TOOL 5.11 EVACUATION DRILL REPORT – STANDARD 5.11 EVACUATION DRILL

XYZ CITY/MUNICIPALITY DAY CAMP
EVACUATION DRILL REPORT
PASSAGES HIGHLIGHTED IN GREY: This information may vary depending on your situation and your practices.
Camp management appoints an evacuation drill manager. Each week, the drill manager sets off the alarm OR (if this is not possible) notifies staff of the date and time the drill is to be held. The drill manager ensures that staff and participants follow the day camp emergency measures correctly. The manager writes down his/her observations and shares them with staff and participants with the aim of ensuring that the site can be evacuated as efficiently as possible.
REMINDER: General evacuation plan (as presented in tool #22)
When the alarm sounds (or when a member of management gives the order):
· stop activities 
· stay calm and reassure participants 
· gather the group together, check that everyone is present, and form them into a column two-by-two
· if someone is missing, quickly check the premises
· identify the closest safe exit 
· listen out for instructions (intercom, site, etc.)
· close all doors and windows
· evacuate the premises promptly (walking) 
· use the stairs
· once outside, move at least 100 metres away from the building towards the previously identified muster point
· once you reach the muster point, have the children sit down in a line two by two
· check that everyone is present and report to management (group complete or number of those missing )
· remain at the muster point and follow instructions
Day camp management is responsible for the final roll call, assignments, checking the premises, communications with fire and police services and authorities, and coordination of subsequent measures required (communications with parents, report to the authorities concerned, etc.).
EVACUATION DRILL REPORT
Date: ____________________________      Time: ______________________________
Drill manager: ________________________________________________
Time taken to evacuate the site: __________________________________________
Observations: ______________________________________________________________________________________________________________________________________________________________________________________________________
Comments and notes for the next time: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Drill manager’s signature: _______________________________________________
Date: ____________________________      Time: ______________________________
Drill manager: ________________________________________________
Time taken to evacuate the site: __________________________________________
Observations: ______________________________________________________________________________________________________________________________________________________________________________________________________
Comments and notes for the next time: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Drill manager’s signature: _______________________________________________
Date: ____________________________      Time: ______________________________
Drill manager: ________________________________________________
Time taken to evacuate the site: __________________________________________
Observations: ______________________________________________________________________________________________________________________________________________________________________________________________________
Comments and notes for the next time: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Drill manager’s signature: _______________________________________________
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