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EMERGENCY GUIDEBOOK INSTRUCTIONS FOR DOCUMENT STORAGE
When possible, the documents below are available in the Management Manual as PDF and can be typed on and saved
directly into folders or if the document can not be typed on then it should be printed, handwritten and scanned and saved
into folders. Regardless, all documents are to be scanned, saved, and filed in the electronic system following guidelines
below. Make sure to save the form according to the specific Region’s folder and add the programs name to the end of the
file name i.e. Emergency Supplies Baldwin or Emergency Shut Off Forest Beach.

DOCUMENTS TO BE FILED ELECTRONICALLY DRILL LOGS TO BE FILED ELECTRONICALLY
AFTER COMPLETION: AFTER COMPLETION:
Emergency Service Contacts Fire Emergency Drill Log Worksheet
Emergency Shut Off Natural Disaster Emergency Drill Worksheet
Emergency Supplies Utility Failure Emergency Drill Worksheet
Emergency Worksheet/Diagram Bomb Threat/Suspicious Package Drill Worksheet
Fire Evacuation Practice Drills Medical Emergency Drill Worksheet
Responding to a Fire Emergency Violent or Threatening Situations Emergency Drill Worksheet
Natural Disaster Practice Drills Community Emergency Search Worksheet

Responding to a Natural Disaster
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DOCUMENTS TO BE FILED ELECTRONICALLY ANNUALLY:
Recommended Emergency Practice Drill Schedule Log
Fire Drill Data Sheet
E-Score Packet
Quarterly Medication Administration Skills Check (also submitted with annual Performance Review)
Quarterly Emergency Preparedness Skills Check (also submitted with annual Performance Review)

**Originals of all contents will remain in the Emergency Guidebook at each location.
Records of Drills logs will be maintained in the book for a minimum of 2 years. *
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