
WHAT TO DO BEFORE A ROBBERY

Training & Drills
All staff should understand the risk of robbery and the importance of
following established procedures. During a robbery, it is important to
remain calm. If you’ve ever been robbed, you may recall the confusion
that follows.That’s why preparing and practicing is so important. And
since your branch needs to operate as a ‘team’, we strongly recom-
mend group training.

We encourage managers to meet with their staff regularly to review
the robbery response procedures and appoint a designated staff mem-
ber to take charge (organize staff, assign responsibilities and ensure
that procedures are followed) in a robbery situation. Your training
should include a contingency plan for absences.

Our designated staff member is:
_________________________________________________________

Our alternate is:
_________________________________________________________

One effective training method involves practicing the procedures as if
a robbery has taken place.Your Risk Manager or local police can pro-
vide assistance with these training drills.

Staff Safety
The safety of employees and members is of prime importance during
and following a robbery. If anyone is injured or in shock, they should
be cared for immediately. Following a robbery, staff should understand
how to get further help if required.

News Media
If the media is to be advised of the robbery, all inquiries should be
referred to your official spokesperson. Staff should be aware of this 
in the training sessions. If you give certain information to the police 
that you do not want released to the media, ask them to keep 
it confidential.

Vault Emergency Procedures
• Install a separate phone line in the vault, or have a cell phone 

available. And don’t forget to test the battery and reception 
regularly.

• Make sure everyone knows how to operate the vault ventilator.
• Staff should also know how to get out of a locked vault.
• An emergency kit containing a flashlight, spare batteries, tools 

recommended by the vault supplier, a spare key for the grill gate,
bottled water, and a first aid kit, should be on hand in the vault.

Robbery Response Procedures:
• Make sure everyone is trained.
• Establish and abide by firm opening and closing procedures.
• Ensure that the premises are well lit and windows are uncluttered.
• Place height indicators at all entrances and exits.
• Make sure your staff is aware of all alarms and cameras.
• Test alarms, cameras and DAT equipment regularly.
• Camera views should be unobstructed. Displays should be viewed 

regularly to ensure the picture quality is high. No one should touch
the security cameras. Removing the disks, tapes or film from the 
recording device or downloading images is the job of your security
company personnel.

• All cash limits should be strictly adhered to.

• Your branch should work with local police and encourage them 
to visit.

• Never allow strangers into the branch before or after hours.
• Be aware of any suspicious activity and report it to your supervisor

or call the police.
• Make sure that all information pertaining to security and cash 

handling is kept confidential.

WHAT TO DO DURING A ROBBERY 

• Don’t try to be a hero. Always co-operate with the robber, listen to
his demands and follow them.

•
If he requests it back, do as he says.

• Include the bait money and/or dye paks with the money.
• Observe the robber’s appearance. (Refer to the Suspect 

Identification Chart on the back.)
• Note the robber’s height when he passes by the height indicator at

the exit.
• Don’t press the alarm or call 911 until you are sure the robber has

left the premises.
•

cle, on foot, etc.) and the direction he took. If you get a description
of the vehicle, write it down as soon as possible:

MAKE__________________ COLOUR ____________ YEAR _________
LICENSE NUMBER ___________________ OTHER _________________

WHAT TO DO AFTER A ROBBERY 

Once the robber has left, your designated staff member should take
charge of the situation, act as liaison between branch staff and police,
and ensure that these procedures are followed:
• Lock all doors and place a CLOSED DUE TO EMERGENCY sign at the

entrance. (Your Robbery Prevention Kit contains a sign.)
• Dial 911 and stay on the line to answer any questions. Don’t hang up

until you are instructed to do so.
• Once the police have been alerted, press the hold-up button.

Directly connected to the alarm company, this is a secondary device
to alert the authorities.

• Make sure that anyone injured or suffering shock is attended to until
medical aid arrives.

• Station an employee at the door to admit police when they arrive.
• Protect the crime scene and any evidence for the police 

investigation.
• Lock all cash drawers.When required, provide assistance to balance

the cash and estimate the loss.
• Organize employees and members to meet with the police to 

provide information. If requested, assist police with the interviews.
• Provide a Robbery Suspect Identity Form to all employees and 

members who witnessed the robbery. Advise witnesses not to 
discuss descriptions or compare information before the police 
interview.

• If there are other witnesses outside of the financial institution, ask 
them to assist with the police investigation. If they do not wish to 
stay, get their contact information for the police.

• Provide the police with an estimate of the loss, completed robbery
description forms, vehicle description, video evidence, the list of 
serial numbers from bait money, and details about the dye paks.

• Make sure that only the official spokesperson is in contact with 
the media.

• Notify the dye pak supplier within 24 hours of the robbery.

Robbery Preparedness Guidelines
This Suspect Identification chart (on reverse) and Preparedness Guidelines are part of a complete Robbery Prevention Kit. The kit is a 
component of a comprehensive loss prevention effort from the Risk Solutions Group. The Risk Solutions Group is a loss prevention team and
part of CUMIS.

If the robber gives you a hold-up note, move it to one side if you can.

If possible, note the robber’s means of transportation (car, motorcy-




