
Emergency Evacuation Plan 

Date: [Insert Date] 

To: All Employees 

From: [Your Name/Title] 

Subject: Emergency Evacuation Plan for [Workplace Name] 

Dear Team, 

Your safety is our top priority. We have developed an Emergency Evacuation Plan to ensure that 

all employees are prepared in the event of an emergency. Please review the following details: 

Evacuation Procedures 

1. Identify nearest exit routes and emergency exits. 

2. In case of fire alarms or emergency alerts, cease all activities and proceed to the nearest 

exit calmly. 

3. Do not use elevators during an evacuation. 

4. Assist those who may need help, but do not put yourself in danger. 

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

Emergency Contacts 

• Emergency Services: 911 

• [Company Security Contact]: [Phone Number] 

• [First Aid Officer]: [Phone Number] 

Regular Drills 

We will conduct regular emergency evacuation drills to ensure everyone is familiar with the 

procedures. The next drill is scheduled for [Insert Date]. 

Your cooperation is essential for ensuring a safe workplace. Please familiarize yourself with this 

plan and the emergency exits in your area. 

If you have any questions or suggestions regarding the Emergency Evacuation Plan, feel free to 

reach out. 

Thank you for your attention and cooperation. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Contact Information] 


