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	1.  Introduction
	Electricity is an essential service in all-working and living environments, however if handled inappropriately can be a lethal hazard.  Improper use and/or poorly maintained equipment can result in fire and/or injury or death.

	2.  Purpose

	To ensure all persons within BBC are protected from the hazards associated with electricity through effective and safe management.

	3.  Scope
	This procedure covers safety aspects in the use of portable equipment or fixed equipment plugged into 240-volt mains electricity supply via a 3 pin or 2 pin plug only, throughout BBC sites.

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.   Application
	Best Practice guidelines for safe electrical management



	5.1  Residual Current Devices (RCDs)
	Also called safety switchers, are predominantly installed at the main electrical switchboard or in individual power points. It may be appropriate to provide the use of portable RCD’s where RCD’s are not installed in the fixed wiring. (A requirement for contractors) 

	5.2  Double Adaptors
	Double adaptors should not be used by any BBC personnel or sub contractors.  Only approved power boards, may be used as required. Piggybacking of equipment is not preferred unless using an appropriate power board with safety switching.

	5.3  Extension Cords
	When an extension cord is required on a temporary basis when practicable, no more than one extension cord should be used. These extension cords shall have transparent or moulded plugs and be positioned in a way that they cannot become damaged, wet or become a trip hazard.

	5.4  Electrical Faults
	When an electrical fault is detected the appliance shall be immediately withdrawn from service and tagged ‘Out of Service’. OHS 10.2.6.4 Isolation Tagging

	5.5  Electrical Repairs
	Unqualified employees shall not attempt to repair electrical items.  Electrical and repair technicians shall carry out all electrical repairs or alterations.

	5.6  In Service Annual Safety Checks
	All electrical cords and cord-connected electrical equipment shall be subject to in-service safety inspection and testing as specified in AS 3760, ‘In-service inspection and testing of electrical equipment’. (Refer standards testing intervals – attached).Electrical equipment will be re-tested and tagged annually, with the exception of office based equipment where the supply cord is not subject to constant flexing. This equipment will be re-tested on a 5 year cycle. (Equipment service charges will be paid by the facility / Service)

	5.7  New Purchases of Electrical Equipment
	All new purchases of class I & II with intact documentation is exempt from initial testing, and remains exempt for 12 months in the absence of any problems, if in doubt of the safety of the equipment or poor documentation, equipment should be safety inspected, using an Electrical Safety Tester and tagged prior circulation of equipment.

	5.8  Power Saving
	Electrical equipment not required during the night shall be switched off.

	5.9  Fire Safety
	Areas around electrical switchboards shall be kept clear where practicable, for a distance of at least 1 metre.

	5.10  Electrical Fire Fighting
	A suitable fire extinguisher shall be located adjacent to the electrical switchboard

	5.11  Injury Management
	· All persons having sustained an electrical shock (regardless of the severity should consult a Medical Officer as soon as possible after the event. For extreme cases – “000” should be contacted for immediate ambulance intervention. 

· All incidents must be reported as a Serious Incident to the Site manager, the Regional Manager the BBC Executive RLS and National HR as soon as possible for investigation and follow-up.

· Incidents of electrocution should be reported to the State Workcover Authority – refer to  OHS 10.2.2.2 Notifiable Incidents for further instructions.


	6.  Accountabilities 


	Executive Managers / Person in charge
	Employees and OHS Representative(s)
	Maintenance Officer / Responsible person / Contractors

	
	· To ensure there is a process in place to notify all residents / service users, visitors and staff of the requirements for testing of personal electrical appliances.

	· To immediately report any damaged or untagged items.
· Ensure routine Safety Audits incorporate aspects of electrical safety.
	· To ensure daily work practices comply with this procedure and the testing requirements are carried out.

	7.  Training
	Maintenance Officer / Responsible Person
	OHS Representative, OH&S Committee Members

Employees

	
	· Will receive training in the requirements of safety testing.  Where required to liaise with electrical contractors, they shall also receive training in the requirements of as 3760: 1996 & amendments 2001
	Shall be made aware of the electrical safety provisions required by this procedure, including:

· The ban on double adaptors

· Limitations in use of power boards and extension cords

· Testing and tagging of electrical equipment

· Removal from service of faulty equipment

· Reporting of faulty and untagged electrical equipment via an out of service tag.

· Turning off electrical equipment that is not required

· To clear areas around switchboards.

· First Aid policy following possible electrocution. 


	8.  Performance Indicators & Audit records
    

	· % of equipment tagged / tested

· Visual observation of Electrical tags

· Electrical tagging receipts – Service Electrician

	9.  Related Forms & Templates
	Table 2 of the - AS 3760, ‘In-service inspection and testing of electrical equipment’.

	10. Record 
Keeping
	All records must be kept for a period of 7 years


	11.  Legislation References:
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007

	NSW
	Occupational Health and Safety Act 2000 

OHS (Plant) Regulation 2001 

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

	Australian Standard 
	AS 3760, ‘In-service inspection and testing of electrical equipment’
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