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[bookmark: _Toc119403965]5.04 Electrical Safety Policy & Procedure
[bookmark: _Toc119404387]Purpose and Scope 
This policy and procedure are utilised by Amwrelle Cleaning & Home Care Services in order to ensure that workers and other personnel are safe and free from harm. This will include electrical safety and other requirements for Amwrelle Cleaning & Home Care Services staff, participants and visitors. Furthermore, for the safety of Management, staff, participants and visitors will be relevantly compliant with Occupational Health and Safety Act 2004 and the Electrical Safety Act 1998.
This policy will elaborate on important structures to ensure the maintenance and usage of electrical facilities and equipment are met with Amwrelle Cleaning & Home Care Services. This will include safety methods for staff who are permitted to complete assigned work correctly by following guidelines stated within this Policy and Procedure.
Lastly, this information should be related to the Occupational Health and Safety Policy and Procedure of Amwrelle Cleaning & Home Care Services. The information provided will expand into such electrical equipment and systems used within the premises of Amwrelle Cleaning & Home Care Services inclusive of all management, staff, participants, and visitors.
Overall, this Policy covers important information that is required and allows us to evaluate the compliance of safety, laws and regulations necessary for all Amwrelle Cleaning & Home Care Services staff, participants or visitors who are using electrical devices for and or owned by Amwrelle Cleaning & Home Care Services. This will enhance safety and limit risks to all individuals.
[bookmark: _Toc119404388]Definitions
	Authorised Person
	An individual appointed to engage in Electrical Work by the Director. The individual appointed to duties as such must obtain current and relevant documentation in electrical qualification. 

	Electrical Equipment
	Includes any type of electrical equipment which is machine powered by electricity. This includes equipment such as material, fitting, insulator, cable, conductors, and appliances.

	Electrical Installation
	A collection of electrical equipment, which is continuously linked electrically together, and which can be provided with electricity from the operations of an electrical source authority or from a generating supply.

	Premises
	A building, site or house owned, rented, and occupied by Amwrelle Cleaning & Home Care Services to supply services.

	Participants
	Those who receive funding from the NDIS and require using services from their funds.


[bookmark: _Toc119404389]
Policy
It is vigilant that all types of electrical work completed at Amwrelle Cleaning & Home Care Services must be trained and licensed by the Electrical Construction as requested by the Owner/Director. Unauthorised staff are not to engage in any type of electrical work under any circumstance.
[bookmark: _Toc119404390]Worker Responsibilities
Ensuring to avoid any contact with electrical issues that will harm the safety of staff.
Any type of fault/electrical safety concerns/issues must be notified immediately.
[bookmark: _Toc119404391]Management Responsibilities 
Ensuring all staff are being guided to take onboard guidelines when any electrical issues/faults/problems have occurred.
Management will ensure that this policy is being assessed annually. Improvement Plans will need to take place consistently to avoid any issues in the future.
Management must comply with obtaining key personnel to manage all safety issues that arise. Key personnel can be those who are licensed/qualified electricians. Under no circumstance will the Amwrelle Cleaning & Home Care Services allow unauthorised staff to complete such work. 
[bookmark: _Toc119404392]Owner/Director Responsibilities
It is vigilant that the Owner/Director is ensuring that participants, friends, carers, families, staff, Managers, and advocates are implementing and ensuring to be compliant with their responsibilities.
Overall responsibilities of others must be overlooked regularly to avoid any harm to staff, participants or any others who may receive harm to any type of electrical faults that were not looked at.
[bookmark: _Toc119404393]Procedure
Amwrelle Cleaning & Home Care Services utilises this procedure to ensure all individuals that are related to the business are using the correct safety measures and protocols to avoid any danger or harm to themselves and others. All workers must take on board information obtained from the Electrical Safety in order to keep safe at all times.
[bookmark: _Toc119404394]Installation and Removal of Electrical Equipment
Fully licensed or qualified electrician must complete any assignment on Amwrelle Cleaning & Home Care Services premises assigned to do so by the Owner/Director. Under no circumstance should any other individual do so, particularly without the Owner/Directors approval.


