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Introduction
1.1

General
This document sets out the Michael Lonsdale Group inclusive of ( Michael Lonsdale Ltd, Michael J
Lonsdale Ltd, Michael J Lonsdale (Electrical) Ltd and E7 Building Services Ltd) Electrical Safety
Rules and Procedures (hereinafter abbreviated to "these Rules and Procedures") relating to:
1.1.1

work on or near, and the operation of electrical equipment, systems and installations for which
Michael Lonsdale Group has responsibilities.

1.1.2

the responsibilities for the control of the electrical systems and installations for which Michael
Lonsdale Group has responsibilities.

1.1.3

the appointment of the Senior/Authorising Engineer, Authorised Persons, Competent
Persons, Accompanying Safety Persons.

1.1.4

the qualifications and training necessary for the appointment of the Authorising Engineer,
Authorised Persons, Competent Persons and Michael Lonsdale Group Contractors’
Competent Persons.

1.1.5

the documentation for the application of these Rules and Procedures.

1.1.6

These Rules and Procedures have been drafted to ensure compliance with UK statutory requirements
and to prevent, so far as is reasonably practicable, danger arising from working on, working near,
testing or operating electrical equipment and systems for which Michael Lonsdale Group is
responsible.

1.1.7

Any amendments to relevant regulations, associated documents, or the introduction of any new
regulations pertaining to the scope of these rules and procedures, will automatically apply.

Michael Lonsdale Group Policy on Electrical Safety
1.1.8

Our aims are to install and maintain electrical systems that can be operated effectively to the highest
safety standards.

1.2.

Application of these Rules and Procedures

1.2.1

These Rules and Procedures, prescribed by the Managing Director of Michael Lonsdale Group, are
mandatory for all persons working on, working near, testing or operating electrical equipment and
systems for which Michael Lonsdale Group has control of the electrical danger.

1.2.2

These Rules and Procedures are designed to provide a safe framework within which work, or testing
can be carried out with safety on permanently connected electrical equipment. These Rules and
Procedures do not apply to portable plug-in appliances or items of equipment that have been
disconnected and removed from an installation and discharged of any electrical potential.

1.2.3

These Rules and Procedures are not designed to explain how work or testing is to be carried out on
any particular item of electrical equipment. However Local Operating Procedures (LOP’s) may give
specific instructions on how work or testing is to be carried out on certain specialised types of
electrical equipment or installations.

1.2.4

In case of apparent conflict between these Rules and Procedures and Statutory requirements, the
latter is to be followed. The Authorising Engineer and the Michael Lonsdale Group Project Manager
are to be advised.

1.2.5

If it is necessary to depart from any requirement of these Rules and Procedures, the Authorising
Engineer is to agree such departure with Michael Lonsdale Group Project Manager before it is
implemented.

1.2.6

Where the control of the electrical danger is divided between Michael Lonsdale Group and others,
Section 4 and 5 of these Rules and Procedures is to be applied.

1,2.7

Further advice on the application of these Rules and Procedures, or other related electrical matters,
can be obtained from the Michael Lonsdale Group Authorising Engineer.

1.3

Demarcation of Responsibilities between Michael Lonsdale Group and Others

1.3.1

Where there is a Demarcation of Responsibilities between Michael Lonsdale Group and others, the
Authorised Person is, on matters relevant to Authorised Persons duties, to liaise with the other party
(or parties) as necessary to avoid danger.

1.3.2

Each Demarcation of Responsibilities is to be recorded in writing and precisely described on a
diagram. The point of demarcation must be at a cable termination and is to be at the outgoing
terminals of a switch or circuit breaker.

1.3.3

Each proposed Demarcation of Responsibility is to be approved by the Authorising Engineer before it
is finally agreed with the other party (or parties) involved.

1.3.4

A copy of the diagram is to be prominently displayed at each substation and switch room under joint
control.

1.3.5

One copy of the agreement, including the diagram, is to be sent to the Authorising Engineer and
another is to be placed in the Electrical Safety Documents Register.

1.3.6

Where another organisation transfers control of electrical danger to Michael Lonsdale Group for the
duration of a contract, the Authorised Person appointed by Michael Lonsdale Group to be in control of
the electrical danger is to request from the other organisation, details in writing any known hazards
(including potentially explosive atmospheres, polychlorinated biphenyl (PCBs), etc.) that are, or may
be, present. A copy of these details is to be placed in the Electrical Safety Documents Register and
another copy is to be given to Michael Lonsdale Group contractor(s), if appointed.
Note

The other organisation has a duty to provide such details under Section 4 of the Health &
Safety at Work Act 1974.

Where Michael Lonsdale Group has Control of the Danger for Part of Another Organisation's
System or Installation
1.3.7

The Authorised Person is to liaise with the other organisation's Project Manager to agree the point of
demarcation and the points of contact for both parties. Once this has been approved by the
Authorising Engineer, the formal agreement is to be drawn up and signed by both parties.
Where Michael Lonsdale Group does not have Control of the Danger for a System or
Installation

1.3.8

Michael Lonsdale Group staff and their contractor's staff who are to undertake work or tests on parts
of systems or installations for which Michael Lonsdale Group does not have control of the electrical
danger, are not required to comply with these Rules and Procedures but have a general duty of care
that is imposed by the Health & Safety at Work etc Act 1974. The Authority or Person having control
of the electrical danger is responsible for ensuring the safety of all persons working on their site and is
required to operate a suitable Safe System of Work. This Safe System of Work shall meet or exceed
the requirements of the Health and Safety at Work etc Act 1974 and the respective Michael Lonsdale
Group Safety Rules and Procedures. The assessment and approval of whether or not any such Safe
System of Work meets or exceeds these requirements must be sought from the Authorising Engineer.
Where Michael Lonsdale Group Appoints an M&E Operation, Repair and/or Maintenance
Contractor

1.3.9

Where Michael Lonsdale Group has the responsibility for the control of electrical danger for a system
or installation, and a contractor is to be employed by Michael Lonsdale Group to work on that system
or installation, the Michael Lonsdale Group representative responsible for the contract has a duty to
inform the contractor of and, if necessary to explain, the requirements of the relevant parts of these
Rules and Procedures, and their implications on the work or testing to be carried out.

1.3.10 The Michael Lonsdale Group representative responsible for the contract is to inform the Authorised
Person for the site involved that a contract has, or is to be let, for part of the installation for which
Authorised Persons have been appointed.

1.3.11 Specimen copies of the Electrical Safety Rule Book are to be included in the contract documentation.
The Michael Lonsdale Group representative responsible for the contract is to invite the Authorised
Person appointed for the site involved to liaison meetings between Michael Lonsdale Group and the
contractor(s) prior to work starting, to ensure a full understanding by all parties of the requirements of
these Rules and Procedures.
1.3.12 The Michael Lonsdale Group representative responsible for the contract is to ensure that an accurate
written record is made of all required safety related information and requirements conveyed to the
contractor. One copy is to be given to the contractor, and another is to be passed to the Authorised
Person appointed for the site involved for retention in the Electrical Safety Documents Register to
provide the basis of a legal defence in the event of an accident or dangerous occurrence.
1.3.13 A Contractors Project Manager is to be issued with a copy of the Electrical Safety Rule Book. This is
so the Project Managers Organisation is able to work in accordance with these Rules and Procedures.
1.3.14 Unless the contract requires the contractor to provide Authorised Persons to control the electrical
safety of the work, the Senior Authorised Person appointed for the site involved is to establish close
liaison from the outset with the contractors concerned to ensure that Permits to Work and Sanctions to
Test are issued as necessary. There is to be direct communication between the Authorised Persons
who are responsible for the site and the person(s) at risk.
For New Work before the System or Installation is accepted from the Contractor
1.3.15 During the construction period of the contract, the contractor(s) will have control of the electrical
danger and is to comply with all relevant Statutory Regulations. The contractor(s) is not required to
comply with these Rules and Procedures unless they are imposed by the conditions of contract.
1.3.16 Where it is known that Michael Lonsdale Group will eventually accept control of the electrical danger,
it is recommended that the Authorising Engineer, in conjunction with the Michael Lonsdale Group
Project Manager for the site involved, appoints an Authorised Person, as appropriate, to take
responsibility for the new systems or installations when they are officially handed to Michael Lonsdale
Group for day to day operation and maintenance.
1.3.17 The Authorised Person should liaise with the contractor's Project Manager in order to become familiar
with the systems or installations for which they will eventually take control of the electrical danger.
1.3.18 Where the contractor's Project Manager is responsible for part of a system or installation, the exact
extent of the contractor's responsibility is to be agreed in writing in accordance with Clauses 4.1 to 4.6
inclusive.
1.3.19 Before any installation is connected and energised to a permanent Michael Lonsdale Group
supply, the relevant electrical tests shall be witnessed by the Duty Authorised Person
appointed for the site to confirm the installation is safe to energise. This confirmation shall be
provided in writing to Michael Lonsdale Group by the contractor responsible for the
installation. Once energised, the relevant remaining electrical tests shall be witnessed by the
Duty Authorised Person appointed for the site, to confirm the installation is safe for continued
use. Electrical test certificates confirming the satisfactory commissioning of the installation,
and the appropriate hand over documentation shall be formally accepted by Michael
Lonsdale Group before the installation is accepted.
Where Michael Lonsdale Group is to Undertake Installation Work on an Existing System or
Installation for which Michael Lonsdale Group has Control of the Danger
1.3.20 Before any installation work is undertaken by Michael Lonsdale Group or its contractors on an existing
system or installation for which Michael Lonsdale Group has control of the danger, it is recommended
that Michael Lonsdale Group person responsible for that installation work is to liaise directly with the
Senior Authorised Person to ensure that the work is undertaken in accordance with these Rules and
Procedures.
Where Michael Lonsdale Group Provides a Temporary Electricity Supply to another Consumer
1.3.21 The temporary supply is to include a means of isolation provided by Michael Lonsdale Group. The
consumer's terminals of the temporary supply may be the outgoing terminals of the switch
disconnector or other clearly identified terminals.

1.3.22 Michael Lonsdale Group is responsible for the control of the electrical danger up to and including the
consumer's terminals. The consumer will be responsible for connecting to the terminals and for the
control of the electrical danger for the remainder of the downstream system. Installations must comply
with British Standards and the Electricity Safety, Quality and Continuity Regulations 2002.
Where Michael Lonsdale Group Provides a Permanent Electricity Supply to another Consumer
1.3.23 Before an installation is connected to the system for the first time, Michael Lonsdale Group should be
satisfied that the installation complies with British Standards and the Electricity Safety, Quality and
Continuity Regulations 2002.
1.3.24 Michael Lonsdale Group is responsible for the supply cable, the disconnecting device, metering
equipment and the conductors up to the supply terminals.
1.3.25 Michael Lonsdale Group is not responsible for the installation downstream of the supply terminals but,
if the installation is known to be unsafe or likely to cause interference to the system, the supply should
be discontinued until all defects are remedied.
Where a Distribution Network Operator Appoints Michael Lonsdale Group Authorised Persons
to Operate Their Equipment
1.3.26 A Distribution Network Operator may appoint a nominated Michael Lonsdale Group Authorised
Persons as appropriate to operate their equipment under defined conditions and in accordance with
defined procedures. In such cases, appropriate Authorised Persons are to be nominated by the
Authorising Engineer for appointment by the Distribution Network Operator.
1.3.27 Each nominated Authorised Person is to acknowledge, in writing, receipt of the agreement from the
Distribution Network Operator, and acceptance of the responsibilities after consultation with the
Authorising Engineer.
1.2.28 Copies of the agreement and acknowledgement are to be sent to the Authorising Engineer and placed
in the Electrical Safety Documents Register.
1.3.29 A copy of any relevant regulations of the Distribution Network Operator is to be available in each
nominated Authorised Person's office and at any other location required by the Distribution Network
Operator.
1.3.30 Any action taken by a nominated Authorised Person on behalf of the Distribution Network Operator is
to comply with the instructions of the Distribution Network Operator and is to be recorded in any
documentation required by the Distribution Network Operator.
1.3.31 Authorised Persons appointed by the Distribution Network Operator are, where practicable, to provide
advance warning to the Distribution Network Operator and the Authorising Engineer before
relinquishing such an appointment.

1.4

Provision of the Electrical Safety Rule Book
General

1.4.1

The Electrical Safety Rule Book includes extracts from these Rules and Procedures and has been
prepared for the benefit of all persons involved in operating, working on or testing electrical equipment
for which Michael Lonsdale Group is responsible and should be available for reference by those
persons.

1.4.2

The procedures included in the Electrical Safety Rule Book are to be followed by all Competent
Persons, Persons in Charge and by Trainees employed by Michael Lonsdale Group, or its agents,
whilst such persons are operating, working on or testing equipment covered by these Rules and
Procedures and are within a Michael Lonsdale Group site.

1.4.3

All persons issued with an Electrical Safety Rule Book are to have it available for reference whenever
they are operating, working on or testing equipment covered by these Rules and Procedures and are
within the Michael Lonsdale Group site.

Distribution
1.4.4

A copy of the Electrical Safety Rule Book is to be issued to: •

Authorised Persons.

•

Competent Persons required to work in accordance with these Rules and Procedures.

•

Contractor's Project Manager required to work in accordance with these Rules and
Procedures.

•

The Health and Safety manager.

•

Other persons as considered appropriate by an Authorising Engineer or the Authorised
Person.

Control and Issue
1.4.5

The Electrical Safety Rule Book includes a control page with spaces for details of the issuing
authority, the holder's name, signature, date of issue and date of return.

1.4.6

Each Authorising Engineer is to hold stocks of Electrical Safety Rule Books and is to personally
issue a book to each Authorised Person (Electrical).

1.4.7

Each Rule Book issued by an Authorising Engineer is to bear a serial number unique to that
Authorising Engineer.

1.4.8

Authorised Persons are to hold stocks of Electrical Safety Rule Books on behalf of their Authorising
Engineer and, within their areas of appointment, will be personally responsible for issuing a book to
each Michael Lonsdale Group Competent Person and each Michael Lonsdale Group Contractor’s
Competent Person.

1.4.9

Each person holding stocks of the Electrical Safety Rule Books are to maintain a register that includes
details of the issuing authority, the serial number of each Rule Book, the name and signature of each
person who has been issued with a book, the date of issue, the date of return and confirmation of
return.

1.4.10 Electrical Safety Rule Books are issued on loan and are returnable when the holder ceases to be
qualified to receive a copy.

2.0 Appointments, Role & Duties
2.1

General

2.1.1

This Section summarises the roles and duties of those who are involved in the management of the
Safe System of Work. It also identifies the specific and/or additional roles and duties connected with
the management of working with the respective Electrical Systems

The management structure, as detailed within these rules and procedures, shall consist of the
following:
Michael Lonsdale Group
Darren Woodhams
Electrical Director

Michael Lonsdale Group
Andy Shearlaw
Electrical Director

Authorising Engineer
Electrical
Visiting
On site
Michael Lonsdale Group
Project Manager

Authorised Person
Electrical

Person in Charge
Electrical

Competent Person
Electrical

Accompanying Safety
Person

2.1.2

The Michael Lonsdale Group Electrical Manager shall appoint a sufficient number, of Appointed
Persons as is necessary to comply with these Safety Rules and Procedures to cover operational
requirements.

2.1.3

The Authorising Engineer, with the assistance of the Electrical Directors, is responsible for
setting Company Policy with respect to all Michael Lonsdale Group Safe Systems of Work.

2.1.4

Michael Lonsdale Group employ an Authorising Engineer who has, as part of their normal duties,
specialist technical knowledge of the various aspects of their business activities. The Authorising
Engineer also has a responsibility for advising the Michael Lonsdale Group Electrical Manager on
issues relevant to their areas of specialisation, for their consideration on potential policy and
procedure changes.

2.1.5

The limitations of each Authorised Person will be specified on the Certificate of Appointment.

2.1.6

The Authorising Engineer and Authorised Person, risk control hierarchy to be adopted, where
applicable, is as follows:
• Where works are to be carried out in an area designated under the Dangerous Substances and
Explosive Atmosphere Regulations, Michael Lonsdale Group processes for work in potentially
Flammable Atmospheres is to be considered.
• Where any work is in a Confined Space, the Authorised Person (Confined Spaces) will be in

overall charge.

2.2 Electrical Directors
Role of the Electrical Directors
2.2.1

The role of the Electrical Directors, for the purpose of these Safety Rules and Procedures, is to act as
the appointed representative of the Michael Lonsdale Group Board and be the ultimate focal point for
the management and implementation of the Michael Lonsdale Group Safety Management System for
the identified high risk disciplines, where Michael Lonsdale Group have contractual responsibilities for
the operation and/ or maintenance of those systems.

Duties in Connection with Role
2.2.2

The Duties of the Electrical Directors is to:

•

Be the custodian of the Michael Lonsdale Group High Risk Safety Management System.

•

Be the Adjudicator and/or Arbitrator in issues concerning the Michael Lonsdale Group Safety
Management System.

•

Maintain professional competence.

•

Undertake suitability assessments of AEs appropriate to their discipline and issue Certificates of
Appointment as appropriate.

•

Undertake a review of an AE’s implementation of the audit process.

•

Liaise with AE in the development of individual AE training plans where appropriate.

•

Report to the AE where concerns associated with APs are identified.

•

Maintain and improve the Michael Lonsdale Group Safety Management System applicable to the
respective discipline.

•

Maintain a register of AEs for whom they have issued AE Certificates of Appointment.

•

Provide assurance that AE and AP resourcing is suitable and sufficient for the respective areas of
responsibility.

•

Ensure that all AEs are made aware of any information or notices relevant to their systems/areas as
soon as is reasonably practicable and ensure that they receive copies together with any appropriate
advice to prevent danger.

•

Ensure any amendments to the Michael Lonsdale Group Safety Management System are brought to
the attention of and are understood by all AEs.

•

Undertake incident/accident investigations as may be required.

2.3 Michael Lonsdale Group Electrical Manager
Role of the Michael Lonsdale Electrical Project Manager
2.3.1

The Role of the Michael Lonsdale Electrical Project Manager for the purpose of these Safety
Rules and Procedures is to be the Project Manager responsible for the management of the site
where Michael Lonsdale Group have contractual responsibilities for the operation and/or
maintenance where they are appointed.

Duties in Connection with Appointed Personnel
2.3.2

The Duties of the Michael Lonsdale Electrical Project Manager is to:

•

Ensure the management of a Safe Systems of Work under these Safety Rules and Procedures at
locations where Michael Lonsdale Group have contractual responsibilities for the operation of, or
work on Electrical Systems.

•

In the event that there is any doubt about the safety, interpretation, or application of the Safety Rules

or Local Operating Procedures by the Authorised Person Electrical or Person in Charge Electrical,
these concerns shall be referred to the Michael Lonsdale Group Authorising Engineer Electrical.
•

Ensure that no persons under their direct control shall be engaged on any work on electrical systems
unless they possess the specific technical knowledge and experience that is necessary to identify,
eliminate or reduce any risk of injury or property damage and are formally appointed for the role.

•

Ensure the Appointed Persons under their direct control are trained in accordance with
Section 6.0.

•

Consider nominations and the requirements for the training and assessment of Appointed
Persons Electrical in conjunction with the relevant Authorising Engineer Electrical in order
to identify suitable candidates.

•

Provide the relevant Authorising Engineer Electrical with a register of areas where Michael Lonsdale
Group have an Operational Responsibility within the Scope of these Safety Rules and Procedures
and ensure that Safe Systems of Work are set up, fully implemented, enforced, monitored and
audited.

•

Ensure that all persons for whom Michael Lonsdale Group have a contractual responsibility shall
have either, a personal copy of these Safety Rules and Procedures, or have access to a copy, in so
far as they relate to their work. They shall also ensure that such copies are returned if, and when,
those Appointments are cancelled, or when they leave Michael Lonsdale Group.

•

Ensure that all Appointed Persons Electrical who are responsible for, or carry out work, are formally
assessed by the appropriate person to demonstrate their understanding of the Safe Systems of Work
pertaining to the site, workplace or plant.

•

Appoint an adequate number of Appointed Persons Electrical and maintain a register of all
persons holding formal appointments as required by these Safety Rules and procedures,
including a register of Electrical Appointed Persons and Operatives.

•

Ensure that regular audits relating to these Safety Rules are carried out at site level by the
Authorising Engineer, in line with Section 7.0.

•

Ensure there is sufficient but only one Duty Authorised Person Electrical for any works
associated with the respective electrical systems.

•

Be aware of all relevant Safety, Technical and Environmental Directives, Bulletins, Alerts, and any
specific local procedures and instructions, to all Authorised Persons and Competent Persons within
their area of control.

•

Any queries or issues requiring clarification should be discussed with the relevant Authorising
Engineer Electrical or Authorised Person.

2.4 Authorising Engineer
Role of the Authorising Engineer
2.4.1

Within the area for which an Authorising Engineer has been appointed, the Authorising Engineer is
responsible for implementing, administering, monitoring and auditing the application of these Rules
and Procedures.
Duties in Connection with Authorised Persons

2.4.2

The Duties of the Authorising Engineer is to:

•

Initiate the training and appointment (or re-appointment) of sufficient Authorised Persons to provide
the necessary cover for all systems and installations for which Michael Lonsdale Group has control of
the electrical danger.

•

In conjunction with the Project Manager, nominate one Authorised Person as the electrical Authorised
Person for each site where more than one Authorised Person is appointed. The Authorised Person is
to act as a focal point for the Authorising Engineer and is to be responsible for co-ordinating the
actions of all the electrical Authorised Persons where more than one Authorised Person has been
appointed for the establishment.

•

The Authorising Engineer should be satisfied that each prospective Authorised Person: o

meets the qualification and training requirements of an Authorised Person.

o

is familiar with the systems, installations or equipment for all sites associated with
appointment.

o

can demonstrate adequate knowledge of each system, installation and type of equipment for
which authorisation is sought.

o

have attended a satisfactory interview with the Authorising Engineer or nominated
representative.

•

Issue to each Authorised Person a letter of appointment valid for a period not exceeding three years.

•

Define in writing, using drawings and diagrams if considered appropriate, the exact extent of the
systems and installations for which each Authorised Person is to be responsible.

•

Maintain a register of all Authorised Persons including their training records and their areas of
responsibility, plus any other relevant information regarding the authorisation.

•

If necessary, or on the instructions of the Project Manager, suspend the appointment of an Authorised
Person they have appointed by withdrawing their certificate of appointment. The Project Manager
should be advised of the corrective measures recommended to ensure the continued safe operation
of the electrical equipment, systems and installations.

•

Report to the Project Manager any deficiency in the number of suitably trained and experienced
Authorised Persons that significantly impairs Michael Lonsdale Group ability to control electrical
danger on the establishments for which the Project Manager is responsible. The report should include
recommendations for the measures deemed necessary to correct the situation.

•

Undertake comprehensive audits, on an annual basis in accordance with the application of these
Rules and Procedures to all systems and installations for which the Authorising Engineer has been
appointed.

•

Audit the performance and record the operational experience of each Authorised Person annual
intervals. These audits should pay particular attention to the operating records, the issue and
cancellation of permits and sanctions and should formally advise on any training or retraining
considered necessary including where it should be received.

