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1 SUMMARY

This Safety Guide sets out what is required to ensure that portable electrical equipment (i.e.
equipment with a plug) used at the University is maintained in a safe condition for use. The
aim is to reduce the risk of injury and property damage from faulty electrical equipment. If
followed it will ensure compliance with the maintenance requirements of Regulation 4(2) of
the Electricity at Work Regulations 1989 (EAW) and The Provision and Use of Work
Equipment Regulations (PUWER) 1998.

All staff and students must be encouraged to:

I visually inspect portable electrical equipment for any obvious faults before using the
equipment;

I notuse faulty electrical equipment and immediately report faults;

f notuse
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2 SCOPE

This Safety Guide sets out what managers and staff have to do to prevent, so far asis
reasonably practicable, anyone being injured, or property damage, through poorly
maintained portable electrical equipment.

This Guide outlines the University arrangements for portable appliance in-service inspection and
test (PAT testing), and labelling, and gives general advice to users on how to tell if a portable
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3.2 Duties on all staff

Staff must;

f  Ensure that they use electrical equipment as instructed,;
f Checkthat equipment has no obvious visual damage or defects before using it;
' Remove from service and report any defective or out-of-test equipment;

Only use equipment that has a valid inspection/test label.

4 TYPES OF INSPECTION

4.1 User check

Users must check equipment before use. The user check is a vital safety precaution, as many
faults can be identified by a simple visual inspection. The user is the person most familiar with the
equipment and in the best position to know if equipment is in a safe condition and working
properly. The user check is limited to an external visual inspection without any dismantling of the
equipment, such as removal of covers or plug tops.

These checks do not need to be recorded. However, if faults are identified action must be taken to
prevent further use until repair or disposal. A guide on what to look for during a user check is given
in Appendix 2.

The frequency of check will vary depending on the type of equipment and its location. Guidance is
givenin Appendix 2.

4.2 Formal visual inspection

A formal visual inspection is a more detailed visual inspection by a competent person, and the
equipment is labelled to state this inspection has been completed.

The formal visual inspection can be undertaken as the main test for double insulated equipmentin
low risk environments. The method for carrying out a formal visual inspection is set out in
Appendix 3. Guidance on frequency of inspection is given in section 6 and Appendix 4.

The person carrying out the inspection must be trained and competent ¢ see section 5.

Where equipment fails a formal visual inspection, it must be immediately removed from use and
labelled as failed/faulty. Repair or disposal should be arranged.

4.3 In-service inspection and test

Anin-service inspection and test is a more detailed examination of the equipment, involving:

f apreliminary inspection (as for a formal visual inspection)

f anearth continuity test (Class | equipment only)

f aninsulation resistance test if applicable, or protective conductor current /touch current test
or substitute / alternative leakage test

1 afunctional test.

The in-service inspection and test must be carried out by a trained and competent person ¢ see
section 5. Full details of how to conduct each test are given during training and in the IEE Code of
Practice for In-Service Inspection and Testing of Electrical Equipment.
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Recommendations on frequency of in-service inspection and test are given in section 6 and
Appendix 4.

5 édeCC édCEC Céc (dCec-GheCct
EQUIPMENT

Three-phase equipment, and equipment operating at currents in excess of 13A, MUST NOT be
tested or repaired by School or Function staff (excluding suitably qualified Estates staff). This also
applies to all hard-wired equipment.

Responsibility for the maintenance, inspection and test of such equipment rests with the owner of
6@ e0gioden: Oangéazr:giedio egicanae ieé
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7 FREQUENCY OF INSPECTION AND
TESTING
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13 FURTHER INFORMATION

Further information and guidance is available from the following sources:

1. Guidance note 3: Testing and Inspection, 8t" edition 2018, or later edition.
The Institution of Engineering and Technology
Michael Faraday House
Six Hills Way
Steven 0.0.000008871 0595.32841.92 reWhBT/F311.04 Tf100 1 72.024 42.264 TmO gu78 Tm0.2 g0.2
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Appendix 2:
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Appendix 5: Using the university-appointed contractor
to undertake PAT testing

A contract for Portable Appliance Testing (PAT testing) has been awarded to specialist contractor.
The contractor contact details can be found on our University Procurement webpages.

University Schools and Functions should place orders for their PAT testing directly with the
contractor.
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