walk, right or left handed, clothing).

b) Type of weapon used or referred to.

c) Height of robber in relation to other objects (height strips on doors).

d) Suspected accomplices.

e) Direction of escape route (vehicle or foot).

f) Make, model, and colour of getaway vehicle, license and any damage or unusual features.

g) Time of offence.

h) If a note is produced, attempt to retain it.  Do not handle the note any more than necessary, as it may provide fingerprint evidence.

i) If you are unable to retain the note, remember the contents and any peculiarities, i.e. printing, type, handwritten, capital letters, language, pen, ink or marker, etc.

After a Robbery

a) Call 9-1-1 (where implemented) or the emergency number assigned to your area and stay on the line until advised to hang up.

b) Contact your manager/supervisor.

c) Manager/Supervisor to immediately contact the owner.

d) Protect the crime scene.

e) If possible, detain any witnesses until police arrive.  Get names, addresses and telephone numbers of witnesses if they do not want to remain.

f) Write down the details of the robbery on the Robbery Suspect Identity Chart.  Do not compare notes with other witnesses.

g) Do not discuss the robbery with the news media; refer them to the owner.

h) Secure entrances.

i) Do not admit anyone into the building.

j) Await the arrival of the police.

k) Safeguard any notes left by robber(s).

l) Maintain a calm environment.

m) Prepare a list of monies (items) taken.

When the Police Arrive

a) Answer questions as accurately as possible, advising the police of what you know or saw.

b) If not sure, say so.

Prevention and Survival Techniques

What you can do to reduce the risk of being robbed and how to best handle the situation:

Take the Initiative

You have a responsibility to yourself, your family, your co-workers and your customers to ensure your workplace is safe and secure.  While you may never be robbed, you will diminish your risk of robbery and its consequences if you implement the following strategies.

Report Suspicious Circumstances or Persons to the Police

It’s far better to call the police before a problem arises.  It makes a lot more sense to prevent a robbery from occurring than spending time dealing with the consequences.

Parking at Work

All employees should be aware of the potential for such hazards as assault, vehicle theft, break in and carjacking when using a vehicle to come to work.  When using your vehicle at work, protect yourself from these hazards by following these simple guidelines:

1. Before going into the building, drive past the office and look in the windows.  Look for anything unusual.

2. Carry your keys in your hand while walking to or from your vehicle.  You can use them for self-defense if needed.

3. Gather everything you need and check for suspicious people before you exit your vehicle.

4. Do not leave any items in view inside your vehicle.

5. Ensure your vehicle is locked and windows are rolled up.

6. Park in well-lit areas.

7. Walk quickly between your vehicle and the building.

8. When leaving the building, be aware of other people around you.

9. Before entering your vehicle, look in the windows to ensure nobody is inside.

10. Consider using an anti-theft device, such as a club.

Be Prepared

Proper training before a robbery occurs will help you handle the situation.  You will also recover from the traumatic stress of a robbery quicker.  Like any business strategy, you must implement and evaluate your plan frequently.  Most police services provide free comprehensive training on robbery prevention and survival techniques.

Be a Good Neighbour

Communicate with other businesses in your neighbourhood.  Criminal activity in your community affects everyone.  By working together, we can keep each other safe.

Before a Robbery Takes Place – make a Robber’s Job Difficult

If you are a cash handler, you should understand just what makes a robber tick.  Take a few moments and put yourself in the shoes of someone thinking about robbing you.  Robbers are like predatory animals.  They prey on the weak and vulnerable and avoid the strong and able.  If you make the robber feel uncomfortable, he/she will look for a softer target.  Understand that persons who commit robbery are usually opportunistic amateurs.  Most culprits don’t have experience committing robbery.  Acknowledge all customers with a greeting, smile and eye contact.  When transferring or depositing money, periodically change your hours and alternate your routes.

Put the Robber on Stage

Don’t encourage someone to rob you.  Go outside, take a good look at the area where you conduct your cash transactions and take a good look at what someone sees from the outside looking in.  Height strips should be installed on the inside doorframe of all entrances.  They should be clearly visible from the cash register.

Good Lighting

Proper lighting, both inside and outside will help discourage robbers.  Whenever possible, outside lights should be installed above all entrances to the building and in all parking lots.  These lights should be permanently left on.