•

In addition to the annual audit, review each Authorised Person's operational experience at intervals
not exceeding three years or more frequently if considered necessary. If the Authorising Engineer
considers that the operational experience of an Authorised Person has been inadequate to maintain
the required level of expertise, attendance on an approved refresher training course, or an initial
training course if considered appropriate, is to be arranged.

•

Arrange for each Authorised Person to attend an appropriate approved refresher training course at
intervals normally not exceeding three years.

•

If for operational reasons the Authorising Engineer is unable to re-appoint an existing Authorised
Person at the end of the three-year period, the appointment may be extended in writing for a period
not exceeding six months.
Other Duties in Connection with these Rules and Procedures

•

Notify the Project Manager of any known defect reports or Operational Restrictions issued by a
Distribution Network Operator, a manufacturer or supplier of electrical equipment, which is applicable
to equipment within the areas for which the Authorising Engineer is responsible.

•

Ensure that a system is in place to circulate relevant information on Operating Restrictions and
Dangerous Occurrences to all Authorised Persons.

•

Ensure that a system is in place to investigate any equipment subject of an Operating Restriction.

•

Investigate all Dangerous Occurrences and incidents involving electrical equipment, systems and
installations for which the Authorising Engineer is responsible.

•

Agree in writing with the Project Manager any local deviation from these Rules and Procedures that
may be necessary for their application to a particular item of equipment or location.

•

Where the meaning is not clear, agree with the Project Manager any interpretation of these Safety
Rules and Procedures.

•

Ensure that any amendments to these Safety Rules and Procedures are brought to the attention of,
and understood by, all Authorised Persons.
Live Working by Competent Persons

•

Where live working is considered appropriate, give written authority to the Authorised Person for the
work to be carried out. The authority is to include:
o

confirmation that the task specific risk assessment(s) and method statement(s) are
suitable and approved for use by referencing dates and serial numbers as appropriate.

o

The site to which the authority applies.

o

Acceptance of the reasons that make live working unavoidable.

o

The specific equipment on which live working is permitted (this may be included on the task
specific risk assessment(s) and method statement(s)).

o

The extent of the work allowed (this may be included on the task specific risk assessment(s)
and method statement(s)).

o

Any limitations to the work imposed for safety reasons.

o

Whether the authority is for a single operation (such as a repair or modification), or for a
repetitive task (such as removal of fuses from a live Switch panel or feeder pillar, routine
maintenance, adjustment, etc.).

o

Any additional safety precautions to be taken.

Note 1. The disconnection and removal of a live fuse from a feeder pillar by physically pulling
it out by hand should be considered to be live working.
Note 2. The disconnection of a live fuse from a feeder pillar using a spring assisted operating
device may be considered as non-live working provided that the feeder pillar remains
IP2X when the fuses have been removed.
Qualifications and Experience Required for Appointment
2.4.3

To be eligible for appointment, a prospective Authorising Engineer shall:

•

Be an Incorporated Engineer, Chartered Engineer or be able to demonstrate a suitable level of
competence having achieved a suitable level of seniority working with both HV and LV systems and
have a minimum of five years’ relevant professional experience.

•

Have satisfactorily completed an approved Authorising Engineer training course within the last three
years or within six months of a first-time nomination.
Note.

If the Electrical Directors is satisfied that equivalent training has already been
received, the need to attend this specific training course may be waived.

•

Be familiar with the different types of equipment, installations and systems in use within the site for
which appointment is sought.

•

Have a basic knowledge of the systems and installations in use on the sites, for which they will
become responsible, and become familiar with the more complex systems.

•

Be an employee of Michael Lonsdale Group. However, the nominee may be a consultant engineer
engaged by Michael Lonsdale Group who meets the above criteria.

•

Be able to demonstrate their competency and suitability for the role by demonstrating a good
understanding of the tasks involved and knowledge of these Electrical Safety Rules and Procedures,
prior to appointment through a formal assessment arranged by the Project Manager.

•

Have adequate knowledge of and, within the last three years, have successfully completed an
emergency first aid training course.
Appointment of an Authorising Engineer

2.4.4

An Authorising Engineer is to be appointed in writing by the Electrical Directors.

2.4.5

Model letters of appointment are indicated in Appendix D.

2.4.6

An Authorising Engineer is to be appointed or re-appointed for defined systems and installations for a
period not exceeding five years. Appointment procedure is to be in accordance with Appendix D.

2.4.7

A person should be nominated by the Authorising Engineer and appointed by the Electrical Directors
to provide absence cover or deputise for the Authorising Engineer. Any person appointed, should, as
far as is reasonably practicable, meet the required criteria and be acceptable to the Project Manager.
Withdrawal of Approval of Appointment

2.4.8

The appointment of an Authorising Engineer may be withdrawn at any time by the Electrical Directors
who shall inform the Authorising Engineer, in writing, of the decision and the reason for this action.

2.5 Authorised Person
Role of Authorised Persons
2.5.1

The Authorising Engineer will appoint sufficient persons to be Authorised Persons for each system or
installation:
•

Authorised Person: Where more than one Authorised Person has been appointed for a
system or area, one of the Authorised Persons is to be appointed as the Senior Authorised
Person. This appointment will be by agreement Michael Lonsdale Group Electrical DIrectors
and the Authorising Engineer.

•

Duty Authorised Person: The Authorised Person on duty is to be solely responsible for the
practical implementation and operation of these Rules and Procedures for the systems and
installations for which the Michael Lonsdale Group has control of the danger and for which the
Authorised Person has been appointed. This person is to be referred to as the Duty
Authorised Person.

2.5.2

The Duty Authorised Person's instructions and decisions on electrical matters are final and are to be
complied with. In the case of a dispute, the Duty Authorised Person is to stop the work or test and
refer the matter to the Authorising Engineer for adjudication via the Senior Authorised Person.

2.5.3

More than one Authorised Person may be appointed for a system or installation but, at any one time,
only one Authorised Person is to be on duty. Each transfer of responsibility between Authorised
Persons is to be recorded in the Site Electrical Logbook. The name of the Duty Authorised Person is
to be readily available to the Michael Lonsdale Group Electrical Manager and is to be displayed
behind the glass of the Mimic Diagram or near the Working Key Cabinet in a position that can only be
altered by an Authorised Person using an Authorised Person Key.
Duties of Authorised Persons

2.5.4
•

The Duties of the Authorised Person is to:
Ensure, so far as is reasonably practicable, that all personnel within the establishment observe and
comply with the requirements of these Rules and Procedures.

•

Issue and cancel permit within the Electrical Safety file in accordance with these Rules and
Procedures for the systems, installations and equipment for which the Authorised Person has been
appointed.

•

Withdraw permits if the Competent Person fails to follow these Rules and Procedures, or if an
unexpected hazard arises or if danger becomes apparent.

•

Before any Protective Equipment is used, for which the Authorised Person is responsible, carry out an
inspection to ensure it is in a satisfactory condition and safe to use.

•

Inform the Duty Authorised Person of any defects found in electrical equipment and of any dangerous
practices observed in the course of the Authorised Person's normal duties.

•

Inform the Duty Authorised Person of any dangerous occurrence or incident.

•

Instruct personnel, who are required to operate electrical equipment, which is under the control of the
Authorised Persons, in the safe use of the equipment, and advise on the hazards arising from
improper operation.

•

Arrange for, supervise or undertake cable detection or location work within the geographical area of
the Authorised Person’s appointment.

•

Whenever practical, the Duty Authorised Person is to invite a prospective Authorised Person to attend
suitable and sufficient events to meet the requirements of their training, experience and familiarisation
for the equipment, systems and installations for which they are appointed.

•

A newly appointed Authorised Person is to review each Competent Person’s appointment as soon as
practicable.
Roles and Duties of Authorised Persons

2.5.5

The role and duties of the Authorised Person are, within the geographical areas or locations of
appointment, to include:

•

Ensure that all amendments to the Electrical Safety Rule Book are brought to the attention of, and
understood by, all Michael Lonsdale Group Authorised Persons and Competent Persons.

•

Assess and appoint Michael Lonsdale Group Competent Persons for defined work within the
limitations of Table LV1 of these Rules and Procedures and review their appointments at intervals not
exceeding three years.

•

Maintain a register of Competent Persons appointments including dates of appointment; the date the
appointment is due to expire, details of training and training dates. This register is to be kept in the
Electrical Safety Documents Register with copies of all current Competent Persons certificates.

•

Co-ordinate the actions of all other electrical Authorised Persons within the area of appointment.

•

Act as the focal point for all other electrical Authorised Persons on matters related to health and
safety, particularly on matters relating to the prevention of danger.

•

Ensure that all Protective Equipment, Test Equipment and Portable Earthing Equipment for which
Authorised Persons are responsible is listed in the Authorised Persons Electrical Safety Documents
Register, is periodically inspected, calibrated and is maintained in accordance with the manufacture's
recommendations and is in good condition.

•

Record the results of annual inspections of the Protective Equipment, Test Equipment and Portable
Earthing Equipment in the Electrical Safety Documents Register.

•

Inform the Project Manager, as soon as is reasonably practicable, verbally and in writing, of any
defects in equipment and any dangerous practices reported by the electrical Authorised Persons or
Competent Persons.

•

Inform the Authorising Engineer of any Dangerous Occurrences or incidents.

•

Agree with the Project Manager the procedure to be adopted for informing others, who may be
concerned, in the event of a Dangerous Occurrence or incident.

•

Agree with the Project Manager the address and telephone number for the constantly manned
location to be displayed outside each Substation

•

Examine a sample of maintenance records to ensure that periodic maintenance work has been
undertaken.

•

Periodically examine the Site Electrical Logbook and the Electrical Safety Documents Register to
ensure that they are properly kept.

•

Periodically examine the electrical distribution system and installation record drawings to ensure that
they are up to date.

•

If for operational reasons the Authorised Person is unable to re-appoint an existing Competent Person
at the end of the three-year period, the certificate of appointment may be extended, in writing for a
period not exceeding six months.

•

Arrange absence cover for Authorised Persons

•

At frequencies agreed with the Michael Lonsdale Authorised Persons, periodically examine all fire
extinguishers held in indoor substations and switch rooms that are kept locked and are under the
control of the Authorised Persons for electrical reasons.

Note

The above includes some of the more important additional roles and duties of the
Authorised Person but it is not intended to be a comprehensive list.

Qualifications, Training and Experience Required for HV Appointment
2.5.6

Prospective HV Authorised Persons are to be nominated by the Electrical Directors and appointed by
the appropriate Authorising Engineer using the Model Letter in Appendix E.
HV Authorised Person

2.5.7

To be eligible for appointment as an Authorised Person - (for High Voltage electrical distribution
systems plus, if required, the duties of an Authorised Person as indicated below), the prospective
Authorised Persons shall:
Note.

Any of the following requirements may be omitted or amended at the discretion of the
appropriate Authorising Engineer, who shall fully document the reasons for the
decision.

•

Have 4 years’ industry experience.

•

A technician with a sound technical engineering background who is qualified to an appropriate
level with a minimum of four years’ experience as an Authorised Person or similar position.

•

Be an employee of the Michael Lonsdale Group, with a minimum of two years.

•

Have an adequate knowledge of these Rules and Procedures, any agreed local deviations,
and of those Regulations listed at Appendix H that are applicable to the systems and
installations for which the appointment is sought.

•

Be technically competent and qualified to safely operate, and make safe to work on or test,
the equipment, systems or installations and for which appointment is sought.

•

Be familiar with the equipment, systems or installations for which appointment is sought
including, where applicable, work on or near live high voltage electrical equipment.

•

Have successfully completed an approved Authorised Persons initial training course within
the last three years or within six months of first-time nomination.

•

Be able to show their competency and suitability for the role by demonstrating a good
understanding of these Rules and Procedures and of the tasks involved in their application,
prior to their appointment, through a formal interview carried out by the Authorising Engineer.

•

Have adequate knowledge of and, within the last three years, have successfully completed an

emergency first aid training course.
2.5.8

A person not directly employed by Michael Lonsdale Group, who is to be appointed as an Authorised
Person, is to comply in all respects with the requirements of these Rules and Procedures
Appointment and Re-Appointment of Authorised Persons

2.5.9

An Authorised Person is to be appointed (or re-appointed) by the Authorising Engineer for defined
systems and installations, for periods not exceeding three years. Appointment and re-appointment
are to be by the issue, and acceptance, of a letter of appointment signed personally by the Authorising
Engineer. Letters of appointment (or re-appointment) and acceptance of the appointment should be
in the form illustrated in Appendix E.

Review of Authorised Persons' Appointments
2.5.10 Each Authorised Person's appointment is to be reviewed by the Authorising Engineer at intervals not
exceeding three years and prior to re-appointment.
Appointment of Duty Authorised Persons
2.5.11 Where more than one Authorised Person has been appointed for a system or area, one of the
Authorised Persons is to be appointed as the Duty Authorised Person. This appointment will be by
agreement between the Michael Lonsdale Group Project Manager and the Authorising Engineer.
2.5.12 Where only one Authorised Person has been appointed for a system or installation, the Authorised
Person may be asked to carry out some co-ordinating and reporting responsibilities by the appropriate
Senior Authorised Person.
Suspension or Withdrawal of Appointment
2.5.13 The appointment of an Authorised Person may be suspended or withdrawn by the Authorising
Engineer, who is to take the following actions:
•

•

Inform in writing the Authorised Person and Senior Authorising Engineer giving the following
information:
(1)

The reasons for the suspension or withdrawal.

(2)

Details of any further training or experience considered necessary before reappointment.

(3)

The expected duration of the suspension or withdrawal.

Arrange a meeting with the Authorised Person and Senior Authorising Engineer to discuss the
suspension or withdrawal and any action necessary to maintain the availability of Authorised
Persons.

2.5.14 On suspension or withdrawal of appointment, the Authorised Person is to return the original letter of
appointment to the Authorising Engineer who is to destroy the original and cancel all copies. Where
applicable the Authorising Engineer is also to advise the Senior Authorised Person to change the
combination of the Authorised Person’s key box.

2.6

Competent Person Electrical
Role of the Competent Persons

2.6.1

A Competent Person is to undertake work or testing in accordance with the Electrical Safety Rule
Book and, while so doing, is to ensure that all necessary safety measures are taken to avoid danger
and injury to themselves and others, and to prevent damage to equipment.

2.6.2

Competent Persons are to be aware of the extent and limits of the work or testing to be undertaken
and any constraints on the sequence or method of working or testing.

2.6.3

Competent Persons are to take all reasonable care for their own and other person’s health and safety.

2.6.4

A Competent Person is to only work on or test installations and equipment for which they have been
formally appointed in writing in accordance with these Rules and Procedures.
Role of the Competent Person in receipt of a Safety Document

.
2.6.5

The Competent Person is to undertake work or tests in accordance with the Electrical Safety Rule
Book and the instructions issued by the Duty Authorised Person, and while so doing, is to ensure that
all necessary safety measures are taken to avoid danger and injury, and to prevent damage to
equipment.

2.6.6

Unless it is unavoidable the Competent Person is not to leave the location of the work or test until the
task is completed. If the Competent Person has to temporarily leave the location of the work or test,
the task is to be suspended and adequate safety precautions taken to prevent Danger. The work or
test is not to be resumed until the Competent Person has returned to the location of the work or test
and where relevant re-confirmed any conductor’s dead.

2.6.7

Where the work has to continue at the end of the Competent Persons normal working shift, the
Competent Persons permit is required to be returned to the Authorised Person who will cancel it and
issue another permit to another Competent Person who will continue with the task.

2.6.8

Having accepted a permit or sanction, the Competent Person may only undertake or supervise the
work or test specified until the task is complete and the Competent Person has signed Part 3 of the
permit or sanction retained in the pad. Neither Competent Person, nor any person under the direct
control of the Competent Person is to attempt to undertake any other duties.
General

2.6.9

The competence of an individual is to be judged against the specific type of work or test to be
undertaken and related to the person’s particular knowledge, training and experience. An assessment
of the individual is to be carried out to determine the degree of supervision necessary having regard to
the nature of the work or test to be undertaken.
Qualifications and Experience Required for Appointment of Michael Lonsdale Group
Competent Persons

2.6.10 To be eligible for appointment, prospective Michael Lonsdale Group Competent Persons shall:
•

Be an employee or engaged by Michael Lonsdale Group.

•

Be able to demonstrate their competence to undertake work on, and testing of, the types of
equipment included in Table LV1 of these Rules and Procedures.

•

Be familiar with the types of installation and equipment that they will be required to work on or
test.

•

Possess the necessary technical knowledge, skill and experience relevant to the nature of the
work or tests to be undertaken (including, where applicable, work on or near live low voltage
electrical equipment and working or testing in Hazardous Areas), to prevent danger and,
where appropriate, injury.

•

Normally, have successfully undertaken technical training and grading administered by the
Joint Industry Boards, the Electricity Supply Industry training scheme, or some equivalent
form of training and experience acceptable to the Authorised Person.

•

Have an adequate knowledge of the relevant parts of these Rules and Procedures, any
agreed local variations, which are applicable to the installations and equipment on which
work, or tests are to be undertaken.

Appointment and re-appointment of Michael Lonsdale Group Competent Persons

2.6.11 A Michael Lonsdale Group Competent Person is to be appointed (or re-appointed) for defined
equipment, systems or installations for a period not exceeding three years using an application form
similar to the Model Letter in Appendix F.
2.6.12 The prospective Michael Lonsdale Group Competent Person is to be nominated by the Michael
Lonsdale Group Electrical Authorised Person, for defined work on defined equipment, systems or
Installations within the limitations of Table LV1 of these Rules and Procedures.
2.6.13 The prospective Competent Person is to attend a formal interview with the Authorised Person
appointed for the system or installations for which the appointment is sought.
2.6.14 Appointment of a Michael Lonsdale Group Competent Person will be by the issue of a Competent
Person Certificate, as Model Form No.9 in Appendix A, using the appointment procedures and the
model letters of appointment and acceptance suggested in Appendix F.
2.6.15 The Authorised Person is to give a copy of the certificate of appointment to the Michael Lonsdale
Group HR and learning and development.
2.6.16 A copy of the certificate is to be placed in the Electrical Safety Documents Register.
2.6.17 The Authorised Person is to maintain a register of all Michael Lonsdale Group Competent Persons
appointments that is to be kept in the Electrical Safety Documents Register with the certificates of
appointment.
2.6.18 The Authorised Person, and each newly appointed Authorised Person as soon as practicable, are to
review each Michael Lonsdale Group Competent Person's appointment at intervals not exceeding
three years.
2.6.19 If an Authorised Person is of the opinion that a Competent Person is not carrying out work or testing in
accordance with these Rules and Procedures, or is working or testing in an unsafe manner, the
Authorised Person is to stop the work or test, have the equipment or installation made safe and the
Competent Person removed from the working area.
Suspension or Termination of Appointment
2.6.20 An Authorised Person has the authority to suspend the appointment of a Michael Lonsdale Group
Competent Person at any time and withdraw the certificate of appointment. The Authorised Person
must advise the Senior Authorised Person of such action as soon as reasonably practicable. The
Authorised Person is to notify all other Authorised Persons appointed for the system or installation and
the Michael Lonsdale Group Competent Person’s line manager of the suspension or termination.
2.6.21 On suspension or termination of appointment, the Michael Lonsdale Group Competent Person is to
return the original certificate of appointment to the Senior Authorised Person, who is to destroy it. The
copy of the certificate, held in the Electrical Safety Documents Register, is to be overwritten with the
word "CANCELLED", followed by the date of cancellation, and is to be countersigned by each of the
Authorised Persons and by the Michael Lonsdale Group Competent Person to whom the certificate
refers and retained in the Electrical Safety Documents Register for three years following the date of
cancellation.
2.6.22 The Authorised Person is to advise the Project Manager and the person concerned of the reasons for
the suspension or termination of appointment and recommend any training or other action considered
necessary.
Contractors' Competent Persons
2.6.23 The contractor is responsible for ensuring that the Contractor's Competent Persons employed on
Michael Lonsdale Group work are of a standard equivalent to that described in these Rules and
Procedures and is to provide the Authorised Person with a certificate or letter of competence detailing
the technical knowledge and experience of the person involved.
2.6.24 The Authorised Person is to appoint the contractor’s Competent Person for defined work on defined
equipment, systems or installations within the limits of Table LV1 of these Rules and Procedures.

2.6.25 The Authorised Person is to give a copy of the Electrical Safety Rule book during their Safety

Induction and the AP also requires proof of their areas of competency from the contractor’s line
manager.
2.6.26 The Authorised Person is to maintain a register of all contractors Competent Persons appointments
that is to be kept in the Electrical Safety Documents Register with the contractor’s certificates of
competence.
2.6.27 The Authorised Person, and each newly appointed Authorised Person as soon as practicable, are to
review each contractors Competent Person's appointment at intervals not exceeding three years.
2.6.28 If an Authorised Person is of the opinion that a Competent Person is not carrying out working in
accordance with these Rules and Procedures, or is working in an unsafe manner, the Authorised
Person is to stop the work, have the equipment or installation made safe and the Competent Person
removed from the working area.

2.7 Accompanying Safety Person
Role of the Accompanying Safety Person
2.7.1

The Accompanying Safety Person is a person, not directly involved in the work or test, who has
adequate knowledge, experience and ability to avoid danger, keep watch, prevent unauthorised
interruption of the work or test, be able to apply first aid and summon help.

2.7.2

The Accompanying Safety Person is to have received training in emergency first aid in accordance
with these Rules and Procedures.

2.7.3

The Authorised Person, or the Competent Person, as appropriate, who will be responsible for the
work or test to be attended, is to ensure that the Accompanying Safety Person understands their
intended role and fully understands how to disconnect the equipment being worked on or tested from
all sources of supply and how to switch off any test equipment or disconnect it from its source of
supply.

2.7.4

The Accompanying Safety Person is to be in attendance where the Duty Authorised Person considers
it necessary and in the following circumstances:

•

Whilst equipment is being proved dead in accordance with Tables LV2, HV1, HV2.

•

Whilst equipment is being earthed, other than by means of a switch or circuit breaker, in accordance
with Tables LV2, HV1, HV2.

•

Where equipment cannot be proved dead until the Competent Person has made conductors
accessible in accordance with Tables LV2.

•

Where working or testing in accordance with Table LV1 when the means of isolation is not positively
identified.

•

Whilst inspection, fault finding, or testing is being undertaken on live Low Voltage Equipment in
accordance with Clause 26.18.

•

Whilst work is being undertaken on live Low Voltage Equipment.

•

Where it is not practicable to prove the equipment dead until conductors have been made accessible,
this is in addition to the Duty Authorised Person and any Competent Persons involved in making the
conductors accessible.

•

Whilst the Authorised Person is spiking a cable.

•

Whilst testing is being undertaken at High Voltage.

•

Whilst a High Voltage potential indicator is in use.

•

Whilst voltage and phasing tests are being undertaken at High Voltage.

•

Whilst any person is opening or working in a High Voltage Enclosure.

