
Fire Evacuation Procedures 

Date: [Insert Date] 

Dear Parents and Guardians, 

In the event of a fire emergency, it is imperative that all students and staff follow proper 

evacuation procedures. Please familiarize yourself with our school's fire evacuation plan: 

Evacuation Steps: 

1. Upon hearing the fire alarm, all students should stop what they are doing and quickly line 

up at the designated exit points. 

2. Teachers will take attendance to ensure all students are accounted for. 

3. Students and staff will exit the building in an orderly fashion, following the designated 

evacuation routes. 

4. Once outside, everyone will gather at the predetermined assembly area located at [Insert 

Location]. 

5. Do not re-enter the building until instructed by fire officials or school administrators. 

Important Information: 

Please remind your child of the importance of staying calm and following instructions during any 

emergency situation. Regular fire drills will be conducted to ensure all students are prepared. 

If you have any questions or concerns, feel free to contact the school office at [Insert Phone 

Number]. 

Thank you for your cooperation. 

Sincerely, 

[Insert Name] 

[Insert Title] 

[Insert School Name] 