To avoid future harm, all changes of light bulbs must be completed by a fully registered, well-trained contractor or a qualified electrician to avoid any type of electric shock or falling due to height reasons.
[bookmark: _Toc119404395]Inspection and Testing
It may require at times a licensed electrical inspector to inspect for faulty wiring as well as to ensure codes and standards are following compliance. This will enable any improvements deemed necessary. This will avoid any dangerous risks. Any discrepancies found in major construction jobs must ensure an independent and qualified electrical inspector has undertaken the measures of evaluation. Self-certification is not an option to undertake this process.
If any type of discrepancy has been found within the installation, it will not be put forth to service until rectified. Two things must be taken on board:
· The Electrical Safety shall be put forth, including the installation being inspected if necessary.
· Secondly, the installation will need to be tested, and the electrical contractor has been verified to any particular change made to rectify issues and stay compliant in accordance with AS3000. Provided that there will be no future harm to other installations. 
[bookmark: _Toc119404396]Residual Current Devices (RCDS)
Electric shock can occur when an individual is exposed to any type of electrical equipment components that are energized. Under no circumstance should any individual be handling energized conductors whether its internal and external parts of the electrical equipment or Conductors.
Safety switches (also known as RCDS) must be installed and maintained at all times. Such accidents occur when RCDS have not been checked, maintained and installed properly. Considering RCDS will help minimize any type of electric shocks, it is not to assume that there will be protection at all times. It does not provide complete protection.
RCDS will not isolate a supply of electricity if an individual contacts both active and neutral conductors when handling malfunctioning plugs or electrical equipment. This will then cause the electricity to flow through the body, the only way this won’t occur is if there is an existing flow to the earth.
New installation regarding electrical work must ensure installation has been applied within the RCDS switchboard. Under no circumstance should there be any type of isolation in a supply of electricity, if an individual has either contacted on active or neutral when handling types of plugs. Such as malfunctioning plugs or any other type of electrical equipment, which may result in electricity that may flow within the body.


RCDS enables a decrease of fire from both electrical wiring and any type of electrical equipment; however, if it is an older electrical installation that is in progress, the protection is vital. Preventing type of electrical leakage is important and should be regarded highly.
[bookmark: _Toc119404397]Inspecting and Testing of RCDS:
It is important to note that all devices within the Amwrelle Cleaning & Home Care Services premises are functioning correctly. Amwrelle Cleaning & Home Care Services Owner/Director must appoint a qualified individual to complete frequent tests, ensuring all devices are being checked upon. All relevant testing must be documented accordingly to ensure the maintenance has been applied and recorded for when the next appointed time of relevant testing is required or otherwise found ejected. All devices must be checked and maintained throughout the Amwrelle Cleaning & Home Care Services, this includes non-portable RCDS.
Non-portable RCDS: The way the non-portable RCDS are installed are either within/on the switchboard or fixed socket outlet.
It is crucial that:
· Any fixed RCDS will only be installed by the relevant experienced/trained electrician who is contracted and employed by the division of both facilities and services.
· The Minimum Level Design and Construction Specifications for any new systems must be installed within the switchboard once the RCDS is installed.  
Portable RCDS: Portable RCDS are prone to be moved either within the building/facility or to another location completely. When movement has been made, it is important to be aware that damage to the condition of the power supply cord and/or equipment may occur.
Appropriate RCDS will be in use to reduce any electrical danger that may be involved with the electrical supply to plug in electrical devices. 
[bookmark: _Toc119404398]Testing, Tagging and Repairing Electrical Equipment
Any form of electrical equipment used within the Amwrelle Cleaning & Home Care Services must be checked, marked and evaluated in relation to the specifications of AS/NZS 3760:2010, in compliance with the service safety inspection and testing of electrical equipment and the Occupational Health and Safety Act (2004). Any equipment that is to be used for work must be checked prior to using them. In relation to any equipment that is not in use or relevant in use after the date of service must enable an identification tag indicating that the tagging is required and must be completed prior use.
Only a qualified electrician or completion in Vocational Education and Training providers who have been approved can complete, test and tag all required equipment. Under no circumstance can an unauthorised individual complete this task.
All electrical appliances must be inspected and tested prior to the return to service after each time being repaired. This is due to the fact that it may have compromised the appliances 

