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1.0 Introduction

This policy sets out the commitment of Dudley Metropolitan Borough Council to provide a safe and secure environment for staff and others who may be affected by the Council’s undertakings. It applies to all persons who have access to, use of, or are responsible for the maintenance of Council premises. It is important that electrical appliances and systems function safely and correctly. The assurance of safe and reliable operation can only be achieved through a regime of regular inspection and testing of such systems and equipment and the implementation of appropriate maintenance works.

Each year around 1000 electrical accidents at work are reported to the Health & Safety Executive and about 25 people die of their injuries. Most of these accidents can be prevented by careful planning and straightforward precautions.

The dangers from electricity include; electric shock, electrical burns and fire (after deliberate fire setting [arson] fires that are caused by electrical appliances & installations are the most common cause of fires in the workplace)
Under the Health & Safety at Work etc. Act 1974 (HSWA) Dudley MBC are responsible for ensuring the safety and health of their employees and also the public, if they are at risk from those work activities. This includes electrical safety. 

Dudley MBC will therefore ensure that only authorised competent persons are allowed to install or test fixed electrical systems or perform formal visual inspections, tests and repairs on any portable electrical appliance.

This policy will detail how Dudley MBC will meet the statutory requirements of HSWA through compliance with:

· The Electricity at Work Regulations 1989 (EWR)

· The Management of Health & Safety at Work Regulations 1999 (MHSWR)

To ensure this policy and its procedures are successful, each Directorate will develop and document local arrangements and responsibilities for ensuring effective implementation and that, as a minimum, the requirements of the policy are met.
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This policy sets out the minimum standard for the maintenance of portable electrical appliances and fixed electrical systems in workplaces and other establishments. Directorates undertaking specific electrical works not mentioned in this policy shall ensure that they have suitable procedures to cover such works

2.0
Responsibilities

2.1
Director/Assistant Director


Directors/Assistant Directors have overall responsibility for electrical safety within their Directorate


Directors and Assistant Directors will therefore ensure that:

· there is an effective procedure within their directorate to provide a safe and healthy workplace with respect to electrical safety

· adequate resources are available within their directorate for the electrical safety procedures to be effective

· there are sufficient competent persons within their directorate to maintain portable electrical appliances and/or fixed systems 

· where contractors are engaged to test electrical appliances and/or install, maintain or test fixed systems, those contractors are suitably competent

2.2
Managers


Managers are responsible for ensuring that the risks from all electrical 
systems and appliances under their control are suitably addressed


Managers, where necessary through the use of competent advice, will 
therefore ensure that:

· the design and construction of a fixed electrical system is such that it will prevent danger arising from foreseeable adverse conditions eg. dampness or explosive atmospheres

· they take health & safety issues into account when they purchase portable electrical appliances including, where available and practicable, purchasing battery operated or low voltage (110Volt) appliances.

· they choose equipment that is appropriate for its task and suitable for its working environment. Where equipment is to be used externally, battery operated or low voltage (110V) equipment must always be used.
· the risks from using portable electrical appliances have been assessed and, where mains voltage equipment is used (230 Volt), it is used through a RCD (Residual Current Device) or similar protected circuit.

· there is a register of all portable electrical appliances under their control See Appendix 3 in the Guidance for Maintaining Portable Electrical Appliances & Systems
· all portable appliances under their control are maintained in accordance with the manufacturers’ instructions or other competent scheme ie. there is a suitable regime for inspecting and/or combined inspecting and testing of the appliances

· records are kept of all inspection and testing of electrical appliances and fixed systems. With regard to full certificates issued with the fixed installations test, records of the previous certificate should be kept as well as the current one (this could be in electronic format) and must be readily accessible for the building to which it refers
· all privately owned portable electrical appliances, when used on Council property, are subject to the same regime of inspecting and/or combined inspecting and testing as Council owned appliances (this does not apply to appliances used in dwellings) 

· they have access to sufficient competent persons to maintain the electrical appliances and/or fixed systems

