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POLICY STATEMENTEUK 5 B
Reporting of incidents, fire, safety, and etc....., made for submission to the management (General
Manager), with the findings and recommendations.
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PURPOSE/ H i
For Police references or hotel and action taken.

N EZR NS R BUT B S %
PROCEDURES/F2FF

1. The following guidelines could be used by Security Officers who has to conduct an Incident Report.
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2.

a) Prepare On The Date/34 H #E %
It is important that the Incident Report must start immediately and finish on the same day. This
will facilitate speed to cover guests who may leave the Hotel and the staff before the shift is
over. Once they go home, it would be difficult to question them on the following day. Major or
significant occurrences such as involving death or substantial loss of assets should be reported
promptly to the General Manager.
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b) Obtain Complete Information/3k 154415 &
In order to complete the report fully, the Investigation Officer should make every effort to
obtain complete information concerning the incident including the names and address of
witnesses. The report must constitute and accurate account of statements and other
descriptions of the incidents.
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c) Interview The Guests And Other Witnesses/ i & & A A1 H Tk A
The Investigation Officer should interview the guests and other witnesses to obtain the
information necessary to complete the form. The guest may be provided with a copy of his/ her
own statement if he/ she requests.
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3. Acopy of the Loss and Incident Reports is attached.
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LOSS AND INCIDENT REPORT/#t e RIS {th 4R 5 %
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OCCURRENCE/Z44
1. Date/H i : Time/$AF (am/pm)
2. Place/H r5:

3. Type of Incident/ case/3 /-2 7.

Complaint/ Victim of the Case/%1f. 2 EAN
4. If Room Guest/ﬁﬂ%z&ff%gﬂ
Name/1t: 44

NRIC/ Passport No./J" 4% 5

Address/hi ik

Room No (if any)/ 5315

5. If Staff/il & m T
Name/tk: 4

NRIC/ Passport No./ i .25 :

Department/#5[]

6. Brief Facts of Case /35 /ML :

7. Person (s)/ Suspect (s) involved in the case/JLIEG5E AME R ARG A

a)

b)

c)

d)

9. Findings/ Evidence Adduced/ 3 ZiiF -
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10. Action taken by whom/#1E A :
11. Police report (if any)/Z &4} 15
a) Station /& FK: Tel/H 1k
b) Report No/#R&5 %% . Date/ H 1H:

c) Name of Police Investigation Officer i & S &5 k44

d) Made by:

12. Case involving properties/ S/t 45
a) Properties stolen/ damaged /4 XN AR AT YD e
Value /MMH:

b) Properties recovered )1k :
Value/f/H & :

c) How disposed off /iifaf kb ¥E:

d) Other remarks/#57FE :

13. Case not involving property (body injury, discipline etc) :

ST REE NSE. S

14. Recommendation for further action (if any) :

Xof ik — 2 A B A R R AL

15. Other Comments/ Remarks :/HAth £7%
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