
Health and Safety Emergency Procedures 

Date: [Insert Date] 

To: [Employee/Staff Name] 

From: [Your Name/Department] 

Subject: Health and Safety Emergency Procedures Guide 

Dear [Employee/Staff Name], 

In light of our commitment to maintaining a safe working environment, we are pleased to 

provide you with the Health and Safety Emergency Procedures Guide. This guide outlines the 

necessary steps to follow in the event of an emergency and includes important information 

regarding safety protocols. 

1. Emergency Contact Information: 

• Fire Department: 911 

• Local Emergency Services: [Insert Number] 

• Company Security: [Insert Number] 

2. Evacuation Procedures: 

In case of an emergency requiring evacuation: 

1. Remain calm and ensure your immediate safety. 

2. Follow the designated evacuation routes posted throughout the building. 

3. Do not use elevators. 

4. Assemble at the designated meeting point: [Insert Location]. 

3. First Aid Procedures: 

For any medical emergencies: 

• Seek immediate assistance from qualified first aid personnel. 

• If necessary, contact emergency services. 

4. Reporting Emergencies: 

All incidents and emergencies must be reported to [Insert Contact Person/Department] as soon as 

possible. 



For any questions or further training regarding these procedures, please feel free to reach out. 

Thank you for your attention to these important safety measures. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


