LOGO [Insert Company Logo Here]

COMPANY
PPE Issue, Replacement and Inspection Procedure
1. Purpose
This procedure defines how [COMPANY NAME] selects, provides, records, uses, inspects, maintains, stores, replaces and monitors personal protective equipment (PPE). It is intended to protect workers from residual risks that cannot be adequately controlled by more effective measures and to provide clear, auditable evidence that PPE arrangements are actively managed.
PPE is not a substitute for eliminating hazards, using safer equipment, engineering controls, competent planning or safe systems of work. It is the final layer in the hierarchy of control and must be appropriate to the actual task and risk.
Process Owner:
NAME - ROLE

2. Scope
This procedure applies to all employees and workers for whom [COMPANY NAME] has duties under the Personal Protective Equipment at Work Regulations, including limb (b) workers where applicable. It also sets the minimum PPE expectations for agency workers, subcontractors, visitors and others entering company-controlled work areas.
It applies to office, yard, depot and site activities and to arboricultural, vegetation management, grounds maintenance, consultancy and associated operations, including where PPE is required for:
· chainsaw operations and tree work
· chipping, stump grinding and vegetation clearance
· work at height and climbing operations
· traffic management and roadside working
· noise and flying debris
· dust, wood particles, chemicals or other hazardous substances
· manual handling and mechanical operations
· adverse weather, low visibility and site-specific hazards
3. Legal and Guidance Framework
The company will comply with applicable UK legislation and recognised guidance. The key framework includes, where relevant:
· Health and Safety at Work etc. Act 1974.
· Personal Protective Equipment at Work Regulations 1992, as amended by the Personal Protective Equipment at Work (Amendment) Regulations 2022.
· Regulation (EU) 2016/425 as incorporated into UK law and the Personal Protective Equipment (Enforcement) Regulations 2018 for PPE product supply in Great Britain.
· Management of Health and Safety at Work Regulations 1999.
· Control of Noise at Work Regulations 2005.
· Control of Substances Hazardous to Health Regulations 2002 (COSHH), including respiratory protective equipment where required.
· Work at Height Regulations 2005 and the Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) where equipment is used for work positioning, fall protection or lifting persons.
· The Provision and Use of Work Equipment Regulations 1998 (PUWER) where PPE interacts with work equipment or machinery.
· Current HSE, Forestry Industry Safety Accord (FISA)/Arboriculture and Forestry Advisory Group (AFAG) and Arboricultural Association guidance relevant to the work being undertaken.
· Manufacturer instructions, limitations, service life and inspection requirements for each item of PPE.
Where a specific hazard is controlled under more specific legislation (for example noise or hazardous substances), that legislation will be followed alongside this procedure.
4. Core Principles
· PPE is selected from the risk assessment after higher-order controls have been considered.
· Required PPE is provided to employees and qualifying workers free of charge.
· PPE must be suitable for the hazard, task, environment and individual wearer.
· Where multiple items are worn together, they must be compatible and must not reduce each other’s protection.
· Wearers must receive information, instruction and training sufficient to use, check and care for the PPE correctly.
· Defective, damaged, contaminated, expired or unsuitable PPE must not be used.
· PPE records must be sufficient to demonstrate issue, inspection, replacement and corrective action where required.
· PPE arrangements are monitored through site checks, audits, incidents, near misses, worker feedback and management review.
5. Roles and Responsibilities
Directors
· Have ultimate responsibility for ensuring suitable PPE arrangements are resourced and implemented.
· Approve this procedure and review significant PPE failures, trends or recurring non-compliance.
· Ensure competent advice is available when specialist PPE or RPE is required.
Managers
