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PREVENTING LOSSES BEFORE THEY HAPPEN

	 




Electrical Basics Safety Policy Template
Introduction
This Company recognizes that during the servicing and/or maintenance of equipment, employees have the potential to be involved in a serious or fatal electrical related injuries. Electricity has long been recognized as a serious workplace hazard, exposing employees to such dangers as electric shock, electrocution, fires and explosions.
This policy has been developed to establish the procedures for the prevention of electrical related injuries and property damage.
Purpose
This policy is designed to establish the minimum safety requirements to prevent electric shock or other injuries resulting from either direct or indirect electrical contacts. This program also provides for training of associates to ensure they have the requisite knowledge and understanding of electrical work practices and procedures. Only employees qualified in this program may conduct / adjustment, repair or replacement of electrical components or equipment.

This policy has been developed to comply with the requirements of OSHA's electrical Safety-Related Work Practices Standards: 29 CFR 1910.331 through 1910.339, NFPA 70E - Electrical Safety Requirements for Employee Workplaces, and the National Electrical Code (NEC).

Scope
This policy covers electrical safety work practices for both qualified persons (those who have training in avoiding the electrical hazards of working on or near exposed energized parts) and unqualified persons (those with little or no such training) working on, near, or with the following installations:
· Installations of electric conductors and equipment at the facility; and Installations of conductors and wiring.
· All electrical installations and wiring protocols shall be in compliance with the National
· Electric Code and all OSHA electrical Standards including 29 CFR 1910 302-308.


Responsibilities
Employees shall:
· Be responsible for following this procedure when performing work within the scope;
· Report electrical deficiencies immediately;
· Shall inspect all electrical equipment prior to uses
· The Maintenance Superintendent/Plant Engineer and Safety

Superintendents  / Supervisors / Managers shall:
· Ensure training is provided for qualified and unqualified employees;
· Conduct inspections to identify electrical safety deficiencies;
· Guard and correct all electrical deficiencies promptly; and
· Ensure all new electrical installations meet codes and regulations.

Protection
Employees working in areas with potential electrical hazards shall be provided with and shall use electrical protective equipment that is appropriate for the specific parts of the body to be protected and for the work to be performed.

Protective shields, barriers, or insulating materials shall be used to protect each employee from shock, burns, or other electrically related injuries while the employee is working near exposed energized parts.

PPE shall be visually inspected and/or tested prior to use.

Electrically rated gloves shall be available and be utilized for work on electrical equipment.
· Gloves must be maintained in a manner that does not destroy the insulating  qualities.
· Always use leather protectors. Replace damaged protectors when necessary.
· Inspect gloves before use for damage. Never use damaged gloves.
· Rinse (inside and out) after each use with clean water.
· Gloves must be stored away from ultraviolet and florescent light.

Tools for electrical work shall be properly insulated. All tools used in energized parts and panels must be insulated and rated for correct   voltage. If the insulating capability of the tools is subject to damage during use, it shall be protected.

Employees shall wear nonconductive head protection wherever there is a danger of head injury due to contact with exposed energized parts.  

Employees shall wear protective equipment for the eyes or face wherever there is  danger of injury to the eyes or face from electric arcs or flashes or from flying objects.

Fuse terminals shall be de-energized prior to replacing fuses. If this is not possible,  then fuse handling equipment shall be used to remove or install fuses when fuse terminal are energized.

Ropes and handlines used near exposed energized parts shall be nonconductive.
Alerting Techniques
· Warnings and barricades shall be employed to alert unqualified employees of the present danger to exposed energized parts.
· Safety signs and tags must be used to warn unqualified employees of the electrical   hazards present that may endanger them.
· Non-conductive barricades shall be used with safety signs to prevent unqualified employees access to exposed energized parts or areas.
· Where barricades and warning signs do not provide adequate protection from electrical hazards, an attendant shall be stationed to warn and protect associates.
Work Practices
Safety work practices shall be used to prevent electrical shock or other injuries resulting from the direct or indirect contact with energized parts

Employees and Contractors are required to comply with the Company Energy Control  (Lockout/Tagout) Policy

When working on or near exposed de-energized parts:
· When not locked and tagged out, all electrical parts must be considered energized.
· All live parts shall be de-energized prior to working on them.
· De-energized electric equipment and circuits shall be locked out or   tagged or both. Refer to  the Lockout/Tagout for more information regarding lockout/tagout. 

