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Resource 1 – Developing Emergency Response Plans:  
Principles and Process 

The following is selected content from The Readiness and Emergency Management for Schools (REMS) Technical 
Assistance Center Guide for Developing High-Quality School Emergency Operations Plans͘ The Emergency Operations 
Plan (EOP) is anchored in three main pillars: 
 
The first pillar is an INTEGRATED, COLLABORATIVE APPROACH — the plan is developed with the notion that everyone 
ŚĂƐ�ĞǆƉĞƌƚŝƐĞ�ƚŽ�ƐŚĂƌĞ�ĂŶĚ�ƚŚĂƚ�ƉůĂŶŶŝŶŐ�ƐŚŽƵůĚ�ďĞ�Ă�ĐŽůůĂďŽƌĂƚŝǀĞ�ĞĨĨŽƌƚ�ĂůŝŐŶĞĚ�Ăƚ�Ăůů�ůĞǀĞůƐ�ĨŽƌ�Ă�ĐŽŵŵŽŶ�ƉƵƌƉŽƐĞ�— to 
ĐƌĞĂƚĞ�Ă�ƐĂĨĞ�ůĞĂƌŶŝŶŐ�ĞŶǀŝƌŽŶŵĞŶƚ�ĨŽƌ�ĐŚŝůĚƌĞŶ͘  

 

 
/Ŷ�:ĂŶƵĂƌǇ�ϮϬϭϯ͕�ĨŽůůŽǁŝŶŐ�ƚŚĞ�^ĂŶĚǇ�,ŽŽŬ��ůĞŵĞŶƚĂƌǇ�^ĐŚŽŽů�ƐŚŽŽƚŝŶŐ�ŝŶ�EĞǁƚŽǁŶ͕�WƌĞƐŝĚĞŶƚ�KďĂŵĂ�ƉƵƚ�ĨŽƌǁĂƌĚ�ŚŝƐ�
͞EŽǁ�ŝƐ�ƚŚĞ�dŝŵĞ͟�ƉůĂŶ�ƚŽ�ƌĞĚƵĐĞ�ŐƵŶ�ǀŝŽůĞŶĐĞ͘�KŶĞ�ŽĨ�ƚŚĞ�ĞǆĞĐƵƚŝǀĞ�ĂĐƚŝŽŶƐ�ƉƵƚ�ĨŽƌƚŚ�ŝŶ�ŚŝƐ�ƉůĂŶ�ǁĂƐ�ƚŚĞ�ĚĞǀĞůŽƉŵĞŶƚ�
of this new guide by the h͘^͘��ĞƉĂƌƚŵĞŶƚƐ�ŽĨ��ĚƵĐĂƚŝŽŶ�;��Ϳ͖�:ƵƐƚŝĐĞ�;�K:Ϳ͕�ůĞĚ�ďǇ�ƚŚĞ�&ĞĚĞƌĂů��ƵƌĞĂƵ�ŽĨ�/ŶǀĞƐƚŝŐĂƚŝŽŶ�
;&�/Ϳ͖�,ŽŵĞůĂŶĚ�^ĞĐƵƌŝƚǇ�;�,^Ϳ͕�ůĞĚ�ďǇ�ƚŚĞ�&ĞĚĞƌĂů��ŵĞƌŐĞŶĐǇ�DĂŶĂŐĞŵĞŶƚ��ŐĞŶĐǇ�;&�D�Ϳ͖�ĂŶĚ�,ĞĂůƚŚ�ĂŶĚ�,ƵŵĂŶ�

https://rems.ed.gov/
https://rems.ed.gov/docs/REMS_K-12_Guide_508.pdf


 

PPD-8 describes and defines the nation’s approach to preparedness around five mission areas:  
WƌĞǀĞŶƚŝŽŶ͕�DŝƚŝŐĂƚŝŽŶ͕�WƌŽƚĞĐƚŝŽŶ͕�ZĞƐƉŽŶƐĞ͕�ĂŶĚ�ZĞĐŽǀĞƌǇ͘  



 

ϭ͘ Planning must be supported by leadership͘�dŚŝƐ�ƉƌŝŶĐŝƉůĞ�ƚƌĂŶƐůĂƚĞƐ�ŝŶƚŽ�ĚŝƐƚƌŝĐƚ-



 

dŚĞ�d��D�;ŝĚĞŶƚŝĨŝĞĚ�ĂƐ�ƉĂƌƚ�ŽĨ�^ƚĞƉ�ϭͿ�ƐŚŽƵůĚ�ǁŽƌŬ�ƚŚƌŽƵŐŚ�ƚŚĞƐĞ�Ɛŝǆ�ƐƚĞƉƐ�ƚŽ�ĐƌĞĂƚĞ�ĂŶĚ�ŝŵƉůĞŵĞŶƚ�ŝƚƐ�ƐĐŚŽŽů͛Ɛ��KW͘ 
Schools and districts can use this process to  

• 



Resource 2 – District-Wide School Safety Team 

�Z�ϭϱϱ͘ϭϳ;ďͿ;ϭϰͿ District-Wide School Safety Team means a district-wide team appointed ďǇ�ƚŚĞ�ďŽĂƌĚ�ŽĨ�ĞĚƵĐĂƚŝŽŶ͕�
ƚŚĞ�ĐŚĂŶĐĞůůŽƌ�ŝŶ�ƚŚĞ�ĐĂƐĞ�ŽĨ�EĞǁ�zŽƌŬ��ŝƚǇ͕�Žƌ�ŽƚŚĞƌ�ŐŽǀĞƌŶŝŶŐ�ďŽĂƌĚ͘�dŚĞ�ĚŝƐƚƌŝĐƚ-ǁŝĚĞ�ƚĞĂŵ�ƐŚĂůů�ŝŶĐůƵĚĞ͕�ďƵƚ�ŶŽƚ�ďĞ�
ůŝŵŝƚĞĚ�ƚŽ͕�representatives of the school board, teacher, administrator, and parent organizations, school safety 
personnel and other school personnel, including bus drivers and monitors. �ƚ�ƚŚĞ�ĚŝƐĐƌĞƚŝŽŶ�ŽĨ�ƚŚĞ�ďŽĂƌĚ�ŽĨ�ĞĚƵĐĂƚŝŽŶ͕�
Žƌ�ƚŚĞ�ĐŚĂŶĐĞůůŽƌ�ŝŶ�ƚŚĞ�ĐĂƐĞ�ŽĨ�ƚŚĞ��ŝƚǇ�ŽĨ�EĞǁ�zŽƌŬ͕�Ă�ƐƚƵĚĞŶƚ�ŵĂǇ�ďĞ�ĂůůŽǁĞĚ�ƚŽ�ƉĂƌƚŝĐŝƉĂƚĞ�ŽŶ�ƚŚĞ�ƐĂĨĞƚǇ�ƚĞĂŵ͕�
ƉƌŽǀŝĚĞĚ�ŚŽǁĞǀĞƌ͕�ƚŚĂƚ�ŶŽ�ƉŽƌƚŝŽŶ�ŽĨ�Ă�ĐŽŶĨŝĚĞŶƚŝĂů�ďƵŝůĚŝŶŐ-level emergency response plan shall be shared with such 
student nor shall such student be present when details of a confidential building-level emergency response plan or 
confidential portions of a district-ǁŝĚĞ�ĞŵĞƌŐĞŶĐǇ�ƌĞƐƉŽŶƐĞ�ƐƚƌĂƚĞŐǇ�ĂƌĞ�ĚŝƐĐƵƐƐĞĚ͘ 

 

District-Wide School Safety Team 
Name Title  Office Number Cell Number     
    
    





