
Warehouse Emergency Evacuation 

Procedures 

Date: [Insert Date] 

To: All Warehouse Personnel 

Dear Team, 

In light of recent safety assessments and to ensure the well-being of all employees, we want to 

remind you of our emergency evacuation procedures. Please familiarize yourself with the 

following steps: 

Emergency Evacuation Procedures: 

1. Upon hearing the emergency alarm, cease all operations immediately. 

2. Gather your personal belongings quickly (if safe to do so). 

3. Proceed to the nearest exit in an orderly manner. Do not use elevators. 

4. Help those who may need assistance (especially individuals with disabilities). 

5. Once outside, proceed to the designated assembly area located at [Insert Location]. 

6. Do not re-enter the building until it has been deemed safe by appropriate personnel. 

We conduct regular fire drills to ensure everyone is prepared; please take these drills seriously. 

Your safety is our top priority. 

If you have any questions regarding these procedures, feel free to reach out to your supervisor or 

the safety officer. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


