
University Emergency Evacuation Guidelines 

Date: [Insert Date] 

To: [Faculty Member's Name] 

From: [Department/Office Name] 

Subject: Emergency Evacuation Guidelines for Faculty 

Dear [Faculty Member's Name], 

In the event of an emergency that requires evacuation of the university campus, it is imperative 

that all faculty are familiar with the following guidelines: 

• Remain calm and follow all instructions provided by emergency personnel. 

• Know your nearest exits and the locations of emergency evacuation routes. 

• Assist students and colleagues in evacuating the building when safe to do so. 

• Once outside, proceed to the designated assembly area and account for your students. 

• Do not re-enter the building until it has been deemed safe by emergency services. 

For detailed information on the emergency procedures, please refer to the university's emergency 

management plan available on the faculty portal. 

Thank you for your cooperation in ensuring a safe environment for all. 

Sincerely, 

[Your Name] 

[Your Position] 

[University Name] 


