Personal Protective Equipment Policy (Samples)
Background

When you look at the statistics on industrial accidents, it isn’t hard to see why a policy on the wearing of personal protective equipment (PPE) is so important. Consider, for example, the following facts:   


According to Prevent Blindness America, more than 2,000 people injure their eyes at work each day. About 1 in 10 injuries requires one or more missed workdays to recover. Of the total amount of work-related injuries, 10 percent to 20 percent will cause temporary or permanent vision loss. 


According to the Bureau of Labor Statistics, about a quarter of a million disabling occupational foot injuries occur each year, many of which happen to workers who aren’t wearing safety shoes. 

The Occupational Safety and Health (OSH) Act covers the importance of safety equipment as a factor in preventing occupational injuries and emphasizes management’s responsibility for requiring employees to always wear the required protective devices.

Improvements in personal protective equipment are occurring on a regular basis, and the list of PPE available to industrial employers today is almost endless, including various types of safety shoes and boots, goggles and eyeglasses, earplugs and earmuffs, hard hats, protective gloves, face shields, respirators, and work clothing made of special protective materials. 

While the role played by safety equipment in the achievement of the company’s accident-prevention goals is often covered under the policy on “Safety Programs” or “Safety Rules and Regulations,” many firms feel it is an important enough issue to merit a separate policy statement of its own.

OSHA Regulations

OSHA regulations require employers to pay for almost all types of PPE when used by employees exclusively in the workplace (i.e., not for personal use at home or other nonworkplace activities). 

A revised rule, 1910.132 effective February 13, 2008, clarifies that employers must pay for PPE—with a few exceptions, including ordinary safety-toed footwear, ordinary prescription safety eyewear, logging boots, ordinary clothing, and weather-related gear.

In addition, the rule explains that employers do not need to reimburse employees who choose to use their own PPE. However, employees’ use of their own PPE must be completely voluntary, and employers still have an obligation to ensure that the equipment provides sufficient protection.

Covered PPE. Here is a nonexhaustive list of “employer pays” examples: 


Electrical protection 


Electrically insulated tools 


Rubber-insulating gloves 


Chemical-resistant gloves/aprons/clothing 


Encapsulating chemical protective suits 


Foot protection 


Metatarsal foot protection 


Special boots for longshoremen working logs on log ships 


Rubber boots with steel toes 


Shoe covers (toe caps and metatarsal guards) 


Eye and face protection 


Nonprescription eye protection 


Prescription eyewear inserts/lenses for full-face respirators 


Prescription eyewear inserts/lenses for welding and diving helmets 


Goggles 


Face shields and goggles


Laser safety goggles 


Head protection 


Bump caps 


Hard hats 


Hearing protection 


Hand/arm/body protection 


Rubber sleeves 


Aluminized gloves 


Mesh cutproof gloves, mesh or leather aprons 


Nonspecialty gloves (Payment is required for PPE to protect from dermatitis, severe cuts/abrasions; payment is not required if they are only for keeping clean or for cold weather with no site-specific hazard consideration.) 


Reflective work vests 


Respiratory protection 


Skin protection 


Barrier creams (unless used solely for weather-related protection) 


Fall protection devices (e.g., harnesses)


Ladder safety device belts 


Climbing ensembles used by linemen (e.g., belts and climbing hooks) 


Window cleaner’s safety straps 


Fire-fighting PPE (helmets, gloves, boots, proximity suits, full gear) 


Welding PPE 


Fire-resistant shirts, jackets, and sleeves 


Leather gloves 


Items used in medical/laboratory settings to protect from exposure to infectious agents (e.g., aprons, lab coats, goggles, disposable gloves, shoe covers) 


Personal flotation devices (life jackets) 

Exceptions. Employers are not required to pay for the following clothes or items that are not worn by employees exclusively for protection from hazards: 


Nonspecialty safety-toe protective footwear (provided that the employer permits such items to be worn off the jobsite) 


Steel-toe shoes 


Steel-toe boots 


Nonspecialty prescription safety eyewear (provided that the employer permits such items to be worn off the jobsite) 


Shoes or boots with built-in metatarsal protection that the employee chooses instead of metatarsal guards provided by the employer 


Logging boots under the logging standard (29 CFR 1910.266(d)) 


Everyday clothing 


Long-sleeved shirts 


Long pants 


Street shoes 


Normal work boots 


Ordinary clothing and skin creams used solely for protection from the weather 


Winter coats 


Jackets 


Gloves 


Parkas 


Rubber boots 


Hats 


Raincoats 


Ordinary sunglasses 


Sunscreen 


Back belts 


Dust masks and respirators worn under the voluntary-use provisions of the PPE standard 


Items worn for product or consumer safety or patient safety and health rather than employee safety and health (for example, hairnets to prevent food contamination during preparation) 


Uniforms that are not PPE 


Items worn to keep clean for purposes not related to safety and health 


PPE already owned and used voluntarily by the employee 


Flame-resistant clothing for electrical work 

Replacements. Unless an employee has lost or intentionally damaged the equipment, employers are required to pay for replacement PPE used to comply with OSHA standards under the final rule.