· where they use their own staff to conduct the testing of appliances, they are provided with test equipment suitable for the job

· they only engage, where necessary, suitably competent electrical contractors to maintain electrical appliances and/or install, maintain or test fixed systems. This includes suitably certified contractors for working in hazardous areas

· contractors (or sub-contractors) engaged in work on any Council premises use battery powered or low voltage equipment when working externally or undertaking construction work internally and only use 230V mains equipment through a RCD or similar where non-construction work is to be completed internally and a risk assessment has confirmed its suitability 

· no person under their control shall install, repair, or in any way alter an electrical system or appliance unless they are suitably competent to do so

· where a particular machine or appliance requires a certain level of competency to use it, suitable information, instruction, training and supervision will be provided for anyone using that machine/appliance

· they regularly audit competencies of staff and/or contractors who undertake electrical works and where appropriate following risk assessment, staff should periodically undertake suitable refresher training

· they take out of use immediately any electrical appliance that has been reported as faulty

· where Council facilities are hired out to private individuals/groups, as part of the contract/hire agreement, any portable electrical appliances brought onto the premises for use have been subject to a formal visual inspection and, where necessary, a portable appliance test. This can be verified by examining the PAT sticker (or similar identifying system) which must be attached to the appliance

2.3 Those with Responsibilities for Inspecting & Testing Appliances


Operatives who are tasked with performing formal visual inspections 
and/or portable appliance tests play a vital role in maintaining the 
safety of electrical equipment. They will therefore ensure that:

· they perform their duties in accordance with training given

· they do not undertake any repair work for which they do not have the competencies

· they conduct the inspections/tests within the time frame laid down by the risk assessment

· they record the inspections/tests undertaken. As a minimum, the information in Appendix 3 (in the Guidance for Maintaining Portable Electrical Appliances & Systems) should be recorded

· where they identify a fault which they do not have the competencies to rectify, they report it to their line manager and withdraw the item from use

2.4
Corporate Health & Safety


Corporate Health & Safety will:

· ensure that the Council’s policy and procedures are reviewed regularly and kept up to date to reflect current legislation and applicable best practice

· ensure that Directorates through their Safety Officers are fully aware of the policy and the need to develop and document local arrangements and procedures for effectively implementing the policy

· be responsible for periodic monitoring and audit of Directorates’ implementation of the policy to ensure compliance

2.5
Employees


Employees will ensure that:

· where necessary they check certain portable electrical appliances before they use them for obvious signs of damage (see User Check - Guidance for Maintaining Portable Electrical Appliances & Systems 

· they use all electrical appliances safely and in accordance with training given and/or manufacturers’ instructions

· they do not attempt to repair or in any way alter any faulty electrical appliance or fixed system unless they are suitably competent and have been authorised by their line manager or supervisor

· they report any problems/faults with portable electrical appliances or fixed electrical systems to their line manager or supervisor

· any personally owned electrical appliances they use on Council property are subjected to a combined inspection and test before they are used

2.6 Dudley M.B.C. Acting as a Landlord


Where the Council acts as a landlord they will ensure that:

· all electrical fittings eg. mains sockets, light fittings, switches etc are inspected by a competent person prior to the premises being occupied and when the tenancy changes

· all properties under their control are subject to fixed electrical system checks prior to the premises being occupied and at suitable intervals thereafter

2.7 Dudley M.B.C. Acting as a Lessee


Where the Council acts as a lessee they will ensure that:

· the premises has been subject to a fixed electrical system inspection & test within 5 years before taking on the lease or less if a shorter inspection period is required.

· all electrical fittings have been inspected by a competent person prior to occupancy of the premises

· local managers report any safety concerns with electrical fittings/systems to the landlord

3.0
Definitions:

· Fixed Electrical System:


Refers to a system in which all the electrical equipment is, or 
may be, connected to a common source of electrical energy

· Portable Electrical Appliance:


Refers to any portable or transportable apparatus that has a 
flexible cable that can readily be connected and disconnected by 
the insertion or withdrawal of a mains electrical plug from a 
socket outlet; and that same appliance be transferred to a new 
location for use. 

