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We invite you to come on an exciting learning journey.

 Discover, create, invent, explore.  Join the adventure …….
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Maintaining Portable & Transportable Electrical Equipment
1.0
Background
1.1. The Electricity at Work Regulations (1989) require employers to ensure that all electrical equipment used in the workplace is safe to use, properly maintained and without risk to health. The majority of potentially dangerous faults will be picked up by formal visual checks performed by a Competent Person or by informal visual checks carried out by users.

1.2. Testing of all portable electrical equipment shall be undertaken by a Competent Person in accordance with the Institution of Electrical Engineers (IEE) Code of Practice for In-service Inspection and Testing of Electrical Equipment (3rd Edition), and the Health and Safety Executive’s guidance document HS(G)107 Maintaining Portable and Transportable Electrical Equipment.
1.3. St. Helens Council’s system to ensure the safety of electrical equipment comprises the following elements:-
· Formal Visual Inspection and a Combined Inspection and Test on either an annual or 3-yearly cycle, as determined by the above guidance.

(carried out by an Electrician/Competent Person)

· User Visual Checks
(carried out by everybody who uses electrical equipment)
1.4. This procedure gives guidance to managers on how this system will work within St Helens Council premises and must be communicated to all personnel who use electrical equipment or are responsible for others who use equipment.

2.0
Formal Visual Inspection and Electrical Test and Inspection
2.1. Council’s Financial Instructions require departments to keep an up to date inventory of assets, including electrical equipment. Managers shall ensure that a record is kept of all portable and transportable electrical equipment used by their personnel. A pro-forma including a continuation sheet is attached to this procedure, which can be used as a register of equipment (Appendix 1). It is important that the register is kept up to date as new items are acquired or existing items are disposed of.

2.2. Suppliers of equipment have a duty, under Section 6 of the Health and Safety at Work Act 1974 (as amended by the Consumer Protection Act 1987), to ensure that the equipment they supply is safe and without risk to health. Therefore on purchase or supply of new equipment, items should be subject to a visual examination for obvious damage only. All new appliances will then be incorporated into the next appropriate cycle of test/inspection as determined by the respective electrical class.

2.3. Unauthorised equipment brought into the workplace by employees shall be removed from use until it has been subject to a formal visual inspection and combined electrical test/inspection.
2.4. The precise frequency of electrical test will be as follows:-

	Electrical equipment
	Formal visual inspection and Combined inspection and test frequencies*

	Light industrial
	1

	Hand-held, double-insulated (Class II) equipment e.g. some floor cleaners, kitchen equipment and irons
	1

	Earthed (Class I) equipment eg electric kettles, some floor cleaners
	1

	Equipment used by the public
	1

	Office information technology, eg desktop computers, photocopiers, fax machines
	3

	Double-insulated equipment not hand- held, eg fans, table lamps
	3


*These frequencies have been determined by applying the relevant guidance referenced in paragraph 1.2 of this procedure and the failure rate experience of the Council’s historical Portable Appliance Testing (PAT) regime.

Note: the words test, testing and re-test are used subsequently to mean both a formal visual inspection and a combined inspection and test, as described in the HS(G)107.
2.5. A Competent Person must carry out formal visual inspections routinely, at regular and appropriate intervals. They are more formal and systematic than User Checks. They should include additional checks such as removing the plug cover to check fuse, effectiveness of cord grip, cable terminations and internal damage. This type of inspection does not include taking the equipment apart. The Competent Person can usually be an employee with sufficient information, knowledge and training but aware of the limits of their competency.
The formal visual inspection will require the person carrying it out to have basic knowledge and competence in wiring a plug, because the inspection will include a check inside the plug.

2.6. A call off-contract has been established for an electrical testing service that includes the Formal visual inspection and Combined inspection and test. This contract can be accessed via the Assistant Services Engineer (Tel No: 676431).

2.7. Testing shall be undertaken on a premise-by-premise basis. With orders issued by the Public Buildings Manager for public/Town Centre buildings or the relevant site manager for all other premises.
2.8. The Public Buildings Manager or the relevant site manager shall liaise with premises management regarding the dates and times for on-site testing. On-site managers shall ensure that the Contractor has access to all equipment for which they are responsible.

2.9. As an alternative, schools or other establishments may wish to train a member of their staff to carry out testing, including the formal visual inspection. Such persons must under no circumstances attempt to identify faults or effect repairs to items that fail the test but can use a suitable piece of test apparatus.
This approach will also require the purchase of a suitable test instrument. Advice on the purchase and training can be obtained from the Corporate Safety Team on (ext 1722/3234).

2.10. As part of the inspection/test process the Contractor/Competent Person will affix a label confirming the item has passed and indicating a date for re-test on either an annual or 3-yearly basis.

2.11. Following each test the Contractor will send a test report to the Assistant Services Engineer, summarising the outcome of the tests and identifying those items requiring either an annual test/inspection or a test/inspection on a 3-yearly cycle. A copy of the test report will be forwarded to the respective Manager.

2.12. The Assistant Services Engineer will liaise with the Public Buildings Manager and site managers to alert them to the required programme of future test frequencies (annual and 3-yearly). Note: the majority of items in use throughout the Council will be tested on a

3-yearly cycle.
3.0
User Visual Checks
3.1. It is important that all users of electrical equipment are encouraged to check each item for obvious damage, including:-
· damage to the cable sheath (apart from light scuffing)

· any damage to plug (cracks, bent pins)
· cable insecure entering plug or equipment

· water damage or other contamination

· damage to casing/loose screws or parts
· evidence of overheating (burn marks/disclouration)
Equipment which exhibits any of the above should be withdrawn from use until it can be examined by a competent person. It is always advised to take a cautious approach with electrical equipment.
3.2. All users of electrical equipment shall be made aware of the User Visual Checks guidance in Appendix 2 and encouraged by managers to check equipment for obvious damage before use.

Appendix 1
Portable Electrical Appliance Inventory
Site/location:  

	Electrical Item (indicate location)
	Serial No
	Date of Purchase (if known)
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Continuation sheet
	Electrical Item (indicate location)
	Serial No
	Date of Purchase (if known)
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 2
Guidance for Users of Portable and Transportable Electrical Equipment
This guidance will be issued to users of electrical equipment that is not part of a fixed installation, but can be connected by means of a flexible cable and plug or spur box. It includes equipment that is either handheld or hand operated, while connected to the supply, such as Visual Display Units (VDU), floor cleaners, hand held drill/saw, kettle, table lamp and extension leads etc.

· Before using portable or transportable electrical equipment always carry out a brief visual inspection of the following:-

· damage to the cable (apart from light scuffing)

· damage to the plug (cracks, bent pins)
· loose cable where it enters plug or equipment
· water damage or other contamination

· damage to equipment casing/loose screws or parts

· evidence of burn marks or discoloration
· Do not use equipment if any of the above are found during your visual check. Withdraw the equipment from use and report the damage to your supervisor immediately.

· Never try to repair or dismantle equipment yourself.

· Equipment which has been supplied to the Council, such as photocopiers, television sets, will not normally be subject to visual inspection on each occasion it is used. However, if such equipment malfunctions or shows obvious signs of damage then it must be withdrawn from use immediately.

If you have any doubts or concerns about the safety of equipment that you use, notify your supervisor immediately.
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