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This checklist has been developed as a guide for
assessing your retail business'’s resistance to loss.

By completing this questionnaire you will contribute to
creating a safer environment for retail.

Answering “No" to a question indicates areas where you
could take action to improve the security of your
business and its stock.
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Retail theft prevention

Signage can be used to deter potentlal thieves from stealing from your business., Staff should be
aware of the highest risk products In the store. High-risk products should be displayed in a secure
mannef. Electronic security systems can be used to ensure products do not leave the store without
payment. Ftting room sacurity i essantial in order to prevent theft from clothing stores. Ensure staff

are aware of suspicious behaviours,

Cuestion

Comment

Date o be

actioned Completed

Do prominent signs tell customers

that bag Inspections may ba
carried cut?

.

d

Do prominent igns tell customers
that goods will not be exchangad
without a recaipt?

Do prominent signs say that thisves
will be prosecuted?

Ara staff advisad to keep a special

watch on goods which are most likaly
to attract thieves?

Ara expansive ftams sacurad In lockad
display cabinetz?

Are electronic bar codes, shop 1D
stickars or ink tags fixed to goods?

Can prica tags be removed or
awitched?

= the usa of fitting rooms closaly
controlled?

Aro staff told towatch customers with
bags, loosa-itting clothing, atc?
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Cash-handling procedures

Establish clear cash-handling procedures within your business to reduce opportunities for crime.
Try to reduce the amount of cash your business deals with. It is good practice to fimit the amount of
money carmied in the cash drawer at any time. Lise as small a float as is practical for your business.
Lock cash drawers when not in use, and clear money from the cash drawer on a regular basis

(2.q. to a safe). Avoid counting cash in public view.

IUse a minimum of two staff, or security senvices, when personally transferming money to or from the
bank, and do not use obvious bank-bags when fransfeming the money. Consider using a reputable

sacurity company to do your banking especially when transfeming large amounts of money.

Question Yes | No | Comment iﬁrﬁ:ﬂ Completed
%?J have estabishad cash- :l D

ing procedures?
Do you have a lockable cash drawer? | [ | ] H
S e[+ 2
ls a company used to fransport cash? | [ | ] |
ls maney counted out of pubicview? | | J

Additional point of sales security

Some simple security measures at the point of sale can prevent loss of stock and money from your
store. Staff should be trained on security measuras relating to the acceptance of credit cards and
other forms of payment.

Comment Date to be Completed

Cuestion Yeg actioned

&

Are staff asked to axamine price
tage and items at point-of-sale for I:I :I D
afteration or damaga?

Arg staff nstructed to check that a I:l :l D

customer's signature matches that on
the card?

Do you ask for suppaorting 1D such as
a driver's licence) to verify the card. I:I :I D
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Protecting your stock

The most valuable asset in your retail store is your stock. Ensure stock-takes are undertaken
regularty. Develop policies and procedures that outline to staff the accepted way to receive stock info
your store,

. Date to be
Cluestion Yes (Mo | Comment actionad Completed

Do you conduct a reguiar stocktake? | [ | [ -

Arg delivary parsonnal, suppliers and
other visitors escorted while onthe | [ | [ -
pramisas?

Do you check that the quantity and

type of goods dalivered comesponds | [ | L -
with wour order?

Protecting your staff

Your staff's safety is paramount. Design your store to minimise the risk to staff. Ensure staff know
what to do in the event of an armed robbery. Emphasise that staff should under no circumstances
physically tackle robbers or shop thieves. Staff should be aware of what to do and who to call in the
event of a robbeny.

: Date to be
Cluestion Yes (Mo | Comment actioned Completed

Cioes the layout minimisa the
chance of physical contact between | [ | [ -
customers and staff?

Do you tall vour staff not to resist
armed robbers, but tobecamand | [ | [ H|

cooparativa?

Do staff know not to physically

struggle with a robber, or grapplefora | [ | [ -
weapon?

Do staff know not to pursuz a robber,
but to close the premises, touch Jd/4 H|
nothing and call the polica?
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Retail store design

When designing your store consider how your design may deter potential thieves. Staff should be
able to see all areas of the store. Customers should be preventad from accessing secure parts of the
store such as your storeroom and office. Merchandise placed near to exits presents a risk.

