
Employee Health and Safety Procedures 

Date: [Insert Date] 

To: All Employees 

From: [Your Name], [Your Title] 

Dear Team, 

Your health and safety are our top priorities. This letter outlines the procedures we have 

implemented to ensure a safe working environment. 

1. Emergency Exits 

Please familiarize yourself with the emergency exit routes located throughout the facility. 

2. Personal Protective Equipment (PPE) 

All employees are required to wear the appropriate PPE in designated areas. This includes 

helmets, gloves, and safety goggles. 

3. Reporting Incidents 

Any accidents, injuries, or unsafe conditions should be reported immediately to a supervisor. 

4. Training Sessions 

Regular health and safety training sessions will be conducted. Attendance is mandatory. 

Thank you for your attention to these important matters. Together, we can maintain a safe and 

healthy workplace. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


