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Electrical Guidance 

Portable Appliance Testing (PAT) 

WHAT IS PAT? 
PAT relates to portable equipment. Portable equipment is categorised as follows: 

• S Stationary Equipment e.g. washing machines, vending machines etc. 
• IT Information Technology Equipment e.g. computers, printers, monitors, telecommunications 

equipment etc. 
• M Movable equipment 18kg or less in weight and not fixed e.g. small welding sets etc. 
• P Portable equipment 18kg or less intended to be moved while in operation e.g. toaster, kettle etc. 
• H Hand-held equipment intended to be used in the hand in normal operation e.g. power drill, hair 

dryer etc.  

Routine inspection and testing (where required) of the above equipment assists in ensuring portable 
equipment is kept in a safe condition.  

A risk based approach should be adopted to the method(s) and frequency of PAT. The Health and Safety 
Executive (HSE) suggests a three tiered approach; user checks, formal visual inspection, and combined 
inspection and test (explained below). 

MANAGEMENT CYCLE 
The PAT management cycle is summarised as follows:  

 

RESPONSIBILITIES 
The University has a legal duty to ensure that all electrical equipment utilised on its premises or in 
connection with associated work activities is safe, suitable for purpose and properly maintained in good 
order.  

•Establish who will conduct varying 
types of PAT and their competence 
to do so 

•Provide proportionate training for 
those assigned a role 

•Establish type and frequency of 
PATConduct PAT 

•Resolve any faults 
•Record findings including faults and 

resolution 
•Update records with any changes to 

equipment 
 

 
•Check register is up to date 
•Audit a sample set of items to 

demonstrate system functionality 
•Check PAT is conducted at right 

times, overdues are monitored, 
peoples skills and knowledge are 
being maintained 

•Make required improvements 
 

•Allocate management 
responsibility 

•Produce local arrangements 
for management 

•Produce a register of all 
portable electrical     

equipment 
 

•Review performance of systrem  and 
those with allocate roles and 
responsibilities. 

•Update management system to 
reflect findings from check cycle 

Act Plan 

Do Check 
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All Departments, Colleges, Schools, Services etc. (areas) are responsible for managing and maintaining all 
portable electrical equipment under their control and use. This includes ALL items that fall in to the 
definitions above. Senior Management (e.g. Head of Department, Director of Service) holds accountability 
and can suitably delegate responsibility of managing PAT. Areas should cooperate with each other and 
share/ transfer records if/when required e.g. IT equipment when handed over from CIS.  

PAT can be conducted by competent in house members of staff (defined below) or by third parties 
arranged via Procurement. Where a third party is used it remains the responsibility of the area 
(Department, College etc.) to ensure PAT is kept up to date and to ensure their equipment is safe, suitable 
for purpose and properly maintained in good order. The area remains responsible for the FULL 
management cycle detailed above. 

WARPit 
If portable electrical equipment is offered via WARPit it must have an in-date inspection and/or test and be 
added to the receiving areas inventory. Any know faults must be divulged and remedied subject to 
agreement by the two areas(including out of date PAT). As far as possible portable electrical equipment 
should be supplied with user manuals or web addresses where such information can be sourced. The 
receiving area should conduct a user inspection (see appendix 1) prior to use (at point of installation) and 
continue with the required intervals for PAT based on information received. 

CHECKS, INSPECTIONS AND TESTS 
USER CHECKS 

Users of equipment should where required (see tables 1 and 2 for guidance) conduct visual inspection of 
equipment looking for obvious signs of defects at a frequency indicated by their assessment (further 
guidance below). To assist in this a pictorial guide is in appendix 1. 

FORMAL VISUAL INSPECTION 

Formal visual inspection looks for defects as detailed in appendix 1. It must be recorded and retained for 
the life of the equipment. Records must identify when, by whom and any defects/resolutions were 
required. An example spreadsheet for recording the required information is provided in appendix 2. 
Persons conducting formal visual inspection should be competent to do so, this does not mean that they 
must be an electrician (see below for competency requirements). 

COMBINED INSPECTION AND TEST 

Not all faults will be detected from user checks and formal visual inspection. Equipment can deteriorate, or 
be damaged causing internal faults. Faults of this nature can often be detected utilising a PAT tester. 
Persons conducting this level of test and inspection should be competent to do so; having received formal 
training and maintained the required skills (see competence requirements below). Results must be 
recorded and retained for the life of the equipment. Records must identify when, by whom and any 
defects/resolutions where required. It is essential that all equipment involved in PAT is maintained and 
calibrated to ensure results are correct. This is required on an annual basis. 

