
Emergency Response Team 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Roles and Responsibilities of the Emergency Response Team 

Introduction 

This letter outlines the roles and responsibilities of the members of the Emergency Response 

Team (ERT) to ensure effective response during emergency situations. 

Team Leader 

The Team Leader is responsible for: 

• Coordinating all emergency response activities. 

• Communicating with external agencies and stakeholders. 

• Making strategic decisions during emergencies. 

Medical Officer 

The Medical Officer is responsible for: 

• Assessing and providing medical care to injured individuals. 

• Coordinating with local healthcare services. 

• Ensuring medical supplies are available and up to date. 

Safety Officer 

The Safety Officer is responsible for: 

• Conducting safety assessments of the incident site. 

• Implementing safety protocols for the team and affected individuals. 

• Monitoring for hazards and ensuring compliance with safety regulations. 

Communications Officer 

The Communications Officer is responsible for: 



• Maintaining communication within the team and with external entities. 

• Disseminating information to the public and media. 

• Documenting all communications for future reference. 

Logistics Officer 

The Logistics Officer is responsible for: 

• Managing supplies and equipment necessary for the response. 

• Coordinating transport and deployment of personnel. 

• Maintaining records of resource usage and needs. 

Conclusion 

Each member of the Emergency Response Team plays a crucial role in ensuring effective 

responses during emergencies. It is imperative that all team members understand their 

responsibilities and work collaboratively. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


