UWS Tagging & Testing Procedures for Plug - In Electrical Equipment
1.0
Preamble

1.1
The University of Western Sydney owns and operates plug in electrical equipment and therefore recognises its legal responsibility under the NSW Occupational Health and Safety Regulation 2001 to develop and implement a system which ensures that plug-in electrical equipment is inspected and maintained in a safe manner.

1.2
Colleges and Departments are required to co ordinate and implement a system of inspection, tagging and testing locally using a qualified external service provider(s) and/or any in house expertise and resources that may be available.

2.0
The NSW Occupational Health and Safety Regulation 2001

2.1
Division 8 of the Regulation requires employers to regularly inspect, test and maintain plug-in electrical equipment to ensure that electrical equipment is safe for use.

Further Information

 http://www.workcover.nsw.gov.au/Publications/Industry/Electrical/chklist_electrical.htm
3.0
The UWS Matrix of Nominated Equipment Categories & Options for Implementing a System of Inspection, Tagging & Testing

3.1
The UWS Matrix of Nominated Equipment Categories & Options for Implementing a System of Inspection, Tagging & Testing is a matrix that can be used by Colleges and Departments to allocate plug-in electrical equipment to a particular risk category based on a detailed assessment of the risks posed by particular equipment concerned.

3.2
When Colleges and Departments have allocated the plug-in electrical equipment to a risk category, a system of inspection, tagging and testing can then be implemented having regard to the options set out in the Matrix. 

4.0
Maintaining a Record of Tests  

4.1
It is essential that Colleges and Departments establish and maintain a record of all tests that are carried out on any plug-in electrical equipment under their control.

4.2
The records must as a minimum show the date of the test, the name of the tester and the result of the test ie pass or fail. 

4.3
Colleges and Departments who engage an external service provider to carry out the inspection, tagging and testing should request that all records of tests be provided in a soft copy.

4.4
Colleges and Departments choosing to implement an in house system will need to allocate responsibility for the establishment and ongoing maintenance of the data base to a specific individual.

5.0
 Responsibilities

5.1
Managers and Supervisors

5.1.1
Managers and supervisors are to ensure that a system of inspection, tagging and testing is identified and fully implemented in their area(s) of control.

5.1.2
Managers are also required to consult with staff as part of conducting the risk assessment and allocating plug-in electrical equipment to a particular risk category. Plug-in electrical equipment must be allocated to a risk category based on the risks posed by particular equipment concerned.

5.2
UWS Staff

5.2.1 
All UWS staff are required to co operate with management in implementing a system for the inspection, tagging and testing of plug-in electrical equipment.

5.2.2 
Co operation includes but may not be limited to assisting management to identify equipment that may require testing, undertaking training to use portable appliance testers, conducting tests, recording results, establishing and maintaining databases and disconnecting personal plug-in electrical equipment from the power if it fails a test.

6.3
OHS&RM Unit

6.3.1 
The OHS&RM will provide the necessary interpretation technical expertise, advice and assistance as required.    If outsourcing, a list of preferred tagging and testing consultants is also available. 

	
	UWS Matrix of Nominated Equipment Categories & Options for Implementing a System of Inspection, Tagging & Testing
	
	

	Nominated Equipment Categories
	Recommended Available options for implementing a system at UWS
	Typical Equipment Type(s)
	Comments

	Category 1

Equipment used in low risk environments eg offices
	· Managers, supervisors & staff implement a system of annual inspection using an appropriate electrical inspection checklist (see http://www.workcover.nsw.gov.au/Publications/Industry/Electrical/chklist_electrical.htm)and  when warranted test equipment & record results in accordance with AS/NZS 3760-2001

· Conduct in house program of inspection, tagging & testing which meets the requirements of AS/NZS 3760-2001 and UWS recommended procedures using (a pool) UWS staff who are trained in the use of portable equipment testers 

· Using an external service provider (outsource) to implement a system of inspection, tagging & testing that meets the requirements of AS/NZS 3760-2001 and UWS recommended procedures.
	Computer equipment including leads, laptops, fax machines, printers, adding machines
	For the purpose of this risk category an office environment is any area of a workplace irrespective of size, that is set aside primarily for the purpose of undertaking clerical based work &/or for undertaking research or other tasks associated with the role of an academic or general administration.

	Category 1A

Computer equipment (including any peripherals) that has been procured via a lease and installed by the ITD anywhere within the University
	· No testing or tagging required by end users
· Periodical visual inspection by end user recommended to ensure the equipment has not been damaged and/or is faulty
	Computer equipment including monitors, leads, laptops, printers and peripherals
	This type equipment will have been inspected and tested as part of the leasing agreement.
Computer equipment (including peripherals) that has NOT been procured by the ITD under a lease will fall into Category 1


	Category 2

Equipment used in designated “hostile” high risk environments such as laboratories, workshops, field trips, staff kitchens
	· Conduct in house program of inspection, tagging & testing which meets the requirements of AS/NZS 3760-2001 and UWS recommended procedures using (a pool) UWS staff that are trained in the use of portable equipment testers

· Using an external service provider (outsource) to implement a system of inspection, tagging & testing that meets the requirements of AS/NZS 3760-2001 and UWS recommended procedures.
	Computer equipment including leads, toasters, portable power tools, electric microscopes, all other portable plug in electrical equip.
	

	Category 3

Equipment used in lecture rooms/theatres/ offices/meeting rooms. This equipment is regarded as being high risk.
	· Conduct in house program of inspection, tagging & testing which meets the requirements of AS/NZS 3760-2001 and UWS recommended procedures using (a pool) UWS staff that are trained in the use of portable equipment testers 

· Using a service provider to implement a system of inspection, tagging & testing that meets the requirements of AS/NZS 3760-2001 and UWS recommended procedures.
	Portable audio visual equipment (used by academic &/or administrative staff for the purpose of making presentations during lectures, tutorials &/or other training), all other portable plug in electrical equipment.

	

	Category 4

Equipment that may be used in a workplace that is under the direct control of the University but is subject to a contract of hire or lease
	· Contracts/agreements for the hire or lease portable electrical equipment stipulate that the equipment offered for hire or lease has been inspected, tagged & tested in accordance with the requirements of AS/NZS 3760-2001
	All portable electrical equipment used by the University that is subject to a Contract for Hire or Lease eg photocopiers

Does NOT include computer equipment (including peripherals) that falls into Category 1A
	UWS staff responsible for installing or operating hired or leased portable electrical equipment should NOT install or operate this category of equipment if it is reasonable to assume that the equipment is faulty or damaged irrespective of whether the equipment has been inspected, tagged & tested.

	Category 5
Equipment that is the property of a staff member that could be used anywhere within the University or any location that for the time being is leased or occupied by the University
	· ALL equipment will be subject to the system of inspection, tagging & testing implemented by the College or Department concerned.
	Portable electrical equipment that is the property of a staff member used by the staff member in their own office or workstation or common kitchen eg small fans, coffee grinders, small fan heaters.
	If as a result of the inspection, tagging & testing requirements the equipment is found to be damaged &/or faulty the equipment will be disconnected from  the power supply & removed from the workplace by the owner forthwith.
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