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1 Introduction

1.1 Purpose

This document shall define the procedures to be followed to manage the High Voltage Electrical Infrastructure at (enter site name etc) to ensure the installation is maintained and operated to perform the function in which it is installed.

The installation is safe for any person working on or within the installation in conjunction with the appropriate procedures. 

1.2 Scope

The scope of this document shall encompass all aspects required to manage and operate the installation including boundaries of responsibility, maintenance, safety and emergency management.

1.3 References

(Include any referenced documents such as AS 2467 Maintenance of Electrical Switchgear, OHS Act 200 etc.)

1.4 Definitions

	Description
	Definition

	ASP
	Accredited Service Provider

	
	

	
	


2 Site Description

(Location of site and any information required to locate the site.)

2.1 Site Summary

	Site Address
	

	Zone/Transmission Substation
	

	Feeder
	

	Integral HVC Number
	

	Agreed Load
	

	Business Contact
	

	After Hours/Emergency Contact
	

	Switching Staff
	


3 Procedures

(Procedures required to operate and maintain the site)
3.1 Environmental

(Any environmental issues such as oils, lubricants or any other chemicals that may pose an environmental risk)
3.2 OH&S

(Insert OH&S requirements etc)
3.2.1 PPE

(Insert any PPE required)
3.2.2 Hazardous Substances

(Identify any hazardous substances and requirements associated)
3.2.3 Emergency Procedures

(Emergency procedures required)
3.2.4 Accident Reporting

Any electrical accident or incident is to be reported to the appropriate staff and measures taken to investigate and remedies made to prevent further accidents or incidents.

3.3 Electrical

3.3.1 Switching Operations

(Provide details of switching methods and procedures)
As a minimum the following must be undertaken when conducting switching at your installation.

· Obtain permission for switching

· Identify equipment to be operated and effected loads

· Complete a switching instruction

· Operate equipment in line with manufacturers instructions

· Secure isolated equipment and apply danger tags

· Prove circuit and or equipment  not alive 

· Apply portable earths or earth switches

· Issue Access Authority 

3.3.2 Addition of New Load

Prior to the commissioning of any new or major high voltage equipment the contractor/ ASP or customer must contact Integral Energy. 

3.4 Emergency Procedures

3.4.1 Accidents

3.4.2 Emergency Inspections

3.4.3 Notification of Abnormal Supply

3.4.4 Emergency Isolation

3.5 Maintenance Procedures

3.5.1 Isolation

3.5.2 Energisation

3.5.3 Isolation of Incoming Supply

3.5.4 Energisation of Incoming Supply

3.5.5 Returning Repaired High Voltage to Service

3.5.6 Maintenance Schedule

	Equipment Description
	Inspection/  Maintenance Details
	Frequency of Inspection
	Supply Interruption

	
	
	Six Monthly
	Yearly
	3 Yearly
	

	High Voltage Switchgear
	
	
	
	
	

	Earthing Systems
	
	
	
	
	

	Low Voltage 
	
	
	
	
	

	Power poles
	
	
	
	
	


4 Authorities & Responsibilities

4.1 Roles & Responsibilities

5 Access Authority

Appendix “A” Site Diagram

Attach a diagram of the site with location of the switchroom/s or associated equipment.
Appendix “B” Schematic Diagram

Attach a schematic diagram of the associated equipment.
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