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Amendment Record 
This document is reviewed to ensure its continuing relevance to the systems and process that it describes. A record of 
contextual additions or omissions is given below

Rev. No Description / Comments Prepared By Checked By 
Approved 

By 
Issue Date 

0 Creation of New Document Bruce Bester Michael Ford Uwe Krueger 17-May-2016 
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EMERGENCY DRILL PLAN 

Section 1 – Details  

Incident Details  

Reason For Evacuation   Drill  Other  Notice Given   Yes    No 

Drill Type  

 Fire    Smoke   Bomb Threat   Explosion 

 Flooding     Gas Leak                                                Loss of Power / Water  Earthquake  

 Civil Unrest     Suspect Mail   Emergency Evacuation    Medical 

 Other ____________  Combined Drill __________________________________________________(specify) 

False Alarm (Briefly Indicate)   Yes ___________________   No ________________ 

Time of Drills  Start: Completed:

 
Section 2 - Scenario 

Scenario Description 

 
 
 

Objective 

 
 
 

Scope 

 
 
 

Alarm System 

 
 
 

Applicable Procedure for the Emergency Drill 
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Section 3 – Responsibilities and Extent 

Responsible(s) for the Drill 

Name   Position   

Name  Position  

Name  Position   

   

   

Extent of Evacuation 

Date   

Location   

Building affected   

Number of Occupants 

Staff  Visitors  Others  

Total  
 

 

Section 4 - Fire Wardens and First Aid Personnel 
Personnel Involved with Drill 

 
Name Position Role in Drill 

Location / Floor / 
Room 

1        

2        

3        

4        

5        

6        

7        

8        

9        

10        

11        

12        

13        
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Section 5 - FIRE WARDEN / FIRST AIDERS (Insert Personnel pictures and roles here) 

Photo:     

Name:        

Duty:        

Mobile no:        

Location:        

NOTE:  

1. Primary duty – Appointed First Aider/Fire Warden 

2. Secondary duty – Appointed when Primary duty Fire Warden is absent or unable to perform his function and/or other exceptional situations 
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Evacuation Plan/s (Insert below) 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SIGN OFF 
Person Signing Off:  Signature   

Sign Off Comments:  

 

Sign Off Date:  

 


