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POLICY STATEMENTH 5 5 B

To act and trouble shoot with professional manner.

DLl EER By AR A B SRR FH L

PURPOSE H ¥:

To ensure hotel employees is aware of how to handle death cases.

DO ORAEI S 53 A R0 an 4] Ab PR E AN BTl

PROCEDURESFE)% :

1. Any death in the hotel is cause for concern, firstly because it may spread alarm and an unwelcome

public attention, if it should be misrepresented in the media and secondly, because it would
invariably involve the police department.

FRATLEIJE N A A RIAE T R & S A i 500, B R RINAE T 51 AT TR B e o H.
B 55— ARG AL T . IS G f i s HIR, DO FEAE T M
(e S S NI L TN E NS

Death can be categorized as follows:
FETA LR LR :

Death by natural causes [ R¥ET:

Death by unknown causes A~ J K AE T

Murder ARIET:

In the event of death of the premises, the following procedures are to be followed:

WA SE T F AR I A, AT A AR

STAFF RESPONSE i T f#JER 3% :

1.

Any staff member who receives a report or comers across a seriously injured/dying person should
immediately pass the information to :

AEAT 53 LA BTN G Bl BRI, 225 — I [R5 B 3 2

a) CCTV room telephones extension no 6855/5110 and request for ambulance.

AR W 4% % W E N6855/5110, FFAUR 4.

b) AM on duty at extension #6166.
MK FI P 1 “#61667

c) Telephone operators by dialing ‘0’..

$RAT 0" AL

Remain at the scene and TOUCH NOTHING unless it is absolutely necessary to save life, i.e. such as
applying first aid to stop bleeding, remove a body from a rope which he/she is hanging, removing
obstructing to breathing, removing person from water, etc.
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3.

WRERFIFET I, BrAEAT L 2RI 2 il AR Rt N i) 2B, 4 731%1‘:%&1&
Rt/ b 0 4E 75T, R RHASIIR VIR TT, BT B B R MK i 254

Try to preserve the scene and keep others from touching anything, as valuable fingerprints could be
destroyed in the process.

R RI B DG Hoth N s, DL (04 J03IE 36 s 08 2UHOA .

Hand over scene of incident upon arrival of AM and Security Supervisor, brief them on known
circumstances and action taken.

FE R 5 | FRMT 22 ORE0 328 BR I I A A A e iy, IR0 48 O R0 B TEA% AT 2R L
R it o

Remain to assist in the follow up action and subsequent investigation by police.

BT R DL B ER BEAT Bh I 52 A A I

CCTV Room ZRHMEE

6.

Upon notification of a seriously injured/dying person, the CCTV officer on duty will ascertain:

BRI/ A S, PR P 3 N A -
a) Identification of the formant. A iE A

b) Location of the scene and whereabouts of the informant.

Bl i BARAL B SR NI T EZ AL

c) Condition of the seriously injured/dying person.

/123 B A5

He will inform the following staff to attend the scene immediately:

SRR GRS WY N AP TR E prSi N

a) Assistant Manager on duty. 43 K5 B

b) Security Officer on duty. ¥ ZAREBTE

c) Duty engineering staff if required. W1 75 %, @ LAESEYE R T

Never presume a person is dead unless he/she is officially certified by a qualified medical
practitioner. Based on this guideline, report made to the police telephone (20702222) should be
classified as ‘Person Seriously Injured’ or “Person Collapsed” whichever is applicable.

FEBATA3 2B BRI 10 1E 308 Z UANEIEE HHON SN Ot ARG T E5
fiti b, 12 LI AT AR N, = 2 o B AT A B B o (R RR
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9. If police report has been made, inform Assistant Manager and Security Supervisor on duty. He will
also inform security officer on duty at staff entrance and command post to clear vehicular access t
hotel driveway. He should also brief Assistant Manager on duty and Security Manager

AR A A ZHLRICAR, RIS B AN 2 RSP, A2 07 @A A M A k2R it AT
AT, ] B ) BERT 22 R F 20 T v R 1 A

10. Inform Assistant Manager on duty and Security Manager on any action taken.

I R OK R B 22 OR AR 2 B R AT B

11. Record incident in the security log book.

FEZORAR I AR H & A st i

12. Do not answer any query in relation to the incident unless otherwise instructed by the General
Manager or Deputy General Manager. Refer all queries to telephone operators in the absence of
any specific instruction.

