NATIONAL COMPLIANCE TRAINING
Fire Evacuation Plan Template
What everyone does when the alarm sounds

Use this template to set out your emergency plan so that everyone knows what to do. Display a short version as a fire action notice and brief all staff on it.
On discovering a fire
Raise the alarm at once using the nearest call point.
Only tackle the fire with an extinguisher if it is small, you are trained, and you have a clear escape behind you.
Leave by the nearest safe route and do not stop to collect belongings.
Do not use lifts unless they are designed and marked for evacuation.
On hearing the alarm
Stop work and leave immediately by the nearest safe route.
Help anyone who needs assistance, following their personal emergency evacuation plan.
Go directly to the assembly point and stay there.
Do not re-enter the building until told it is safe by the fire and rescue service or the person in charge.
Plan details
	Field
	Detail

	Assembly point location
	

	Evacuation strategy (simultaneous, phased or stay put)
	

	Type of alarm and how it sounds
	

	Person in charge in an emergency
	

	How the fire service is called
	

	How people needing help are assisted
	


Fire marshals
	Name
	Area of responsibility
	Contact

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Practise this plan with a fire drill at least once a year, and more often in higher risk premises. Record each drill and act on what it reveals. National Compliance Training.




