
Standard Operating Procedure (SOP): Fire
Prevention and Emergency Evacuation Routes
This SOP details fire prevention and emergency evacuation routes to ensure a safe environment by minimizing
fire risks and providing clear, efficient evacuation plans. It covers fire hazard identification, fire detection and alarm
systems, proper storage of flammable materials, routine fire safety inspections, staff fire safety training, designated
emergency exits and evacuation pathways, assembly points, roles and responsibilities during an emergency, and
procedures for regular drills and evacuation route maintenance to safeguard personnel and property.

1. Purpose

To establish standardized procedures for fire prevention, detection, response, and safe evacuation of all personnel
in the event of a fire emergency.

2. Scope

This SOP applies to all staff, visitors, and contractors within the facility.

3. Responsibilities

Role Responsibility

Fire Safety Officer Oversee fire safety program, conduct inspections, and organize drills.

Supervisors/Managers Ensure staff compliance and coordinate evacuation in their areas.

All Staff Participate in training, follow fire prevention practices, and know evacuation routes.

Visitors/Contractors Comply with facility fire safety protocols and evacuation instructions.

4. Procedure

1. Fire Hazard Identification
Conduct regular hazard assessments to identify and eliminate potential fire risks.

2. Fire Detection and Alarm Systems
Ensure all detection/alarm systems are fully operational and tested monthly.
Report any malfunctions to maintenance immediately.

3. Storage of Flammable Materials
Store flammable materials in approved containers and locations.
Restrict access to authorized personnel only.

4. Routine Fire Safety Inspections
Schedule quarterly fire safety inspections covering all facilities, exit routes, and equipment.

5. Staff Fire Safety Training
Provide annual fire prevention and response training for all employees.
Maintain records of attendance.

6. Emergency Exits and Evacuation Pathways



Maintain clear signage for all emergency exits and evacuation routes.
Keep all exits and pathways unobstructed at all times.

7. Assembly Points
Designate safe assembly areas outside of the building.
Clearly mark and communicate assembly locations to all personnel.

8. Evacuation Procedures
Upon alarm activation, calmly proceed to exits and assemble at the designated point.
Do not re-enter the building until given clearance by emergency personnel.

9. Regular Drills
Conduct fire evacuation drills at least twice a year for all shifts.
Review and improve evacuation procedures after each drill.

10. Documentation
Maintain up-to-date records of all trainings, inspections, drills, and incident reports.

5. Emergency Contacts

Fire Department: Dial 911 or local emergency number
Fire Safety Officer: [Name, Phone, Email]
Building Security: [Contact Info]

6. References

Local Fire Code and Regulations
NFPA (National Fire Protection Association) Standards
OSHA Fire Safety Standards

7. Revision History

Date Revision Description

[YYYY-MM-DD] 1.0 Initial issue.
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