
July 7, 2010

CAMPUS FACILITIES DIRECTIVE NO. 214D Cancellation of directive 214C dated January 1, 2008.
SUBJECT:	Protective Footwear Policy (Service and Maintenance)

PURPOSE:	To establish clear and consistent guidelines regarding purchasing and requiring protective footwear.

1.	General Requirements
a.   Campus Facilities employees 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 employee’s feet are exposed to electrical hazards.
b.   Campus Facilities employees not required to wear protective footwear shall wear full enclosed shoes/boots constructed of leather and/ or approved uppers.  No opened toe footwear is allowed.
c.   Protective footwear shall comply with ASTM (American Society for Testing Materials) F 2412-05 and F 2413-05 for “Personal Protection- Protective Footwear”.
d.   Protective footwear is defined by the directive as shoes and boots including insoles.  All other shoe accessories such as replacement of shoestrings, polish, etc, are employee’s responsibility.

	2.
	De a.

b.
	termining Who Should Wear Protective Footwear
Certain job classifications by the nature of the work require protective footwear.
Other job classifications may or may not require protective footwear.

	
	
	Departmental directors working with the safety director will determine

	
	
	what other job classifications are required to wear protective footwear.

	
	c.
	The type of protective footwear to be worn by the employee is a function

	
	of the employee’s job duties and exposure to injury. Recommended footwear

	
	types are listed on Attachment 1.  In special circumstances, the employee’s

	
	supervisor, department director, and the Campus Facilities Safety Coordinator

	
	will determine what type of protective footwear shall be worn.



3.	Eligibility for Protective Footwear Subsidy
a.   Campus Facilities departments will provide up to a maximum subsidy of
$125.00 per fiscal year toward the purchase of protective footwear for “eligible” employees working in a job classification requiring footwear. Eligible employees are full time employees who have successfully completed their probationary or qualifying period.
b.   New full time employees working in job classifications that require protective footwear will be required to furnish protective footwear until such time as they completed their probationary period. After completion of their probationary period the employee will furnish their supervisor

with a copy of the sales receipt for the protective footwear. The employee will then be reimbursed for their protective footwear and will be eligible for the $125.00 per fiscal year maximum subsidy.
c.   Temporary and student employees that are hired to work in jobs requiring protective footwear must provide protective footwear at their own expense.

	4.
	Pu
	rchasing of Protective Footwear

	
	a.
	Protective Footwear Purchased from Approved Vendors Including

	
	
	Approved Shoe Truck/Trucks


i.   After employee obtains a University Protective Footwear Voucher,
he/she takes it to an approved vendor.  Employee selects appropriate footwear and pays any additional costs over annual subsidy of $125 to vendor.  Employees will be charged tax on any additional costs over subsidy allowance.
ii.  Vendor fills in cost and description of protective footwear, keeps original copy of voucher and gives the yellow copy of the voucher back to employee.  Vendor charges a maximum of $125.00 (tax exempt) to University and charges the remainder with tax to the employee.  Employee’s portion is paid at the time of purchase. Employees may not use their individual procurement cards to purchase safety shoes.
iii.  Employees signs and returns the voucher to his/her supervisor that day or the next business day.
iv.  Supervisor will inspect the footwear to determine if the footwear
meets departmental requirements and will give the yellow copy to the department fiscal personnel.
v.   The departmental fiscal person calls the vendor to authorize the charge to the credit card.  If the employee does not provide completed “University of Missouri Protective Footwear Voucher” to the department for timely payment to the vendor, the vendor can fax the form or call the Campus Facilities Departmental contact number listed on the “University of Missouri Footwear Voucher”.
b.   Protective Footwear Purchased from Unapproved Vendors
i.   It is the employee’s responsibility to obtain footwear that meets the requirements for his/her job.  Employee pays vendor full amount including tax.  Employee returns receipt and “University of Missouri Protective Footwear Voucher” to his/her supervisor the next business day. The supervisor will inspect the footwear for compliance with departmental protective footwear compliance and give the receipt to the departmental fiscal personnel. Employees may not use their individual procurement cards to purchase safety shoes.
ii.  Departmental accounting office will process receipt of shoe purchase to reimburse employee for up to the maximum annual
subsidy of $125 per fiscal year, not including tax.  Employee pays
all taxes.

c.   Protective Footwear purchased on-line
i.   On-line purchase must be less than $125.
ii.  Employee should take a catalog picture or computer screen print with order number and size to department for on-line purchase. This purchase will be paid via Department’s University Credit Card.  Employees may not use their individual procurement cards to purchase safety shoes. If the employee is dissatisfied with the boots, he/she must pay for return shipping.  The employee will only be able to purchase replacement boots when the University’s Credit Card is credited.
d.   Paid Time Allowance for Protective Footwear Purchases
i.   Purchases of Protective Footwear from approved shoe truck while on University property and the purchase of Protective Footwear
on-line will be allowed during the employee’s work hours.
ii.  Searching for Protective Footwear from approved vendors or unapproved vendors via on-line browsing or shopping must be done on the employee’s own time, before or after work hours, vacation, etc.