MARKING AND RECORDING OF EQUIPMENT 

Labels are often attached to items that have undergone a PAT. The use of such labels does not 
demonstrate an effective management system. Items should be listed in an asset register that tracks formal 
visual and combined inspection and test. Where PAT has been conducted a suitable label should be 
attached, but the item should remain traceable in a recorded system (as outlined above and in appendix 2) 
even in the absence or loss of the label.  

All new portable electrical equipment should be added to the record (register) along with a ‘birthday’ to 
ensure that, in accordance with the timescales indicated by assessment (and guided by the information 
below); it undergoes suitable checks at the correct interval. 



3 
 

FREQUENCIES OF PAT 
The frequency that a portable appliance requires PAT is subject to risk assessment. Below are tables that 
provide suggested frequencies. Areas may increase or decrease the frequency depending on the outcomes 
of their risk assessment, or advice and guidance from a competent source e.g. equipment manufacturer, 
suitably qualified electrician etc. 

Table 1 Low Risk Environment Equipment 

Equipment/environment User 
checks 

Formal 
visual 
inspection 

Combined 
inspection and 
testing 

Battery-operated: (less than 40 
volts) 

No No No 

Extra low voltage: (less than 50 volts 
AC): Telephone equipment, low-
voltage desk-lights 

No No No 

Desktop computers, VDU 
screens 

At point of 
installation 
or when 
moved. 

Yes, 2–4 years No if double insulated, 
otherwise up to 5 years 

Photocopiers, fax machines: Not 
hand-held. Rarely moved 

At point of 
installation 
or when 
moved. 

Yes, 2–4 years No if double insulated, 
otherwise up to 5 years 

Double insulated     (Class II) 
equipment: Not hand-held. 
Moved occasionally, e.g. fans, 
table lamps 

No Yes, 2–4 years No 

Double insulated     (Class II) 
equipment: Hand-held, e.g. some 
floor cleaners, some kitchen 
equipment 

Yes Yes, 6 months 
– 1 year 

No 

Earthed equipment (Class I): 
Electric kettles, some floor 
cleaners, some kitchen 
equipment and irons 

Yes Yes, 6 months 
– 1 year 

Yes, 1–2 years 

Cables (leads and plugs connected 
to the above) and mains voltage 
extension leads and battery-
charging equipment 

Yes Yes, 6 months – 
4 years 
depending on 
the type of 
equipment it is 
connected to 

Yes, 1–5 years 
depending on the type 
of equipment it is 
connected to 

Adapted from INDG236 (rev3) http://www.hse.gov.uk/pubns/indg236.pdf  

Notes on Table 1: 

IT equipment will receive a User Check from CIS at point of installation (if they are the installers), after this 
the IT equipment becomes the responsibility of the area. If CIS are involved in the movement of IT 
equipment they will conduct a User Check at this point.  

 

 

 

 

http://www.hse.gov.uk/pubns/indg236.pdf
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Table 2 Other Classes of Equipment 

Type of business User checks Formal 
visual 

 

Combined 
inspection and 

 Hired in Equipment e.g. for 
events, specific tasks etc.  

 Pre use by provider 
(if time lapse from 
formal visual 
inspection) or as 
required based on 
risk.  

Before issue and/or at 
point of installation on 
site. 

In accordance with 
advice from 
competent person 
e.g. in date 
certification 

Construction 110V 
equipment 

Yes, weekly Yes, monthly Yes, before first use 
on site then 3-
monthly 

230V 
equipment 

Yes, daily/every shift Yes, weekly Yes, before first use 
on site then monthly 

Fixed RCDs Yes, daily/every shift Yes, weekly Yes, before first use 
on site, then 3-
monthly (portable 
RCDs – monthly) 

Equipment 
site offices 

Yes, monthly Yes, 6-monthly Yes, before first use 
on site then yearly 

Heavy industrial/high risk 
of equipment damage (not 
construction) 

Yes, daily Yes, weekly Yes, 6–12 months 

Light industrial Yes Yes, before initial 
use then 6-monthly 

Yes, 6–12 months 

Earthed (Class I) equipment, 
e.g. electric kettles, some 
floor cleaners 

Class 1 symbol 

Yes Yes, 6 months – 1 year Yes, 1–2 years 

Cables, leads and plugs 
connected to Class I 
equipment, extension leads 
and battery charging 
equipment 

