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This program is designed to introduce employees to the need and importance of hotel 
security. ���������������������� "!�#�$&%�'�(��*)*+-,�.�/"+0,21

1. Hotels provide a friendly, open environment where guests, employees and visitors enter and exit
throughout the day.  However, from time to time, persons who have no legitimate reasons for
being on property may try to enter the hotel.  These persons are trespassing.  Being aware of your
surroundings can help keep the hotel safe and secure.3�465�7�8:9<;>=�?�@*7"ACBCD�E"F"G�H6I�J�K�L6?CM*NOD"P"QSR<T�U6VXW*D�YC8*ZCV6[
Y�\�]>^�_�D*`�a6bOc�d�E"e�3�42R<fCg"8�h�iOj�k6l2Rnm"o�pOqXr�D*P�Q�s�Y6t6u*vCw
3"4CD�x"y2R

 

2. Being friendly and greeting each guest you encounter serves two important purposes.  It instills a
warm, positive feeling of customer service with the guest.  It also lets any would be criminals
know that our staff is alert and observant.  One way to accomplish this is by practicing the 5/10
rule.  The 5/10 rule is a simple and effective way to show you care and that you are aware.  You
should smile at a person who comes within 10 feet (3 meters) of you and you should greet each
person who comes within 5 feet (1.5 meters) of you.  This should apply to everyone, including
when you encounter a fellow employee.K�LOD*z�{�?-|�}�p6~6���OD�A"�C768"h��O�6D"�6�*�C�6����Rn�656�*7��C�*�6���*�*`
?O���XD*�6�2Rn�*�"�C�"ZXD�iOj�kCl��"�C�C�6D�;>=C[*YCm"o��6?6���O� R¢¡C£�¤"¥
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10 §6¨ hC®*¯*pCD"°"± ¦ m*o"�OD�I*²6³"´*U�Y"µCD¶�· R¢p6¸6¹Oº�A"�"Z�p

10 »6¼ (3 ½ ) ¾ rC¿>D�8"À"Á:9ÃÂOÄ>pC¸Å|&}�A*�"Z6p 5 »C¼ (1.5
½ ) ¾ r6¿ÆD*8ÇR¢È §�¨�É6Ê u*A�J�8Ë9ÍÌ"Î"p�~��"�CDOÏ�ÐSR  

3. As a hotel employee, you are an integral part of our security team.  It is important you report
suspicious persons and activities.Ñ 5C3�4XDX;�=Ò9ÓpChO�X�6v�x�Ô�Õ�ÖO�OD�×�ØCÙ�ÚÛRÝÜOÞ�ß6àXDC8C?OáOâChXãXä"���
D­R
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4. Did you know you can help prevent crime simply by following the 5/10 rule.  Guests enjoy the
customer service and typically criminals do not like to be recognized.  This makes them uneasy
and they feel that they have been noticed and could be identified.  Getting to know guests by
name will also help trigger a would-be criminal to leave the area.  Be aware of your surroundings.p"�"��þ�ÿ6�����
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�2RÝ�� 6768CD"!�#�$�%*Y6t6u"&��C�"ZXD�iOj�kCl�'�M"f�J	( ¶ R<m�o�pOqXr
D�P"Q2R

 
 

5. If you observe persons loitering in the lobby, parking lot, guest corridors, the back of the house or
other areas, approach the person and identify yourself as an employee.  Be professional and
courteous and ask how you may be of assistance and if the person is a registered guest.  If the
person claims to be a guest, ask to see their room key.  If the person claims to be visiting a guest,
ask for the guest’s name and room number.  Use a house phone to verify this information with the
front desk.)�* p,+O�6Y�86Z���- 9/.10Ò9î= Ñ,2�3�4 � 2�5 ¿�687Ò9/9�;�=�D	:6k<;=�?>�@CfCJ
82R )	* f�JC8"h��	AOD*768:9CB�D�Ä�E
F�D�GÅ|�p�s )"H G�H	I�t2R )	* f�JC8�J
K�h
3�4CD"7�8:9 ¨ �
L�M	+�N
O R )�* f�J68�K	��PO@*7�8:9QGÅ|�768
R	!�?	N�SSRÓ� Ê 4¿	T?U ¦WV�X�Y	Z f6g�[1\­R
 

6. If you ever feel uneasy or endangered by a suspicious person, leave the area and notify security or
the MOD immediately.  Note any details about the person such as their height, weight, clothing,
hair color, ethnicity, gender, location, etc.  Remember to never put yourself at risk.)
* p"z6ß"à6D�8��"�"]C± 3 Y	^1_29òpCß
'"M*f"J�( ¶ T�`"¡"�*v6x 3"a�b ¡"�
c���d
^2Rfe"g"b*f�J�86D"[���`�a )ih :"j:9k���:9�l
m:9Cn"o�p�q:9ò²�r:9ò���:9õ��s"t2Rvu
V���%w�yx�s"u
^,_ÆQ�(ÇR