5.	Replacing Protective Footwear
a.   Campus Facilities departments will provide up to a maximum subsidy of
$125.00 per fiscal year for replacing protective footwear.
b.   Protective footwear that becomes worn or damaged and no longer provides the required safety protection, must be replaced.
i.   It is the employee’s responsibility to replace such footwear.
Protective footwear that is damaged on the job due to  extra ordinary circumstances may be replaced by the department if approved by the Departmental  Director
ii.  It is the employee’s supervisor’s responsibility to continually
assess the condition of his/her employee’s protective footwear.
c.   After the second issue of protective footwear and for subsequent issues of protective footwear, the employee may be required to turn in a worn out or damaged pair of protective footwear to receive the shoe subsidy.

6.	Wearing of Protective Footwear

Failure to wear protective footwear when required will result in appropriate disciplinary action; including absence without pay until such time that protective footwear is purchased.






Gary L. Ward
Associate Vice Chancellor


	TYPES OF PROTECTIVE FOOTWEAR

	Job Classification
	Maintenance
	PD&C
	Energy Mngt.
	Grounds
	Bldg Service
	Total

	
	Type
	Total
	Type
	Total
	Type
	Total
	Type
	Total
	Type
	Total
	

	administrative assistant
	AF
	1
	
	
	
	
	
	
	
	
	1

	arborist
	
	
	
	
	
	
	A(B/E)DF
	2
	
	
	2

	asbestos worker
	
	
	
	
	A(B/E)F
	2
	
	
	
	
	2

	asbestos worker (lead)
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	1

	assistant superintendent
	A(B/E)F
	2
	
	
	
	
	
	
	
	
	2

	BTS/locksmith
	A(B/E)F
	2
	
	
	
	
	
	
	
	
	2

	BTS/carpenter
	A(B/E)DF
	5
	A(B/E)DF
	11
	
	
	
	
	
	
	16

	BTS/mason
	
	
	A(B/E)DF
	10
	
	
	
	
	
	
	10

	bldg a/c specialist
	ACDEF
	1
	
	
	
	
	
	
	
	
	1

	bldg main. Mechanic
	A(B/E)DF
	3
	
	
	
	
	
	
	
	
	3

	bldg security specialist
	A(B/E)F
	1
	
	
	
	
	
	
	
	
	1

	chiller equipment specialist
	
	
	
	
	AEF
	1
	
	
	
	
	1

	chiller technician
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	1

	clerk typist
	
	
	
	
	AF
	1
	
	
	
	
	1

	construction project manager
	
	
	AEF
	12
	
	
	
	
	
	
	12

	cooling tower technician
	
	
	
	
	A(B/E)CF
	2
	
	
	
	
	2

	custodial equipment mechanic
	
	
	
	
	
	
	
	
	A(B/E)CDF
	1
	1

	driver
	A(B/E)DF
	1
	
	
	
	
	A(B/E)DF
	1
	
	
	2

	electrical distribution specialist
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	1

	electronic systems technician
	
	
	
	
	A(B/E)F
	5
	
	
	
	
	5

	engineering technician
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	1

	equipment operator
	
	
	
	
	
	
	A(B/E)DF
	1
	
	
	1

	fleet vehicle attendant
	
	
	
	
	
	
	A(B/E)F
	1
	
	
	1

	fire protection specialist
	A(B/E)F
	1
	
	
	
	
	
	
	
	
	1

	groundskeeper
	
	
	
	
	
	
	A(B/E)DF
	12
	
	
	12

	groundskeeper II
	
	
	
	
	
	
	A(B/E)DF
	6
	
	
	6

	groundskeeper (lead)
	
	
	
	
	
	
	A(B/E)DF
	4
	
	
	4

	HVAC specialist
	ACDEF
	1
	
	
	
	
	
	
	
	
	1

	high voltage electrician
	
	
	
	
	AEF
	6
	
	
	
	
	6

	instrumentation & electrical superv
	
	
	
	
	AEF
	1
	
	
	
	
	1

	landscape architect
	
	
	
	
	
	
	*
	1
	
	
	1

	landscape designer
	
	
	
	
	
	
	*
	1
	
	
	1



A-Slip Resistant	B-Steel Toed	C-Chemical Protection	D-6" Height Minimum
E-Composition Toed	F-Full Leather Upper ( / )-Either/Or is fine (All Safety Boots need to have a 6” Height Minimum)

	Job Classification
	Maintenance
	
	PD&C
	
	Energy Mngt.
	
