
Medical Emergency Response Plan 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Medical Emergency Response Plan 

Dear [Recipient Name], 

This letter outlines the protocol and actions to be taken in the event of a medical emergency 

within our facility. 

Emergency Contacts 

• Emergency Services: 911 

• [Insert Local Hospital Name and Contact Number] 

• [Insert On-Site Medical Personnel Name and Contact] 

Immediate Response Steps 

1. Assess the situation and ensure safety. 

2. Call for emergency assistance if necessary. 

3. Provide basic first aid if trained. 

4. Prepare to communicate important information to responders. 

Post-Emergency Actions 

Following an emergency, ensure the following: 

1. Document the incident. 

2. Review response effectiveness and update the plan as necessary. 

3. Conduct a meeting to discuss improvements. 

For any further information or training sessions on the medical emergency response plan, please 

feel free to reach out. 

Thank you for your attention to this vital issue. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


