
Workplace Fire Safety Evacuation Strategy 

Date: [Insert Date] 

To: [Insert Employee/Department Name] 

From: [Insert Your Name/Position] 

 

Subject: Fire Safety Evacuation Strategy 

Dear [Employee/Team], 

In accordance with our commitment to ensuring a safe workplace, we have developed the 

following Fire Safety Evacuation Strategy. It is crucial that all employees familiarize themselves 

with this plan to ensure a swift and safe evacuation during a fire emergency. 

Evacuation Procedures: 

1. Upon discovering a fire, activate the nearest fire alarm pull station. 

2. Evacuate the premises immediately using the nearest safe exit. 

3. Do not use elevators during a fire evacuation. 

4. Gather at the designated assembly point: [Insert Assembly Point Location]. 

5. Report to your team leader to confirm your presence. 

Roles and Responsibilities: 

• Fire Wardens: [Insert Names/Departments] - Responsible for ensuring all employees are 

evacuated safely. 

• Employees: Follow the evacuation procedures promptly and assist others if possible. 

Training: 

All employees are required to participate in fire safety training scheduled for [Insert Date/Time]. 

Please ensure your attendance. 

Conclusion: 

Your safety is our priority. Please take this strategy seriously and do not hesitate to reach out 

with any questions or concerns. 

Best Regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