· Ensure risk assessments identify residual risks and PPE requirements.
· Approve suitable products and ensure appropriate sizes/options are available.
· Maintain or oversee PPE issue, replacement and inspection records.
· Ensure defective equipment is removed from service and replaced promptly.
· Monitor compliance and arrange corrective action where standards are not met.
Team Leaders
· Confirm required PPE is available and suitable before work starts.
· Check PPE use as part of site briefings and routine site inspections.
· Stop work where essential PPE is missing, defective or being used incorrectly.
· Report defects, losses, repeated misuse and emerging PPE needs to a Manager.
Workers
· Use PPE in accordance with training, instructions and site requirements.
· Carry out required pre-use checks.
· Keep issued PPE reasonably clean and store it correctly.
· Do not deliberately misuse, modify or damage PPE.
· Immediately report loss, damage, poor fit, contamination, deterioration or any defect.
· Participate in fit testing, training and user trials where required.
6. PPE Selection and Suitability Assessment
PPE must not be selected solely on price or availability. Before approving an item, the company will consider the risk assessment (see the Risk Assessment Procedure and applicable Generic Risk Assessments), manufacturer information and the following factors:
· Hazard and required level/type of protection
· Duration and frequency of exposure
· Working environment, weather and temperature
· Task demands and whether PPE could create snagging, entanglement, heat stress or restricted vision/movement
· Individual fit, body size and ergonomic needs
· Compatibility with other PPE
· Whether the item can be hygienically maintained
· Expected service life and inspection requirements
· Availability of spares/replacement parts
· User feedback and practical trials for higher-risk or frequently worn items
Where PPE is personally fitted, suitable size ranges and alternatives will be available wherever reasonably practicable. A “one size fits all” approach will not be used where fit materially affects protection.
7. Conformity and Procurement
PPE purchased for workplace use must comply with applicable product supply law. Products will be sourced from reputable suppliers and carry the appropriate conformity marking and supporting information required by law at the time of supply. As at the date this procedure was last reviewed, the UK Government has confirmed indefinite recognition of the CE mark for PPE placed on the Great Britain market, alongside the UKCA mark, which remains available but voluntary; there is currently no deadline requiring a switch to UKCA. This position has changed more than once since the UK left the EU and should be checked again at each annual review of this procedure.
· Purchase from reputable manufacturers/suppliers able to provide technical information.
· Check instructions, declared performance, limitations and intended use.
· Avoid counterfeit, untraceable or visibly substandard PPE.
· Retain relevant product information for specialist or safety-critical PPE where useful for inspection or replacement decisions.
· Do not modify PPE unless expressly permitted by the manufacturer.
8. Issue and Replacement
Where PPE is required by risk assessment or applicable law, [COMPANY NAME] will provide it free of charge to employees and qualifying workers. PPE must be available before the person is exposed to the relevant risk.
Issue records should identify, as appropriate, the wearer, item, make/model, size, date issued and any unique identification or serial number. Replacement will be provided where PPE:
· is damaged or defective
· has exceeded the manufacturer’s service life or expiry date
· fails inspection
· becomes excessively worn
· is contaminated and cannot be effectively cleaned
· no longer fits the wearer or is no longer compatible with other PPE
· has been involved in an event that may have affected its integrity
· is lost and continued work would otherwise expose the worker to risk
Workers will not be expected to continue a task without required PPE while awaiting replacement.
9. Typical PPE for Arboricultural and Vegetation Work
	Hazard / task
	Typical PPE consideration
	Key control point
	Record / evidence

