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Welcome and thank you for joining us!

Michele Shahen
Joanna Brierton
Abigail Davies

Kathy Oboyski-Butler
Jennifer Pincoski
Brittany Hecker
Jennifer Elliott

mailto:safetyplans@nysed.gov
mailto:kOboyski-Butler@measinc.com
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Session Agenda

❑ What are Functional Annexes?
❑ Which Functional Annexes are required for my 

Building Level Emergency Plan?
❑ Practice Annex: Shelter-in-Place 
❑ Breakout Room Discussion: Lockdown
❑ Tabletop Exercises: Who, What, How

3
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Session Objectives

❖ Learn how to develop Functional Annexes to support 
emergency preparedness and response in your 
school: 

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

• How can our team test their effectiveness through 
Tabletop Exercises? 

❖ Learn from one another and share best practices.

❖ Leave with great FREE resources.
4
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Enter and read 
responses in 

the chat

Breakout 
room 

opportunities
Share your 
experience

Learn from 
one another

Consider what 
you will take 
back to your 

school

Jot down 
thoughts and 

ideas

Thank you for participating and interacting! 
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New York State Required Teams and Plans
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Building-Level 
Emergency Response 

Planning Team 
District-Wide School 

Safety Team
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New York State Required Teams and Plans
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Who are the essential 
members of your Building-

Level Emergency Response 
Planning Team?

Emergency Response 
Team?

Post-Incident Response 
Team?

Building-Level 
Emergency Response 

Planning Team 



Building-Level 
Emergency 

Response Plan
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Part 1: Basic Plan – Includes information about your 
building and your teams. 

The Incident Command System (ICS), campus 
profile floor plans, road maps, and maps of the 

surrounding area

Part 2: Functional Annexes – How you will function
during an emergency

Situations all schools should prepare for

Part 3: Threat or Hazard Annexes – Threats or 
hazards that may occur in a particular building, specific to a 
school’s geography, climate, proximity to potential hazards

Situations your school should prepare for

CONFIDENTIAL
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How can our team develop an effective plan?

9

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 Planning 
Team

❖ Confidential

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

What are Functional Annexes?

10
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∙ Provide specific information and directions 

∙ 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

11

Before During After
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Functional Annexes
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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.nysed.gov/sites/default/files/programs/student-support-services/8-nycrr-section-155-17.pdf
https://portal.nysed.gov/abp
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Required Functional Annexes
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❑ Shelter-in-Place
 Hold-in-Place
❑ Evacuate
❑ Lockout/Secure Lockout
❑ Lockdown
❑ Communications Annex
❑ Crime Scene Management Annex
❑ Public Health, Medical, and Mental Health Annex
❑ Accounting for All Persons
❑ Reunification
❑ Security

Resources are available!

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

14

Suggested, but not required

❑ Cybersecurity 

Resources are available!

https://www.nyscfss.org/_files/ugd/60b30b_e8659777b925442493c546f8440fbac2.pdf
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Will be revised for 2025-26 school year

https://www.nyscfss.org/_files/ugd/60b30b_92747fa501774cde8833cdbccf1add0b.pdf
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Functional Annexes: 
Consecutive and Concurrent

16



17

Functional Annex 
Key Components



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



Developing an 
Annex:
Shelter-in-Place

20
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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 in the event 
of a chemical or biological hazard), rooms without windows, or a 
weather shelter (during an event such as a tornado).
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Share an example of 
when your school 

enacted a 
Shelter-in-Place



23



24

Before
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Before

How does your 
Public Information 

Officer 
communicate with 

families? 
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Before
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Determine how students/staff will access to restrooms during the response.
Determine instructions during the response.

Determine how to support specific populations.
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During

How will students and staff have access to restrooms during the response?

Determine how to move students when the primary route is unusable.
Follow protocols to locate students who are not with a teacher/staff member.

Those with difficulty hearing or seeing warnings/alarms
Those with mobility needs (e.g., wheelchairs)
Those who require medication, or other equipment or supplies
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After
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How can our team develop an effective plan?

31

Plan Your response:
Functional 
Annexes

Test the Effectiveness of 
Your Plan:

Tabletop Exercises

Revise Your Plan



Developing an 
Annex:
LOCKDOWN

32
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LOCKDOWN Annex
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LOCKDOWN Annex
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LOCKDOWN Annex

36



Breakout Room Activity: 
LOCKDOWN Annex

Your voice is important. 
Your ideas are assets.

Make space, take space
Share the mic generously.

Staying focused on the 
prompts helps us cover more 
ground.

We may not always agree.

37

Please unmute and turn on your camera
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Breakout Rooms
Share an Example

38

Introductions (name, district, role)

Share an example:

If your school has experienced a lockdown, 
what prompted the lockdown?

What are some considerations for a lockdown 
that might be important for your school? 

8 minutes
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What stood out to you during 
your breakout session? 

Use the “reactions” feature to raise 
your hand, and when called on, 
please unmute to briefly share 

with your colleagues!

Welcome Back 

39
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LOCKDOWN Annex

40

Develop communication protocols for the Lockdown.
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LOCKDOWN Annex

41

Initiate the response.
Provide the instructions.
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LOCKDOWN Annex

42
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❖ Share how your team Tends to Emotional Needs.

❖ Work together as a team to consider best practices 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? 
∙ How will you let people know there is support available?
∙ What will you do to support emotional needs of students and 

staff after 1 day, 1 week, 1 month, and 1 year?
6  minutes

AfterBreakout Rooms
AFTER: Tending to Emotional Needs
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Welcome Back 

What stood out to you during 
your breakout session? 

