
 

                                     Burglary    / Break-in 

Staff Member believes   Security believes break-in 
 

break-in has occurred    has occurred 
 

      

Call Security on x3333 and advise   Security secure the area and 
 

your Manager    notify Police 
 

     
 

       
 

       

   

Notify occupier of the office (by 
 

Staff member should compile list   
 

  phone if during the day or by  

of items believed stolen or    

  leaving a message if during the  

damaged     

   night / weekend)  

     
      

       

       
 

        

 
 

Security call Police 
 

Forward copy to Security 
 
 
Police investigate – may chose to 

discuss matter with Security, 
Staff Member, Manager etc  

       
 

        
 

         

       

Police forward a copy of the Forward to Security On Duty Security Officer writes 
 

Police Report detailing date of ‘Incident Report’ to be forwarded to  

if sent directly to   

offence, reference number, nature 
Staff member Manager Security and a copy to 

 

of offence, contract details  Insurance Officer  

     

       

        

        
 

        
 

         

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
KEY 

 
Liaise with Manager Security (Kirsten 

Jeffery ext 5734) to determine if 
other incidents can be linked for 

insurance purposes 
 
 
 
 

Insurance Officer creates record/file 
on incident and if required raises 

unique project no. in GL 
 
 

Insurance Officer advises 
incident and forwards relevant 
details to Insurance Company 

and obtains Claim No. 
 
 

File closed on 
claim 

 
 

All relevant paperwork, including copy 
of police report to Insurance Officer 

 
 
       

Asset 
  

       
 

  List of stolen items deleted    Accountant  
 

  from Asset Register by Asset    creates  
 

  Accountant    adjusting journal  
 

      entry for GL  
 

         

         

       
 

        

 Insurance Officer advises Dept.     On completion of 
 

 to proceed with replacement of     replacements Insurance 
 

 stolen property etc and    
 Officer notifies Insurance  

     

 provides appropriate project     Company of details of 
 

 no.     claim 
 

           

         
 

            

  Insurance Officer banks/    Insurance Officer receives  
 

  receipts cheque and provides    cheque in settlement of   

        

  appropriate coding for GL    claim  
 

            

 
 

Action by Insurance  Action by Asset  
Action by Security  Action by Staff 

 

Officer  Accountant   member  

     

         


