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General Policy Statement:
In the event of a holdup, PROTECTION OF LIFE COMES FIRST! Therefore, (Credit Union) expects each employee to fully cooperate with a robber's instructions. Any type of heroic behavior is prohibited. The Credit Union will not tolerate heroism that exposes others to unacceptable risk of grave injury or loss of life.
Guidelines:
1. REPORTING SUSPICIOUS BEHAVIOR. Employees should always be alert for suspicious persons loitering in or near the Credit Union. Any suspicious behavior should be immediately reported to supervisors.
 
1. ROBBERY PREPAREDNESS. Credit Union management will work with local law enforcement to provide ongoing training to ensure that staff understands understand what to do if and after a robbery occurs. The Credit Union will also establish with local law enforcement an “all-clear” signal, alerting to police that it is safe to enter the building after a robbery. 
 
1. PROCEDURES WHEN ROBBERY OCCURS. If the Credit Union is robbed, employees should:
  
2. Follow instructions. 
 
2. Activate alarm if possible and safe.
 
2. Give the robber the minimum amount of cash necessary, including bait money. 
 
2. Do not volunteer additional currency or information about where additional funds are stored.
 
2. Remain calm and observant. Employees should take mental notes of the robber's height, weight, hair coloring, speech, walk, and anything else of importance.
 
2. If a note is passed, handle it carefully so as to preserve fingerprints. Do not return it unless the robber asks for it. 
 
2. Attempt to observe the direction of the robber's escape and the description of any vehicle involved. However, employees must remain inside the Credit Union and refrain from chasing after the robber.
 
1. EMPLOYEE PROCEDURES FOLLOWING ROBBERY. After a robbery, employees should:
  
3. Lock the doors if safe to do so.

3. Call 911 immediately.

3. Alert management and telephone local police agency.
 
3. Complete any transaction already in progress and inform all other members that the office is temporarily closed for further business.
 
3. Lock the cash drawer and cease operation.
 
3. Remain at workstations unless assigned other duties.
 
3. Refrain from touching anything in the area to preserve the scene.
 
3. List the names, addresses and phone numbers of members who were in the Credit Union at the time of the robbery. 
 
3. Complete a written description of the robber.
 
3. Refrain from discussing the robbery with anyone except Credit Union officers and law enforcementpolice. All inquiries should be referred to the Credit Union PresidentCEO or their delegate.
 
1. MANAGEMENT PROCEDURES AFTER A ROBBERY. After a robbery, management should do (or delegate) the following duties:
  
4. Lock doors immediately after the robber leaves.
 
4. Designate an employee to call the police, FBI, and the security officer or other designated Credit Union official.
 
4. Protect physical evidence the robber may have left behind. Rope off the area where the robber stood to protect the footprints. Prevent anyone from disturbing anything the robber may have touched.
 
4. Ask members to remain until the police arrive. If a member insists on leaving, verify his/her identity and record his/her name, address, and telephone number.
 
4. Once it is certain that the robber has left the area, designate an employee to go outside and display the all-clear signal to the police.
 
4. Coordinate the investigation with law enforcement, employees, and members.
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