· Competency:


No person shall be engaged in any work activity where technical 
knowledge or experience is necessary to prevent danger or, 
where appropriate, injury, unless they possess such knowledge 
or experience or are under such degree of supervision as may    
be appropriate having regard to the nature of the work

· Class I or Earthed Appliance:


This is an electrical appliance where, for safety, the exposed 
conducting parts of the appliance are connected to the earth pin 
on the mains plug via an earth bond lead

· Class II or Double Insulated Appliance:


This is an electrical appliance where, for safety, there is a higher 
level of insulation integral to the appliance such that there is no 
need for an earth bond lead. These appliances are commonly 
marked with a double box mark on the rating plate

4.0
Maintenance of Portable Electrical Appliances and Fixed Electrical 
Systems

4.1
The Law states that: 

· As may be necessary to prevent danger, all systems shall be maintained so as to prevent, so far as is reasonably practicable, such danger. (EWR)

· Every employer shall make a suitable and sufficient assessment of-

(a) the risks to the health and safety of his employees to which they are exposed while they are at work; and


(b) the risks to the health and safety of persons not in his 
employment arising out of or in connection with the conduct by 
him of his undertaking (MHSWR)
4.2
To comply with the law Dudley MBC has a three stage strategy for 
portable appliances:

· User Check – employees who use certain* electrical appliances should, periodically*, give them a cursory look to ensure there are no obvious defects

· Formal Visual Inspection – competent persons should periodically* inspect all electrical appliances and record their findings

· Portable Appliance Test (P.A.T.) – competent persons should periodically* test electrical appliances using an approved test meter and record the results

* see Appendix 2 in the Guidance for Maintaining Portable Electrical Appliances & Systems

4.3
For maintaining fixed electrical systems the premises Building 
Manager or his representative will ensure that:

· workplaces are periodically* checked for signs of damage or wear to electrical sockets, switch plates etc. and suitably competent persons are tasked to undertake any repairs necessary 

· workplaces are periodically* inspected and tested

* see Table 1 in the Guidance for Maintaining Portable Electrical Appliances & Systems 

5.0 Live Working

5.1
The Law states that:

Live working should only be considered when all three of the specified 
conditions listed can be met:

· It is unreasonable in all circumstances for the conductor to be dead; and

· It is reasonable in all circumstances for the person to be at work on or near that conductor whilst it is live; and

· Suitable precautions (including where necessary the provision of protective equipment) have been taken to prevent injury

5.2
Assessing the need to do ‘live work’


There are some circumstances, eg. commissioning or fault finding, 
where it is unreasonable to make equipment dead because of the 
difficulties it would cause. At this stage a risk assessment is required. 
The person carrying out the assessment should have extensive 
knowledge and experience of the factors to consider and of the 


competence of the people who will be carrying out the work and their 
ability to avoid danger 

5.3 
Managers, where necessary through the use of competent advice, 
will therefore:
·  only permit live electrical working where the above conditions 
 have been met

· only permit live electrical work where there are suitable procedures in place and they 


·  ensure that there are at least 2 suitably qualified and competent 
 staff or contractors to carry out such work.

6.0
Competencies

6.1
Formal Visual Inspection 

· as a minimum anyone performing a formal visual inspection of electrical appliances should have attended a ½ day Corporate Health & Safety training course (‘Plugs’ Course), and passed the written and practical tests to prove competency.

6.2
P.A.T. 

· anyone performing portable appliance tests on electrical appliances should, as a minimum, have attended a suitable training course which involves a written test to prove competency. The person performing P.A.T. does not have to be a qualified electrician
6.3
Fixed Electrical Systems  

· anyone who installs, repairs or tests fixed electrical installations or repairs portable electrical appliances must have an appropriate formal electrical qualification and be suitably competent to undertake the above works
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