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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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A Hettle Andrews Model Policy: Work Equipment














All organisations should include this section in their policy’s arrangements section. Alter and add to this as necessary to reflect the controls in place within your business. Read the Hettle Andrews Guides on Work Equipment and Electrical Equipment: Portable for a more detailed review of the subject and the management arrangements required.





Work Equipment





When selecting work equipment for purchase we consider its suitability for the tasks required.  We also ensure through training that staff who are to use the equipment understand how to use it safely and the limitations of the equipment.





Where we purchase machinery or equipment from outside of the EU, we recognise that we may become the importer and are consequently responsible for ensuring that the equipment meets conformity requirements as set out within Regulation 10 of the Provision and Use of Work Equipment Regulations and relevant CE Marking and EC Directive requirements. If there is no possibility of this situation occurring, delete this sentence.





Portable electrical equipment is subject to portable appliance testing by ________________ [eg a trained in house tester/an external specialist contractor].  The frequency of testing is scheduled in accordance with IET guidance and this testing is in addition to the pre-use inspections that all staff are instructed to carry out. If additional visual inspections are required eg of portable power tools, indicate it here including who will carry this out.





Defects are reported to line managers who ensure that repair or replacement is undertaken promptly.  Equipment which is in a dangerous condition is securely removed from service whilst awaiting repair or disposal.	





All powered equipment is capable of being isolated and procedures require that maintenance and cleaning is carried out with the equipment switched off, and where the risk assessment requires it, physically locked off or disconnected.





Note that for most low risk office based businesses the next two paragraphs are likely to be not applicable.





For equipment which is hazardous to those who are untrained, use of the equipment is restricted to authorised persons. Where necessary, these restrictions are supported by locking off the area or the power supply and by the display of signs indicating the names or job titles of authorised persons.  





Safe systems of work are also developed for the use and maintenance of hazardous equipment and relevant safety signs are clearly displayed. These control measures are based on general risk assessments which have been undertaken for the use and maintenance of the equipment.





The following paragraphs may apply if your business includes in-house maintenance or workshops of any type.  Low risk office based businesses that contract out their maintenance activities should be able to delete the remainder of this section.





Power tools are of 110v CTE type or battery powered. In the unusual circumstance that it was necessary to use a 240v tool on site, this would be carried out using an RCD adaptor and only then in dry conditions and where mechanical damage was unlikely.





It is our policy that staff are not permitted to use their own tools for work purposes, as this could make it very difficult for us to ensure that the equipment is suitable and properly maintained.  Note that it is possible to put in place risk controls for the use of ‘own tools’ and in some occupations it is common practice for staff to bring their own tools.  If staff bring their own tools though, the employer is still responsible for ensuring they are suitable and properly maintained.





All work equipment is subject to a programme of inspection and where necessary, maintenance.  This programme is devised taking into account the risk assessment, general good practice and the manufacturer’s instructions.  Maintenance is only carried out by persons who have been suitably trained.  In the case of _____________________ [list equipment eg passenger lifts] this maintenance is carried out by specialist contractors/ in-house maintenance staff.


�





Fixed machinery is inspected _________________ [eg during our monthly workplace monitoring programme] as well as by users and supervisors on a day to day basis.  This inspection checks general condition, the presence of fixings, the correct operation of safeguards and the presence of guarding.  Staff are also instructed to check that guards are correctly in position before using work equipment.  





Suitable storage arrangements are provided for work equipment [including arrangements for safe carriage in our vehicles]. 	�


Where we hire equipment on a long term basis we ensure that the maintenance and repair responsibilities are clearly agreed between ourselves and the hire company.  Delete if not applicable. 





Records of maintenance are kept by _______________________ [name or job title]. Note that whilst there is no requirement to keep a maintenance log, this is good practice. It is however required that where a maintenance log is kept, that it is kept up to date.





Note that it will be necessary to amend this document to take account of the types of equipment and circumstances of use.  It may be preferred to replace suggested statements with very specific information eg instead of saying ‘suitable storage arrangements are provided’ it may be preferred to describe the storage facilities in the workplace. See further information in the Hettle Andrews Work Equipment and Electrical Equipment: Portable Guides. 
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