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1 PURPOSE

All Maintenance of Electrical and Mechanical Equipment shall be conducted in accordance with this
procedure, the appropriate Australian Standards and, if the work is being conducted on site, the specific
site requirements.

2 SCOPE

This procedure is applicable to all company employees, service providers and sub-contract employees
who may have a requirement to carry out maintenance of electrical and mechanical equipment.

3 DEFINITIONS

For the purpose of this document, the following definitions will apply:
Company / the company – refers to Reay Services Group.

SWP - Standard Work Procedure. (Developed Routine Task Processes)

JSA - Job Safety Analysis.

WHSA – Work Health and Safety Act 2011

SLAM - Slam is a quick, easy and personalised risk assessment tool.

 The process helps us to identify about how we could get hurt in the task we are about to do.

 This is a system for risk assessment and must be conducted prior to starting any task.
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4 ROLES AND RESPONSIBILITIES

All company Employees and Contractors are responsible for complying with the requirements of this
procedure.

Refer to QMS-PRO-026 – Authority and Responsibilities Procedure for further details.

5 ACTION

This Procedure is to provide practical guidance on inspection, testing and tagging of electrical and
mechanical equipment and apparatus, and to prescribe the frequency of and responsibility for such
testing and inspections. This procedure is in two parts. Part 1 refers to electrical maintenance and Part 2
refers to Mechanical maintenance.

Our strategy is therefore to:

 provide and maintain electrical and mechanical equipment in a safe condition at all times;

 regularly inspect, test and tag (electrical only) such equipment to confirm its safe status; and

 Ensure all defective equipment is promptly isolated, tagged out, and removed from service.

All equipment at company sites, including contractors’ equipment, shall be subject to this Statutory
Procedure.

6 PART (1) – ELECTRICAL

Electrical energy is the most widely used power source in industry and can be a particularly dangerous
hazard in that it cannot be sensed. All electrical equipment used at the company has been designed and
manufactured to be safe and without risk when used appropriately, but damage can occur during use that
can negate effective control of this energy source. Our policy is to ensure that our equipment and
apparatus is regularly checked, by competent persons, to ensure it is safe for use.

6.1 Inspection and Testing – Facilities and Equipment
Inspection and testing of electrical apparatus and equipment is to be in accordance with the provisions of
AS 3760 and, in the case of electric welding equipment, AS 1674.2. All such equipment is to be inspected
and tested by a competent electrical worker:

 before it is initially used on site;

 after repairs; and

 on a frequency not exceeding that shown in the table below.

FREQUENCY OF TESTING FOR ELECTRICAL EQUIPMENT

Interval between Inspections and Tests

Class of Equipment Additional Testing for RCDs

Type of Equipment in which
Equipment is Used

Class I
(Protectively

Earthed)

Class II
(Double

Insulated)

Interval for Push Button
Test (by User)

Interval for
Performance

Test

1
Construction and Mining

Activities
3 Months 3 Months

Immediately after
Connection to a socket

3 Months



Maintenance of Equipment Procedure

Document: WHS-PRO-004  Revision: 4 Date: 26.09.2019 (uncontrolled when printed) Page 4 of 10

outlet, and every day in
use.

2

Workshops and work
entailing repair,

assembly or
maintenance

6 Months 12 Months
Daily, or before every

use,
whichever is greater.

12 Months

3

Laboratories, crib
rooms, kitchens and first

aid treatment rooms
with no special

protection

12 Months 12 Months 3 Months 5 Years

4

Office environment
where equipment is not

subject to constant
flexing of supply cord.

5 Years 5 Years 3 Months 5 Years

Electric welders used on this site must have a VRD or Z-Rid device installed and are to be inspected by an
electrician on a 3 monthly basis.

Hire equipment proposed for use on site is to be inspected approved by a competent electrical worker
prior to being hired. Once on site the equipment is to be inspected and maintained under this procedure.

After inspection and/or testing of electrical equipment the electrical worker is to attach a durable tag
within 300mm of the plug of the equipment. The tag must show:

 the day by which the electrical equipment must be re-inspected and retested; and

 the certificate of competency number of the electrical worker who performed the inspection and
testing.