REE R B B e 22 B A VAN O MU BB AR AT 8125, 72 3AT 19 BIRF I AU 2 [
FAF I S L AL

ASSISTANT MANAGER/ SECURITY MANAGER
RERE/ZRHMEE

13. Upon notification of a seriously injured/dying person, proceed to scene immediately.

AW/ T WaE R s, SLRTEE I

14. Attend the person and see if any first aid or medical treatment can possibly help.
W IF B B A RS R BT fi i

15. Inform GM and DGM, make report to police via telephone no 110 and first aid by dialing 120. Also
call hotel doctor to attend scene immediately.
Ko F R A S LSS, [ A YL 1107 IR ST SR 1207 R 2R Bl 38 &l J5 2=
% N SR EEBL; «

16. Isolate the area or room and keep it clear of spectators.

985 2 R 2B L DX sk 18], DR EE L 57

17. If in an open area, erect screen to block off sight public view.

MO AT AE D, e g LORG L7 LA S A N LWL

18. Instruct security supervisor to form and outer cordon to keep spectators away from the scene.

R LRI BE L B Ry B3 LU A i A N L

19. DO NOT TOUCH OR MOVE THE BODY OR ANY INSTRUMENT LYING ARROUND THE BODY unless it is
absolutely necessary — to save life.

FRAFRAAIRHE B ERF T, Wi, WRAZE SRS RS54 A
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20

21.

22,

23.

24,

25.

26.

27.

. Keep others from touching anything as valuable evidence and fingerprints could be destroyed in the

process.

AEAES NIy LB IAAT J e B FR 4L

In the seriously injured/dying person occupies a guest room, obtain relevant inventory and
registration card through the front office and be ready or investigation by the police.

FEA/ T3 B3 s LA R M B P 0 AT SR 2510 R, DO 2R A % .

Hand over scene to the police when they arrive and assist as directed. Brief them on known
circumstances and action taken

FEN 2N R RIS JE A I S B AT IR ZR AT B, A Al Rt 4 LN 0 RS A
20 R ot o

Ensure that the process of removal of the person(s) be arrange via service lift or evacuation
staircase.

T ORAS 0 A R A 8 I 53 T B SO B R AT

If the person has no friend or relative to accompany him/her to the hospital, arrange a bellboy to
provide escort.

AR 2 N I ACEEoR BT AR A/t 2 B g, K ) PR 22 I 5 AL 5 53— AT ATAE

After police investigation has been concluded, any belongings left behind by the person(s) will be
stored for safekeeping until approval to release them has been given.

NEEIVHESR )G, 58 Yol ROt R E, BRIV @R

Notify next of kin without delay and appropriate consulates officer if a foreigner.

Ll i@t kg, waRsbEE N, MEE ki E G .

Compile an internal investigation report.

AR ER A AR

TELEPHONE OPERATOR E.HL

28

29

. Upon notification of a seriously injured/dying person, the operator will ascertain :

BRI HERE, R TN E -

a) Identify of the informant.  ffii\iE &0

b) Location of the scene and whereabouts of the informant.
M H B ARAr B S5 A e AL

c) Condition of the seriously injured/dying person.

DT 1 B

. Pass the information to
5 BICIRG
a) Assistant Manager on duty. 43 K B3
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b) Chief of Security %I
c) Director of Room Division or Front Office Manager. J5 55 & Wi B AT T3 & 31

30. In the event of any query in relation to the incident, obtain instructions from the General Manager,
Deputy General Manager or Public Relations Manager prior to any reply.

FERIE AT SR TR B 2 BT, NS5 21 22 B B RS e BB A G R Ee 3 AR A

FRONT OFFICE AND HOUSEKEEPING Hi /T ¥l 5% 50

31. If the incident took place in a guest room, obtain permission from the police prior to any cleaning or
renting of the room.
WERFEMOKAEAER S5, B AL AVE G J7 Al T & B 1A

32. Sterilize the entire room before returning it for sale.
FEVR ST 598 12 D Bl K B 5[] 5% B T B8

33. In the case of homicide or related case, check the door lock immediately.

Foe VAR B SRS, ST RS ATt

34. As a safety precaution, any HSKP attendant who comes across and occupied guest room with DND
exhibited early morning till 2.00pm and with no sign of any activity should inform Assistant Manager
on duty and /or housekeeping supervisor immediately for further action.

MRGTEHE: WE RS A RIEH ENE LB T F2.00—EITE MM IEA EMESHZ
%, U RLILEDIE RSP R R E B BN 5 1 E URBUGE— P K173

DEPARTMENT HEADS |74 &
35. When an incident of this nature emerges, precautions should be taken by department heads
concerned that he case has been dealt with according to the law.

I HMO AN, A ER 4T S AR 2 BRI Va1 it

36. All related information should be kept strictly confidential and should not be related to other hotel
guests or discussed among staff members.

P AR SRAT JRE =4 45 W O s T AN B 2 78 HL e S 2 N B0 L2 TRl MR
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