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Session Agenda

❑ What are Functional Annexes and Tabletop Exercises?

❑ Which Functional Annexes are required for my Building 
Level Emergency Plan?

❑ Practice Annex: Shelter in Place 

❑ Four Corners Exercises

1. Hold in Place

2. Evacuate

3. Lock Down

4. Lock Out

❑ Debrief 
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Session Outcomes

❖ Learn how to develop S.H.E.L.L. Functional Annexes 
to support emergency preparedness and response in 
your school. 

• How does our Building Level Emergency Response Team 
develop functional annexes 

• How can our Team test their effectiveness? 

❖ Leave with free, reproducible, customizable 
resources.
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New York State Required Teams and Plans
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How can our team develop an effective Plan?
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Plan your response:

Functional 
Annexes

Test the Effectiveness of 
your Plan:

Tabletop Exercises

Revise your Plan
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❖ Written documents 

❖ Focus on specific actions

❖ Developed by your Building 
Level Emergency Response 
Team

❖ Confidential

Functional Annexes must be 
included in your Building-
Level Emergency Response 
Plan. 

What are Functional Annexes?
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• Provide specific information and 

direction 

• Focus on what the function is and 

who is responsible for carrying it out 

• Emphasize responsibilities, tasks, 

and actions

• Explain how the school manages 

each function before, during, and

after an incident

Purpose of Functional Annexes

8

Before During After
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Functional Annexes

9

Annexes are required by Education 

Law § 2801-a and CR 155.17

Annexes must be entered in the NYSED 

Application Business Portal

https://www.nysenate.gov/legislation/laws/EDN/2801-A
https://www.nysenate.gov/legislation/laws/EDN/2801-A
https://govt.westlaw.com/nycrr/Document/I36630acec22211ddb29d8bee567fca9f?viewType=FullText&originationContext=documenttoc&transitionType=CategoryPageItem&contextData=(sc.Default)&bhcp=1
https://portal.nysed.gov/abp
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Translated versions available: 

www.nyscfss.org/safety-plans

https://www.nyscfss.org/_files/ugd/60b30b_92747fa501774cde8833cdbccf1add0b.pdf
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Additional Functional Annexes
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❑ Communications Annex

❑ Crime Scene Management Annex

❑ Public Health, Medical, and Mental Health Annex

❑ Accounting for All Persons

❑ Reunification

❑ Security

❑ Cybersecurity 

❑ Continuity of Operations

❑ Recovery

Resources are available!

https://www.nyscfss.org/_files/ugd/60b30b_e8659777b925442493c546f8440fbac2.pdf
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Functional Annexes: 

Consecutive and Concurrent
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https://www.nyscfss.org/_files/ugd/60b30b_e8659777b925442493c546f8440fbac2.pdf


Determine Goals and Objectives
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Goals are broad, general statements that indicate the 
desired outcome in response to a threat or hazard. 

The planning team will develop 
at least three goals indicating 
desired outcome for:

(1) Before

(2) During

(3) After the threat or hazard

Objectives are specific, measurable actions that are 
necessary to achieve the goals. 
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Key Questions

WHAT is the action?

WHO is responsible?

WHEN does it take place?

What happens BEFORE and AFTER?

What RESOURCES are needed?

HOW will this affect specific populations?

Courses of Action
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SHELTER-IN-PLACE

Purpose Used to shelter students and staff inside the building.

Description

A Shelter-In-Place Annex describes courses of action when students 

and staff are required to remain indoors, perhaps for an extended 

period of time, because it is safer inside the building than outside.

Examples when 

the response is 

used

Weather event

Response to mechanical issue

When dismissal isn’t practical

Other

Additional 

information

A Shelter-In-Place can last several hours. 

Depending on the threat or hazard, students and staff may be 

required to move within the building.  

Considerations: determine rooms that can be sealed (such as in the 

event of a chemical or biological hazard), rooms without windows, or 

a weather shelter (to be used during an event such as a tornado).
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Before
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Before
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During
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After
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How can our team develop an effective Plan?

23

Plan your response:

Functional 
Annexes

Test the Effectiveness of 
your Plan:

Tabletop Exercises

Revise your Plan
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Tabletop Exercises

24

• Provide an opportunity for your team to review and discuss 

responses to a simulated incident. 

• Identify the information, actions, and notifications that are 

needed to respond to an incident.

• Identify strengths and areas for improvement in your Emergency 

Response Plans.

Who, What, How

Who are key participants? 

What are your actions?

How do we improve our response?
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Tabletop Exercises

25

Assess the need

What part of your Emergency Response Plan are you testing?

Define the scope

Participants: Who are the key people?

Write a statement of purpose

What is the reason for the activity?

Define the objectives

What are your objectives for this activity? 

Compose a narrative/scenario

What is the narrative for the simulated situation?

What story will set the stage and encourage participants to think about the 

problem?
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Before

Setting: It is 10:05 Wednesday morning, and school is in 

session. The temperature is 40 degrees Fahrenheit outside, 

the sky is overcast, and there is a light breeze from the 

west.
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During

Incident: A tanker truck carrying hazardous materials crashes into another 

vehicle on the road a few blocks from the school. The truck is leaking a 

yellowish gas that is hovering close to the ground.

A motorist comes upon the crash and calls 9-1-1. 

First responders are immediately dispatched to the incident.

The media has begun reporting on the tanker truck crash. 

Family members call the school office to check on the status of their children. 

This is the first the school has heard of the incident.

