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	What’s this document about? 
	This document is part 1 of the Environment Agency’s code of practice for electrical safety. It outlines:
· responsibilities of Environment Agency employees with regard to electrical safety;

· responsibilities of the Environment Agency’s Mechanical, Electrical, Instrumentation, Control and Automation (MEICA) section;

· responsibilities of Supra Area MEICA team leaders


	Who does this apply to?
	All Environment Agency employees, whether permanent, temporary or contract staff, must read this part of the code of practice.
Anyone working on or near Environment Agency electrical equipment must also read part 2 of the code of practice. 
Anyone called on to procure, manage or accept any work on or near Environment Agency electrical systems or equipment must understand the basis of part 2 of the code of practice.


	Contact for queries and feedback
	· Neil Terry Senior FCRM Adviser
· Anonymous feedback for this document can be given here
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Introduction

	Employer duties
	As an employer, the Environment Agency has a duty to comply with the relevant acts and regulations regarding the safety of its employees. 

The Environment Agency has produced this code of practice for electrical safety with the aim of further minimising the risk to its employees and business from electrical equipment.


	Special circumstances
	As with all codes of practice, special circumstances can occur that fall outside the scope of the main document. This could include:

· working in hazardous environments;

· working with specialist equipment;

· working with third party electrical equipment.
If you are in any doubt or wish to seek further guidance, please refer to your Supra Area MEICA team leader before proceeding.


	Legislation
	This document complements the following legislation:

· Health and Safety at Work etc. Act 1974
· The Workplace (Health, Safety and Welfare) Regulations 1992
· The Provision and Use of Work Equipment Regulations (PUWER) 1998
· The Electricity at Work Regulations 1989
· The Management of Health and Safety at Work Regulations 1999
· The Regulatory Reform (Fire Safety) Order 2005
· The Construction (Design and Management) Regulations 2007


MEICA responsibilities
	Supra Area MEICA team leader
	Supra Area MEICA teams exist within the Environment Agency and are co-ordinated nationally. 

Each MEICA section has a MEICA team leader, who is responsible for:

· overseeing electrical work undertaken by, or on behalf of, the Environment Agency within that Supra Area;

· ensuring legal compliance with all legislation that applies to the asset management of all Supra Area MEICA equipment;
· assisting employees in complying with this document.

Note: The Thames tidal defences manager holds these responsibilities for the Thames barrier and associated gates.


	Certification and training to undertake electrical work
	The Supra Area MEICA team leader is the only person within an area who can authorise and certify employees to undertake electrical work. If further advice is required, you must contact your MEICA team leader. 
Specific training is available to the holders of certain posts within the Environment Agency to allow them:

· to undertake limited electrical work. 
· to requisition and manage electrical work. 

Once carried out, this training will result in certification to control and monitor electrical work. 
Employees with relevant electrical qualifications and/or experience may also be permitted to undertake electrical work, but this must be assessed and certified by the Supra Area MEICA team leader.


Employee responsibilities

	Need for authorisation
	No employees must undertake any electrical work without prior written authorisation by their Supra Area MEICA team leader. This includes but is not limited to:
· functional isolation;

· resetting trips/fuses;

· changing light bulbs/fluorescent tubes;

· changing plug tops or extension leads, etc;

· Staff installing and operating generator systems and equipment.


	Reporting potential hazards or defects
	It is the day-to-day responsibility of every employee to report any potential hazards or defects within their working environment. 

Report any potential hazards or defects to your team leader.

If these are of an electrical nature, the report will generally be forwarded to:

· Facilities – if the hazard/defect is associated with a building;

· MEICA – if the hazard/defect concerns operational plant (or other electrical equipment).

Electrical equipment that could present a potential hazard or defect falls into two categories – portable or fixed. Advice on these categories is given below.


Portable electrical equipment

	Definition
	Equipment plugged into a socket outlet via a plug and cable is classed as ‘portable’. 


	Examples 
	This equipment includes but is not limited to:

· desktop/laptop personal computers;

· printers/scanners/photocopiers;

· telecommunications equipment;

· kettles;

· heaters;

· toasters;

· microwave ovens;

· dishwashers;

· battery chargers;
· extension leads;

· central information technology equipment;

· power tools and equipment;

· laboratory equipment.


	Inspection and testing
	All portable electrical equipment owned or used by the Environment Agency is the subject of a formal routine inspection and testing procedure, and must be labelled in accordance with this procedure. The label indicates when the item was last formally inspected and tested, and when due to be tested again.
Employees are not permitted to use any portable electrical equipment, which is not labelled or has passed the date for ‘next inspection’.

Regardless of the label, employees must always inspect Environment Agency items of portable electrical equipment visually before using them. 

! Important If mobile telephone chargers are of the type where the charging circuitry is incorporated into a plug-top arrangement, then the charger does not need to be the subject of a full portable appliance testing (PAT) test. However, users are responsible for visually inspecting the equipment before each use. This also applies to other equipment if it is of the type where the charging or operating circuitry is incorporated into the plug-top arrangement.


