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Visual Inspection Checklist for Portable Electrical Equipment

This checklist outlines the straightforward and sensible precautions necessary to ensure the safety of portable electrical equipment. By regularly inspecting for any damage, you can prevent most faults that could cause harm.
If you are using any portable electrical equipment, please perform the following checks and inspections every six months. Completed checklists should be sent to office@junipereducation.org 
Any replacement leads and charging cables will be ordered and dispatched via the IT Team.

Switch off and unplug the equipment before you start any checks.

	Section one – user checks, best carried out prior to use

	
	Laptop charging cable
	Monitor power cable
	Monitor cable to laptop
	Mobile phone charging cable
	Any action required – Facilities /IT use only

	Is there any damage to the lead including fraying, cuts or heavy scuffing?
EG: from floor box covers
	N
	N
	N
	N/a
	

	Is there any damage to the plug?
EG: to the cover or bent pins
	N
	N
	N/a
	N/a
	

	Has any tape been applied to the lead to join leads together?
	N
	N
	N
	N/a
	

	Are there any coloured wires visible where the lead joins the plug?
	N
	N
	N/a
	N/a
	

	Is there any damage to the outer cover of the equipment itself, including loose parts or screws
	N
	N
	N
	N/a
	

	Are there any signs of overheating, such as burn marks or staining on the plug, lead or piece of equipment
	N
	N
	N
	N/a
	



If you answer "yes" to any of these questions, the equipment should be taken out of use immediately. Electrical items must be disposed of safely and correctly; therefore, all items should be returned to the Chelmsford office. Please do not dispose of electrical items in your household waste.
Most electrical retailers and supermarkets offer drop-off points for recycling old batteries, such as those found in your keyboard and mouse.

	Section two – Health and safety awareness

	Portable heaters should not be positioned under desks 

	Ensure there is no overloading of sockets.

	Do not cover appliances.

	Ensure a clear an un-obstructed fire exit route.

	Do not store flammable materials next to heat sources.

	Keep your workspace tidy and organised to reduce the risk of fire hazards.

	Unplug devices when not in use, especially at the end of the workday.



Remember, being proactive and maintaining awareness can go a long way in preventing fire hazards.

	Username:
	Jade Beeby

	Date inspection completed:
	09/12/2024

	Laptop make and model:
	Lenovo Intel Core i5

	Monitor make and model:
	Benq

	Mobile phone make and model:
	N/a
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