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	Emergency Drill Planning Checklist

Objectives:

[List the drill objectives below.]  



	Objective Number
	Objective
	Who’s Responsible? 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Emergency Drill Planning Checklist (Continued)

Training:

How a drill is conducted varies according to the type of drill, ranging from simple operational procedures to more elaborate communication and command post drills.  Given the variety of functions that may be drilled, there is no set way to run a drill.  However, some general guidelines are given below.

Preparation:

· If operational procedures are to be tested, review them beforehand.

· Review safety precautions.

· Train evaluators.

· Drill participants usually need a short orientation before the drill actually begins.

Stage Setting:

· Begin with a general briefing, setting the scene and reviewing the drill purpose and objectives.

· Films, slides, or videotapes may be used in setting the scene for the drill.

Monitoring the Action:

· Prepare messages to insert into the drill to ensure that all objectives are being tested.

· Use the prepared messages to trigger actions if something you wanted to happen is not happening.

Comments:



	Emergency Drill Planning Checklist (Continued)

Evaluation:

· Plan the observation process:

1. Recall the objectives, the events, and the actions or decisions needed.

2. Identify those expected to take the actions or make decisions as those who should be observed.

3. Locate evaluators in a position to observe the players.

4. Brief the evaluators on what actions or decisions are expected.

· Provide points of review to guide the evaluators.

· Provide evaluation forms.  They may include simple questionnaires, checklists, or rating sheets on which observations are recorded.
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