	Grounds
	
	Bldg Service
	Total

	
	Type
	Total
	Type
	
	Total
	Type
	Total
	Type
	Total
	Type
	Total
	

	landscape gardner
	
	
	
	
	
	
	
	
	A(B/E)DF
	
	4
	
	
	4

	maintenance service attendant
	A(B/E)DF
	17
	
	
	
	
	AEF
	2
	
	
	
	
	
	
	19

	maintenance systems coor.
	AF
	1
	
	
	
	
	
	
	
	
	
	
	
	
	1

	maintenance supervisor
	
	
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	
	
	1

	manager, engineering
	
	
	
	
	
	
	A(B/E)F
	3
	
	
	
	
	
	
	3

	MTS/controls
	ADEF
	1
	
	
	
	
	AEF
	3
	
	
	
	
	
	
	4

	MTS/electrician
	ADEF
	1
	ADEF
	
	11
	ADEF
	1
	
	
	
	
	
	
	13

	MTS/machinist
	A(B/E)DF
	2
	A(B/E)DF
	
	2
	
	
	
	
	
	
	
	
	4

	MTS/plumbers
	A(B/E)DF
	0
	A(B/E)DF
	
	6
	
	
	
	
	
	
	
	
	6

	MTS/pipefitter
	A(B/E)DF
	8
	
	
	
	
	A(B/E)F
	4
	
	
	
	
	
	
	12

	MTS/refrigeration
	ADEF
	4
	ADEF
	
	2
	ADEF
	1
	
	
	
	
	
	
	7

	MTS/sheet metal
	
	
	A(B/E)DF
	
	4
	
	
	
	
	
	
	
	
	4

	MTS/welder
	
	
	A(B/E)DF
	
	1
	A(B/E)DF
	1
	
	
	
	
	
	
	2

	mover
	
	
	
	
	
	
	
	
	
	
	
	
	A(B/E)CDF
	5
	5

	mover, lead
	
	
	
	
	
	
	
	
	
	
	
	
	A(B/E)CDF
	1
	1

	office support staff III
	AF
	1
	
	
	
	
	
	
	
	
	
	
	
	
	1

	painter
	A(B/E)F
	5
	A(B/E)F
	
	9
	
	
	
	
	
	
	
	
	14

	pest controllers
	A(B/E)F
	2
	
	
	
	
	
	
	
	
	
	
	
	
	2

	plaster
	
	
	A(B/E)DF
	
	2
	
	
	
	
	
	
	
	
	2

	p. plant control systems tech.
	
	
	
	
	
	
	AEF
	3
	
	
	
	
	
	
	3

	p. plant equipment operator
	
	
	
	
	
	
	A(B/E)F
	3
	
	
	
	
	
	
	3

	p. plant equipment operator (lead)
	
	
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	
	
	1

	p. plant maint. spec. III
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	p. plant maint. spec. III/milwright
	
	
	
	
	
	
	A(B/E)F
	3
	
	
	
	
	
	
	3

	p. plant maint. spec. III/welder
	
	
	
	
	
	
	A(B/E)F
	2
	
	
	
	
	
	
	2

	p. plant maint. spec. II
	
	
	
	
	
	
	A(B/E)F
	6
	
	
	
	
	
	
	6

	p. plant maint. spec. I
	
	
	
	
	
	
	A(B/E)F
	2
	
	
	
	
	
	
	2

	p. plant operator
	
	
	
	
	
	
	A(B/E)CF
	10
	
	
	
	
	
	
	10

	p. plant operator trainee
	
	
	
	
	
	
	A(B/E)CF
	5
	
	
	
	
	
	
	5

	p. plant superintendent (assistant)
	
	
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	
	
	1

	p. plant superintendent
	
	
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	
	
	1

	p. plant supervisor
	
	
	
	
	
	
	A(B/E)F
	5
	
	
	
	
	
	
	5

	roofer
	A(B/E)DF
	2
	
	
	
	
	
	
	
