
 

Section 5  
CRIME PREVENTION AND SAFETY 

 
 
CRIME PREVENTION 
 
Working at any job that handles money makes you a potential target for a robbery.  Most robberies are a planned event; 
the place is cased out by a robber who decides if a particular store is an easy target and when to rob it.  A robbery occurs 
so suddenly that there is little time to think.  It is an unpleasant experience because you feel so helpless.  By responding 
properly in a crisis situation you can reduce your chance of becoming a victim of violence or injury.  The purpose of this 
section is to present you with the realization that a robbery can occur and what steps you can take to promote your safety 
before and if it happens.  We will cover the following areas: a.) What the company is doing to deter criminal activity in the 
store b.) What you can do to deter criminal activity in the store and c.)  What you can do if a robbery occurs. 
 
 
WHAT THE COMPANY IS DOING TO DETER CRIMINAL ACTIVIT Y 
 
The company is concerned about you work environment and job safety.  If you have any concerns or suggestions, we 
want to hear from you so we can improve our operations and maintain a high standard of safety for our employees.  
Below is a list of what Subway is doing to protect you: 
 

 We try to schedule at least two people in the store at night (when the sun goes down) even though the sales volume 
may require only one person. 

 We provide information about crime prevention in the form of the Subway to Subway weekly newsletter, footnotes and 
crime prevention class. 

 Camera monitoring systems with digital video recordings are installed to deter potential robbers since they know we 
are recording at all times. 

 Panic buttons are installed in the case of an emergency. 
 The store is designed to deter robberies. 
 The lighting inside and outside makes it easier to see at night. 
 The booths are low so you can see what is happening inside the store. 
 Peep holes are installed at the employee entrance door and the back door so you can see who is trying to enter. 
 Stickers are put up to inform potential robbers that we have a small amount of cash in the register after dark. 
 Height stickers (at the door) are used to assist in the description of a robber. 
 We encourage law enforcement officers to visit our stores at night by giving a free sub to any police officer in uniform. 

 
 
WHAT YOU CAN DO TO DETER CRIMINAL ACTIVITY  
 
There are steps you can take to help deter potential robbers from targeting your store.  Failure to follow these procedures 
puts you and your fellow employees in jeopardy and may lead to severe disciplinary action.  Review these measures 
periodically to prepare yourself for anything unexpected. 
 

 BE ALERT !  Pay attention to what is happening around you; especially if it doesn’t seem right.  Go with your gut 
feeling.  If you feel threatened or something is not right, immediately pick up the phone and dial 911 because you’re 
probably right (you will not get in trouble for trying to save your life). 

 Establish eye contact with every customer and observe their actions.  Let them know that you will recognize them. 
Robbers don’t want to be identified later. 

 Make cash drops every hour to limit amount of cash in the register.  Drop the dollar amount in your cash register to 
$50 after dark.  Lowering the amount of money in your register greatly reduces your chances of being robbed.  
Remove the temptation and you reduce the likelihood of getting robbed.  

 Keep the door to the back room closed and locked at all times.  NEVER ALLOW UNAUTHORIZED PEOPLE OR 
UNSCHEDULED EMPLOYEES BEHIND THE COUNTER.  Over 50% of robberies are committed by former 
employees. 



 DO NOT GO OUT THE BACK DOOR AFTER DARK! DO NOT OPEN THE BACK DOOR AFTER DARK . 
 Make sure the digital video recorder is on at all times.  If not, immediately inform the office.  This is a serious violation 

of company policy. 
 DON’T FLASH THE CASH!  When making a deposit, transferring funds, or counting money, never display the cash.  

Cash should be counted in private.  “Flashing the cash” tempts potential robbers.  Cash should not be out on display 
or left unattended for any amount of time.  Make drops immediately, make change quickly, and reduce your chances 
of becoming a robbery victim.  Give the impression that there is not a lot of money in your store.  

 If someone looks suspicious, ask the customer ahead of the person, “Are you together?” The customer will usually 
turn around and look at that person. 

