Instructions

The Delaware School Safety Work Group; a statewide committee of school administrators, educational associations, emergency responders and emergency-based social service agencies; developed the Emergency Procedures Guide along with other crisis management planning tools. The guide outlines recommended immediate action steps that should be taken during an emergency.  

This disk contains each page of the guide.  In order to ensure that your guide is formatted correctly, please read the following tips before altering or printing the pages:

· The pages may be printed on 8 ½ X 11 paper except the last 7 pages, which must be printed on 8 ½ X 14 paper.

· Do not alter the margins of the pages.  Each page is .5” longer than the previous page to create a “flipchart” appearance when assembled.

· The titles of the pages should border the bottom margin.  This allows only the title to appear beneath the previous page.

· Before assembling the guide, cut the pages directly underneath the titles.

· The file titled “covpage” provides a layout of the guide.  Use the layout to assemble your guide.