3.0 General Arrangements
3.1 General
3.1.1

Where Michael Lonsdale Group are contractually mandated, compliance with these
Safety Rules is mandatory for all persons working on or testing Electrical Systems
under the control of the Michael Lonsdale Group from their initial specification and
design though their installation to their eventual operation. The client or those
specifying works must consider the needs of the operators of the systems to be able to
isolate equipment for maintenance and the design must incorporate adequate
switchgear to accommodate safe isolation of equipment.

3.1.2

The AE and AP’s for the site are to be available to provide advice on the application
of these rules to any new installations and to be available to review tender drawings
for compatibility with the requirements of these Safety Rules and Procedures.

3.1.3

The Commissioning Engineer for any new works with respect to Electrical Systems must
be fully conversant with the requirements of the Safety Rules and take these into
consideration when commissioning the plant. The AE and/or AP’s for the site are to be
included in both snagging and handover meetings for new works to enable compliance
with these rules. As part of the handover procedures, the installer must include an
adequate period of training for the Authorised Person/s and Skilled Person/s who will be
responsible for the maintenance of the equipment.

3.2 Demarcation Agreements
3.2.1 Where elements of an Electrical System, or services are either received from, or
supplied to a third party, a demarcation agreement must be drawn up setting out the
exact point(s) of demarcation, and the responsibilities of all parties to the agreement.
3.2.2 A drawing marked with the demarcation points must accompany the agreement.
As a general rule demarcation points are to be immediately upstream or downstream of
respective switchgear to aid isolation and provide an easily identified demarcation point.
3.2.3 The Demarcation Agreements are to be agreed and accepted by the Authorising
Engineer. Copies of the agreements are to be held within the respective site
records.

4.0 Management Arrangements
4.1

Operating Records
General

4.1.1

For each geographical area for which Authorised Persons have been appointed, records are to be
kept as listed in the following sections. These records are to be accurate and kept up to date.
Electrical Safety File

4.1.2

For each geographical area for which Authorised Persons have been appointed, a suitable filing
system entitled “Electrical Safety File” is to be prepared. This is to be clearly and indelibly marked
with the name of the site, location, system or installation to which it refers and is to be kept in a secure
location when not in use.

4.1.3

The Register is to contain, in separate sections and across 2 file systems, a copy of each of the
following:
•

Authorised & Competent Person Appointment Sheets

•

Authorised & Competent Person Matrix

•

Isolation & Lock Off Register

•

Permit to Work (Dead) / Near Live Electrical Equipment

•

Sanction to Test (Live)

•

Request for Isolation

•

Request to Power On

•

Request for Escorted Access Permit

•

Project Schematic(s) & Floor Plans

•

Project Electrical Safety Event Log

•

Handbook for Electrical Safety Acceptance Sheets

•

Electrical Safety Rules & Procedures

•

Permit Issue Register (folder 2)

•

Live Permits (folder 2)

•

Closed / Cancelled Permits (folder 2)

4.1.4

Each document added to a section of the register is to be sequentially numbered.

4.1.5

Documents in the register are to be retained for a period of three years after the date of their
cancellation or termination.

4.1.6

The document register is also to contain a reference copy of the current edition of these Rules and
Procedures.

4.2

Safety Locks and Safety Key Boxes
General
Safety Locks

4.2.1

Safety Locks are to be padlocks having only one key that is different from all other keys in use on the
electrical distribution system. Safety Locks are to be indelibly coloured red and each Safety Lock and
its key are to have the same unique serial number for ease of identification.

4.2.2

Safety Locks are to be used only in accordance with these Rules and Procedures.

4.2.3

Before a Permit to Work is issued, and before a Competent Person commences work on low voltage
equipment, Safety Locks are to be applied, wherever practicable, at all points of isolation and at all
points where Temporary Earths are applied.

4.2.4

Before a Sanction to Test is issued Safety Locks are to be applied, wherever practicable, at all points
of isolation and at all points where Temporary Earths are applied.

4.2.5

A multi-locking device is to be used where more than one Competent Person is to work on equipment
and it is not otherwise possible to apply more than one Safety Lock.

4.2.6

The keys for Safety Locks currently in use by the Authorised Persons in conjunction with the issue of
Permits to Work or, Sanctions to Test are to be placed in one or more Safety Key Boxes.

4.2.7

When not in use, Safety Locks and keys are to be kept in a secure location.

4.2.8

Competent Persons should have on their person their own Safety Locks and keys. All such locks and
keys are to be uniquely identified.

4.3

Keys, Key Cabinets and Mimic Diagrams
General

4.3.1

All reference within this section to an Authorised Person is to be taken to mean “either Authorised
Person” depending on the equipment involved (see the definitions in section 8 of these Rules and
Procedures).
AP Cabinet

4.3.1

The Project AP is to have their own secure and robust cabinet with 2 keys.

4.3.2

One key is to be in the procession of the AP, the second is to be stored with a combination lock box
within the project site office. This code is to be set by the AE and to be only used in an emergency. If
used the AE is to re-set the code.

4.3.3

Items to be stored in the cabinet are:
•

Electrical Safety Folder 1 & 2

•

Lockable key box which will all hold all switchroom keys and keys for switchroom key boxes

•

Approved Voltage indicator with proving unit

•

Safety Padlocks

•

Lock off clasps

•

Caution signage

•

Protective Equipment

•

Any relevant test equipment

Suited Lock System
4.3.4

Where a system of suited locks is used, the system of suiting is to be displayed within or adjacent to
the Authorised Persons Key Cabinet or the Mimic Diagram.

4.3.5

A system of suited locks may only be provided on the written authority of the Authorising Engineer,
that must fully document and detail as a minimum:

4.3.6

•

the system of suiting to be used.

•

the levels of access allowed.

•

the number of keys allowed for each level of access.

•

the level of security required for the keys.

•

who the keys may be held by and for what purpose.

•

whether a modified system of key cabinets is to be used.

•

whether an Authorised Persons Key Box is to be used.

•

any other relevant information required by the Authorising Engineer.

Where keys to suited locks are issued to a person other than an Authorised Person, the specific use
and purpose intended for the key is to be detailed on a permit to work issued to that person.

Lockable Document Cabinet
4.3.7

All documents specified in these Rules and Procedures are to be kept in a Lockable Document
Cabinet situated in the same room as the AP’s Cabinet. The Lockable Document Cabinet is to be kept
locked when not in use and the key kept in the AP’s procession.
Mimic Diagram

4.3.8

Either a glass covered, or electronic Mimic Diagram is to be provided for any high voltage distribution
system that includes a ring circuit, an automatic start generating set or a fixed uninterruptible power
supply. A Mimic Diagram may also include, or be provided for, other electrical systems or installations.

4.3.9

Where provided the Mimic Diagram is to be permanently installed in the same room as the AP’s
Cabinet. The glass cover of the Mimic Diagram is to be kept locked to prevent unauthorised
adjustment of the diagram. Adjustment of an electronic mimic is only to be possible using the
Authorised Persons key or a password.

4.3.10 The Mimic Diagram should reflect the operational state of the system it represents at all times.

4.4

The Use and Provision of Protective, Test and Earthing Equipment
General
Protective Equipment

4.4.1

Appropriate Protective Equipment is to be provided by Michael Lonsdale Group. It shall be readily
available at all times to those who need it. It is to be worn or used whenever necessary to avoid
danger and injury and as required by these Rules and Procedures. Examples of suitable Protective
Equipment are given in Appendix C.

4.4.2

Only Protective Equipment suitable for the purpose is to be provided by Michael Lonsdale Group and
its contractors. Protective Equipment provided by the Competent Person employed by a contractor
may be used if the Duty Authorised Person agrees. Such use is to be recorded on the permit or
sanction.

4.4.3

Protective Equipment is to be inspected by the user for visible defects prior to use. any suspect item is
not to be used. Any suspect item is to be reported to the Duty Authorised Person who is to notify the
Authorised Person who is to consider its withdrawal and its replacement.

4.4.4

Unless more frequent intervals are specified in Appendix C, the Authorised Person is to inspect each
item of Safety Equipment provided by Michael Lonsdale Group at least once a year for defects and
wear and is to take remedial action where necessary. These inspections are to be recorded in the Site
Electrical Logbook.
Test Equipment

4.4.5

The Authorised Person is to arrange for the necessary Test Equipment to be available when required.
Examples of suitable Test Equipment are given in Appendix C.

4.4.6

Test Equipment is to be inspected by the user for visible defects on each occasion prior to use.

4.4.7

Unless more frequent intervals are specified in Appendix C, the Authorised Person is to inspect each
item of Test Equipment provided by Michael Lonsdale Group at least once a year for defects and is to
take remedial action where necessary. These inspections are to be recorded in the Site Electrical
Logbook.

4.4.8

Test Equipment is to be maintained and, where appropriate, re-calibrated, in accordance with the
manufacturer's instructions.
Earthing Equipment

4.4.9

Proprietary Earthing Equipment shall be used where available, where none is available. a suitable
device designed for the purpose is to be used. Examples of suitable Earthing Equipment are given in

Appendix C.
4.4.10 Portable Earthing Equipment is to be inspected by the user before each use.
4.4.11 The Authorised Person is to inspect Portable Earthing Equipment provided by Michael Lonsdale
Group every 6 months and the inspection recorded in the Site Electrical Logbook.

4.5

Operational Restrictions
General

4.5.1

The Electrical Directors/ Authorising Engineer shall have a procedure in place to ensure that each
Operating Restriction received is passed as soon as reasonably practicable to each on the site for
action.
On receipt of an Operational Restriction, the Authorising Engineer to notify the Authorised Person that
the restriction has been received and advise whether or not the subject equipment forms part of the
systems or installations for which the Authorised Person is responsible.

4.5.2

4.5.3

Where the equipment to which the Operational Restriction refers forms part of the local systems and
installations, the Authorised Person is to:
•

place a copy of the Operational Restriction, signed by each Authorised Person, in the
Switchgear Maintenance and Operating Instructions.

•

arrange for any inspection and remedial work required.

•

where the Mimic Diagram depicts the equipment referred to in the restriction, each item on
the mimic is to be marked to indicate the existence of an Operating Restriction. Where
considered necessary fix warning signs on each item of equipment involved.

•

report the satisfactory completion of any remedial works to the Authorising Engineer.

The Authorised Person is to ensure that copies of the inspection reports and details of any remedial
work undertaken are:

.
•

forwarded to the Authorising Engineer.

•

forwarded to the Michael Lonsdale Group Electrical Manager.

4.5.4

The termination of an Operational Restriction is to be noted in the Site Electrical Logbook.

4.5.5

On termination of an Operating Restriction:

4.5.6

•

the copy of the Operational Restriction held in the Electrical Safety Documents Register is to
be overwritten with the word "CANCELLED" followed by the date of cancellation,
countersigned by each Authorised Person and retained in the register.

•

the copy of the Operational Restriction held in the Switchgear Maintenance and Operating
Instructions folder is to be overwritten with the word "CANCELLED" followed by the date of
cancellation and retained in the register.

Any Authorised Person receiving or discovering an Operational Restriction imposed by a Distribution
Network Operator or equipment manufacturer is to notify without delay, the Authorised Person, who in
turn is to notify the Authorising Engineer and the Project Manager.

4.6

Dangerous Occurrences and incident reporting
General

4.6.1

All Dangerous Occurrences and incidents are to be reported to the Authorised Engineer by Authorised
Persons or Competent Persons as soon as reasonably practicable.

4.6.2

The Authorised Person is, without delay or as soon as practicable, to send a preliminary report of the
Dangerous Occurrence or incident to the Authorising Engineer and the Michael Lonsdale Group
Electrical Manager

4.6.3

Any notifications and reports required to satisfy Statutory or other Michael Lonsdale Group
requirements are to be issued

4.6.4

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR), will require
certain Dangerous Occurrences and Accidents to be reported to the Enforcing Authority (HSE), by the
Michael Lonsdale Group Electrical Manager. The Michael Lonsdale Group Electrical Manager is to
liaise with the Authorising Engineer on receipt of the preliminary report required in 4.6.2 to determine
if the dangerous occurrence or incident is reportable under RIDDOR.

4.6.5

The Authorising Engineer is to investigate each Dangerous Occurrence and issue a report to the SAE,
Electrical Directors and Michael Lonsdale Group Electrical Manager. The report is to be sufficiently
detailed to enable the sequence of events leading to the occurrence to be determined. Where
reasonably practicable the report is to include photographs taken before any items of equipment
involved in the Dangerous Occurrence or incident are disturbed.

4.7

Display of Permanent Safety Signs and Posters
Display of Permanent Safety Signs

4.7.1

Permanent Safety Signs are to be securely and permanently fixed in accordance with the clauses in
this section.

4.7.2

Where Michael Lonsdale Group is responsible for providing a new installation (including an extension
to an existing installation), Michael Lonsdale Group are to provide the appropriate permanent Safety
Signs.

4.7.3

A Danger Sign in accordance with figure P1 of Appendix B is to be displayed on any pole that
supports high or low voltage conductors or equipment.

4.7.4

A Danger Sign in accordance with figure P1 of Appendix B and a notice identifying the installation
are to be displayed in a prominent position, at every angle of approach, outside every
substation and high voltage standby set house to comply with The Electricity Safety, Quality and
Continuity Regulations 2002. The notice identifying the installation is to include an address or
telephone number where a person appointed by the owner of the equipment will be in constant
attendance. The sign and notice may be combined in accordance with figure P2 of Appendix B.

4.7.5

Substations having electrical equipment containing sulphur hexafluoride gas (SF6) should have a
warning sign indicating its presents in accordance with figure P3 of Appendix B.
Display of Posters

4.7.6

Where Michael Lonsdale Group has control of the danger; the Authorising Engineer is to carry out an
assessment to determine the requirement and location for the display of information in connection
with these Rules and Procedures. Information is to be displayed permanently in suitable and
prominent positions. The areas to be considered for the display of information in connection with
these Rules and Procedures are to include every intake substation, any indoor substation, any room
containing fixed uninterruptible power supply equipment, any standby set house, every Michael
Lonsdale Group workshop and each Authorised Person's office.

4.7.6

The only poster that must be displayed at the above locations is the Emergency Procedures for an
Electric Shock Casualty (First Aid).

4.7.7

Other Information and posters to be displayed may include:
•

The Electricity at Work Regulations 1989

•

Any of the Tables from these Rules and Procedures

5.0 Operating Procedures
5.1 Switching Schedules
General
5.1.1

Prior to the issue of any Permit to Work or Sanction to Test a Switching schedule, detailing the
intended sequence of operations to be performed to make the equipment safe for the execution of the
work or test, is to be prepared.

5.1.2

A Switching schedule shall have the format of Model Form No.1 in Appendix A, printed in black on
pale green paper. It shall have an original and a duplicate of each page, and each page of a
programme shall bear the same pre-printed serial number. Pads of numbered forms shall be used in
sequence.

5.1.3

Switching Schedules shall also be used where an Authorised Person is to carry out planned switching
of HV switchgear or a series of complex switching operations, and the issue of a Permit to Work or
Sanction to Test will not be required.
Contents of Switching schedules

5.1.4

The Switching schedule is to be completed in duplicate by the Authorised Person who will be
responsible for issuing the Permit to Work or a Sanction to Test and is to indicate:
•

the purpose of the proposed work or test.

•

the equipment that the proposed sequence of operations will make safe for the work or test to
be undertaken.

•

the location of the equipment to be made safe.

•

details of any other safety procedures or documents that relate to the proposed work or test.

•

details of the work or test to be done.

•

the date the countersigned programme is to commence.

•

any intended special instructions or safety measures to be included on the Permit to Work or
Sanction to Test.

•

the name, signature and location of the originating Authorised Person.

•

the name, signature and location of the countersigning Authorised Person.

•

the sequence of operations to be undertaken up to and including the issue of a permit or
sanction, including:
o

the location, including any name and identification code, at which each operation is to
be performed.

o

the identity of each item of switchgear to be operated (this should be what is stated
on the local label on the equipment or alternatively the generic type, manufacture's
name and type reference).

o

the operation to be performed.

o

the reason for the operation.

o

any “Items Required” (for example: keys, locks, Safety Signs, Protective Equipment,
handles, document, etc.).

o

the requirement for an Accompanying Safety Person for a specific operation.

5.1.5

An Authorised Person completing a Switching schedule is to have the original and duplicate checked
and authorised by another Authorised Person who is appointed for the site or exceptionally the
Authorising Engineer who has knowledge of the particular system or installation involved and has
access to a current diagram of the system or installation.

5.1.6

Any pages of the Switching schedule not bearing a signature are to be initialled by the originating and
the countersigning Authorised Person.

5.1.7

Where the countersigning Authorised Person (or the Authorising Engineer) is located on a different
site, all the pages of the original copy of the Switching schedule may be sent to the countersigning
Authorised Person for review and signature. All the pages of the countersigned, original copy, of the
Switching schedule are to be sent back to the originating Authorised Person, before the sequence of
operations on the programme is carried out. At the earliest opportunity, the originating Authorised
Person is to have the original copy of the Switching schedule countersigned by the countersigning
Authorised Person (or the Authorising Engineer) and filed in the Electrical Safety Documents Register
together with the sent original of the Switching schedule which has had the times of each operation
entered.
Countersignature in an Emergency

5.1.8

Exceptionally, in a genuine emergency, the countersignature on a Switching schedule may be omitted
if, in all the circumstances, the Authorised Person can accept and justify that it is safe, reasonable and
necessary to issue a Permit to Work or Sanction to Test before a countersignature could be obtained.
In such circumstances, the Authorised Person involved is to forward the duplicate copy of the
Switching schedule - Part 1 and Switching schedule to the Authorising Engineer without delay,
together with a written report giving full details of the emergency and the reasons why a
countersignature could not be obtained.
Note

This must be a genuine emergency situation where work needs to be carried out immediately
and there is no other Authorised Person on site or the Authorising Engineer is not available

Implementing Switching schedules
5.1.9

Before commencing the sequence of operations detailed on the countersigned Switching schedule,
the Duty Authorised Person is to confirm that the person(s) responsible for the day to day operational
management of the areas to be affected by the intended work or test are fully aware of the effect this
will have on the electrical supplies to the affected area.

5.1.10 Before commencing the sequence of operations detailed on the countersigned Switching schedule,
the duplicate is to be placed in the Electrical Safety Documents Register.
5.1.11 The Duty Authorised Person is to refer to the original of the Switching schedule while carrying out the
sequence of operations detailed on the programme, the duplicate is to be placed in the Electrical
Safety Documents Register.
5.1.12 The Duty Authorised Person is to note on the original copy of the Switching schedule the date and
time of each switching operation for subsequent entry into the Site Electrical Logbook. The serial
number of the permit or sanction should be entered on the Switching schedule as a cross-reference.
5.1.13 The Duty Authorised Person is to issue under signature the electrical diagram on the Switching
schedule to the prospective Competent Person indicating the safety arrangements at the points of
isolation and at the locations of the work or test.
Completion of Switching schedules
5.1.14 On completion of the sequence of operations detailed on the Switching schedule, an entry is to be
made in the Site Electrical Logbook recording the switching schedule number and that switching has
been carried out in accordance with the schedule.
5.1.15 On completion, the original copy of the Switching schedule is to be retained in the Electrical Safety
Document Register.

5.1.16 All original copies of completed Switching Schedules are to be retained in the Electrical Safety
Document Register for three years following the date of implementation, after which they are to be
removed and destroyed.

5.2

Permits to Work (Dead) / Near Live Electrical Equipment
General

5.2.1

A Permit to Work (Dead) / Near Live Electrical Equipment shall be issued by the Authorised Person to
a Competent Person before any work on defined items of equipment is started. The items of
equipment requiring a permit to be issued are defined in Tables LV2 and HV1 of these Rules and
Procedures.

5.2.2

A Permit to Work (Dead) / Near Live Electrical Equipment shall have the format of Model Form No 2
in Appendix A, printed in black on pale blue paper. It shall have an original and a duplicate page for
Parts 1 and 2, and a single page for Parts 3 and 4. Each page of a permit shall bear the same serial
number. Pads of numbered forms shall be used in sequence.

5.2.3

Regulation 14 of the Electricity at Work Regulations 1989 states:
No person shall be engaged in any work activity on or so near any live conductor (other than one
suitably covered with insulating material so as to prevent danger) that danger may arise unless:
it is unreasonable in all the circumstances for the conductors to be dead.
and
it is reasonable in all the circumstances for the person to be at work on or near the conductor
while it is live.
and
suitable precautions (including where necessary the provision of suitable Protective
Equipment) are taken to prevent injury.

Note

Any part of an electrical system without an alternative source or back-up supply, the function
being to provide continuity of supply in the event of a power failure or fault, could be viewed as
being a non-critical system and therefore not unreasonable in all the circumstances to turn off.

5.2.4

Only one pad of Permit to Work (Dead) / Near Live Electrical Equipment Forms is to be used for each
geographical area of a site for which an Authorised Person is on duty.

5.2.5

When not in use, the pads of Permit to Work (Dead) / Near Live Electrical Equipment Forms are to be
kept in a secure location.

5.2.6

A Permit to Work (Dead) / Near Live Electrical Equipment is not to be issued for any item of
equipment for which an existing Permit to Work or Sanction to Test remains valid, nor for any
equipment which is within an area for which a Limitation of Access exists, unless a Risk Assessment
indicates that it is safe to do so.

5.2.7

More than one Permit to Work (Dead) / Near Live Electrical Equipment may be issued for one item of
equipment provided that:
•

a Risk Assessment indicates that it is safe to do so.

•

one Switching schedule is prepared which applies to all the permits.

•

all permits are prepared before the Authorised Person issues any one.

•

all permits are issued at or about the same time.

•

all the Competent Persons are advised of the existence of the other permits, which must be
listed in Part 1 of each permit.

•

multiple locking devices are to be used with sufficient capacity to accommodate all the Safety
Locks required for all the permits.

5.2.8

Except where an Authorised Person is to undertake the work personally, Permit to Work (Dead) /
Near Live Electrical Equipment are to be issued only to Competent Persons who are in possession of
a current Competent Person’s Certificate appropriate to the equipment to be worked on.

5.2.9

Authorised Persons undertaking tasks requiring a Permit to Work (Dead) / Near Live Electrical
Equipment are to issue a permit to themselves. The document should be countersigned by another
certified Authorised Person. The Authorised Person then becomes the Competent Person.
Issue and Acceptance of Permits to Work Dead) / Near Live Electrical Equipment

5.2.10 Permit to Work (Dead) / Near Live Electrical Equipment are to be issued at the point of work. The
issue and cancellation of every permit is to be recorded in the Electrical Safety File.
5.2.11 Prior to issuing a Permit to Work (Dead) / Near Live Electrical Equipment to a Competent Person, the
Authorised Person is to:
•

physically identify to the Competent Person the equipment on which the work is to be
undertaken.

•

show the Competent Person the Isolation and Earthing Diagram and the safety arrangements
at the points of isolation and at the points of the work.

•

explain in detail to the Competent Person the exact extent of the work to be undertaken.

•

draw to the attention of the Competent Person to any special instructions or safety measures
noted in Part 1 of the permit.

•

demonstrate to the satisfaction of the Competent Person that the equipment is dead and safe
to work on.