❑ 
� system for informing all educational agencies within such school district of a disaster*   
                                                                                                                                                           �Zϭϱϱ͘ϭϳ;ĐͿ;ϭͿ;ǆǀŝŝŝͿ 

❑ The identification of appropriate responses to emergencies͕�ŝŶĐůƵĚŝŶŐ�ƉƌŽƚŽĐŽůƐ�ĨŽƌ�ƌĞƐƉŽŶĚŝŶŐ�ƚŽ�ďŽŵď�
ƚŚƌĞĂƚƐ͕�ŚŽƐƚĂŐĞ-ƚĂŬŝŶŐƐ͕�ŝŶƚƌƵƐŝŽŶƐ�ĂŶĚ�ŬŝĚŶĂƉƉŝŶŐƐ                                                                          �Zϭϱϱ͘ϭϳ;ĐͿ;ϭͿ;ǆǀͿ 

 
* Except in a school district in a city having a population of more than one million inhabitants 

 



❑ 

Strategies for improving communication among students and between students and staff and between 





Resource 5 – Incident Command System (ICS) for Schools 
/ŶĐŝĚĞŶƚ��ŽŵŵĂŶĚ�^ǇƐƚĞŵ�;/�^Ϳ�ŝƐ�Ă�ĐŽŵƉŽŶĞŶƚ�ŽĨ�ƚŚĞ�EĂƟŽŶĂů�/ŶĐŝĚĞŶƚ�DĂŶĂŐĞŵĞŶƚ�^ǇƐƚĞŵ�;E/D^Ϳ͘�/�^�ŚĞůƉƐ�ĞŶŚĂŶĐĞ�
ĞŵĞƌŐĞŶĐǇ�ĐŽŵŵƵŶŝĐĂƟŽŶƐ�ĂŶĚ�ĂůůŽǁƐ�ŵƵůƟƉůĞ�ĂŐĞŶĐŝĞƐ�ƚŽ�ǁŽƌŬ�ƚŽŐĞƚŚĞƌ�ĞīĞĐƟǀĞůǇ�ĚƵƌŝŶŐ�ĚŝĸĐƵůƚ�ĂŶĚ�ĚĂŶŐĞƌŽƵƐ�
ĐŝƌĐƵŵƐƚĂŶĐĞƐ͘�/�^�ƉƌŽǀŝĚĞƐ�Ă�ƐƚĂŶĚĂƌĚŝǌĞĚ�ĂƉƉƌŽĂĐŚ�ƚŽ�ŝŶĐŝĚĞŶƚ�ŵĂŶĂŐĞŵĞŶƚ͕�ƌĞŐĂƌĚůĞƐƐ�ŽĨ�ĐĂƵƐĞ͕�ƐŝǌĞ͕�ůŽĐĂƟŽŶ͕�Žƌ�
ĐŽŵƉůĞǆŝƚǇ͘���Ǉ�ƵƐŝŶŐ�/�^�ĚƵƌŝŶŐ�ĂŶ�ŝŶĐŝĚĞŶƚ͕�ƐĐŚŽŽůƐ�ĐĂŶ�ŵŽƌĞ�ĞīĞĐƟǀĞůǇ�ǁŽƌŬ�ǁŝƚŚ�ƚŚĞ�ƌĞƐƉŽŶĚĞƌƐ�ŝŶ�ƚŚĞŝƌ�ĐŽŵŵƵŶŝƟĞƐ͘�� 
 
EĞǁ�zŽƌŬ�^ƚĂƚĞ�^ĐŚŽŽůƐ�ĂƌĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ĚĞĮŶĞ�Ă�ĐŚĂŝŶ�ŽĨ�ĐŽŵŵĂŶĚ�ŝŶ�Ă�ŵĂŶŶĞƌ�ĐŽŶƐŝƐƚĞŶƚ�ǁŝƚŚ�/�^�;�Z�ϭϱϱ͘ϭϳ;ĐͿ;ϮͿ;ǀͿ͘� 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

OPERATIONS  PLANNING  LOGISTICS  FINANCE 
• Coordinates student 

supervision 
• ^ƵƉĞƌǀŝƐĞƐ�ĞǆĞĐƵƚŝŽŶ�ŽĨ�

Evacuation Plan 
• DĂŝŶƚĂŝŶƐ�ĐůŽƐĞ�ĐŽŶƚĂĐƚ�ǁŝƚŚ�

School Incident Commander 

 • Collects and documents 
school related data 

• Provides current input to 
School Incident Commander 
and Operations 

 
PRIMARY and ALTERNATE 

 • Coordinates temporary 
shelter for stafĨͬƐƚƵĚĞŶƚƐ 

• Provides transportation for 
ƐƚĂĨĨͬƐƚƵĚĞŶƚƐ�ƚo off-site 
location or home 

 
PRIMARY and ALTERNATE 

 • DĂŶĂŐĞƐ�Ăůů�ĨŝŶĂŶĐŝĂů�
aspects of an incident  

 
 
 
 

PRIMARY and ALTERNATE 
PRIMARY and ALTERNATE 
NAME: 
Office phone: 
Cell phone: 

 NAME: 
Office phone: 
Cell phone: 

 NAME: 
Office phone: 
Cell phone: 

 NAME: 
Office phone: 
Cell phone: 

 
 

SCHOOL INCIDENT COMMANDER  
• Directs incident for school͕�ƐƚĂī͕ students 
• �ƐƚĂďůŝƐŚĞƐ�ŝŵŵĞĚŝĂƚĞ�ƉƌŝŽƌŝƟĞƐ�ĨŽƌ�ƐƚĂī & students 
• tŽƌŬƐ�ĚŝƌĞĐƚůǇ�ǁŝƚŚ�ƚŚĞ��ŵĞƌŐĞŶĐǇ�/ŶĐŝĚĞŶƚ��ŽŵŵĂŶĚĞƌ�;ϭst Responders) 

  PRIMARY       ALTERNATE 



Resource 6 – Building-Level Emergency Response Plan:  
Your School Building 

 
CR 155.17(c)(2) Building-Level Emergency Response Plan shall be developed by the building-level emergency response 
ƚĞĂŵ͕�ƐŚĂůů�ďĞ�ŬĞƉƚ�confidential͕�ŝŶĐůƵĚŝŶŐ�ďƵƚ�ŶŽƚ�ůŝŵŝƚĞĚ�ƚŽ�ƚŚĞ�ĨůŽŽƌ�ƉůĂŶƐ͕�ďůƵĞƉƌŝŶƚƐ͕�ƐĐŚĞŵĂƚŝĐƐ�Žƌ�ŽƚŚĞƌ�ŵĂƉƐ�ŽĨ�ƚŚĞ�
ŝŵŵĞĚŝĂƚĞ�ƐƵƌƌŽƵŶĚŝŶŐ�ĂƌĞĂ͕�ĂŶĚ�ƐŚĂůů�ŶŽƚ�ďĞ�ĚŝƐĐůŽƐĞĚ�ĞǆĐĞƉƚ�ƚŽ�ĂƵƚŚŽƌŝǌĞĚ�ĚĞƉĂƌƚŵĞŶƚ�Žƌ�ƐĐŚŽŽů�ƐƚĂĨĨ͕�ĂŶĚ�ůĂǁ�
ĞŶĨŽƌĐĞŵĞŶƚ�ŽĨĨŝĐĞƌƐ͕�ĂŶĚ�ƐŚĂůů�ŝŶĐůƵĚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĞůĞŵĞŶƚƐ͗�;ŝŝŝͿ�ĨůŽŽƌ�ƉůĂŶƐ͕�ďůƵĞƉƌŝŶƚƐ͕�ƐĐŚĞŵĂƚŝĐƐ�Žƌ�ŽƚŚĞƌ�ŵĂƉƐ�ŽĨ�
ƚŚĞ�ƐĐŚŽŽů�ŝŶƚĞƌŝŽƌ͕�ƐĐŚŽŽů�ŐƌŽƵŶĚƐ�ĂŶĚ�ƌŽĂĚ�ŵĂƉƐ�ŽĨ�ƚŚĞ�ŝŵŵĞĚŝĂƚĞ�ƐƵƌƌŽƵŶĚŝŶŐ�ĂƌĞĂ͘ 
 

