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POLICY STATEMENT/BUSE 5
To record all incident happening in hotel premises during their tour of duty.
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PURPOSE/ H ¥
For references of any incident happening with proper documentation and prove.
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1. The daily situation report shall contain an account of all activities and incident touching upon the
security of the hotel within the past 24 hours. The information contained in such daily reports can
be useful as feedback for management as well as the security and other department, and can be
used for analysis and appraisal during periodical reviews of security plans for the hotel.
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2. Each duty Security Supervisor shall be responsible for preparation of the report pertaining to his
shift, and subjects for inclusion in the report should include.
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3. Any Security Personnel coming across any of the incidents enumerated in Para 2 above in the course
of their duties, shall be Duty Bound to pass such information to the Duty Security Officer for
inclusion in the Daily Situation Report after due verification.
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4. Duty Security Officer of every shift prepare the Daily Situation Report and dispatch to Safety &
Security Manager for filling after all actions required have been taken. Information contained in the
daily situation report should, as a general rule be treated as confidential and should not be released
to any person outside the department without prior reference to the Safety & Security Manager.
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