•

for low voltage equipment where it is not practicable to prove equipment dead prior to issuing
the Permit to Work (Dead) / Near Live Electrical Equipment, the Authorised Person may
instruct the Competent Person, using appropriate tools and protective equipment where
necessary, to confirm the equipment dead as soon as conductors have been made accessible
to a suitable voltage test indicator. Alternatively, the Duty Authorised Person is to remain
with, and supervise, the Competent Person until conductors have been made accessible to a
suitable voltage test indicator and the equipment confirmed dead to the satisfaction of the
Authorised Person and the Competent Person before the work proceeds.

•

exceptionally, for high voltage equipment where it is not practical to prove the equipment dead
prior to issuing a Permit to Work (Dead) / Near Live Electrical Equipment, the Authorised
Person having issued the Permit is to remain with and supervise the Competent Person until
conductors have been made accessible to a suitable high voltage potential indicator (or
voltage test indicator for confirming dead at the low voltage conductors of a high voltage
transformer). The Duty Authorised Person is then, without any delay, to confirm the
equipment dead before allowing the Competent Person to assume control of the work.

•

instruct the Competent Person to examine all Protective Equipment before use

5.2.12 Prior to acceptance of the Permit to Work (Dead) / Near Live Electrical Equipment, the Competent
Person, having understood the work to be undertaken, any special instructions and being prepared to
carry it out, is to complete and sign Part 2. The signature on Part 2 renders the original of Parts 1 and
2 of the permit valid for the defined work, which is then issued, to the Competent Person. The
Authorised Person retains the duplicate of Part 1 and 2 with Parts 3 and 4 in the permit pad.
5.2.13 After accepting the Permit to Work (Dead) / Near Live Electrical Equipment the Competent Person
becomes responsible for personally supervising or undertaking the defined work. The Competent
Person is not to leave the point of work or to undertake any other work or tests while the defined work
is in progress. During any temporary absence of the Competent Person from the point of the work, the
work is to be suspended and adequate safety precautions taken until the work is resumed on the

return of the Competent Person. Where relevant, the Competent Person is to re-confirm any
conductor’s dead.

Completion of the Work and Cancellation of the Permit to Work
5.2.14 Having completed the work, withdrawn all persons, materials, instruments and tools from the point of
the work and advised all persons associated with the work that it is no longer safe to work on the
equipment, the Competent Person is to complete, and sign Part 3 of the permit retained in the pad,
and return the original of Parts 1 and 2 to the Duty Authorised Person. Where the work has been
stopped, the same procedures apply but in addition the Competent Person confirms that the
equipment has been made safe pending the issue of another Permit to Work or a Sanction to Test.
5.2.15 The Authorised Person is to check that the work has been satisfactorily completed, and that the
equipment is safe. The Authorised Person is then to cancel the permit by destroying the original Parts
1 and 2, completing and signing Part 4 of the permit retained in the pad. The duplicate page of Parts 1
and 2 and the completed page of Parts 3 and 4 are to be retained in the pad.
5.2.16 If the Competent Person has lost the original of Parts 1 and 2 of the permit, the loss is to be recorded
by the Duty Authorised Person in Part 7 of the permit in the pad and in the Electrical Safety Folder.
The Competent Person is to countersign Part 4 to confirm the loss of the original. The loss of a permit
is to be reported to the Authorising Engineer.
5.2.17 Fully completed pads of permit forms are to be retained in the lockable document cabinet for three
years after the date of cancellation of the last permit issued from that pad.

5.3

Sanctions to Test/Permit to Test
General

5.3.1

A Sanction to Test shall be issued by the Authorised Person to a Competent Person before the
commencement of:
any testing of equipment at high voltage.
or
any testing of equipment defined in Table HV2 of these Rules and Procedures.

5.3.2

A Sanction to Test shall have the format of Model Form No 4 in Appendix A printed in black on pale
yellow paper. It shall have an original and a duplicate page for Parts 1 and 2 and a single page for
parts 3 and 4. Each page of a sanction shall bear the same serial number. Pads of numbered forms
shall be used in sequence.

5.3.3

When not in use, the pads of Sanction to Test forms are to be kept in the relevant lockable document
cabinet.

5.3.4

A Sanction to Test is not to be issued for any item of equipment for which an existing Sanction to
Test, Permit to Work, Sanction for Work On or Near Live Electrical Equipment remains valid, nor for
any equipment, which is within an area for which, a Limitation of Access exists.

5.3.5

Except where an Authorised Person is to undertake the test personally, Sanctions to Test are to be
issued only to Competent Persons who are in possession of a current Competent Person’s Certificate
appropriate to the equipment to be tested.

5.3.6

Duty Authorised Persons undertaking tasks requiring a Sanction to Test are to issue a sanction to
themselves. The document should be countersigned by another certified Authorised Person. The
Authorised Person then becomes the Competent Person.
Issue and Acceptance of Sanctions to Test

5.3.7

Sanctions to Test are to be issued at the point of test. The issue and cancellation of every sanction is
to be recorded in the Site Electrical Logbook.

5.3.8

Prior to issuing a Sanction to Test to a Competent Person, the Authorised Person is to:

5.3.9

•

physically identify to the Competent Person the equipment on which the test is to be
undertaken.

•

show the Competent Person the Isolation and Earthing Diagram and the safety arrangements
at the points of isolation and at the places of the tests.

•

explain in detail to the Competent Person the extent of the test to be undertaken.

•

draw the attention of the Competent Person to any special instructions or safety measures
noted in Part 1 of the sanction.

•

where possible, demonstrate to the satisfaction of the Competent Person that the equipment
is dead and safe to test.

•

where it is not practical to prove the equipment dead prior to issuing a Sanction to Test, the
Duty Authorised Person having issued the sanction is to remain with and supervise the
Competent Person until conductors have been made accessible to an approved high voltage
potential indicator (or voltage test indicator for proving dead at the low voltage conductors of a
high voltage transformer). The Duty Authorised Person is then to confirm the equipment dead
before allowing the Competent Person to assume control of the test.

Prior to accepting the Sanction to Test, the Competent Person, having understood the test to be
undertaken, any special instructions and being prepared to undertake it, is to complete and sign Part
2. The signature on Part 2 renders the original of Parts 1 and 2 of the sanction valid for the defined
test, which is then issued, to the Competent Person. The Duty Authorised Person retains the duplicate
of Part 1 and 2 with Parts 3 and 4 in the sanction pad.

5.3.10 After accepting the Sanction to Test the Competent Person becomes responsible for personally
supervising or undertaking the defined test. The Competent Person is not to leave the point of test or
to undertake any other work or tests while the defined test is in progress. During any temporary
absence of the Competent Person from the point of test, the test is to be suspended and adequate
safety precautions taken until the test is resumed on the return of the Competent Person. Where
relevant, the Competent Person is to re-confirm any conductor’s dead.
Completion of the Tests and Cancellation of the Sanction to Test
5.3.11 Having completed the test, withdrawn all persons, materials, instruments and tools from the point of
test and advised all persons associated with the test that it is no longer safe to work on or test the
equipment, the Competent Person is to complete, and sign Part 3 of the sanction retained in the
sanction pad, and return the original of Parts 1 and 2 to the Authorised Person. Where the test has
been stopped, the same procedures apply but in addition the Competent Person confirms that the
equipment has been made safe pending the issue of another Sanction to Test or a Permit to Work.
5.3.12 The Duty Authorised Person is to check that the test has been satisfactorily completed, and that the
equipment is safe. The Authorised Person is then to cancel the sanction by destroying the original of
Parts 1 and 2 and completing and signing Part 4 of the sanction retained in the sanction pad. The
duplicate pages of Parts 1 and 2 and the completed page of Parts 3 and 4 are to be retained in the
pad.
5.3.13 If the Competent Person has lost the original of Parts 1 and 2 of the sanction, the loss is to be
recorded by the Authorised Person in Part 4 of the sanction in the pad and in the Site Electrical
Logbook. The Competent Person is to countersign Part 4, to confirm the loss. The loss of a sanction
is to be reported to the Authorising Engineer.
5.3.14 Fully completed pads of sanction forms are to be retained in the lockable document cabinet for three
years after the date of cancellation of the last sanction issued from the pad.

5.4

Limitation of Access
General

5.4.1

In an area or location which is normally under the control of the Authorised Persons for electrical
safety reasons, a Limitation of Access may be issued by the Duty Authorised Person for any specified
task, other than one for which a Permit to Work, Sanction to Test, or a Sanction for Work On or Near
Live Electrical Equipment is required.

5.4.2

A Limitation of Access shall have the format of Model form No 7 in Appendix A printed in black on off
white paper. It shall have an original and a duplicate page for Parts 1 and 2 and a single page for
parts 3 and 4. Each page of a Limitation of Access shall bear the same serial number. Pads of
numbered forms shall be used in sequence.

5.4.3

Only one pad of Limitation of Access forms is to be in use for each geographical area of a site for
which an Authorised Person has been appointed.

5.4.4

When not in use, the pads of Limitation of Access forms are to be kept in the relevant lockable
document cabinet.

5.4.5

Provided that a documented Risk Assessment indicates that it is safe, a Limitation of Access may be
issued for work to be undertaken in an area or location containing an item of equipment for which a
Permit to Work remains valid.

5.4.6

A Limitation of Access is not to be issued for any area for which a Sanction to Test or a Sanction for
Work On or Near Live Electrical Equipment remains valid, or where a high voltage enclosure has
been set up.

5.4.7

Where practicable, all items of live equipment at the location are to be cordoned off from the working
area covered by a Limitation of Access for the duration of the task. This should be achieved by
placing temporary barriers, comprising as a minimum no entry warning tape or equivalent prominent
markers, to define the non-accessible area. These may be attached to suitably located, temporary
posts or to conveniently located fixed items or structure.

5.4.8

Danger signs are to be prominently displayed on all items of live electrical equipment at and adjacent
to the location to which the Limitation of Access applies and whilst it remains valid.

5.4.9

During the period the Limitation of Access remains valid, the Duty Authorised Person is to arrange for
the area involved to be inspected at the end of each working period or day to ensure that:
•

any flammable or hazardous materials introduced into the area during the work activity are
removed when the activities cease at the end of each working period or day.

•

emergency escape routes Emergency Exits and access to essential electrical
equipment has not been obstructed.

Issue and Acceptance of Limitations of Access
5.4.10 A Limitation of Access may be issued to a person of any discipline or specialism who is competent to
personally execute the work or to supervise the execution of the work by others. On accepting the
Limitation of Access, that person becomes the Competent Person and is personally responsible for
undertaking or supervising the work, for which the access is required.
5.4.11 Before issuing a Limitation of Access, the Duty Authorised Person shall positively identify the scope
and the limits of the work to be carried out, and the physical extent of the work at the location.
5.4.12 A Limitation of Access can be issued at the place of work or if deemed acceptable by the Authorising
Person can be issued elsewhere. The issue and cancellation of every Limitation of Access is to be
recorded in the Site Electrical Logbook.

5.4.13 Prior to issuing a Limitation of Access to the Competent Person responsible, the Authorised Person is
to:
•

accompany the Competent Person responsible to the location where the work is to be

undertaken.
•

confirm with the Competent Person in detail the exact extent of the work activities to be
undertaken, including the scope and limits.

•

show the Competent Person responsible the area in which the work is to be undertaken,

•

indicate to the Competent Person responsible all items of live electrical equipment in or
adjacent to the working area that are to be identified by Danger signs.

•

draw the attention of the Competent Person responsible to any special instruction or safety
measure noted in Part 1 of the Limitation of Access, and indicate the safety measures that
have been applied by the Authorised Person.

5.4.14 Prior to accepting a Limitation of Access, the Competent Person, having understood the scope, the
extent of and the limits of the work to be undertaken and being prepared to undertake it, is to
complete and sign Part 2. The signature on Part 2 renders the original of Parts 1 and 2 of the
Limitation of Access valid for the defined work and is issued to the Competent Person. The Duty
Authorised Person retains the duplicate pages of Part 1 and Part 2 with Parts 3 and 4 in the Limitation
of Access pad.
5.4.15 The acceptance of the Limitation of Access makes the Competent Person responsible for personally
undertaking or supervising the defined work. The Competent Person responsible is not to leave the
point of work, or to undertake any other activities while the work is in progress. During any temporary
absence of the Competent Person responsible from the point of work, the work is to be suspended
and adequate safety precautions taken until the work is resumed on the return of the person
responsible.
Completion of the Work and Cancellation of a Limitation of Access
5.4.16 Having completed the work, and having withdrawn all persons, materials, instruments and tools from
the working place, the Competent Person is to complete and sign Part 3 of the Limitation of Access in
the pad, and return the original of Parts 1 and 2 to the Authorised Person.
5.4.17 When the work has been completed, the Duty Authorised Person is to check that the location has
been left in a clean and tidy condition and is secured against unauthorised access. The Duty
Authorised Person is then to cancel the Limitation of Access by destroying the original of Parts 1 and
2 and completing and signing Part 4 retained in the pad. The duplicate pages of Parts 1 and 2 and
the completed page of Parts 3 and 4 are to be retained in the pad.
5.4.18 If the Authorised Person decides to stop the work, the Limitation of Access is to be withdrawn and
cancelled. The withdrawal is to be noted in Part 4 of the Limitation of Access retained in the pad, and
the reasons for the withdrawal and the actions taken are to be noted in the Site Electrical Logbook.
5.4.19 If the Competent Person has lost the original of Parts 1 and 2 of the Limitation of Access, the loss is to
be recorded by the Duty Authorised Person in Part 4 of the Limitation of Access retained in the pad
and in the Site Electrical Logbook. The Person responsible is to countersign Part 4 to confirm the loss
of the original. The loss of a Limitation of Access is to be reported to the Authorising Engineer.
5.4.20 Fully completed pads of Limitation of Access forms are to be retained in the lockable document
cabinet for three years after the date of cancellation of the last Limitation of Access issued from the
pad.

5.5

Certificate of Electrical Isolation and Earthing
General

5.5.1

A Certificate of Electrical Isolation and Earthing shall only be issued by an Authorised Person to a
Competent Person representing a contractor who will be undertaking work or testing in accordance
with that contractors own Electrical Safety Rules and Procedures.
Note

5.5.2

The contractor is to confirm in writing that the Competent Person representing the
contractor has the same position of authority within the contractor’s organisation for
the control of the electrical danger as the Authorised Person.

A Certificate of Electrical Isolation and Earthing may be issued in place of a Permit to Work or a

Sanction to Test where a contractor is to undertake work or testing on a system or installation for
which Michael Lonsdale Group has control of the electrical danger and the contractor is to operate in
accordance with their own Electrical Safety Rules issuing its own permits and sanctions to its own
staff. This safe system of work shall meet or exceed the requirements of the Health and Safety at
Work etc Act 1974 and the respective Michael Lonsdale Group Safety Rules and Procedures. The
assessment and approval of whether or not any such safe system of work meets or exceeds these
requirements must be sought from the Authorising Engineer.
5.5.3

A Certificate of Electrical Isolation and Earthing shall have the format of Model Form No.6 in Appendix
A, printed in black on green paper. It shall have an original and a duplicate page for Parts 1 and 2
and a single page for Parts 3 and 4. Each page of a Certificate of Electrical Isolation and Earthing
shall bear the same serial number. Pads of numbered forms shall be used in sequence.

5.5.4

Only one pad of Certificates of Electrical Isolation and Earthing forms are to be in use for each system
or installation for which Michael Lonsdale Group Authorised Persons have been appointed.

5.5.5

When not in use, the pads of Certificate of Electrical Isolation and Earthing forms are to be kept in the
relevant lockable document cabinet.

5.5.6

A Certificate of Electrical Isolation and Earthing is not to be issued for any item of equipment for which
an existing Permit to work, Sanction to Test or Sanction for Work On or Near Live Electrical
Equipment, remains valid, nor for any equipment which is within an area for which a Limitation of
Access exists unless a Risk Assessment indicates it is safe to do so.

5.5.7

On accepting a Certificate of Electrical Isolation and Earthing, the Competent Person representing the
contractor accepts full responsibility for the equipment that has been isolated and any work or testing
that may be undertaken on it.
Contents of Certificates of Electrical Isolation and Earthing

5.5.8

Certificates of Electrical Isolation and Earthing are to state precisely and legibly:
•

the number of the Safety Key Box used and the location.

•

the type of equipment applicable to (LV or HV).

•

the number of the relevant Switching Operations Schedule.

•

the equipment that has been isolated.

•

specific points where the equipment has been isolated.

•

specific points where the equipment has been earthed if applicable.

•

details of other safety procedures or documents that relate to the proposed work.

•

any special instructions or safety measures.

•

the safety checks, as detailed on the certificate, which have been undertaken.

Issue and Acceptance of Certificates of Electrical Isolation and Earthing
5.5.9

Certificates of Electrical Isolation and Earthing are to be issued at the place where the equipment has
been isolated. The issue and cancellation of every certificate is to be recorded in the Site Electrical
Logbook.

5.5.10 Prior to issuing a Certificate of Electrical Isolation and Earthing to the Competent Person representing
the contractor, the Authorised Person is to:
•

physically identify to the Competent Person representing the contractors the equipment that
has been isolated.

•

show the Competent Person representing the contractors the Isolation and Earthing Diagram,
and the safety arrangements at the points of isolation.

•

draw the attention of the Competent Person representing the contractors to any special
instructions or safety measures noted in Part 1 of the certificate.

•

demonstrate to the satisfaction of the Competent Person representing the contractors `that
the equipment is dead.

•

for low voltage equipment where it is not practicable to prove equipment dead prior to issuing
the certificate, the Authorised Person may instruct the Competent Person representing the
contractors, using appropriate tools and protective equipment where necessary, to confirm the
equipment dead as soon as conductors have been made accessible to a suitable voltage test
indicator. Alternatively, the Authorised Person is to remain with, and supervise, the
Competent Person representing the contractors, until conductors have been made accessible
to a suitable voltage test indicator and the equipment confirmed dead to the satisfaction of the
Authorised Person and the Competent Person representing the contractors before the work
proceeds.

•

exceptionally, where it is not practical to prove the equipment dead prior to issuing a
Certificate of Electrical Isolation and Earthing, the Authorised Person having issued the
certificate is to remain with and supervise the Competent Person representing the contractors
until conductors have been made accessible to an approved high voltage potential indicator
(or voltage test indicator for proving dead at the low voltage conductors of a high voltage
transformer). The Authorised Person is then to confirm the equipment dead before allowing
the Competent Person representing the contractors to assume control.

5.5.11 Prior to accepting the Certificate of Electrical Isolation and Earthing, the Competent Person
representing the contractors, having accepted the safety measures noted in Part 1 of the certificate is
to complete and sign Part 2. The signature on Part 2 renders the original of Parts 1 and 2 of the
certificate valid, which are then issued, to the Competent Person representing the contractors. The
Authorised Person retains the duplicate of Parts 1 and 2 with Parts 3 and 4 in the certificate pad.
5.5.12 After accepting the Certificate of Electrical Isolation and Earthing the Competent Person representing
the contractors accepts responsibility for any work or testing that may be undertaken on the
equipment that has been isolated.
Completion of the Work and Cancellation of the Certificate of Electrical Isolation and Earthing
5.5.13 Having completed any work or testing that may have been carried out, and withdrawn all persons,
materials, instruments and tools and advised all persons that it is no longer safe to work on the
equipment, the Competent Person representing the contractors is to complete and sign Part 3 of the
certificate retained in the pad, and return the original of parts 1 and 2 to the Authorised Person. Where
the work has been stopped, the same procedures apply but in addition the Competent Person
representing the contractors confirms that the equipment has been made safe and is to state the
reasons for stopping the work.
5.5.14 The Authorised Person is to be satisfied that the equipment is safe to re-energise in accordance with
1.3.19 of these Rules and Procedures before cancelling the Certificate of Electrical Isolation and
Earthing by destroying the original of Parts 1 and 2 and completing and signing Part 4 of the
certificate retained in the pad. The duplicate pages of Parts 1 and 2 and the completed page of Parts
3 and 4 are to be retained in the pad.
5.5.15 If the Competent Person representing the contractors has lost the original of Parts 1 and 2 of the
certificate, the loss is to be recorded by the Authorised Person in Part 4 of the certificate in the pad
and the Site Electrical Logbook. The Competent Person representing the contractor is to countersign
Part 4 to confirm the loss of the original. The loss of a certificate is to be reported to the Authorising
Engineer.
5.5.16 Completely filled pads of certificate forms are to be retained in the lockable document cabinet for
three years after the date of cancellation of the last certificate issued from the pad.

5.6

Operational Rules - Common
General

5.6.1

These Rules and Procedures do not apply where equipment has been isolated, discharged,
disconnected and removed from the system or installation.

5.6.2

Equipment that is considered by an Authorised Person, or a Competent Person, to be in a dangerous
condition is to be isolated elsewhere and action taken to prevent it from being re-connected to the
supply of electricity. The Authorised Person / Competent Person is to report the matter as soon as is
reasonably practicable to the Senior Authorised Person.

5.6.3

Working Procedures:
•

Where work or tests are to be undertaken on Low Voltage Equipment the rules and
procedures of Section 5.9 are to be followed.

•

Where work or tests are to be undertaken on High Voltage Equipment the rules and
procedures of Section 5.10 are to be followed.

5.6.4

Safety Locks are to be applied wherever practicable at points of isolation to prevent unauthorised
operation or re-connection.

5.6.5

Temporary Safety Signs shall be fixed and displayed in accordance with all requirements.

5.6.6

Where any work or test requires an Accompanying Safety Person to be present, they are to be
appointed before that work or testing can commence.

5.6.7

Voltage Test Indicators are to be tested immediately before and after use against a test supply
designed for the purpose. Multi-meters are not to be used to prove equipment dead.

5.6.8

Where practicable, equipment is to be proved dead prior to earthing. Where it is not practicable to
Prove Dead any earth connection shall be made by means of a switch or circuit breaker capable of
carrying the potential earth fault current. Other forms of earth connection shall not be used until the
equipment and its conductors have been proved dead.

5.6.9

Where the procedures involve the application of Temporary Earths, the unauthorised removal of such
earths, shall be prevented, wherever practicable, by the application of Safety Locks. These Safety
Locks shall be in addition to those required by these rules.

5.6.10 Prior to the issue of a Permit to Work or Sanction to Test the Authorised Person is to show the
Competent Person the Electrical Isolation and Earthing Diagram indicate the safety arrangements at
the points of isolation and at the point of work or test and is to ensure the Competent Person
understands all the relevant safety procedures and precautions. If the Competent Person thereafter
accepts the permit or sanction, that person becomes the Competent Person becomes responsible for
personally supervising or undertaking the defined work or test until the permit or sanction is cancelled.
5.6.11 Authorised Persons undertaking tasks requiring Permits to Work or Sanction to Test are to issue
these documents to themselves. The document should be countersigned by another certified
Authorised Person. The Authorised Person then becomes the Competent Person.
5.6.12 Where it is not practicable to prove equipment dead before a Permit to Work or Sanction to Test is
issued, one of the following shall apply:
•

For LV only, the Duty Authorised Person may instruct the Competent Person, using
appropriate tools and Protective Equipment where necessary, to confirm the equipment dead
as soon as conductors have been made accessible to an approved voltage test indicator.
or

•

The Duty Authorised Person is to remain with and supervise the Competent Person until
conductors have been made accessible to an approved voltage test indicator. The
equipment is to be confirmed dead to the satisfaction of the Authorised Person and the
Competent Person before the work or test proceeds.