Points to Cover

PPE is often considered to be equipment used to protect the head, eyes, ears, torso, arms, hands, and feet. No matter what type of protective equipment your employees are required to wear, you’ll want your policy to cover the following:


Rationale. You should convey the idea that rules and regulations pertaining to safety equipment are designed both to comply with federal or state law and to protect the employee from serious injury.


Coverage. To whom does your policy apply? Normally, the answer here is all full- and part-time employees whose work routinely involves danger to the feet, eyes, face, hands, etc.


Payment. Under the new regulation, the company usually pays all of the cost of protective equipment, unless it is can be used for work and personal use.  


Suppliers. Where can employees obtain their protective items? Are they stocked by the company store or must they go to a company-approved supplier in the local area?


Replacements. Will the company provide a replacement if safety equipment is lost, damaged in use on the job, or worn out? What if PPE is lost or damaged through employee negligence? What are the procedures for obtaining replacements?


Employee responsibility. You should also emphasize the fact that the employee is responsible for wearing the equipment while on the job and for keeping it well maintained and in good repair. You may want to mention what disciplinary measures will be taken for failure to wear required PPE.


Supervisor’s responsibility. This is of vital importance. State unequivocally that it is the supervisor’s responsibility to make sure that all of his or her subordinates who are required to wear PPE do so on designated jobs and in designated areas.


Discipline. You may want to mention what disciplinary measures will be taken for failure to wear required PPE.


Special circumstances. Will the company pay for prescription safety glasses? For safety shoes with special built-in arch supports? The American with Disabilities Act and/or similar state laws may require employers to pay for certain items as a reasonable accommodation and may exclude others.


Dress codes. While not necessarily PPE, supervisors should remind employees to keep long hair tied back or contained in a cap or net so it will not become caught in machinery. Also in your dress code policy, state that dangling jewelry, rings and bracelets, and neckties and scarves should not be worn near machinery or in production areas.

Legal Points


OSHA. The Occupational Safety and Health Act requires the use of PPE to reduce employee exposure to hazards when engineering and administrative controls are not feasible or effective in reducing the exposure to acceptable levels. Employers are required to determine if PPE should be used to protect their workers.


State safety laws. State laws may set a stricter standard when PPE is to be used.


Employer payment for PPE. As mentioned, revised OSHA regulation 1910.132 requires employers to pay for virtually all PPE items.


Wage and hour laws. Generally, employers cannot require employees to pay for tools or equipment if such payments reduce their wages below the minimum wage. Moreover, deductions for lost or damaged PPE from the pay of a salaried employee may violate the Fair Labor Standards Act and entitle the employee to overtime.


Disability. The Americans with Disabilities Act or state law may require an employer to provide PPE as a reasonable accommodation.


Discrimination. Title VII of the Civil Rights Act or state law may require an employer to provide or allow alternative PPE or alternative safety procedures or other reasonable accommodation for a religious objection to PPE, such as religious tenet that requires wearing a beard, head covering, or jewelry.

Things to Consider

The most obvious consideration in establishing a policy on PPE, of course, is the nature of your company’s industrial operations and the degree to which such equipment is necessary. Here are some other issues to be considered:

1. 
Nature of hazards. What is the nature of your company’s industrial operations and hazards to which employees are exposed? What is the degree to which PPE is necessary? Have you performed a hazard assessment of the workplace? Is it in writing? Is it signed and dated?

2. 
Existing employee attitudes toward safety equipment. If employees have always resisted wearing the necessary devices, you’ll want your policy to stress the rationale behind such safety measures, the benefits to the employee and the company, and perhaps the disciplinary measures that will be taken for failure to wear them. 


Don’t overlook the importance of supervisory attitudes as well. If supervisors take safety regulations lightly, chances are that their employees will never develop positive attitudes toward wearing protective devices.

3. 
Employee involvement. Employees are more likely to wear PPE if they have been involved in its selection. If a new type of PPE is needed, ask a small committee of employees who will eventually wear the equipment to assist you in the selection of type, sizes available, protection offered, styles, and the like. Then do a “pilot test” of samples to see which are the most comfortable and offer the best protection.