	Reporting potential hazards or defects
	It is the responsibility of employees to report any potential hazard or defect with portable electrical equipment.

The types of defect include but are not limited to:

· equipment with missing or out of date test label; 

· damaged cables, plug tops or casing;

· unusual sound/smell when using;

· blown fuse;

· scorch marks on connections.

If you discover a defect, remove the item from service immediately and report the defect to your team leader.


	Non Environment Agency owned electrical equipment
	Employees are not permitted to use any non Environment Agency owned electrical equipment whilst undertaking Environment Agency business on Environment Agency premises.

Examples;

· Lap top chargers

· Hair Driers

Consultants and contractors are not permitted to use any (non Environment Agency owned) electrical equipment on Environment Agency premises unless it has been inspected, tested and labelled to the standard of the Environment Agency’s procedure.


	Use of extension leads and adaptors
	The use of extension leads is discouraged, with preference given to making the appropriate number of fixed sockets available. 

If it is necessary to use an extension lead, the lead must only be connected into a socket protected by a residual current device (RCD). Leads, if reeled, must be uncoiled fully and not cause other hazards. 

Extension leads must not be plugged into each other.

Multi-socket adaptors must not be used.


	Employee permitted tasks
	Employees are permitted to:

· change batteries in battery only powered equipment (torches, cameras, suparules, and so on);

· re-charge dry cell batteries in appropriate chargers;

· change lamps in hand-held torches;

· change toner or ink cartridges in printers, copiers and faxes;

· remove paper jams in printers, copiers and faxes;

· install a <5 kVA single phase generator with a maximum output of 110 volts a.c. for tools and 25 volts a.c. for lighting.

In case of any doubt, please refer to your team leader or the Supra-Area MEICA Team Leader.


	Portable tools
	Where employees are required to use mains powered portable tools, these need to be 110 volts a.c. (55-0-55) supplied by an isolating transformer or generator.

In exceptional circumstances it may be unavoidable and impractical to use 110 volt tools, therefore tools at 230 volts may be used provided that they are supplied via a residual current circuit breaker with overload protection (RCBO) of tripping capacity 30 mA.

Hand lamps must not exceed 25 volts a.c.

Battery powered tools are also acceptable.
In case of any doubt, please refer to your team leader or the Supra-Area MEICA Team Leader.


Fixed electrical equipment

	Definition 
	Equipment that is not connected to the supply via a plug and cable is generally classed as ‘fixed’. This includes equipment fastened to a support or otherwise secured in a specific location.


	Examples 
	This equipment includes but is not limited to:

· central heating boilers; 
· water heaters;

· hand driers;

· electric towel rails; 

· immersion heaters;
· lighting;

· heating and ventilation equipment;

· workshop machinery; 

· operational plant and equipment.


	Inspection and testing
	Fixed equipment is subject to routine inspection and testing. However, there may not be any evidence on the equipment (such as a label) that this has occurred.


	Reporting potential hazards or defects
	It is your responsibility as an employee to report any potential hazard or defect with fixed electrical equipment.

The types of defect include but are not limited to:

· damaged sockets and switches;

· unusual sound/smell when using;

· blown fuses or trips;

· scorch marks on connections.

If you discover a defect, report it immediately to your team leader so that appropriate action can be taken.


Authorisation

	Certificate of authorisation
	Only employees with a certificate of authorisation from a Supra Area MEICA team leader can undertake work on any Environment Agency electrical system or equipment. 
The only exceptions are:

· changing batteries in battery only powered equipment (torches, cameras, suparules, and so on);

· re-charging of dry cell batteries in appropriate chargers;

· changing lamps in hand-held torches;
· changing toner or ink cartridges in printers, copiers and faxes;

· removing paper jams in printers, copiers and faxes;

· installing a <5 kVA single phase generator with a maximum output of 110 volts a.c. for tools and 25 volts a.c. for lighting.

· A blank certificate of authorisation is given in SD01 – Certificate of appointment as an authorised person. 


	Duty of authorised persons
	It is the duty of authorised persons to ensure they only undertake electrical work that falls within the limits set out in their certificate of authorisation. 

This electrical work must be carried out in such a manner as to avoid danger.


Related documents 

	Legislation
	· Health and Safety at Work etc. Act 1974
· The Workplace (Health, Safety and Welfare) Regulations 1992
· The Provision and Use of Work Equipment Regulations (PUWER) 1998
· The Electricity at Work Regulations 1989
· The Management of Health and Safety at Work Regulations 1999
· The Regulatory Reform (Fire Safety) Order 2005
· The Construction (Design and Management) Regulations 2007


	British standards
	· BS 7671: 2008 (2011) Incorporating latest amendments. Requirements for electrical installations. IET Wiring Regulations. 


	Operational instruction
	Code of practice for electrical safety (CoPES): Part 2
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