Fire Emergency Plan Template
Fire Emergency Procedure <sample>
1. In the event of a fire activate the fire alarm immediately.

2. Telephone 911 and tell the dispatcher the nature of the emergency and the address.

3. Have all staff, visitors, and clients evacuate the building using designated fire exit routes.

4. Have all staff, visitors, and clients assemble in the designated assembly area.

5. Determine the location and well-being of all staff, visitors, or clients.

6. Have a designated person meet with the fire department responders.

7. Provide the fire department responders with details about the fire and any unaccounted for staff, visitors, or clients.

8. Follow the directions of the fire department responders.

9. The order to re-enter the building will be given by the most senior staff person present after consultation with the fire service responders.

Fire Emergency Directions for Staff
If there is a fire in your area:
1. Activate the fire alarm immediately.

2. If you have been trained in fire extinguisher use, and it is safe to do so, attempt to control the fire.

3. Exit the building, using the designated fire exit routes.

4. Assemble in the designated assembly area.

5. Provide the fire department responders with details about the fire.

6. Do not re-enter the building until informed that it is safe to do so.

If you hear the fire alarm:

1. Exit the building immediately, using the designated fire exit routes.

2. Assemble in the designated assembly area.

3. Do not re-enter the building until informed that it is safe to do so.

Fire Emergency Plan Considerations
Fire Alarm or Warning

Most buildings are equipped with fire alarm systems.  In the event that your building does not have an alarm ensure that some form of fire evacuation signal is developed. If the worksite has large exterior work areas, such as a yard or parking lot, ensure that the alarm is communicated to staff working outside.
Building Fire Exit Routes

The BC Building Code requires that most building have designated fire exits and fire exit routes clearly marked. Ensure that these exits and routes are not blocked and lead to a safe area. Take into account potential internal and external hazards or barriers which may impede evacuation.
Assembly Point

Predetermine an assembly point or points which are in a safe location and which will not obstruct access by the fire services.
Maps and Floor Plans
If possible provide floor plans identifying exit routes and a local map or site plan identifying the fire assembly area.