5.6.13 Where the work or test involves, or may involve, the opening of a cable end box, the box shall be
separately identified by the Authorised Person and personally shown to the Competent Person.
5.6.14 Before a Permit to Work or a Sanction to Test is issued the Authorised Person is required to have
identified the equipment upon which the work or test is to be undertaken. If the work or test will
involve, or may involve, obtaining access to items of equipment over which confusion could occur, the
Authorised Person is to identify such items and show them to the Competent Person.
Location of Underground Cables
5.6.15 Where it is proposed to carry out excavation work on sites for which Authorised Persons have been
appointed, it is the responsibility of the Authorised Person to ensure that all underground power
cables within the proposed areas of excavation are located and their positions marked prior to the
ground being disturbed.
5.6.16 No person should use cable location and tracing devices unless they are competent to do so and
have been specifically trained in its use. A certificate should be issued by the instructor on successful

completion of the training.
5.6.17 Training in the use of cable location and tracing devices should normally be given by the
manufacturers of the equipment, but alternatively it may be given by a competent person who has
been trained and certified by the manufacturers.
Identification and Spiking of HV and LV Cables
5.6.18 Before the conductors of a cable are cut or exposed, the origin of the cable, the point of the work and
the destination of the cable to be worked on are to be identified with certainty.
5.6.19 The identification may be regarded as clear and certain if the cable can be seen throughout
its length, or if a rope loop can be passed along those parts which cannot be seen.
5.6.20 Identifying a cable by passing an electrical signal along it may not in itself be a reliable means
of identification, since cables running alongside are inductively coupled and may give a false
identification.
5.6.21 Cables without an earth bonded metallic sheath or armouring are not to be spiked.
5.6.22 In the absence of clear and certain identification, the cable is to be spiked at the point of work and
thereafter identified by an appropriate procedure. Before spiking it may be necessary to carry out tests
that can be repeated after spiking and the results compared.
5.6.23 The spiking of cables may only be carried out under the supervision of the Duty Authorised Person.
Testing at High Voltage
5.6.24 Where high voltage tests are to be undertaken on low voltage or high voltage equipment, a Sanction
to Test is to be issued to the prospective Competent Person who is to be present throughout the
duration of the tests.
5.6.25 The areas containing exposed live conductors, test equipment and any high voltage test connection
are to be regarded as high voltage enclosures.
Control of the Test Area
5.6.26 Unauthorised access into a high voltage enclosure is to be prevented by, as a minimum, red and
white striped tape, not less than 50mm wide, suspended on posts, and by the display of High Voltage
Enclosure Signs in accordance with Clause 5.8.33. An Accompanying Safety Person or the
Authorised Person is to be present throughout the duration of the tests and the area is to be
continually watched while testing is in progress.
High Voltage Enclosures
5.6.27 No person other than the Duty Authorised Person using a high voltage potential indicator designed for
the purpose shall be engaged in any work activity on or near any live conductor (other than one
covered with insulating material so as to prevent danger) where danger may arise.
5.6.28 Except within a high voltage enclosure, access to live conductors shall only be possible with the use
of a tool or key.
5.6.29 A high voltage enclosure is to be opened only by the Authorised Person or a Competent Person
acting on the instruction of and personally supervised by the Authorised Person.
5.6.30 A high voltage enclosure may only be entered by:
•

the Duty Authorised Person accompanied by an Accompanying Safety Person.

•

a Competent Person acting on the verbal instructions of and personally supervised by the
Duty Authorised Person.

•

the Competent Person in receipt of a Sanction to Test, accompanied by an Accompanying
Safety Person, when a high voltage enclosure is created as part of the test procedure.

•

a Competent Person acting on the verbal instructions of and personally supervised by the
Competent Person in receipt of a Sanction to Test, when a high voltage enclosure is created
as part of the test procedure.

•

an Accompanying Safety Person, in connection with their safety role.

Display of Temporary Safety Signs
5.6.31 Caution Signs are to be prominently displayed and securely fixed at all points of isolation before the
start of and for the duration of any work or testing, and before the issue of any Permit to Work,
Sanction to Test or Sanction for Work On or Near Live Electrical Equipment.
5.6.32 Michael Lonsdale Group Competent Persons are to be issued on a permanent basis with their own
Caution Signs and Danger signs to enable them to carry out work or testing in accordance with Table
LV1. Such signs are to bear the Competent Person’s name.
5.6.33 High Voltage Enclosure Signs are to be prominently displayed so they are visible from every angle of
approach to the enclosure before any testing at high voltage is carried out and before the issue of,
and for the duration of, a Sanction to Test.
5.6.34 Before the start of, and for the duration of the work or testing, and before the issue of any Permit to
Work, Sanction to Test or Sanction for Work On or Near Live Electrical Equipment, Danger signs are
to be prominently displayed on any equipment which remains live and is adjacent to equipment to be
worked on or tested.
5.6.35 Danger signs are to be prominently displayed on any equipment which is accessible, both in and
adjacent to the area which is the subject of the Limitation of Access, before the issue of and for the
duration of any Limitation of Access.
5.6.36 Where work or testing is to be undertaken on any part of a multi-cubicle switchboard, Danger signs
shall be prominently displayed on the cubicles or compartments adjacent to the part being worked on
or tested. If the board has rear access Danger signs are to be similarly displayed at both the front and
rear of the board. Reliance is not to be placed upon the switchboard labelling when identifying parts
at the rear of the board. Any discrepancies found are to be reported to the Senior Authorised Person.
5.6.37 Before a Permit to Work, Sanction to Test or Sanction for Work On or Near Live Electrical Equipment
is issued the Duty Authorised Person is required to have identified the equipment upon which the work
or test is to be undertaken. If the work involves, or may involve, obtaining access to items of
equipment over which confusion could occur the Duty Authorised Person is to identify such items to
the Competent Person and apply temporary marking to them.
5.6.38 Where the work or test involves, or may involve, the opening of a cable end box, the box shall be
identified by temporary marking which is to be shown to the Competent Person.
5.6.39 Work on Live Equipment Signs are to be prominently displayed so that they are visible from every
angle of approach to the low voltage equipment before the start and for the duration of any work
carried out in accordance with Clause 26.13 and before the issue of and for the duration of a Sanction
for Work On or Near Live Electrical Equipment.
5.6.40 Temporary Safety Signs are to be suspended from non-conducting cords.
Locking of Switchgear and Switch rooms
5.6.41 Any entrance to a room or enclosure which contains a main intake switchboard, a central battery
system, permanently connected (fixed) uninterruptible power supply equipment or a standby
generating set is to be kept closed and securely locked when the equipment is unattended.
5.6.42 Any entrance to a room or enclosure which contains high voltage equipment is to be kept closed and
securely locked when the equipment is unattended.
5.6.43 Where it is necessary to avoid danger or prevent unauthorised operation, equipment cubicles and
operating mechanisms are to be kept locked when the equipment is unattended.

5.7

Rules for Working on and Testing Low Voltage Equipment
General

5.7.1

Where work or tests are to be undertaken on high voltage equipment, the rules and procedures of
Section 5.10 are to be followed.

5.7.2

Unless the provisions of Clause 5.9.1 or Clauses 5.9.5 to 5.9.18 or Clause 5.9.20 apply, all working

on or testing of low voltage equipment connected to a system is to follow the procedures set out in
Tables LV1 or LV2 of these Rules and Procedures as appropriate.
5.7.3

Approved voltage test indicators are to be tested immediately before and after use against a low
voltage test supply designed for the purpose. Multimeters are not to be used to prove equipment
dead.

5.7.4

Where a Permit to Work is not required and isolation is achieved by the removal of fuses or links, and
it is not practicable to apply a Safety Lock, the fuses or links removed are to be securely retained by
the Competent Person responsible for the work or test and a caution sign displayed.
Work On or Near Live Equipment

5.7.5

No person shall be engaged in any work activity on or so near any live conductor (other than one
suitably covered with insulating material so as to prevent danger) that danger may arise unless:
•

it is unreasonable in all the circumstances for the conductors to be dead.
and

•

it is reasonable in all the circumstances for the person to be at work on or near the conductor
while it is live.
and

•

suitable precautions (including where necessary the provision of suitable Protective
Equipment) are taken to prevent injury.
and

•

a task specific risk assessment and method statement has been prepared by the Authorised
Person and approved by the Authorising Engineer

Note

Any part of an electrical system without an alternative source or back-up supply, the function being to
provide continuity of supply in the event of a power failure or fault, could be viewed as being a noncritical system and therefore not unreasonable in all the circumstances to turn off.

5.7.6

On equipment connected to a supply above low voltage, working or testing is not to be undertaken
where any persons, tools or equipment (except test equipment designed for the purpose) can touch or
come near to live conductors such that danger may arise.

5.8.7

On low voltage systems, working within touchable distance of or handling of exposed live conductors
is to be avoided whenever possible. Exceptionally, live working is permitted, provided that it is
undertaken in accordance with Clauses 5.9.5 or, for minor tasks only, in accordance with Clause
5.9.18.

5.7.8

Following identification of the circuit or equipment to be worked on (or near) and the work to be
undertaken, an assessment is to be carried out to decide whether the work can be undertaken dead
or whether it needs to be undertaken live. The relevant criteria indicated in Clause 5.9.5 must be
considered prior to making any decision to work live. If the decision is made that it is necessary to
work live, a written statement signed and dated by the Project Manager for that system shall be
provided to the Authorised Person. This written statement shall include “it is unreasonable in all the
circumstances for the conductors to be worked on to be dead”.

5.7.9

On battery installations, working within touchable distance of or handling exposed live conductors is to
be avoided whenever possible. Exceptionally, live working is permitted provided that the battery
charger is disconnected, any battery earth is disconnected, and work is undertaken in accordance
with Clauses 5.9.5.

5.7.10 Before any live working is undertaken, the Duty Authorised Person is to hold a copy of the written
authority issued by the Authorising Engineer allowing live working on defined live circuits or
equipment. It is the responsibility of the Senior Authorised Person to liaise with the Authorising
Engineer to obtain authority for any live working. The written authority is to include:
•

confirmation that the task specific risk assessment(s) and method statement(s) are suitable

and approved for use by referencing dates and serial numbers as appropriate.
•

The site to which the authority applies

•

acceptance of the reasons that make live working unavoidable.

•

the specific equipment on which live working is permitted (this may be included on the task
specific risk assessment(s) and method statement(s)).

•

the extent of the work allowed (this may be included on the task specific risk assessment(s)
and method statement(s)).

•

any limitation of the work imposed for safety reasons.

•

whether the authority is for a single operation (such as a repair or modification), or for a
repetitive task (such as removal of fuses from a live Switch panel, feeder pillar, routine
maintenance, adjustment, etc.).

•

any additional safety precautions to be taken

5.7.11 The Authorised Person is to be satisfied that live working is unavoidable and is to be responsible for
specifying and monitoring the implementation of the safety precautions necessary to prevent injury to
persons and damage to equipment.
5.7.12 A Sanction for Work On or Near Live Electrical Equipment is to be issued to a Competent Person.
Provided the Competent Person is satisfied with the safety precautions as specified and is prepared
to personally carry out the work, Part 2 of the sanction is to be signed. Thereafter the Competent
Person will be responsible for undertaking the defined work until the sanction is cancelled.
5.7.13 Work On or Near Live Equipment Signs are to be prominently displayed during the course of the work
so as to be visible from every angle of approach to the working area.
5.7.14 All live equipment adjacent to the location of the work, which is not involved in the work to be carried
out, is to be cordoned off from the working area covered by the sanction and Danger signs are to be
displayed.
5.7.15 Authorised Persons are not to issue a Sanction for Work On or Near Live Electrical Equipment to
themselves.
5.7.16 Throughout the duration of the work, the Competent Person is to be accompanied by the
Accompanying Safety Person named on the sanction.
5.7.17 Appropriate Protective Equipment is to be used where necessary in order to avoid danger.
Inspection, Testing and Fault Finding on Live Low Voltage Equipment
5.7.18 On low voltage systems, or battery installations having a terminal voltage not exceeding extra low
voltage. inspection, fault finding, testing and topping up batteries may be undertaken by an Authorised
Person or a Competent Person without a Sanction for Work On or Near Live Electrical Equipment
provided that:
•

the criteria given in Clause 5.9.5 is satisfied.
and

•

the Competent Person is accompanied by an Accompanying Safety Person (excluding topping
up batteries).
and

•

all live parts are adequately protected to prevent accidental contact.
and

•

adequate precautions are taken to prevent damage to equipment.

and
•

all tools and test equipment to be used are designed for the purpose and have been inspected
for satisfactory condition immediately before use.

Uninterruptible Power Supply Systems (UPS)
5.7.19 Under normal circumstances any work or test undertaken on Uninterruptible Power Supply Systems
will be carried out with the equipment completely isolated from all sources of supply in accordance
with Column 4 of Table LV2.
5.7.20 Increasingly equipment of this type is supplied with internal bypass designed to allow automatic
changeover to mains supply in the event of a UPS failure. In some instances, this bypass is arranged
to provide a no-break changeover to mains supply for maintenance, which will not allow the complete
isolation of the equipment.
5.7.21 The Authorising Engineer in conjunction with the Senior Authorised Person, and where considered
necessary the manufacturers of the equipment, is to survey each fixed UPS system and carry out a
Risk Assessment to document the risks involved and to develop operating procedures to be applied
before routine maintenance, minor repairs or major repairs can be carried out. In some instances, this
may involve live working or, in the longer term, modification to the equipment.

Table LV1

Procedures for Competent Persons Working
On or Testing of Low Voltage Equipment
-

Except where a Risk Assessment indicates otherwise, equipment operating at Extra Low Voltage is exempt
from these procedures.

STEPS IN COLUMN 1 ARE TO BE UNDERTAKEN IN NUMERICAL ORDER
THE COMPETENT PERSON IS RESPONSIBLE FOR ALL STEPS
COLUMN 1
EQUIPMENT

COLUMN 2
Cables and other equipment on the load side of a
main intake switch.
(For main intake switches, switchboards and
equipment having two or more sources of supply,
cables and other equipment on the supply side of a
main intake switch, see Column 2 of Table LV2 and
refer to the Authorised Person).

COLUMN 3
Generating sets started by local manual initiation.
(For generating sets started by manual initiation
from a remote location, or automatically on receipt
of a signal, see Column 3 of Table LV2 and refer
to the Authorised Person).

STEP 1
PREPARATION

COMPLY WITH ANY PARTICULAR SAFETY PROCEDURES APPLICABLE TO THE LOCATION

STEP 2
ISOLATE AND FIX
SIGNS

ISOLATE FROM ALL SOURCES OF SUPPLY.
Make equipment safe to work on or test.
Fix Caution Signs at points of isolation and where
practicable prevent unauthorised connection or
operation by fixing Safety Locks.

STEP 3
PROVE DEAD

INHIBIT ENGINE START, ISOLATE
GENERATOR.
Make equipment safe to work on or test. Where
practicable prevent unauthorised connection,
operation and starting by fixing Safety Locks.

Fix Caution Signs on motor starting equipment.

Fix Caution Signs at all points of isolation and,
clearly visible, on the engine start panel.

Fix Danger signs on adjacent live equipment to the
point of work or test.

Fix Danger signs on adjacent live equipment to
the point of work or test.

ENSURE THAT THE EQUIPMENT TO BE
WORKED ON OR TESTED IS THE EQUIPMENT
THAT HAS BEEN ISOLATED.

Where practicable Prove Dead with a voltage test
indicator at the points of isolation and at the points
of work or test.

Where practicable Prove Dead with a voltage test
indicator at the points of isolation and at the points
of work or test.
Identify cables with certainty at the points of work or
test.
STEP 4
CONFIRM DEAD

Where it was not practicable in Step 3 to prove the equipment dead, the Competent Person, using
appropriate tools and Protective Equipment where necessary, is to confirm it dead at the points of work or
test as soon as conductors have been made accessible to a voltage test indicator

STEP 5
UNDERTAKE THE
WORK OR TEST

Undertake or directly supervise the work or test.

STEP 6
CHECK THE
WORK OR TEST

Check that the work or Test has been satisfactorily completed and that the equipment has been restored
to working order so that it can be safely energised.

STEP 7
MAKE THE
EQUIPMENT
OPERATIONAL

Remove the signs and Safety locks fixed in Step 2 and restore the equipment to an operational state

Table LV2

Procedures to be Carried Out by an
Authorised Person to Enable Work on or
Testing Low Voltage Equipment
-

Except where a Risk Assessment indicates otherwise, equipment operating at Extra Low Voltage is exempt
from these procedures.
STEPS IN COLUMN 1 ARE TO BE UNDERTAKEN IN NUMERICAL ORDER
COLUMN 1

COLUMN 2

COLUMN 3

EQUIPMENT

Main intake switches,
switchboards and equipment
having two or more sources of
supply, cables and other
equipment on the supply side of a
main switch.

Generating sets started by
manual initiation from a
remote location, or
automatically on receipt of a
signal.

STEP 1
PREPARE A
SWITCHING
SCHEDULE

COLUMN 4
Fixed Uninterruptible Power Supply
equipment (excluding portable selfcontained "Plug in" units)

COMPLY WITH ANY PARTICULAR SAFETY PROCEDURES APPLICABLE TO THE LOCATION
Prepare a Switching schedule in duplicate and obtain a countersignature from another Authorised Person.
The originating Authorised Person is to place the duplicate of the Switching schedule in the Electrical Safety
Documents Register before proceeding to Step 2.

STEP 2
ISOLATE AND
FIX SIGNS

ISOLATE FROM ALL SOURCES
OF SUPPLY.
Fix Caution Signs at points of
isolation and where practicable
prevent unauthorised connection
or operation by fixing Safety
Locks.
Fix Caution Signs on motor
starting equipment.
Fix Danger signs on adjacent live
equipment to the point of work.

INHIBIT ENGINE START,
ISOLATE GENERATOR.
Where practicable prevent
unauthorised connection,
operation or starting by
fixing Safety Locks.

ISOLATE FROM ALL SOURCES OF
SUPPLY.

Fix Caution Signs at all the
points of isolation and,
clearly visible, on the
engine start panel.

On parallel UPS systems and those
having an external bypass, ISOLATE
the output supply terminals of the unit(s)
to be worked on from all sources of
supply.

Fix Danger signs on
adjacent live equipment to
the point of work.

Isolate mains supply, battery supply,
output supply and any standby
generator supply.

If the battery installation is to be worked
on, follow the Rules applicable to work
on live equipment, disconnect the
battery from its charger and disconnect
the battery earth.
Prevent unauthorised connection or
unauthorised operation by fixing Safety
Locks and Caution Signs at points of
isolation.
Fix Danger signs on adjacent live
equipment to the point of work.

STEP 3
PROVE DEAD

ENSURE THAT THE
EQUIPMENT TO BE WORKED
ON IS THE EQUIPMENT THAT
HAS BEEN ISOLATED.
Where practicable Prove Dead
with a voltage test indicator at all
the points of isolation and at the
points of work.
Identify cables with certainty or
spike underground cables at the
points of work if the conductors
are to be cut or exposed.

Where practicable Prove
Dead with a voltage test
indicator at all the points of
isolation and at the points of
work.

Except for the battery installation, where
practicable, Prove Dead with a voltage
test indicator at all the points of isolation
and at the points of work.

Table LV2 - Continued
STEPS IN COLUMN 1 ARE TO BE UNDERTAKEN IN NUMERICAL ORDER
COLUMN 1
STEP 4
ISSUE THE PERMIT
TO WORK,
ISOLATION AND
EARTHING
DIAGRAM
STEP 5
CONFIRM DEAD

COLUMN 2

COLUMN 3

COLUMN 4

The Competent Person is to be shown the Isolation and Earthing Diagram and the safety arrangements
at all the points of isolation and at the points of work.
Issue the Permit to Work, Isolation and Earthing Diagram and the Competent Person’s key to the Safety
Key Box to the Competent Person.

Where it was not practicable in Step 3 to prove the equipment dead, the Duty Authorised Person or the
Competent Person, using appropriate tools, and Protective Equipment where necessary, is to confirm
dead at the points of the work as soon as conductors have been made accessible to a voltage test
indicator.
Complete the Site Electrical Logbook, substitute the original of the Switching schedule for the duplicate
in the Electrical Safety Document Register and, if provided, adjust the Mimic Diagram.

STEP 6
UNDERTAKE THE
WORK

STEP 7
CHECK THE WORK

The Competent Person is to undertake or directly supervise the work and, on completion, or when the
work is stopped and made safe, is to return the original of the Permit to Work, the Isolation and Earthing
Diagram and the Competent Person’s key to the Safety Key Box to the Duty Authorised Person and
complete Part 6 of the permit retained in the pad.

If the work is complete, check that the work is satisfactory, that the equipment has been restored to
working order and that it can be safely energised.
If the work was stopped in Step 6, check that the equipment has been made safe.

STEP 8
CANCEL THE
PERMIT TO WORK

Cancel the Permit by destroying the original Parts 1 and 2, completing and signing Part 4 of the
duplicate retained in the permit pad.
Where other permits relate to the equipment and have not been cancelled, steps 9 and 10 are omitted.

STEP 9
MAKE THE
EQUIPMENT
OPERATIONAL
STEP 10
COMPLETE
RECORDS

Remove the Safety Locks and signs fixed in Step 2 and restore the equipment to an operational state.

Complete the Site Electrical Logbook.

5.8 Rules for Working on and Testing High Voltage Equipment.
General
5.8.1

The Rules contained in this section do not apply to high voltage equipment such as neon signs or
electrostatic filters which derive their high voltage supplies from within their own local control
equipment which may be isolated on the low voltage supply to the equipment. The Rules contained in
Section 5.9 of these Rules and Procedures are to be applied to this type of equipment.

5.8.2

All working on or testing of high voltage equipment connected to a system is to follow the procedures
set out in Tables HV1 and HV2 of these Rules and Procedures.

5.8.3

All working on or testing of high voltage equipment connected to a system is to be authorised by a
Permit to Work or a Sanction to Test.
Operation of High Voltage Switchgear

5.8.4

In an emergency high voltage switchgear in service may be switched off or tripped by any person.
That person, without delay and with some urgency, is to advise the Authorised Person of the action
taken. In normal circumstances, high voltage switchgear is to be operated only by:
•

a Duty Authorised Person.

•

a Competent Person acting on the verbal instructions of the Duty Authorised Person who is
personally supervising the operation of the switchgear.

•

the Competent Person in receipt of a Sanction to Test, when the operation is part of the test
procedure.

•

a Competent Person acting on the verbal instructions of and personally supervised by a
Competent Person in receipt of a Sanction to Test, when the operation is part of the test
procedure.

Live Voltage and Phasing Tests
5.8.5

Where live phasing tests are to be undertaken, the area containing exposed live conductors is to be
regarded as a high voltage enclosure.

5.8.6

Approved test equipment used for live voltage and phasing testing at high voltage is to be tested
immediately before and after use against a high voltage test supply designed for the purpose.

5.8.7

Note

1.
All high voltage potential indicators are normally supplied with a
proving unit. All potential indicators must be proved before and after use.

