
Portable Electrical Equipment  

Annual Refresher Training Document 

Introduction 

Welcome to your Portable Electrical Equipment Annual Refresher Training. This document is 

designed to reinforce your understanding of the safe operation and maintenance of portable 

electrical tools and equipment. Portable electrical equipment plays a crucial role in many work 

environments, and it is essential to use these tools correctly to avoid electrical hazards and injuries. 

This training is mandatory and should be completed after watching the supplied training video. 

Please ensure that you have watched the video in its entirety before proceeding with the content of 

this document. The video provides important visual demonstrations of safe practices, and this 

document will help you further apply these practices. 

 

Training Objectives 

By the end of this annual refresher training, you should be able to: 

1. Identify different types of portable electrical equipment and their uses. 

2. Recognize the common electrical hazards associated with portable tools. 

3. Apply the proper safety precautions when using portable electrical equipment. 

4. Perform pre-operation checks to ensure equipment is in good working order. 

5. Understand the importance of regular maintenance and inspections. 

6. Respond appropriately to electrical faults and emergencies. 

7. Complete required documentation for inspections and incidents. 

 

1. Overview of Portable Electrical Equipment 

Portable electrical equipment refers to any tool or device that is powered by electricity and is 

designed to be easily moved or carried. The video provided an overview of the most common types 

of portable electrical equipment, including: 

A. Types of Portable Electrical Equipment 

• Power Tools: Drills, saws, grinders, sanders, etc. 

• Handheld Devices: Electric screwdrivers, impact wrenches, and more. 

• Generators: Portable generators for powering equipment in locations without direct 

electrical supply. 

• Extension Cords: Used to extend the reach of electrical power to tools and equipment. 

 

 



B. Electrical Hazards 

The video highlighted the most common hazards associated with portable electrical equipment: 

• Electric shock: Can occur when equipment is improperly used or maintained. 

• Electrical burns: Caused by faulty equipment or exposure to high voltage. 

• Fires: Caused by equipment malfunction, overheating, or faulty wiring. 

• Trips and falls: Due to loose cables, cords, or damaged equipment. 

 

2. Safe Use of Portable Electrical Equipment 

Safety is the top priority when using portable electrical equipment. The video demonstrated various 

safety measures to reduce the risk of accidents and injuries. 

A. General Safety Precautions 

• Inspect equipment before use: Always check portable electrical tools for visible damage 

such as frayed cords, exposed wires, or missing parts. 

• Use equipment properly: Only use equipment for its intended purpose. Never override 

safety features or modifications. 

• Work in a dry environment: Avoid using electrical tools in wet or damp conditions unless 

they are specifically rated for such use (e.g., IP-rated tools). 

• Wear appropriate PPE: Ensure you wear safety gear, such as rubber-soled shoes, insulated 

gloves, and eye protection. 

B. Electrical Safety 

• Check for grounding: Ensure that tools are properly grounded to prevent shock hazards. 

Equipment without proper grounding can result in electric shock. 

• Use GFCI outlets: Always plug equipment into Ground Fault Circuit Interrupter (GFCI) outlets, 

especially in outdoor or damp environments, to prevent electrical shock. 

• Avoid overloading circuits: Ensure that electrical circuits can handle the load required by the 

equipment. Never daisy-chain extension cords or overload power strips. 

• Turn off equipment when not in use: Always switch off and unplug electrical tools when not 

in use to prevent accidental activation and reduce the risk of fire. 

 

3. Pre-Operation Checks 

Before using any portable electrical equipment, perform the following pre-operation checks as 

shown in the video: 

A. Visual Inspection 

• Cables and plugs: Check for visible signs of wear, cuts, fraying, or exposed wires. Do not use 

damaged cables or plugs. 



• Tool housing: Ensure the tool’s casing is intact and free from cracks or other damage. 

• On/Off Switch: Test the switch to ensure it functions correctly and does not stick or 

malfunction. 

B. Functional Check 

• Test the equipment: Before starting the full operation, test the equipment briefly to ensure 

that it functions as expected. 

• Ensure safety guards are in place: Check that safety shields, guards, and covers are securely 

fastened. 

 

4. Maintenance and Inspections 

Regular maintenance and inspections are crucial for ensuring the safe and efficient operation of 

portable electrical equipment. The video demonstrated how to: 

A. Routine Maintenance 

• Clean equipment regularly: Dust and debris can cause overheating. Clean the tools after 

each use, following the manufacturer's guidelines. 

• Lubrication: Certain tools may require regular lubrication to maintain smooth operation and 

reduce wear. 

• Inspect power cords: Frequently check the cords for wear and replace them if necessary. 

Avoid pulling the tool by the cord, as this can damage the wires inside. 

B. Periodic Inspections 

• Inspection by qualified personnel: Have a qualified electrician or technician inspect the 

equipment periodically to ensure it is safe to use. 

• Labeling and tagging: Mark tools with inspection dates and safety tags to track when they 

were last inspected and when they need maintenance. 

 

5. Electrical Faults and Emergency Procedures 

The video demonstrated how to respond to electrical faults and emergency situations. It is important 

to understand how to act quickly in case of an emergency. 

A. Identifying Faults 

• Overheating equipment: If the tool is overheating, shut it off immediately and allow it to 

cool. Inspect it for malfunctioning components, such as worn-out bearings or clogged vents. 

• Strange noises or sparks: If you notice unusual sounds or sparks coming from the tool, stop 

using it immediately and have it checked. 

• Tripped circuit breaker: If a circuit breaker trips, check the tool and the circuit for issues. Do 

not bypass the breaker, as this is a safety feature. 

B. Emergency Response 



• Shut off the power: In case of electrical shock or fire, immediately cut off the power supply 

by unplugging the equipment or turning off the circuit. 

• Call for help: In case of injury, immediately call for medical assistance and provide first aid as 

necessary. 

• Fire safety: Keep a suitable fire extinguisher nearby when working with electrical tools. 

Never use water to extinguish an electrical fire. 

 

6. Reporting Unsafe Practices and Incidents 

It is critical to report any unsafe practices, malfunctions, or incidents involving portable electrical 

equipment. 

A. Reporting Procedure 

• Document any damage: Report any equipment that is found damaged, malfunctioning, or 

unsafe to use. 

• Incident reporting: If an accident occurs, complete an incident report detailing the nature of 

the incident, the individuals involved, and any contributing factors. 

• Safety audits: Participate in safety audits and inspections to ensure that equipment is 

properly maintained and safe to use. 

B. Importance of Reporting 

• Reporting unsafe equipment and practices helps to prevent accidents and injuries. 

• Proper documentation ensures that corrective actions are taken and helps to identify areas 

for improvement. 

 

7. Final Quiz 

Once you have watched the video and reviewed the material in this document, please complete the 

final quiz to assess your understanding of portable electrical equipment safety. 

Quiz Overview: 

• Multiple-choice questions covering safe operation practices, maintenance, emergency 

response, and safety precautions. 

• Scenario-based questions to test your decision-making in hazardous situations. 

• True/False questions about electrical safety and equipment inspection. 

 

 

 

 



Conclusion 

Thank you for completing your annual refresher training on Portable Electrical Equipment. By 

following the safety procedures, conducting regular inspections, and responding appropriately to 

emergencies, you help ensure a safer work environment for everyone. 

If you have any questions or need further clarification, please reach out to your supervisor or the 

Training Coordinator. 

 

Acknowledgment: 

I hereby confirm that I have watched the training video and reviewed the content provided in this 

document. I understand and agree to abide by the safety and operational procedures outlined in this 

training. 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 


