
Retail Workplace Safety Overview 

Date: [Insert Date] 

To: [Employee Name] 

From: [Supervisor/Manager Name] 

Subject: Workplace Safety Overview 

Dear [Employee Name], 

As part of our ongoing commitment to maintaining a safe and healthy working environment, we 

want to provide you with an overview of our workplace safety policies and procedures. 

Safety Policies 

• Use of Personal Protective Equipment (PPE) is mandatory. 

• Report any hazards or unsafe conditions immediately. 

• Adhere to all safety signage and instructions. 

Emergency Procedures 

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

1. Stay calm and assess the situation. 

2. Evacuate the area if necessary. 

3. Contact emergency services if required. 

Training and Resources 

We will hold regular safety training sessions to keep all staff informed. Please take advantage of 

resources available to you, including: 

• Safety handbooks and manuals. 

• Online safety training modules. 

Your safety is our top priority. If you have any questions or suggestions, please do not hesitate to 

reach out. 

Thank you for your attention and cooperation. 

Sincerely, 



[Your Name] 

[Your Position] 


