Updated Safety Guidelines for Our
Workplace

Date: [Insert Date]
To: All Employees
Dear Team,

As part of our ongoing commitment to ensure a safe and healthy work environment, we have
updated our safety guidelines effective immediately. Please take a moment to review the key
changes outlined below:

Updated Safety Guidelines

o Personal Protective Equipment (PPE): All employees must wear appropriate PPE in
designated areas at all times.

e Social Distancing: Maintain a minimum distance of 6 feet from colleagues wherever
possible.

« Sanitization: All workstations must be cleaned and sanitized at the start and end of each
shift.

e Reporting Incidents: Any safety incidents or near misses must be reported to your
supervisor immediately.

o Emergency Procedures: Familiarize yourself with the updated emergency procedures
posted on the bulletin board.

Your safety and well-being are our top priorities. We appreciate your cooperation in adhering to
these guidelines. Should you have any questions or require further clarification, please do not
hesitate to reach out to your supervisor.

Thank you for your attention to these important updates.

Sincerely,

[Your Name]

[Your Position]

[Company Name]