In addition, the final sub-circuits of all electrical installations are to be protected by a Type 2 Safety Switch
complying with AS 3190.

6.2 Responsibility – Apparatus and Equipment

6.2.1 Manager

The Manager or a person delegated as responsible by the Manager is responsible for the supervision of
work, associated with all low-voltage electrical apparatus and equipment in the administrative complex
on this site.

6.2.2 Electrical Workers

Electrical Workers carrying out inspection and testing are to:

 Check that the equipment is free from obvious external damage.

 Check visually for any damage or component defects in the accessories, connectors, plugs or
outlet sockets.

 NOTE: For 240 V equipment and cord extension leads, the use of clear-backed or integrally
moulded (i.e. non-rewirable) plugs and sockets is recommended. Clear-backed plugs and sockets
facilitate easy inspection of the cord colours and the condition of the terminations, while
integrally moulded accessories are less prone to damage and not susceptible to misconnection.
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 Check that the inner cores of flexible supply cords are not exposed and that the external sheaths
are not cut, abraded or damaged in any way. Also, check that unprotected conductors or
insulation tape are not in evidence.

 Visually check that flexible cords are effectively anchored.

 For portable outlet devices check that the warning indicating the maximum load that may be
connected to the device, is intact and legible.

 Check the security and alignment of any control knobs.

 Check that any wheels or casters are secure and in working order.

 Check that mechanical safety facilities and devices are in good working order and that any
ventilation inlets and exhausts are unobstructed.

 All guarding is in place securely fitted.

 Check any controls and alarms are in good working order and that any replaceable protective
devices that are accessible to the user are of the correct rating.

 Remove cover and blow out any dust/debris build up.

6.3 Unserviceable Equipment
Any electrical apparatus or equipment found to be performing in a sub-standard fashion during inspection
or testing is to be treated as defective. Such equipment is to be immediately isolated and tagged with an
OUT-OF-SERVICE Tag, and the Relevant Manager/ Supervisor notified about the defect.

The General Manager shall give direction regarding disposal or repair in respect to defective or
unserviceable equipment.

7 PART (2) – MECHANICAL

The company has an obligation to ensure that all equipment used has been designed and manufactured
to be safe and without risk, but damage can occur during use that can negate effective control of this
energy source. At this site, our policy is to ensure that our equipment and apparatus is regularly checked,
by competent persons, to ensure it is safe for use.

7.1 Inspection and Testing – Facilities and Equipment
Inspection and testing of mechanical apparatus and equipment is to be in accordance with the risk
assessment and the manufacturers requirements.

All such equipment is to be inspected and tested by a competent mechanical person:

 before it is initially used on site;

 after repairs; and

 on a frequency not exceeding that shown in the table below.

7.2 Responsibility – Tools and Equipment
7.2.1 General Manager

The Manager or a person delegated as responsible is responsible for the supervision of work, associated
with all mechanical tools and equipment.
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7.2.2 Mechanical Workers

Mechanical Workers carrying out inspection and testing are to:

 Check that the equipment is free from obvious damage.

 Check for telltale signs – oil leaks, noisy, smoky etc.

 All guarding is in place.

 Check the security and alignment of any control knobs.

 Check that any wheels or casters are secure and in working order.

Check that mechanical safety facilities and devices are in good working order and that ventilation inlets
and exhausts are unobstructed.

8 LIFTING EQUIPMENT

8.1 D-Shackles and Eye-Bolts
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All D-Shackles and Eye-Bolts
equipment used during daily
tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

8.2 All Chainblocks, Comalongs, Lifting Slings (all types) / Chains
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All chainblocks, comalongs,
lifting slings (all types) /
chains equipment used
during daily tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

Independent
external certified
inspectors

Condition and Test

6 Monthly External inspection on all
chainblocks, comalongs,
lifting slings (all types) /
chains equipment.

External inspections will be
carried out and test
certificates issued for:

 new equipment when it
arrives on site prior to use;

 all current equipment.