	Chainsaw use
	Chainsaw protective legwear, protective footwear, head/eye/hearing protection and other task-specific PPE
	Selection must match the saw operation, current industry guidance and risk assessment
	Issue record; briefing; site check

	Chipping / stump grinding
	Eye/face, hearing, head, footwear, gloves and hi-vis as risk assessed
	Protect against ejected material and noise; maintain exclusion zones and machine controls
	RAMS; site inspection

	Ground operations
	Helmet where overhead risk exists, eye/hearing protection, gloves, footwear and hi-vis as required
	Match PPE to actual task and site conditions
	Issue record; site briefing

	Roadside / traffic interface
	High-visibility clothing appropriate to conditions and traffic-management arrangements
	Maintain conspicuity; replace when damaged or reflective properties deteriorate
	Inspection / replacement record

	Dust / fumes / substances
	Suitable RPE, gloves, eye/face and protective clothing as identified by COSHH assessment
	RPE must be adequate, suitable and face-fit tested where tight-fitting
	COSHH; fit-test record

	Climbing / work positioning
	Harnesses, helmets and other equipment specified by climbing system and risk assessment
	Safety-critical climbing equipment is additionally controlled by LOLER/work-at-height arrangements
	LOLER records; pre-use checks


10. Head, Eye and Face Protection
· Head protection must be appropriate to the foreseeable impact, penetration and work-at-height risks.
· Helmets must be checked before use for cracks, deformation, damaged harness components, contamination and other visible deterioration.
· Eye or face protection must be selected for the relevant hazard, including flying particles, chips, dust, splashes or impact.
· Visors, glasses and helmet-mounted accessories must be compatible and must not prevent other PPE functioning correctly.
· Scratched, damaged or visibility-impairing eye/face protection must be replaced.
11. Hearing Protection
Hearing protection is managed in accordance with the company noise risk assessment and the Control of Noise at Work Regulations. Selection will consider the noise exposure, required attenuation, communication needs, compatibility with helmets/visors and comfort.
· Hearing protection zones and mandatory requirements will be communicated where applicable.
· Over-protection that unnecessarily isolates the wearer from warning signals should be avoided.
· Ear defenders will be checked for damaged cups, seals, headbands or helmet attachments.
· Reusable plugs and defenders will be cleaned and stored hygienically.
12. Hand, Foot, Body and High-Visibility Protection
· Gloves must be selected for the actual hazard; no single glove protects against every mechanical, chemical, thermal or biological risk.
· Safety footwear must provide suitable protection and support for terrain, machinery and chainsaw tasks where relevant.
· Protective clothing must fit properly and must not create avoidable snagging or entanglement risks.
· High-visibility garments must remain clean enough for fluorescent and retroreflective materials to perform effectively.
· Wet-weather and cold-weather protective clothing will be provided where required to protect against occupational risk and exposure.
13. Respiratory Protective Equipment (RPE)
RPE is a specialised form of PPE. Where a COSHH or other risk assessment identifies RPE, the equipment must be both adequate for the substance/exposure and suitable for the wearer, task and environment.
· Tight-fitting facepieces will be face-fit tested using an appropriate method before reliance is placed on them.
· Wearers must be clean-shaven in the face-seal area when using tight-fitting RPE unless an alternative design removes the need for a face seal.
· Filters and cartridges must be correct for the hazard and changed in line with a defined schedule or manufacturer guidance.
· RPE must be stored to prevent contamination, damage and deformation.
· Training will cover fitting, seal checks, limitations, cleaning, maintenance and defect reporting.
· Where RPE is required routinely or for higher-risk exposure, the company will maintain specific RPE records.
14. Climbing, Work Positioning and Fall-Protection Equipment
Some equipment worn by arborists, including climbing harnesses and associated personal fall-protection/work-positioning equipment, is safety-critical and may also be subject to LOLER and work-at-height requirements. This procedure does not replace the company’s lifting/climbing inspection arrangements.
· Pre-use checks must be completed by the user before each use.
· Thorough examinations must be completed at the legally required interval by a competent person where LOLER applies.
· Unique identification and traceability must be maintained for safety-critical climbing equipment.
· Any item suspected of shock loading, significant damage, chemical contamination or other integrity loss must be quarantined pending competent assessment.
· Manufacturer retirement criteria and maximum service-life requirements must be followed.
15. Pre-Use Checks
The wearer must visually and functionally check PPE before use. The check should be proportionate to the item and the risk. As a minimum, the wearer should consider:
· correct item and size for the task
· obvious damage, cuts, cracks, deformation or missing parts
· fastenings, straps, buckles, seals and adjustment systems
· excessive wear or contamination
· expiry/service-life information where applicable
· cleanliness and visibility
· compatibility with all other PPE being worn
· whether the PPE still provides the protection intended
· A defect that could reduce protection requires the item to be removed from use immediately.
16. Formal and Periodic Inspection
In addition to user pre-use checks, PPE requiring formal periodic inspection will be included in an inspection regime based on risk, manufacturer instructions, frequency of use, conditions of use and applicable legislation.
· Routine inspection frequencies will be defined for relevant PPE categories.
· Inspection records will identify the item, date, inspector, findings, action and next due date where applicable.
· Inspection must be carried out by a person with sufficient knowledge and competence for the item concerned.
