6.8.2
Sample of emergency instructions

	In the event of an emergency, all staff must be aware of the emergency procedures and adhere to these. Familiarise yourself with these Emergency instructions.



	Emergency information

	Nearest emergency exit: MACROBUTTON NoMacro ( [insert location]
Meeting area: MACROBUTTON NoMacro ( [insert location]


	Emergency procedure

	1. 
When the fire alarm sounds, stop work immediately and proceed to the nearest emergency exit.

2. 
Follow instructions from management and co-operate with responders to the emergency.

3. 
Do not panic. Stay calm and help other staff and customers to exit the building.

4. 
Once outside the building proceed to the designated meeting area and remain calm.

5. 
Do not re-enter the building until you are instructed to do so by the manager or emergency personnel.

6. 
The above rules will be enforced – remember they have been implemented for your safety and the safety of other employees and customers in the business. Periodic emergency drills may be conducted. 



	What to do in the event of a fire

	1. 
Remain calm and do not shout fire!

2. 
Activate the nearest fire alarm.

3. 
Dial 10111 and give the operator the name of the business, our street address, and your name and telephone number. The telephone number should preferably be a cell phone number as you and all the other employees are about to evacuate the building.




