
Emergency Evacuation Steps 

Date: [Insert Date] 

To: All Employees 

Subject: Emergency Evacuation Procedures 

Dear Team, 

In light of ensuring the safety and well-being of all employees, we have established emergency 

evacuation procedures to be followed in the event of an emergency. Please familiarize yourself 

with the following steps: 

1. Stay Calm 

In case of an emergency, remain calm and assess the situation. 

2. Alert Others 

If it is safe to do so, notify nearby coworkers of the emergency. 

3. Follow Announced Evacuation Routes 

Proceed to the nearest emergency exit and follow the designated evacuation routes. 

4. Do Not Use Elevators 

Always use the stairs instead of elevators during an evacuation. 

5. Assist Those in Need 

If safe, assist individuals with disabilities or those who may require help evacuating. 

6. Assemble at Designated Meeting Point 

Once outside, proceed to the designated meeting point and check in with your supervisor. 

7. Do Not Re-Enter the Building 

Do not return to the building until you have been authorized by emergency personnel. 



Your safety is our top priority. Please take these procedures seriously and prepare accordingly. 

For any questions or further training on these procedures, please contact the safety officer. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


