
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

Dear [Recipient Name],  

Subject: Workplace Safety Policy  

We are committed to ensuring a safe and healthy work environment for all 

employees, contractors, and visitors. Our Workplace Safety Policy 

outlines our commitment to identifying, assessing, and controlling 

workplace hazards. 

**1. Purpose**  

To provide a framework for establishing safety standards and practices to 

minimize risks. 

**2. Scope**  

This policy applies to all employees and operations within [Company 

Name]. 

**3. Responsibilities**  

- Management will ensure compliance with safety regulations and provide 

necessary resources.  

- Employees are required to follow safety guidelines and report any 

hazards.  

**4. Safety Procedures**  

- Regular safety training sessions will be conducted.  

- Safety equipment and resources will be provided.  

**5. Reporting Incidents**  

All incidents, including near misses, must be reported immediately to the 

supervisor. 

**6. Review and Evaluation**  

This policy will be reviewed annually and updated as necessary to ensure 

its effectiveness. 

We appreciate your cooperation in maintaining a safe workplace. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Contact Information] 