❑ Campus Profile 

Number of buildings on campus:  

                Non-school buildings (descriptions and purpose):  

Other campus characteristics (physical characteristics such 
as playgrounds, athletic fields, fencing, etc.): 

 

Surrounding area:  

Access routes:  

❑ Building-Level Floor Plans: 
FůŽŽƌ�ƉůĂŶƐ͕�ďůƵĞƉƌŝŶƚƐ͕�ƐĐŚĞŵĂƚŝĐƐ͕�Žƌ�ŽƚŚĞƌ�ŵĂƉƐ�ŽĨ�ƚŚĞ�ƐĐŚŽŽů�ŝŶƚĞƌŝŽƌ͕�ƐĐŚŽŽů�ŐƌŽƵŶĚƐ͕�ĂŶĚ�ƌŽĂĚ�ŵĂƉƐ�ŽĨ�ƚŚĞ�
immediate surrounding area that are clearly labeled and readily understandable to first responders navigating 
ƚŚĞ�ďƵŝůĚŝŶŐ�ĂŶĚ�ŐƌŽƵŶĚƐ͘��ƚ�Ă�ŵŝŶŝŵƵŵ͕ 

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


❑ Maps and Images of the Grounds 
�ƌĞĂ�ŵĂƉƐ�ƐŚĂůů�ŝŶĐůƵĚĞ�ƚŚĞ�ƐĐŚŽŽů�ŶĂŵĞ�ĂŶĚ�ĂĚĚƌĞƐƐ͖�Ă�ŬĞǇ�ƚŽ�ĚĞĨŝŶĞ�ĂŶǇ�ƐǇŵďŽůƐ�ƵƐĞĚ͖�Ă�ĐŽŵƉĂƐƐ�ŝŶĚŝĐĂƚŝŶŐ�
EŽƌƚŚ�ĂƐ�ǁĞůů�ĂƐ�

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


Name: 
Email:  
Phone number:  

 

❑ Policies and procedures for annual multi-hazard school safety training ĨŽƌ�ƐƚĂĨĨ�ĂŶĚ�ƐƚƵĚĞŶƚƐ͕�ƉƌŽǀŝĚĞĚ�
that the district must certify to the commissioner that all staff have undergone annual training by September 
ϭϱ͕�ϮϬϭϲ�ĂŶĚ�ĞĂĐŚ�ƐƵďƐĞƋƵĞŶƚ�^ĞƉƚĞŵďĞƌ�ϭϱƚŚ�ƚŚĞƌĞĂĨƚĞƌ�ŽŶ�ƚŚĞ�ďƵŝůĚŝŶŐ-level emergency response plan which 
must iŶĐůƵĚĞ�ĐŽŵƉŽŶĞŶƚƐ�ŽŶ�ǀŝŽůĞŶĐĞ�ƉƌĞǀĞŶƚŝŽŶ�ĂŶĚ�ŵĞŶƚĂů�ŚĞĂůƚŚ͕�ƉƌŽǀŝĚĞĚ�ĨƵƌƚŚĞƌ�ƚŚĂƚ�ŶĞǁ�ĞŵƉůŽǇĞĞƐ�
ŚŝƌĞĚ�ĂĨƚĞƌ�ƚŚĞ�ƐƚĂƌƚ�ŽĨ�ƚŚĞ�ƐĐŚŽŽů�ǇĞĂƌ�ƐŚĂůů�ƌĞĐĞŝǀĞ�ƐƵĐŚ�ƚƌĂŝŶŝŶŐ�ǁŝƚŚŝŶ�ϯϬ�ĚĂǇƐ�ŽĨ�ŚŝƌĞ�Žƌ�ĂƐ�ƉĂƌƚ�ŽĨ�ƚŚĞ�
ĚŝƐƚƌŝĐƚ͛Ɛ�ĞǆŝƐƚŝŶŐ�ŶĞǁ�ŚŝƌĞ�ƚƌĂŝŶŝŶŐ�ƉƌŽŐƌĂŵ͕�ǁŚŝchever is 
ƐŽŽŶĞƌ͘�                                                                                                                                          �Zϭϱϱ͘ϭϳ;ĐͿ;ϭͿ;ǆŝŝŝͿ        
Date of training: 
Description of training (topics, format):                                                                                            

 

❑ 

The district-wide safety plan must be available for public comment Ăƚ�ůĞĂƐƚ�ϯϬ�ĚĂǇƐ�ƉƌŝŽƌ�ƚŽ�ŝƚƐ�
ĂĚŽƉƚŝŽŶ͘                                                                                                                                       �Zϭϱϱ͘ϭϳ;ϯͿ;ŝͿ 
Public comment period start date: 
Public comment period end date:                                 

❑ 

Such district-wide plans may be 



Resource 7a – Functional Annex Considerations 

CR 155.17(2) Building-Level Emergency Response Plan. ���ƵŝůĚŝŶŐ-Level Emergency Response Plan shall be developed 
by the Building->ĞǀĞů��ŵĞƌŐĞŶĐǇ�ZĞƐƉŽŶƐĞ�WůĂŶŶŝŶŐ�dĞĂŵ͕�ƐŚĂůů�ďĞ�ŬĞƉƚ�confidential͕�ŝŶĐůƵĚŝŶŐ�ďƵƚ�ŶŽƚ�ůŝŵŝƚĞĚ�ƚŽ�ƚŚĞ�
ĨůŽŽƌ�ƉůĂŶƐ͕�ďůƵĞƉƌŝŶƚƐ͕�ƐĐŚĞŵĂƚŝĐƐ�Žƌ�ŽƚŚĞƌ�ŵĂƉƐ�ŽĨ�ƚŚĞ�ŝŵŵĞĚŝĂƚĞ�ƐƵƌƌŽƵŶĚŝŶŐ�ĂƌĞĂ͕ that are clearly labeled and readily 
understandable to first responders navigating the building and grounds ĂŶĚ�ƐŚĂůů�ŶŽƚ�ďĞ�ĚŝƐĐůŽƐĞĚ�ĞǆĐĞƉƚ�ƚŽ�ĂƵƚŚŽƌŝǌĞĚ�
ĚĞƉĂƌƚŵĞŶƚ�Žƌ�ƐĐŚŽŽů�ƐƚĂĨĨ͕�ĂŶĚ�ůĂǁ�ĞŶĨŽƌĐĞŵĞŶƚ�ŽĨĨŝĐĞƌƐ͕�ĂŶĚ�ƐŚĂůů�ŝŶĐůƵĚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĞůĞŵĞŶƚƐ͗ 
 