Clear Lines of Sight

Ensuring clear lines of sight will help you see someone outside casing your premises and will help passers-by see a robbery that may be in progress inside.  Don’t cover your windows with marketing materials.  Don’t pile up crates or boxes in front of windows or in aisles.  Wherever possible, the cashiering wickets should be placed in such a location that is clearly visible through the window from the street.  If a passer-by can see what’s going on inside, a robber may decide that the location is too much of a risk to them.

Building Preparation

All entrances to the building except the main one should be kept locked at all times.  Should an employee require use of a particular locked entrance frequently during the day, they should be supplied with a key.  Panic bars may be installed on at least one back door to the office.  The door will be locked from the outside, but if an emergency occurs and the front door is blocked, employees can then use the panic bar door to quickly escape.

Cash Controls

Think about what a robber wants.  Implement cash control strategies.  Advertise that you only have a minimum amount of cash.  Make a point of having just enough cash on hand to conduct business.  Remember that robbers are like good customers.  If they get what they want, they will be back.  Bait money should be used in all cash handling facilities.

During a Robbery – Make Their Job Easy

Robbers are desperate people.  They are frightened and anxious.  They are often under the influence of drugs and/or alcohol.  Desperation, intoxication and weapons make a volatile combination.  Once a robbery has started, your responsibility is to survive safely.  The best way to do this is to comply with the demands of the robber.  If you resist, you will greatly increase your risk of being injured or killed.

Be prepared to give a robber your best customer service.  This is one cash transaction you’ll want to conduct without any bother.

Robbers bring weapons to give them the confidence they need to think they have control of the situation.  If you don’t see a weapon, but the robber says or indicates that he/she has one, believe them.

Let the robber think he/she has control.  However, if you are properly trained and prepared, it is you and not the robber who will control the situation.

Talk to the robber and tell them what they can expect from you.  Don’t leave them guessing, don’t make unexpected moves.  Put them at ease by telling them that you are going to do exactly what they want.

Do not resist.

Do not argue.

Do not fight.

Do not use anything as a weapon.

Do not follow the robber out of the building.

After a Robbery – Make the Job Easy for the Police

After the robber has left, call the police immediately.  Do not follow the robber out of the building.  Do not rely on the alarm system for faster response.  You will receive faster response by dialing 9-1-1.

It is important that the crime scene remains as undisturbed as possible in order to help police in their investigation.  If you can, lock the doors to prevent new customers from disturbing evidence.  Ask witnesses to remain until the police arrive.  Obtain the names, addresses and telephone numbers of anyone unwilling to wait for police arrival so that police can follow up.  Fill out the Robbery Suspect Identity Chart.

Once the police arrive, they will ask you and other witnesses what you saw, heard, did, etc.  Only tell what you know.  If not sure, say so.

Handling Cash

1. Bait money should be used in all offices where cash is held.

2. Supervisor records the serial numbers of five used, non-sequential $10 bills for each cashier station.

3. Don’t use these bills for regular transactions.  Don’t keep them separated by any means (elastic band, paper clip, etc.) and don’t physically mark them.

4. Each cashier keeps these $10 bills under their regular working supply of $20’s.

5. If a cashier is robbed, the recorded $10’s are included in the cash handed over.

6. If someone is subsequently caught with these $10 bills in their possession, the money will then be used to assist police in tracing the identity of the robber.

7. Cashier floats should be increased to reflect this additional money.

8. Remove $50 and $100 bills from the till as soon as you receive them.

9. Keep a minimal amount of cash in the till, (no more than your float) with all excess cash being stored in a time-lock compartment or safe.  Do not allow cash to build up in the cash tray.  Excess cash in the tray is an open invitation to a robber!  Remember:  The owner carries insurance on the cash and equipment on the premises.  The cost of replacing a stolen safe is not worth the risk to your safety!

10. Store all cash in the safe overnight.  Do not leave it in the cash tray, even if the drawer is locked.

Making Deposits

1. Bank deposits should be carried in an inconspicuous bag (i.e. plain, unmarked, or with the logo of a local retail outlet).

2. Leave by the main entrance of the building and proceed directly to the bank.

3. If possible, drive rather than walk and request that another employee accompany you to the bank.

4. If possible, vary the time of deposits.

5. Do not take deposits home.

