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Only follow this process if it is clear that the trespasser does not come under the category of Violent Intruder. 
Trespassing is where a person enters a premise and either:
· does not have permission to be there, or 
· their behaviour is such that the site would not give permission for them to be there.  
	Incident type
	Response actions (as appropriate)

	Become aware that there is a trespasser on the property.

	 Notify the manager or other staff member of the description, location and activity of the trespasser. 

	
	 Assess the nature of the trespasser: benign or aggressive (if aggressive – follow the violent intruder process).

	
	 Greet the trespasser, advise them who you are, and ask them why they are there. Whenever possible, ensure that you have a colleague with you.

	
	 If the reason for the visit appears legitimate, take the person to the office where the reasons for the visit can be dealt with.

	
	 If the reason for the visit is not legitimate, explain that they have to leave the premises.

	
	If the person leaves when requested they are no longer considered a trespasser.

	If the trespasser refuses to leave when requested


	 Explain that staff will have to call the police. 

	
	 If the trespasser still refuses to leave ask colleague to call the police.

	
	 If it is safe, stay with the trespasser until the police arrive. 

	
	 If the trespasser gives any indication of violence walk away (if possible keep the trespasser under observation from a safe distance until police arrive).

	
	 When police arrive update them on the situation.

	Follow-up actions

	 Ensure the incident is documented and filed (including providing a report to police).

	
	[bookmark: _GoBack] Advise an executive manager in the event the trespasser may attempt entry to other premises of the business.

	
	 Consider:
· debriefing staff on the incident and assess if your Emergency Management process worked correctly or needs amendments.
· debriefing staff if the incident was a public one to prevent rumours and speculation.


Note: There is no authority under the Trespass Act 1980 for the occupier to physically eject the person from the premises.  If a trespasser refuses to leave when requested, he or she should be told that the police will be called.  The police have the option to arrest and charge the person with an offence, however they will assess each incident and take what they think is appropriate action.
