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General Overview

Under the Electricity at Work Regulations 1989, all employers have a duty to ensure that employees are
competent to carry out any electrical duties expected of them. The National Caravan Council has defined
the competences necessary for electrical inspection of caravan holiday homes and park homes when they are
connected. A training course with assessment has been developed to provide the necessary proof of the
competence of park maintenance staff.

This course is designed to ensure that park workers are safe when carrying out their day-to-day duties, that
all legal requirements are met, and that they can sign off a specified range of electrical work that will fall
within their usual duties.

What the course will provide
On completion of the course, delegates will be able to:
< Demonstrate a knowledge of relevant health & safety legislation, and of electrical terms and
relationships
Create and maintain a safe system of work
Understand protection against electric shock and burns
Determine circuit protection, isolation and dead
Define earthing and bonding
Use hand tools safely
Carry out commissioning inspection and testing procedures safely and accurately on caravan holiday
homes and park homes.
Know and understand own level of competence and when to seek assistance.
Successful completion of the course and assessment will provide a Certificate of Competence.
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It will be possible to use this Certificate of Competence as evidence of prior learning towards
the NVQ Level 2 in Operational Services (Caravan Parks).

This course is not suitable for complete beginners. All delegates should have some prior basic
electrical training or supervised experience before applying for this course.

This course will run on two consecutive days. Each course will take a maximum of 10 people. The
cost includes training, assessment, course materials, certification, and a light buffet lunch on both days.
Accommodation if required is not included

Course Cost: Training Coordinator

BH&HPA/NCC Members:  £380 + VAT Sallyann Adams

Non Members: £420 + VAT sallyann@cito.org.uk / 01252 796 085
Skills Active
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\/Course Location Course Date

Contact Name

Company Name
Address

Post Code Tel No

Email Address

NCC/BH Member? ves () No () Membership No
Delegates
: . Electrical certificate Special
First Name Surname ActivePassport No expiry date Needs

Terms and Conditions

Please read the terms and conditions on the reverse of this form carefully before returning to us as they contain
important information regarding your rights and obligations. Receipt by CITO of an application form will be regarded as
acceptance of these terms and conditions.

Signed Date
Course Cost: Training Coordinator
BH&HPA/NCC Members:  £380 + VAT Sallyann Adams
Non Members: £420 + VAT Sa”yann@citolorg.uk
ActivePassport Holders £20 discount
In House Training POA
Office UseOnly  [em (] [we(J) |ps () [ () [ID INV AC | cert () |
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ection | [Applications & Booking]

1. Receipt of a signed booking form by SkillsActive is regarded as acceptance of these Terms and Conditions.

2. All Applications must be made in writing and received at the SkillsActive: Caravan Industry Training office by the
closing date (where applicable). SkillsActive will be unable to accept unsigned booking forms.

3. Bookings will be confirmed if minimum numbers are reached by the end of the cancellation period (see section iii).

Section Il [Payment]

4. Invoices are raised upon confirmation of the course. Unless otherwise stated, invoices must be paid within 30 days
and/or before the start of the course (which ever is sooner).

5. All SkillsActive training is subject to VAT at the current rate.

6. For any course where companies are benefiting from a subsidy additional forms will have to be completed. If these
forms are not completed, or in case of late cancellation of any places (see below) the business will be invoiced and
liable for the cost of the place.

7. If your business is a member of the National Caravan Council or British Holiday & Home Park Association, please
ensure that you indicate on the booking form and include your membership number. Any changes requested to
invoice address or due amount if membership is not indicated at time of registration, will result in an administration
fee. Applicants must be members at the time of registration — discount can not be made against subsequent
membership.

Section Il [Cancellation]

8. Due to the financial commitments SkillsActive must make in arranging training, a cancellation period is strictly adhered
to and no refund can be made after this date. For all gas and electrical training, cancellation is possible up to six
weeks before the start of the course. Unless otherwise stated all other training can be cancelled up to four weeks
before the start of the course. This applies equally to bookings received after the cancellation date.

9. There will be an obligation upon the delegate’s employer to honour any invoices relating to course applications when
bookings are cancelled after the latest date for any course.

10. In the event a delegate is unable to attend a training event, the delegate or employer must contact SkillsActive
Caravan Industry Training by telephone to receive further instruction.

11. Itis usually possible to transfer the place to another employee (an administrative charge of not more than 20% of the
course fee may be required for courses with external verification). However cancellation of the place will not be
possible outside of the cancellation period.

