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1. Introduction 



1.1 The aim of this document is to identify the principal risks to the health and safety of employees, contractors and the members of the public arising from electricity and specify the general precautions that must be taken to eliminate or reduce these risks.



1.2 For the purposes of this guide the term ‘electricity’ also refers to any electric installation and fixed or portable equipment.



1.3 Installation, repair or maintenance of any electric installation or equipment will require specific risk assessments and documented methods of work.



1.4 Generic risk assessments and methods of work could be used for routine maintenance and repair works.



1.5 There are specific legal requirements, duties and responsibilities contained within the Electricity at Work Regulations 1989



2. Training



2.1 All staff must be provided with sufficient instruction, training or supervision to be able to carry out their work safely. Inspection, installation, repairs and maintenance of electric installations or equipment requires specialist training.



2.2 Managers and supervisors should have sufficient experience or training to be able to identify the hazards involved in the use of electric powered equipment and to be able to put in place measures to reduce the chances of injury.



2.3 Any employee who is required to carry out risk assessments for working with electric powered equipment should as a minimum have attended the Level 2 training modules. Risk assessments on ‘live-working’ (working on live equipment) will require specialist training.



2.4 Any employee who is required to use work equipment must be trained in its safe use. Training records should be kept and maintained.



3. Work Equipment



3.1 The term ‘work equipment’ applies to fixed or portable electric powered equipment.



3.2 All work equipment must be suitable for the purpose and maintained and repaired or renewed when damaged.



3.3 Where the safety of work equipment is dependent on proactive inspection and maintenance, a programme should be established for a competent person to carry out the necessary works (e.g. portable appliance testing and inspection).
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3.4 Maintenance and inspection records should be kept.
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4. Risk Assessments - *Complete form to make specific to your work location and activities 



		Directorate:

		Service/Location

		Task:



		Hazard

		To Whom

		Before Controls

		Existing Controls*

(Add, delete and expand controls as appropriate)

		After Controls

		Action Required

		By Whom and When



		Activity/ equipment/ process etc

		Possible injury / harm

		

		Likelihood
(L)

		Severity
(S)

		Risk Rating
(LxS)

		

		Likelihood (L)

		Severity (S)

		Risk Rating (L*S)

		

		



		Work Equipment:



Use of equipment



		

Death & Serious Injury

from electrocution due to damage or misuse of equipment. Property loss.



		

User











		

5











		

5













		

25













		· Training, instruction & supervision; 

· Maintenance and inspection; 

· Working practices that reduce risks of damage to equipment; 

· Residual Current Devices (RCD); 

· Defect reporting procedure; 

· SOP (list):

· PPE (list):

· Signage.

		

		

		

		

		



		Use of equipment













		Death & Serious Injury from fire due to damage or misuse of equipment. Property loss.







		User and others







		5









		6















		30

		· Training, instruction & supervision; 

· Maintenance and inspection; 

· RCD; 

· Defect reporting procedure; 

· Safe Operating Procedures (list): 

· PPE (list): 

· Signage.

		

		

		

		

		



		Maintenance of Equipment





		Death & Serious Injury, from electrocution. Property loss.



		Staff or contractor







		4







		5







		20







		· Training, instruction & supervision; 

· Isolation/lock-off procedures

· RCD; 

· Separation of work area; 

· SOP (list)

· Signage.



		

		

		

		

		



		Electric Installations:



New equipment, repairs and maintenance



		





Death & Serious Injury, from electrocution. Property loss.

















		





Staff or contractor















		





3

















		





6
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		· Training, instruction & supervision; 

· 5 yearly fixed wire testing undertaken on <date> 

· Remedials carried out and completed on <date>

· routine annual checks carried out on electrical systems

· Permit to work; 

· Isolation/Lock-off procedures; 

· Separation of work area; 

· SOP (list):

· PPE (list):

· Signage.



		

		

		

		











		













		Use of Office Equipment

		Cuts, bruises, entanglement with moving parts, electric shock, hot surfaces, dust inhalation,

		Staff

		

		

		

		· Employees instructed how to use and operate office equipment safely

· Manufacturer's handbooks available as training aids

· Manufacturer's signs and warnings in place

· Equipment taken out of service and replaced or repaired if broken or defective

· Trailing cables avoided and reported as required

· Good housekeeping protocol in place

· Regular maintenance and servicing undertaken with records kept

· Spillage procedure in place

· Staff informed not to bring in their own appliances, toasters, fans etc.

· Periodic inspection of fixed electrics undertaken, normally every 5 years by <Company>. The last test was carried out on <date>

· Employees are aware that all incidents are to be reported.

		

		

		

		

		



		Exposure to Electricity

		Electrocution

		

		

		

		

		· Risk assessment for the work to be completed

· Provision of personal protective equipment (PPE) in place.

· Training for the employee on the work undertaken.

· No smoking policy implemented.

· Employees are aware that all incidents are to be reported.

		

		

		

		

		



		Electrical intake rooms

		Fire, electric shock

		

		

		

		

		· Fire door fitted with smoke seals.

· Where appropriate, emergency lighting fitted and in working order.

· Smoke detector fitted and subject to regular test/inspection.

· Service cupboards not used for general storage.

· Service cupboards locked when not in use.

· Service cupboards display appropriate safety notices-i.e.  riser cupboard etc.

· Schematic drawings relevant to the local distribution panel displayed on wall or panel doors.

		

		

		

		

		







Name of Assessor:										Date:

Position:											Review Date:

Managers Signature: 										Date:





5. Key Health and Safety Points 



5.1 Managers and supervisors must ensure that:



· All employees or contractors work in accordance with the adopted safe working practices and procedures.

· Employees are provided with sufficient levels of information, instruction, training and/or supervision.

· Installation, repair and maintenance work must only be carried out by suitably qualified people. 

· All accidents, incidents, near misses and problems are reported and recorded as soon as possible.

· All work equipment and personal protective equipment is maintained to a safe condition.

· Employees wear any Personal Protective Equipment that has been provided.

· Members of the public are kept well clear of any hazardous operation/area.

· All hazards are eliminated or minimised to reduce the risk of injury.

· Minimise the use of multiple socket extension leads and trailing cables.	

· All necessary documentation is maintained.

· An asset list is in place for all portable electrical equipment and work equipment.

· Portable electrical equipment is subject to an annual inspection and testing regime (as per SBC COP).



5.2 Employees must ensure that:



· They adhere to the adopted safe working practices and procedures.

· All accidents, incidents or near misses are reported to their manager or supervisor as soon as possible.

· They immediately bring to the attention of their manager or supervisor any uncontrolled hazards.

· They use work equipment in the correct manner and report any defects to their manager or supervisor.

· They must not carryout any maintenance or repairs on electrical equipment unless that are qualified to do so.	



Always ensure a record is kept.



6. Additional Information



· Health & safety Executive Website: Electricity at Work

[bookmark: _GoBack]

· HSG85: Electricity at work: safe working Practices



· HSG107: Maintaining Portable and Transportable Electrical Equipment
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