(i) PŽůŝĐŝĞƐ�ĂŶĚ�ƉƌŽĐĞĚƵƌĞƐ�ĨŽƌ�ƚŚĞ�ƌĞƐƉŽŶƐĞ�ƚŽ�ĞŵĞƌŐĞŶĐǇ�ƐŝƚƵĂƚŝŽŶƐ͕�ƐƵĐŚ�ĂƐ�ƚŚŽƐĞ�ƌĞƋƵŝƌŝŶŐ�ĞǀĂĐƵĂƚŝŽŶ͕�ƐŚĞůƚĞƌŝŶŐ͕�ĂŶĚ�
ůŽĐŬ-ĚŽǁŶ͕�ǁŚŝĐŚ�ƐŚĂůů�ŝŶĐůƵĚĞ͕�Ăƚ�Ă�ŵŝŶŝŵƵŵ͕�ƚŚĞ�ĚĞƐĐƌŝƉƚŝŽŶ�ŽĨ�ƉůĂŶƐ�ŽĨ�ĂĐƚŝŽŶ�ĨŽƌ�ĞǀĂĐƵĂƚŝŽŶ͕�ƐŚĞůƚĞƌŝŶŐ͕�ůŽĐŬ-ĚŽǁŶ͕�
ĞǀĂĐƵĂƚŝŽŶ�ƌŽƵƚĞƐ�ĂŶĚ�ƐŚĞůƚĞƌ�ƐŝƚĞƐ͕�ĂŶĚ�ƉƌŽĐĞĚƵƌĞƐ�ĨŽƌ�ĂĚĚƌĞƐƐŝŶŐ�ŵĞĚŝĐĂů�ŶĞĞĚƐ͕�ƚƌĂŶƐƉŽƌƚĂƚŝŽŶ�ĂŶĚ�ĞŵĞƌŐĞŶĐǇ�
ŶŽƚŝĨŝĐĂƚŝŽŶ�ƚŽ�ƉĞƌƐŽŶƐ�ŝŶ�ƉĂƌĞŶƚĂů�ƌĞůĂƚŝŽŶ�ƚŽ�Ă�ƐƚƵĚĞŶƚ͖ 
(ii) DĞƐŝŐŶĂƚŝŽŶ�ŽĨ�ĂŶ�ĞŵĞƌŐĞŶĐǇ�ƌĞƐƉŽŶƐĞ�ƚĞĂŵ͕�ŽƚŚĞƌ�ĂƉƉƌŽƉƌŝĂƚĞ�ŝŶĐŝĚĞŶƚ�ƌĞƐƉŽŶƐĞ ƚĞĂŵƐ͕�ĂŶĚ�Ă�ƉŽƐƚ-incident 
response team 
(iii) FůŽŽƌ�ƉůĂŶƐ͕�ďůƵĞƉƌŝŶƚƐ͕�ƐĐŚĞŵĂƚŝĐƐ͕�Žƌ�ŽƚŚĞƌ�ŵĂƉƐ�ŽĨ�ƚŚĞ�ƐĐŚŽŽů�ŝŶƚĞƌŝŽƌ͕�ƐĐŚŽŽů ŐƌŽƵŶĚƐ͕�ĂŶĚ�ƌŽĂĚ�ŵĂƉƐ�ŽĨ�ƚŚĞ�
immediate surrounding area that are clearly labeled and readily understandable to first responders navigating the 
ďƵŝůĚŝŶŐ�ĂŶĚ�ŐƌŽƵŶĚƐ͘��ƚ�Ă ŵŝŶŝŵƵŵ͖ 
     (a) FůŽŽƌ�ƉůĂŶƐ�ƐŚĂůů�ŝŶĐůƵĚĞ�ƚŚĞ�ƐĐŚŽŽů�ŶĂŵĞ�ĂŶĚ�ĂĚĚƌĞƐƐ͖�Ă�ŬĞǇ�ƚŽ�ĚĞĨŝŶĞ�ĂŶǇ�ƐǇŵďŽůƐ ƵƐĞĚ͖�Ă�ĐŽŵƉĂƐƐ�ŝŶĚŝĐĂƚŝŶŐ�  
           EŽƌƚŚ�ĂƐ�ǁĞůů�ĂƐ�ůĂďĞůƐ�ŝŶĚŝĐĂƚŝŶŐ�ďƵŝůĚŝŶŐ�ĞŶƚƌĂŶĐĞƐͬĞǆŝƚƐ ǁŝƚŚ�ĂůƉŚĂďĞƚŝĐ�Žƌ�ŶƵŵĞƌŝĐ�ŝĚĞŶƚŝĨŝĞƌƐ�ĂƐƐŝŐŶĞĚ�;Ğ͘Ő͘ 
          ͞�ŽŽƌ��͟�Žƌ�͞�ŶƚƌĂŶĐĞ�Ϯ͟Ϳ͖ǁŝŶĚŽǁƐ͕�ŝŶƚĞƌŝŽƌ�ĚŽŽƌƐ͕�ƌŽŽŵ�ŶƵŵďĞƌƐ͕�ĐŽŵŵŽŶ�ĂƌĞĂƐ�ĂŶĚ�ĂĚŵŝŶŝƐƚƌĂƚŝǀĞ�ŽĨĨŝĐĞƐ 
           ůĂďĞůĞĚ�ďǇ�ƵƐĞ͖�ůŽĐĂƚŝŽŶ�ŽĨ�ǁĂƚĞƌ͕�ŐĂƐ�ĂŶĚ�ĞůĞĐƚƌŝĐĂů�ƐŚƵƚŽĨĨƐ͖�ůŽĐĂƚŝŽŶ�ŽĨ�ĨŝƌĞ�ĂůĂƌŵ ƉĂŶĞůƐ͕�ĨŝƌĞ�ƐƉƌŝŶŬůĞƌ�ĐŽŶƚƌŽů 
           ǀĂůǀĞƐ͕�ĂŶĚ�ŝĨ�ĂƉƉůŝĐĂďůĞ�ĨŝƌĞ�ĚĞƉĂƌƚŵĞŶƚ�ŬĞǇ�ďŽǆĞƐ͖�ĂŶĚ     ůŽĐĂƚŝŽŶ�ŽĨ�ĞŵĞƌŐĞŶĐǇ�ĂŶĚ�ƐĞĐƵƌŝƚǇ�ĞƋƵŝƉŵĞŶƚ͖�ĂŶĚ 
     (b) �ƌĞĂ�ŵĂƉƐ�ƐŚĂůů�ŝŶĐůƵĚĞ�ƚŚĞ�ƐĐŚŽŽů�ŶĂŵĞ�ĂŶĚ�ĂĚĚƌĞƐƐ͖�Ă�ŬĞǇ�ƚŽ�ĚĞĨŝŶĞ�ĂŶǇ�symbols ƵƐĞĚ͖�Ă�ĐŽŵƉĂƐƐ�ŝŶĚŝĐĂƚŝŶŐ 
           EŽƌƚŚ�ĂƐ�ǁĞůů�ĂƐ�ůĂďĞůĞĚ�ďƵŝůĚŝŶŐƐ͕�ŽƵƚďƵŝůĚŝŶŐƐ͕�ĨŝĞůĚƐ͕ ƉĂƌŬŝŶŐ�ůŽƚƐ͕�ďƵŝůĚŝŶŐ�ĞŶƚƌĂŶĐĞƐͬĞǆŝƚƐ�ǁŝƚŚ�ĂůƉŚĂďĞƚŝĐ�Žƌ� 
           numeric identifiers assigned ;Ğ͘Ő͘�͞�ŽŽƌ��͟�Žƌ�͞�ŶƚƌĂŶĐĞ�Ϯ͟Ϳ͖�ƉĂƌŬŝŶŐ�ĂƌĞĂ�ĂŶĚ�ƉƌŽƉĞƌƚǇ�ĞŶƚƌĂŶĐĞƐͬĞǆŝƚƐ͖ 
           ĚĞƐŝŐŶĂƚĞĚ�ĨŝƌĞ�ůĂŶĞƐ�ĂŶĚ�ĨŝƌĞ�ĂƉƉĂƌĂƚƵƐ�ĂĐĐĞƐƐ�ƌŽĂĚƐ͕�ĞǀĂĐƵĂƚŝŽŶ�ƌŽƵƚĞƐ͖�ƐƚƌĞĞƚ  ŶĂŵĞƐ͖�ĂŶĚ�ĞŵĞƌŐĞŶĐǇ�ƌĞƐƉŽŶƐĞ 
           ĂƌĞĂƐ͘ 
(iv) E