 Keep the store clean and orderly.  Robbers presume sloppy looking stores have sloppy cash procedures. 
 Notify management whenever any security equipment, such as door locks, security cameras, digital video recorder, 

etc., is not working. 
 Keep company business confidential.  This information should not be discussed with customers, relatives, or friends.  

Be suspicious of anyone asking question that relate to store security, operations, robberies, or sales. 
 Employees should not leave store unattended during business hours for any reason. 

 
When entering and leaving the store you are a vulnerable target for robbery.  By following these simple procedures, you 
will greatly reduce your risk of becoming a victim: 
 

 In the morning  
o Drive around your store before entering (look for unusual signs) 
o Enter with caution then lock the door until opening 
o Always check the back door eye viewer to be certain the delivery person is outside and not held hostage (Is 

there a password you can use with the delivery person?) or have all deliveries come through the front door. 
o Keep the door entrance to the kitchen area locked until the lunch rush begins. 
o Call for help if any unusual event is taking place (e.g. homeless person asking for money). 

 
 After sunset (at dark) you should : 

o Keep the door entrance to the kitchen area locked 
o Never open the back door regardless of who it is 
o Make sure you are recording on the monitor 
o Avoid going out to the customer serving area unless to clean up (otherwise you may be an easy target) 
o Anytime you feel uneasy or suspicious call the police (911) 
o Be alert of what is happening around you – be suspicious of anyone loitering or hanging around 
o Reduce the cash drawer to $50 

 
 At closing you should : 

o Check the bathrooms before locking the front door 
o Send one person out (in a car) to drive around the store to identify any problems outside (lock the front door) 
o After inspecting the premises either signal to the supervisor the OK to leave the store or if a problem exists 

then signal to the supervisor to keep the front door locked and call the police to check it out. 
 

DON’T PUT YOURSELF IN JEOPARDY  
 

You know that a robbers’ view of a “good” robbery is one with “no hassle”.  A study by Frank Zimring and James Zuehl 
conducted of 181 armed robbers in five state prisons revealed that guns are usually carried to intimidate the victim.  When 
faced with resistance, however, robbers are prepared to use violence.  In almost half the commercial robbery deaths, the 
victims resisted, “Robbery victims who resisted were forty nine times more likely to be killed than those who cooperate.” 
 
If a robbery should ever take place in your store, your safety, not the loss of money, is what is most important to us.  The 
best way to handle a robbery is to know what to do before it happens because a robbery is traumatic and not an everyday 
occurrence.  The robber has planned this event over and over in his/her mind.  A robber will panic when things do not 
happen the way they planned, so follow these guidelines: 
 

 Take a deep breath and try to remain calm.  Your main objective is to give the robber the money and get him out of 
your store as quickly as possible.   

 Listen carefully and obey the commands of the robber.  Do not over-cooperate; just give the robber what he wants 
and get him out of the store and you out of danger. 

 Do not argue with, or resist, the robber in any way.  If a person says they have a gun, treat it that way, Take all 
robbery attempts seriously. 

 Listen carefully and respond immediately to demands. Most robberies happen within 90 seconds so robbers don’t 
want to repeat demands. 



 Be courteous and tell the robber that you will do what he requests. 
 When you move, explain why so that your actions cannot be misinterpreted.  “I have to reach below the register to get 

you a bag for the money.” 
 Never move to activate an alarm.  This could frighten or anger the robber. 
 Do not chase or follow the robber. 
 Call the police immediately.  Then call your General Manager. 
 Lock the front door.  Ask any customers, or witnesses to stay until law enforcement officers arrive.  If any witness 

insists on leaving, obtain his or her name, address, and telephone number.  Do not lock witnesses inside the store if 
they refuse to stay. 

 Do not touch anything the robber might have touched. 
 Sit in the dining area and write down what you can remember about the robber’s description.  Avoid discussing any 

information with other witnesses. 

