
How to Create and Run a 
Tabletop



Module Objectives

1. Define the purpose of a tabletop.
2. Participate in a virtual tabletop by discussing each scenario.
3. Understand how to design a tabletop.



Module Framing

1. Purpose of a Tabletop

2. Participation in a Tabletop

3. Designing a Tabletop



What is the purpose of a tabletop?
- Building “muscle memory” and confidence

- Thinking through school based roles and communication 
structure

- Learn/Norm on best practices for your school
- Proactively practice scenarios in a safe space 

- Proactively find gaps in your plan

- *Even adults learn best by “doing” and not just passively 
listening or reading!

4



Unit 1: Let’s PARTICIPATE in a 
Tabletop! 
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Norms & Understandings
•Right now, to the best of our knowledge, all staff and students are safe

•It’s important to think through scenarios so that we reduce panic in real 
situations

•YOU ARE NOT GOING TO SAY THE WRONG ANSWER. There are a 
ton of good options, we will talk about which are best/great

•Have to be willing to trust and be vulnerable

•We are all figuring this out together



Framework to think through- ICS



Best Practices- ICS
•The Incident Commander (in charge of situation) directly completes as few tasks as 
possible- focus on delegating and seeing the whole picture, responding to changes in the 
situation
•Depending on scenario, not all teams may be used or needed

•The Team Leader may change scenario to scenario, and should be the person with the 
most experience in that area, NOT necessarily positional power







Best Practices: 

-Parent: Move to different space, find staff 
member to stay with them

- Let admin know, contact classroom teacher 
for info

-Ask a team member to contact bus vendor

-Camera in hallways during dismissal? On 
buses? How to contact driver? 

-Contact law enforcement in timely manner 
and/or as soon as methods to gain 
situational awareness aren’t locating student



Scenario 1
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Reflect on Tabletop: 

-Norms & Framework

-What did I want participants to learn?

- How to address a missing student (outside of school hours)  scenario

-How to plan for multiple stakeholder communications - emphasis on parent/media communications

- Break Scenario into section - what do you want participants to take away from each section?

- Small takeaways

-Holistic practice/safe space to think through a scenario
- 

-



Unit 2: Let’s DESIGN a 
Tabletop! 
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Design a Tabletop: 

-Norms & Framework:  

- Who is your audience? What comfort level, expectations, and experiences do they have 
to start?

-What do you want participants to learn?

- Break Scenario into section - what do you want participants to take away from each section?

-Small takeaways

-Holistic practice/safe space to think through a scenario

- Gap in thinking about all stakeholders and equity 



Norms & Understandings- Want to edit?

•Right now, to the best of our knowledge, all staff and students are safe

•It’s important to think through scenarios so that we reduce panic in real situations

•YOU ARE NOT GOING TO SAY THE WRONG ANSWER. There are a ton of 
good options, we will talk about which are best/great

•Have to be willing to trust and be vulnerable

•We are all figuring this out together



Set Objectives

1. Review policies and procedures

2. Evaluate communication procedures and identify gaps

3. Identify resources needed vs. available

4. Identify training needs

5. Identify improvements and create an action plan to address those 

needs



Write Scenario

1. Be specific in time and location

2. Make it plausible to your school

3. Give the basics



Construct Initial Questions

1. Why are these prompting questions?

2. What outcome are you looking for your audience to come to?

3. Is the level of specificity appropriate for the initial questions?

a) Who should be contacted?

b) What do you advise the staff to do regarding the immediate 

steps?

c) Who is in charge of the situation?



Share Responses to Questions

1. THERE ARE NO WRONG ANSWERS

2. Give best practice answers, verbally or in writing.

3. Identify the next steps that need to be taken.



Chunk the Rest of the Scenarios

1. Determine how many incident developments you want total.

a) Recommend 4-6 incident developments

2. Each incident development should include the time and 1-2 details 

that are adding to the scenario.

3. Spiral the incidents so they intensify as the scenario unfolds.



Construct Question Guides for Each Incident Development

1. After each scenario development, write your question guide of 2-5 

questions for your audience to answer and share.

2. Construct your own responses to each of these questions and 

measure these responses against the answers your audience gives. 

These responses should revolve around BEST PRACTICES for your 

school.

3. You want these questions to really take a look at the roles and 

responsibility of your ICS, but also take into account other factors.

4. These questions should prompt next steps.



Construct Scenario Debriefing

1. Brainstorm with the audience the parents, community, and 

media communication once the incident is over.

2. How will the staff and students be debriefed?



Reflect and Debrief with Your Audience

1. How did they feel during this scenario?

2. How did the ICS come into play with this scenario?

3. What do they think are the biggest challenges or gaps in the 

current systems?

4. What plans can be made to identify solutions to the problem 

encountered?

5. Any “AHA” moments?



Reflect on Tabletop as Creator

1. What did I want participants to learn?

2. What did I want participants to take away from each 

section?



Next Steps After Running a Tabletop

● Module Handout

● “Family Reunification After an Emergency Event” Module

● Recorded Training of “How to Run a Tabletop”

● www.joffeemergencyservices.com

● Post-Module Survey

http://www.joffeemergencyservices.com

