PPE Guidelines
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Purpose
If you are a small business or non-medical organization looking to reopen as a result of the COVID19 pandemic you are likely facing an overwhelming process. The authors of this document have
aggregated resources to use to assess the risk factors of your employees, the types of protective
gear, also referred to as personal protective equipment (PPE), that would be appropriate given
your work conditions, and how to develop your plan to manage the PPE you’ll need to protect your
team.
The new normal post COVID-19 will require every business and organization to adopt new
measures to protect their team members. This document represents an effort to simplify guidance
from government health agencies in a more approachable format. It is produced for informational
purposes only and is not intended to be, nor is it, legal or medical advice.
If you have any questions about any of the information in this document, or if you have other
questions regarding actions you as an employer should take, then you should retain the services of
an attorney or physician.

2

Disclaimer
Neither the City of New York (“City”), nor any agency, officer, or employee of the City, nor Pensa,
or SecondMuse, warrants the accuracy, reliability or timeliness of any information published in this
document or website, nor endorses any content, viewpoints, products, or services linked from this
document or website, and shall not be held liable for any losses caused by reliance on the
accuracy, reliability or timeliness of such information. Portions of such information may be
incorrect or not current. Any person or entity that relies on any information obtained from this
document or website does so at his or her own risk.
Given the rapidly changing situation regarding the COVID-19 pandemic, there may be omissions or
inaccuracies in this document. As a result, employers should frequently check guidance from the
appropriate regulatory agency, private or public. Any actions you take (or do not take) will solely
be your decision and responsibility and in no event will the authors of this document be liable for
any decision or action taken in reliance on this document.
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Types of PPE
In this section, we will review
the different kinds of
personal protective equipment
(PPE). This will include
the description of the equipment
along with its core purpose and
use settings. All descriptions of
the efficacy of PPE requires that
the wearer of the PPE knows how
to wear it properly.
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Types of PPE - Masks
Fabric (re-usable) Masks: Similar to surgical masks, a cloth face covering may not protect the wearer,
but it helps prevent the wearer from spreading the virus to others. Most medical advice recommends that
one uses a three-ply fabric mask for better protection.
Surgical Masks: Surgical masks provide barrier protection against droplets including large respiratory
particles.
• Most surgical masks do not effectively filter small particles from the air and do not prevent
leakage around the edge of the mask when the user inhales.
• They DO prevent bodily fluids from entering (or leaving) the body
• Although they are not designed to protect lungs from aerosolized pathogens, surgical masks are
recommended to help prevent the wearer from spreading pathogens like the coronavirus.

Respirator Masks: A surgical N95 respirator is a NIOSH- and FDA-approved N95 respirator surgical
mask. An N95 means the mask has been rated to filter at least 95 percent of airborne particles it
encounters.
• This product is intended for medical situations, or situations where the employee is unable to
keep social distance and interact with potential exposed individuals (temperature checks).
Alternative NIOSH Approved Mask: Much like other industries, respirators/masks have different
approval sources and names for each country they are manufactured in.
• KN95 respirator masks are similar to N95 masks and rated to capture 95% of tiny particles.
• Other: N99; N100; R95; R99; R100; P95; P99, AND P100; ½ mask with appropriate filters; power
air supplied (PAPR), and Supplied Air
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Types of PPE - Other
Face Shields: Face shields come in various forms, but all provide a clear plastic barrier
that covers the face to protect portals of viral entry and appear to significantly reduce the
amount of inhalation exposure.
• For optimal protection, the shield should extend below the chin anteriorly, to the ears
laterally, and there should be no exposed gap between the forehead and the shield’s
headpiece.
• Face shields can be reused indefinitely and are easily cleaned with soap and water, or
common household disinfectants.
• Face shields provide an excellent additional barrier to protect the wearer from getting
sick from airborne droplets. For jobs that require interaction with the general public, a
face shield combined with a face mask is effective at protecting your employee.
Sneeze Guards: A sneeze guard or shield is a physical barrier that is used to protect
people to maintain cleanliness in workspaces and public spaces.
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Types of PPE - Other