electrical safety from the manufacturer that shows intervals suitable for different types of equipment. All electrical appliances must have been inspected as well as tested at intervals not beyond set out by AS3760:2010. Two weeks at the most is accepted.
All type of testing equipment must validate:
· In good working condition, no faults under any circumstance.
· Faults such as insulation failure or breakage are not acceptable and should not be used.
· Must be clean.
· Must action any type that regards the condition of the insulation on leads, probes, and clips of test equipment.
· Must be ideal for any type of voltages, which may present on the equipment being tested under fault conditions.
For accuracy and safety reasons, the following devices must be frequently tested:
· Multimeter testers
· RCD Performance testers
· Earth loop impedance testers
· Voltage testers
· Insulation resistance testers
Any testing equipment, including test probes used, must be chosen carefully for there to be no risks, such as accidental short circuits between live conductors and earth conductors. Under no circumstances should any testing equipment be used by workers. By ensuring equipment is carefully chosen will ensure fewer risks for individuals testing.
Once an individual is using the equipment, there should not be any risks. This will include taking measures such as covering test equipment terminals and all test sockets on measuring devices. There should be no connection between inadvertent contact with any live conductors as such. Any appropriate test leads and testing devices must contain fuse safety. Testing any equipment within flammable areas must be acknowledged with a mark. Testing equipment must be identified whether a live source should take place to verify to ensure it is working. This should take place before and after the test takes place.  
[bookmark: _Toc119404399]Unsafe Electrical Equipment at the Workplace
The Owner/Director will enable any type of unsafe Electrical Equipment once found disconnected from the electrical supply. Once Electrical Equipment has found to be disconnected, it shall not be reconnected until further notice that the discrepancy has been rectified or completely removed from use within premises. The Owner/Director of Amwrelle Cleaning & Home Care Services shall ensure that any electrical equipment considered/known unsafe is disconnected immediately from its supply of electricity. Once disconnection is made, it will not be reconnected until repaired or tested and has been proven to be safe for further use. If the equipment cannot be fixed, it must be taken off-premises. In any case if unsafe Electrical Equipment is found, it must be labelled for others to notice and taken out of service.

All such incidents or suspects must be documented and reported/notified to management. Such suspects include electrical equipment that is electrically hazardous in the workplace, or that are unexpected circumstances, such as floods that make the use of electrical equipment unsafe in a workplace environment. If any type of hazard has been noticed, an Incident Report must be filled immediately. All relevant information must be documented within the incident report for further, and appropriate investigations can be completed.
[bookmark: _Toc119404400]Managing Electrical Risks in the Workplace
In any case if installation or removal of electrical equipment is necessary, it is critical that the work-related hazards must be taken under consideration. Suitable action/course must be implemented to reduce the extent. 
[bookmark: _Toc119404401]Certificates of Electrical Safety
A Certificate of Electrical Safety is a documentation that is required to be compliant when electrical work is being performed. If a job is required to be completed, the assigned electrician must ensure they have their certificate of Electrical Safety available to continue work for or at Amwrelle Cleaning & Home Care Services premises. Under no circumstance will Amwrelle Cleaning & Home Care Services accept unauthorised workers to complete such assignments.
[bookmark: _Toc119404402]Ensuring the safe use of portable Electrical Equipment
It is crucial that when using portable Electrical Equipment measures are taken into consideration. Portable Electrical Equipment is at high risk as it is prone to be moved often and plugged in and out of electric sockets. Due to the constant movement that is involved, it is required only to use portable Electrical Equipment that is mentioned within this procedure.
No individual should be found using any tool/leads in or near water or damp conditions unless otherwise notified. 
Electrical leads must be well presented and not found in the way such as the floor or sharp edges. Leads stand or cable hangers must be enforced within the Amwrelle Cleaning & Home Care Services premises to avoid any type of danger. It is important that all new equipment is looked at prior to using as damage can occur.
[bookmark: _Toc119404403]Risk Management, Hazards, and Incident Reporting
Regarding electrical safety, it is crucial for Amwrelle Cleaning & Home Care Services to ensure correct compliance with this policy and procedure in conjunction with the Risk Management Policy and Procedure. This relates to any health or safety hazards that are associated with any electrical equipment being used. Furthermore, any incidents must be documented using an Incident Report, in conjunction with the Incident Management Policy and Procedure. Most electrical shocks constitute a notifiable incident and must be dealt with in accordance with Amwrelle Cleaning & Home Care Services’ Incident Management Policy and Procedure.
[bookmark: _Toc119404404]
Unsafe portable Electrical Equipment at the workplace
The Owner/Director shall guarantee that any unsafe Electrical Equipment at the workplace is disconnected or locked out from its electricity supply. Once disconnected, it shall not be reconnected until it is repaired/tested and found to be safe, is replaced or otherwise permanently removed from use.
It is required that any unsafe Electrical Equipment which may need testing, repairing or a replacement must include warning labels on products, so others do not mistakenly use it. The label shall indicate information about the issues that the equipment has and its current status (e.g.  under repair, etc.)
All incidents must be reported, and arrangements must be made to ensure that the Director is notified if a worker believes that portable Electrical Equipment within the workplace is electrically unsafe or that there are unexpected conditions, such as flooding, that make the work area unsafe.
[bookmark: _Toc119404405]Supporting Documents
Documents that have relevance to this policy and procedure include:
· Incident Management Policy and Procedure
· Work Health and Safety Policy and Procedure
[bookmark: _Toc119404406]Policy Review
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families and carers and workers every year.
All service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders, and their feedback.
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