
Retail Safety and Emergency Protocols 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Safety and Emergency Procedures in Our Retail Store 

Dear [Employee's Name], 

As part of our ongoing commitment to providing a safe working environment, we would like to 

remind all staff of the essential safety and emergency protocols established in our retail store. 

Your adherence to these protocols is crucial for the safety of both employees and customers. 

Emergency Contact Numbers 

• Fire Department: 911 

• Medical Emergency: 911 

• Store Manager: [Store Manager's Phone Number] 

• Security: [Security Contact Number] 

Evacuation Procedures 

In case of an emergency requiring evacuation: 

1. Remain calm and follow the nearest exit signs. 

2. Do not use elevators during an emergency. 

3. Assist customers and individuals who may need help. 

4. Gather at the designated assembly area: [Insert Location]. 

5. Report to the store manager for a headcount. 

Fire Safety Protocols 

In the event of a fire: 

1. Activate the fire alarm immediately. 

2. Call 911 and report the fire. 

3. Use a fire extinguisher only if the fire is small and manageable. 

4. Evacuate the building following the procedures outlined above. 

Additional Safety Measures 



Please remember to: 

• Wear appropriate personal protective equipment (PPE) as required. 

• Participate in regular safety training sessions. 

• Report any hazards or safety concerns to your manager immediately. 

Your safety is our top priority. If you have any questions regarding these protocols, do not 

hesitate to reach out. 

Thank you for your attention to these important safety measures. 

Sincerely, 

[Your Name]  

[Your Position]  

[Store Name]  

[Your Contact Information] 