Gowns: Gowns are used to protect the wearer from the spread of infection or illness
if the wearer encounters a potentially infectious liquid and solid material.
• Disposable (single-use) isolation gowns are designed to be discarded after a single
use and are typically constructed of nonwoven materials alone or in combination
with materials including various forms of synthetic fibers (e.g. polypropylene,
polyester, polyethylene).
• Reusable (multi-use) gowns are laundered after each use. Reusable isolation
gowns are typically made of 100% cotton, 100% polyester, or polyester/cotton
blends. These fabrics are tightly woven plain weave fabrics that are chemically
finished. Reusable garments generally can be used for 50 or more washing and
drying cycles.
• Gowns are not recommended for most non-medical and non-mortuary related
jobs

Gloves: The primary purpose of disposable surgical gloves is to act as a protective
barrier to prevent the possible transmission of diseases. For the general public, CDC
recommends wearing gloves when you are cleaning or caring for someone who is sick.
In most other situations, like running errands, wearing gloves is not necessary.
• Materials include: Nitrile, Latex, Vinyl
• Gloves are generally not recommended for non-medical jobs but may be
important for positions that require holding or sharing products and/or equipment
with the general public.
• Gloves can complicate efforts to contain the spread of the virus and may even
promote spreading of the virus. Therefore training how to use gloves properly is
essential in the current pandemic environment (See slide 15).
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Determining the Level of Risk
How do you
decide what
PPE to use for
which levels of
work/exposure

First you need to determine what level of risk your employees have to exposure to COVID-19
during their workday (and this may vary among employees depending on their job/role). OSHA
says jobs of non-medical businesses usually (except for morgue and mortuary) fall into:
• Lower Exposure Risk (Caution) Lower exposure risk (caution) jobs are those that do not
require contact with people known to be, or suspected of being, infected with SARS-CoV-2
nor frequent close contact with (i.e., within 6 feet of) the general public. Workers in this
category have minimal occupational contact with the public and other coworkers.
• Medium Exposure Risk Medium exposure risk jobs include those that require frequent
and/or close contact with (i.e., within 6 feet of) people who may be infected with SARS-CoV2, but who are not known or suspected COVID-19 patients. In areas without ongoing
community transmission, workers in this risk group may have frequent contact with
travelers who may return from international locations with widespread COVID-19
transmission. In areas where there is ongoing community transmission, workers in this
category may have contact with the general public (e.g., schools, high-population-density
work environments, some high-volume retail settings).
For medium levels of exposure, PPE should include some, if not all, of these: face masks, face
shields and gloves
.

In low to medium levels of exposure, any form of face mask/covering is beneficial because it
will help to contain any potential pathogens from the wearer, therefore preventing inadvertent
spread to others. Providing your employees with face masks is a must. And is required by
NYS.

Resource: OSHA 3390-03 2020 pg 18-20
NY Forward Offices Interim Guidance
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Evaluation
It is essential to evaluate the different kinds of
jobs at your company to evaluate the risk level of
your employees. If they are in frequent contact
with the public as a part of the job they will be at
a higher risk. To keep exposure risk low
throughout the day, it is essential to keep social
distancing inside your company and avoid
crowded public places. There are many ways to
help mitigate the spread of COVID-19 in your
organization and keep your employees safe. We
are focusing on PPE here, but there are guides
that focus on the other aspects of successful
mitigation, such as “Back To Work Safely”, for
example.
In all work environments, it is important to have
an emergency kit, if someone should discover
they are ill during the workday. The emergency kit
would include an n95 or kn95 masks to put onto
the sick person, as well as onto anyone helping
the sick person out. Along with gloves and an
action plan to isolate the employee until they can
be safely transported to a healthcare facility.

Resources NYC Testing information, and NYC Test & Trace
Information; NickyCase & Marcel Salathé (May 2020)
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Determining the burn rate of PPE and comparing
options (reusable vs disposable)
How to compare disposable
costs vs. cost/expense of
reusable + washing
First calculate your employee needs
based on the number of workers.
For example, if I'm a grocery store and
I have 40 employees, but only have 25
working in the store on any given day
(some are part-time). Each employee
will use their same mask for the full
workday and then will need to throw
away or launder. Each must use a
new/clean mask the next time they
report to work.

