
Fire Safety Evacuation Training Proforma 
 

 

 

As noted within the Golden Jubilee Foundation (GJF) Fire Safety Policy, Line Managers are responsible for 
ensuring all staff within a ward area completes Evacuation Training annually. 

 

This proforma has been developed to identify the points that require to be covered during the Fire Safety 
Evacuation Training process either by the line manager or nominated Fire Safety Rep for the area, and also to 
record the training activity for local retention. 

 

Appendix A provides a scenario based walk/through; talk/through format which can be used to provide training to 
staff. 

 

As per the GJF Fire Safety Policy this training should also be recorded on the eESS/OLM system. 
 

Fire Evacuation Training Objectives 

 To test the appropriateness of existing fire evacuation procedures. 

 Test the procedural knowledge of participants and their practical ability to safely implement an 
evacuation; 

 Identify any additional training requirements. 
 

 

Points to be covered during Evacuation Training: 

Employee to be: 

1 Shown (and allowed time to read through) the Fire Action Plan for the ward/area/department 
noting: 

 Items from the Fire Action Plan that require to be taken into consideration 

 Fire   Alarm information   including   test   day/time   (if   applicable), whether   alarm is 
intermittent/continuous/strobes present, type of detection present (smoke or heat) 

2 What to do if a fire is present or fire is suspected: 
Raise the Alarm 

 Immediately raise the alarm by breaking a red Fire Alarm Call Point. 

 If able to get to internal phone without endangering self, dial x6666 (emergency fire number) 
and provide clear details of location to switchboard staff. 

 Advise of any persons involved (i.e. being evacuated) and what is on fire (if known) or 
whether fire is suspected. 

 The Switchboard staff will contact the Emergency Services on your behalf. 

 If unable to get to internal phone, dial 999 direct and provide clear details of location of fire 
direct to Emergency Services. 

 When safe to do so, call x6666 informing them of your actions if possible. 
Proceed to Evacuate the area (see below) 

 Procedure for evacuating the area and checking all areas have been evacuated 

 How to implement a Progressive Horizontal Evacuation procedure 

 The purpose of fire safety compartments within the ward 

 Role of Fire Response Team 

 What to do if fire alarm is known to be a false alarm 

 Reminded never to wedge open a Fire Door, and never to block/obstruct a Fire Exit 

3 Shown the location of: 

 Fire Exits 

 Break Glass Point boxes 

 Any evacuation aids that are present 

 Any portable firef ighting devices (including the operating instructions displayed on the 
appliance) 

 Fire detection devices 

 Isolation devices (if applicable, with separate instruction to be provided) 
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If you have any queries regarding any of the details within this training or require any additional training/assistance 

please contact the Health and Safety Manager on extension 5015 or via email david.wilson@gjnh.scot.nhs.uk 

 

Line Manager/Fire Safety Rep: 
I confirm that the above items on the proforma 
have been covered as part of the Fire Safety 
Evacuation Training. 

Employee: 
I confirm that the above items on the proforma have been 
explained to me as part of the Fire Safety Evacuation 
Training, and all elements are understood. 

Name: 
Signature: 
Date 

Name: 
eESS Number: 
Signature: 
Date 

mailto:david.wilson@gjnh.scot.nhs.uk
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Appendix A: 

Walk/Through; Talk/Through Scenario for Fire Safety Evacuation Training 
 

 

Scenario 

There is a visible fire in a side room of the ward.  What are your immediate considerations? 
 

 

Walk to the location of the fire with staff and indicate the location, nature and severity of the fire; what 

action would you take from the following list: 

1. Raise the alarm?  Or; 

2. Warn others in the vicinity verbally? Or; 

3. Find the ward manager and inform them of the fire? Or; 

4. Ask for assistance from a colleague to tackle the fire? Or; 

5. Get a fire extinguisher and immediately tackle the fire? Or; 

6. Start moving patients away from the area? 

Answer: Immediately raise the alarm by breaking a red fire alarm call point. 
 

 
 

Walk to a fire alarm call point with staff and discuss: 

1. Circumstances when a call point should be activated and the method of operation; 

2. The fire alarm system and the purpose of intermittent and continuous alarm signals; 

3. Who will take charge of an incident? 

4. How visitors within the ward are controlled when the alarm sounds; discuss the implications 

and problems relating to parents wishing to remain with their child during a fire evacuation; 

5. Effective management of patients and visitors to prevent them from taking unilateral action 

e.g. evacuating the patient, they are visiting?  

 

Walk to the nursing station and discuss the evacuation process: 
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1. What tasks require to be undertaken and the delegation of tasks; 

2. The prioritisation of evacuation i.e. 

a) those in immediate danger; 

b) the fully ambulant led by a member of staff? 

c) those who cannot walk without assistance; 

d) those who are dependent on staff; 

e) those who are highly dependent i.e. on life support equipment 
 

 

3. Check knowledge of receiving areas, which should be pre-arranged and listed in the local 

procedure; 

 

4. The utilisation of adjacent fire compartment or sub compartment on the 

 same level; 

5. Progressive  horizontal  evacuation;  the  purpose  of  structural  protection;  the need 

communicate with the receiving area to enable them to prepare for incoming patients; 

to 

6. The importance of time;  

7. The issues associated with using stairs during an evacuation;  

8. Considerations for next actions.  

 

Walk through a doorway into corridor and discuss: 
 

 

1. The width of doorways; the action of self-closers causing the door to close against bed whilst 

passing through it; anticipate and protect the patient; 

2. Tight turns in a corridor; a change of level; passing a stairwell, the importance of stairway 

protection and fire doors, the danger of smoke logged stairways; congestion in a corridor that 

members of the public are using to evacuate; ensuring patients and others remain calm, using 

more than one receiving area; accounting for patients who have been moved; failure of 

lighting. 

 
Discuss staff duties and other considerations: 

 

 

1. Delegating tasks, controlling members of the public, monitoring situation; 

2. Revising and changing the plan as the situation evolves and progresses; 

3. Isolating oxygen and the implications of this action (demonstrate and discuss); 

4. Continuous monitoring of staff and patient safety; the importance of team working for 

mutual support, safety and efficiency; 

5. Considerations for next actions. 


