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Fire Safety and Evacuation Procedures 

Fire poses a significant risk in the workplace, endangering 

both employees and the surrounding community. Therefore, 

understanding what to do when there is a fire in the 

workplace, including early detection and how to safely 

evacuate your facility, is essential.  

Basic Fire Safety:   

• Familiarize yourself with the locations of fire 

extinguishers and fire alarm pull stations in your 

area. 

• Know where the nearest emergency exits are, as 

well as any alternative exits. 

• Understand the different alarm signals to 

quickly assess the situation. 

If you Discover a Fire:   

• Immediately alert others by activating the 

nearest fire alarm, shouting clearly, or following 

established procedures. 

• Evacuate using the nearest exit and proceed to 

the designated assembly area. 

• Use a fire extinguisher to put the fire out if it has 

not left its point of origin, you have been trained 

to use a fire extinguisher, and you have a 

sufficient way to escape if your efforts don’t 

put the fire out.   

 

Fire Evacuation Procedures 

When a fire alarm sounds or when instructed to evacuate by 

a responsible staff member or by emergency response 

personnel, follow the steps below :    

Safely Stop your Work 

• Shut down equipment that could become 

unstable or present a hazard. 

• Gather your personal belongings such as glasses, 

prescription medication, keys, purse. 

Use Emergency Exits 

• Never use elevators. 

• Head to the nearest safe stairway. 

• Help individuals requiring special assistance, 

such as those with disabilities. 

• Check closed doors for heat before opening. If 

hot, use another exit. 

• Close, but do not lock, all doors as you exit. 

Report to your Designated Assembly Area 

• Remain in your designated outdoor area for a 

head count. 

• Inform emergency responders of any missing 

individuals and their last known locations. 

Wait for Instructions from Emergency Responders 

• Remain outside at your designated assembly 

area. 

• Do not reenter the building until authorized to 

do so by an appropriate authority (police, fire 

department, etc.). 

Preparation is key to ensuring safety during a fire 

emergency. Familiarize yourself with fire safety protocols, 

participate in drills, and stay vigilant. Your awareness and 

prompt actions can significantly impact the safety of yourself 

and your colleagues in an emergency. 
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