City Of Santa Fe

Administrative Manual

SUBIJECT Policy Number # of Pages
2020-004 5
Personal Protective Equipment Effective Date Revision Date
07-13-2020

1.0 Purpose: The purpose of the City of Santa Fe Personal Protective Equipment policy is to
establish minimum standards to protect City Employees from known hazards in the workplace.

2.0 Applicable To: All Departments, Divisions, and employees of the City of Santa Fe are required
to follow the instructions and guidelines established in this policy.

3.0 References:

3.1 29 CFR (Code of Federal Regulations) 1910.132. Protective equipment, including
personnel protective equipment for eyes, face, head and extremities, protective clothing, respiratory
devices, and protective shields and barriers, shall be provided, used and maintained in a sanitary and
reliable condition wherever it is necessary by reason of hazards of processes or environment, chemical
hazards, radiological hazards, or mechanical irritants encountered in a manner capable of causing injury
or impairment in the function of any part of the body through absorption, inhalation or physical contact.

3.2 29 CFR 1910.132 (d) Hazard assessment and equipment selection: (1) The employer
shall assess the workplace to determine if hazards are present, or are likely to be present, which
necessitate the use of personal equipment (PPE). Select and have each affected employee use the types
of PPE that will protect the affected employee from the hazards identified in the hazard assessment.
Communicate selection decisions to each affected employee; and select PPE that properly fits each

affected employee.

33 City of Santa Fe Safety Manual, Section 11.

3.4 Supervisor’s Safety Training Guide.

4.0 Definitions:

4.1 Job Hazard Assessment (JHA): A job hazard assessment or JHA is an evaluation of
job tasks used to identify hazards before they occur. It focuses on the relationship between the
worker, the task, the tools, and the work environment. A JHA allows employees to identify
uncontrolled hazards and take steps to eliminate or reduce those hazards to an acceptable risk

level.




4.2 Personnel Protective Equipment (PPE): Personal Protective Equipment or PPE is
equipment worn to minimize exposure to hazards. Examples of PPE include gloves, foot and eye
protection, protective hearing devices (earplugs, muffs) hard hats, respirators and full body suit.

5.0 Responsibilities:
5.1 Health and Safety Compliance Officer shall:
a. Propose updates to this policy as needed, reviewing it at least annually;

b. Ensure the Safety Team assists departments and divisions to prepare Job Hazard
Assessments as requested;

c. Ensure each division or section within their respective department completes
required Job Hazard Assessments and identifies applicable Personal Protective Equipment requirements;

d. Review all Job Hazard Assessments submitted by Departments on an annual basis;

e. When requested by Departments or otherwise identified as necessary, assist and
provide training to employees on Job Hazard Assessment and proper use of Personal Protective

Equipment; and
f. Maintain records of all City of Santa Fe Certification of Hazard Assessment forms.
5.2 Department and Division Directors shall:

a. Ensure Job Hazard Assessments are completed and Personal Protective Equipment
requirements are identified for each division or section within their respective department;

b. Provide employees with required Personal Protective Equipment as determined by

the Job Hazard Assessment;

c. Review all Job Hazard Assessments within their department on an annual basis;

d. Review and submit completed Certification of Hazard Assessment Forms and Job
Hazards Assessment Forms to the Health and Safety Compliance Officer within one week of completion;

and

e. Annually review the OSHA 300 Log with Health and Safety Compliance Officer or
designee to identify problem areas not previously recognized.

5.3  Superintendents, Supervisors, Managers, as applicable shall:

a. Conduct Job Hazard Assessments within each workplace task and identify the
Personal Protective Equipment needed to minimize the hazards for each task by preparing a
Certification of Hazard Assessment (Attachment 2) for each area of responsibility;

b. Incorporate Job Hazard Assessment into daily operations for each task by preparing a
Job Hazard Assessment Form (Attachment 1) for each task, prior to engaging in the task;

=



c. Review existing Job Hazard Assessments for tasks assigned to crews before they begin
work, on the day the work will take place. In addition, review changes made to the Job Hazard
Assessment after the task has been completed;

d. Issue Personal Protective Equipment to each employee;

e. Train or obtain training for the Employees required to wear personal protective
equipment on the use of the applicable personal protective equipment. Training of employees will at a

minimum cover the following:
(1) When to use the personal protective equipment;
(2) What personal protective equipment is necessary for each task to be completed;

(3) How to properly Don (put on), Doff (take off), adjust, and wear personal protective
equipment, including decontamination procedures prior to doffing, as necessary;

(4) Limitations of the personal protective equipment;

(5) How to determine when personal protective equipment is no longer effective or is
damaged;

(6) How to obtain replacement personal protective equipment.

