
Retail Safety and Preparedness Guidelines 

Date: ___________ 

To: All Employees 

From: [Your Name], [Your Position] 

Subject: Retail Safety and Preparedness Guidelines 

Dear Team, 

As part of our ongoing commitment to ensuring a safe shopping environment for our customers 

and a secure workplace for our employees, we have developed the following safety and 

preparedness guidelines: 

General Safety Procedures 

• Always be aware of your surroundings and identify potential hazards. 

• Keep aisles clear and free from any obstructions. 

• Report any unsafe conditions or incidents to a supervisor immediately. 

Emergency Preparedness 

• Familiarize yourself with emergency exit routes and locations of fire extinguishers. 

• Participate in regular safety drills and training sessions. 

• Know how to contact emergency services quickly if needed. 

Customer Safety Guidelines 

• Ensure products are displayed safely to minimize risk of injury to customers. 

• Provide guidance to customers during emergency situations. 

• Encourage customers to report any unsafe conditions they observe in the store. 

Please take these guidelines seriously and incorporate them into your daily routines. Our priority 

is the safety of everyone in our store. 

Thank you for your attention to these important matters. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Store Name] 


