
Emergency Preparedness Communication 

Protocols 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Sender's Name] 

Subject: Emergency Preparedness Communication Protocols 

Dear [Recipient's Name], 

As part of our commitment to ensuring safety and effective communication during emergencies, 

we have established the following protocols to be followed: 

1. Notification Procedures 

• Immediate notification will be sent via [method of communication, e.g., email, SMS]. 

• Designated contacts will be responsible for disseminating information. 

2. Communication Channels 

• Primary channel: [e.g., company intranet, email list] 

• Backup channel: [e.g., messaging app, phone calls] 

3. Responsibilities 

• [Name/Title] will oversee communication during an emergency. 

• Team leaders will report updates to the emergency response team. 

4. Training and Drills 

Regular training sessions and drills will be conducted to ensure all staff are familiar with 

emergency protocols and communication procedures. 

Please ensure you review these protocols and raise any questions or concerns during our next 

meeting. 

Stay safe and prepared. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


