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This template is provided for guidance only. The content must be reviewed and edited to accurately reflect the layout, operation, staffing structure, risks and procedures within your venue.

Generic or unedited policies may not reflect actual practice and may not demonstrate compliance with legal or licensing expectations.


	Crime Scene Preservation Policy

Date Created:
Date of last review: This policy will be reviewed at least annually, or sooner where Significant incidents occur

When a crime occurs on the premises, preserving the integrity of the scene and any potential evidence may assist police investigations. All staff must be aware of their responsibilities and act proportionately, prioritising safety at all times.

STAFF RESPONSIBILITIES
If you become aware of a suspected crime: [Edit to reflect venue operations]
· Do not touch or move any items unless there is a risk to life or safety 
· Immediately inform the Duty Supervisor, DPS or other senior member of staff 
· Where available, inform Management, door staff/security so they can assist with control of the area 
· Follow instructions given by the Duty Supervisor, DPS or security team 
· Remain calm and avoid unnecessary disturbance of the area 
· Make a note of any actions taken or changes observed 

DUTY SUPERVISOR / MANAGEMENT RESPONSIBILITIES
The Duty Supervisor or senior manager/DPS should: [Edit to reflect venue operations]
· Ensure the safety of staff and customers is prioritised at all times 
· Contact the police where appropriate 
· Use door staff/security (where available) to assist in managing and securing the area 
· Take reasonable steps to prevent unnecessary disturbance of the scene 
· Record any changes made to the scene, including by staff, customers or emergency services 
· Provide clear direction to staff and coordinate the response 
· Escalate to the DPS where required 

Staff must not place themselves or others at risk when managing any incident.

CRIME SCENE PRESERVATION GUIDANCE
Where safe and practical, the following steps should be considered:
· Identify the location of the incident 
· Identify any secondary scenes (e.g. where first aid has been administered) 
· Restrict access to the area using staff and/or door staff/security where available 
· Use barriers or other suitable methods where appropriate 
· Do not move or interfere with items unless necessary for safety 
· If anything is moved, record what has been disturbed 
· Note any changes made by emergency services 
· Secure nearby access points where reasonably practicable 

Preservation of evidence must never override the safety of staff or customers. All actions must be proportionate to the nature of the incident and the layout, size and operation of the premises.

By signing below, staff confirm that they have read and understood the Crime Scene Preservation Policy and agree to act in accordance with its contents.

Name: 

Role:

Signature:

Date:
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