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	FIRE EVACUATION DRILL RECORD
To be completed by a group representative responsible for or based at the property

	Group:
	Type of property: 

	Address:

	A live or passive fire drill must be carried out once every six months as a minimum

	Copies of this document will be requested by the health and safety auditor at the annual audit

	
	Live Fire Drill

	Names
	Date
	Time taken
	Actions needed
	Signature

	
	
	
	
	

	
	
	
	

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	*Passive Fire Drill

	Names
	Date
	Branch representative
	Knew the information
	Actions needed
	Signature
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	No
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	*Passive fire drill: Staff and volunteers are required to show they know what the fire evacuation procedure is without setting off the alarm. They should be asked individually what the fire evacuation plan is and if they cannot recall it, they should be asked to read the information again and told they will be questioned again within three months.
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