TABLETOP EXERCISE – Intruder Scenario
Summary

This tabletop exercise aims to test the response of staff when faced with an intruder on the premises, including how staff obtain and share information, protect their own safety, escalate to the Head Teacher and police, implement lockdown procedures where required, communicate with relevant parties, and support pupils and staff following the incident.
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





Inject 1

Scenario time
Tuesday, 10.15am.
Information
A member of staff reports seeing an unknown adult enter the education setting through a side entrance. The person is not wearing a visitor badge and has not signed in at reception. Staff are unsure whether the individual is a parent, contractor, or member of the public. The person is currently believed to be on site but has not been located.
There is no confirmed information that the person is armed or violent, but staff are concerned because the individual appears agitated and has refused to respond when challenged from a distance.
	· What immediate actions should staff take to obtain and collate information about the incident?
· Who should be informed first, and how will the Head Teacher or senior leader be alerted?
· What information should be gathered before deciding whether to challenge the individual or contact the police?
· If staff do challenge the person, how can they do this safely without putting themselves or others at risk?
· At what point should staff contact the police on 999?
· What actions are required to keep a clear log of decisions and actions?
· Are any other actions required?
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Inject 2

Scenario time
Tuesday, 10.30am.
Information
Further reports indicate that the intruder has moved towards a teaching area and is behaving aggressively. A member of staff believes the person may be carrying an item that could be used as a weapon. Pupils and staff are in classrooms, corridors, and communal areas. Reception has received several calls from parents who have heard that there may be an incident at the setting.
Police have been contacted on 999. The Emergency Management Team is asked to meet, where safe and appropriate, to establish a plan of action. Staff need to consider whether to implement partial or full lockdown procedures and how to manage communication, welfare, safeguarding, and any potential decision to close the setting.
	· Should partial or full lockdown procedures be implemented?
· How will staff and pupils be alerted, including any specific bell signal, tannoy message, or alternative communication method?
· How will staff account for pupils, visitors, contractors, and staff during the incident?
· What information should be shared with the police and emergency services representatives?
· Should the education setting close, and who is responsible for making that decision?
· How will staff, parents / care givers, pupils, the local authority, and the media be informed of developments and kept up to date?
· What welfare and safeguarding measures would need to be put in place for pupils and staff during and after the incident?
· How will the incident be recorded, including actions, decisions, and any issue logged on BeSafe?
· Are any other actions required?




