Emergency Management Roles and
Responsibilities

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Emergency Management Roles and Responsibilities

Dear [Recipient Name],

As part of our commitment to maintaining a safe and prepared organization, we have outlined the
roles and responsibilities associated with emergency management within our establishment. This
document serves to clarify the expectations and ensure effective coordination during
emergencies.

Emergency Management Team Roles

o Emergency Manager: Oversees the emergency management program, coordinates
response efforts, and ensures compliance with regulations.

« Safety Officer: Monitors safety conditions and develops safety protocols during
emergencies.

o Communications Officer: Manages all internal and external communications during an
emergency.

o Logistics Coordinator: Ensures that all necessary resources are available and properly
deployed during an emergency.

e Training Officer: Conducts training sessions and drills to prepare staff for potential
emergencies.

Individual Responsibilities

All staff members are expected to:

o Familiarize themselves with emergency procedures.
e Report any hazards or concerns to the appropriate personnel.
o Participate in emergency drills and training sessions.

Thank you for your attention to this important matter. Your cooperation and proactive
engagement are essential to ensure a safe environment for everyone.



Sincerely,

[Your Name]
[Your Title]
[Your Organization]



