
Emergency Preparedness Protocols for 

[Business Name] 

Date: [Insert Date] 

Dear [Employee/Team Name], 

As part of our commitment to ensuring the safety and well-being of all employees at [Business 

Name], we have developed a comprehensive Emergency Preparedness Protocol. This protocol 

serves as a guideline to be followed in case of emergencies, ensuring that everyone knows what 

to do and how to act. 

Emergency Contacts 

• Emergency Services: 911 

• On-Site Emergency Coordinator: [Name, Contact Number] 

• Human Resources: [Contact Information] 

Emergency Procedures 

1. Identify the nature of the emergency. 

2. Contact emergency services if necessary. 

3. Follow evacuation routes outlined in the emergency exit plan. 

4. Gather at the designated assembly point and check in with your supervisor. 

Training and Drills 

Regular training sessions and drills will be conducted to ensure everyone is prepared for any 

emergency situation. The next drill is scheduled for [Insert Date]. Attendance is mandatory. 

Additional Resources 

Please familiarize yourself with the emergency preparedness manual, which is available on the 

company intranet and in printed form at [Location]. 

Your safety is our priority. Thank you for your attention to these important protocols. 

Sincerely, 

[Your Name] 

[Your Position] 



[Business Name] 


