<INSERT ORGANISATION NAME> EMERGENCY EVACUATION REPORT FORM

Use our emergency evacuation report form to record your emergency evacuations and ensure you track the learning and action points.

	<INSERT ORGANISATION NAME> EMERGENCY EVACUATION REPORT FORM


	Organisation: 

	

	Was this a:
	Planned drill?     ☐
	Real alarm?        ☐
	False alarm?       ☐

	Location of drill/ emergency
	

	Date of alarm:

	
	Time of alarm:
	

	Target evacuation time:
	
	Actual evacuation time:
	

	Time taken for emergency services to arrive (if applicable):

	

	Time taken for roll call:

	



	Events leading to evacuation

	Alarm (real/false) or planned drill, cause, who organised.








	Evacuation assessment

	Include: level of success, anyone not heeding or hearing alarm, means of escape bottlenecks/blockages, liaison with fire service, did staff close doors/windows behind them, were all processes stopped safely as required, were all power isolations made as necessary, did someone bring out the emergency grab bag, did PEEPs work (if applicable), sufficient fire marshals, assembly point adequate.













	Further action required?

	Issue
	Action
	Who by?
	Date completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Review

	Has feedback been given to staff confirming positive and learning points?   
	☐  Yes     ☐  No


	Have all required post-event actions been completed?
	☐  Yes     ☐  No


	Name of person with responsibility for 
evacuation:

	


	Signature:



	Date:



© Agora Business Publications LLP. The information in this document is for general guidance only and is not intended to address the circumstances of any particular individual or entity. The document may need to be tailored to suit individual circumstances and professional advice should be sought before any action is taken, or any decision is made to refrain from action. To the fullest extent permitted by law, Agora Business Publications LLP and our contributors do not accept liability for any direct, indirect, special, consequential or other losses or damages of whatsoever kind arising from any action or inaction of the user other than liability limited to the fee paid for the document.
