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I. PURPOSE

This policy is to serve as the standard for all employees of the Helena Police Department in regards to use of Personal Protective Equipment.  The general purpose of this policy is to promote the wellness of our employees and to prevent occupational disease, injuries and deaths.

II. POLICY

A. Each affected employee of the Helena Police Department shall use appropriate eye protection, face protection, foot protection, hand protection and head protection when exposed to hazards of the eyes, face, hands, feet and head while performing their duties.

B. The Helena Police Department will provide employees, at no cost, the necessary personal protective equipment (PPE) to protect against hazardous materials they may encounter during the performance of their duties.

C. Employees issued PPE are responsible for proper maintenance and storage of the equipment and notifying a supervisor if equipment is in need of repair or replacement.

D. In addition, the Helena Police Department will provide for its employees the minimum of the following PPE:

1. As part of standard uniform issue, the following items are provided and repaired or replaced as needed by the department:

a. Uniform boots

b. Liquid-barrier leather gloves

c. Coats to protect against inclement weather (light jacket, rain jacket and winter parka)

2. Single-use disposable plastic-type medical examination gloves.

3. Appropriate PPE for special circumstances such as training events or specific criminal or investigative incidents.

III. RESPONSIBILITIES

A. The department command staff officer in charge of training coordination will:

1. Perform Hazard Assessments for each work activity.  See Hazardous Assessment attachment.

2. Select the appropriate PPE for each work activity

3. Provide written documentation of PPE for each work activity.  Selections will be communicated to affected employees.  Revisions will be made upon changes in work activities.

4. Coordinate general training about the PPE program

5. Periodically review the PPE program and revise as necessary

B. Department supervisory officers are responsible for:

1. Attending PPE training

2. Ensuring employees are wearing, cleaning and storing PPE appropriately

C. Employees are responsible for:

1. Attending PPE training

2. Wearing, maintaining and storing PPE in an appropriate manner in accordance with department training.

IV. TRAINING

A. The Helena Police Department shall provide training to each employee who is required to use PPE.  Employees will be trained to know the following:

1. When PPE is necessary

2. What PPE is necessary

3. How to properly wear and adjust PPE, in order to ensure a proper fit.

4. The limitations or PPE

5. The proper care, maintenance, useful life and disposal of PPE.

B. Each affected employee must show an understanding of training to his or her specific PPE.  The Department shall provide this training and upon completion, each employee shall be tested and certified in writing by the trainer.  If at any time the trained employee changes work activities requiring different PPE, or exhibits lack of understanding of the required PPE, skill in use of the PPE, or motivation to properly use PPE, the employee shall be retrained and re-certified.

C. Documentation will be made of this training and noted in the employee’s training file kept at the department.  A copy of this training will also be forwarded to the Human Resource Office for documentation into the employee’s master file.

D. See attached Training Documentation Form.

V. PROCEDURE

A. Eye and face protection (OSHA 1910.133) – each affected employee shall use appropriate eye or face protection when exposed to eye or face hazards from flying particles, molten metal, liquid chemicals, acids, or caustic liquids, chemical gases or vapors, or potentially injurious light radiation.

B. Head protection (OSHA 1910.135) – each affected employee shall wear protective helmets when working in areas where there is a potential for injury to the head from falling objects.  Protective helmets shall also be worn to reduce electrical shock hazards when near exposed electrical conductors which could contact the head.
C. Foot protection (OSHA 1910.136) – each affected employee shall wear protective footwear when working in areas where there is a danger of foot injuries due to falling or rolling objects, or objects piercing the sole, and where such employee’s feet are exposed to electrical hazards.
D. Hand protection (OSHA 1910.138) – each affected employee shall wear protective gloves when working in areas where hands are exposed to hazards such as those from skin absorption of harmful substances; severe cuts or lacerations; severe abrasions; punctures; chemical burns; thermal burns; and harmful temperature extremes.

_______________________________________
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HAZARD ASSESSMENT FOR PPE

This tool can help you do a hazard assessment to see if your employees need to use personal protective equipment (PPE) by identifying activities that may create hazards for your employees.  The activities are grouped according to what part of the body might need PPE.  Feel free to make copies, modify and customize this to fit the specific needs of your particular work place, or develop your own form that is appropriate to your work environment.

This tool can also serve as written certification that you have done a hazard assessment.

Instructions:

1. Do a walk through survey of each work area and job/task.  Read through the list of work activities in the first column, putting a check next to the activities performed in that work area or job.

2. Read through the list of hazards in the second column, putting a check next to the hazards to which employees may be exposed while performing the work activities or while present in the work area.  (for e.g., work activity:  chopping wood; work-related exposure:  flying particles.)

3. Decide how you are going to control the hazards.  Try considering engineering, work place, and/or administrative controls to eliminate or reduce the hazards before restoring to using PPE.  If the hazard cannot be eliminated without using PPE, indicate which type(s) of PPE will be required to protect your employee from the hazard

4. Make sure that you complete the following fields on the form to certify that a hazard assessment was done:

· Name of Department

· Address of the Department where you are doing the hazard assessment

· Name of person certifying that a workplace hazard assessment was done

· Date the hazard assessment was done

PPE HAZARD ASSESSMENT CERTIFICATION FORM

Name of Department: 

Assessment conducted by:


Work Place Address:

Date of assessment:


Work Areas:

Job/Task(s):



(Use a separate sheet for each job/task or work area)

	EYES
	
	

	Work activities such as:

(  abrasive blasting
(   sanding

(  chopping
(   sawing

(  cutting
(   grinding

(  drilling
(   hammering

(  punch press operations
(  welding

(  other:


	Work-related exposure to:

(  airborne dust

(  flying particles
(  blood splashes
(  hazardous liquid chemicals
(  intense light
(  other:
	Can hazard be eliminated without the use of PPE?   

