
Medical Emergency Response Planning 

Checklist 

Date: ___________________ 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Medical Emergency Response Planning Checklist 

Dear [Recipient's Name], 

Please find below the checklist for effective medical emergency response planning: 

Pre-Planning Phase 

• Identify potential medical emergencies. 

• Establish an emergency response team. 

• Develop communication protocols. 

• Allocate necessary resources and equipment. 

Training and Drills 

• Conduct regular training sessions for staff. 

• Organize mock emergency drills. 

• Review and update training materials regularly. 

Response Procedures 

• Define clear roles and responsibilities. 

• Ensure proper use of medical equipment. 

• Establish procedures for contacting emergency services. 

• Implement triage protocols for patient prioritization. 

Post-Emergency Review 

• Conduct debriefing sessions after an incident. 

• Review and assess the effectiveness of the response. 

• Update the emergency plan based on feedback. 



Thank you for your attention to this important matter. Please let me know if you have any 

questions or require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