	
	
	
	
	
	2

	roofing systems specialist
	A(B/E)DF
	1
	
	
	
	
	
	
	
	
	
	
	
	
	1



A-Slip Resistant	B-Steel Toed	C-Chemical Protection	D-6" Height Minimum
E-Composition Toed	F-Full Leather Upper ( / )-Either/Or is fine (All Safety Boots need to have a 6” Height Minimum)

	Job Classification
	Maintenance
	PD&C
	Energy Mngt.
	Grounds
	Bldg Service
	Total

	
	Type
	Total
	Type
	Total
	Type
	Total
	Type
	Total
	Type
	Total
	

	sr. secretary
	AF
	1
	
	
	
	
	*
	1
	
	
	2

	sr. staff (maintenance) engineer
	A(B/E)
	1
	
	
	A(B/E)F
	1
	
	
	
	
	2

	sr. staff engineer
	
	
	
	
	A(B/E)F
	3
	
	
	
	
	3

	small engine mechanic
	
	
	
	
	
	
	A(B/E)DF
	2
	
	
	2

	staff engineer
	
	
	
	
	A(B/E)F
	2
	
	
	
	
	2

	steam & water distribution spec.
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	1

	stores keeper
	
	
	
	
	
	
	
	
	A(B/E)CDF
	1
	1

	superintendent
	A(B/E)F
	1
	
	
	
	
	*
	1
	
	
	2

	trades assistant
	
	
	A(B/E)DF
	1
	
	
	
	
	
	
	1

	trades helper
	A(B/E)DF
	5
	A(B/E)DF
	2
	A(B/E)DF
	2
	
	
	A(B/E)CDF
	1
	10

	supervisor
	
	
	
	
	
	
	A(B/E)F
	2
	
	
	2

	supervisor skilled trades
	A(B/E)F
	6
	
	
	A(B/E)F
	1
	
	
	
	
	7

	truck driver
	
	
	A(B/E)DF
	1
	
	
	
	
	
	
	1

	utility attendant
	
	
	
	
	A(B/E)F
	4
	
	
	
	
	4

	utility attendant trainee
	
	
	
	
	A(B/E)F
	1
	
	
	
	
	1

	water chemistry specialist
	
	
	
	
	A(B/E)CF
	2
	
	
	
	
	2

	window wall washer
	
	
	
	
	
	
	
	
	A(B/E)CDF
	1
	1

	window wall washer (lead)
	
	
	
	
	
	
	
	
	A(B/E)CDF
	1
	1

	

	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	298



A-Slip Resistant	B-Steel Toed	C-Chemical Protection	D-6" Height Minimum
[bookmark: _GoBack]E-Composition Toed	F-Full Leather Upper ( / )-Either/Or is fine (All Safety Boots need to have a 6” Height Minimum)
Purchase of Protective Footwear from Approved Vendors




Employee obtains an approved Protective Footwear Voucher from supervisor



Employee takes voucher to approved
vendor




Employee selects appropriate footwear and pays vendor any cost over annual subsidy of $125.





Vendor fills in cost and description of protective footwear




Original stays with Vendor	Yellow copies of voucher
go to Employee



Vendor charges maximum of $125 (tax-exempt) to University (this can
be done with telephone authorization of the University’s credit card charge)





Employee pays remainder of cost (with tax) at time of purchase (do not use own ProCard)




Employee signs and returns the voucher to his/her supervisor






Department fiscal personnel calls vendor to pay by authorizing the charge to the University Credit Card



Supervisor inspects the footwear to determine if department requirements are met




Supervisor gives yellow copy to department fiscal personnel

Purchase of Protective Footwear from Unapproved Vendors





It is the responsibility of the Employee to obtain footwear that is required for his/her job





Employee pays unapproved vendor full amount, including tax (do not use own Pro Card)





Employee returns receipt and “University of Missouri Protective Footwear
Voucher” to his/her supervisor






Supervisor inspects the footwear to determine if department requirements are met





Supervisor gives receipt to departmental fiscal personnel





Department accounting office processes receipt and reimburses employee up to the maximum subsidy of $125 per fiscal year, not including tax (employee pays
all taxes)

Purchase of Protective Footwear On-Line






On-Line purchase
must be less than $125





Employee should take a catalog picture or computer screen print with order number and size to department for on-line purchase





Purchase is paid via Department’s
University Credit Card





If the Employee is dissatisfied with the footwear, he/she must pay for return shipping




Employee will only be able to purchase replacement boots when the University’s Credit Card is credited