Working on or Near Exposed Energized Parts
Only qualified persons may work on electric circuit parts or equipment that has not been de-energized under the lockout/tagout procedures. The qualified employees must, at a minimum, be familiar with:
· Special precaution techniques
· Required personal protective equipment
· Insulating materials
· Insulated tools

When a qualified person is working in the vicinity of any energized part (including overhead lines), the person may not approach or take any conductive object without an approved insulating handle closer to the energized parts than shown in the following table unless:
· The person is insulated from the energized part
· The energized part is insulated both from all other conductive objects at a different potential and from the person; or
· The  person is insulated from all conductive  objects at  a potential different from that of the energized part.
· Approach Distances For Qualified Employees


ALTERNATING CURRENT
Voltage range (phase to phase)
	
Minimum approach distance
	Voltage range (phase to phase)

	Minimum approach distance


	300V and less

	Avoid Contact


	Over 300V, not over 750V

	1 ft. 0 in. (30.5 cm)


	Over 750V, not over 2kV

	1 ft. 6 in. (46 cm)


	Over 2kV, not over 15kV

	2 ft. 0 in. (61 cm)


	Over 15kV, not over 37kV

	3 ft. 0 in. (91 cm)


	Over 37kV, not over 87.5kV

	3 ft. 6 in. (107 cm)


	Over 87.5W, not over 121kV

	4 ft. 0 in. (122 cm)


	Over 121kV, not over 140kV

	4 ft. 6 in. (137 cm)




Overhead Lines
Employees do not normally perform work near overhead lines. If a contractor is performing such work, they must adhere by the requirements as outlined in 29 CFR 1910.333 (c) (3).
If work is to be performed near overhead lines, the lines shall be de-energized and grounded, or other protective measures shall be provided before work is started.

When an unqualified person is working in an elevated position or on the ground near overhead lines, the location shall be such that the person and the longest conductive object he or she may contact cannot come any closer to any unguarded, energized overhead line than the following:

· For voltages to ground 50kV or below - 10 feet
· For voltages to ground over 50kV - 10 feet plus 4 inches for every 10 kV over 50 kV

Vehicular and Mechanical Equipment

Employees will not perform work in vehicular equipment or operate mechanical equipment near overhead lines. If a contractor is performing such work, they shall comply with the requirements set forth in 29 CFR 1910.333

Illumination
Employees may not enter a space containing exposed energized parts unless lighting is provided that enables the employees to perform work safely.

Employees may not reach blindly into areas that may contain energized parts.                                 

Confined Spaces
Employees working in confined spaces shall comply with the confined space entry and lockout/tagout programs.

When an employee works in a confined space containing exposed energized parts, protective shields, barriers, or insulation will be used to avoid contact with the parts.

Doors and hinged panels shall be secured to prevent their swinging into the employee and causing the associate to contact energized parts.

Conductive materials and equipment
Conductive materials that are in contact with an employee’s body shall be handled in a manner that prevents them from contacting exposed energized conductors or circuit parts.

Long conductive objects (such as ducts and pipes) shall be used with insulation or guarding when in an area with exposed energized equipment.

Portable Ladders
Portable ladders with non-conductive materials shall be used if the ladder or employee could contact exposed energized parts.

Conductive Apparel
Conductive articles and jewelry may not be worn while performing work on or near electrical equipment. Examples of such items include watch bands, bracelets, rings, necklaces, cloth with conductive thread, or metal headgear

Housekeeping
Where live parts present an electrical contact hazard, housekeeping duties may not be performed at a distance that there is a possibility of contact unless safeguards are provided. Electrically conductive cleaning materials may not be used in proximity to energized parts. 

Interlocks
Only qualified and trained employees are authorized to defeat an electrical safety interlock.   If it is necessary to do so, these interlocks may only be bypassed temporarily while working on the equipment. The interlock system shall be returned to its operable condition when work is completed

Use of Equipment  - Portable Electric Equipment (PEE)
Electrical Equipment is defined as cord or plug-type electrical devices:  This includes the use of flexible or extension cords. All cords shall be protected from all types of mechanical and chemical damage

PEE shall be handled in such a manner as to not cause damage. Flexible cords may not be used for raising and lowering equipment. Flexible cords may not be fastened with staples or hung in such a way that may cause damage to the outer jacket or insulation.

Extension Cords:
· Must be 3 conductor type with ground
· Conductor must proper size for load
· Do not use flat style
· Never run them through doorways / walls
· Can not be used for permanent installations

Plugs:
· All plug adapters must match
· Do not modify plug connectors
· Ground Fault Interrupters:
· Where possible, utilize a portable ground fault interrupter with all tools. Always use a ground fault interrupter when working in damp or wet location.
Visual Inspection
PPE shall be visually inspected for damage, wear, cracked or split outer jackets or insulation before each use. At a minimum, inspect for:
· Mechanical or chemical damage to insulation
· Damaged or modified plug connection
· Loose or missing parts
· Evidence of splices or taps in the cord
· PPE that remains connected once they are put in place and are not exposed to damage need not be visually inspected until they are relocated.
· If there are any defects, the item must be removed from service until repairs and tests necessary to make the equipment safe have been made.
· Always check the compatibility of cords sets and receptacles.
Grounding
All equipment and cords must contain a grounding conductor receptacles must contain a ground conductor. Ground must not be wired to current carrying conductors.

Ground type cord sets may only be used with ground type receptacles when used with equipment requiring a ground type conductor.

