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BUILDING EVACUATION REPORT


This form is to be used to record all evacuations, including drills.

The form is to be completed by the Campus Warden, and forwarded to Judy Johnston Project Officer (Resources) – Human Resources, Mail H14.

SECTION 1
INCIDENT DETAILS

Reason for Evacuation

Drill   (     


Notice given   Yes (  No ( 

Fire   (             Smoke       (     Bomb Threat              (
  Gas Leak     (    Explosion          (      

Hazardous substance spill
   (
Armed intruder          (     Flooding       (       

Loss of Power or Water         (     Medical Emergency  (      Civil Unrest  (     Suspect Mail    (
Incident description     








  

(Briefly indicate)
False Alarm          ( 








          
(Briefly indicate)
Time of commencement of evacuation 

     Time of completion of evacuation 



Extent of Evacuation 

Date



   Campus 

     Building(s) affected 




Estimate of number occupants evacuated ?   Staff  
              Students  
             Others 



Room only   ( 
Adjacent Room(s)   ( 
Area    (     Floor     ( 
Building
    ( 
Campus
    ( 

Details if alarms could NOT be heard in any area  








Could Security be contacted readily ?


Yes (  No (
Campus Warden attended EWIS



Yes (  No ( 

Familiarity with EWIS




Yes (  No (   

Wardens wearing correct hat



Yes (  No (


Building Wardens wearing yellow hats


Yes (  No (


Building Wardens reported to Campus Warden

Yes (  No ( 

All areas checked and found clear 



Yes (  No ( 


Lifts brought to ground level



Yes (  No (  N/A (
Lifts & escalators NOT used for evacuation


Yes (  No (  N/A (
Impediments to evacuation




Yes (  No (  
Evacuees directed to correct assembly area


Yes (  No (
Satisfactory movement of evacuees to correct Assembly Area
Yes (  No (
Details of people attempting to re-enter restricted areas

Further Training Required ?

IN CASE OF FIRE

	Fire Discovered by
	
	Method of Extinguishment
	
	Material first ignited
	

	Staff member
	
	Self extinguishment
	
	Raw materials
	

	Student
	
	Portable extinguisher
	
	Clothing of person
	

	Visitor/passer by
	
	Dousing with water
	
	Upholstery or furnishings
	

	Contractor
	
	Smothering
	
	Stored materials
	

	Sprinkler
	
	Removal
	
	Structure
	

	Smoke detector
	
	Sprinkler
	
	Fittings
	

	Heat detector
	
	Suppression
	
	Food or cooking materials
	

	Other 



	
	Fire Brigade
	
	Electrical insulation
	

	



	
	
	
	Cleaning materials
	

	



	
	
	
	Waste
	

	
	
	
	
	Other
	

	
	
	
	
	Unknown
	


	Cause of fire
	
	Spread of fire
	
	Spread of smoke
	

	Deliberate
	
	N/A
	
	N/A
	

	Cooking appliance
	
	Confined to item
	
	Confined to room
	

	Heating
	
	Stored material
	
	Corridor
	

	Hot work
	
	Furnishings/fittings
	
	Adjacent room
	

	Electrical
	
	Equipment
	
	Stairway
	

	Equipment failure
	
	Other
	
	Other floor
	

	Smoking
	
	
	
	Roof void
	

	Other
	
	
	
	Adjacent building
	

	Unknown
	
	
	
	
	


	Route of Fire Spread
	
	

	N/A
	
	       Details on any of the above

	Ducts
	
	

	Spaces
	
	

	Open Doors
	
	

	Stairways / lifts
	
	

	Other
	
	


SECTION 2
FALSE ALARM

	Cause of False Alarm
	
	False Alarm Initiated by
	
	If caused by Faulty

Detector, Location of

Detector

	
	
	
	
	

	Steam
	
	Smoke detector
	
	Building 




	Heat
	
	Heat source
	
	Floor 




	Cooking fumes
	
	Sprinklers
	
	Department 



	Dust
	
	Staff phone call
	
	Area 




	Accidental Damage
	
	Break glass alarm
	
	Classroom 



	Vandalism
	
	Contractor alert
	
	Laboratory 



	Smoking
	
	Other
	
	Workshop 



	Faulty system
	
	



	
	Office 




	Unknown
	
	



	
	Admin area 



	Other
	
	



	
	Corridor 




	



	
	
	
	Student amenity 



	



	
	
	
	




	



	
	
	
	External 




	



	
	
	
	Other 




	
	
	
	
	





SECTION 3
NON-FIRE INCIDENT

Details of a non-fire incident  








(Attach any relevant documents eg Bomb threat checklist)
SECTION 4
COMMENTS

	COMMENT
	ACTION REQUIRED
	ACTION PERSON AND DATE COMPLETED

	
	
	


Report completed by :




Signature





Date 





Authorised by : Associate Director Operations and Services, Facilities and Services Group
14th July 2004
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