School Safety Toolkits

DRILLS
Schools and districts are required by Minnesota Statutes 121A.037 and 123B.90 to conduct at least five school lock-down drills, five school fire and one tornado drill each year. There is an expectation that students be present and participate and receive training on bus evacuation procedures.  

PURPOSE FOR DRILLS

The purpose of drills is to demonstrate a school’s commitment to prepare for crises, emergencies and disasters. Drills test universal procedures (e.g. lockdowns, evacuation, shelter-in-place), build staff and student awareness, and provide training to students and staff. Drills are a crucial component of emergency planning and preparedness but they are not the only component of testing a school emergency plan. 

Drills provide schools with the opportunity to:

· Test the universal procedures

· Reveal weaknesses in procedures

· Improve response and coordination

· Clarify roles and responsibilities 

· Improve individual performances

· Drills test procedures not the staff or students.
PLANNING FOR DRILLS

At the beginning of each school year schools, in compliance with district policy, should create a drill schedule. As you schedule drills, consider changing the elements of each drill scenario by: 

· Varying the times of drills

· Blocking evacuation routes

· Including a hazardous material scenario in a fire drill 

· Hosting a community emergency response drill using a school emergency scenario

DOCUMENTING DRILLS

Documentation is necessary in the follow-up to every drill. It identifies steps to be taken to improve procedures and corrective actions to be implemented. Documentation includes, but is not limited to, drill logs and after action reports.

Drill logs provide necessary documentation for compliance with statutory obligation. They are a record of the planned drill schedule and implementation dates. Other relevant information can also be recorded within the drill logs. A sample drill log is included in the toolkit.

After action reports allow for a detailed analysis of the drills. The reports document the process; identify successes, challenges and failures; and make recommendations. A sample after action report is included in the toolkit.

SAMPLE: DRILL SCHEDULE AND LOG
Minnesota State Laws require schools to conduct five fire drills, five lockdown drills, one tornado drill and one bus evacuation drill each year. The following worksheet will assist in the planning and documentation of schools drills when they occur.

School:





Principal:






FIRE DRILLS: Schools must conduct at least five fire drills annually.
	Date 

Scheduled
	Date

Conducted
	Weather

Conditions
	Number of 

Occupants
	Evacuation Time
	Comments:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


LOCKDOWN DRILLS: Schools must conduct at least five lockdown drills annually.
	Date 

Scheduled
	Date

Conducted
	Number of 

Occupants
	Student Participation
	Response Time
	Comments:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TORNADO DRILL: Schools must conduct at least one tornado drill annually.
	Date 

Scheduled
	Date

Conducted
	Weather

Conditions
	Number of 

Occupants
	Evacuation Time
	Comments:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


BUS EVACUATION DRILL: Schools must conduct at least one bus evacuation drill annually.
	Date 

Scheduled
	Date

Conducted
	Weather

Conditions
	Number of 

Occupants
	Evacuation Time
	Comments:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


OTHER DRILLS OR PRACTICE: Drills such as reverse evacuation, shelter in place.
	Date 

Scheduled
	Date

Conducted
	Weather

Conditions
	Number of 

Occupants
	Evacuation Time
	Comments:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SAMPLE: AFTER ACTION REPORT FORM
Name of person completing report:








School:




  
Date:








( Drills/Exercises [check one]       
(Drill [check one]:


(Fire



(Lockdown


(Evacuation


(Tornado


(Other (specify):



(Table-Top





(Functional or full-scale exercise


(Other (specify):





( Incident response [check one]:

(Fire



(Tornado 

(Lockdown


(Intruder


(Bomb threat

(Other (specify):




Participation: Provide a list of individuals and agencies participating in the event

Start time:






End time:




If your agency conducted a functional-drill or full-scale exercise, consider completing a comprehensive review and report with your building and/or district emergency response teams.

Timeline of events: Provide a detailed outline or description of events and activities. 

Lessons learned: Provide an overview of lessons learned related to personnel, training, coordination, logistics, etc.

Discussion and recommendations: Provide any recommendations for improvements or changes to the emergency plan and procedures and how they will be addressed.
OR








