
Library Emergency Response Strategy 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name/Library Director] 

Subject: Emergency Response Strategy for [Library Name] 

Dear [Recipient Name], 

In light of various emergencies that may affect our library community, we have developed an 

Emergency Response Strategy to ensure the safety of our patrons and staff. The following 

outlines our approach: 

1. Emergency Contacts 

Important contacts include: 

• Local Police: [Phone Number] 

• Fire Department: [Phone Number] 

• Emergency Medical Services: [Phone Number] 

• [Library Emergency Coordinator]: [Phone Number] 

2. Emergency Procedures 

In the event of an emergency, please adhere to the following procedures: 

1. Assess the situation. 

2. Initiate emergency contacts as needed. 

3. Follow evacuation routes posted throughout the library. 

4. Gather at the designated assembly area outside the library. 

3. Communication Plan 

We will communicate updates through [methods of communication, e.g., intercom, text alerts, 

etc.]. It is crucial that all staff are familiar with these channels. 

4. Training and Drills 

Regular training sessions and emergency drills will be conducted to ensure preparedness. Staff 

participation is mandatory. 



Your safety is our top priority. We appreciate your cooperation in implementing this strategy. 

Sincerely, 

[Your Name] 

[Your Title] 

[Library Name] 

[Contact Information] 