Question Yes | No | Comment ﬁ::dbﬂ Completed
Can the counter be sean from ocutside

tha business? D :I D
Ara customers prevanted from

accessing the area behind d1d Jd
the counter?

s shehing aranged fo provide good

sightines within the stora? I:I :I D
|5 there stock displayed outside

tha stora? D :l D
Do you keap atiractive or expensive D :| D
merchandisa away from entry/ext?

Keys and valuables control

A record log should be kept to control keys and valuables (e.g. laptops, mobile phones). This wil
identify which staff have access to keys and other valuables, the type of keys and valuables, and the
areas each staff member has access to. All valuables should be clearty marked with the business
details to reduce the likelihood of theft or damage. You should also limit the number of keys and
valuables |eft unsecured or in plain sight of potential intruders.

Question Yes | No | Comment ﬁ:g:ﬁ Completed
Do you maintain a key log? mjin] J
Ave all spara keys sacurad? mjin d
mhﬁ;:?!mm fio sacura thair |:| :| D
E:::es Estsl:l?is location have restricted D :I D
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Surveillance equipment

sunvellance equipment can enhance the physical securty of vour business and assist in the
identification of people involved in anti-social or criminal behaviour. Cameras should be installed with
professional advice to maximise surveillance opportunities. TV monitors should enable staff to monitor
activities on the camera. Videotapas need fo be replaced quarterly to maintain quality images. Staff
should be trained in the comect use of the suneilance system.

Ensure that the requirements of the Survellance Devices Act 2007 (NSW) are adhered to.

. Date to be
Question Yes | No | Comment acioned Completed
Do you have sunaillance equipmant
installed? D :I D
|= footage recorded on video? Jdd
Are cameras monitored? J/'4d J
Doas the businass have a customer
TV monior? d/d -
Doas the camera system need
upgrading? I:I :l D
Are cameras suitably postioned? Jdd J
Ara tapes changed raquiarty? 4|4 J

Have you confimad your practices
comply with the Surveillance a4 Jd
Devices Act?
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Business identification

It is important that your street number and business name are visible from the street fo assist

gmergency senvices locate your busingess.

Question Yes | No | Comment ﬁ::dbﬁ Completed
sty @[ a
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Intruder alarm systems

To enhance the security of your business, you can install a monitored intruder alarm system. Ensure
the systemn has been designed and installed to the Australian Standard. It is suggested that you
consider a supplementary system such as Global Satelite Mobile (GSM) or Radio Frequency (RF)
systems to transmit alamm signals. Thieves have been known to cut telephone lines to prevent access
to security monitoring companies.

Consider instaling a duress facility to enable staff to activate the system manually in the event of an
EMErgEnCY.

. Date to be

Cluestion Yes | No | Comment actioned Completed
ls an intruder alarm system installed? | [ | J

I= the intruder alarm systam

mcnitored? D :I D
Does the alamm have a duress faciity? | [ | -

I= the intruder alarm system and

duress facility regularly tasted? D :I D

Do you have a sticker digplayed

warning of the intreder alarm? 4 <

Safes

Consider installing a safe for added security for yvour valuables. Safes should be manufactured

and installed to the Australian™ew Zealand standard. The safe should be concealed and secursly
anchored fo the foundations. The safe should have a drop-chute facility so that staff can deposit
money without having to open it, and the safe should remain locked at all times it is not being used.
Consider a time delay lock, which means that the safe can only be opened at a particular time

{or times) each day. The safe should be installed in an area where access is limited and away from
public view.

Question Yes | No | Comment gﬁi%bﬁ Complsted
Do you have a safe installad? mjin -
ls the safe secursly anchored? a3 |
ls the safie out of view? Qg |
fl:::;sn:?hesafe have a drop-chute D D D
ls the safe kept locked? a4 =

8 Designing Out Crime



Lighting

Sensor lighting should be installed around the perimeter of your business, particularty over enfry/exit
points. Consider leaving a limited amount of internal lighting on at night to enable patroling police,

securty guards or passing people to monitor activities within your business.

Cluestion

Yesg

No

Comment

Ciate to be
actioned

Completed

Do you have sensor lighting installed?

d

Coes the sansor lighting waork?

Is the business well lit, particularty
at night?

= the lighting positionad ina way to
reduca opporiunities for vandalism?

U oo o

[y iy Nhy N

d
d
d

Designing Out Crime