· Formal inspection does not remove the wearer’s responsibility to complete pre-use checks.
· Safety-critical PPE will not be returned to service until required defects have been corrected and suitability confirmed.
17. Maintenance, Cleaning and Hygiene
· Reusable PPE will be maintained in accordance with manufacturer instructions.
· Only compatible replacement components and accessories will be used.
· Cleaning methods must not damage protective materials or reduce performance.
· Shared PPE must be cleaned/hygienically managed between users where necessary.
· Contaminated PPE will be handled so that contamination is not transferred to vehicles, welfare areas or other workers.
· Specialist repairs must only be undertaken where permitted and by a competent/authorised person.
18. Storage and Transport
PPE must be stored in a way that protects it from damage, contamination, moisture, excessive heat, sunlight, chemicals, crushing and unauthorised use. Storage arrangements will reflect manufacturer requirements and the type of equipment.
· Clean and dry PPE before storage where required.
· Do not store helmets, RPE, harnesses or other safety-critical PPE loose with sharp tools, fuels or chemicals.
· Use designated bags, lockers, boxes or vehicle storage where appropriate.
· Keep replacement consumables and emergency PPE reasonably available for operational needs.
19. Defects, Quarantine and Disposal
Any PPE that is defective, damaged, contaminated, expired or of uncertain integrity must be clearly removed from service. Where there is any doubt, the default is not to use it.
· Stop using the item and inform the Team Leader or Manager.
· Mark, segregate or quarantine the item so it cannot be accidentally reissued.
· Record the defect where a formal record is appropriate.
· Arrange competent assessment, repair (if permitted) or replacement.
· Dispose of condemned equipment so that it cannot be returned to use. Where appropriate, cut or permanently mark it before disposal.
· Review whether the defect indicates a wider issue such as poor storage, unsuitable product selection, inadequate training or repeated misuse.
20. Lost or Deliberately Damaged PPE
Loss or damage must be reported promptly so protection can be restored. The priority is always to provide safe replacement before work continues. Deliberate misuse or repeated negligent loss may be addressed through the company’s normal management or disciplinary arrangements, but this must not result in a worker carrying out work without required PPE.
21. Visitors and Temporary Site Access
Visitors will be provided with or required to use suitable PPE where site conditions require it. Visitor PPE must be clean, serviceable and compatible with other items. Visitors must receive sufficient briefing to understand when and how to use the PPE and must remain subject to site supervision and access controls.
22. Subcontractors and Agency Workers
Subcontractors remain responsible for their own legal duties, but [COMPANY NAME] will verify that subcontractors working under its control have suitable PPE arrangements appropriate to the contracted work. This may include checking PPE during pre-start review, site induction and ongoing monitoring.
· Required PPE standards will be communicated before mobilisation.
· Agency worker responsibilities will be agreed with the supplying agency and will not be assumed.
· Where the company has duties to provide PPE to a worker, those duties will be met regardless of informal arrangements.
· Persistent subcontractor PPE non-compliance may result in work being stopped and supplier performance action.
23. Information, Instruction and Training
Workers must understand why PPE is required, when it must be worn, what protection it provides, its limitations and how to check, fit, use, clean and store it. Training will be proportionate to the complexity and risk of the PPE.
· PPE expectations during induction.
· Task/site-specific PPE requirements through RAMS and briefings.
· Practical fitting and adjustment where needed.
· RPE face-fit testing and user instruction where applicable.
· Defect recognition and reporting.
· Refresher instruction after changes, incidents, recurring misuse or identified knowledge gaps.
· Training and briefings will be recorded where appropriate to demonstrate competence and communication.
24. Monitoring and Site Enforcement
· Team Leaders will check PPE as part of routine site supervision.
· Managers will sample PPE condition, issue records and inspection records during audits and site visits.
· Failure to wear required PPE will be challenged immediately.
· The reason for non-use will be investigated, including poor fit, discomfort, compatibility, communication or unsuitable selection.
· Repeated or deliberate non-compliance may be addressed through disciplinary or subcontractor management arrangements.
· PPE observations, incidents and near misses will be used to improve selection and training.
25. PPE Records
The company will retain records proportionate to the risk and the type of PPE. Records may include:
· PPE issue and replacement records
· formal inspection records
· climbing equipment/LOLER records
· RPE face-fit test records
· training and briefing records
· manufacturer instructions and product information
· defect/quarantine records
· site inspection and audit findings
· corrective actions and management review evidence
· Records will be retained in accordance with the company document-control and retention arrangements and made available for audit where appropriate.
26. Monitoring, Audit and Management Review
PPE arrangements will be reviewed at least annually and sooner following significant change, an incident, regulatory change, introduction of new equipment or evidence that existing controls are ineffective.
Management review should consider:
· PPE-related accidents, near misses and observations
· recurring defects or premature failure
· worker feedback and fit/comfort concerns
· replacement frequency and cost trends
· training and face-fit compliance
· inspection completion and overdue items
· subcontractor compliance
· new products, work methods and industry guidance
· actions arising from internal or external audits
27. Audit Evidence Matrix
	Audit question / expectation
	Procedure evidence
	Supporting record examples

