
Emergency Procedures Notification 

Date: [Insert Date] 

To: All Employees 

Dear Team, 

This letter serves to inform you about the health and safety emergency procedures that must be 

followed in case of an emergency situation within the workplace. Your safety is our top priority, 

and adhering to these protocols is essential. 

Emergency Procedures: 

1. Identify the emergency: Know the type of emergency (fire, medical, natural disaster, 

etc.). 

2. Evacuate the area: Follow posted exit signs and use the nearest safe exit. 

3. Call for help: Dial [Emergency Number] for immediate assistance. 

4. Report to the designated assembly point: Gather at [Assembly Point Location] for 

headcount. 

5. Do not re-enter the building until authorized: Wait for emergency personnel to give the 

all-clear signal. 

Important Contacts: 

• Site Manager: [Name] - [Contact Number] 

• Health and Safety Officer: [Name] - [Contact Number] 

• Emergency Services: [Local Emergency Number] 

We encourage everyone to familiarize yourself with these procedures and to participate in 

upcoming safety drills. Your cooperation is vital in ensuring a safe working environment for all. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


