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Safety Alert Template

When hazardous conditions or unique situations arise, use this template to alert

immediately and keep them informed of any changes.

1. Template Structure

Provide essential context so recipients understand when, where, and how serious the

issue is.
Alert Title Start with a clear, urgent title that explains the nature of the alert.
Details Provide essential context so recipients understand when, where, and how
serious the issue is: location of incident or hazard, date/time, severity level.
Incident Give a brief, plain-language explanation of what happened or what hazard

2] Al was identified. Keep it factual and jargon-free.]

Immediate List exactly what employees need to do now. Be specific. Use a numbered

ACLONSLERS list to make it easy to follow.

Visual Aids Attach or embed helpful visual elements to increase comprehension:
(Optional)

e Safety symbols
e Diagrams
e Maps

e Photos of the hazard site

Contact Info Let recipients know who to reach out to for follow-up questions or support.

Employee Include a confirmation line so employees can verify they've read and

(I E ol understood the alert. This is especially helpful for audits and accountability.



2. Sample Alert

Alert Title Immediate Action Required — Equipment Failure

Details Location of Incident or Hazard: Line 3

Date and Time of Alert: Monday, September 29 @ 2:54 p.m.
Severity Level: [JHigh [ Medium [JLow

Authorized By: Bob Smith

Incident Conveyor belt malfunctioned on Line 3, causing a brief production halt. No

R slpten injuries reported, but belt motor overheated and requires inspection.

Temporary shutdown in effect until maintenance clears restart.

Immediate 1. Putin awork order with maintenance

G D Notify shift supervisor of delays

Send updates to all Line 3 workers scheduled for today

Visual Aids
Contact Info Safety Officer: Bob Smith
Call or text: (555) 555-5555
Email: safety.officer@company.com
[link to SOP]
Employee [C] 1 confirm I have received and understood this alert.

Acknowledgment

Employee Signature:

Date:



mailto:safety.officer@company.com

Find Out More

Reach out today to speak with a Yourco consultant about optimizing your

employee alerts strategy.

Talk To An Expert »


https://www.yourco.io/use-cases/employee-alerts
https://www.yourco.io/talk-to-sales
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