❑ �ƚ�ůĞĂƐƚ�ƚǁŽ�ŽĨĨ-ƐŝƚĞ�ĞǀĂĐƵĂƚŝŽŶ�ƐŝƚĞƐ�ĂƌĞ�ŽĨĨ�ǇŽƵƌ�ƐĐŚŽŽů�ŐƌŽƵŶĚƐ͖�ƉƌŽĐĞĚƵƌĞƐ�ĨŽƌ�ƌŽƵƚŝŶĞůǇ�ĐŚĞĐŬŝŶŐ�
ĞǀĂĐƵĂƚŝŽŶ�ƐŝƚĞƐ�ĂŶĚ�ƌŽƵƚĞƐ͖�ƉƌŽĐĞĚƵƌĞƐ�ĨŽƌ�ƵƉĚĂƚŝŶŐ�DKhƐ͘  

❑  

❑ Secure Lockout+ 
 

❑ Courses of action to secure 



❑ How the ƐĐŚŽŽů�ǁŝůů�ĐŽŵŵƵŶŝĐĂƚĞ�ǁŝƚŚ�ƐƚƵĚĞŶƚƐ͕�ĨĂŵŝůŝĞƐ͕�ĂŶĚ�ƚŚĞ�ďƌŽĂĚĞƌ�ĐŽŵŵƵŶŝƚǇ�ďĞĨŽƌĞ͕�ĚƵƌŝŶŐ͕�ĂŶĚ�
ĂĨƚĞƌ�ĂŶ�ĞŵĞƌŐĞŶĐǇ͘ 

❑ ,Žǁ�ƚŽ�ĞĨĨĞĐƚŝǀĞůǇ�ĂĚĚƌĞƐƐ�ůĂŶŐƵĂŐĞ�ĂĐĐĞƐƐ�ďĂƌƌŝĞƌƐ�ĨĂĐĞĚ�ďǇ�ƐƚƵĚĞŶƚƐ͕�ƐƚĂĨĨ͕�ƉĂƌĞŶƚƐ͕�ĂŶĚ�ŐƵĂƌĚŝĂŶƐ͘ 

❑ 



❑ ,Žǁ�ƚŽ�ŵĂŬĞ�ƐƵƌĞ�ƚŚĞ�building is physically secure (including implementation of Crime Prevention through 
�ŶǀŝƌŽŶŵĞŶƚĂů��ĞƐŝŐŶͿ͘ 

❑ ,Žǁ�ƚŽ�ŐĞƚ�ƐƚƵĚĞŶƚƐ�ƚŽ�ĂŶĚ�ĨƌŽŵ�ƐĐŚŽŽů�ƐĂĨĞůǇ�;ŝŶĐůƵĚŝŶŐ�ƚƌĂĨĨŝĐ�ĐŽŶƚƌŽů�ĂŶĚ�ƉĞĚĞƐƚƌŝĂŶ�ƐĂĨĞƚǇͿ͘ 

❑ ,Žǁ�ƚŽ�ŬĞĞƉ�ƉƌŽŚŝďŝƚĞĚ�ŝƚĞŵƐ�ŽƵƚ�ŽĨ�ƐĐŚŽŽů͘  

❑ ,Žǁ�ƚŽ�ƌĞƐƉŽŶĚ�ƚŽ�ƚŚƌĞĂƚƐ�ŝĚĞŶƚŝĨŝĞĚ�ďǇ�ƚŚĞ�ďĞŚĂǀŝŽƌĂů�ƚŚƌĞĂƚ�ĂƐƐĞƐƐŵĞŶƚ�ƚĞĂŵ͘ 

❑ ,Žǁ�ŝŶĨŽƌŵĂƚŝŽŶ�ǁŝůů�ďĞ�ƐŚĂƌĞĚ�ǁŝƚŚ�ůĂǁ�ĞŶĨŽƌĐĞŵĞŶƚ�ŽĨĨŝĐĞƌƐ�Žƌ�ŽƚŚĞƌ�ƌĞƐƉŽŶĚĞƌƐ�;ŬĞĞƉŝŶŐ�ŝŶ�ŵŝŶĚ�ĂŶǇ�
ƌĞƋƵŝƌĞŵĞŶƚƐ�Žƌ�ůŝŵŝƚĂƚŝŽŶƐ�ŽĨ�ĂƉƉůŝĐĂďůĞ�ƉƌŝǀĂĐǇ�ůĂǁƐ�ŝŶĐůƵĚŝŶŐ�&�ZW�͕�,/W��͕�ĂŶĚ�Đŝǀŝů�ƌŝŐŚƚƐͿ͘   

❑  

❑ Cybersecurity+ (additional considerations can be found on the Cybersecurity Annex Tip Sheet) 

❑ 
The courses of action that a school will implement in response to a cybersecurity incident such as a data 
ďƌĞĂĐŚ�Žƌ�ƌĂŶƐŽŵǁĂƌĞ�ĂƚƚĂĐŬ͘  

❑ 
The protocols for responding to a cybersecurity incident and how the information is shared with staff 
ĂŶĚͬŽƌ�ƐƚƵĚĞŶƚƐ͘ 

❑ 
�ůŝŐŶŝŶŐ�ĐǇďĞƌƐĞĐƵƌŝƚǇ�ŝŶĐŝĚĞŶƚ�ƉƌŽĐĞĚƵƌĞƐ�ǁŝƚŚ�ƌĞƋƵŝƌĞŵĞŶƚƐ�ŝŶ�ĚŝƐƚƌŝĐƚ�ŝŶƐƵƌĂŶĐĞ�ƉŽůŝĐŝĞƐ͖�ŚŽǁ�ƐƚĂĨĨ�ĂƌĞ�
ĂǁĂƌĞ�ŽĨ�ƚŚĞ�ƉŽůŝĐŝĞƐ�ĂŶĚ�ŝŵƉůŝĐĂƚŝŽŶƐ�ŽĨ�ĚĞǀŝĂƚŝŽŶƐ�ĨƌŽŵ�ƚŚĞ�ƉŽůŝĐŝĞƐ͘  

❑ dŚĞ�ƉƌŽĐĞƐƐ�ĨŽƌ�ďĂĐŬŝŶŐ�ƵƉ�ĚĂƚĂ�ŝŶ�ƚŚĞ�ĞǀĞŶƚ�ŽĨ�Ă�ƐǇƐƚĞŵǁŝĚĞ�ĂƚƚĂĐŬ�ƚŚĂƚ�ǁŝůů�ƌĞƋƵŝƌĞ�ĚĂƚĂ�ƚŽ�ďĞ�ƌĞƐƚŽƌĞĚ͘ 

❑ Internal and ĞǆƚĞƌŶĂů�ƌĞƐŽƵƌĐĞƐ�ƚŚĂƚ�ŵƵƐƚ�ďĞ�ŶŽƚŝĨŝĞĚ�ŝŶ�ƚŚĞ�ĞǀĞŶƚ�ŽĨ�Ă�ĐǇďĞƌƐĞĐƵƌŝƚǇ�ŝŶĐŝĚĞŶƚ͘  

