
POLICY & PROCEDURE
ELECTRICAL SAFETY

Policy Statement

Electricity is a powerful energy source that if not used properly or maintained can result in personal injury or death to staff or patients. It is the responsibility of all staff members to take proactive steps to minimize the potential for an electrical hazard, including a fire.  

Procedure
1. Inspect all electrically powered equipment to ensure it contains an Underwriter’s Laboratory (UL)  label on the device or the power cord. If the device doesn’t have a UL label, do not use it. 

2. Inspect all electrical cords for fraying, cracks, or cuts and never place them under carpeting, rugs, or office furniture. 

3. Inspect all electrical appliances and equipment on an annual basis for normal wear and tear that could lead to an electrical fire.  Do not use faulty or damaged equipment.  

4. Don’t use electrical tape to protect cut or frayed cords. Remove the damaged cord from use. 

5. Keep electrical cords out of the normal paths of traffic to prevent slips, trips, and falls.

6. Never staple or nail electrical cords to walls or floors.

7. Restrict the use of extension cords in the office. Extension cords should not be used as a permanent solution. If extra power is needed, contact a licensed electrician and have them install an additional circuit.

8. Never use a “cheater” plug or three-prong to two- prong adapter. This eliminates the grounding properties of the circuit.

9. Temporary extension cords may be used when decorating for the holidays, but make sure that the proper type of cord (indoor versus outdoor) is used for the job.  

10. Replace existing extension cords with at least a 16 gauge Underwriters Laboratory (UL) approved cord.

11. Turn off any electrical device before you connect or disconnect it from an electrical outlet. Hold the electrical cord by the plug body and not by the cord itself. Using the cord will eventually damage the internal wiring.

12. Don’t handle any electrical device with wet hands or when standing on a wet floor. 

13. Install a Ground Fault Circuit Interrupter (GFCI) circuit for protection against an electrical shock in any location where electricity and water are within six feet of each other. 

14. On a monthly basis and after an electrical storm, trip/test any GFCI circuits to ensure that they operate as designed.

15. Only use UL approved surge protectors in the office.  Don’t connect multiple surge protectors together.  Mount surge protectors up off of the floor to prevent damage to it.

16. Do not use portable electrical space heaters. If a portable space heater must be used, ensure that: 
· it is UL-listed

· it is purchased with an automatic shut-off, should the heater be knocked over or if it overheats 

· at least three feet of open space is maintained in front of the heater  

· an extension cord is not used to power the heater

· if the unit does not work as designed, it is immediately unplugged, remembering to shut-off the heater before doing so
17. If an outlet is broken or loose, unplug any devices and contact a licensed electrician and have them make any necessary adjustments or repairs to the outlet. 

18. Fit all outlets with cover plates.

19. Install plastic inserts in any open outlet slot in the office that could be exposed to children to protect against exposure and electric shock. 

20. If any electrical device begins to emit an odor, smoke, sparks or makes strange noises (buzzing or sizzling), immediately shut the device off. Remove the power cord from the receptacle by using the plug body and not the cord. If the device still appears to be burning at this point, follow the emergency response procedure for fires. 

21. When replacing light bulbs or tubes, use the wattage indicated on the fixture or lamp. Don’t increase the wattage because you need more light. Halogen bulbs can produce high heat and should be placed away from combustible furnishings.

22. Maintain all primary entrance switches and panel distribution boards readily accessible and free from obstructions.  

23. Maintain labels of the circuits in the electrical panel as to the area, room, or equipment that they control.

24. Cover any empty/missing circuit breakers with a plate.

25. Replace any blown fuses or reset any tripped circuit breakers in an electrical panel. Don’t ever increase the capacity of the blown fuse.

26. Shut-off all electrical equipment before leaving the office after normal business hours. 
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