
Emergency Evacuation Plan 

Date: [Insert Date] 

To: All Employees 

From: [Facility Manager's Name] 

Subject: Industrial Facility Emergency Evacuation Plan 

Dear Team, 

In light of our commitment to ensuring the safety and wellbeing of all employees, we have 

developed an Emergency Evacuation Plan for our industrial facility. This plan outlines the 

procedures to follow in the event of an emergency requiring evacuation. 

Evacuation Procedures: 

1. Remain calm and stop all work immediately. 

2. Proceed to the nearest exit as indicated on the evacuation maps posted throughout the 

facility. 

3. Do not use elevators; use stairways instead. 

4. Assist individuals with disabilities or those requiring help. 

5. Gather at the designated assembly area located at [Insert Assembly Area]. 

6. Do not re-enter the facility until it is declared safe by emergency personnel. 

Important Contacts: 

For any inquiries regarding this plan, please contact: 

• [Safety Officer's Name] - [Contact Number] 

• [Human Resources Contact] - [Contact Number] 

Your safety is our top priority. Please familiarize yourself with the evacuation routes and 

procedures. Thank you for your cooperation. 

Sincerely, 

[Facility Manager's Name]  

[Facility Manager's Title]  

[Company Name]  

[Contact Information] 