Washable face
covering at $10.00
Washable option: Purchase at
least 5 reusable/washable fabric
masks for each employee:
@$10/mask x 5masks/employee x
40 employees = $2,000 in
washable fabric surgical-style
masks purchased per YEAR

Most of these masks should not
need to be replaced for about 50
washings or approximately 1 year.
Read the care instructions prior to
purchasing to be sure.

Disposable & Reusable
Masks @ $2-4/mask
Disposable Surgical Mask @ $2/mask:
Disposable surgical masks must be
thrown away and replaced at least once
during a workday. For 25 employees 7
days/week: @$2/mask x 25 employees
(masks)/day x 7days/week = $350/week x
52 weeks = $18,200/year
Disposable n95 respiratory masks at
$4/mask
See calculation above at $4/mask.
$700/week or $36,400/year

CDC Extend Disposable Life of n95 option: Purchase 5-7 masks for each employee and
purchase the same number of paper bags (one for each individual mask).
• Label n95s with initials and with day of the week - one for each day they work.
• Label paper bags with initials and with day of the week - one for each day they work.
• Store used n95 in the appropriate paper bag, use again the following week. CDC says that
you can cycle a n95 this way for a maximum of 5 cycles.
Using the n95 scenario above and giving each employee 5 masks for each days/shifts at work:
@$4/n95 + $0.50/paper bag = $4.50 x 5 cycles/employee x 40 employees = $900/cycle
or
10
$180/week. $9,360/YEAR (min).

Determining how to care for and when to
replace PPE
Day-to-day Use of masks
When re-using masks, it is necessary to
follow the instructions below in order to
maintain safety for yourself and others
while conserving your supply of masks.
These instructions are based on
CDC guidance for extended use of masks
and the best available scientific
evidence and are subject to change
based on availability of masks. If you
touch your mask during your working
day, immediately wash your hands.

Eating and Masks
In order to eat or when in an approved area to not wear a mask, first clean hands with soap and water or an alcoholbased hand sanitizer before and after touching or adjusting the mask. Make sure to be careful not to touch your eyes,
nose, and mouth when removing and wash hands immediately after removing. Then remove the mask either by
releasing the ear loops simultaneously or by untying the necktie followed by the upper tie and pulling away from
your face and body. Do not remove by grasping the front of the mask. Your mask should be carefully folded so that
the outer surface (outward facing, potentially contaminated side) is held inward and against itself to reduce contact
with the outer surface during storage. Once you have finished eating, replace your mask, and wash your hands.
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Determining how to care for and when to
replace PPE
Re-use Guidance for masks
In order to extend surgical masks or
n95/kn95 masks, employers might
consider issuing each employee
enough masks so that they can safely
reuse a previously worn mask after 5
days of its prior use (according to
CDC guidance the virus is able to
survive for up to 72 hours on certain
services).
For example, if an employee works 5 days a week, they could use their designated Monday mask only on the
following Monday. No matter what, when entering the work site, employees must perform hand hygiene before
putting on their new or stored mask. These types of masks can each be re-worn up to 5 times. For fabric masks, wash
the masks after each use. Or develop a similar system to that described above by providing a mask for each work
shift. And then at the end of the work week instruct your employee to wash their fabric masks at home following the
guidance for washing.
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Determining how to care for and when to
replace PPE
Storage Guidance
The folded mask or face covering should be stored between uses in a clean paper bag. The storage bags should be
disposed of and replaced every 5 workdays in a designated trash receptacle away from other trash. You should write
your name and the date issued on your bag. Also, write your name on the edge of the mask itself (taking care not to
damage the front). Make sure to allow the top of the bag to remain slightly open to allow in air. You should only store
your bags in a designated container provided by your employer. Make sure your bag is organized to prevent masks
from falling out and becoming contaminated.

