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1.   
Policy Statement

1.1
The Trust acknowledges its responsibilities under the Health & Safety at Work Act 1974, and the Electricity at Work Regulations 1989, with regard to portable electrical appliances, and will take all reasonable steps to ensure they are in a safe condition and fit for use.

2.   
Legal Requirements

2.1
The legal requirements relating to the use and maintenance of electrical equipment are contained within the Electricity at Work Regulations 1989 (EAW). 

2.2
The regulations requires 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” and that certain safety objectives are achieved. However the regulations do not prescribe measures to be taken to achieve this. 

2.3
The Health and Safety Executive has issued guidelines “Maintaining Portable and Transportable Electrical Equipment” that gives details of measures to be taken, to demonstrate that reasonable steps are taken, and are deemed to satisfy the EAW Regulations.

Note:
The following policy is based upon these guidance notes.

3. Method

3.1
The HSE recommends three levels of inspection and testing of Portable Electrical Appliances: -

(a)     
User checks (visual)

(b)  
Formal visual inspections

(c)  
Combined inspection and tests
3.2 
85% of portable appliance testing failures are detected during visual inspections. The three levels are carried out as follows: -

3.2.1
User checks (visual) – Are carried out by the end user every time an appliance is used or moved. The user checks will cover the inspection of the plug top, (cracks, signs of burning, fixings) the lead (cuts, splits) and the appliance (damage to casings, damage to switch, signs of overheating). Any defects or damage should be reported to the line manager and the appliance taken out of service, until the Maintenance department has carried out a thorough inspection of the appliance and restored as fit for use. Report any failed items to the maintenance help desk on 020 8237 2323. 

Note:
User checks do not have to be documented.

3.2.2
Formal visual inspections – Are carried out by a competent person. The inspections are all as above but include, opening of the plug to check correct size of fuse and cable fixings.

Note:
Formal visual inspections must be fully documented.

3.2.3
Combined inspection and tests – Are carried out by a competent person. The inspection includes all as above but also includes electrical testing of the appliance.

Note:
Combined inspection and tests must be fully documented.

3.3
The frequency of inspections and testing - Are dependent on the type of the appliance and the environment in which it is used. (A percussion drill used by Maintenance, that is frequently moved and used externally, should be inspected more often than a PC that is in an office environment and is seldom moved). The frequency of inspections and testing are periodically reviewed. If a certain site area or appliance type has a high level of failures, the frequency of inspections will be increased. Alternatively if failure levels are low, inspection periods may be extended.

4.   
The Policy

4.1
The Trust will meet the requirements of the Electricity at Work Regulations 1989 by the following measures:

4.1.1
End users will carry out a visual inspection of the electrical appliance before use. Any defects to be reported immediately to their line manager and the appliance taken out of service. The defect should then be reported to the Estates maintenance help desk on 020 8237 2323, to arrange for the appliance to be thoroughly inspected and repaired.

4.1.2 A competent person will carry out formal visual inspections of all portable electrical appliances, and the inspections will be recorded and documented and kept on file by the Maintenance department. At the time of inspection the appliance will be labelled identifying who carried out the inspection, the date carried out and the result “passed or failed”. Any failed items will be taken out of service until they can be repaired.  
 

4.1.3
A competent person will carry out combined inspection and tests on all portable electrical appliances. The results will be documented and kept on file by the Maintenance Department. At the time of inspection the appliance will be labelled identifying who carried out the inspection/test, the date carried out and the result “passed or failed”. Any failed items will be taken out of service until they can be repaired. 

4.2
The formal visual inspections and the combined inspection and tests will generally be carried out by an independent contractor, (The Maintenance department will carry out inspections and tests to their own equipment). on a Trust wide basis. All records will be managed and kept on file by the Maintenance Department at 30 Eastbourne Terrace.

4.3
Ad hoc requests for electrical testing (new equipment, clients personnel equipment etc.) Are to be logged through the maintenance Help Desk, and will be carried out by the Maintenance Department. Test certificates will be issued and kept on file by the Maintenance department.

4.3.1
All electrical appliances repaired by the Maintenance department will have a combined inspection and electrical test carried out, before being put back into service.
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