8.3 Manboxes / Liftboxes
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All manboxes / liftboxes
equipment used during daily
tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

Independent
external certified
inspectors

Condition and Test

12 Monthly External inspection on all
manboxes / liftboxes
equipment.

External inspections will be
carried out and test
certificates issued for:

 new equipment when it
arrives on site prior to use;

 all current equipment.
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9 MECHANICAL TOOLS

9.1 Gas / Cutting Equipment
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All gas / cutting equipment
used during daily tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

Independent
external certified
inspectors

Condition and Test

12 Monthly External certified inspection
on all gas / cutting
equipment including flash
back arrestors.

External inspections will be
carried out and test
certificates issued for:

 new equipment when it
arrives on site prior to use;

 all current equipment.

9.2 Hydraulic Equipment
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections
Visual

Daily All hydraulic equipment used
during daily tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

External competent
inspectors

Condition and Test

12 Monthly External inspection on all
hydraulic equipment.

External inspections will be
carried out and test sheet
issued for:

 new equipment when it
arrives on site prior to use;

 all current equipment.

9.3 Air and Hand Tool Equipment
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All air and hand tool
equipment used during daily
tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

External competent
inspectors

Condition and Test

12 Monthly External inspection on all air
and hand tool equipment.

External inspections will be
carried out and test sheet
issued for:

 new equipment when it
arrives on site prior to use;

 all current equipment.
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10 VEHICLES

10.1 Light Vehicles
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All light vehicles used during
daily tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

Internal competent
inspectors for road
worthy conditions

Condition and Test

Manufacturers
Recommendation

Internal inspection on all
light vehicles.

Internal inspections will be
carried out and test sheet
issued for:

 new light vehicles when
they arrive on site prior to
use;

 all current light vehicles.

Upon completion of these inspections and tests, the maintenance personnel carrying out the work are to
enter the results of the inspections into the test sheets.

Records of these inspections and tests will be retained in a maintenance system, which is to be used for
the auditing process.

10.1.1 Unserviceable Equipment

Any mechanical apparatus or equipment found to be performing in a sub-standard fashion during
inspection or testing is to be treated as defective. Such equipment is to be immediately isolated and
tagged with an OUT OF SERVICE tag and the General Manager notified of the defect.

10.2 Medium / Heavy Vehicles
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All medium / heavy vehicles
used during daily tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

External inspectors
for road worthy
conditions

Condition and Test

Manufacturers
Recommendation

12 Monthly Road
Worthy Inspection

Machinery inspection on all
medium / heavy vehicles.

Mechanical inspections will
be carried out and certificate
issued for:

 new medium / heavy
vehicles when they arrive
on site prior to use;

 all current medium /
heavy vehicles.
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11 FIXED PLANT

11.1 Compressors
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All air compressors used
during daily tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

external competent
inspections

Condition and Test

Manufacturers
Recommendation

External inspection on all air
compressors.

Internal inspections will be
carried out and test sheet
issued for:

 new air compressors when
they arrive on site prior to
use;

 all current air
compressors.

External certified
inspectors for air
quality

Condition and Test

12 Months External certified inspection
on all air compressors.

Note: Only air compressors
used for breathing, e.g. Air
Helmets.

External certified inspections
will be carried out and
certificate issued for:

 new air compressors when
they arrive on site prior to
use;

 all current air
compressors.

11.2 All Other Plant (e.g. Pumps, etc)
Inspection or Test

Category
Frequency of
Inspections

Equipment Types Comments

Internal
Inspections

Visual

Daily All other plant (e.g., pumps,
etc) used during daily tasks.

All users are responsible for
carrying out this inspection
as a job start inspection.

Internal inspections

Condition and Test

Manufacturers
Recommendation

Internal inspections on all
other plant (e.g. masts,
pumps, etc).

Mechanical inspections will
be carried out and certificate
issued for:

 new plant when it arrives
on site prior to use;

 all current plant.

12 COMPETENCIES

For competencies required refer to Training Procedure (TR-PRO-001)
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13 REFERENCE DOCUMENTS

WHS Regulations 2011.
WHS-PRO-009 Isolation and Tag Procedure.
WHS-PRO-010 Hazardous chemicals management procedure.
WHS-PRO-003 Personal Protective Equipment (PPE).
Australian Standards.


