
Emergency Response Team Communication 

Plan 

Date: [Insert Date] 

To: [Team Members/Stakeholders] 

From: [Your Name/Position] 

Subject: Emergency Response Team Communication Plan 

Dear Team, 

In the event of an emergency, it is crucial that we establish a clear and effective communication 

plan. Below are the guidelines that we will follow: 

1. Communication Channels 

• Email: [insert email address] 

• Phone Tree: [insert phone list] 

• Text Alerts: [insert text alert system details] 

2. Emergency Contacts 

Ensure that all team members have the contact information for key personnel: 

• Emergency Coordinator: [Name & Phone] 

• Safety Officer: [Name & Phone] 

• Local Authorities: [Contact information] 

3. Response Protocol 

Follow these steps for effective communication during an emergency: 

1. Assess the situation and ensure safety. 

2. Notify your immediate supervisor. 

3. Activate the communication channels as per the above list. 

4. Regular Updates 

During an emergency, updates will be provided regularly via our established channels to keep 

everyone informed. 



Thank you for your attention to this important matter. Please ensure that you review and 

familiarize yourself with this communication plan. 

Sincerely, 

[Your Name] 

[Your Position] 


