Building Fire Drill Report

Date

Report By

Title

Building Name

Building Address

Time Drill Began

Time Drill Completed

Specific Timing

Floor # or Area Notification/Began Clear/Finished Total Time Elapsed

Communications

Was the Fire Alarm clearly heard in all areas?

Was the Public Address System clearly heard in all areas?
Fire Department Notified? Time (simulation)
Security notified?

Alarm/Monitoring company notified?

Evacuation Team Personnel

Floor Wardens followed correct fire drill procedures?

Floor wardens carried out all assigned duties? (Floor search, head count)



Containment of Fire

Were all doors closed but not locked?

Was a fire extinguisher taken to the location of the fire?

Evacuation

Corridors and exits kept clear?

Did the evacuation proceed in a smooth, swift and orderly manner?

Did visitors to the building take part in the drill?
Were all handicapped persons assisted by two "partners" to reach the inside of the
stairwell?

Did all building occupants assemble at the proper meeting place?

Was a head count taken at the meeting place?

Records

Were important documents and cash secured or prepared for removal? (If relevant)

Remarks and Recommendations: Explain all “no” answers. Use reverse side for additional
comments and/or problems encountered.

Signature

(Floor Warden/Observed)



