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Dickinson Independent School District

Technology Department

4512 Highway 3

Dickinson, TX 77539
Dickinson ISD Technology Help Desk 281-229-6028
Disaster Preparation Plan for Classroom Technology Equipment
I. Disconnecting Equipment

A. Computers
1. Back up ALL of your documents to duplicate places—If you save solely to “My Documents” on your C:Drive your data could be lost if there is damage to your computer. Alternate places are: your P: drive, a personal flash drive, floppy disks. Instructions for saving to your P:Drive were handed out at the Technology Overview training during the August 2005 Inservice days.
2. Unplug all cables and cords from the wall. If your computer is not on top of a desk or table, disconnect the cables from the back of the computer (CPU) and place it on a desk. 
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3. Move computers and monitors out of sight of the windows (to the right or left). If a computer is on the floor, disconnect it and move it to the top of the desk. If you have a power strip, unplug it and move it to the desk.

4. Completely enclose computers and monitors with plastic trash bags provided by campus. (Be sure that no electrical or network cords are on the floor.) 

5. Lock the door to your room before you leave.

B. Phones

1. Disconnect the phone’s network cable from the wall. (This should leave 2 cables still attached to your phone if you have only one network connection in your classroom or office.) 

2. Move phone away from windows, off of floor, and onto desk. 

3. Completely enclose phone with plastic trash bag. (Be sure that no electrical or network cords are on the floor.) 
C. Printers, scanners, and any other electrical equipment
1. Disconnect the equipment’s power supply.

2. Disconnect the equipment’s network cable (if applicable) from the wall. 

3. Move equipment away from windows, off of floor, and onto desk or table. 
4. Completely enclose equipment with plastic trash bag. (Be sure that no electrical or network cords are on the floor.)
D. Mobile labs

1. Remove laptops from the bottom 1 or 2 feet of the cart, and enclose in plastic trash bags.
2. Unplug the carts, and roll them away from any windows.
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USB Connections (sometimes for mouse and keyboard)
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Speaker Connections








If the upper speaker connection (pink/green) does not work, try the Alternate Speaker Connection at the bottom of the tower (blue/green).
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