Six Monthly Evacuation Drills for Early Childhood Services

(Fire Service Communication Centre must be rung ten minutes prior to all Evacuation Drills: 04 - 801  0812)

Use this form for Six Monthly Evacuation Drill only (this requirement replaces termly Evacuation Drills)
Six Monthly Evacuation Drill Procedure:

1. Decide who is going to be the Drill Supervisor for this drill.

2. 10 days prior to the drill, please email this form (Arapawa.Evac@fire.org.nz) or fax this form with Box [A] completed to 04 4783 610
3. Ten minutes before the drill, you must ring the Fire Services Communication Centre (04 801 0812). This is so the fire service does not respond unnecessarily eg if a neighbour dials 111 when they hear the alarm or see you evacuating. If the Fire Service Communication Centre does not answer the phone, you must delay the drill as they must be informed prior to the drill.)

      They will need to know:  

Who you are, 

Your address, 

Date and time you will carry out drill

4. Carry out the drill. The drill supervisor should not get involved in any way – their role is to observe

5. The drill supervisor should then complete the Drill Evaluation Box [B].

6. Within 10 days of carrying out the drill, either email this form (Arapawa.Evac@fire.org.nz)  or re-fax this form with Box [A] and Box [B] completed, to : 04 4783610 and also to WRFKA Facilities Manager at

        04 232 3096 or email Robertd@wn-kindergarten.org.nz

7. File original form in Facilities Manual

To: Evacuation Scheme Administrator, Arapawa Region

Date:
BOX [A]

This is to advise that   ………………………………………………………...   Kindergarten/Centre 

Address:……………………………………………………………………………………………….

is having a six monthly evacuation drill on:               /    /20….     at             am/pm, and you are cordially invited to attend.

 BOX [B]

Drill Evaluation.  Name of Drill Supervisor:………………………………………….

1. Are all evacuation notices in displayed correctly




yes/no

2. Could the evacuation alarm be heard in all areas?




yes/no

3. Were staff and parents familiar with the evacuation process?


yes/no

4. Was the correct Assembly Point / Safe Place used?




yes/no

5. Was the roll call carried out and children supervised?



yes/no

6. Did you have a plan to evacuate those who were unable to evacuate themselves
yes/no

7. Was the ‘111’ call actually made or role played




actual/role play

8. What was the time taken to complete the drill




mins……secs…….. 

      (drill completed with all children and staff accounted for and clear of the building).

9. Was anyone injured during the drill






yes/no                      

       If yes, what was the nature of the injury:

Comments:

Box [B] completed and sent Date:    ..…./……/……            Signed:………………………………...

EM1








