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1.
INTRODUCTION

1.1
This section is aimed at highlighting the most important aspects of the ‘Code of Safe 
Working Practice: Use of Electricity at Work’ issued to all schools in December 1990.


1.2
The relevant pieces of legislation are:



The Health and Safety at Work Act (1974)



The Electricity at Work Regulations (1989)



The Management of Health and Safety at Work Regulations (1992)


1.3
The relevant legislation together with the Code of Practice referred to above should be consulted for more detailed information.

2.
ACQUIRING ELECTRICAL EQUIPMENT

2.1
All new items purchased should comply with the appropriate British Standard or European equivalent.


2.2
Second-hand acquisitions or electrical equipment lent to, or borrowed by, the school must be checked for electrical safety by a caretaker or senior member of staff using the Visual Inspection Checklists shown at Appendix A and the diagram shown at Appendix B.


2.3
Any mains operated equipment belonging to staff must also be checked in this way.


2.4
However, if there is any doubt whether the equipment is safe then it should be labelled ‘out of use’ and withdrawn until it has been tested and declared fit for use by a qualified person.


2.5
Second-hand, lent, borrowed and staff equipment must be recorded as being used and must be included for testing during the regular testing programme.  Again schools will need to decide on the most appropriate method of recording for them.  (See Paragraph 6 below).

3.
REGULAR CHECKING

3.1
Any item with a plug should be given a visual check every time it is used. 


3.2
Check:

a) is the plug cracked/scorched/rattling?

b) is the main cable held by the cable grip (coloured wires should not show)?

c) is the cable worn/split?

d) is the apparatus itself cracked/scorched/rattling?

e) are extension leads earthed?
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3.3
You should also be carrying out a termly check on electrical safety as part of your termly audit (Health and Safety: Policy and Guidance Section F).  You should use the checklist in Para 3.2 for these checks.

4.
USING RESIDUAL CURRENT DEVICES - (circuit breakers)


4.1
These provide an additional level of protection and should always be used:

a) when a public entertainment licence has been obtained for a public 

b) performance

c) when non-H.C.C. equipment is used 

d) whenever any piece of electrical equipment is used outdoors

e) where fish tanks use mains voltage equipment (e.g. pumps heaters and lighting).


4.2
When electrical sockets etc are protected by RCDs, the RCD protection should be tested at least once a week.  When the plug in type of RCD is used it should be tested each time it is used. 


4.3
If in any doubt consult the electrical engineer at your Area Property Services Office. 

5.
USE OF EXTENSION LEADS

5.1
When they are used, three-core cable must be used and the earth conductor must be connected.


5.2
The following questions should be asked:

a) does the location of the lead present a tripping hazard?

b) is the maximum load marked on the extension lead?

c) will the maximum load be within the safe rating?

d) has the extension lead undergone a visual check (see above)?

e) is the lead knotted or twisted?

f) is there any strain on the cable?

g) has the lead been unwound from any drum?


5.3
Extension cables should never run under carpets or through doorways.


5.4
Extension cables must be checked as part of the regular testing programme (i.e. added to the inventory).


5.5.
Extension cables should be regarded as temporary.  Regular use indicates the need for additional sockets. 

6.
RECORD OF EQUIPMENT
6.1 A record must be kept of all portable items of electrical equipment showing:

a) the detail of the item

b) the date of acquisition

c) details of any inspection, testing or repair work


6.2
An example of a portable electrical equipment inventory sheet is shown at Appendix C.
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6.3
The inventory must be kept up to date at all times.  When any piece of portable electrical equipment is acquired or removed from the site the record should be updated accordingly

7.
REGULAR TESTING
7.1 
This is now a delegated item for all schools.
7.2
In addition to the regular checks (Para 3) and the checks on acquiring equipment (Para 2) the following inspections are essential:
7.3 The main electrical installation should be tested every five years except for those parts of schools with:

a.
licensed areas
b.
swimming pools

c.
lightning protection
which should be tested annually
7.4
Between checks any defects should be reported immediately to your Area Property Services Office.

7.5 
Portable electrical equipment in schools should be tested to the frequencies stated in the County Guidance Manual: Section E and schools will need to check that all items are on the latest record of equipment (Para 6) which is presented to the contractors undertaking the testing.

8.
CONCLUSION
8.1
While highlighting the main Health and Safety items connected with using electrical equipment this Section does not provide the comprehensive advice contained in the Code of Safe Working Practice.

8.2
Anyone using electrical equipment should be aware of the contents of that document and should follow the advice contained in it.

8.3
It cannot be stressed too strongly that the consequences of not acting in accordance with guidance provided can be severe or fatal to pupils, staff or visitors.

8.4
If you have any doubts at all you should seek the appropriate professional advice.

9. FURTHER READING

Guidance note GS23 (HSE)

Code of Safe Working Practice: Use of Electricity at Work (HCC)

Maintenance and Electrical Services (Building Bulletin 76) (DFE)
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