	How is required PPE identified?
	Risk assessment, hierarchy of control and PPE suitability assessment
	RAMS; COSHH/noise assessments; PPE specification

	Is PPE suitable and compatible?
	Selection, fit and compatibility controls
	Product information; user trial; fit test

	Is PPE provided free of charge?
	Issue and replacement section
	PPE issue register; purchase records

	How is condition monitored?
	Pre-use and periodic inspection sections
	Inspection records; site checks

	How are defects controlled?
	Quarantine, replacement and disposal process
	Defect log; replacement record

	Are users trained?
	Information, instruction and training section
	Induction; toolbox talk; face-fit record

	Are subcontractors controlled?
	Subcontractor and agency worker section
	Pre-start checks; site inspections

	Is performance reviewed?
	Audit and management review section
	Audit findings; management review minutes


Appendix A - PPE Issue and Replacement Record
	Worker
	Item / make / model
	Size / ID
	Date issued
	Reason / task
	Replacement date / reason
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Appendix B - Formal PPE Inspection Record
	Date
	Item / ID
	Condition / checks
	Pass
	Quarantine
	Action required
	Inspector
	Next due

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Appendix C - PPE Selection / Review Checklist
☐ Risk assessment confirms PPE is required after higher-order controls.
☐ Hazard and required protection level are defined.
☐ PPE is suitable for the task and environment.
☐ Correct sizes/options are available for the wearer.
☐ Compatibility with other PPE has been checked.
☐ Manufacturer limitations and service life have been reviewed.
☐ Conformity/product-supply requirements are satisfied.
☐ Cleaning, storage and replacement arrangements are practical.
☐ Users have been consulted/trialled equipment where appropriate.
☐ Training, inspection and records requirements are defined.
Appendix D - Approval and Review
This procedure is approved by the Director and communicated to relevant employees, workers and subcontractors. It will be reviewed at least annually and after significant change, incident, enforcement action, material audit finding or change in applicable legislation/guidance.
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	Signed
	

	Name
	

	Position
	Director

	Date
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