
  

Drill Preparation Steps Yes 

Prepare the Environment 

1. Determine the meeting point (muster point) outside the clinic building. 

The muster point should: 

• Be a safe, accessible location at least 30–50 metres from the building and easy for everyone, 

including people with disabilities, to reach. 

• Be away from traffic, driveways, hazards, and do not block access for emergency services. 

• Be in an open, level area with good visibility.  

 

2. Post an evacuation map in the clinic.  

Note: Evacuation maps are best practice, especially in clinics with multiple rooms or floors, although they 

are not required. Maps should be posted at eye level in visible locations in the clinic. 

The evacuation map should include: 

• Green arrows showing the route from each room to the nearest exit, directing occupants to the 

exterior exit (for ground-floor clinics) or to the nearest stairwell (for multi-storey buildings). Use 

thick black outlines around green arrows to ensure they are clearly visible to people with vision 

deficiencies or colour blindness. 

• The “you are here” location, fire extinguishers, first aid kit, and designated muster points. 

• A simple legend, and a north-pointing compass arrow. 

 

3. Confirm that exit routes, paths, and doors are clearly marked, unobstructed, and accessible.   

4. If the clinic is in a multi-storey building, confirm:  

• The location of Areas of Refuge (designated safe spots, e.g., stairwell landings, where people 

who cannot use stairs can wait for assistance during an evacuation). 

• That the building’s evacuation maps are posted in main hallways and near elevators. 

 

Prepare Staff 

1. Communicate the evacuation drill details to all clinic staff (date/time/type of emergency).  

2. Review evacuation routes with staff using the evacuation map or by a demonstration.  

3. Review expected actions taken by staff. 

Expected staff evacuation actions:  

• Assist patients or visitors requiring help (simulate during the drill). 

• Evacuate using the nearest exit or stairwell (do not use elevators). 

• Evacuate calmly; do not run. 

• Proceed to muster point. 

 

Evacuation Drill Preparation Checklist 

Use this checklist to help the clinic prepare for its annual evacuation drill.  

 



• Do not re-enter the clinic until the all-clear is given by Emergency Services (for real emergencies) 

or the drill coordinator (for drills). 

4. Review expected actions with the clinic's Emergency Warden, if one has been assigned. 

Note: Emergency wardens are best practice, particularly in larger clinics, although they are not required. 

Expected Emergency Warden actions (if safe to do so): 

• Ensure exits are clear. 

• Coordinate the evacuation of clinic occupants. 

• Check clinic areas after staff begin evacuating to ensure no one is left behind. 

• In a fire emergency, close all doors after the area is cleared of people, and, if safe, turn off or 

unplug electronic equipment.  

• Report hazards and missing persons to Emergency Services and assist as needed.  

• Conduct headcount of staff and patients at muster point. 

 

5. Review procedures for assisting people with disabilities during evacuation with everyone. 

Expected actions for assisting people with disabilities: 

• Ask first: Offer help and ask how they want to be assisted. 

• Hearing impairment: Get attention visually, face them, speak clearly. 

• Vision impairment: Guide at their pace, warn about obstacles, lead to exit or Area of Refuge. 

• Mobility limitations/wheelchair users: Guide to a designated Area of Refuge if they cannot use 

stairs. 

 

6. Assign a Drill Coordinator and review expected actions for the drill. 

Expected coordinator actions during drill: 

• Assign staff members to act as patients to make drills more realistic (optional). 

• Initiates alarm or simulates alarm. 

• Plans and oversees the drill. 

• Communicates the “All clear” and authorizes re-entry. 

• Concludes the drill after re-entry is announced. 

• Completes drill evaluation form. 

 

If testing the fire alarm system: 

1. Contact the alarm monitoring service and, if available, set the system to test mode for a specific time 

window.  

 

2. If required by local regulations, notify the local fire department using the non-emergency line.  

3. Notify building occupants in advance to prevent unnecessary 911 calls.   

4. If the fire alarm system was put on test mode for the drill, take the system out of test mode and confirm 

normal operation with the monitoring company.  
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