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City of Portland

Bureau of Emergency Communications
 Administration SOP 00.20.050

Standard Operating Procedures
Fragrance Free Policy



Number:

00.20.050

Administration – Facility

Name:

Fragrance Free Policy

1. Purpose


To define procedures for ensuring a workplace free of airborne irritants.
2. General


2.1 Certain individuals suffer negative health reactions to a variety of scents and fragrances.  These reactions can be so severe as to make individuals violently ill and unable to work.  As a health and safety measure, the Bureau of Emergency Communications (BOEC) is designated as a fragrance free zone.

3. Procedure

3.1 All BOEC employees, contractors, product vendors, other city bureau employees and visitors to BOEC are subject to the following rules:

3.1.1 Perfumes, after-shaves, and any other scented products are prohibited.


3.1.2 Clothing or personal items carrying detectable fragrances are prohibited.


3.1.3 Magazines and catalogs containing fragrance samples must have the samples removed.

3.1.4 Gifts, flowers, candles and other items which are scented are prohibited.


3.2 BOEC employees wearing scented products will be asked to wash off the scent or change their clothing.

3.2.1 If an employee is unable to remove the scent at work, they will be sent home to bathe or change.


1. Employees sent home may use their lunch/breaks or vacation time to cover their time away from work.

3.2.2 Employees wearing scented products to work will be counseled and the documentation of that counseling will be placed in the supervisor’s file under the employee’s name.

3.2.3 Once counseled, future violations will result in discipline up to and including termination.

3.3 Contractors, product vendors, other city bureau employees or visitors wearing a scented product or scented clothing will not be allowed on BOEC-controlled premises and will be asked to leave.


3.3.1 A BOEC supervisor may make exceptions if the offender is performing emergency repairs on critical equipment, however, every precaution will be taken to protect employees working within the operations area.


3.3.2 Violations by other city employees will be documented and immediately referred to their own bureau supervisors.


3.3.3 Documentation of repeat offenders or of any confrontations from contractors, product vendors, other city bureau employees or visitors will be forwarded to the appropriate manager for follow up and may result in that person being banned from BOEC.

3.4 Visitors and contractors in areas under BOEC control but outside of the Operations floor, will be advised of the Fragrance Free policy and asked to comply.

APPROVED

CARL SIMPSON

Director
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