TABLETOP EXERCISE – Full Lockdown – FACILITATOR
Summary

This tabletop exercise aims to test the response of staff when faced with an immediate threat to the site requiring a full lockdown. It is designed to help staff practise raising the alert, securing the premises, accounting for children, staff and visitors, communicating with emergency services, and maintaining a clear log of actions and decisions.
This exercise is designed to last approximately one hour.
	Approximate timings
	Activity

	5 minutes
	Introduction to exercise

	5 minutes
	Inject 1

	15 minutes
	Group discussion

	5 minutes
	Inject 2

	15 minutes
	Group discussion

	15 minutes
	Debrief
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Inject 1

Scenario time
Tuesday, 10:20am.
News bulletin
“Police are responding to reports of an ongoing incident close to a local education setting. Members of the public are being advised to avoid the area and follow instructions from emergency services. Roads nearby may be temporarily restricted while officers assess the situation.”
Information
The school office receives a call from a member of staff who is outside the premises and has seen police activity near the main entrance. At the same time, several parents begin contacting the education setting after seeing social media posts about a possible threat in the area. The headteacher is considering whether to initiate a full lockdown.
	· Who has authority to initiate a full lockdown and how is that decision communicated?
Headteacher or nominated deputy should initiate the full lockdown in line with the Emergency Plan. Staff should understand the agreed escalation process and know who can authorise the lockdown if the headteacher is unavailable.
· Should 999 be called at this stage, and what information should be provided using the ETHANE mnemonic?
Call 999 where there is an immediate threat, suspected danger to life, or uncertainty about risk to the site. Use ETHANE to provide: Exact location, Type of incident, Hazards, Access routes, Number of people involved, and Emergency services required.
· How will the full lockdown alert or agreed code word be communicated to all staff, including duty staff at break times?
Check the alerting method in the Emergency Plan. Consider internal phones, radios, tannoy, pre-agreed code word, runners only if safe, and arrangements for staff supervising outdoor areas or break times.
· Where should children, staff, volunteers and visitors rendezvous within the premises?
Refer to the pre-agreed lockdown areas. These should be known by all staff and able to accommodate the expected number of children, staff, volunteers and visitors. Avoid areas visible from outside where possible.
· Who is responsible for locking external doors and windows, drawing blinds where applicable, and ensuring people remain out of public sight?
Nominated staff who are not directly supervising children may be allocated this task if it is safe to do so. Staff should not place themselves at additional risk. Children should be moved away from windows, glazed doors and public view.
· How will attendance reports be collected from each area, including staff, children and visitors?
The office or agreed coordination point should contact each area in turn for an attendance report. Include pupils, staff, volunteers and visitors. Any missing persons or additional persons should be escalated to the Emergency Management Team and emergency services.
· Are any other immediate actions required?
Keep a log of all actions and decisions. Establish Emergency Management Team arrangements, maintain contact with emergency services, restrict external communications until messages are approved, and refer to the Full Lockdown action card in the Emergency Plan.




Inject 2

Scenario time
Tuesday, 10:45am.
News bulletin
“Emergency services remain at the scene of an incident near a local education setting. Police have asked people not to travel to the area while the situation is being managed. Parents and carers are being advised to wait for official information from the school and emergency services.”
Information
The full lockdown has been initiated. Staff and children are inside the building, windows have been secured, blinds have been drawn where possible, and groups have been asked to remain quiet and out of sight. The office is contacting each area in turn for attendance reports. Parents are gathering at the site boundary and calling the school for updates. Emergency services have asked the Emergency Management Team to maintain lockdown until advised otherwise.
	· How will the Emergency Management Team meet and maintain contact with emergency services during the lockdown?
The Emergency Management Team should meet only where safe and practical. Consider remote or internal communication methods, maintain a single point of contact with emergency services, and follow advice from police or other responders.
· How will staff be kept updated without creating additional risk or confusion?
Use agreed internal communication channels. Messages should be clear, short and consistent. Avoid unnecessary movement around the site and ensure staff know to remain in lockdown until authorised to stand down.
· What information should be shared with parents and carers, and who is responsible for approving messages?
Messages should be approved by the headteacher, nominated deputy or Emergency Management Team lead. Communications should reassure parents and carers that the setting is following lockdown procedures and emergency services advice. Avoid sharing unconfirmed details.
· How will the education setting manage parents or visitors arriving at the site while lockdown remains in place?
Parents and visitors should not be allowed into the site during lockdown. Refer to emergency services advice and use approved communication channels to advise parents not to attend, or to remain away from the site until instructed.
· What welfare and safeguarding measures are needed for children, staff, volunteers and visitors during a prolonged lockdown?
Consider access to toilets, medication, first aid, children with additional needs, distress, quiet reassurance, staff welfare and safeguarding oversight. Maintain supervision and ensure any concerns are recorded and escalated.
· How will all actions and decisions be logged throughout the incident?
A nominated person should keep a contemporaneous log of key times, decisions, communications, advice received, actions taken, and rationale. This should support later debrief, safeguarding follow-up and recovery activity.
· What arrangements are required once emergency services authorise lockdown to end?
Only end lockdown when authorised by the Emergency Management Team and/or emergency services. Communicate the stand-down clearly, account for all pupils, staff and visitors, provide welfare support, manage reunification if required, and prepare agreed parent/carer communications.
· Are any other actions required?
Refer to the Full Lockdown action card, Emergency Plan, safeguarding procedures, communications strategy and recovery arrangements. Capture learning points and actions during the debrief.