Note

2.
Some high voltage phasing equipment, especially the neon type, are
supplied with proving units which are not appropriate to the design or the
method of use of this particular type of unit.

Live voltage and phasing tests on high voltage equipment may only be undertaken by a Duty
Authorised Person, with assistance if necessary, from a Competent Person acting on the verbal
instructions from the Duty Authorised Person. Neither a Permit to Work nor a Sanction to Test is
required, but the Duty Authorised Person and any assistant are to be accompanied by an
Accompanying Safety Person.

Table HV1 Procedures to be Carried Out by an Authorised Person to Enable
Work On High Voltage Equipment
STEPS IN COLUMN 1 ARE TO BE UNDERTAKEN IN NUMERICAL ORDER
COLUMN 1
EQUIPMENT
STEP 1
PREPARE A
SWITCHING
SCHEDULE

STEP 2
ISOLATE AND FIX
SIGNS

COLUMN 2
Cables.

COLUMN 3
Generating sets.

Equipment other than cables and
generating sets.

COMPLY WITH ANY PARTICULAR SAFETY PROCEDURES APPLICABLE TO THE LOCATION
Prepare a Switching schedule in duplicate and obtain a countersignature from another Authorised Person.
The originating Authorised Person is to place the duplicate of the Switching schedule in the Electrical Safety
Documents Register before proceeding to Step 2
ISOLATE FROM ALL
SOURCES OF SUPPLY.
Prevent unauthorised
connection by fixing Safety
Locks and Caution Signs at
points of isolation.
Fix Danger signs on adjacent
live equipment at the places of
the work.

INHIBIT ENGINE START,
ISOLATE GENERATOR.
Prevent unauthorised
connection, operation or
starting by fixing Safety Locks.
Fix Caution Signs at all the
points of isolation and, clearly
visible, on the engine start
panel.
Fix Danger signs on adjacent
live equipment to the point of
work.

STEP 3
PROVE DEAD

COLUMN 4

ISOLATE FROM ALL SOURCES OF
SUPPLY.
Prevent unauthorised connection or
unauthorised operation by fixing Safety
Locks and Caution Signs at points of
isolation.
Fix Caution Signs on motor starting
equipment.
Fix Danger signs on adjacent live
equipment to the point of work.

ENSURE THAT THE EQUIPMENT TO BE WORKED ON IS THE EQUIPMENT THAT HAS BEEN
ISOLATED.
Prove dead, with a high voltage potential indicator, at all accessible points of isolation and, except for
cables, at the points of work (and, where appropriate, prove dead on the low voltage side of the
transformer).

STEP 4
EARTH

Where practicable earth
conductors at all points of
isolation and fix Safety Locks
to Temporary Earths.
Identify with certainty or spike
underground cables at the
points of work if the
conductors are to be cut or
exposed.

STEP 5
ISSUE THE
PERMIT TO
WORK,
ISOLATION AND
EARTHING
DIAGRAM.

(Continued)

Earth the line and neutral
generator output terminals or
conductors and, where
practicable, fix Safety Locks to
Temporary Earths.

Earth conductors at all points of
isolation and where practicable fix
Safety Locks to Temporary Earths.
Where practicable, earth conductors at
the points of work.

The Competent Person is to be shown the Isolation and Earthing Diagram and the safety arrangements at
all the points of isolation and at the points of work.
Issue the Permit to Work, Isolation and Earthing Diagram and the Competent Person’s key to the Safety
Key Box to the Competent Person.

Table HV1 - Continued
STEPS IN COLUMN 1 ARE TO BE UNDERTAKEN IN NUMERICAL ORDER
COLUMN 1
STEP 6
CONFIRM DEAD

COLUMN 2

COLUMN 3

COLUMN 4

Where it was not practicable in Step 4 to prove dead, the Duty Authorised Person is to remain with and
supervise the Competent Person until conductors have been made accessible to a high voltage potential
indicator.
The Duty Authorised Person is then to confirm the equipment dead at the points of work and, where
practicable, earth the conductors and fix Safety Locks to, before allowing the Competent Person to assume
control of the work.
Complete the Site Electrical Logbook, substitute the original of the Switching schedule for the duplicate in
the Electrical Safety Document Register and, if provided, adjust the Mimic Diagram.

STEP 7
UNDERTAKE THE
WORK

STEP 8
CHECK THE
WORK

The Competent Person is to undertake or directly supervise the work and, on completion, or when the work
is stopped and made safe, is to return the original of the Permit to Work, Isolation and Earthing Diagram
and the Competent Person’s key to the Safety Key Box to the Duty Authorised Person and complete Part 3
of the permit retained in the pad.
If the work is complete, check that the work is satisfactory, that the equipment has been restored to
working order and that it can be safely energised.
If the work was stopped in Step 7, check that the equipment has been made safe.

STEP 9
CANCEL THE
PERMIT TO WORK

Cancel the Permit by destroying the original Parts 1 and 2, completing and signing Part 4 of the duplicate
retained in the permit pad.
Where a test is required before the equipment is energised, steps 10 and 11 are omitted, and the
procedures set out in Table HV2 are to be followed.
Where other permits relate to the equipment and have not been cancelled, steps 10 and 11 are omitted.

STEP 10
REMOVE EARTHS
STEP 11
MAKE THE
EQUIPMENT
OPERATIONAL
STEP 12
COMPLETE
RECORDS

Remove the Safety Locks and earths applied in Steps 4 or 6.
Remove the Safety Locks and signs fixed in Step 2 and restore the equipment to an operational state.

Adjust the Mimic Diagram, if provided.
Complete the Site Electrical Logbook.

Table HV2 Procedures to be Carried Out by an Authorised Person to Enable
Testing of High Voltage Equipment
STEPS IN COLUMN 1 ARE TO BE UNDERTAKEN IN NUMERICAL ORDER
COLUMN 1
Equipment
STEP 1
PREPARE A
SWITCHING
SCHEDULE

COLUMN 2
Cables.

COLUMN 3
Generating sets.

COLUMN 4
Equipment other than cables and
generating sets.

COMPLY WITH ANY PARTICULAR SAFETY PROCEDURES APPLICABLE TO THE LOCATION
Prepare a Switching schedule in duplicate and obtain a countersignature from another Authorised Person.
The originating Authorised Person is to place the duplicate of the Switching schedule in Electrical Safety
Documents Register before proceeding to Step 2

STEP 2
ISOLATE AND FIX
SIGNS

ISOLATE FROM ALL
SOURCES OF SUPPLY.
Prevent unauthorised
connection by fixing Safety
Locks and Caution Signs at
points of isolation.
Fix Danger signs on adjacent
live equipment to the point of
test.

INHIBIT ENGINE START,
ISOLATE GENERATOR.
Prevent unauthorised
connection, operation or
starting by fixing Safety Locks.
Fix Caution Signs at all the
points of isolation and, clearly
visible, on the engine start
panel.
Fix Danger signs on adjacent
live equipment to the point of
test.

STEP 3
PROVE DEAD

ISOLATE FROM ALL SOURCES OF
SUPPLY.
Prevent unauthorised connection or
unauthorised operation by fixing
Safety Locks and Caution Signs at
points of isolation.
Fix Caution Signs on motor starting
equipment.
Fix Danger signs on adjacent live
equipment to the point of test.

ENSURE THAT THE EQUIPMENT TO BE TESTED IS THE EQUIPMENT THAT HAS BEEN ISOLATED.
Prove Dead, with a high voltage potential indicator, at all accessible points of isolation and at the point of
test (and, where appropriate, Prove Dead on the Low Voltage side of the transformer).

STEP 4
EARTH

Where practicable earth
conductors at all points of
isolation.

Earth the line and neutral
generator output terminals or
conductors.

Where Practicable fix Safety
Locks to Temporary Earths
and Removable Temporary
Earth Padlocks to Removable
Temporary Earths.

Where practicable, fix Safety
Locks to Temporary Earths
and Removable Temporary
Earth Padlocks to Removable
Temporary Earths.

Identify cables with certainty
the points of test and at the
distant end.

(Continued)

Earth conductors at all points of
isolation and where practicable fix
Safety Locks to Temporary Earths
and Removable Temporary Earth
Padlocks to Removable Temporary
Earths.
Where practicable, earth conductors
at the points of test.

Table HV2 - Continued
STEPS IN COLUMN 1 ARE TO BE UNDERTAKEN IN NUMERICAL ORDER
COLUMN 1
STEP 5
ISSUE THE
SANCTION TO
TEST, ISOLATION
AND EARTHING
DIAGRAM

STEP 6
CONFIRM DEAD

COLUMN 2

COLUMN 3

COLUMN 4

The Competent Person is to be shown the Isolation and Earthing Diagram and the safety arrangements at
all the points of isolation and at the points of test.
If a high voltage enclosure is required, set up barriers and fix High Voltage Enclosure Signs.
Issue the Sanction to Test, Isolation and Earthing Diagram and the Competent Person's key to the Safety
Key Box and where appropriate the keys to the padlocks on the Removable Temporary Earths to the
Competent Person.

Where it was not practicable in Step 4 to prove dead the Duty Authorised Person is to remain with and
supervise the Competent Person until conductors have been made accessible to a high voltage potential
indicator.
The Duty Authorised Person is then to confirm the equipment dead at the points of test and, where
practicable, earth the conductors and fix Safety Locks to earths or Removable Temporary Earth Padlocks
to Removable Temporary Earths before allowing the Competent Person to assume control of the test.
Complete the Site Electrical Logbook, substitute the original of the Switching schedule for the duplicate in
the Electrical Safety Document Register and, if provided, adjust the Mimic Diagram.

STEP 7
UNDERTAKE THE
TEST

The Competent Person is to undertake or directly supervise the test, including the disconnection of any
Removable Temporary Earths.
On satisfactory completion of the test, or when the test is stopped and made safe, the conductors are to be
discharged and any Removable Temporary Earths restored.
The Competent Person returns the original of the Sanction to Test, Isolation and Earthing Diagram and the
Competent Person’s key to the Safety Key Box and where appropriate the keys to the padlocks on the
Removable Temporary Earth to the Duty Authorised Person and completes Part 3 of the sanction retained
in the pad.

STEP 8
CHECK THE TEST

If the test has been completed, check that the results are satisfactory, that the equipment has been
restored to working order and that it can be safely energised.
If the test was stopped in Step 7, check that the equipment has been made safe.

STEP 9
CANCEL THE
SANCTION TO
TEST

Cancel the Sanction by completing and signing Part 4 of the sanction retained in the pad.
Where the test results were unsatisfactory or was stopped in Step 7 and work is required before the
equipment is re-tested, steps 10 and 11 are omitted, and the procedures set out in Table HV1 are to be
followed.

STEP 10
REMOVE EARTHS

Remove the locks and earths applied in Step 4 and 6.

STEP 11
MAKE THE
EQUIPMENT
OPERATIONAL

Remove the Safety Locks, barriers and signs fixed in Step 2 and 5 and restore the equipment to an
operational state.

STEP 12
COMPLETE
RECORDS

Adjust the Mimic Diagram, if provided.

6.0 Training

Complete the Site Electrical Logbook.

6.1 Introduction
6.1.1 Training forms one of the key elements of competence of an individual to undertake a
specific task. Each key role within this chapter will need some form of training to ensure
they are competent to undertake their role. The level of training will depend on the role
to
be undertaken and the prior knowledge and qualifications of the individual.
6.1.2 Prior to being appointed as either an AE or an AP formal training on the operation of
these Safety Rules is required to be undertaken.

6.2 Authorising Engineers Electrical
6.2.1 AEs for the Electrical discipline must achieve the same technical training standards as
given in Section 6.3, below, for an AP.
6.2,2 The AE for a site is to be involved in the selection and training requirements of AP’s
intended for duty on that site.

6.3 Authorised Persons
6.3.1

The training of prospective Authorised Persons is to include attendance on an approved training
course and a period of familiarisation with the equipment, systems or installations for which the
appointment is sought, and onsite training in the practical application of these Rules and Procedures.
Familiarisation

6.3.2

At the end of the familiarisation period, the prospective Authorised Person is to be able to
demonstrate.

•

A good working knowledge of the procedures associated with operation of these Rules and
Procedures, the roles and duties of the Authorised Person, any agreed local deviations and any other
relevant Regulations.

•

A good working knowledge of the layout of the electrical equipment, systems and installations for
which authorisation is sought.

•

The location of the Working Key Cabinet, Safety Key Boxes, Duplicate Key Cabinet, Authorised
Persons Key Box and how to gain access to them, and, where appropriate, the location of the Mimic
Diagram.

•

A good working knowledge of the operation, under normal, failure and fault conditions, of all the
principle components of the systems and installations for which authorisation is sought, such as
switchgear, distribution equipment and standby generator sets.

•

Practical experience, under the direct supervision of an experienced Authorised Person, of the
operation of the switchgear and any standby generating sets forming part of the system or installation
for which authorisation is sought.

•

Knowledge of the location, how to obtain access to and the use of all appropriate Protective
Equipment, Test Indicators (and proving units), High Voltage Potential Indicators (and proving
units), Earthing Equipment and Safety Signs.

•

A good understanding of all the necessary safety measures to be taken to avoid danger and to
prevent damage to equipment.

•

Knowledge of any necessary liaison with operational staff, other Authorised Persons, Distribution
Network Operator and contractors having operation, repair or maintenance contracts.

On Site Training
6.3.3

Onsite training is to consist of putting into practice, under the supervision of an experienced
Authorised Person. During this period, the prospective Authorised Person is to keep a record of each
event attended, detailing the actions taken both personally and by the Duty Authorised Person in their
Authorised Persons logbook. This record should be produced at the interview with the Authorising
Engineer.
Refresher Training for Authorised Persons

6.3.4

All Authorised Persons are to attend an approved Authorised Persons refresher training course.
Normally, the intervals between attending refresher training courses should not exceed three years.

6.3.5

All Authorised Persons are to attend emergency first aid training course at intervals not exceeding
three years.

.

6.4 Competent Person Electrical
6.4.1

To be eligible for appointment, prospective Skilled Persons are to meet the requirements of these
safety rules and are to have appropriate qualification/s in a relevant discipline. Skilled Persons are
required to have successfully undertaken technical training as determined by the AP to meet the
needs of his site and the task.

6.4.2

The suitability of a specific qualification will depend on:
• the work to be undertaken
• the type of electrical installation/ system.

7.0 Audits, Monitoring and Inspections
7.1

Introduction

7.1.1

At random intervals not exceeding twelve months, the Authorising Engineer is to review the
competency of all Authorised Persons. These reviews should pay particular attention to the operating
records, the issue and cancellation of permits and sanctions and should formally advise on any
training or retraining considered necessary including when it should be received. These reviews
should also include a meeting with the Authorised Persons and a brief inspection of the systems or
installations to which their appointments refer.

7.1.2

On an annual basis, the Authorising Engineer is to undertake comprehensive audits of the safe
systems of work and safety procedures required by these Rules and Procedures. Separate audits are
to be carried out for each site or geographical area or which the Authorising Engineer has appointed
Authorised Persons.

7.1.3

Normally each annual audit is to be undertaken personally by the Authorising Engineer. However,
with the written agreement of the Electrical Directors, this duty may be delegated to a specialist
consultant Authorising Engineer.

7.2

Audit Requirements

7.2.1

As a minimum, the procedures listed below are to be checked as part of each monthly or as the
project required audit:
As part of a desk audit ensure that:

7.2.2

•

each HV/LV Switching Schedule, Permit to Work, Sanction to Test, and Limitation of Access
issued has been correctly completed and used in accordance with these Rules and
Procedures.

•

each operation has been correctly recorded in the Site Electrical Logbook.

•

the Electrical Safety Documents Register contains all the information required by these rules
and that it is being kept up to date.

•

all Competent Persons are being appointed in accordance these rules and a record of each
appointment is held in the Electrical Safety Documents Register.

•

emergency first aid training of all Authorised Persons and Competent Persons is up to date.

•

all Dangerous Occurrences have been correctly reported.

•

all Operating Restrictions have been correctly actioned.

•

all Risk Assessments are being correctly compiled and properly recorded.

Visit the site and check that:
•

correct Safety Signs and Posters are displayed as required.

•

sufficient Safety Locks and Safety Key Boxes are held and correctly used.

•

the keys held on each working and duplicate keyplates are correct and only operate the locks
at the substation to which they refer. Keyplates are correctly held in the working and
duplicate key cabinets.

•

a suited key system has been approved, check that the keys have been correctly issued and
review their use. Check and confirm that the instruction issued by the Authorising Engineer
defining the way the suited key system is to be applied is being complied with and does not
need to be amended.

•

the Authorised Persons key is being held in the Authorised Persons Key Box and that the
combination is only known by the current Authorised Persons for the system or installation to
which it applies.

•

all documents are being held in the Lockable Document Cabinet.

•

the Mimic Diagram correctly indicates the current configuration of the system.

•

adequate protective, test and earthing equipment is held, all items are fit for the purpose and
in good condition and that regular checks are being carried out and recorded.

•

switchgear and equipment in use is being maintained and is in good condition, report on any
deficiencies found.

•

work on and testing of low voltage and high voltage equipment is being carried out in
accordance with these Rules and Procedures. Where considered appropriate, initiate and
witness switching operations carried out by an Authorised Person from the writing and
approval of the Switching Operations Schedule or Switching schedule to the completion of
the Operating Record.

7.2.3

A written report of the audit is to be compiled, listing satisfactory items seen and any deficiencies
found, and recommendations made: and is to be issued to the Senior Authorised Person for action as
necessary. A copy of the report with a summary of the findings is to be issued to the Project Manager.

7.2.4

The Senior Authorised Person is to acknowledge receipt of the audit report, make any comments
considered necessary and compile an action plan in consultation with the Authorising Engineer and
the Michael Lonsdale Group Electrical Manager. The Authorising Engineer should review the progress
on the action plan as appropriate.

8.0 Definitions and Interpretations
8.1 For the purpose of these Rules and Procedures the following definitions will apply:
8.1.1

Personnel
Accompanying Safety Person
A person not involved in the work or test, who has received Emergency First Aid and
who has adequate knowledge, experience and ability to avoid danger, keep watch,
prevent interruption, apply First Aid and summon help. The person is to be familiar with
the system or installation being worked on or tested and is to have been instructed on
the action to be taken to disconnect the equipment in the event of an accident.
Authorising Engineer
An Authorising Engineer is appointed in writing by Michael Lonsdale Group Project
Manager to take responsibility for the effective management of these Rules and
Procedures for the sites.
Authorised Person
A person who has been appointed in writing by an Authorising Engineer in
accordance with these Rules and Procedures is responsible for the
implementation and operation of these Rules and Procedures, for the work on, or
testing on equipment as specified on their Certificate of Appointment
Competent Person
A person appointed in writing by the Authorised Person for defined work, possessing
the necessary technical knowledge, skill and experience relevant to the nature of the
work to be undertaken, who is able to prevent danger or, where appropriate, injury
Duty Authorised Person
An Authorised Person who has accepted responsibility for a system or installation in
the Electrical Site Log, whose name is displayed at the Mimic Diagram and who
personally holds or carries the Authorised Person’s Key.
Project Manager
A person on whom the Electricity at Work Regulations 1989, impose duty in
connection with Safety.

8.1.2

Safety Documents
Limitation of Access
A written authority, issued by an Authorised Person for specified tasks to be
undertaken in an area or location which is under the control of the Authorised
Person for electrical safety reasons and for which a Permit to Work, Sanction to Test
or Sanction for Work On or Near Live Electrical Equipment are not appropriate.
Permit to Work (Dead)/Near Live Electrical Equipment
A written authority, issued by an Authorised Person for work to be undertaken on
electrical equipment or near live electrical equipment.

Sanction to Test/Permit to Test (Electrical)
A written authority issued by an Authorised Person for testing to be undertaken on
electrical equipment. This document allows the removal of, removable temporary
earths.
8.1.3

Caution Sign
A temporary, non-metallic sign in accordance with figure T1 of Appendix B: and bearing the
words "CAUTION - Persons Working on Equipment" and "DO NOT SWITCH ON" applied at all
points of isolation.

8.1.4

Conductor

A conductor of electrical energy.
8.1.5

COP
Codes of Practice. Indicates specific procedures to be applied, which are in addition to
the Electrical Safety Procedures detailed within these Rules and Procedures.

8.1.6

Danger
Means risk of injury (in accordance with the Electricity at Work Regulations). This includes any
situation with a potential risk to health, or bodily injury, which includes risks other than those of
a purely electrical origin. e.g. Confined Spaces or Hazardous Areas.

8.1.7

Danger Sign
A temporary, non-metallic sign in accordance with Figure T2 of Appendix B: and bearing the
words "WARNING Live Electrical Equipment" and "DO NOT TOUCH” applied to equipment
adjacent to the points of work to draw attention to persons working on isolated equipment that
the adjacent electrical equipment is in service and may be live.

8.1.8

Dangerous Condition
A condition that is likely to lead to a Dangerous Occurrence

8.1.9

Dangerous Occurrence
An incident, involving a source of electrical energy, which may be dangerous to any person,
whether or not an incident has occurred.

8.1.10

Earthed
Connected to the general mass of earth in such a manner as to ensure at all times an
immediate discharge of electrical energy without danger or, as appropriate, injury.
a) Earth
the conductive mass of earth whose electrical potential is conventionally taken as zero.
b) Temporary Earth
A connection to earth applied between the point of supply and the point of work by the
Duty Authorised Person, secured where practicable by a Safety Lock, made before
working on or testing equipment to ensure as far as is reasonably practicable the
equipment does not become electrically charged.
c) Removable Temporary Earth
A connection to earth applied by the Duty Authorised Person at a position specified on
a Sanction to Test. To facilitate testing, this earth may be removed by the Competent
Person in charge of the work and therefore it is locked with a working padlock. The
earth must be replaced before the Sanction to Test is Cleared.
d) Additional Earth
A proprietary earth applied after the issue of a safety document by the Competent
Person, usually at the point of work or test. These earths are to be removed before the
Permit to Work or Sanction to Test is cancelled

8.1.11

Electrical Equipment
Anything used, intended to be used or installed for use, to generate, provide, transmit,
transform, rectify, convert, conduct, distribute, control, store, measure or use electrical
energy.

8.1.12

Electrical Installation

An assembly of associated electrical equipment to fulfil a specific purpose.
8.1.13 Electrical Safety File
A series of loose-leaf files containing all information necessary to comply with these Electrical
Safety Rules.
8.1.14 Equipment
An abbreviation within this document for "Electrical Equipment".
8.1.15 Exposed conductor
A circuit conductor which is not adequately insulated
8.1.16

Hazardous Area
Any Location in which there is a danger or risk to health. The danger or risk may be due to
any hazard, including the presence of combustible or explosive material and gases,
poisonous or other chemical substances, electromagnetic radiation, or may be due to the
location of the work such as the danger posed by a confined space.

8.1.17

High Voltage Enclosure
A Location within which a live High Voltage conductor is, or can be, exposed without the use
of a tool or key.

8.1.18

Injury
Death or personal injury from electric shock, electric burn, electrical explosion or arcing, or
from fire or explosion initiated by electrical energy, where any such death or injury is
associated with the generation, provision, transmission, transformation, rectification,
conversion, conduction, distribution, control, storage, measurement or use of electrical
energy.