Cleaning Options
Depending on the type of mask or face covering you are using there may be some cleaning options. But for starters,
keeping your mask clean is important. This can be achieved by not wearing makeup under your mask, and by not
touching your mask because it will lead to soiling. If your mask has been exposed to a known COVID-19 carrier,
immediately dispose of the mask when in a safe area. For surgical or kn95/n95 types of masks, typically they are meant
to be used only once. However, the CDC has issued guidance that these types of masks can be used up to 5 times per
mask, by following the storage guidance shared earlier in this document. After 5 times, the disposable mask must be
thrown out.

For fabric coverings, there are several ways to safely clean the covering. It is recommended to wash them by either
hand or by washing machine. If by hand, using hot water and detergent is important. If washing your mask by machine
it should be washed at a high temperature. For drying, either use the highest setting in your dryer or air dry in the sun
until the mask is fully dry.

Resource Extended use of Face Masks.docx
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Educating your staff on procedures to ensure
compliance
It is important to remember that PPE is
only one aspect of protecting
employees from COVID19 and that
employers should look at
environmental (“engineering”) controls
and administrative policy and practices
to limit exposure to staff. It is also
important that employers frequently
check guidance from the appropriate
regulatory agency, private or public.
Refer to OSHA and CDC guidelines
regularly to keep up with changes.
Print Posters from the Department of
Health
•
•
•

COVID-19: Prevent the Spread Poster (PDF)
COVID-19: Social Distance Poster (PDF)
Wash Your Hands Poster for Adults (PDF)
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Educating your staff on procedures to ensure
compliance

It is important to review with your staff the safe ways to not
only wear their PPE but to also remove PPE. For example:

To put on Gloves
1. Thoroughly wash hands.
2. Select the appropriately sized gloves.
3. Hold with one hand and Insert the other. When the
base of your thumb reaches the cuff of the glove begin to
spread fingers and insert hand into glove.
4. Pull glove cuff towards wrist to cover as much skin as
possible and secure glove.
5. Check to make sure there are no holes or tears.
6. Repeat steps 3-5 for your other hand.
To take off gloves
1. Pinch one glove at the wrist
2. Remove glove by pulling away from your body
3. Continue holding the glove you just removed in your
gloved hand. Slide a few fingers of your bare hand inside
the cuff of the glove you are still wearing.
4. Pulling away from your body, peel off the second
glove, turning it inside out and leaving the first glove
wrapped inside as you remove it.
5. Dispose of gloves safely and wash your hands before
touching any other surfaces.

Print Posters from the CDC
https://www.cdc.gov/vhf/ebola/pdf/poster-how-to-removegloves.pdf
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Options on PPE sourcing
NYC Resources
• The City of New York will distribute more than 4
million face coverings citywide to small businesses
and their employees as we move
toward reopening the local economy. To get these
resources to you and your employees, the NYC
Department of Small Business Services and NYC
Department of Consumer and Worker
Protection are working with business-serving
partner organizations throughout the five
boroughs.
• If you would like to purchase additional masks or
other non-medical Personal Protective Equipment
(PPE), the City has compiled a list of non-medical
PPE manufacturers and suppliers. These
companies are not endorsed by the City of New
York. Please visit the MaiiC marketplace site.
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Final Disclaimer
Neither the City of New York (“City”), nor any agency, officer, or employee of the City, nor Pensa, or
Second Muse, warrants the accuracy, reliability or timeliness of any information published in this
document or website, nor endorses any content, viewpoints, products, or services linked from this
document or website, and shall not be held liable for any losses caused by reliance on the accuracy,
reliability or timeliness of such information. Portions of such information may be incorrect or not
current. Any person or entity that relies on any information obtained from this document or website
does so at his or her own risk.
This document is only guidance that assumes that encounters with a person suffering from COVID-19
is possible, but should be extremely limited. (In the event that COVID is confirmed on site - refer to New
York State and OSHA guidance.)
It is important to remember that PPE is only one aspect of protecting employees from COVID19 and
that employers should look at environmental (“engineering”) controls and also administrative policy
and practices to limit exposure to staff. (see OSHA and CDC guidelines).
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Questions?
maiic.nyc
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