(   Yes
( No

If no, use:

( Safety glasses
( Side shields

( Safety goggles
( Dust-tight goggles

( Shading/filter (#     )
( Other 

( Welding shield 

	FACE
	
	

	Work activities such as:

(  pouring molten metal
(  welding

(  dip tank operations
(  cleaning

(  cooking
(  foundry work

(  siphoning
(  mixing

(  welding


(  other:


	Work-related exposure to:

(  hazardous liquid chemicals

(  extreme heat/cold
(  potential irritants:
(  other:
	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

If no, use:

· face shield

· shading/filter (#       )

· welding shield

· other:



	HEAD
	
	

	Work activities such as:

(  building maintenance

(  confined space operations

(  construction

(  electrical wiring

(  walk/working under catwalks

(  walking/working under conveyor belts

(  walking/working under crane loads

(  utility work

(  other


	Work-related exposure to:
(  beams

(  pipes

(  exposed electrical wiring or components

(  falling objects

(  machine parts

(  other:


	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

If no, use:

(  protective helmet

(  type A – Low voltage

(  type B – High voltage

(  type C

(  bump camp (not ANSI-approved)

(  hair net or soft cap

(  other:


	HANDS/ARMS
	
	

	Work activities such as:

( baking
(  material handling

(  cooking
(  sanding

(  grinding
(  sawing

(  welding
(  hammering

(  working with glass
(  using knives

(  using computers

(  dental and health care services

(  other


	Work-related exposure to:
(  blood

(  irritating chemicals

(  extreme heat/cold

(  tools/materials that could scrape, bruise or cut

(  other


	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

If no, use:
(  Gloves

(  chemical resistance

(  liquid/leak resistance

(  temperature resistance

(  abrasion/cut resitance

(  slip resistance

(  protective sleeves

(  other

	FEET/LEGS
	
	

	Work activities such as:

(  building maintenance

(  construction

(  demolition

(  food processing

(  foundry work

(  logging

(  plumbing

(  trenching

(  use of highly flammable materials

(  welding

(  other:


	Work-related exposure to:
(  explosive atmospheres

(  explosives

(  exposed electrical wiring or components

(  heavy equipment

(  slippery surfaces

(  tools

(  other


	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

If no, use:

(  safety shoes/boots

(  toe protection
(  heat/cold protection

(  electrical protection
(  chemical resistance

(  puncture resistance
(  metatarsal protection

(  anti-slip soles

(  leggings or chaps

(  foot-leg guards

(  other:

	BODY/SKIN
	
	

	Work activities such as:

(  baking or frying

(  battery charging

(  dip tank operations

(  fiberglass installation

(  irritating chemicals

(  sawing

(  other:


	Work-related exposure to:
(  chemical splashes

(  extreme heat/cold

(  sharp or rough edges

(  other:


	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

If no, use:

(  vest, jacket
(  abrasion/cut resistance

(  coveralls, body suit

(  raingear
(  other

(  apron

(  welding leathers




	BODY/WHOLE 1
	
	

	Work activities such as:

(  building maintenance

(  construction

(  logging

(  utility work

(  other


	Work-related exposure to:
(   working from heights of 10 ft or more

(   working near water

(   other
	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

If no, use:

(  fall arrest/restraint:  type:

(  PFD:  Type:

(  other:

	LUNGS/RESPIRATORY1
	
	

	Work activities such as:

(  cleaning
(  pouring

(  mixing
(  sawing

(  painting

(  fiberglass installation

(  compression air or gas operations

(  other


	Work-related exposure to:
(  Irritating dust or particulate

(  Irritating or toxic gas/vapor

(  Other:
	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

(See footnote 1)

	EARS/HEARING1
	
	

	Work activities such as:

(  generator
(  grinding

(  ventilation fans
(  machining

(  motors
(  routers

(  sanding
(  sawing

(  pneumatic equipment

(  punch or brake presses

(  use of conveyors

(  other:


	Work-related exposure to:
(  loud noises

(  loud work environment

(  noisy machines/tools

(  punch or brake presses

(  other
	Can hazard be eliminated without the use of PPE?   

(   Yes 
(  No

(See footnote 1)


(1) Note:  There are other hazards requiring PPE (such as respiratory, noise, fall, etc. hazards), that are not included in this volume of the PPE Guide.  You should consider all hazards when you conduct your hazard assessment.

Personal Protective Equipment Training Certification Form

Employee’s Name:
  Employee ID No


Department:




Trainer’s Name (person completing this form):

  

Date of Training:
 
 

Types of PPE employee is being trained to use: 

The following information and training on the personal protective equipment (PPE) listed above were covered in the training session:

(  The limitations of personal protective equipment:  PPE alone cannot protect the employee from on-the-job hazards.

(  What work place hazards the employee faces, the types of personal protective equipment that the employee must use to be protected from these hazards, and how the PPE will protect the employee while doing his/her tasks.

(  When the employee must wear or use the personal protective equipment.

(  How to use the personal protective equipment properly on-the-job, including putting it on, taking it off, and wearing and adjusting it (if applicable) for a comfortable and effective fit.

(  How to properly care for and maintain the personal protective equipment:  look for signs of wear, clean and disinfect, and dispose of PPE.

Note to employee:  This form will be made a part of your personal file.  Please read and understand its contents before signing.

(Employee)  I understand the training I have received, and I can use PPE properly.

Employee’s signature






Date

(Trainer must check off)

____ Employee has shown an understanding of the training.

____ Employee has shown the ability to use the PPE properly.
Trainer’s signature






Date
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