4. 
Existing supervisor attitudes toward PPE. Don’t overlook the importance of supervisory attitudes. If supervisors take safety regulations lightly, chances are their employees will never develop positive attitudes toward wearing protective devices.

5. 
Integration with other policies. There is often some overlap here with policies on work rules, disciplinary procedures, and safety programs in general. Be sure that these overlapping areas serve to reinforce—not undermine—your policy on wearing safety equipment.

6. 
Policies will vary. Policies in this area will obviously vary according to the industry, work exposures, and different types of PPE regularly used by the employees. Another approach companies may take is to issue a general policy statement on the fact that PPE is required for certain tasks—and the consequences for failing to wear it—and then having separate bulletins for each type of PPE. These would contain the particulars on standards to be met, e.g., who is responsible for purchase or tips on proper fitting and maintenance.

Sample Policies 

Policies in this area will obviously vary according to the industry of which the company is a part, work exposures, and different types of PPE that are regularly used by the company’s employees. The three that have been selected here deal with protective footwear, safety eyeglasses, and a combination of eye, ear, foot, and head protection. 

The general PPE policy places a limit on the amount of the company’s reimbursement for safety shoes, and the employee is responsible for the cost of replacing any safety equipment that is lost or damaged through negligence. 

A separate policy for safety eyeglasses can be considerably more comprehensive and detailed. It covers the types of glasses that the company provides, ordering information, and instructions for obtaining replacements and repairs. The company assumes all costs, with the exception of the eye examination and fitting charges for employees needing prescription safety glasses.

Another approach companies may take is to issue a general policy statement on the fact that PPE is required for certain tasks—and the consequences for failing to wear it—and then having separate bulletins for each type of PPE. These would contain the particulars on standards to be met, tips on proper fitting, maintenance, etc.

Subject: Safety/Protection  
Example of: Standard Policy 

Needs Assessment

Supervisors will assess their departments and determine what hazards, if any, are present that require the use of personal protective equipment. Then they will select the types of PPE that will protect against these hazards. They will document the hazard assessment of their department in writing, indicate the date(s) of the assessment, the list of employees who attended the training, and sign the document.

It is the supervisor’s responsibility to assure that employees wear the designated PPE on the job.

Eye and Face Protection

Supervisors may obtain eye protection (safety glasses, goggles, etc.) or face shields for their employees through Purchasing.

If the eye protection is lost or destroyed due to the employee’s negligence, the employee will be responsible for the cost of a replacement pair.

Prescription Safety Glasses

Employees working in potential eye-hazard areas who need prescription glasses may submit a request through their supervisor to the Purchasing department for prescription safety glasses. After an employee successfully completes the probationary period, prescription safety glasses can be obtained through a company-approved source. The company will assume the cost of 
the glasses.

If the prescription safety glasses are lost or destroyed due to the employee’s negligence within 1 year of the date of issue, the employee will be responsible for the cost of a replacement pair.

Ear Protection

Employees working in areas where the noise level is 80 decibels or higher may obtain ear protection through their supervisor. We provide a variety of types of hearing protection from which the employee may choose the most effective and best fitting. 

Personnel who work regularly in 80-decibel-or-higher areas are given a yearly hearing test.

Foot Protection

All employees should wear substantial shoes with fully enclosed coverings to protect their feet and toes. For those employees who work in areas where safety shoes are recommended, the company will pay for one pair per year, per person. The safety shoes must meet federal standards and can be purchased through several local suppliers.

Hair/Head Protection

Employees must wear protective helmets supplied by the company when working in areas where there is potential for injury to the head from falling objects.

Operators of forklifts should wear a hard hat when operating the vehicle.

Employees with long hair (down to the shoulders) should tie their hair back or wear hair nets or caps when working on drill presses, vertical milling machines, or equipment with rotating spindles or other moving machinery.

Hand Protection

When employees’ hands are exposed to hazards, the supervisor must formally evaluate the hazards present and, if risks exist, arrange to provide appropriate hand protection suitable to the needs of the job. Hazards may include those from skin absorption of harmful substances, severe cuts or lacerations, severe abrasions, punctures, chemical or thermal burns, and harmful temperature extremes. Performance characteristics of the hand protection should be evaluated relative to the tasks to be performed, the conditions present, duration of the use, and the hazards or potential hazards identified.

Supervisors are responsible to assure that employees wear the designated gloves on the job.

General Rules


Loose clothing must not be worn near moving machinery.


Neckties must be securely clipped to the shirt.