 
 

7. Criminals will also take advantage of an open door.  Do not make it easy for criminals to commit
their crime, make sure all guest and storage room doors are closed and secured.  Do not prop
doors open and leave them unattended as this will create an unsafe and unsecured environment.iCj�k�l
$6V"�"N6£�zCM"mCD*�|{ÆD~}	�2R¢V���5�j�i��"�*iOj�á�âCD~}�� 9���v6~"Y�7�N*?	�
� D<{��C°"��Â
�
�2R¢V���%<{W�6M�U���8
+
� 9Q��5�f	%"���"V"x"yCD*P*Q2R
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TRAINING TIPS ��� G�¯
 

• Try role-playing the discussion between a suspicious person and an employee.  This will help them
feel comfortable in questioning while being courteous at the same time.c Ê ß*à"8X;Æ?X;>=��<�ÆD��"q��
�2Réf�%�Y"t6u"�6��Z	E"FODOÏ�W	s
��� ) D�G | R

• Demonstrate the 5/10 rule with your employees.º*;>=�¯ ¾ 5
¦

10 §6¨ R
 

• Remind employee that their key cards are assigned to each person and if they use the key for a room
they are the responsible party in the room.  Propping doors might be an easier way to get in and out of
rooms, but they are essentially leaving their name on the card reader open to all would-be criminals.G��X;Æ=�N
O"h"Ú������C��A"J686DÛ9 )�* �6� Ê N"OCM<{y��z"f��WN��
� R��6M"N|{Æß�s ©u�F"e
N�� 9k� Z1�8  hC5�j�i�¡6M"�|{ 9òU�%w�yx"D�!
#�¢>Z	N
O�£~¤�¥   R

• Encourage employees to always be observant when in the hotel and out in the parking lot.  Criminals
do not like to be seen.¦�§ ;Æ=*ZC3"4�¿�?"¨,©�ªCW��OW8«
¬C±
­�®SRéiCj�k�l�V�¯����	+"�ÇR
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QUIZ
��������

1. You can help improve customer
service by ignoring the people.¼�½1¾�¿	À�Á
Â	Ã"Ä�Å
Æ�Ç
È	É¼�½1¾�¿	À�Á
Â	Ã"Ä�Å
Æ�Ç
È	É¼�½1¾�¿	À�Á
Â	Ã"Ä�Å
Æ�Ç
È	É¼�½1¾�¿	À�Á
Â	Ã"Ä�Å
Æ�Ç
È	ÉËÊÊÊÊ
a. True z
b. False
Ì

2. The 5/10 Rule helps make the hotel a
safer place because:
5 ÍÍ ÍÍ 10 Î�Ï	Ð Â"Ñ�Ò
Ó
Ô	Õ"Ö
×�Ø�ÙÎ�Ï	Ð Â"Ñ�Ò
Ó
Ô	Õ"Ö
×�Ø�ÙÎ�Ï	Ð Â"Ñ�Ò
Ó
Ô	Õ"Ö
×�Ø�ÙÎ�Ï	Ð Â"Ñ�Ò
Ó
Ô	Õ"Ö
×�Ø�ÙÚ�Û	Ü ÕÚ�Û	Ü ÕÚ�Û	Ü ÕÚ�Û	Ü ÕÞÝÝÝÝ

 
a. Criminals don’t want to be

recognized j�i�V�ß"�����6F"�
b. Smiling is 5/10th of the lawÀ"Á"h

5
¦

10 §�¨ D ·�à §
á
c. Saying hello to 5 out of 10 people is not

too difficult. ºãâåä�J68,¹	Dçæ J�8�|y��Â�V
è R

 

3. Hotels provide:3"4*G�H h
a. An open, friendly environment.I*J6M*N"?"K�LCD�P"Q
b. A restricted access environment.I*J�é
ê�ë~�CF*e6D*P*Q

c. A hazardous environment.