8.1.19 IP2X
I – Ingress
P- Protection
2 – Protects against the ingress of a solid object into an enclosure >12mm Dia
80mm Long or the British Standard finger.
X - Has not been certified to give protection against the ingress of liquids.
8.1.20

Isolate
Disconnect and separate electrical equipment from every source of electrical energy in such a
way that this disconnection and separation is secure.

8.1.21

Live
The presence of an electrical potential: (electrically charged).

8.1.22

Live Working
Work which involves working within touchable distance of or handling exposed live conductors
at a potential in excess of Extra-Low Voltage but not exceeding low voltage.

8.1.23

Lockable Document Cabinet
A lockable cabinet suitable for storing the electrical safety documents, temporary safety signs,
distribution system records, etc used in the application of these Rules and Procedures. This
cabinet shall not be used to store anything not associated with these Rules and Procedures.

8.1.24 LOP

Local Operating Procedure.
8.1.25

Mimic Diagram
A single line diagram of an electrical distribution system so made that the symbol for each
item of switchgear may be adjusted to indicate the ON, the OFF or the EARTHED positions.

8.1.26 Operation (of Equipment)
Undertaking a function such as a switching process for which the equipment is specifically
designed and installed.
8.1.27

Operational Restriction
A written safety instruction, issued to the Senior Authorised Person at each site by the
Authoring Engineer, modifying or prohibiting the normal operating procedures associated with
a particular make and type of equipment.

8.1.28

Protective Equipment
Equipment used to protect persons from danger in the working environment. Protective
Equipment includes items such as special tools, protective clothing, insulating screens, safety
harnesses, temporary Safety Signs, etc.

8.1.29

Prove/Confirm Dead
Demonstrate with the use of approved test equipment designed for the purpose that no
electrical potential liable to cause danger is present.

8.1.30 Removable Temporary Earth Padlock
A padlock that has a unique key and is used to secure a Removable Temporary Earth
specified on a Sanction to Test, the key of which is issued to the Competent Person in receipt
of that Sanction to Test.
8.1.31

Risk Assessment
A structured examination by a competent person to identify all potential hazards occurring in a
specific work place or activity, and the assessment of the likelihood and severity of injury
should those risks be realised. Any remaining risks must then be considered against the
existing and proposed control measures, to determine whether they are acceptable for safe
working, or whether additional controls are required to reduce the risk further to the lowest
reasonably practical level.

8.1.32 Safety Lock
A padlock indelibly coloured red, having a single key that differs from all other keys provided
for the system or installation. They are used for securing the means of isolation and to prevent
the removal of temporary earths.

8.1.33 SF6 Warning Sign
A permanent, non-metallic sign bearing in accordance with figure P3 of Appendix B and
bearing the words "Warning Sulphur Hexafluoride (SF6) Gas filled switchgear”. To be
used if SF6 switchgear is present in substation
8.1.34 Substation
Any premises, or part thereof, which contain equipment for either transforming or converting
energy to or from high voltage (other than transforming or converting solely for the operation
of switching devices or instruments), or for switching, controlling or regulating energy at high
voltage, but does not include equipment mounted on a support to any overhead line.
8.1.35

Substation Danger Sign

A permanent, non-metallic sign in accordance with figure P1 of Appendix B and bearing the
words "DANGER OF DEATH", or a combined Substation Danger Sign in accordance with
figure P2 of Appendix B. The relevant voltage, if in excess of Low Voltage, shall be declared
below the words "DANGER OF DEATH" in black letters with the same proportions as the
letters already used.
8.1.36 Switch panels and Distribution Boards
Low voltage distribution switchgear feeding distribution cables.
8.1.37

Switching
The operation of circuit breakers, isolators, disconnectors, fuses or other methods of making
or breaking an electrical circuit.

8.1.38

Switching schedule
A written programme setting out the sequence of operations to be followed before a Permit to
Work or a Sanction to Test is issued.

8.1.39 System
An electrical system in which all the equipment is, or may be, connected to a common source
of electrical energy, including the source and its associated equipment.
8.1.40

Testing
Applying or measuring voltages, currents or signals for the purposes of proving insulation,
continuity or any other electrical characteristic of the equipment

8.1.41

UPS
Uninterruptible Power Supply.

8.1.42

Voltage
The following ranges of voltage are defined:
(a)

Extra-Low Voltage (ELV)
A potential normally not exceeding 50 volts ac, or 120 volts dc, between conductors
or between a conductor and earth.

(b)

Low Voltage (LV)
A potential normally exceeding Extra-Low Voltage but not exceeding 1000 volts ac or
1500 volts dc between conductors.
or
600 volts ac or 900 volts dc between a conductor and earth.

(c)

High Voltage (HV)
A potential normally exceeding Low Voltage.

8.1.43 Working Lock
A padlock, except a safety lock or removable temporary earth padlock, used to secure
equipment against unauthorised access and operation.

8.1.44

Working (on Equipment)
The installation, dismantling, assembling, maintaining or repairing of electrical equipment.

8.1.45

Working on or Near Live Equipment Sign
A temporary, non-metallic sign in accordance with Figure T3 of Appendix B: and bearing
the words "Danger Work On or Near Live Equipment – in Progress" prominently
displayed during the course of live working so as to be visible from every angle of
approach to the working area.

Appendix A – Safety Documentation
MODEL FORM NUMBERS

1. Switching schedule (Electrical) printed in black on pale green paper.
2. Isolation and Earthing Diagram.
3. Permit to Work (Dead) / Near Live Electrical Equipment (Electrical) – printed in black on pale
blue paper.
4a Permit to Test (Live) – printed in black on blue paper.
4. Sanction to Test (Electrical) – printed in black on pale yellow paper.
5. Limitation of Access (Electrical) printed in black on off-white paper.
6. Certificate of Electrical Isolation and Earthing
7. Certificate of Nomination / Authorisation.
8. Record of Refresher Training.

MODEL FORM NO 1

SWITCHING SCHEDULE
(Complete precisely and legibly in BLOCK CAPITALS)
Sheet

Number of Sheets

of

Proposed Commencement Date
Proposed Completion Date

Serial Number
Site Name
System Voltage

Authorised Person
Name

Countersigning Authorised Person
Name

Signature

Date

Equipment which the proposed sequence of
operations will make safe to work on or test

Signature

Date

Description of the proposed work or test

Underline each entry
Entry
No

Location and
Equipment Identity

Operation and Reason

Items
Required

Time
Date

MODEL FORM NO 1

SWITCHING SCHEDULE
Continuation Sheet
(Complete precisely and legibly in BLOCK CAPITALS)
Sheet

Number of Sheets

of

Serial Number

Underline each entry
Entry
No

Location and
Equipment Identity

Operation and Reason

Authorised Person
Name
Signature

Items
Required

Time
Date

Countersigning Authorised Person
Name

Date

Signature

Date

MODEL FORM NO 2

Isolation and Earthing
Diagram

Serial No

(Complete precisely and legibly in BLOCK CAPITALS)
Switching Schedule No

Date

Permit to Work/Sanction
for Test No

Date

Sketch of isolation and earthing arrangements

Competent Person name

Competent Person signature

Authorised Person
Name
Signature

Countersigning Authorised Person
Name

Date

Signature

Date

MODEL FORM NO 3

PERMIT TO WORK (Dead)/ NEAR LIVE ELECTRICAL EQUIPMENT
(Complete precisely and legibly in BLOCK CAPITALS)
SITE
SERIAL NUMBER OF ASSOCIATED ISOLATION AND EARTHING
DIAGRAM IF APPLICABLE

SERIAL NUMBER

PART 1 ISSUE
To The following High/Low Voltage Equipment has been made safe in accordance with the Safety Rules and
Procedures for the work described on this Permit-to-Work to proceed: -

TREAT ALL OTHER EQUIPMENT AS LIVE
The points of isolation are (Safety Locks and Caution Signs Fitted):-

Danger Signs are placed at (Adjacent live equipment) -- if None State NONE:-

Circuit Main Earths are applied at (Safety Locks Fitted):-

The following work only is to be carried out:-

Special Instructions -- If None State NONE:-

Authorised Person Name
Authorised Person Signature

Time

Date

PART 2 RECEIPT
I have received and understand The Isolation and Earthing Diagram Serial No
I accept responsibility for the work described on this Permit to Work and for taking the precautions necessary to
prevent danger. I will not undertake any other work.
Competent Person Name
Competent Person Signature

Time

THIS PERMIT IS NOT VALID UNTIL PARTS 1 AND 2 HAVE BEEN SIGNED

Date

MODEL FORM NO 3

PERMIT TO WORK (Dead)/ NEAR LIVE ELECTRICAL EQUIPMENT
-

(Complete precisely and legibly in BLOCK CAPITALS)

PART 3 CLEARANCE
All persons under my charge have been withdrawn and warned that it is no longer safe to work on the Equipment
detailed on this Permit-to-Work.
The work is complete* / incomplete*
All gear and tools have* / have not* been removed.
Additional Earths have* / have not* been removed.
*Delete words not applicable and where appropriate state:Abnormalities are at (if none, state NONE)

Additional earths are at (if none, state NONE)

Competent Person Name
Competent Person Signature

Time

Date

Time

Date

PART 4 CANCELLATION
This Permit-to-Work is cancelled
Authorised Person Name
Authorised Person Signature

MODEL FORM NO 4

SANCTION TO TEST (ELECTRICAL)
(Complete precisely and legibly in BLOCK CAPITALS)
SITE
SERIAL NUMBER OF ASSOCIATED ISOLATION AND EARTHING
DIAGRAM IF APPLICABLE

SERIAL NUMBER

PART 1 ISSUE
To The following High/Low Voltage Equipment has been made safe in accordance with the Safety Rules and
Procedures for the test described on this Sanction-to-Test to proceed :-

TREAT ALL OTHER EQUIPMENT AS LIVE
The points of isolation are (Safety Locks and Caution Signs Fitted):-

Danger Signs are placed at (Adjacent live equipment) -- if None State NONE:-

Circuit Main Earths are applied at (Working Locks Fitted):-

Earths that may be removed for testing (Working Locks Fitted):-

Brief description of testing to be carried out:-

Special Instructions -- If None State NONE:-

Authorised Person Name
Authorised Person Signature

Time

Date

PART 2 RECEIPT
I have received and understand The Isolation and Earthing Diagram Serial No
I accept responsibility for the test described on this Sanction to Test and for taking the precautions necessary to
prevent danger. I will not undertake any other test/work.
Competent Person Name
Competent Person Signature

Time

THIS SANCTION IS NOT VALID UNTIL PARTS 1 AND 2 HAVE BEEN SIGNED

Date

MODEL FORM NO 4

SANCTION TO TEST (ELECTRICAL) (Complete precisely and legibly in BLOCK CAPITALS)

PART 3 CLEARANCE
All persons under my charge have been withdrawn and warned that it is no longer safe to test the Equipment
detailed on this Sanction-to-Test.
The test is complete* / incomplete*
All gear and tools have* / have not* been removed.
The operational state of the Equipment is the same as at the time of issue of this Sanction-to-Test apart from the
exceptions noted below.

*Delete words not applicable and where appropriate state:Exceptions (if none, state NONE)

Competent Person Name
Competent Person Signature

Time

Date

Time

Date

PART 4 CANCELLATION
This Sanction-to-Test is cancelled
Authorised Person Name
Authorised Person Signature

MODEL FORM 4a

Permit to Test on Live Apparatus/Circuits
SITE

SERIAL NUMBER

1.

DETAILS OF TESTING TO BE CARRIED OUT:
............................................................................................................................................................................................................
............................................................................................................................................................................................................
....................................................................................................LOCATION(S)..................................................................................

2.

REASON WHY TEST CANNOT BE CARRIED OUT WITH APPARATUS ISOLATED:
............................................................................................................................................................................................................
............................................................................................................................................................................................................
............................................................................................................................................................................................................

3.

PERSON(S) INVOLVED IN TEST:
ONLY AUTHORISED PERSON OR COMPETENT PERSON(S)OVER THE AGE OF 21 MAY TEST ON LIVE APPARATUS.
NO LONE WORKING

COMPETENT /AUTHORISED PERSONS:
NAME & INITIALS......................................................................NAME & INITIALS...........................................................................
NAME & INITIALS......................................................................NAME & INITIALS...........................................................................
4.

EQUIPMENT:
the following PPE and Test Equipment will be used during TEST
........................................................................................................................................................................................................
........................................................................................................................................................................................................
.........................................................................................................................................................................................................
........................................................................................................................................................................................................
OTHER TOOLS & EQUIPMENT (STATE TYPE AND WHEN TO BE USED) ................................................................................

5

BARRIERS AND ENCLOSURES ARE IN PLACE AT:
........................................................................................................................................................................................................
........................................................................................................................................................................................................

........................................................................................................................................................................................................
6 DANGER AND CAUTION NOTICES HAVE BEEN POSTED AT/ON:
........................................................................................................................................................................................................
......................................................................................................................................................................................................

7

8

(IMPORTANT NO ELECTRICAL TEST IS TO BE CARRIED OUT IN POTENTIALLY FLAMMABLE ATMOSPHERES)
VALIDATION PERIOD:
PERMIT IS ONLY VALID FOR DATES/TIME BELOW
FROM.............................................................................HRS.

DATE.......................................................................................

TO

DATE......................................................................................

...............................................................................HRS

Authorisation:
I declare that all precautions specified in Par 4,5 and 6 are in force and that the TEST. described in Para. 1 may now begin.
SIGNED.............................................................................................Competent Person
TIME

..........................................................Hrs.

DATE...........................................

SITE

SERIAL NUMBER

PART 3 CLEARANCE
All persons under my charge have been withdrawn and warned that it is no longer safe to work on the Equipment
detailed on this Permit-to-Test.
The work is complete* / incomplete/Cancelled…………………………………
All gear and tools have* / have not* been removed……………………………
All areas are clean and tidy……………………………………………………….
Additional Earths have* / have not* been removed.
*Delete words not applicable and where appropriate state: If Permit is Cancelled Due to Danger Present
please state reason (if none, state NONE)

Competent Person Name
Competent Person Signature

Time

Date

Time

Date

PART 4 CANCELLATION
This Permit-to-Test is cancelled
Authorised Person Name
Authorised Person Signature

MODEL FORM NO 5

LIMITATION of ACCESS
(Complete precisely and legibly in BLOCK CAPITALS)
SITE

SERIAL NUMBER

PART 1 ISSUE
To -

Permission is hereby given to access the following area:-

Work to be undertaken:-

No other work is to be carried out
Hazards within the work area:-

Danger Signs are placed at (Adjacent live equipment) -- if None State NONE:-

Special Instructions -- If None State NONE:-

Authorised Person Name
Authorised Person Signature

Time

Date

PART 2 RECEIPT
I accept responsibility for the work described on this Limitation-of-Access and no other work will be undertaken by
me or the persons under my control.
Escorted

Yes/No

Escort Name

Competent Person Name
Competent Person Signature

Time

THIS LIMITATION IS NOT VALID UNTIL PARTS 1 AND 2 HAVE BEEN SIGNED

Date

MODEL FORM NO 5

LIMITATION of ACCESS
(Complete precisely and legibly in BLOCK CAPITALS)

PART 3 CLEARANCE
All persons under my charge have been withdrawn and warned that it is no longer safe to enter the area stated
on this Limitation-of-Access
The work is complete* / incomplete*
All gear and tools have* / have not* been removed.
The state of the area is the same as at the time of issue of this Limitation-of Access apart from the exceptions
noted below.

*Delete words not applicable and where appropriate state:Exceptions (if none, state NONE)

Competent Person Name
Competent Person Signature

Time

Date

Time

Date

PART 4 CANCELLATION
This Limitation-of Access is cancelled
Authorised Person Name
Authorised Person Signature

MODEL FORM NO 6

CERTIFICATE OF ELECTRICAL ISOLATION AND
EARTHING
(Complete precisely and legibly in BLOCK CAPITALS)

SITE

SERIAL NUMBER

To The following Equipment has been isolated from the site electrical system. No attempt will be made to remove any
safety devices until this certificate has been cancelled:

PART 1 ISSUE
The points of isolation are (Safety Locks and Caution Signs Fitted):-

Safety Key Box No.

Location

Circuit Main Earths (HV Systems only) are applied at (Safety Locks Fitted):-

Authorised Person Name
Authorised Person Signature

Time

Date

PART 2 RECEIPT
I acknowledge receipt of this certificate and confirm that I will take any additional control measures that be necessary
to carry out the work and avoid danger.

Competent Person Name
Competent Person Signature

Time

Date

MODEL FORM NO 6

CERTIFICATE OF ELECTRICAL ISOLATION AND
EARTHING
(Complete precisely and legibly in BLOCK CAPITALS)

PART 3 CLEARANCE
The work for which this certificate was issued is complete, the equipment has passed all appropriate tests and is
ready to be energised from the site electrical system. I certify that all persons under my charge have been
advised that the equipment may now be live and that all tools and additional earthing connections are clear.

Competent Person Name
Competent Person Signature

Time

Date

Time

Date

PART 4 CANCELLATION
This Certificate of Electrical Isolation is now cancelled
Authorised Person Name
Authorised Person Signature

MODEL FORM NO 7

CERTIFICATE OF NOMINATION/AUTHORISATION

NAME……………………………………………………………………………………………………...

PERSONAL NUMBER……………………………………………………………………………………

LOCATION………………………………………………………………………………………………...

EMPLOYED BY…………………………………………………………………………………………...

1. ISSUE
The above person is designated to carry out the duties relevant to the Roles and Responsibilities, at
the above location, as defined in Michael Lonsdale Group Electrical Safety Rules and Procedures
and Safety Documentation as specified in the Schedule overleaf.

SIGNED……………………………………………………………………………………………………...
Authorising Engineer

2. RECEIPT
In receiving this Certificate of Nomination/Authorisation I recognise the responsibilities placed upon
me by Michael Lonsdale Group Electrical Safety Rules and Procedures.
SIGNED…………………………………………………………………………………………………...
DATE OF RECEIPT………………………………………………………………………………………

MODEL FORM NO 7

SCHEDULE
CODE

DESCRIPTION

1

NOMINATED – COMPETENT PERSON

2

NOMINATED – ACCOMPANYING SAFETY PERSON

3

NOMINATED – SENIOR AUTHORISED PERSON

4

NOMINATED – AUTHORISED PERSON – HV DISTRIBUTION NETWORKS

5

NOMINATED – AUTHORISED PERSON – LV DISTRIBUTION NETWORKS

6
7
8
9
10
LIMITATIONS TO NOMINATION/AUTHORISATION
CODES

Copies to:

1, 2 & 4

Electrical Safety Document Register
Personal Copy

MODEL FORM NO 8

MICHAEL LONSDALE GROUP ELECTRICAL SAFETY RULES and PROCEDURES
RECORD OF REFRESHER TRAINING

NAME…………………………………………………………………………………………………………

PERSONAL NUMBER……………………………………………………………………………………...

CODES OF NOMINATION/
AUTHORISATION……………………………………………………………………………………………

The above person has been retrained and his/her* knowledge of the Michael Lonsdale Group
Electrical Safety Rules and Procedures is satisfactory.

Signed…………………………………………………………………………………………………………
Authorising Engineer
Date…………………………………………………………………………………………………………...

`Copies to:

Electrical Safety Document Register
Personal Copy

Appendix B - Model Safety Signs
General
B1

The display of Permanent Safety Signs is dealt with in Section 22 of these Rules and Procedures and
Procedures. The display of Temporary Safety Signs is dealt with in the appropriate clauses of
Sections 25, 26, 27 and 28 of these Rules and Procedures.

Permanent Safety Signs

B2

Model Sign No.

The following permanent Safety Signs are included in this Annex:
Substation Danger Sign

P1

Combined Substation Danger Sign and Notice

P2

SF6 Warning sign

P3

Temporary Safety Signs
B3

The following temporary Safety Signs are included in this Annex:
Caution Sign
Danger Sign

T1
T2

Work on Live Equipment Sign

T3

Design Specification
B4

All signs, except Signs P1, shall be to the sizes indicated.

B5

Safety Sign P1 (and where combined into P2) is to be designed to the proportions prescribed in
Schedule 1 of the Electricity Safety, Quality and Continuity Regulations 2002 (as amended).

B6

The design and colours of the signs shall be to the standards BS 5499-5:2002, BS ISO 3864-4:2011
and BS 5499-5:2002 as appropriate. Colours shall be to British Standard 5252 - 1976 as follows:
Yellow
Blue
Red

08E51
18E53
04E53

B7

Signs shall be manufactured from laminated plastic, 3 mm thickness; or other similar non-metallic
weather resistant material, thickness appropriate to the intended location and application.

B8

Non-corrosive materials are to be used when fixing permanent Safety Signs. Permanent signs shall
not be fixed with adhesives.

B9

All temporary signs shall be provided with two 5mm diameter holes for a suspension cord. The holes
shall be 10mm from the top edge and 30mm from each end for 150mm wide signs, and 50mm from
each end for 200mm wide signs.

B10

All temporary Safety Signs shall be suspended on non-conducting cord.

Figure P1
Substation Danger Sign

Figure P2
Combined Substation Danger Sign and Notice

Figure P3
SF6 Warning Sign

Figure T1
Caution Sign

Figure T2
Danger Sign

Figure T3

Work on Live Equipment Sign.

Appendix C - Protective, Test and Earthing Equipment
General
C.1

Section 4.4 of these Rules and Procedures requires that Protective Equipment be readily available at
all times and is to be worn or used whenever necessary to avoid danger.

C.2

Reliance should not be placed on any single item of Protective Equipment.

C.3

The range of Protective Equipment normally expected to be held by Michael Lonsdale Group for
compliance with these Rules and Procedures at each site for which Authorised Persons have been
appointed, should include the following items:
C.3.1

insulated hand tools

C.3.2

insulated rubber boots

C.3.3

insulated rubber gloves

C.3.4

insulating rubber mats

C.3.5

face shields (visors)

C.3.6

insulating materials for temporary screening

C.3.7

safety belts and harnesses

C.3.8

flame proof overalls

C.3.9

face shield

C.4

The user of any item of Protective Equipment is to be responsible for carrying out a visual inspection
before and after use. If an item is found to be defective or unsafe it is to be reported to the Senior
Authorised Person as soon as possible.

C.5

All Protective, Test and Earthing Equipment must be stored, inspected, tested and, where appropriate,
recalibrated in accordance with manufacturers’ recommendations.

C.6

All Protective, Test and Earthing Equipment is to be inspected by the Senior Authorised Person at
intervals recommended by the manufacturer but not exceeding twelve months and the results entered
into the Site Electrical Logbook. Any item of Protective Equipment found to be defective is to be
destroyed and replaced.
Protective Equipment

C.7

These Rules and Procedures require Competent Persons, Persons in Charge and Authorised
Persons to use appropriate Protective Equipment when the circumstances require it. Items of
Protective Equipment held or used within a site should comply with any relevant British Standards and
should be so kitemarked. British Standards are not available for some of the items of Protective
Equipment recommended.
Protective Equipment Covered by a British Standard

C.8

The following items of equipment are covered by the British Standards indicated (as amended):
Insulated screwdrivers
Insulated pliers
Rubber gloves for electrical purposes
Rubber mats for electrical purposes
Face shields and visors
Safety belts and harnesses

BS 2559
BS 3087
BS EN 60903: 2003
BS 921: 1976
BS EN 166, 167 & 168: 2002
BS EN 354, 355, 361 to 365

C.9

Insulated hand tools complying with ENA TS 26-3 : ISSUE 2 AMD 1 1995 meet the relevant British
and European Standards.