12. SkillsActive may on occasion have to cancel a course at short notice if circumstances dictate. SkillsActive and its
Affiliates shall not be responsible for any loss, damage, delay or failure of performance resulting directly or indirectly
from any cause which is beyond its reasonable control (“Force Majeure"). SkillsActive will always endeavour to
rearrange the course as soon as possible and at the least inconvenience to the candidate. In the event that this is not
possible, CITO will refund the course fee in full.

We strongly suggest that employers have appropriate insurance against events which may prevent them from attending the
training which they are committed to.

Section IV [Grievance]

13. In the event of dissatisfaction with any aspect of the training, CITO must be notified in writing within 7 days of the
course.

Section V [Ownership of Qualification & Certificate]

14. Regardless who pays for the exam, in all instances the qualification and accompanying certificate is still the property of
the employee. SkillsActive cannot withhold the certificate from a candidate who successfully completes their
assessment, even if they subsequently leave your employment. Employers are advised to consider the merits of a pre-
training agreement between themselves and their employees prior to enrolment. Please refer to FAQ and Advice
section of our webpage for guidance on writing a pre-training agreement.

June 2010
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CITO Inspection & Test Training for Caravan Parks
Pre-course questionnaire

Entry to this course requires a basic knowledge of electrical terminology before attending; if learners do not have
this, it can disadvantage them or delay the work of the group. Please would all businesses therefore make sure
that these questions are answered and the form returned to SkillsActive CITO, preferably with the booking form.

Delegate’s Name:

Please circle YES or NO to answer all of the following questions
Do you already hold any formal electrical qualifications? YES/ NO

If so, please give details here

Do you know the difference between AC and DC? YES/ NO
Do you have a knowledge of Ohm’s Law? YES/ NO

Do you have access to switchrooms / isolation circuits on the park? YES / NO

Do you know the difference between wattage and voltage? YES/ NO
Do you understand what an RCD is used for? YES/ NO
Signature of delegate Date

Signature of park manager/owner
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Overview

This electrical competence training is designed to raise awareness and understanding of safety when
undertaking work of: installation, repair and maintenance of electrical equipment associated with the
operation of holiday and home parks. It is not intended to replace tasks presently undertaken by
electrical engineers and contractors in the design, construction, and inspection and testing of electrical
systems associated with the operation of holiday and home parks, for compliance with current
legislation.

This electrical competence training is designed to be broad, but not deep; and takes into consideration
two important aspects:

1. That the information is at one and the same time both: (i) relevant and (ii) understandable

I. Relevant insofar as the learning is useful and relates directly to tasks associated with
everyday situations likely to be encountered

Il. Understandable insofar as the learning alters behaviour and engenders a culture of safe
working based on further and better understanding of the duties imposed under current
legislation; and how those duties are transposed into a framework of tasks to support those
whose duty it is to comply with current legislation.

2. To provide each candidate with a thorough working knowledge of the technical aspects and
hazards of working with electricity, in order that each will be equipped with adequate
competence to carry out tasks on electrical systems associated with the operation of holiday
and home parks.

This electrical competence training is designed to take into consideration the entry behaviour each
candidate, so that, as an individual, each will be given sufficient support and encouragement to realise the
appropriate level of competence and confidence necessary to carry out work on electrical equipment
associated with the operation of holiday and home parks. Such encouragement and support will be
demonstrated through:

% continual reinforcement of the fundamental principles for safety, and the technical knowledge
necessary to better understand each task

% practical work-based tasks throughout the course of study

% continual reinforcement of the level of competence that is expected, so as to prevent
“competence drift”; or: where “the line in the sand” exists, and when to seek assistance.
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The Syllabus (Course Objectives)

The following is a brief description of each of the main objective from the syllabus; therefore the reader
should have a copy of the syllabus for reference purposes.

Know of the relevant safety legislation

The aim here is to provide an overview of current legislation, both statutory and non-statutory, relates
to the use of electricity in holiday and home parks; and how this legislation affects the work of: siting;
maintenance; repair; record keeping and documentation. Candidates will be shown what processes and
procedures are required by law, and how these are to be implemented.

The objective is to give a simple translation of the relevant parts of current legislation, and to support
the learning with written material designed to assist such learning; eg checklists for compliance and how
they are to be used.

Section 36 of the Health and Safety at Work Act and the concept of vicarious liability are outlined in this
objective, to ensure candidates understand properly what is an instruction, and how to act if that
instruction is a potential breach of specific duty.