❑  

❑ Public Health+, Medical*+ and Mental Health Emergency*+ 

❑ tŚĂƚ�ƌŽůĞ�ƐƚĂĨĨ�ŵĞŵďĞƌƐ�ŚĂǀĞ�ŝŶ�ƉƌŽǀŝĚŝŶŐ�ĨŝƌƐƚ�ĂŝĚ�ĚƵƌŝŶŐ�ĂŶ�ĞŵĞƌŐĞŶĐǇ͘ 

❑ Where emergency 



 ❑ �ǆƚƌĞŵĞ�ƚĞŵƉĞƌĂƚƵƌĞƐ 

 ❑ 




Resource 8 – Threat and Hazard Risk Index Matrix 

Threat and Hazard Type Examples 

EĂƚƵƌĂů�,ĂǌĂƌĚƐ 

• �ĂƌƚŚƋƵĂŬĞƐ 
• Tornadoes 
• Lightning 
• Severe wind 
• Hurricanes 
• Floods 

• Wildfires 
• �ǆƚƌĞŵĞ�ƚĞŵƉĞƌĂƚƵƌĞƐ 
• Landslides or mudslides 
• Tsunamis 
• Volcanic eruptions 
• Winter precipitation 

Technological Hazards 

• �ǆƉůŽƐŝŽŶƐ�Žƌ�ĂĐĐŝĚĞŶƚĂů�ƌĞůĞĂƐĞ�ŽĨ�ƚŽǆŝŶƐ�ĨƌŽŵ�ŝŶĚƵƐƚƌŝĂů�ƉůĂŶƚƐ



Resource 9 – NYS Emergency Response Card  
(formerly S.H.E.L.L.)* 

 

 
 
 
 
 
 
 
 
 
 
 

 

*under revision for the 2025-2026 school year 



Resource 10a – Post-Drill Review Form 

Facilitator 
 

Date of review 
 

Participants  

 
 

 

Type of drill 
 

Drill Location  
Date and time 

 

 

 

What was supposed to happen before the drill?  
 

What actually happened? 
 

Why were there differences? 
 

What did we learn? 
 

How do we improve? 
 

 

What was supposed to happen during the drill?  
 

What actually happened? 
 

Why were there differences? 
 

What did we learn? 
 

How do we improve? 
 



Resource 10b – Designing a Tabletop Exercise 

dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�Ă�dĂďůĞƚŽƉ��ǆĞƌĐŝƐĞ�ŝƐ�ƚŽ�ƉƌŽǀŝĚĞ�ĂŶ�ŽƉƉŽƌƚƵŶŝƚǇ�ĨŽƌ�ǇŽƵƌ�ƚĞĂŵ�ƚŽ�ƌĞǀŝĞǁ�ĂŶĚ�ĚŝƐĐƵƐƐ�ƚŚĞŝƌ�ƌĞƐƉŽŶƐĞƐ�
ƚŽ�Ă�ƐŝŵƵůĂƚĞĚ�ŝŶĐŝĚĞŶƚ�ĂŶĚ�ƚŽ�ŝĚĞŶƚŝĨǇ�ƚŚĞ�ŝŶĨŽƌŵĂƚŝŽŶ͕�ĂĐƚŝŽŶƐ͕�ĂŶĚ�ŶŽƚŝĨŝĐĂƚŝŽŶƐ�ƚŚĂƚ�ĂƌĞ�ŶĞĞĚĞĚ͘  ��dĂďůĞƚŽƉ�
�ǆĞƌĐŝƐĞ�ŝƐ�ŝŶƚĞŶĚĞĚ�ƚŽ�ŐĞŶĞƌĂƚĞ�ĚŝƐĐƵƐƐŝŽŶ�ŽĨ�ǀĂƌŝŽƵƐ�ŝƐƐƵĞƐ�ƌĞŐĂƌĚŝŶŐ�Ă�ŚǇƉŽƚŚĞƚŝĐĂů͕�ƐŝŵƵůĂƚĞĚ�ĞŵĞƌŐĞŶĐǇ͘  Tabletop 
�ǆĞƌĐŝƐĞƐ�ĐĂŶ�ďĞ�ƵƐĞĚ�ƚŽ�ĞŶŚĂŶĐĞ�ŐĞŶĞƌĂů�ĂǁĂƌĞŶĞƐƐ͕�ǀĂůŝĚĂƚĞ�ƉůĂŶƐ�ĂŶĚ�ƉƌŽĐĞĚƵƌĞƐ͕�ƌĞŚĞĂƌƐĞ�ĐŽŶĐĞƉƚƐ͕�ĂŶĚͬŽƌ�ĂƐƐĞƐƐ�
the types of systems needed to guide the preventŝŽŶ�ŽĨ͕�ŵŝƚŝŐĂƚŝŽŶ�ŽĨ͕�ƉƌŽƚĞĐƚŝŽŶ�ĨƌŽŵ͕�ƌĞƐƉŽŶƐĞ�ƚŽ͕�ĂŶĚ�ƌĞĐŽǀĞƌǇ�
ĨƌŽŵ�Ă�ĚĞĨŝŶĞĚ�ŝŶĐŝĚĞŶƚ͘  'ĞŶĞƌĂůůǇ͕�dĂďůĞƚŽƉ��ǆĞƌĐŝƐĞƐ�ĂƌĞ�ĂŝŵĞĚ�Ăƚ�ĨĂĐŝůŝƚĂƚŝŶŐ�ĐŽŶĐĞƉƚƵĂů�ƵŶĚĞƌƐƚĂŶĚŝŶŐ͕�ŝĚĞŶƚŝĨǇ�
ƐƚƌĞŶŐƚŚƐ�ĂŶĚ�ĂƌĞĂƐ�ĨŽƌ�ŝŵƉƌŽǀĞŵĞŶƚ͕�ĂŶĚͬŽƌ�ĂĐŚŝĞǀŝŶŐ�ĐŚĂŶŐĞƐ�ŝŶ�ƉĞƌĐĞƉƚŝŽŶƐ͘   

 
Facilitator 

 

Date  
 

Assess the need 
What part of your Emergency Response Plan are you testing? 

 

Define the scope 
WĂƌƚŝĐŝƉĂŶƚƐ͗�tŚŽ�ĂƌĞ�ƚŚĞ�ŬĞǇ�ƉĞŽƉůĞ͍ 

 
 

 

 

 

 

Write a statement of purpose 
What is the reason for the activity? 

 

Define the objectives 





10c – Tabletop Exercises 
 

Tabletop Exercise: Shelter-in-Place 
dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�Ă�dĂďůĞƚŽƉ��ǆĞƌĐŝƐĞ�ŝƐ�ƚŽ�ƉƌŽǀŝĚĞ�ĂŶ�ŽƉƉŽƌƚƵŶŝƚǇ�ĨŽƌ�ǇŽƵƌ�ƚĞĂŵ�ƚŽ�ƌĞǀŝĞǁ�ĂŶĚ�ĚŝƐĐƵƐƐ�ƚŚĞŝƌ�ƌĞƐƉŽŶƐĞƐ�
to a ƐŝŵƵůĂƚĞĚ�ŝŶĐŝĚĞŶƚ�ĂŶĚ�ƚŽ�ŝĚĞŶƚŝĨǇ�ƚŚĞ�ŝŶĨŽƌŵĂƚŝŽŶ͕�ĂĐƚŝŽŶƐ͕�ĂŶĚ�ŶŽƚŝĨŝĐĂƚŝŽŶƐ�ƚŚĂƚ�ĂƌĞ�ŶĞĞĚĞĚ͘  ��dĂďůĞƚŽƉ�
�ǆĞƌĐŝƐĞ�ŝƐ�ŝŶƚĞŶĚĞĚ�ƚŽ�ŐĞŶĞƌĂƚĞ�ĚŝƐĐƵƐƐŝŽŶ�ŽĨ�ǀĂƌŝŽƵƐ�ŝƐƐƵĞƐ�ƌĞŐĂƌĚŝŶŐ�Ă�ŚǇƉŽƚŚĞƚŝĐĂů͕�ƐŝŵƵůĂƚĞĚ�ĞŵĞƌŐĞŶĐǇ͘  Tabletop 

https://rems.ed.gov/District_Scenario-BasedPlanning.aspx


Incident: ��ƚĂŶŬĞƌ�ƚƌƵĐŬ�ĐĂƌƌǇŝŶŐ�ŚĂǌĂƌĚŽƵƐ�ŵĂƚĞƌŝĂůƐ�ĐƌĂƐŚĞƐ�ŝŶƚŽ�ĂŶŽƚŚĞƌ�
ǀĞŚŝĐůĞ�ŽŶ�ƚŚĞ�ƌŽĂĚ�Ă�ĨĞǁ�ďůŽĐŬƐ�ĨƌŽŵ�ƚŚĞ�ƐĐŚŽŽů͘�dŚĞ�ƚƌƵĐŬ�ŝƐ�ůĞĂŬŝŶŐ�Ă�ǇĞůůŽǁŝƐŚ�
ŐĂƐ�ƚŚĂƚ�ŝƐ�ŚŽǀĞƌŝŶŐ�ĐůŽƐĞ�ƚŽ�ƚŚĞ�ŐƌŽƵŶĚ͘ 

