School Safety Survey: How-To Insert Excel Graphs into the Data Review Manual
A member of your team  will receive an Excel file from EdPro Development. You will be responsible for copying graphs from the received file into the Data Review Manual.
1. Open the Excel Template and click the “Summary” tab.

2. Highlight the “Roles” table, right click, and select “copy”. 
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Section 1: Risk Factors to School Violence
For this section please refer to the charts labeled Section 1: Risk Factors for School and Violence.
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3. Open the Data Review Manual.

4. Highlight the text directing you to insert the roles table, right click, and select paste.
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5. Click on the “S1 Risk Factors” tab in the Excel.

6. Click on the lower left hand corner of the page so that 3 little black boxes appear on each side of the page. Press the “Ctrl” key and the “c” key on the keyboard at the same time.
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7. Highlight the text in the Guide directing you to insert the risk factors graph, right click, and select paste.

8. Repeat steps 5-7 for each of the remaining 4 graphs.
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Administrator 0.0% | Adult 4| 28.6%

0
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The first thing to look at when reviewing the safety survey results is the number of adults and students who gave
feedback.

o What percentage of the adults completed the safety survey? The goal is for all adults in the school to
complete and return the survey. % (# of adult respondents/total # of adults in the school)
o How many homeroom/homebase/1%! period teachers are in your school? 5

o o How many students per certified teacher/homeroom teacher completed the survey? The goal is that 4
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