Use the “reactions” feature to raise 
your hand, and when called on, 
please unmute to briefly share 

with your colleagues!
44
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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



Time for a short break!
5 minutes

46
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Tabletop Exercises
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• Provide an opportunity for your team to review and discuss 
responses to a hypothetical incident. 

• Identify the information, actions, staff/personnel 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
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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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Define the objectives
What are your objectives for this activity? 

Example Tabletop Exercise
LOCKDOWN
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During

Objectives:
• Is the response initiated in an effective manner?

• How are we communicating during the incident?

• Does our plan account for all students? 
Consider access and functional needs: 

i.e., difficulty hearing/seeing alarms, challenges with mobility, 
wayfinding, toileting and feeding needs, etc.

• How will we tend to emotional needs after the 
incident?

Example Tabletop Exercise: Lockdown

After
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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?

Example Tabletop Exercise
LOCKDOWN
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Example Tabletop Exercise
LOCKDOWN
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Setting:
It is 1:45 Wednesday afternoon, and school is in session. 
The temperature is 60 degrees Fahrenheit outside.

Before

Why is choosing a 
day and time 

important during a 
tabletop exercise?
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During

Incident:
A non-custodial parent arrives at the school.  
The parent has texted their children and told them to meet 
in the student parking lot.  
One child comes outside of the building and sees security 
staff and parent interacting. 
Security staff approach the parent, and the parent responds 
aggressively and indicates they have a weapon, they did 
not come alone, and someone may have entered the 
building.

Example Tabletop Exercise: Lockdown
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Additional considerations for the scenario: 
• Students are coming back into the school from an outside 

physical education class held near the student parking lot.
• It is almost time for dismissal.

• Buses are arriving for dismissal. 
• Parents are arriving for pick-up.
• Many students drive or walk to school and their dismissal 

process is to exit the student parking lot before the buses.
• Visitors use the student parking lot.

• There are after-school activities and athletic events scheduled.
• One student in the physical education class needs medical 

attention.
• A student begins recording and live streaming the incident. 

During
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During

Action: 
The principal assumes the role of Incident Commander
(as previously determined).

The Incident Commander initiates a LOCKDOWN and calls 
911.

The Incident Commander assembles the building 
Emergency Response Team and activates the ICS. 

Example Tabletop Exercise: Lockdown
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❖ When you conduct a tabletop exercise at your 
school, who are the key participants? Who
might be missing? 

❖ What details and key information should be 
included in your scenario?

❖ How does conducting the tabletop help 
improve your LOCKDOWN Annex?

6 minutes
56

Breakout Rooms:
Who, What, How
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Welcome Back 

What stood out to you during 
your breakout session? 

Use the “reactions” feature to raise 
your hand, and when called on, 
please unmute to briefly share 

with your colleagues!
57
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How can our team develop an effective plan?

58

Plan Your response:
Functional 
Annexes

Test the Effectiveness of 
Your Plan:

Tabletop Exercises

Revise Your Plan
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Using a Tabletop to Improve Floor Plans: 

During

• Are building entrances and exits clearly 
labeled?

• Are the locations of water, gas and electrical 
shutoffs clearly noted?

• Does the floor plan clearly note the roof 
access point(s)?

https://www.p12.nysed.gov/sss/documents/FloorPlanstipsheet.pdf

https://www.p12.nysed.gov/sss/documents/FloorPlanstipsheet.pdf
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Using a Tabletop to Improve Area Maps: 

• Are all parking lots labeled on your maps 
(visitor/staff/student lots)?

• Are your maps labeled with arrows for traffic 
flow (ingress, egress)?

• Are your maps labeled for alternate pick-up 
areas during an emergency?

Duringhttps://www.p12.nysed.gov/sss/documents/FloorPlanstipsheet.pdf

https://www.p12.nysed.gov/sss/documents/FloorPlanstipsheet.pdf
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Revise your Plan: LOCKDOWN Annex

After

-
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What was new 
information?

What are you 
already doing?

What is one next step 
for your school?
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Emergency Response Protocols
Functional Annexes and Tabletop Exercises

https://drive.google.com/drive/folders/10vE8K7WwHEtbzvX5_BizDjjZTsiL-NPf?usp=sharing
https://www.nyscfss.org/_files/ugd/60b30b_92747fa501774cde8833cdbccf1add0b.pdf
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Questions



https://www.nysed.gov/student-support-services/safe-schools-against-violence-education-act-save

www.nyscfss.org

65

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nysed.gov%2Fstudent-support-services%2Fsafe-schools-against-violence-education-act-save&data=05%7C02%7Cjpincoski%40measinc.com%7C96fe4bf672f846fc716408dcd7416986%7Cad2ec6e907fe4564ada182ff87072855%7C0%7C0%7C638621923184768563%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=s%2B1YcxjL5Xq%2BJOLweyZtrXF4Q88vKuDSNYM3s9Y4lwQ%3D&reserved=0
http://www.nyscfss.org/
https://www.nyscfss.org/safety-plans
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Thank you for your thoughtful participation!
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We would appreciate 
your feedback on this 

session!

https://measurement.welcomesyourfeedback.com/fa716923

https://measurement.welcomesyourfeedback.com/fa716923
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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 
NYSCFSS.org

nyscenterforschoolsafety@measinc.com
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