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Floor Captain Drill Observation Form

	AREA OF FOCUS 
[Form Can be Completed Electronically]

	Floor Captain Responsibilities
Before a drill or emergency:

· Attend periodic floor captain meetings/training sessions.

· Provide floor tenants with information related to emergency procedures.

During a drill or emergency:
· Sweep work areas to ensure tenants are responding properly to the alarm message.
· Provide Feedback & Documentation

· To Department Safety Officer
· To Building Management
· Complete and submit Observation Form to Risk Management & Department Safety Officer.


	Physical Operation of Alarm System 

· Do horns/bells operate property?      
· Can voice message be heard clearly?      
· Do strobe lights operate properly?       
· Do all fire doors open?      


	Housekeeping

· Are stairwells and landings clear?      
· Are fire doors clear of obstructions?      
· Are there any recognizable hazards?      


	Response to Alarm

· Are the tenants participating?      
· Are the tenants cooperating (following instructions/adhering emergency procedures)?
      
· Are visitors/guests cooperating?      

	Communication

· Are the correct and most appropriate messages being announced in a timely manner?
      
· Are the messages being comprehended?      

	NOTES:      
Name:                                                                                  Phone:
Department:      
Building/Floor:      
Date of Drill:      
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