Cash Handling, Robbery and Violence Checklist
	Safety, Health and Environmental Checklist
	Yes
	No

	Work Design and Layout
	
	

	Is there good visibility in the work area. Are you able to see out of the work area clearly, and can passers-by see in?
	
	

	Are counters designed high and deep enough to provide some physical distance from the robber and protection for the employee (while still being able to serve the customer).
	
	

	Is cash stored in a location where it is clearly visible to people inside and outside the work area?
	
	

	Are shelves low for good visibility inside the work area?
	
	

	Are all areas - inside and outside – well lit. Is lighting checked regularly and before it gets dark?
	
	

	Are delivery doors locked when not in use (but be sure you are not violating local fire code regulations when doing so)?
	
	

	Are security systems such as video surveillance cameras, mirrors, height markers, observation windows, etc. used and in good working order?
	
	

	Is the fact that security systems and measures are used prominently advertised in the work area?
	
	

	Is it appropriate to consider the use of protective shielding or barriers?
	
	

	Are back entrances or authorised entry to let people in.
	
	

	Do employees have to leave the work area by walking into poorly lit, unobserved areas.
	
	

	Cash Handling
	
	

	Is a cash control policy and procedures in effect.?
	
	

	Have employees been instructed in cash handling procedures?
	
	

	Is a minimum amount of cash kept on the premises, bus or tram? 
	
	

	Is the use of electronic payments such as credit or debit cards encouraged where appropriate?
	
	

	Are the times of day that you empty the cash from machines, and transport of cash varied?
	
	

	Are all large bills ($50 or $100) removed as soon as you receive them?
	
	

	Has your work area Installed and use a locked drop safe or other secure cash holding and storage measure?
	
	

	Are visible signs posted to let customers and members of the public know that minimum cash is kept on the premises? 
	
	

	Safer Work Practices
	
	

	Does your workplace have safety, security and emergency procedures?
	
	

	Are staff trained and know and follow safety procedures?
	
	

	Is banking done regularly, and  a minimum amount of money kept on the premises, bus or tram?
	
	

	Is access to cash handling areas restricted?
	
	

	Are safes and drop boxes kept locked, and the keys kept in a secure location? 
	
	

	Is cash collected and banking conducted at different times of the day?
	
	

	Are doors kept locked before and after business hours and, if possible, when counting cash?
	
	

	Physical Options
	
	

	Are the cash handling areas located away from entries and exits?
	
	

	Is the cash handling area separated from the general workplace?
	
	

	Can staff can see in and out of the cash area (remove posters or other obstructions from windows)?
	
	

	Are mirrors used to help staff see the whole work area and surrounds of the cash area?
	
	

	Is there adequate lighting that can make the target highly visible and increase the chances of offender identification?
	
	

	Do signs or other equipment block vision in cash handling areas of the workplace? 
	
	

	Have anti jump barriers been fitted in front of cash handling devices?
	
	

	Has a mini safe/drop box, strong room or other safety box  been fitted and out of public sight?
	
	

	Have bullet resistant barriers or ascending ballistic screens been fitted, where appropriate, to the cash handling areas?
	
	

	Are all alternative accesses to building blocked (without blocking off a fire exit)?
	
	

	Have time delay locks been fitted to all compartments and counter safes?
	
	

	Are security guards or other security guarding devices used in the work area?
	
	

	Are emergency numbers’ displayed in a prominent position for staff?
	
	

	Does the work area have a first aid kit available to all staff?

	
	

	Electronic Security
	
	

	Is Closed Circuit Television (CCTV) installed and maintained?
	
	

	Is Digital Camera Surveillance and Recording installed?
	
	

	Are surveillance cameras mounted in predominant positions?
	
	

	Are hold-up alarms fitted in all workplaces, centrally monitored and silent in operation?
	
	

	Is there a 24 hour perimeter alarm system?
	
	

	Are there camera and alarm activation points in frequently used positions? 
	
	

	Is roof cavity protection installed?
	
	

	Are mobile and fixed duress alarms in use?
	
	

	Are cash dye bombs in use?
	
	

	Are door alarms fitted – to alert staff that someone is entering the premises unauthorized?
	
	

	What needs to be done?

	(a)
To establish appropriate workplace robbery and violence programs?

	(b)   To improve robbery and violence programs in your workplace?

	


