
Emergency Procedures for Rooftop Access 

Date: [Insert Date] 

To: [Insert Recipient] 

From: [Insert Sender] 

Subject: Emergency Procedures for Rooftop Access 

Dear [Recipient Name], 

In light of recent events and to ensure the safety of all personnel, the following emergency 

procedures for rooftop access have been established: 

1. Authorization 

Only authorized personnel are allowed to access the rooftop. Ensure your ID badge is displayed 

at all times. 

2. Emergency Contact 

In case of an emergency, immediately contact [Insert Emergency Contact Person] at [Insert 

Contact Number]. 

3. Access Points 

Access to the rooftop is through [Insert designated access points]. Ensure the door is securely 

locked after use. 

4. Safety Gear 

All personnel must wear appropriate safety gear, including helmets and harnesses. 

5. Evacuation Procedures 

In the event of an emergency evacuation, proceed to the designated assembly area located at 

[Insert Assembly Area]. Do not use elevators. 

6. Training 

All personnel should complete the rooftop safety training by [Insert Deadline]. 



Your cooperation in adhering to these procedures is crucial for the safety of all personnel. Thank 

you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


