
Severe Incident Action Plan 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Sender Name] 

Subject: Severe Incident Action Plan 

1. Incident Overview 

On [Insert Incident Date], a severe incident occurred involving [brief description of the incident]. 

2. Objectives 

• Ensure the safety of all personnel. 

• Provide immediate medical assistance. 

• Assess the impact of the incident. 

• Communicate effectively with stakeholders. 

3. Action Steps 

1. Activate the emergency response team. 

2. Evacuate affected personnel to a safe location. 

3. Conduct a headcount to ensure all personnel are accounted for. 

4. Document the incident with photographs and reports. 

5. Notify local authorities as necessary. 

4. Communication Plan 

Immediate updates will be provided through [insert communication method]. Regular briefings 

will be scheduled at [insert time]. 

5. Follow-up Actions 

A debrief meeting will be held on [insert date] to evaluate the response and implement 

improvements. 

6. Contact Information 

For any queries, please contact: 



[Name] - [Position] 

[Phone] - [Email] 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 


