
Emergency Management Guidelines 

Date: __________ 

To: [Contractor's Name] 

From: [Your Organization's Name] 

Subject: Emergency Management Guidelines for Contractors 

Dear [Contractor's Name], 

As part of our commitment to maintaining a safe and secure work environment, we have 

established the following emergency management guidelines to be adhered to during your 

engagement with our organization: 

1. Emergency Contact Information 

• Emergency Services: 911 

• On-Site Safety Officer: [Name and Contact Number] 

• Your Immediate Supervisor: [Name and Contact Number] 

2. Emergency Procedures 

In the event of an emergency, please follow these procedures: 

• Remain calm and assess the situation. 

• If necessary, call for help immediately. 

• Follow evacuation routes and procedures as outlined in the posted emergency plans. 

3. Safety Equipment 

Ensure that all safety equipment is utilized as required: 

• Fire extinguishers 

• First-aid kits 

• Personal protective equipment (PPE) 

4. Reporting Incidents 

All incidents, no matter how minor, must be reported to the on-site safety officer immediately. 



Thank you for your attention to these important guidelines. Your cooperation is vital to 

maintaining a safe working environment. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Organization's Name] 

[Contact Information] 


