
[bookmark: 26]Policy 41010.20: Burglary Procedures

Model Policy Revised Date: 01/01/20043/13/2026

General Policy Statement:
The Credit Union established burglary procedures to protect employees, members, and assets.
The 's (Credit Union)Union's silent alarm will generally alert local policelaw enforcement of to any attempted burglary. The policelaw enforcement will, in turn, notify appropriate Credit Union officers.  Credit Union officers will be responsible for verifying the alarm signal.
Guidelines:


1. PROCEDURES FOR NOTIFIED OFFICERS.
  
0. Do not enter the building alone; wait for law enforcement clearancepolice assistance.
 
0. Search the Credit Union in the presence of law enforcementthe police. Determine whether anything has been stolen.
 
0. If the Credit Union has been burglarized, secure the crime scene, preserve evidence, and advise the Board and senior management.
 
1. PROCEDURES FOR STAFF

1. If staff members discover signs of burglary, they should immediately leave the area if suspicious activity is ongoing and call 911.
1. Notify Officers when it is safe to do so.
1. Staff should avoid touching anything, entering the vault, or cash areas until law enforcement arrives.  
1. Staff should avoid resetting alarms, unless specifically directed by Officers.
1. At no time will staff discuss the incident publicly or on social media unless specifically directed by Marketing.
1. Implement the Business Continuity Plan if operations are disrupted.

1. LAW ENFORCEMENT COORDINATION

2. Credit Union Officers will work with law enforcement, providing relevant information such as access logs, alarm history, and surveillance footage.
2. After being authorized to do so, the designated Officer will identify missing assets and be the liaison for any additional information or requests.

1. PRECAUTIONARY PROCEDURES.
  
3. The amount of cash and other items of value on hand should be limited to minimum operating needs. The maximum amount of coins a teller may maintain outside of the vault during non-business hours is $.
 
3. No one should be allowed to work on the premises until their identity and intentions are verified. Unauthorized persons will not be granted free access to the Credit Union and adjoining offices.
 
3. After closing hours, officers will inspect the Credit Union for proper security. 
  
2. All cash, securities, vital records, and other items of value should be secured in the vault or safe as soon as practical after business hours.
 
2. Vaults and safes should be locked and the alarm system activated.
 
2. During evening hours, the vault or safe, if visible from outside the Credit Union, should be properly lighted to discourage burglaries and to afford the possibility of passersby and the police to observeobserving a burglary in progress.
 
2. All doors, windows, skylights, and any other means of entry should be locked and secured.

1. TRAINING
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