 
HOW TO AVOID VIOLENCE SHOULD A ROBBERY OCCUR  
 

 Never resist a robber! Instead, treat him like your best customer. 
 Don’t try to use any sort of weapon.  Robbers are nervous during the act, and could explode into violence if you 

produce a weapon. 
 Stay still.  Don’t make any sudden or unexplained movements 
 Keep your hands where the robber can see them.  If your hands need to move, even to the cash drawer, tell the 

robber where they are going. 
 Calmly tell the robber about customers, staff or others on the premises, if you expect your supervisor to arrive, or if a 

car is pulling into the parking lot. 
 Never stare at the robber. 
 Make the “transaction” as short as possible: the sooner the robber is out of the store, the sooner you are safe. 

 
 

WHAT TO DO AFTER THE ROBBER LEAVES  
 

 Never chase a robber.  Not only might he hurt you, but the police could mistake you for a robber and go after you 
instead! 

 After the robber leaves, call the police.  Don’t hang up until the police dispatcher tells you to.  Then call your manager 
or store owner. 

 Lock the store and don’t let anyone in so that the police can fully investigate the crime scene. 
 Immediately write down as many details as you can.  Remember a description of the robber, type of getaway car, 

witnesses’ names, addresses and phone numbers.  Ask each witness to wait for the police, and give each a paper 
and pencil to write down their individual observations. Discourage them from conferring with each other. 

 
 
IDENTIFYING ROBBERS 
 
Regardless of the precautions taken, no store can be labeled completely “robbery safe”.  If a robbery has occurred it is 
important to note anything you can remember about the robber immediately.   Such information includes:  

 sex 
 race  
 approximate age, height, weight 
 hair color  
 clothing 
 glasses 
 jewelry 
 outstanding feature such as tattoos, birthmarks, or scars 
 weapon, which hand the weapon was held   
 mannerisms 
 getaway vehicle make, color, license number, damage or outstanding features, direction of escape   

 
Remember, the more information you can offer the authorities, the better their chances of apprehending the robber. 
 
 
 
 



CRIMINAL DESCRIPTION 
 

 
 
 
 
 
 
 
 
 
 
 

  
  

 

 
 
 
 
 
 

SPEECH 
PROFANE/ ABUSIVE 

SOFT/ POLITE 
APOLOGETIC 

ACCENT 
STUTTER 

DEEP/RASPY 
EFFEMINATE/ HIGH 

LISP 

HAIR 
LONG 

MEDIUM 
SHORT 

BALDING 
STRAIGHT 

AFRO 
WAVY 

BRAIDED 

TATTOO 
FACE 
ARM 

HAND 
FINGERS 

BODY 
NAMES 
INITIALS 

WORD/PHRASE 
PICTURES 

TEETH 
GOLD 

GOLD DESIGN 
MISSING/ GAPS 

BROKEN 
PROTRUDING 
VERY WHITE 

DECAYED/STAINED 
DENTURES 

BRACES 

MISSING BODY 
PARTS 

EARS 
EYE 
ARM 

FINGERS 
HAND 
LEG 

FACIAL HAIR 

FULL BEARD 
GOATEE 

MUSTACHE 
LARGE SIDE 

BURNS 

SCARS/ 
BIRTHMARKS 

FOREHEAD 
FACE 

CHEEK 
NOSE 
CHIN 
ARM 

HAND 

COMPLEXION 
LIGHT 

MEDIUM 
DARK 

POCK MARKS 
FRECKLES 
PIMPLES 

EYES 
CROSSED 
BULGING 
SQUINT 
BLINK 

AFFLICTED 

CLOTHING 
PANTS/SHORTS 
HAT/STOCKING 
SHOES/BOOTS 
DIRTY/ TORN 

JEWELEY 
LOGO/BRANDS 

GLOVES 
MASK 

BUILD 
SLENDER 
MEDIUM 
HEAVY 

FACIAL 
ODDITIES 
PROTRUDING 

EARS 
PIERCED EARS 

FLAT NOSE 
HOOK NOSE 

HAIR LIP 
CHIN 

PROTRUDING 
CHIN RECEDING 

RACE 
CAUCASIAN 

AFRICAN AMERICAN 
HISPANIC 

ASIAN 



 
DESCRIBE THE SUSPECT 

 
 