Employees working in areas where chemicals, solvents, other irritants, or caustic acids are used (i.e., tumbling room) will be supplied with face shields, chemical-resistant boots, aprons, chemically protective gloves, etc.


Rings and jewelry must not be worn when working on machinery.


Work gloves (leather-palmed) must be worn by anyone handling raw materials other than chemicals.

Training

Supervisors will arrange to train each employee in the proper and correct use of PPE, proper care and maintenance of the PPE, useful life of the equipment, and the correct way to dispose of broken or damaged PPE. The supervisor will certify on the “Needs Assessment” sheet the names of the employees who have received the training, date of the training, and that the employee has received and understands the training.

Subject: Protective Footwear  
Example of: Standard Policy 

Policy No.: __________ Effective Date:________

Policy Statement

The company makes available a great variety of personal protective equipment to protect employees from all sorts of industrial hazards. This policy outlines the requirements for obtaining company subsidization of protective footwear.

Eligibility

For all full-time and part-time employees whose work requires the wearing of protective footwear.

Requirement for Obtaining Protective Footwear

1. 
The employees must regularly work in an area which has been designated by the loss control coordinator as an area where the wearing of protective footwear is required, or the employee must have a job the nature of which requires the wearing of protective footwear.

2. 
The protective footwear must be obtained from a company-authorized supplier. The specific type of protective footwear, i.e., safety-toe shoes, metal-free shoes, metatarsal guards, etc., which are appropriate for a particular area or type of operation, will be determined by the loss control coordinator.

Policy Limitations

1. 
The amount of company reimbursement toward protective footwear will be determined annually by the loss control coordinator. 

2. 
The company’s reimbursement will be limited to no more than two pairs of protective footwear per year. Protective footwear must be returned to the loss control coordinator before replacement will be authorized.

Employee Responsibility

1. 
The employee will be responsible for reasonable care and maintenance of his or her protective footwear.

2. 
The employee will be responsible for wearing the protective footwear during working hours.

Subject: Safety Eyeglasses  
Example of: Progressive Policy 

Qualifications

It is the policy of the company to make available safety eyeglasses that meet American National Standards for Occupational and Educational Eye and Face Protection, Z87.1, to all employees whose duties have the potential for exposing their eyes to injury from flying objects or electrical flash. The employee’s immediate supervisor will verify that the employee qualifies under this policy before signing the requisition.

Qualifying employees will be allowed two pairs of glasses every 2 years. If a major prescription change occurs (e.g., due to an illness, operation, or eye injury) a request for glasses will be honored within 2 years of a previous request.

Ordinarily employees request one pair each of clear and dark glasses. An employee who performs no duties outdoors that require safety glasses may request two pairs of clear glasses.

In addition to the basic two pairs of glasses, personnel required to wear respirators on a regular basis will be allowed glasses mounted in a special frame for that purpose. 
Photogray lenses are not approved for wear during operations requiring safety glasses because they do not provide adequate protection in accordance with company standards.

Types of Glasses

Safety eyeglasses for normal use are clear lenses mounted in a safety frame. Plastic lenses are available with some frames but employees are cautioned that such lenses scratch easily and require special caution in handling.

Safety sunglasses with colored lenses mounted in a safety frame will be furnished as protection against bright sunlight to all qualifying personnel who request them.

Photogray or photosun lenses will not be purchased.

Ordering Information

When damaged through company-related work, prescription safety eyeglasses will be replaced by having the local storekeeper prepare a requisition for the type of damaged safety eyeglasses (as per prescription on file in the safety office) signed by the employee’s immediate supervisor and then forwarded to the safety office, and having the damaged eyeglasses returned.

Finished eyeglasses again will be returned to the eye specialist for checking and fitting, at the company’s expense.

Repairs

1. 
Minor repairs 

Supervisors will be provided with a kit and spare parts so that minor repairs such as replacement of lost screws and damaged bows may be done locally. This service will also be available to company employees through the safety office.

2. 
Major repairs

Nonprescription glasses. Major repairs will not be made. New glasses will be issued.


Prescription glasses. Major repairs will be made by the manufacturer. Glasses will be turned in to the local storekeeper who will prepare a requisition and forward it to the safety department.

General Rules

Employees shall wear safety eye protection on the job where there is a potential danger of injury to the eyes from electrical flash or flying objects.

The wearing of safety eyeglasses alone does not constitute protection where full goggles or other suitable type of eye protection must be worn.

Employees are responsible for maintaining a reserve pair of prescription glasses for use when prescription safety glasses are damaged or lost. If this pair does not meet the specifications of ANSI, Z87.1, an appropriate pair of safety goggles or a faceshield shall be worn over the glasses during operations requiring safety glasses.