Competence can be demonstrated through a working knowledge of:

% the difference between statutory and non-statutory legislation
% the difference between hazard and risk, and the concept of control
% the duty to protect persons and property against the risk of electric shock, fire and burns.

Create and maintain a safe system of work

The aim here is to demonstrate what is, and how to create and maintain, a working system that is safe
and without risk. In this candidates will be shown how to:

% quarantine a task area
% isolate equipment
% prove dead

- 00000000
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The purpose for this will be explained, including the legislative requirements to work dead; the
equipment used for isolation, and the test equipment required for proving dead.

Each candidate, in turn, will be tasked with demonstrating how to:

% quarantine a task area
% isolate equipment

% prove dead

r's

Know electrical terms and relationships

This is a desk-based activity in which candidates will have described to them the basic elements of
electricity; viz: voltage; current; resistance and power; and their relationships, including the concept of
OHM’S LAW.

Simple explanation will be given of the difference between static and current electricity, and how current
electricity comes in the form of either AC or DC, and what each is.

Following on from the simple concepts will be a working knowledge of the relationship between electric
current and cable size. This is important for understanding of what cable size to use under certain
conditions. Therefore, candidates will be shown that there are factors, other than current, that
determine what cable to use and where.

It is not intended in this objective for candidates to calculate cable size, more to use their working
knowledge in selecting from a given list, or when to seek advice.

Understanding protection against electric shock

This objective leads on from knowledge of safety legislation and the creation of a safe system, and is
intended to demonstrate how each candidate will be required to inspect and test electrical equipment,
so as to provide information on the condition of such equipment.

The aim here is to provide each candidate with a “better set of eyes”, and to prevent the possibility of
electric shock or burns (arc flash) through simple methods of control and maintenance, including the
codification of risk and the reporting of issues arising.

This objective is not intended to remove the need for regular inspections and tests carried out by
trained professionals, more to act on behalf of the park owner in ensuring his compliance with safety

legislation.
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Determine circuit protection

For the avoidance of doubt, this objective is intended to prepare each candidate for changing “like for
like” such items as circuit breakers and RCDs.

Experience has shown that persons working on holiday and home parks have, in the past, had to change
circuit breakers and RCDs, without a proper understanding of the dangers of getting this wrong; and
how this could lead to the park owner both being prosecuted under statutory legislation and sued in the
civil courts.

Each candidate will be shown the meaning of the information printed on protective devices, together
with a demonstration of how each operates, and why; and the tests required for verification of each
device.

The aim here is to enable each candidate to determine accurately the device required, how to change
devices like for like; and how to test when a replacement has been made.

Determine earthing and bonding
This objective is designed to provide each candidate with a working knowledge of:

What is earthing?

What is bonding?

The difference between the two.
Where to look and what to do
Where to test and why

The instruments to use and how

S NEA N INNPINEN

The depth of understanding for demonstrating competence here is low. Candidates will be tasked with
identifying on a unit: where and how bonding and earthing is provided; the relative size of cables used;
how to maintain and/or the bonding and earthing, and how to test each bond and earth.

As regards testing of the earthing and bonding of a unit, candidates will be shown how to:

% test for continuity and the instrument used
% test for earth loop impedance and the instrument used
% how to relate the recorded test values with relevant criteria and why

Practical tasks will be given for each candidate to show competence in all tests.
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Safe use of hand tools

The main aim here is demonstrate how to prepare and terminate an armoured cable for “hard-wire”
connection to a unit.

In order to meet the requirements of those parks where hard-wiring is a normal mode of connection;
each candidate will have to show competence in:

preparation of an armoured cable
glanding an armoured cable
quarantining a task area
safe isolation
proof of dead
terminating cables
testing the cable
e continuity
e polarity
= insulation resistance

N

Each task will be demonstrated and each candidate will be given sufficient time and encouragement to
show competence in this objective.

Carry out site inspection and tests

This course recognizes the park owner’s duties under statutory legislation, and in particular the
Electricity Safety, Quality and Continuity Regulations. Therefore, this element of the course has been
specifically designed to raise the awareness of candidates in the inspection process, record keeping and
documentation. It is not intended to remove the need for regular inspections and tests carried out by
trained professionals, more to act on behalf of the park owner in ensuring his compliance with safety
legislation.