Yes Yes, 6 months – 4 
years depending on 
type 
of equipment it 
is connected to 

Yes, 1–5 
years 
depending on 
the 
equipment it 

  
 

Hand-held, double insulated 
(Class II) equipment, e.g. 
some floor cleaners, some 
kitchen equipment 

Class 2 symbol 
 

Yes Yes, 6 months – 1 year No 

Class III equipment  

Class 3 symbol 

Seek advice from Estates and Buildings Specialist 
Equipment. 

Adapted from HSG107 http://www.hse.gov.uk/pubns/priced/hsg107.pdf  

Note to Table 2: 

Hired in equipment for events (e.g. lighting and audio-visual equipment) must be provided with evidence of 
an in date PAT (where applicable) in accordance with the providers system (e.g. not in 3 month window as 
previously prescribed). The equipment provider must undertake a formal (recorded) visual inspection of the 
equipment either prior to supplying it (where the University install the equipment), or at the point of 

http://www.hse.gov.uk/pubns/priced/hsg107.pdf
http://en.wikipedia.org/wiki/File:Schutzklasse_1.svg
http://en.wikipedia.org/wiki/File:Double_insulation_symbol.svg
http://en.wikipedia.org/wiki/File:Schutzklasse_3.svg
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installation. The record of the formal visual inspection should be provided to the hirer to evidence the 
suitability of the equipment for its intended use.  

Where tools are hired in it is strongly recommended (in accordance with HSE guidance) that they receive a 
PAT combined test and inspection before being hired. This is due to the increased risk of such equipment 
becoming damaged due to the harsh environments tools can work in. This should be assessment based, 
and dependant on advice from a competent source.  

 

COMPETENCE REQUIREMENTS table 3 
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Demonstrated by 

1. Knowledge of most 
likely visual faults e.g. 
Appendix 1 

X X X X X Awareness of appendix 1 

2. Knowledge of action to 
take when fault found 

X X X X X Awareness of local procedure 

3. Knowledge of all 
portable electrical 
appliances in the area 
to include a 
maintained database 
of equipment and test 
results. 

 X    Active management of all portable 
electrical equipment entering or 
leaving area 
 
Coordination of repair/ replacement 
following failure of inspection or test. 

4. Knowledge and skill to 
recognise if part of a 
Class I or II appliance 
is not as expected 
from a visual 
inspection. 

  X X X Knowledge of likely faults e.g. 
appendix 1 and action to be taken e.g. 
repair/ remove/ dispose. Internal staff 
should have received a tool box talk 
conducted by a nominated Estates and 
Buildings representative.  

5. Knowledge and skill to 
complete records of 
visual inspection in 
accordance with 
University guidelines. 
 

  X X X Having attended the relevant tool box 
talk and having completed subsequent 
records correctly (initially under 
supervision by a person who has 
already demonstrated this). See 
appendix 2  

6. Knowledge and skill to 
conduct inspection 
and test of Class I and 
II equipment.  

   X  Formal qualification such as City & 
Guilds 2377-12 Certificate for the 
Inspection and Testing of Electrical 
Equipment and 2377-22 Award in the 
In-Service Inspection and Testing of 
Electrical Equipment. Where utilising a 
third party (contractor) 2377-32 Award 
in the Management Requirements for 
the Maintenance of Electrical 
Equipment, should be considered as a 
preference.  AND experience in 
applying skills and knowledge. 
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7. Knowledge and skill to 
conduct basic repairs 
to portable electrical 
equipment, such as 
replacing damaged 
plugs, fuses or 
correctly terminating 
wires (as shown in 
figure 1a Appendix 1).  

   X X Formal qualification e.g. City & Guilds 
2377-12, 2377-22 and 2377-32. AND 
experience in applying skills and 
knowledge. 

8. Knowledge and skill to 
conduct repair works 
to the main body of an 
appliance where a 
fault does not require 
a basic repair. 

    X Formal qualification e.g. City & Guilds 
Consumer Electrical and Electronic 
Servicing (2359). AND experience in 
applying skills and knowledge. 