Use of three to two prong adapters is strictly prohibited. Attachment plugs and receptacles may not be connected or altered in a manner which would prevent proper continuity of the equipment grounding conductor. Adapters may not be used if they interrupt the continuity of the grounding conductor.

Connecting Attachment Plugs
Employees' hands or PPE must not be wet when plugging and unplugging flexible cords. Energized plug and receptacle connections may be handled only with insulating protective equipment if the condition of the connection could provide a conducting path to the employee's hand.

(For example, if the cord connector is wet from being immersed in water.)

Locking  type connectors shall  be properly secured after connection.
Conductive Work Locations
Only equipment rated for wet locations may be utilized.

Use double insulated PPE when handling wet energized cords, plugs, and receptacles

Electrical Panels Must Be Maintained in a Safe Condition:
· Keep the doors closed
· The panel box shall not have open holes or knockouts
· All controls shall be operational
· Electric Power and Lighting Circuits are defined as devices specifically designed to connect, disconnect, or reverse circuits under a power load condition.
· Cable connectors (not of load-break type), fuses, terminal plugs, or cable splice connectors may not be used for opening and closing circuits, except in an emergency
· After a protective circuit is disconnected or opened, it may mot be manually connected or reenergized until it has been determined that the equipment and circuit can be safely energized.
· Over-current protection of circuits and conductors may not be modified, even on a temporary basis, beyond that allowed by 29 CFR 1910.304(e)  installation safety requirements foot over-current protection.

Test instruments and Equipment:
· Only qualified employees may perform testing work on energized electric circuits or equipment.
· Test equipment, batteries, and all associated test leads, cables, power cords, probes and connectors shall be visually inspected for external damage before use. Any damage or defects shall be repaired before use or the equipment placed out of service.
· Test equipment shall be rated to meet or exceed the voltage being tested and fit for the environment in which they will be used.
Flammable Atmospheres
· All electrical installations, tools, and test instruments must meet the correct hazard classification.
· Where flammable or ignitable materials are stored (even occasionally) electrical equipment may not be used unless measures are taken to prevent hazardous conditions from developing. (Examples of such materials include flammable gases, vapors, or liquids; combustible dust; and ignitable fibers.)
Clearances
· Energized parts must have the following minimum clearances:
· Live parts one side and nonconductive on the other - 3 feet
· Live parts on one side and grounded parts on the other - 3.5 feet
· Live parts on both sides - 4 feet 10  
Training
Training shall be provided to associates who face a risk of electric shock that is not reduced to a safe level by electrical installation requirements. Typical occupational categories of employees facing higher than normal risk include maintenance superintendents, electrical engineers, electricians, maintenance employees, industrial machine operators, equipment operators, painters…

All training will be documented with the following:
· Dates of training
· Names of employees trained
· Instructor

Training will include:
· Requirements of OSHA standard 1910.331 to 1910.335 that pertain to employees' respective job assignments.
· Unqualified persons shall be trained in and be familiar with any electrically related safety practices not specifically addressed by 1910.331 to 1910.335 but which are necessary for their safety.
  
Safety Rules for unqualified Employees
· Do not conduct any repairs to electrical equipment.
· Report all electrical deficiencies to the supervisor.
· Do not operate equipment if an electrical problem is suspected.
· Water and electricity do not mix
· Even low voltages are dangerous.
· Do not use cords and plugs if the ground prong is missing.
· Do not overload electrical receptacles.  

Qualified persons shall be trained in and familiar with the following:
· Equipment specific procedures and requirements;
· The skills and techniques necessary to distinguish exposed live parts from other parts of electric equipment
· The skills and techniques necessary to determine nominal voltage of exposed live parts; and,
· The clearance distances specified in 1910,333(c) and the corresponding voltages to which the qualified person will be exposed.

Type of training
Training shall be classroom or on-the-job and the degree of training shall be determined by the risk to the employee.

Retraining will be conducted for employees when:
· There is a change in this procedure;
· There is a change in the employee's job assignment;
· There is a change is the equipment, process, or system; or
· There is reason to believe that employee’s do not understand the requirements of this procedure.
Contractors
Contractors performing electrical work must hold a license for the rated work. Each contractor will follow the Federal guidelines as established in 29 CFR 1910.331 to 335.
 
Enforcement
Any employee that willfully violates this procedure will be subject to disciplinary action.


DISCLAIMER
The materials provided by McClone Insurance are for general informational and educational purposes only. They are not legal advice, a compliance guarantee, or a substitute for the client’s own obligations under applicable laws.
McClone Insurance makes no warranties as to accuracy, completeness, or applicability to a specific workplace. Clients are responsible for reviewing and adapting all policies and procedures to their own operations and ensuring compliance with federal, state, and local requirements. For legal advice, consult qualified counsel.
150 Main Street, Suite 300
Menasha, WI 54952-0389
info@mcclone.com
www.mcclone.com
Main: (920) 725-3232
Toll Free: (800) 236-1034
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