Staff Training Record
Fire Instruction and Drills
Name:…………………………………………….
Position:……………………………………….
	Date
	Tick Box
	

	
	
	Action to be taken on discovery of fire

	
	
	Action to be taken on hearing the alarm

	
	
	Raising the alarm, including location of call points

	
	
	The correct method of calling the Fire and Rescue Service

	
	
	Location and use of firefighting equipment

	
	
	Knowledge of escape routes

	
	
	Appreciate the importance of fire resisting doors and the need for them to be closed

	
	
	Stop machines or processes and isolate power before leaving the building if appropriate to do so

	
	
	Correct evacuation of buildings to official assembly points

	
	
	Staff with Specific Responsibilities.
State responsibility and type of additional training taken.

…………………………………………………………………………….

e.g. Receptionist will call 999, teaching staff will lead class evacuation
…………………………………………………………………………….
…………………………………………………………………………….


	Date
	Tick Box
	Participation in fire/evacuation drill

	
	
	Fire / Evacuation Drill (6 monthly)

	
	
	


Training Received:…………………………………………………..
Date:………………………..

  




(Signature)

Trained By:……………………………………………………………
Date:………………………..

