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Robbery Quick Reference Guide
Basic Tips for Robbery Prevention:

1. Install strategically-located panic buttons throughout the location, and provide key personnel with handheld panic buttons.

2. Ensure that alarm system has either a radio or cell phone backup communication.

3. Properly maintain and test your alarm system on a regular basis.

4. Install time-delay safes and keep excess cash inside.

5. Utilize closed-circuit television cameras (CCTV) and digital video recorders (DVR)

6. Place surveillance (public view) monitors at the business entrance.
7. Keep a “dummy” recording device in plain view, as robbers often try to steal the surveillance tape, CD and, sometimes, even the entire recording unit. 
8. Ensure that an adequate amount of surveillance, time-delay and other warning placards that are placed in plain view.

9. Ensure that there is adequate lighting in the parking lot and inside the business.
10. Make certain that there is good visibility from inside and outside the business:
a. Trim or remove shrubs and trees from around windows

b. Limit the amount of window decals and advertising

11. At opening, employees should take notice of:

a. Persons loitering around the building, or waiting inside parked vehicles

b. Any signs of forced entry into the building

12. At the close of business employees should:
a. Check the business to ensure that all customers have exited

b. One employee should exit first and, if clear, give the “thumbs up” to the others

13. Have a minimum of two employees at opening and at close.
14. Minimize the amount of available cash on the premises:

a. Use armored couriers to pickup bank deposits

b. Perform regular cash pulls from registers

c. To minimize loss, keep bank deposits separate from the business’ operating cash

d. Teach employees to minimize the amount of time their cash registers are open
e. Employees should count their register funds away from public view

15. Make every attempt to hire quality personnel:
a. Perform new-hire screening and background checks

b. There is often an internal connection with robberies, so carefully interview every potential new employee

c. Make certain that all employees are trained regarding robbery prevention procedures

16. Make certain that employees are aware and pay close attention to all customers:
a. Greet every customer as they enter

b. Pay close attention to customers who ask a lot of questions about the business:

i. How many employees are working

ii. Open and close times

iii. Amount of cash on premises or sales

iv. Inquire about surveillance, armored couriers or other security devices

v. Customers loitering around – could be waiting for a lull in business

What to do During a Robbery:

1. Safety is the first concern during a robbery, so everyone must try to remain calm

2. If safe, employees should attempt to activate the nearest panic buttons
3. Follow all of the robber’s commands

4. Be certain to inform the robber of any surprises, such as someone about to return or a different shift coming in to work, etc.

5. During a robbery, do not:

a. Make any sudden movements

b. Get between a robber and his point of exit

c. Attempt to resist or delay the robber

d. Argue or fight with the robber

e. Attempt to apprehend or chase the robber 
6. Be extremely careful, but make every attempt to pay close attention to any details regarding the robber’s appearance:
a. Number of robbers

b. Where they went inside the business and what they touched

c. Race

d. Height and weight

e. Clothing description

f. What was said and speech characteristics

g. Weapon type

h. Vehicle type and license number

i. Direction of travel

7. If possible, provide the suspect with any marked bills, bait money or tracking devices which have been provided by the police
What to do After a Robbery:

1. Even if a panic button was activated, an employee should immediately dial 9-1-1:

a. There could have been a false activation with the panic button, so police may not be on their way
b. If injuries were sustained, employees must ensure that emergency medical personnel are responding, as well
c. To provide descriptions about the robbers, the get-away vehicle and the direction of travel  

2. A responsible employee should immediately lock the front doors – this keeps the robber from returning
3. Treat or care for any injured people

4. Move all employees and customers away from any areas where the robber went or touched

5. Ask any customers to remain until the police arrive.  If any refuse, attempt to get his or her contact information

6. Immediately secure a video tape or a CD for the police officers
7. Immediately pass out Suspect ID forms and have all witnesses complete one, and have them write a statement for the police which describes the event
8. Be certain that a responsible employee contacts the business owner or someone from the business’ corporate office

9. Do not discuss the robbery with the media