The school office notifies the building Principal necessitating an Emergency 

Response. 
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During

The principal assumes the role of Incident Commander (as previously 

determined) and calls police dispatch to get first-hand information. Dispatch 

verifies the crash, states that they are still gathering information, and they do not 

tell the school how to respond. 

The Incident Commander assembles the building emergency response team and 

activates the ICS. 

ICS: (Assign the necessary and relevant roles and alternates for the roles, or use 

previously assigned roles as per your Emergency Response Plan)

Due to the proximity of the crash, the school decides to take precautionary 

measures and implements a Shelter-in-Place to seal off the school from the 

possible contaminant.

The school principal uses the intercom system to instruct staff to immediately 

implement a shelter-in-place procedure and seal their rooms. 
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Additional considerations: 

• How is the response initiated?

• Students are outside on a field with their teacher, who is seemingly unaware 

of the incident. From a distance, it looks like some students might be 

coughing.

• In the office, phones are ringing nonstop.

• Fire Department Hazmat coordinator advises they are working to identify the 

chemical spill, the school should follow its protocols, and segregate and 

monitor any potentially exposed students and staff.

• The road will be shut down for hours for cleanup altering bus routes. 

• It is almost lunchtime.

• Consider student medical needs.

• Consider access and functional needs (i.e., difficulty hearing/seeing alarms, 

challenges with mobility, wayfinding, toileting and feeding needs, etc.)

• How is the response lifted (ended)?

During
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Using Your Floor Plans and Area Maps: 

• Does everyone involved know how routes to/from the school will be 

impacted?

• Communication with the teacher outside must occur.  Is there is a safe 

route back into the school building? How should any student medical 

needs be addressed?

• Parents, visitors, and bus drivers arriving at the school will need 

direction.

• Which windows need to be sealed? Who will do this, and where are 

the supplies?

• Will any utilities need to be shut-off?

{Consider additional building specific problems that could occur}

During
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After
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Four Corners Exercise

Annex Discussion Groups

1. Hold in Place

2. Evacuate

3. Lockout

4. Lockdown

Turn and Talk Exercise: 

numbered rows turn to the row behind you

32
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Four Corners Exercise
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Spokesperson: Traveled the farthest

Notetaker: Wearing the brightest color

Timekeeper:  Has the shortest first name
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TASK 1

Functional Annex

34

❖ You are a Building Level Emergency Response Team in a 

hypothetical school.

❖ Work together as a team to consider the annex.

Discuss the Annex:

Purpose 

Description

Examples 

Additional information

7 minutes
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❖ Review the Goal and Objectives.

❖ Work together as a team to consider how to develop Courses of 

Action/best practices to determine how the response is initiated.

Questions for Consideration:

• Who will initiate the response, how will it be initiated, and what is 
your backup plan if the system fails?

• How will you communicate with students outside of the building?

5 minutes

Before
TASK 1

Functional Annex: BEFORE
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TASK 1

Functional Annex: During

❖ Review the Goal and Objectives.

❖ Work together as a team to consider how to develop Courses of 

Action/best practices of providing situational instructions.

Questions for Consideration:

• Who will develop the situational instructions and how will 
they be communicated?

• Consider who makes the decisions, how the info is 
communicated out, and how do staff contact someone if 
they experience one of these situations?

5 minutes

During
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❖ Review the Goal and Objectives.

❖ Work together as a team to consider how to develop 

Courses of Action to meet the objective to Tend to 

Emotional Needs.

Questions for Consideration:

• Who will tend to the emotional needs of your students and staff?

• How will you determine who needs support? 

• What will you do after 1 day, 1 week, 1 month, and 1 year?

5 minutes

After
TASK 1

Functional Annex: After



Spokesperson: share one tangible takeaway from your Annex 
group with the same Annex group

60 seconds per Annex group

Total time 5 minutes

38
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How can our team develop an effective Plan?

39

Plan your response:

Functional 
Annexes

Test the Effectiveness of 
your Plan:

Tabletop Exercises

Revise your Plan
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❖ When you conduct a tabletop exercise at your 
school, who are the key participants? Why?

❖ Read the scenario and consider:

• What are your initial actions?

• What steps can you take to improve your 
response?

• How can you improve your Functional 
Annex? 

10 minutes

40

TASK 2

Conducting a Tabletop Exercise: Who, What, How
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How can our team develop an effective Plan?
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Plan your response:

Functional 
Annexes

Test the Effectiveness of 
your Plan:

Tabletop Exercises

Revise your Plan



• What was new 
information?

• What are you already 
doing?

• What is one next step 
for your 
district/school?



www.nyscfss.org
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https://www.nyscfss.org/safety-plans
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https://www.nyscfss.org/_files/ugd/60b30b_04acd5b31b634dba94bd9510e753f811.pdf


Plan 
Development 
Resource 
Packet
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https://www.nyscfss.org/_files/ugd/60b30b_e8659777b925442493c546f8440fbac2.pdf


Resource 7a:
Functional Annex 
Considerations
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https://www.nyscfss.org/_files/ugd/60b30b_e8659777b925442493c546f8440fbac2.pdf


Resource 7b:
Functional Annex 
Worksheet
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https://www.nyscfss.org/_files/ugd/60b30b_e8659777b925442493c546f8440fbac2.pdf


Resource 10b:
Designing a Tabletop 
Exercise
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https://www.nyscfss.org/_files/ugd/60b30b_e8659777b925442493c546f8440fbac2.pdf
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For more information

New York State Education Department
Office of Student Support Services

518-486-6090

safetyplans@nysed.gov

New York State Center for School Safety

844-897-9567 or  800-330-1420 (ext. 205)

NYSCFSS.org

Please contact our team with questions or to request additional information
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