
Workplace Emergency Evacuation 

Guidelines 

Date: [Insert Date] 

To: All Employees 

From: [Your Name/Title] 

Dear Team, 

In light of our commitment to ensuring a safe work environment, we would like to remind 

everyone of the emergency evacuation guidelines that are to be followed in the event of an 

emergency. 

Emergency Evacuation Procedure 

1. Remain calm and do not panic. 

2. Follow the nearest exit signs to evacuate the building. 

3. Do not use elevators during an evacuation. 

4. Assist colleagues who may need help. 

5. Gather at the designated assembly point: [Insert Location]. 

6. Report to your supervisor to confirm your safety. 

Important Contacts 

For any emergencies, please contact: 

• Emergency Services: 911 

• Building Security: [Insert Phone Number] 

• Emergency Coordinator: [Insert Name/Phone Number] 

Thank you for your attention to this important matter. Safety is our top priority, and by following 

these guidelines, we can ensure a safe working environment for everyone. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


