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PORTABLE APPLIANCE TESTING
(PAT) POLICY

1. Introduction
The Electricity at Work Regulations (1989) places responsibility on an employer to
ensure all electrical equipment and installations are safe to use within the workplace.
St Dominic’s Priory School will schedule regular testing and maintenance of all
electrical supplies and electrical equipment in accordance with these regulations.

2. Electrical Equipment Testing
As part of this responsibility, to ensure the safety of electrical equipment, the school
will arrange Portable Appliance Testing to be undertaken by an external contractor on
an annual basis. (See Appendix 1 for more information)

a. What is a Portable Appliance?

The definition of Portable Appliance includes all electrical or electronic items that
are connected to a single phase 240-volt mains supply via a user removable plug,
typically a 13-amp 3 pin plug. The ‘Portable’ applies to the connection to the
electrical supply, not whether the item is itself portable.

b. What is a PAT test?

i. A PAT testis a routine test and inspection of portable electrical
appliances to check they are safe to use. Its purpose is to prevent
electrical accidents in the workplace.

ii. Afull PAT test should include both a visual inspection and a more in-
depth check using specialist PAT testing equipment. This test includes
earth continuity, lead polarity, and insulation resistance checks. Some
appliances only need a reduced test, called a PAT insulation test.

iii. Atthe end of a PAT test, every appliance should be marked ‘passed’ or

‘failed’. Ideally there should be a record of the results.
iv. Not all electrical items need to be PAT tested.

3. Responsibilities
a. The Facilities Team will ensure a schedule of testing is in place for all Portable
Appliances used throughout the school.

i. Dates and times of testing will be communicated to all staff via Teams
and email. It is the responsibility of all staff members to ensure all
portable electrical items are left available for testing in their rooms.
Testers will not search for items in cupboards/drawers.
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The Facilities Team will maintain an inventory of all portable appliances used at
the school.

i. Each staff member must therefore ensure that the Facilities Team are
informed of any changes to this inventory immediately.

All electrical items covered by Portable Appliance Testing must be tested on a
regular basis by a certified competent person.

i. Each tested item must be labelled with the date of the latest test and the
initials of the tester. The results of the tests will be held in the facilities
office.

ii. Any item failing a test must be withdrawn from service immediately and
not re-used until the fault(s) has been rectified and it has been re-tested
and successfully passed the PAT.

All new and second-hand electrical items (including those brought from home,
etc) must be registered and tested before use and regularly tested thereafter.

i. Staff must inform the Facilities Team of any and all electrical equipment
brought to site.

Any portable appliance not displaying a label, or displaying a label that is out of
date, will be removed from service and must not be plugged in to the school’'s
electrical outlets until suitably tested and passing.

All electrical items within a Department, regardless of ownership, are included
in these Regulations. This therefore includes personally owned items.

4. User Equipment Inspections
To support the annual PAT testing, employees are advised to carry out an inspection
of portable appliances prior to every use.
This inspection should include:

a.

@moo0yT

Check the cable insulation is intact and without cracking or fraying or badly

kinked

Check there are no joins or areas of cable with tape and,

the length of lead is appropriate for the positioning of the appliance

Inspect the appliance casing for deterioration, damage or missing parts

DO NOT remove any covers

NEVER run cables under carpets or rugs etc

Inspect the plug prior to use to ensure:
i. That it is in good condition without any missing parts. ii. That the cable
clamp within the plug grips firmly the outer insulation of the cable and no
coloured wires can be seen

Inform the Facilities Team if the equipment/appliance fails the inspection

DO NOT USE DAMAGED EQUIPMENT
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5. Regulatory Notes
a. Portable mains extension leads are separate electrical items and must be tested
independently of the item to which they are connected.

1. All electrical extension leads must be of the correct length for the
use required and must be fully uncoiled prior to use. Cube
multiway adaptors are not permitted.

ii. The only electrical items excluded are those which operate solely on
batteries (for example, calculators and radios), or low voltage (for example, some
computer peripherals, laptops, telephones and modular electronic units). However,
if a low voltage item has a 240-volt external power supply then its power supply is
covered by these regulations. b. Legislation

All work with or involving the use of equipment powered by electricity at St
Dominic’s Priory School is subject to the following UK legislation.
i. The Health & Safety at Work act (1974) (HASAWA 1974)
ii. The Electricity at Work Regulations (1989)
c. Test Records
Records must be maintained of all appliance inspections and safety tests, and
any corrective maintenance. It may be convenient to incorporate these results
into an existing inventory record system. It is a requirement of the “Electricity
at Work Regulations 1989” that these records are retained for the life of the
equipment.
d. Test Identification Labels
Each portable electrical appliance should have an INSPECTION label fixed to it
after each inspection or test.
The tables at appendix 1 have been prepared in line with guidance offered by the
HSE, and will satisfy many situations of average use. These frequencies can be used
until sufficient experience is built up to establish what is appropriate for particular
circumstances.

6. Guidance for Offices and Other Low Risk Environments (See
Appendix 1) 7. Testing Electronic Equipment (see Appendix
2) 8. Health and Safety Implications
There are no health and safety implications involved in complying with this
policy. There are adverse implications in non-compliance. Non-compliance
could lead to failure of portable electrical equipment to danger resulting in
electrical shock or burns, or electrical fires.

Policy Author — Facilities Manager Policy Owner — Facilities Manager

Version 3 — February 2025 Changes and Reason for Changes — Policy Introduction
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Appendix 1 Guidance for Offices and Other Low Risk

Environments

Equipment/ User Visual Testing St Dominic’s
Environment Checks Inspection Priory School
Procedures
Battery operated (less| No No No
than 20 volts)
Extra low voltage (less | No No No
than 50 volts AC)
IT equipment No Yes Yes Inspected and tested
(PC’s/VDU’s) Up to 4 years every year.
Photocopiers (rarely No Yes Yes Inspected and tested
moved) Up to 4 years every year
Double insulated. Not Yes, Yes Yes Inspected and
hand held. E.g. slide Each use | 1 year 1 years tested every year.
projectors fans, (moved
occasionally)
Double insulated hand | Yes, Yes Yes Inspected and tested
held Each use | 6 months — 1 1 -2 years every year.
E.g. floor cleaners year
Earthed equipment Inspected and tested
(Class 1) e.g., electric | Yes, Yes Yes every year.
kettles, some floor Each use | 6 months — 1 1 -2 years
cleaners year
Lead and plugs / Yes, Yes Yes Inspected and tested
extension Each use | 6 — 12 months 1 -2 years every year.
Plug in RCD’s All- portable RCD’s

should be inspected
and tested at the
same time.

NB: Inspection and testing should also be carried out:

a) When there is reason to suspect the equipment is faulty or damaged but this cannot be

confirmed by visual inspection.

b) After any repair, modification or similar work to equipment.
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Appendix 2 Testing Electronic Equipment

Concern has been expressed that the use of test equipment which generates high test
currents and voltages may damage electronic equipment or may corrupt data stored on
computer hard disks. Considering the circumstances relating to the environment where
sensitive electronic and computer equipment will normally be used, how it is used and the
fact that this type of appliance is, in the main, moved only infrequently, St Dominic’s Priory
School accepts that safety testing may be restricted to the appliance power lead and plug,
and that visual inspection of the equipment may be the norm, unless the inspection indicates
that full testing is necessary.