(7) How to properly care for, maintain, store, and dispose of personal protective
equipment; and

(8) How to evaluate the use and effectiveness of Personal Protective Equipment used by

employees.
f. Evaluate the use and effectiveness of Personal Protective Equipment used by

employees;

g. Update Job Hazard Assessments as new hazards are identified and submit them to the
Department or Division Director;

h. Review Job Hazard Assessments on an annual basis;

i. Retrain employees if they misuse Personal Protective Equipment;

j. Ensure that JHA include emergency response procedures if control measures fail;

k. Ensure that new hires have access to relevant job hazards assessment before they
engage in a task and that they have all other job hazard assessments in relation to all tasks they will
perform in the future within the first week of employment; and

. Ensure that immediate supervisors prepare, and new employees sign, an
acknowledgement of training regarding applicable JHAs before the new employee engages in any work

with a JHA.

5.4 Employees shall:

a. Participate in the Job Hazard Assessment related to their work;
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6.0

b. Upon becoming aware of a hazard not previously identified in a Job Hazard
Assessment, report it to their supervisor before completing the task;

c. Safeguard, maintain, and properly use Personal Protective Equipment that has been
issued by the City of Santa Fe;

d. Report any Personal Protective Equipment that is not in a serviceable condition to
their supervisor; and

e. Review Job Hazard Assessment in advance of working on the applicable
task/assignment.

Completing a Job Hazard Assessment

The following are the required steps for completing a Job Hazard Assessment:

7.0

1. The Supervisor, manager, or superintendent, as applicable, identifies tasks that are
performed by the section/division/crew by reviewing past work history, tasks currently being
conducted, and tasks that are planned for future operations and complete a Job Hazard
Assessment. Job Hazard Assessments are living documents that must be updated as changes in
the work environment or equipment occur. A template JHA is attached (Attachment 1) to this

policy.
2. Once tasks are identified, then the supervisor identifies the hazards in relation to each task.

The hazards are recognized or anticipated risks resulting from each definable task or sub-tasks
to be completed. Examples of hazards are also attached to this policy (Attachment 2).

3. The supervisor continually reviews the completion of tasks to identify changes needed in the
Job Hazard Assessment, including providing protection from unforeseen hazards and conditions
and control measures that may be implemented.

4. The supervisor shall evaluate the work practices, administrative control, engineering controls
and personal protective equipment to reduce hazards in the work place. The supervisor may
use a combination of work practices, administrative controls, engineering controls, and personal
protective equipment concurrently to reduce the hazards. The supervisor ensures that the
methods to reduce hazards are included in each relevant JHA.

5. When work practices or engineering controls do not eliminate or reduce the hazard to
acceptable levels, the supervisor identifies the appropriate personal protective equipment to be
used in the relevant JHA.

6. The supervisor makes selected personal protective equipment available in the proper size for
each employee exposed to the hazard. Employees wear the selected personal protective
equipment.

Points of contact.

a. Health and Safety Compliance Officer, 505-955-6582.

b. Safety Specialist Sr., 505-470-1362.



8.0 Attachments or Appendixes.
a. Attachment 1, Job Hazard Assessment Template.

b. Attachment 2, Certification of Hazard Assessment Form.

9.0 Review and Approvals

Prepared by & A /501/(/ QﬁﬂQM/{ &ZU ‘5‘/37 7':/ 200

Barbara J. Lujan , Health, ﬁ;fet\\f and CU'npliance Officer Date

Bernanette Suazar
Reviewed by Bernadette Salazar (Jul 13, 2020 14:18 MDT) J UI 13) 2020

Bernadette J. Salazar, Human Resources Director Date
VLY,
Reviewed for legal sufficiency by ] Jul 13,2020
Erin McSherry, City Attorney Date
APPROVED By_~ % " Jul 13, 2020
Jarel Lapan Hill, City Manager Date
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