
Emergency Procedures Awareness Notice 

Date: [Insert Date] 

To: [Insert Recipient's Name/Department] 

From: [Insert Your Name/Department] 

Subject: Emergency Procedures Awareness 

Dear [Recipient's Name], 

This notice serves as a reminder of the emergency procedures in place to ensure the safety and 

well-being of all employees during emergency situations. It is crucial that everyone is familiar 

with these procedures to prepare for unforeseen events. 

Emergency Procedures Overview 

• Evacuation Plan: Please familiarize yourself with the evacuation routes and assembly 

points. 

• Fire Safety: Know the location of fire extinguishers and how to use them. 

• First Aid: Be aware of the First Aid kit's location and the personnel trained in first aid. 

• Emergency Contacts: Keep a list of emergency contacts accessible at all times. 

Training and Drills 

We will be conducting emergency drills on [Insert Date]. Attendance is mandatory. 

Please ensure that you review the attached emergency procedures manual and keep a copy 

visible at your workstation. 

Thank you for your attention to this important matter. Stay safe! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