Measuring Success 
In order to demonstrate that Portable Electrical Appliances are being effectively managed an area may be 
audited as part of a visit from Health and Safety Services, or others. The success criteria are as follows: 

1. Roles and responsibilities are clearly allocated and recorded for management of portable electrical 
appliances. 

2. All portable electrical appliances are recorded in a register maintained by the area. 
3. Records are readily available to demonstrate that all portable electrical equipment has been 

inspected and/ or tested in accordance with the frequency recommended by the area risk 
assessment (based on competent advice).  

4. Any portable electrical appliances that are overdue are known and a plan is in place to rectify this in 
a reasonable timescale (e.g. not in excess of 1 month of the planned inspection/ test however this 
may differ dependant on risk). 

5. Users of equipment in the area are aware of the need to register new equipment. 
6. Users of equipment in the area are aware of common faults. 
7. All persons involved in the inspection of portable electrical appliance meet the competence 

requirements. 
8. All persons involved in the inspection and test of portable electrical equipment meet the 

competence requirements. 
9. All persons involved in the repair of portable electrical equipment meet the competence 

requirements. 
10. No items with clear signs of damage or those that are not permitted for use at the University are in 

the area. 
11. All portable electrical equipment brought in by third party contractors has up to date inspection 

and test. 
12. All portable electrical equipment brought in by third part contractors has had a visual inspection 

prior to use. 
13. Records are available to demonstrate point 11 and 12.  

Areas are actively encouraged to use the success criteria and information contained in this document 
to form part of their own health and safety check/ inspections.  
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Appendix 1 

Visual Inspection Checks for Portable Appliances 

The following matters should be examined during a visual inspection of portable appliances. It is 
good practice for all users to be aware of such issues: 

Damage to lead including fraying, cuts or heavy 
scuffing: 

 
Damage to plugs, e.g. to the cover or bent pins: 

 
Tape applied to lead to join together or cover damage: 

 
Coloured wires visible where the lead joins the plug 
(e.g. cable not gripped where it enters the pug). 

 
Damaged to outer cover of equipment itself, including 
loose parts or screws: 

 
Signs of overheating, such as burn marks or staining 
on plug, lead or piece of equipment: 

 
Equipment that has been used or stored in unsuitable 
conditions, such as wet or dusty environments or 
where water spills are possible: 

 
Cables trapped under furniture or in floor boxes 

 
 
IF THERE IS EVIDENCE OF ANY OF THE ABOVE THE ITEM SHOULD NOT BE USED AND SHOULD 
EITHER BE REPAIRED BY A COMPETENT PERSON OR DISPOSED OF. 
 
The portable appliances is suitably plugged e.g. 
not overloading a socked or into daisy chained 
extension leads (see 
http://www.electricalsafetyfirst.org.uk/guides-
and-advice/electrical-items/overloading-sockets/  
for guidance) :  
 

http://www.electricalsafetyfirst.org.uk/guides-and-advice/electrical-items/overloading-sockets/
http://www.electricalsafetyfirst.org.uk/guides-and-advice/electrical-items/overloading-sockets/
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THE EXTENSION CABLES SHOULD BE SWITCHED OFF AND UNPLUGGED AND SUITABLE ARRANGEMENTS 
SHOULD BE MADE. 
 
The socket the portable appliance is plugged into 
is not damaged (e.g. cracked, burnt etc.). 

 
 
THE SOCKET SHOULD NOT BE USED UNTIL REPAIRED OR REPLACED AND SHOULD BE REPORTED TO 
ESTATES AND BUILDINGS 
 
Equipment Not Permitted for use on Site: 
Double Adaptors 

 

Plug In Air Fresheners 

 
 
IF FOUND ON SITE SHOULD BE IMMEDIATELY UNPLUGGED AND REMOVED PERMANENTLY 
ADDITIONAL CHECKS FOR FORMAL VISUAL INSPECTION: 
 
The correct rated fuse is in use for the equipment. 
 

On non-moulded plugs wires have not been pulled free of their terminal, are wired correctly and tightly. 

 

Figure 1 A correctly wired plug
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Appendix 2 

Record of Formal Visual Inspection (FVI) 
Location Equipment Equipment 

Code ID 
Date of FVI Pass (P)/ 

Fail(F) 
IF FAIL 
Scrapped (S) 
Repaired and 
retested (R) 
Pass (P) 

Date of next 
FVI 

Date of next 
combined 
inspection and 
test (where 
applicable) 

Completed by 
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