
Fire Safety Instructions 

Date: ___________________ 

To: All Employees 

From: [Your Name] 

Subject: Fire Safety Instructions for Government Facilities 

Dear Team, 

As part of our ongoing commitment to ensuring a safe working environment, we would like to 

remind all employees of the fire safety procedures in place at our facility. Your safety is our 

priority, and understanding these guidelines is essential for your protection. 

Fire Safety Procedures: 

1. Know the location of all fire exits and ensure they are clearly marked and unobstructed. 

2. Familiarize yourself with the nearest fire extinguisher and understand how to use it. 

3. Participate in all scheduled fire drills and emergency preparedness training. 

4. Report any fire hazards to your supervisor immediately. 

5. In the event of a fire, remain calm, follow the evacuation plan, and exit the building 

promptly. 

Please take a moment to review these instructions and maintain awareness of your surroundings. 

Together, we can help ensure a safe workplace. 

If you have any questions, feel free to reach out to your supervisor or the safety committee. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


