
Emergency Drill Evaluation 

Date: __________________ 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Evaluation of Emergency Drill Conducted on [Date] 

Dear [Recipient's Name], 

I am writing to provide an evaluation of the emergency drill conducted on [Date]. The drill 

aimed to assess our preparedness for [specific emergency situation, e.g., fire evacuation, 

lockdown, etc.] and to identify areas for improvement. 

Summary of Drill 

The drill involved [brief description of the drill process, participants, and scenarios acted out]. 

Overall, the participation level was [high/medium/low], and the response time recorded was 

[time]. 

Strengths Observed 

• Effective communication among team members. 

• Quick evacuation by participants. 

• Adherence to established safety protocols. 

Areas for Improvement 

• Additional training needed for [specific group or individual]. 

• Enhancement of communication systems. 

• More frequent drills to improve readiness. 

In conclusion, the drill provided valuable insights into our emergency procedures and 

highlighted our strengths and areas that require further attention. I recommend scheduling a 

follow-up meeting to discuss improvements and plan for future drills. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Organization] 

[Contact Information] 


