
Emergency Evacuation Protocols 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name/Organization] 

Subject: Detailed Emergency Evacuation Protocols Guide 

Introduction 

This document outlines the emergency evacuation protocols to ensure the safety of all personnel 

during an emergency situation. 

1. Emergency Alerts 

Upon activation of the emergency alert system, all personnel must: 

• Remain calm. 

• Listen for instructions via intercom or public address system. 

2. Evacuation Routes 

All individuals must be familiar with the following evacuation routes: 

• Main Exit - [Location] 

• Side Exit - [Location] 

• Stairwell A - [Location] 

• Stairwell B - [Location] 

3. Evacuation Procedures 

In case of an evacuation: 

1. Move quickly to the nearest exit. 

2. Assist anyone who may need help. 

3. Gather at the designated assembly point. 

4. Emergency Contacts 

For emergencies, contact: 



• Emergency Services: 911 

• Building Security: [Phone Number] 

• Facility Manager: [Name and Phone Number] 

Conclusion 

Adhering to these protocols will ensure the safety and security of all individuals during an 

emergency. Please review and familiarize yourself with these procedures. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