SEX________RACE_______AGE_______HEIGHT_________WEIGHT_______ 
 
 
HAIR COLOR_______________________  HAT__________________ 
 
COLOR OF EYES____________________  SHIRT________________ 
 
GLASSES__________________________  COAT_________________ 
 
FACIAL HAIR_______________________  PANTS _______________ 
 
COMPLEXION______________________  SHOES_______________ 
         
TATTOOS, SCARS, OR OTHER MARKS  WEAPON______________  

__________________________________  AUTOMATIC   
SPEECH INPEDIMENTS OR ACCENTS 

__________________________________  REVOLVER      
DISTINGUISHABLE GAIT OR LIMP 
 
__________________________________ 

ADDITIONAL DESCRIPTION OR COMMENTS: 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 



SAFETY PROCEDURES 
 
It is the goal of this company to provide a safe and comfortable environment for our employees and customers.  Therefore 
it is important that everyone observes the safety rules.  No task must ever become so routine or so urgent that every 
safety precaution is not observed.  The prevention of accidents, of injuries, and of damage to property must always 
remain uppermost in the mind of every employee.  The following procedures must be followed to ensure the safety of our 
employees, especially in crisis situations. 
 
CLEANING SUPPLIES / CHEMICALS  
 
Some cleaning supplies can be poisonous if they come in contact with food.  Others may burn your skin or lungs, or cause 
health problems if they are swallowed or inhaled.  Keep in mind these points when handling any chemical in the store. 
 

 Know the location and use of the Material Safety Data Sheets (MSDS).  These sheets provide information on every 
chemical used in our store, especially for emergency situations. 

 Keep cleaning products away from food.   
 Follow the directions on each container, note all cautions and danger signals.   
 Keep aerosols and flammables away from fire and heat. 
 Keep cleaning products in their original containers. Be sure containers are closed when not in use.  Identify the 

solution in all store containers by labeling each bottle or container. 
 NEVER MIX CHEMICALS TOGETHER!   
 Clean up any chemical spills right away. 
 Should a chemical get in the eyes, flush with water and seek medical attention if irritation persists. 

 
FIRE 
 
Be alert, if you smell something burning notify the supervisor in charge and follow these guidelines: 

 
 Be prepared, and learn the location and operation of the fire extinguisher in your store.  
 Check the extinguisher monthly. Call for recharging when needed. 
 In the event of a fire, notify the fire department immediately. 
 If the fire is small (e.g. in the trash receptacle), attempt to use the fire extinguisher to put it out.  Keep your distance 

and spray at the base of the fire. If it is not immediately extinguished, exit the premises.  Be careful, small fires can get 
out of control quickly. 

 Keep exits free and clear of any obstructions. 
 If the fire source is unknown or not confined, evacuate the store of employees and customers immediately, conduct a 

roll call to ensure everyone has been evacuated. Go to the nearest phone and call the fire department.  Notify your 
Store Manager or Area Supervisor immediately. 

 You can prevent fires by:  
o turning off and/or unplugging equipment that is smoking or sparking  
o placing only approved containers in the microwave  
o do not overload outlets and report frayed cords. 

 
FLOORS 
 

 Wear enclosed, supportive, not-skid shoes when working to help avoid falls. 
 Do not leave objects on the floor which obstructs traffic patterns. 
 Wet floors are slippery so always use caution when walking on a wet floor. Never run in the store. 
 Should there be any spills on the floor, mop the area immediately and place a “CAUTION: WET FLOOR” sign in the 

area until it is completely dry. 
 Should there be any precipitation (rain or snow), place caution signs in wet areas around doors. 

 
KNIVES 
 

 Use caution when handling knives.  Cuts are the #1 cause for employee injuries.  Use caution around other sharp 
objects such as vegetable slicers. 

 If passing a knife to another person, always pass it with the handle first and the blade down. 
 When cutting, make sure the sharp edge is down with the free hand clear. 
 Always cut away from the body. 
 Never place a knife in to dishwater that is unattended. 



 If you get cut, apply direct pressure to stop the bleeding and clean the wound.  Apply a clean bandage.  If you cannot 
stop the bleeding, seek medical attention. 

 Report all injuries to your Store Manager or Area Supervisor. 
 