C.10

Rubber mats shall be available to persons working on or near live Low Voltage equipment.

C.11

Face shields and visors provide protection against electrical flash, impact and molten metal particles.
They shall be available to persons who may be exposed to the effects of electric arcs, e.g. when
withdrawing fuses in older types of distribution cubicles.

C 12

Many different types of safety belts and harnesses are available, each intended for a particular
purpose. Safety belts and harness manufactured to the relevant BS, and of the correct type, shall be
available to persons working in insecure locations, for example, on overhead lines.
Voltage Test Indicators

C.13

These Rules and Procedures require Authorised Persons and Competent Persons (where applicable)
to prove equipment dead by using a voltage test indicator.

C.14

Voltage test indicator shall comply with the recommendations of GS38 - Electrical Test Equipment for
use by Electricians, published by the Health and Safety Executive. Test indicators for use on 230/400
volt systems shall be suitable for use up to 500 volts and should indicate a live supply down to 50
volts.

C.15

Voltage test indicators should be proved before and after use from a known supply or suitable proving
unit.
Recommendations for the Inspection, Test and Recalibration of Protective, Test and Earthing
Equipment

C.16

Insulated hand tools should be supplied with a certificate stating that the tools have been electrically
tested.

C.4.2

Rubber boots in frequent use should be returned to the manufacturer for testing, or be replaced at
yearly intervals (whichever option is the most economic). If boots are used occasionally the testing or
replacement should be carried out at five yearly intervals. Any boots failing an electrical test are to be
destroyed and replaced, irrespective of the amount of wear.

C.18

Rubber gloves should be kept in a dark place where they will not be subjected to mechanical or
chemical damage. A container, which is clean and free from grease and oil, should be provided solely
for storing the gloves.

C.19

Before use, each glove should be examined inside and out by the user. Each finger of each glove is to
be stretched by hand to ascertain that its mechanical strength is adequate. If either of the pair of
gloves is damaged or defective the pair is to be destroyed and replaced.

C.20

After each use the gloves are to be inspected by the Authorised Person for surface defects or
materials embedded in the surface. If any glove appears defective the pair is to be destroyed and
replaced.

C.21

Gloves that are used frequently are to be tested at intervals not exceeding six months. Gloves that are
used infrequently are to be retested after each use, or at intervals not exceeding twelve months,
whichever is the more frequent.

C.22

Gloves are to be retested by the manufacturer or locally on equipment described in, and in
accordance with, the procedures set out in BS 697, Appendix A - Electrical Resistance Test.

C.23

Face shields are to be examined by the user before and after use.

C.24

Belts, harnesses are to be stored in a cool dry place, not subjected to direct sunlight and not
subjected to unnecessary strain, pressure, excessive heat or humidity. The equipment is also to be
kept free from contact with sharp implements, corrosive substances and other possible causes of
damage.

C.25

Where necessary test equipment is to be inspected and recalibrated at the intervals recommended by
the manufacturer.

Appendix D - Model Letters of Appointment / Re-appointment
for Authorising Engineers
D.1

It is the responsibility of the Michael Lonsdale Group Electrical Directors to ensure that any person
appointed as Authorising Engineer is suitably qualified and adequately experienced to satisfy the
requirements of the Michael Lonsdale Group Electrical Safety Rules and Procedures, which have
been compiled to enable Michael Lonsdale Group to meet it’s Statutory Obligation which is to comply
with the requirements of the Electricity at Work Regulations for work on electrical equipment.

D.2

Before an Authorising Engineer is appointed the Electrical Directors must be satisfied that the
prospective Authorising Engineer meets all the criteria set out in Clause 6 25 of these Rules.

D.3

The appointment of an Authorising Engineer is to be by an exchange of letters.

D.4

The Model Letter from the Michael Lonsdale Group Electrical Directors offering appointment to
a prospective Authorising Engineer is shown below:

Dear ______________________ (Name of prospective Authorising Engineer)
MICHAEL LONSDALE GROUP ELECTRICAL SAFETY RULES AND PROCEDURES – APPOINTMENT AS
AUTHORISING ENGINEER

Being satisfied that you are suitably qualified and meet the requirements of Section 6 of the Michael Lonsdale
Group Electrical Safety Rules and Procedures, I hereby offer you the appointment of Authorising Engineer for
_____________________________ (Sites) to undertake the duties set out in Section 6 of the Michael
Lonsdale Group Electrical Safety Rules and Procedures until further notice. However, this appointment will be
reviewed and reconfirmed at three yearly intervals.
Please confirm your acceptance of this offer of appointment by signing and returning to me a copy of the
attached letter.

Yours Sincerely,
__________________________ and __________________________
(Michael Lonsdale Group Electrical Director)

D.5
Model Letter from the prospective Authorising Engineer accepting the appointment as
Authorising Engineer.

Dear _____________________________ and____________________________
(Michael Lonsdale Group, Electrical Director)
I acknowledge receipt of your letter dated _____________ offering me appointment as an Authorising
Engineer for the ______________________ (Sites).
I confirm that, to the best of my knowledge, I satisfy the requirements for appointment as an Authorising
Engineer indicated in Section 6 of the Michael Lonsdale Group Electrical Safety Rules and Procedures.
I accept the responsibilities of the Authorising Engineer and will, to the best of my ability, carry out the
Authorising Engineer’s duties set out in the Michael Lonsdale Group Electrical Safety Rules and Procedures.
I note that I am required to attend an Authorising Engineer training course at intervals not exceeding five
years, an Authorised Person refresher course at intervals not exceeding three years and a first aid course at
intervals not exceeding three years.

Yours Sincerely,
__________________________
(Authorising Engineer)

Appendix E - Model Letters of Appointment / Re-appointment
for Authorised Person
E.1

It is the responsibility of the Authorising Engineer to ensure that any person appointed as an
Authorised Person is suitably qualified, experienced and trained to satisfy the requirements of Clauses
7.16 to 7.20 inclusive of the requirements of the Electricity Safety Rules and Procedures.

E.2

The appointment of an Authorised Person is to be by the issue of a Certificate of Appointment

E.3

A prospective Authorised Person is to be nominated by the Michael Lonsdale Group Engineering
Manager by completing and signing PART II of an application for appointment of an Authorised
Person

E.4

The prospective Authorised Person is to complete and sign PART III of the application to confirm that
they meet the requirements of Clause 7.16 or Clause 7.23, as appropriate, they are familiar with and
have received training on the systems, installations and equipment listed in PART I of the application.

E.5

Following a successful interview with the Authorising Engineer the prospective Authorised Person will
be offered the certificate of appointment which is to be formally accepted in writing.

E.6

Model Letter offering appointment or re-appointment as an Authorised Person:

Dear ______________________ (Authorised Person or prospective Authorised Person)
MICHAEL LONSDALE GROUP ELECTRICAL SAFETY RULES AND PROCEDURES – OFFER OF
APPOINTMENT OR RE-APPOINTMENT AS AN AUTHORISED PERSON

You are hereby offered an appointment/re-appointment as an Authorised Person for the purposes of the
Michael Lonsdale Group Electrical Safety Rules and Procedures for the following systems, installations or
equipment for a period not exceeding three years.
1 _________________________ 2 _________________________
3 _________________________ 4 _________________________
5 _________________________ 6 _________________________
7 _________________________ 8 _________________________
9 _________________________ 10 ________________________
Please confirm your acceptance of this offer of appointment/re-appointment and the receipt of the enclosed
appointment certificate by signing and returning a copy of the attached letter.

Yours Sincerely,
__________________________
(Authorising Engineer)
Copies to: Michael Lonsdale Group Project Manager

E.7

Model Letter accepting the appointment/re-appointment as an Authorised Person.

Dear _____________________________ (Authorising Engineer)
I accept appointment/re-appointment as an Authorised Person for the systems, installations and locations
indicated in your letter dated ____________________.
I acknowledge receipt of the appointment certificate as my authority to act, whilst on duty, as an Authorised
Person for the systems, installations and locations indicated on the certificate.
I also acknowledge receipt of my personal copy of the Michael Lonsdale Group Electrical Safety Rules and
Procedures and the Michael Lonsdale Group Electrical Safety Rule Book.
I confirm that, to the best of my knowledge, I satisfy the requirements for appointment as an Authorised
Person indicated in Section 7 of the Michael Lonsdale Group Electrical Safety Rules and Procedures.
I note that, whilst on duty as an Authorised Person, I will be solely responsible for the practical implementation
and operation of the Michael Lonsdale Group Electrical Safety Rules and Procedures for the systems and
installations for which Michael Lonsdale Group has control of the electrical danger, and for which I have been
appointed.
I will, to the best of my ability follow the Michael Lonsdale Group Electrical Safety Rules and Procedures and
any local variations notified to me by the Authorising Engineer.

Yours Sincerely,
__________________________
(Authorised Person)

Copies to: Michael Lonsdale Group Project Manager

Appendix F - Model Letters of Appointment / Re-appointment
for Competent Person
F1

It is the responsibility of the Senior Authorised Person to ensure that any person appointed as a
Competent Person has suitable training and experience and is competent to satisfy the requirements
of Clause 8.14 of the Electricity Safety Rules and Procedures

F.2

The appointment of a Competent Person is to be by the issue of a Certificate of Appointment

F.3

A prospective Competent Person is to be nominated by the Michael Lonsdale Group Engineering
Manager by completing and signing PART I of an application for appointment of a Competent Person

F.4

The prospective Competent Person is to complete and sign PART II of the application to confirm that
they meet the requirements of Clause 8.14 and that they are familiar with the systems, installations
and equipment listed in PART I of the application.

F.5

PARTS III and IV of the application are to be completed by an Authorised Person or an Authorised
Person as appropriate.

F.6

Following a successful interview with the Senior Authorised Person or another Authorised Person
nominated for the task, the Senior Authorised Person will offer a certificate of appointment to the
prospective Competent Person which is to be formally accepted in writing.

F.7

Model Letter offering appointment or re-appointment as a Competent Person:

Dear ______________________ (or prospective Competent Person)
MICHAEL LONSDALE GROUP ELECTRICAL SAFETY RULES AND PROCEDURES – OFFER OF
APPOINTMENT OR RE-APPOINTMENT AS A COMPETENT PERSON

As previously discussed, you are hereby offered an appointment/re-appointment as a Michael Lonsdale Group
Competent Person for the purposes of the Michael Lonsdale Group Electrical Safety Rules and Procedures
for a period of _____ years, (Not more than 3) commencing on ____________ (date).
Please note that the appointment offered covers only the locations and types of installation and equipment
indicated on the certificate.
If you wish to accept the appointment, please acknowledge receipt of the enclosed certificate by signing and
returning a copy of the attached letter.
Your personal copy of the Michael Lonsdale Group Electrical Safety Rule Book is enclosed.
Yours Sincerely,
__________________________
(Authorised Person)
Copies to: Michael Lonsdale Group Project Manager

F.8

Model Letter accepting the appointment or re-appointment as a Competent Person.

Dear _____________________________ (Authorised Person)
I accept appointment/re-appointment as a Michael Lonsdale Group Competent Person for the purposes of the
Michael Lonsdale Group Electrical Safety Rules and Procedures for a period of _____ years, (Not more than
3) commencing on ____________ (date).
I acknowledge receipt of my certificate and of my personal copy of Michael Lonsdale Group Electrical Safety
Rule Book.
I note that the appointment covers only the locations and types of installation and equipment indicated on the
certificate.
I will, so far as is reasonably practicable, ensure that I, and any others working with me or supervised by me,
avoid danger to ourselves and others, and do not cause damage to electrical equipment.
I will not carry out any electrical work or test beyond the limitations of Table 1 of the Michael Lonsdale Group
Electrical Safety Rule Book (or such additional limitations indicated on the certificate) unless I am appointed
the Competent Person for a particular task by the issue and acceptance of a Permit to Work, a Sanction to
Test, a Sanction to Work On or Near Live Electrical Equipment, or unless I am under the direct supervision of
a Competent Person so appointed.

Yours Sincerely,
__________________________
(Michael Lonsdale Group Competent Person)

Copies to: The Michael Lonsdale Group Project Manager

Appendix G - Training Course Profiles
AUTHORISING ENGINEER INITIAL TRAINING
G.1

Section 6.25.2 of these Rules and Procedures requires that, in order to become eligible for
appointment as an Authorising Engineer, candidates should have successfully completed an
appropriate training course for the Authorised Persons. The course profile is described in this Annex.

G.2

Section 6.25.3 of these Rules and Procedures requires that, in order to become eligible for
appointment as an Authorising Engineer, candidates should have successfully completed an
appropriate training course for the Authorising Engineer. The course profile is described in this Annex.
AUTHORISED PERSON INITIAL TRAINING

G.3

Sections 7.16 and 7.23 of these Rules and Procedures require that, in order to become eligible for
appointment as Authorised Persons, candidates should have successfully completed an approved
initial training course for Authorised Persons. The course profile is described in this Annex. There are
also periods of on-site training and familiarisation that are described in Section 7.
REFRESHER TRAINING

G.4

Section 6.31 of these Rules and Procedures requires that an Authorising Engineer should attend an
appropriate Authorised Persons refresher training course at intervals not exceeding five years.

G.5

Section 6.32 of these Rules and Procedures requires that an Authorising Engineer should attend an
appropriate Authorising Engineer refresher training course at intervals not exceeding five years.

G.6

Section 7.23 of these Rules and Procedures requires that Authorised Persons attend an appropriate
refresher training course for Authorised Persons at intervals not exceeding three years.

G.7

Refresher training courses are to cover the same subject areas as the corresponding initial training
courses, for Authorised Persons the courses should be biased towards the practical aspects of the
duties. Refresher training courses are generally expected to have a duration of about half that of the
corresponding initial training course.

G.8

Re-attendance on an initial training course as a means of refresher training may be appropriate, for
instance, where Authorised Persons have had little or no practical experience in recent years, or
where over-familiarity with Authorised Person duties may have led to departures from standard safety
procedures.

G.9

The Authorising Engineer is responsible for deciding when refresher training is necessary for
individual Authorised Persons, and normally every Authorised Person should attend refresher training
every three years. However, Authorising Engineer may consider extending this period up to a
maximum of five years, with the written approval of Michael Lonsdale Group Electrical Directors. In
support of this decision copies of the reasons for the request and the approval given are to be held on
file by the Authorising Engineer. Under no circumstances can the training period be extended beyond
five years.

APPROVED COURSES
G.10

Appropriate training and refresher training courses are formal courses of instruction appropriate to the
duties expected to be performed by a prospective or practising Authorising Engineer or Authorised
Persons, which have been approved for the purpose by Michael Lonsdale Group Electrical Directors.

G.11

Such courses are to be designed to impart an adequate level of knowledge of these Rules and of
other matters necessary for the application of safe systems of work. In addition, they are to include
practical experience of applying safe working procedures on a range of typical electrical equipment
arranged to provide simulated circuits.

G.12

Students should be continually assessed in both written and practical exercises, so that on completion
of the course, the training organisation can make an independent assessment of their suitability and
technical competence for consideration by the Authorising Engineer. The students should also be
informed directly of the results of the assessments.

G.13

Suitable course profiles for this purpose are included in this Appendix are for general guidance only,
and courses that are a composite of existing commercially run courses may be acceptable provided
the Authorising Engineer has given approval.
INITIAL TRAINING COURSE FOR AN AUTHORISING ENGINEER

G.14

Approved training courses for an Authorising Engineer are to provide the necessary training and
background information to prepare candidates to safely discharge the duties of an Authorising
Engineer in accordance with Michael Lonsdale Group Electrical Safety Rules and Procedures.

G.15

The basic training is to ensure that:
G.15.1 the Michael Lonsdale Group policy towards electrical safety is applied universally across the
Michael Lonsdale Group estate,
G.15 2 Authorised Persons are correctly selected and appointed and their application of the Michael
Lonsdale Group Electrical Safety Rules and Procedures are properly audited;
G.15.3 the roles and duties of an Authorising Engineer with regard to the selection of Authorised
Persons to is looked at in detail.
G.15.4 the procedures, to be adopted when work is undertaken, are carried out in a controlled
environment.

G.16

The course is to have a duration of about two or three days, and the scope is to include:
G.16.1

introduction to the safe systems of work in Michael Lonsdale Group sites;

G.16.2

structure of roles and responsibilities of persons in this system;

G.16.3

practical and procedural aspects of safe working practices;

G.16.4

nomination, evaluation, appointment and auditing of Authorised Persons;

G.16.5

candidate interview techniques;

G.16.6

training requirements for new and in-service Authorised Persons;

G.16.7

termination procedures for Authorised Persons;

G.16.8

Coordinating duties, including accident investigation.

TRAINING COURSE PROFILE FOR INITIAL TRAINING ON HIGH VOLTAGE RING AND
RADIAL, AND LOW VOLTAGE DISTRIBUTION SYSTEMS (as required)
G.4.2

Approved training courses for high voltage ring and radial, and low voltage distribution systems are to
provide the necessary basic training and background information to prepare students to safely
discharge the duties, in accordance with Michael Lonsdale Group Electrical Safety Rules and
Procedures, of an Authorised Person in respect of the defined distribution systems in non-hazardous
areas. The courses are to be biased towards High Voltage systems and installations.

G.18

The basic training is to provide:
G.18.1 an adequate knowledge of the rationale and content of the Michael Lonsdale Group Electrical
Safety Rules and Procedures;
G.18.2 a thorough knowledge of, and practical experience in, the duties and responsibilities of an
Authorised Person (Electrical);
G.18.3 an introduction to the theory, application, operation and maintenance of components of typical
high voltage ring, high voltage radial and low voltage distribution systems.

G.19

The background information is to provide an understanding of the principles involved in the design,
operation and maintenance of typical high voltage and low voltage distribution systems and their
associated protective devices.

G.20

The course is to have a duration of about five days, or split into 2 independent courses, and the scope
is to include:
G.20.1 Statutory requirements relating to electrical safety;
G.20.2 Michael Lonsdale Group Electrical Safety Rules and Procedures;
G.20.3 Authorised Person (Electrical) role and duties;
G.20.4 types and functions of common high voltage distribution switchgear;
G.20.5 types and functions of other common high voltage distribution equipment, including
transformers and cables;
G.20.6 types and functions of low voltage distribution switchgear and equipment, including feeder
pillars;
G.20.7 operation of high voltage ring and radial distribution systems;
G.20.8 protective devices, including relays, fuses and interlocks;
G.20.9 operation and maintenance procedures for high voltage and low voltage distribution
equipment;
G.20.10 operation and maintenance procedures for standby power supplies and equipment;
G.20.11 practical exercises on switching simulated high voltage ring and radial distribution systems;
G.20.12 practical exercises on making high voltage equipment safe to work on or test, including
procedures appertaining to Permits to Work and Sanctions to Test;
G.20.13 procedures for live working on or near low voltage equipment;
G.20.14 cable detection, location and identification;

TRAINING COURSE PROFILE FOR INITIAL TRAINING ON HIGH VOLTAGE RADIAL AND LOW
VOLTAGE DISTRIBUTION SYSTEMS
G.21

Approved training courses for high voltage radial, and low voltage distribution systems are to provide
the necessary basic training and background information to prepare students to safely discharge the
duties, in accordance with Michael Lonsdale Group Electrical Safety Rules and Procedures, of an
Authorised Person in respect of the defined distribution systems in non-hazardous areas. The courses
are to be biased towards low voltage systems and installations.

G.22

The basic training is to provide:
G.22.1 an adequate knowledge of the rationale and content of the Michael Lonsdale Group Electrical
Safety Rules and Procedures;
G.22.2 a thorough knowledge of, and practical experience in, the duties and responsibilities of an
Authorised Person (Electrical);
G.22.3 an introduction to the theory, application, operation and maintenance of components of typical
high voltage radial and low voltage distribution systems.

G.23

The background information is to provide an understanding of the principles involved in the design,
operation and maintenance of typical high voltage radial and low voltage distribution systems and their
associated protective devices.

G.24

The course is to have a duration of about five days, and the scope is to include:
G.24.1 Statutory requirements relating to electrical safety;
G.24.2 Michael Lonsdale Group Electrical Safety Rules and Procedures;
G.24.3 Authorised Person (Electrical) role and duties;
G.24.4 types and functions of common high voltage distribution switchgear;
G.24.5 types and functions of other common high voltage distribution equipment, including
transformers and cables;
G.24.6 types and functions of low voltage distribution switchgear and equipment, including feeder
pillars, switch panels etc.
G.24.7 operation of high voltage radial distribution systems;
G.24.8 protective devices, including relays, fuses and interlocks;
G.24.9 operation and maintenance procedures for high voltage and low voltage distribution
equipment;
G 24 10 operation and maintenance procedures for standby power supplies and equipment;
G.24.11 practical exercises on switching simulated high voltage radial distribution systems;
G.24.12 practical exercises on making high voltage equipment safe to work on or test, including
procedures appertaining to Permits to Work and Sanctions to Test;
G.24.13 procedures for live working on or near Low Voltage equipment;
G.24.14 cable detection, location and identification.

Appendix H - Associated Regulations and
Documents
H.1

These Rules and procedures are based on and comply, where applicable, with the following
Regulations and Documents: H.1.1

Health and Safety at Work etc Act 1974.

H.1.2

Health and Safety (First-Aid) Regulations 1981, Approved Code of Practice and Guidance.

H.1.3

Electricity Safety, Quality and Continuity Regulations 2002.

H.1.4

Electricity at Work Regulations 1989.

H.1.5

Memorandum of Guidance on the Electricity at Work Regulations 1989.

H.1.6

Management of Health and Safety at Work Regulations 1999.

H.1.7 Approved Code of Practice for Management of Health and Safety at Work
Regulations 1999.
H.1.8

The Personal Protective Equipment Regulations 1992, (EC Directive), Amended 2005.

H.1.9

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985, (As amended
in 2013).

H.1.10 Health and Safety (Safety Signs and Signals) Regulations 1996.
H.1.11 Approved Code of Practice for Entry into and Working in Confined Spaces 1997.
H.1.12 Provision and Use of Work Equipment Regulations 1998.
H.1.13 Requirements for Electrical Installations: IET Wiring Regulations. BS7671 – current edition.
H.1.14 Electrical Test Equipment for use by electricians. Guidance Note GS 38 issued by the Health
and Safety Executive.
H.1.15 Electricity at Work: - Safe Working Practices. Health and Safety series booklet HS (G) 85
issued by the Health and Safety Executive.
H.1.16 IET Inspection and Testing Guidance Note 3.
H.1.4.2 IET Code of Practice for in-service inspection and testing of electrical equipment.
H.1.18 Flame retardant clothing - EN531.

Appendix I - Power on request and request for isolation

