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Strathcona Hotel

Policies & Procedures

Subject:
Security – Incident Reporting Procedures
Effective Date:
September 2008
Policy:
This policy is written in accordance with Occupational Health & Safety Regulations and on the recommendation by our company insurance lawyers. This policy is to ensure the safety of all employees and guests while on the premises of the Strathcona Hotel and establishments.
There will be two bound hard cover books to log all guest incidents located at the Front Office or Night Club office. 

Incident Day- timer Book
· Lead Doorman on duty must log all names of security staff working that shift including their own name with a notation referring to them being the lead hand. 

· All incidents are to be noted by the responding doorman with a brief description of the incident. Please refer to a list of questions in the front of the assigned “Incident Day-timer”.

· If a more detailed description is necessary it is to be written in the “Detailed Incident Book” 

Detailed Incident Book

· Write the date that coincides with the “Day-timer book”, your name and the time of the incident.
· List any witnesses with contact numbers (this includes staff)

· Refer to the list of questions on in the front of the Incident book that needs to be answered. Be specific and brief, only write what you witnessed or did. Do not write any personal assumptions or comments.

If there is a severe incident which must be dealt with first thing in the morning by the daytime management an email should be sent to: 
Rheal.bard@strathconahotel.com

Terry.friesen@strathconahotel.com

Birgitta@strathconahotel.com

grant@strathconahotel.com
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