I*J	^1_�D*P*Q
d. A unique environment that is only

open half of the year and operations 
include the hours of 8:00 am to 5:00 
pm.   I"J�ì"íOD�P*Q 9òþ6M*N	î�ïOD6W
�­9ñð
DOW1���	ò

8 ó �
ô 5 ó R

4. Hotel employees are a valuable asset in
helping to prevent unauthorized
persons from gaining access to the
hotel.3�4�;Æ="Z1õ~�	ö	d
÷"ß�E�e�3"46D
8CD�= Ñ ¶~º h�ø
ù�D�ú�û2R
a. True z
b. False
Ì

5. Only security should be alert and aware
of the hotels surroundings.þ�Y*v�xC¸�¹�G�j�m*o�?"�	�"3"46q�r
D*P*Q2R
a. Truez
b. False
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Ì
6. What is an example of a trespasser:ü�ý�þ�ÿ Ù�� ÿ��ü�ý�þ�ÿ Ù�� ÿ��ü�ý�þ�ÿ Ù�� ÿ��ü�ý�þ�ÿ Ù�� ÿ�� ÝÝ ÝÝ

a. A guest 7"8
b. A meeting attendee
² �68�;

c. A friend of a guest7"8CD��*K
d. Someone who has no legitimate reason

for being in the hotel 

� Y"\Å]Æ^Å_��*Z63"4CD�8

7. If you are threatened by a suspicious
person you should still ask them to leave
the property.	�
���
������ ¿���Ù����	�
���
������ ¿���Ù����	�
���
������ ¿���Ù����	�
���
������ ¿���Ù��������� ��������������������
������ �!�" Ò
Ó������ �!�" Ò
Ó������ �!�" Ò
Ó������ �!�" Ò
ÓËÊÊÊÊ

 
a. True z
b. False
Ì

When you have completed this quiz, turn it in to your supervisor. # Ô�$�%'&�(# Ô�$�%'&�(# Ô�$�%'&�(# Ô�$�%'&�(�����*)�+�, � Ù�-'.'/�0)�+�,�1�2�-'.'/�0)�+�,�1�2�-'.'/�0)�+�,�1�2�-'.'/�043333

Name:  5�65�65�65�687777
 __________________________________________________

 
Date:   9;:9;:9;:9;: 77 77

 __________________________________________________
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QUIZ ANSWERS 
����������������

1. (b) False.  You can help improve customer service by practicing the 5/10 Rule.
(b) Y[Z>\�]�^�_ 5 ` 10 a�bdcKe�f�g�h�i�j�k�l�m'n4Z

2. (a) The 5/10 Rule makes the hotel a safer place because criminals do not want to be
recognized.
(a) 5 ` 10 a�b�o�p�q�r's�t�u�v�w�x�y�z�{�s�|�}'~��������'���[Z

3. (a)  An open, friendly environment.
(a) ���'����������w�����Z

4. (a) True.  Hotel employees are valuable assets in identifying suspicious persons.
(a) ��Z>p�q������'���'��������w�������z'����w��� �Z

5. (b) False.  All employees play a part in hotel safety and security and they should be alert
for suspicious persons and activities.
(b) Y�ZS¡�¢£������p�q�u'v���¤�¥����£��¦��'§�w���¨�cG©�ª�«�¬�­'®�¯�����w
����°�±4Z  
 

6. (d) Someone who has no legitimate reason for being in the hotel.
(d) ²�¢�³µ´�¶�·�¸���p�q'w��[Z

7. (b) False.  Do not confront suspicious persons yourself.  Instead, alert the security
department or the MOD immediately. 
(b) Y[ZS~�¹»º½¼�`���������¾�¿�À�ÁÂZÄÃ�z'­�Å�Æ�Ç�\�È�¤�u�É'Ê�Ë'Ì�Í�¶ÎZ
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Employee Sign-Off 
��������������������

___________________ 
Date ( ÏKÐ )

___________________ 
Hotel ( ÑEÒ )

___________________ 
Training Facilitator ( ÓEÔEÕ )

Today I participated in a training program which addressed the importance of being alert of 
suspicious persons and activities.  I agree to observe and follow the safe work practices described 
to me in this training.  In the event of an injury, I understand that I am to report it to my 
supervisor immediately.  I understand that should I have any further questions regarding this 
program or any safety issue, I should ask my supervisor.   
       Ö'��×�Ø�Ù�Ú�Û�Ü�Ý�������w�����°�±�Þ�ß'®�¯�w�à�¹�á�w�â�ã�ä�å�Z>æ�ç�è�é'ê'©ë�ì â�ã���u�v����'a�í�w�a�§�j�_�����Z*æ�Û�î�ï�ð�¢�ñ�ò�ó�ô'w�õ�ö'¾�¿÷cøæ'­�Æ�Çù æ�w�ú'û�ü�ý�þ�ÿ[Z*æ�Û�î�ï�ð���Ö�ä�å�Ê�u�v�����¢�j����'w����÷cøæ'­	��
�æ�w�ú
û�ü�ýÂZ  
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