
Emergency Evacuation Drill Roles 

Assignment 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Roles Assignment for Upcoming Emergency 

Evacuation Drill 

Dear [Insert Recipient's Name], 

As part of our commitment to safety and preparedness, we will be conducting an emergency 

evacuation drill on [Insert Date and Time]. Below is the assignment of roles for this drill: 

Roles and Responsibilities: 

• Drill Coordinator: [Insert Name] - Responsible for overseeing the drill process. 

• Scenario Creator: [Insert Name] - Develops realistic scenarios for the drill. 

• Safety Marshals: [Insert Names] - Guides participants to the nearest exits. 

• Role Players: [Insert Names] - Act as individuals needing assistance during the 

evacuation. 

• Communication Officer: [Insert Name] - Manages all communications during the drill. 

• Feedback Coordinator: [Insert Name] - Gathers feedback after the drill for 

improvement. 

We expect all participants to be present and take this drill seriously, as it is crucial for the safety 

of our organization. Thank you for your cooperation. 

If you have any questions, please do not hesitate to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