Knives should never be given to a customer. In the event that a customer requests that his/her food be cut, the food 
should be brought to the counter and cut by the employee. A plastic knife may be given to the customer. 
 
LADDERS 
 

 When using a ladder always make sure all braces are fully locked. 
 Make sure the ladder is firmly planted on a level surface. 
 Keep ladders free of oil, grease, or other slippery substances. 
 Never stand above the designated step on the ladder. 
 Never climb on a chair or box to reach for products. 

 
LIFTING 
 

 Never attempt to lift something that is beyond your strength.  Get help from someone if necessary. 
 Always crouch down (bending at the knees) to the object to be lifted. 
 Get a good footing and keep a firm grip on the object to be lifted. 
 Keep your arms straight and your back as straight up and down as possible. 
 Lift slowly and gradually. Avoid twisting motions as you lift. 
 Lift by standing up or pushing up with the strongest muscle (legs). 
 Put things down by generally reversing the above procedures. 

 
POWER FAILURE 
 
A loss of electricity may occur due to circuit overload form equipment, due to a storm, or due to repairs from the electric 
company.  If a power failure occurs follow these procedures: 
 

 Ask all customers to leave the store. 
 Lock the door and put up a sign stating, “We are closed, our nearest open store is _______.” 
 Call the electric company for assistance and direction. 
 Keep the doors to the cooler and freezer closed. 
 Close Glass cover on sandwich unit or put lids on pans. 
 Unplug any equipment to avoid damage form a sudden power surge when the electrical power is restored. 
 Notify your Store Manager and Area Supervisor. 

 

 
EMPLOYEE INJURY 
 
Although injuries at Subway are relatively infrequent, it is important that you know what to do in the event of an injury no 
matter how minor it may seem.  Our company is a Non-Subscriber to the Texas Worker’s Compensation Act and covers 
you under our On-The-Job Injury Benefit Plan.   
 
You must follow these guidelines and instructions to avoid any delay, denial, or indefinite interruption of payment of 
medical bills: 
 

 Any injury sustained while directly performing your job duties must be verbally reported to your Store Manager 
immediately.  Do not wait until after your shift or end of the day. 

 You must then complete a written report on the “EMPLOYEE’S FIRST REPORT OF INJURY” form and submit it to 
the office within 48 hours following the injury occurrence. 

   
Failure to follow either of these steps may result in a denial of your benefits. 
 
Any employee who seeks to file an injury claim is required to submit to a drug screening at the time of treatment at the 
medical facility. You will be sent to a company approved medical facility for treatment.  Medical care and treatment by 
physicians not approved is only acceptable following an injury to provide immediate emergency care.  You must seek 
follow up or subsequent care from an approved physician. 
 
 



 
All employees should seek medical assistance as soon as possible if: 

 You or the manager on duty deems it necessary. 
 You have any cut that does not stop bleeding. 
 Severe pain or dizziness occurs. 

 
Call an ambulance if an employee is severely injured (severe bleeding/ head/ neck/ back injury) or is in a life-threatening 
situation.  Offer to call a family member or the office to transport the injured employee to the nearest medical facility in all 
other instances. 
 
A blank employee first report of injury is provided on the next two (2) pages.  
 



 



 



 
CUSTOMER INJURY 
 
The key to remember in any customer crisis situation is to remain calm and make the injured person comfortable.  Do not 
attempt to move the customer until you can determine the severity of the injury. 

 
If the customer is having a heart attack, or stroke : 
 

 Call (911) emergency services 
 Do not move the customer 
 Stay with customer and reassure customer that medical help is on the way 
 Notify your Store Manager or Area Supervisor immediately 
 Complete customer incident report. 

 
If the customer slips or falls in the store:  
 

 Immediately go to aid customer 
 Ask the customer if there is any pain 
 If fall is serious do not move person, call (911), if fall is not serious, suggest that the person sit down to rest for a 

minute and make sure he or she feels alright before leaving the store 
 NEVER OFFER ANY PAYMENT OR INSURANCE INFORMATION. 
 Complete customer incident report, get witnesses.  
 Instruct the customer someone from the office will contact them. 
 Notify your Store Manager or Area Supervisor immediately. 