��ŵŽƚŽƌŝƐƚ�ĐŽŵĞƐ�ƵƉŽŶ�ƚŚĞ�ĐƌĂƐŚ�ĂŶĚ�ĐĂůůƐ�ϵ-ϭ-ϭ͘  

&ŝƌƐƚ�ƌĞƐƉŽŶĚĞƌƐ�ĂƌĞ�ŝŵŵĞĚŝĂƚĞůǇ�ĚŝƐƉĂƚĐŚĞĚ�ƚŽ�ƚŚĞ�ŝŶĐŝĚĞŶƚ͘ 
dŚĞ�ŵĞĚŝĂ�ŚĂƐ�ďĞŐƵŶ�ƌĞƉŽƌƚŝŶŐ�ŽŶ�ƚŚĞ�ƚĂŶŬĞƌ�ƚƌƵĐŬ�ĐƌĂƐŚ͘�&ĂŵŝůǇ�ŵĞŵďĞƌƐ�ĐĂůů�
ƚŚĞ�ƐĐŚŽŽů�ŽĨĨŝĐĞ�ƚŽ�ĐŚĞĐŬ�ŽŶ�ƚŚĞ�ƐƚĂƚƵƐ�ŽĨ�ƚŚĞŝƌ�ĐŚŝůĚƌĞŶ͘�dŚŝƐ�ŝƐ�ƚŚĞ�ĨŝƌƐƚ�ƚŚĞ�
ƐĐŚŽŽů�ŚĂƐ�ŚĞĂƌĚ�ŽĨ�ƚŚĞ�ŝŶĐŝĚĞŶƚ͘ 
The school office notifies the building Principal necessitating an Emergency 
ZĞƐƉŽŶƐĞ͘  
The principal assumes the role of Incident Commander (as previously 
determined) 



 

 



 

 

 

After action review  
 
  

What was the plan? 
 



Tabletop Exercise: Hold-in-



What story will set the stage and 
ĞŶĐŽƵƌĂŐĞ�ƉĂƌƚŝĐŝƉĂŶƚƐ�ƚŽ�ƚŚŝŶŬ�
about the problem? 

Incident: ��ǁĂƚĞƌ�ƉŝƉĞ�ďƵƌƐƚƐ͕�ĂŶĚ�ǁĂƚĞƌ�ŝƐ�ůĞĂŬŝŶŐ�ŝŶƚŽ�ƚŚĞ�ŚĂůůǁĂǇ�ŶĞĂƌ�ƚŚĞ�
ŶƵƌƐĞ͛Ɛ�ŽĨĨŝĐĞ�ĂŶĚ�ĐĂĨĞƚĞƌŝĂ͘  

��ŵĞŵďĞƌ�ŽĨ�ƚŚĞ�ƐƚĂĨĨ�ŶŽƚŝĐĞƐ�Ă�ǁĞƚ�ŚĂůůǁĂǇ�ĂŶĚ�ĐĂůůƐ�ƚŚĞᣀ�ЀĀĐĀ  



• �ŽŶƐŝĚĞƌ�ĂĐĐĞƐƐ�ĂŶĚ�ĨƵŶĐƚŝŽŶĂů�ŶĞĞĚƐ�;ŝ͘Ğ͕͘�
ĚŝĨĨŝĐƵůƚǇ�ŚĞĂƌŝŶŐͬƐĞĞŝŶŐ�ĂůĂƌŵƐ͕�ĐŚĂůůĞŶŐĞƐ�ǁŝƚŚ�
ŵŽďŝůŝƚǇ͕�ǁĂǇĨŝŶĚŝŶŐ͕�ƚŽŝůĞƚŝŶŐ�ĂŶĚ�ĨĞĞĚŝŶŐ�ŶĞĞĚƐ͕�
ĞƚĐ͘Ϳ 

• How is the response lifted (ended)? 
 
hƐŝŶŐ�zŽƵƌ�&ůŽŽƌ�WůĂŶƐ�ĂŶĚ��ƌĞĂ�DĂƉƐ͗  

• Is your Floor Plan accurate and helpful? 
Consider: water shut-



 
Tabletop Exercise: Evacuation 

dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�Ă�dĂďůĞƚŽƉ��ǆĞƌĐŝƐĞ�ŝƐ�ƚŽ�provide an opportunity for your team to review and discuss their responses 
ƚŽ�Ă�ƐŝŵƵůĂƚĞĚ�ŝŶĐŝĚĞŶƚ�ĂŶĚ�ƚŽ�ŝĚĞŶƚŝĨǇ�ƚŚĞ�ŝŶĨŽƌŵĂƚŝŽŶ͕�ĂĐƚŝŽŶƐ͕�ĂŶĚ�ŶŽƚŝĨŝĐĂƚŝŽŶƐ�ƚŚĂƚ�ĂƌĞ�ŶĞĞĚĞĚ͘  ��dĂďůĞƚŽƉ�
�ǆĞƌĐŝƐĞ�ŝƐ�ŝŶƚĞŶĚĞĚ�ƚŽ�ŐĞŶĞƌĂƚĞ�ĚŝƐĐƵƐƐŝŽŶ�ŽĨ�ǀĂƌŝŽƵƐ�ŝƐƐƵĞƐ�ƌĞŐĂƌĚŝŶŐ�Ă�ŚǇƉŽƚŚĞƚŝĐĂů͕�ƐŝŵƵůĂƚĞĚ�ĞŵĞƌŐĞŶĐǇ͘  Tabletop 
�ǆĞƌĐŝƐĞƐ�ĐĂŶ�ďĞ�ƵƐĞĚ�ƚŽ�ĞŶŚĂŶĐĞ�ŐĞŶĞƌĂů�ĂǁĂƌĞŶĞƐƐ͕�ǀĂůŝĚĂƚĞ�ƉůĂŶƐ�ĂŶĚ�ƉƌŽĐĞĚƵƌĞƐ͕�ƌĞŚĞĂƌƐĞ�ĐŽŶĐĞƉƚƐ͕�ĂŶĚͬŽƌ�ĂƐƐĞƐƐ�
ƚŚĞ�ƚǇƉĞƐ�ŽĨ�ƐǇƐƚĞŵƐ�ŶĞĞĚĞĚ�ƚŽ�ŐƵŝĚĞ�ƚŚĞ�ƉƌĞǀĞŶƚŝŽŶ�ŽĨ͕�ŵŝƚŝŐĂƚŝŽŶ�ŽĨ͕�ƉƌŽƚĞĐƚŝŽŶ�ĨƌŽŵ͕�ƌĞƐƉŽŶƐĞ�ƚŽ͕�ĂŶĚ�ƌĞĐŽǀĞƌǇ�
ĨƌŽŵ�Ă�ĚĞĨŝŶĞĚ�ŝŶĐŝĚĞŶƚ͘  'ĞŶĞƌĂůůǇ͕�dĂďůĞƚŽƉ��ǆĞƌĐŝƐĞƐ�ĂƌĞ�ĂŝŵĞĚ�Ăƚ�ĨĂĐŝůŝƚĂƚŝŶŐ�ĐŽŶĐĞƉƚƵĂů�ƵŶĚĞƌƐƚĂŶĚŝŶŐ͕�ŝĚĞŶƚŝĨǇŝŶŐ�
ƐƚƌĞŶŐƚŚƐ�ĂŶĚ�ĂƌĞĂƐ�ĨŽƌ�ŝŵƉƌŽǀĞŵĞŶƚ͕�ĂŶĚͬŽƌ�ĂĐŚŝĞǀŝŶŐ�ĐŚĂŶŐĞƐ�ŝŶ�ƉĞƌĐĞƉƚŝŽŶƐ͘   

 
Facilitator 

 

Date  
 

Assess the need 
What part of your Emergency 
Response Plan are you testing? 

