Workplace Safety Policy Template

NOTE:
This template has been put together as a guide. Please ensure you customize and include any
relevant legal requirements for your region.

Purpose:

To ensure a safe work environment by outlining safety standards and procedures to minimize risks
during emergencies, including natural disasters like wildfires.

Scope:
This policy applies to all employees, contractors, and visitors at [Company Name].
Responsibilities:

1. Employer Responsibilities:

o Maintain a safe workplace by regularly inspecting facilities and addressing hazards.
o Provide emergency supplies and training, such as fire extinguishers and evacuation
drills.
o Ensure safety instructions and evacuation maps are accessible in multiple
languages if applicable.
Review and update safety procedures annually or after any major incident.
Develop protocols for remote employees to follow during emergencies, ensuring
their safety and ability to continue working when possible.

2. Employee Responsibilities:

o Familiarize themselves with safety procedures and participate in emergency drills.

o Report hazards or unsafe conditions to [Designated Contact].
o Ensure personal emergency contact details are updated regularly.
o Remote employees should ensure their workspaces comply with basic safety
standards and have an emergency contact plan.
Procedures:

1. Evacuation

Exit using designated routes. Maps are posted at [Location].

Assemble at [Assembly Point] and await further instructions.

Assigned safety coordinators will assist in ensuring all employees evacuate safely.
Remote employees should follow local evacuation orders and inform their
managers of their status as soon as it is safe to do so.
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2. Communication

o Alerts will be sent via [Email, Text, App]. Keep contact details updated.
o Updates will also be posted on [Company Intranet/Emergency Hotline].



o Remote employees should maintain access to the company’s emergency
communication channels.

3. Emergency Equipment

Fire extinguishers are located at [Locations].

First-aid kits are available at [Locations].

Emergency supplies, such as N95 masks and flashlights, are stored at [Location].
Remote employees are encouraged to maintain a basic emergency kit at home,
including first-aid supplies and backup communication tools.
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4. Training and Drills

o Emergency drills will be conducted [Frequency, e.g., quarterly] to ensure
preparedness.
Specific training sessions will be held for designated safety coordinators.
Remote employees will be included in virtual training sessions to ensure they
understand their responsibilities during emergencies.

5. Post-Emergency Reporting

o Reportinjuries or damage using the incident response form (see template below).
o Remote employees should report any damages or disruptions affecting their ability
to work.

NOTE:
Please remove the following when using this form.

} HR Partner

HR Partner is built for small and medium-sized businesses, especially those with
globally distributed workforce or remote teams. We help you stay on top of HR admin
so you can focus on what matters most - your people.

Book a demo to find out more.



https://www.hrpartner.io/
https://www.hrpartner.io/book-a-demo.html
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