Assignment 3 Identifying and Preventing Security Risks

	Name


	

	Date assignment started
	

	Date assignment completed
	

	Technical Certificate

Level 2


	Keeping the workplace secure and preventing theft and loss



	Links to Retail S/NVQ


	Contribute to keeping the workplace secure

Work effectively in your own organisation

Also some parts of processing payments 

	Links to Key/Core Skills


	Communication

Information Technology

Working with Others

Improving own Performance

Problem Solving.




Assignment Overview

In this assignment you are asked to demonstrate your understanding of how stores can be affected by the lack of security and what measures can be taken to reduce these effects.  You are also required to identify the areas of potential risk in your workplace and how to deal with actual incidents.

What you need to know before you start this assignment

1. The basic store security procedures

2. The distinction between theft, known and unknown losses and the ways in which these can affect a business

3. Your individual responsibility for being alert to, and preventing, further theft or losses to the business

4. How to effectively complete all till point transactions and be aware of the security implications during the payment process

5. How to be able to identify and respond to potential risk areas and how to deal with actual incidents

6. Understand how to deal with risks to personal safety from physical attacks and how to diffuse the situation

7. How to appropriately report any incidents

8. How to act within the boundaries of the law when dealing with suspected thieves

9. The importance of confidentiality in relation to company and customer information

Information that you may need

1. Your company policies, procedures and emergency plans

2. Paperwork for recording/reporting incidents

3. Data on losses by areas of the store and the key times when losses are highest

4. Legislation on how to deal with suspected thieves

It may be useful to talk to your line manager about this assignment and the areas that you will be covering.

The Assignment


Assignment 3 – Task 1 – Types of Losses and Security Measures

Explain what is meant by theft, known losses and unknown losses.

Give examples of each and the impact these losses can have upon the store.

	
	What is it?
	Examples
	Impact



	Theft


	
	
	

	Known

losses


	
	
	

	Unknown

losses


	
	
	


Assignment 3 – Task 2 - Identifying Areas of Risk of Losses


Discuss with your employer the importance of maintaining confidentiality of information, not only for this assignment, but also during your everyday work.

1.  Give examples of the measures your store uses to maintain the confidentiality of the information.

2.  Carry out a security Risk Assessment of your workplace covering the various topics listed, and identify any risks and what security measures, precautions or procedures could be introduced to reduce the risks.

Use the table on the following page to help you to plan this.

Tip: Remember to consider the following areas for your answer: - the actions that you can take; protection devices; CCTV; security guards and store detectives.

	Topics to consider


	Potential risk
	Security measures, precautions or procedures that could reduce the risk

	1. Layout of the store


	
	

	2. Positioning of the tills


	
	

	3. Opening and closing till procedures


	
	

	4. Cashing up procedures 


	
	

	5. Positioning of stock on display (particularly high value stock)


	
	

	6. Staff coverage – particularly at key times of the day when most at risk


	
	


Assignment 3 – Task 3 - Diffusing Potentially Difficult Situations 


1.  Give four examples of how poor body language or behaviour by staff can create difficult situations. Give examples of good body language and behaviour which could diffuse a potentially aggressive situation. 

	Examples of poor body language or behaviour


	Effect
	Examples of good body language or behaviour

	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	


2.  Give an example of where a simple disagreement in your store escalated into an aggressive situation. How could this have been prevented and handled more effectively?

Assignment 3 – Task 4 - Suspicious Actions


Identify things that would make you suspect that stock or money might be being taken from your store.  Explain why these things make you suspicious and what action you would take in these situations.

	Suspicious action
	Why is it suspicious?
	What action would you take?



	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	

	5.


	
	


Assignment 3 – Task 5 - Shoplifting


Think of three different shoplifting techniques you have seen being used or if you have not seen any examples, think of how it could be done.

Explain what action you took or could be taken.  Do you think you dealt with these incidents appropriately? If not, explain how you could have dealt with them more effectively.

Tip: If most of the goods in your store are taken using the same method, consider how shoplifters could steal from other types of outlet (e.g. department stores).

	Shoplifting technique
	Action taken, or could be taken
	Any other actions that could have been taken



	1.


	
	

	2.


	
	

	3.


	
	


Assignment 3 – Task 6 - Threats and Emergency Situations

Discuss with your manager and record the emergency measures your store has in place for each of the situations listed below.  Explain what actions YOU personally should take. 

	Emergency situation
	Measures/procedures in place
	Action you personally should take



	1. Fire


	
	

	2. Bomb alerts


	
	

	3. Evacuation of store


	
	

	4. Staff/customer accidents


	
	

	5. Staff/customer violent incidents


	
	

	6. Suspect packages


	
	


 Assignment 3 – Task 7 - Account of any Emergency Situations


Write a detailed account of any actual emergency situations you have been involved in and the actions which you and others took.  Was the incident dealt with appropriately or could it have been handled more effectively?  How?

Tip: If this contains enough detail and is signed and dated by a witness (probably your manager), you may be able to use this as a witness testimony.

Alternative to Task 7 if you have not been involved in any incidents:

If you have not been involved in any emergency situations, discuss this with your manager and find the written records of other situations which have arisen.  Was the incident dealt with appropriately and could it have been handled more effectively. How? Use the space below to record your findings.
Assignment 3 – Task 8 - Raising an Alarm 


1.  Explain when you should take action personally and when you should refer an incident to someone else.

2.  Describe any situations where you have needed to refer to someone with more authority.  Why did you need to refer to them?

Assignment 3 – Task 9 - Processing Payments


Give examples of five different payment methods. For each of the different methods, list the things you should check to ensure there is no fraud involved.  Use the table to below to record your answers.

Alternative to Task 9:

If your store does not deal with a range of payment methods, give examples of the payment methods other stores, such as department stores or the larger national stores, use.

	Payment method


	What should be checked?

	1.


	

	2.


	

	3.


	

	4.


	

	5.


	


Assignment 3 – Task 10 – Returns and Defective Goods
1.  Describe any situations where you have identified or dealt with defective goods?  What did you do and why?

2.  What is your company policy on returns of goods?

3.  Why does your company operate this policy? (You may need to discuss this with your manager.)

4.  What should you do with the products/goods if they are defective?
Assignment 3 – Task 11 - Pricing and Ticketing


1.  Look around at the different products in your store and identify if any have tickets/price tags etc. which are incorrectly attached or which show the incorrect price.  Make a note of what you have found below.

2.  Explain why it is important to have ticketing and pricing procedures and that staff follow these correctly.

3.  Explain how you would deal with any incorrectly priced goods according to your company procedures, general retailing principles and the law.

4.  Explain what you need to do when reducing the price of goods and what legal points you need to take into account.

Tip: Remember to include any relevant legislation.


Assignment 3 – Task 12 – Summarising your Findings

Discuss your assignment findings with your manager and write a short paragraph of four or five sentences that summarises what you have found from completing this assignment. 

Tip: Ask your manager to add a comment too.
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