Emergency Incident Management
Procedures

Date: [Insert Date]
To: [Insert Recipient's Name]
From: [Insert Sender's Name]

Subject: Emergency Incident Management Procedures

Dear [Insert Recipient's Name],

In light of recent events, it is imperative that we establish clear procedures for the management
of emergency incidents that may arise within our organization. The following guidelines are to
be adhered to by all staff members:

1. Identification of Emergencies: Recognize potential emergencies (fire, medical, natural
disasters, etc.) and act promptly.

2. Reporting: Notify emergency services by calling [Insert Emergency Number] and
provide relevant details.

3. Evacuation Procedures: Follow the designated evacuation routes and gather at the
assembly point located at [Insert Assembly Point].

4. Communication: Maintain communication with your supervisor and report any incidents
to the designated emergency coordinator.

5. Post-Incident Review: After the incident, a review will be conducted to assess response
effectiveness and improve procedures.

It is crucial that all employees familiarize themselves with these procedures to ensure a safe
working environment. Training sessions will be scheduled to reinforce these protocols.

If you have any questions or require further information, please do not hesitate to reach out.

Sincerely,
[Insert Sender's Name]
[Insert Sender's Title]

[Insert Contact Information]



