
Standard Operating Procedure (SOP): Workplace
Safety and Personal Protective Equipment (PPE)
Guidelines
This SOP establishes comprehensive workplace safety and personal protective equipment (PPE) guidelines to
protect employees from hazards and ensure a safe working environment. It covers the selection, proper use, maintenance,
and inspection of PPE, hazard identification and risk assessment, employee training and awareness, safety protocols for
different work areas, emergency response procedures, and compliance with relevant regulatory standards. The goal is to
minimize workplace injuries and promote a culture of safety through consistent PPE usage and best safety practices.

1. Purpose
To outline procedures for workplace safety and proper use of PPE in order to protect employees from workplace hazards
and ensure compliance with all applicable regulations.

2. Scope
This SOP applies to all employees, contractors, visitors, and temporary personnel working in or visiting company facilities
where hazards may be present that require PPE or specific safety protocols.

3. Responsibilities
Supervisors/Managers: Enforce compliance, facilitate training, and provide necessary PPE.
Employees: Correctly use and maintain PPE, report issues or hazards, and participate in safety training.
Safety Officer: Conduct risk assessments, update SOPs, and monitor compliance.

4. Hazard Identification and Risk Assessment
1. Conduct thorough job hazard assessments for each task and work area.
2. Document identified hazards and classify risk levels (e.g., low, moderate, high).
3. Select appropriate safety measures and PPE according to the hazard classification.

5. PPE Selection and Use

Hazard Type Recommended PPE

Chemical Exposure Chemical-resistant gloves, goggles, face shield, lab coat/apron

Physical/Mechanical Hard hats, safety shoes, cut-resistant gloves, safety goggles

Noise Earplugs or earmuffs

Biohazards Disposable gloves, masks/respirators, protective gowns

Respiratory Hazards Respirators, face masks

1. All selected PPE must meet relevant standards (e.g., OSHA, ANSI, or national equivalents).
2. PPE must fit the user properly and be compatible when multiple items are required.

6. PPE Maintenance, Inspection, and Storage
Inspect PPE before and after each use.
Clean, decontaminate, and store PPE as per manufacturer guidelines.
Remove defective or damaged PPE from service immediately and replace as needed.

7. Employee Training and Awareness



1. Provide initial and recurring training on proper PPE selection, use, and maintenance.
2. Ensure employees understand hazard communication, safety signs, and emergency notifications.
3. Maintain training records for all personnel.

8. Safety Protocols by Work Area
Laboratories: Mandatory lab coats, gloves, and eye protection at all times.
Construction/Mechanical Shops: Hard hats, high-visibility vests, safety footwear, and gloves.
Healthcare/Biosafety: PPE relevant to exposure risk level (masks, gowns, face shields).

9. Emergency Response Procedures
Know location of emergency exits, PPE stations, eyewash/safety showers, and first aid kits.
Follow site-specific emergency protocols (fire, chemical spill, exposure incidents).
Promptly report all incidents, near-misses, and injuries to supervisors and safety officers.

10. Compliance and Monitoring
Comply with all relevant workplace safety regulations and standards (OSHA, local law, etc.).
Conduct regular safety audits and PPE compliance checks.
Continuously improve safety procedures through feedback and incident investigation.

11. References
Occupational Safety and Health Administration (OSHA) Standards
ANSI/ISEA Z87.1 for Eye and Face Protection Devices
Company-specific manuals and safety policies
Manufacturer PPE instructions/certificates

12. Revision and Review
This SOP should be reviewed and updated annually, or after significant incident/near miss, personnel change, or
regulatory update.
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