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POLICY STATEMENT /B35 75 B
Investigation involves the collection of evidence and information which will assist in establishing the
truth or otherwise of any crime or incident.

AR . 0 E 5 S B A IR TR AT AR i s

PURPOSE/ H ¥
To determine the fact of the case and also serves the purpose of identifying the culprit and the recovery
of the items in criminal cases.

Mg g, WOIERIL, TpEAR R R A .
PROCEDURES/F2FF

1. As a general rule, an investigation will be carried out into the following types of crimes reported in
the hotel, whether or not a police report is subsequently made:-

IR ], T LR SRR AR TR O AR, IR E SR B T

a) Theft or lost of guest’s property./% N\ KW 5 B A% 175
b) Theft of lost of hotel property./ ¥ )& A4 25 5 B 15 .
c) Other theft in the hotel./3% )5 P H H At MG 5547 M .

d) Theft or criminal misappropriation committed by staff.

1 AR )E P A5 B SE i A0 5T .
e) Trespass into guest rooms./12& N % 5 o

2. Security Officers in industry face a difficult task when carrying out investigation, primarily because
they have limited power to do so. Not being police officers it is best that they realize the limitations
and look at investigation as a process of asking questions and hoping for some answers.
Investigation skills can be developed through some practical experience, but what is really needed
of a good investigator is a sharp mind — the ability to relate issues, analyze probabilities and logic to
get the evidence. He must also be able to present facts (evidence) of the case in a logical sequence,
concisely and precisely.

RN EA R, DRz 67 57 NAE S & AF 55 I BRI VF 2 (A AT B SR I B AN A
HFEPERESIERH, XM E-ADNWNATH, EERIERE. Hiree ). EE B4R
SR AR AN o Al 2 2500 H FI S SRS 2R AT R BG4 B AR S #T

GENERAL GUIDELINES/— k¥ S 54t
1. Theft or lost property of room guest:-/{¥ 55 2 A\ KW ¥ iy 2k 2 % .

a) Obtain complainant’s full particulars; you may be required to communicate with him/ her at a later
date.

IS HE R IR R4 5 O, o BRI / i AT — IR DA 20 VA 36
b) Obtain from complaint:-/ M\ ifH ELTS
- Time, date and place the items/ property seen.
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f)

g)

h)

j)

k)

m)

a)
b)
c)
d)

e)

KA HIE Hu SR & .

Detailed description of items/ property.

pagl Ey/liRESAET B

When or where items/ property purchased and cost.

o, FEMR RIS, EZ D

Enquire if the complaint is aware of safe deposit facilities.

W A) 57 2 15 FNIE AT DR 5 1Bt -

Did complaint enquire such facilities./# YF 1 5 A -

Did complainant not make use of such facilities?

R AT AT A FH ORI 1507t 2

Was property insured, and if so, by what company and for how much.

e ds BLE R R S IR, W2, e ORR: 2 w0 I

Did complainant have visitors (staff or outsiders) before the items/ property was discovered missing.
RIS AT CLHT, RFEAEA = WRVTE QIS 3 TaHARPE M) .

Did complainant agree to report the case to the Police Department

WFE R ERERE AL,

Request for complainant’s turn down request.

T RV PRIRE K

Examine door or room, or cupboard, etc. for sign or forced entry.

KB E] . W75 R S R IR .

Check Front Office records to ascertain whether the key of that room had been reported lost
recently, whether any staff had drawn the sub-master and if so, to obtain his or her identify to
follow up.

KA TICS, BE 2 a1 R R R, 2 0E R TS HHLR T, mi
A, T/ A R

Check housekeeping and minibar records for movement of staff to and from that
room. /K A A81Z 55 6] 25 b IR 5% 53 AR AR IE i 5

Check with Engineering/ Maintenance whether any repair work was carried out recently in the

room. /5 23 #H1Z o5 [R] 1) LA R 4E 1510 3¢

Theft by employee:/ 5 L &)

Obtain full particulars of arresting officer.

MNPREEXT G B AT 20 R 15 00 S 05

Check whether offender was on/ off duty at time of arrest and when offense was committed.
R FRAC SE AL TRAT V) 2 R 2 5 BB S S A0 AR s 1A

Obtain full facts or circumstances leading to apprehension of offender.

WA B A W SDubds, A8 IR0

Full description of property, tracing of owners, mode which was carried by
offender./iC KWW AL, BEFRE.

Record statement from offender, paying particular attention:-

TR IRILI LA FRIA

Admission or denial by offender/# A B B INILIEIT N -

Modus operandi by offender/sZjiti JLSEAT NI /7 2.
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f)

g)

h)

Offender’s reason for the crime/JEJL S EILTRAT N HI A

If property belongs to hotel with department having control of property to identity the same
properties.

WER AW G 0], I3 6) [FAE A P R 1]

If property belongs to guest, do the same but keep identify of culprit confidential.

R E T 2N, B2 N FF IR SRR AR .

Preserve stolen property in the conditions as it was discovered with wrappings, covering and etc.

SR A A I A R AR A e i e . AR FF I

Assaults:-/ B 7

Interview both parties separately and obtain full facts from each side. Versions are bound to differ
and the investigator will have to identify the aggressor.

Sl WXTT 25 N 5L, FFMIT RS A H s oL A ANl a1, JEmil R
Bk

Establish cause, motive etc. i & Wi B JR K A1 B HL .

Establish if any weapon was used if so where it was obtained. Seize as exhibit if possible.
R A T s e sl gs AT AL SREL, 4 AT AR Bt s

Check for injuries sustained by both sides, make note of actual injuries immediately in the reports.

R BT B I AR S P L RIS S R SEBR51

Enquire the independent witness willing to come forward, record their statements.
W A S AR UE AL H &5 IRl AT BRA

Arrange for escorts to hospital if necessary.

WA 75 B2 A IR P P .

Accidents:-/ 7= /bS5

Identify of witness./ H 7% .

Details, events and circumstances of accident.
HPIVER TR FA T

Injuries sustained/&F LR ]

Cause of accident and burden or responsibility/ =5 ¥ J& & Fl & 3 57 4F 3% .
Eye witness testimony/ H ik A\ ETH .

Recommended corrective or preventive measures./ & 3 fMz2 S T 55 1 it o
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