�ǀĂĐƵĂƚŝŽŶ��ŶŶĞǆ 
Building-Level Emergency Response Plan  
Incident Command System 
&ůŽŽƌ�WůĂŶƐ�ĂŶĚ��ƌĞĂ�DĂƉƐ 

Define the scope 
WĂƌƚŝĐŝƉĂŶƚƐ͗�tŚŽ�ĂƌĞ�ƚŚĞ�ŬĞǇ�
people? 

 



What story will set the stage and 
ĞŶĐŽƵƌĂŐĞ�ƉĂƌƚŝĐŝƉĂŶƚƐ�ƚŽ�ƚŚŝŶŬ�
about the problem? 

Incident: ��ǁĂƚĞƌ�ŵĂŝŶ�ƚŽ�ƚŚĞ�ƐĐŚŽŽů�ďƵƌƐƚƐ͕�ĂŶĚ�ǁĂƚĞƌ�ƚŽ�ƚŚĞ�ƐĐŚŽŽů�ŝƐ�ƐŚƵƚ�
ŽĨĨ͘  ^ƚƵĚĞŶƚƐ�ĂŶĚ�ƐƚĂĨĨ�ĂƌĞ�ƵŶĂďůĞ�ƚŽ�ǁĂƐŚ�ŚĂŶĚƐ͕�ĨůƵƐŚ�ƚŽŝůĞƚƐ͕�ĂŶĚ�ƚŚĞ�ĐĂĨĞƚĞƌŝĂ�
ŝƐ�ƵŶĂďůĞ�ƚŽ�ĐŽŶƚŝŶƵĞ�ŵĞĂů�ƉƌĞƉĂƌĂƚŝŽŶ�ĂŶĚ�ĐůĞĂŶ�ƵƉ͘ 

Action: The principal assumes the role of Incident Commander (as previously 
determined) and determines that an Evacuation ŝƐ�ŶĞĐĞƐƐĂƌǇ͘ 



hƐŝŶŐ�zŽƵƌ�&ůŽŽƌ�WůĂŶƐ�ĂŶĚ��ƌĞĂ�DĂƉƐ͗  
• �ŽĞƐ�ĞǀĞƌǇŽŶĞ�ŝŶǀŽůǀĞĚ�ŬŶŽǁ�ŚŽǁ�ƌŽƵƚĞƐ�ƚŽͬĨƌŽŵ�

the school will be impacted? 
• Communication with the teachers on the field trip 

ŵƵƐƚ�ŽĐĐƵƌ͘  





What story will set the stage 
and encourage participants to 
ƚŚŝŶŬ�ĂďŽƵƚ�ƚŚĞ�ƉƌŽďůĞŵ͍ 

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



Using Your Floor Plans and Area Maps:  
• �ŽĞƐ�ĞǀĞƌǇŽŶĞ�ŝŶǀŽůǀĞĚ�ŬŶŽǁ�ŚŽǁ�ƌŽƵƚĞƐ�

ƚŽͬĨƌŽŵ�ƚŚĞ�ƐĐŚŽŽů�ǁŝůů�ďĞ�ŝŵƉĂĐƚĞĚ͍ 
• The teachers overseeing recess and the Physical 

�ĚƵĐĂƚŝŽŶ�ƚĞĂĐŚĞƌ�ŶĞĞĚ�ĚŝƌĞĐƚŝŽŶ͘  
• WĂƌĞŶƚƐ�ĂŶĚ�ǀŝƐŝƚŽƌƐ�ŶĞĞĚ�ĚŝƌĞĐƚŝŽŶ͘ 
• The field trip bus drivers need direction 

 
{Consider additional building specific problems that could 
occur}  
What are possible new or cascading problems? 

 

What should you do now? 
 

What information do you need? 
 



Tabletop Exercise: Lockdown 

The purpose of a dĂďůĞƚŽƉ��ǆĞƌĐŝƐĞ�ŝƐ�ƚŽ�ƉƌŽǀŝĚĞ�ĂŶ�ŽƉƉŽƌƚƵŶŝƚǇ�ĨŽƌ�ǇŽƵƌ�ƚĞĂŵ�ƚŽ�ƌĞǀŝĞǁ�ĂŶĚ�ĚŝƐĐƵƐƐ�ƚŚĞŝƌ�ƌĞƐƉŽŶƐĞƐ�
ƚŽ�Ă�ƐŝŵƵůĂƚĞĚ�ŝŶĐŝĚĞŶƚ�ĂŶĚ�ƚŽ�ŝĚĞŶƚŝĨǇ�ƚŚĞ�ŝŶĨŽƌŵĂƚŝŽŶ͕�ĂĐƚŝŽŶƐ͕�ĂŶĚ�ŶŽƚŝĨŝĐĂƚŝŽŶƐ�ƚŚĂƚ�ĂƌĞ�ŶĞĞĚĞĚ͘  ��dĂďůĞƚŽƉ�
�ǆĞƌĐŝƐĞ�ŝƐ�ŝŶƚĞŶĚĞĚ�ƚŽ�ŐĞŶĞƌĂƚĞ�ĚŝƐĐƵƐƐŝŽŶ�



ŚĂǀĞ�Ă�ǁĞĂƉŽŶ͘�dŚĞ�ƐƚƵĚĞŶƚ�ĐŽŵĞƐ�ŽƵƚƐŝĚĞ�ŽĨ�ƚŚĞ�ďƵŝůĚŝŶŐ�ĂŶĚ�ƐĞĞƐ�ƚŚĞ�^ZK�ĂŶĚ�
ƉĂƌĞŶƚ�ŝŶƚĞƌĂĐƚŝŶŐ͘  

Action: The principal assumes the role of Incident Commander (as previously 
determined) and determines that a Lockdown ŝƐ�ŶĞĐĞƐƐĂƌǇ͘ 

The Incident Commander assembles the building emergency response team and 
ĂĐƚŝǀĂƚĞƐ�ƚŚĞ�/�^͘  

ICS: (Assign the necessary and relevant roles and alternates for the roles, or use 
previously assigned roles as per your Emergency Response Plan) 
 
• School Public Information Officer 
• School Liaison Officer 
• School Safety Officer 
• Operations  
• 



• 



How do we improve? 
 
�ŽŶƐŝĚĞƌ�ƌĞƐƉŽŶƐĞ�ŝŵƉƌŽǀĞŵĞŶƚƐ͘ 
 
�ůƐŽ�consider improvements to: 

• >ŽĐŬĚŽǁŶ��ŶŶĞǆ 
• Building-Level Emergency Response Plan  
• Incident Command System 
• &ůŽŽƌƉůĂŶƐ�ĂŶĚ��ƌĞĂ�DĂƉƐ 
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