
EVERYDAY PREPAREDNESS PLANNER

01 / KNOW THE PLACE

A little preparation.
A clearer next step.
Use these four short worksheets before a visit, event or working day.
Choose one real setting and make a plan you can revisit.

01

Prepare
Know your setting

02

Notice
Separate fact from assumption

03

Review
Keep your plan useful

PLACE / EVENT / DATE

WHO CAN HELP HERE? WHERE ARE STAFF OR THE INFORMATION POINT?

WHERE CAN I FIND THE LOCAL SAFETY INFORMATION AND PROCEDURES?

ON ARRIVAL, TAKE A MOMENT TO

Orient yourself: routes, signed exits and where to find help.

Check for changes to the setting and any access needs in your group.

If there is immediate danger, prioritise safety and contact local emergency services when it is safe to
do so. Follow venue procedures and emergency-service instructions.

A planning aid for everyday use. It does not replace training, local procedures or professional advice.
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EVERYDAY PREPAREDNESS PLANNER

02 / PLAN WITH PEOPLE

Make the plan work
for the people with you.
A useful plan considers communication, support and the needs of the people who will use it.
Ask rather than assume.

MAKE ONE AGREEMENT BEFORE YOU GO

Who will check in with whom? How will you find help if your plans change?

WHO AM I WITH? WHO SHOULD KNOW OUR PLANS?

ACCESS, MOBILITY, SENSORY OR COMMUNICATION NEEDS TO PLAN FOR

WHAT ASSISTANCE IS AVAILABLE? WHO WILL CHECK THIS IN ADVANCE?

HOW WILL WE CHECK IN IF SEPARATED OR DELAYED?

BEFORE LEAVING

Agree a contact method and an alternative if it is unavailable.

Share only the personal information needed for the plan.

Use initials or roles on this sheet if you prefer. Keep contact details somewhere suitable and secure.
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EVERYDAY PREPAREDNESS PLANNER

03 / PRACTISE CLEARER OBSERVATION

Describe what happened.
Keep the meaning open.
An observation is something you saw or heard. An interpretation is the meaning you give it.
Keeping them separate helps you communicate more clearly.

A FICTIONAL EXAMPLEA FICTIONAL EXAMPLE

At a busy venue, a visitor looks at several signs, walks back towards the entrance and checks
their phone. Your first thought is: “They look suspicious.”

WHAT COULD YOU DESCRIBE WITHOUT USING “SUSPICIOUS”?

WHAT OTHER EXPLANATIONS COULD FIT WHAT YOU OBSERVED?

ONE WAY TO THINK IT THROUGH

The visitor may be finding their way, checking a message or looking for someone. The observation
alone does not establish harmful intent. Context and further information matter.

IF YOU NEED TO COMMUNICATE A CONCERN

Be specific about what happened, where and when. Distinguish what you observed from what you
are unsure about. Share relevant information with the appropriate person and follow the local
reporting procedure.

This example illustrates careful thinking. It is not a threat-detection test or a reason to approach someone.
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EVERYDAY PREPAREDNESS PLANNER

04 / REFLECT AND IMPROVE

One experience.
One useful improvement.
After a visit, exercise or discussion, capture one thing you want to keep and one thing you will
do differently next time.

WHAT HELPED ME FEEL PREPARED OR FIND THE INFORMATION I NEEDED?

WHAT WAS UNCLEAR, DIFFICULT OR DIFFERENT FROM THE PLAN?

ONE CHANGE I WILL MAKE BEFORE NEXT TIME

WHO NEEDS TO BE INVOLVED? WHEN WILL I REVIEW THIS?

BUILD THE SKILLS BEHIND THE PLAN

Explore the iALERT workshop.
Day 1: personal safety, awareness and preparedness.
Day 2: behaviour-based threat detection.

Explore the workshop >

Use this sheet again after practice. If an incident affected you, consider what support you or others may need.
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