
Armed Robbery Emergency

 Response Procedures
Preventing Robberies
Instruct employees to take these daily precautions to prevent break-ins and robberies.

· Check all security equipment

· Do not discuss cash levels and security procedures outside of work

· Be alert for suspicious persons loitering on or near the workplace

· Be alert for unfamiliar or suspicious vehicles near the workplace

· Report all suspicious activity to your supervisor

Robbery in Progress (on grounds or in a vehicle)

If employees should encounter a robbery-taking place, instruct them to follow these procedures:

· Remain calm and avoid any action that might incite the robber to act violently. The robber may be nervous. Further excitement by the employee can cause the robber to panic and harm the employee or bystanders.

· Obey the robber's instructions, even if it appears that employees cannot be harmed. Money and property are not worth the price of a life.

· Activate an emergency/holdup alarm at a safe time, e.g., when the robber is leaving. Do not let the robber see the alarm being activated for it may further incite the robber to violence.

After the Robbery

Immediately after the robbery, ensure that no employees have been injured. Once that has been established follow these steps:


1.
Close and secure the office/bus until the police arrive (Don’t touch anything!). This procedure will help preserve the scene of the crime for fingerprints and other physical evidence. 


2.
Preserve any notes that the robber may have written (e.g., a request for money/valuables). 


3.
Immediately call your local police department and executive management.


4.
Each employee/customer involved in the incident should immediately write down their own description of the robber and events; and should complete the Physical Characteristics Form that is supplied (see the next page). Employees/customers should not confer with other witnesses or compare notes. 


5.
Do not discuss any details of the robbery event until the police are through taking statements from you and your coworkers. 


DESCRIPTION OF PHYSICAL CHARACTERISTICS

Robber 1










     Male             Female

Race/Nationality 

Height 


               Weight 

Build 

Hair Color 


    Length 

Glasses?   Yes     No   Frame 

Eye Color 

Scars or Marks 


Weapon Type 

(revolver, automatic rifle, shotgun, knife, etc.)

Jewelry 

Clothing: Jacket 

   Shirt 

   Pants 

   Hat 


          Shoes 

Vehicle Type 

Model 

Color 

License Plate 

Additional Information 


Robber 2

   Male             Female

Race/Nationality 

Height 


               Weight 

Build 

Hair Color 


    Length 

Glasses?   Yes     No   Frame 

Eye Color 

Scars or Marks 


Weapon Type 

(revolver, automatic rifle, shotgun, knife, etc.)

Jewelry 

Clothing: Jacket 

   Shirt 

   Pants 

   Hat 


          Shoes 

Vehicle Type 

Model 

Color 

License Plate 

Additional Information 


