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Residential Treatment 
Fire and Disaster Drill Procedures 

 
I. Residential Cottage Supervisors complete a review of the Agency Disaster 

Plan with each new student admitted to the Cottage within 24 hours. 
 

II. Residential Programs conduct two Emergency Disaster Drills each month: 
• Fire Drill 
• Disaster Drill (One disaster drill needs to be done each month; Disaster drills will be initiated 

by the Facilities Supervisor.  Program staff are required to document the drill and indicate on Drill 
Log the type conducted) 

o Tornado Drill  
o Earthquake Drill 
o Chemical/Hazardous Materials Release 
o Evacuation due to a Bomb Threat 
o Secure Campus Lockdown (Partial and Full) 

 
III. Monthly Drills will be conducted quarterly on each shift per the schedule 

below. Drills are to be conducted under conditions which simulate the 
emergency. 

 
IV. Drills may be conducted on the same day provided it is clear they are separate 

drills and documented as such, however, it is preferable to do them on 
different days when possible.  

 
V. Drills must be completed by the 15th of each month.  Cottage supervisors are 

required to scan each cottage’s drill log and email to the Residential 
Administrative Assistant by the 25th each month.  

 
VI.  The Residential Administrative Assistant will notify the respective Cottage 

Supervisor, Residential Director and PQI team of any incomplete drills on the 
26th each month, or the first business day following the 25th.  

 
VII. The Residential Administrative Assistant will send an email confirmation that 

all monthly drills have been completed by the 1st of the month (for the month 
prior) to the Residential Director and PQI 
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VIII. Drills are documented on the Drill Log and kept in the cottages RED Safety 
Notebook.  

 
a. Paper copies of the drill logs are maintained on site in the RED Safety 

Notebook in each cottage for a full calendar year.  The Residential 
Administrative Assistant will verify that a scanned copy of the drills for 
the full year have been received saved, and will then direct the Cottage 
Supervisor to shred to the paper copies.  

 
Quarterly Drill Rotation 

 
Responsible 

Shift 
1st Shift 2nd Shift 3rd Shift 

Quarter 1 July August September 
Quarter 2 October November December 
Quarter 3 January February March 
Quarter 4 April May June 

 
 
 
 


