Shared Facility Safety Procedures

Date: [Insert Date]

To: All Facility Users

From: [Your Name / Organization]
Dear Facility Users,

We are committed to maintaining a safe and productive environment for all users of our shared
facility. Please review the following safety procedures that must be adhered to at all times:

General Safety Guidelines

o Always wear appropriate personal protective equipment (PPE).
e Report any unsafe conditions or equipment malfunctions immediately.
o Keep all work areas clean and free from hazards.

Emergency Procedures

In case of an emergency, please follow these steps:
1. Remain calm and assess the situation.

2. Evacuate the facility if necessary, using the nearest exit.
3. Call emergency services at [insert emergency number].

First Aid

A first aid kit is available at [insert location]. If you require first aid assistance, please contact
[insert contact information].

Thank you for your cooperation in maintaining a safe environment for everyone.
Sincerely,

[Your Name]

[Your Position]

[Organization Name]

[Contact Information]