Candidates will be shown how to inspect:

switchrooms (LV only), including emergency lighting
site supplies

pitch supplies

earth electrodes

site lighting

NN
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The inspections are of a simple nature and involve items such as: broken enclosures; frayed or damaged
cables; exposed earth electrodes; open switchrooms; damaged or vandalised lamp columns, etc.

In respect of pre-commissioning tests, candidates will be shown how to safely test hook-up cables for:

% Polarity
% Continuity
4% insulation resistance

As well as the above, candidates will also be shown how to test at the pitch supply for:

% earth loop impedance
% RCD functionality

Candidates will be required to demonstrate competence by testing equipment and processing the
results.

Perform commissioning inspection and tests of a caravan holiday home

The aim here is as described in the objective above.

Post-training competence and work-related tasks

Following the training and successful completion of the objectives candidates will be competent to carry
out the following tasks:

@) Quarantine a feeder pillar or pitch supply to create and maintain a safe task area
(b) Isolate a feeder pillar or pitch supply to carry out work safely to:

ii. Inspect, test, repair or replace a hook-up cable supply to a unit

iii. Inspect, test, repair or replace a hard-wire supply to a unit

iv. Replacement like-for-like of protective devices
@) Prove dead at the point of isolation
(b) Carry out the following tests prior to re-connection:

i. Earth continuity

ii. Polarity

iii. Insulation resistance

Skills Active
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Carry out the following tests after re-connection:
i. Earth loop impedance
ii. RCD functioning test
Leave the site in a safe and tidy manner
Determine, by selection, cable size for:
i. Hook-up cable for supply to a unit
ii. Hard-wire cable for supply to a unit
Determine by reference to existing equipment the correct protective device for
replacement like-for-like in feeder pillars, pitch supplies and units
Inspect and test the protective bonding of a unit for:
i. Maintenance
ii. Repair
iii. Replacement
Inspect feeder pillars and pitch supplies for:
i. Damage
ii. Deterioration
iii. Wear and tear
iv. Access security
Report on the condition of feeder pillars and pitch supplies for:
i. Maintenance
iil. Repair
iii. Replacement
Carry out essential safety work to feeder pillars and pitch supplies, where danger exists
Carry out basic safety inspections to site LV switchrooms, without the removal of covers,
including:
I. Switchgear
i. Metering
iii. Lighting
iv. Emergency lighting
v. Fire extinguishers
vi. Access security
vii. Vermin infestation
viii. Flora infiltration
ix. Cleanliness and good housekeeping
Report on the condition of site LV switchrooms for:
i. Maintenance
ii. Repair
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(m)  Carry out basic safety inspections to site amenity lighting, without the removal of covers,
including
i. Operation
iil. Access security
iii. Damage
iv. Deterioration
v. Wear and tear
(n) Report on the condition of site amenity lighting for:
i. Maintenance
iil. Repair
(0) Carry out basic safety inspections of site earth electrodes, and report on their condition
for:
I. Safety
iil. Security
iii. Maintenance
iv. Repair
v. Replacement
(p) Prepare documents on behalf of the employer relating to:
I. Electrical distribution within the park, including records and plans of any
underground networks
ii. Switchroom condition, including fire-fighting equipment
iii. Records of any risk assessments in connection with safety and security of
electrical equipment
iv. Danger and warning notices to be posted (eg at overhead lines)
v. Regular inspections and tests to be carried out by trained professionals; and
records kept for a minimum of 10 years
vi. Feeder pillar and pitch supply conditions
vii. Compliance requirements (eg up-to-date certificates or reports) on units for
connection to the park supply

Caveat

Competence is defined and determined by the employer. For compliance with Section 7 of the Health
and Safety at Work (HSW) Act the employee must:

% take reasonable care for the health and safety of himself and others who may be affected by his
actions or omissions at work;

% co-operate with his employer or anyone else where co-operation is necessary to enable them to
comply with their statutory duties.
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The second requirement above is re-stated in the Regulation 3 (2) of the Electricity at Work Regulations
(EWR); where the duty of the employee while at work is to:

% co-operate with his employer so far as is necessary to enable any duty placed on that employer
by the provisions of the EWR to be complied with; and

% comply with the provisions of the EWR in so far as they relate to matters which are within his
control.

Therefore it is the responsibility of the employer to ensure, through adequate supervision and support,
that all of his employees who have successfully completed this competence training carry out ONLY
those tasks identified in (a) to (r) above.

To support this training, the employer is encourage to provide, in writing to each of his employees who
have successfully completed this competence training, an employer’s policy guide on what tasks can be
undertaken. And to ensure that this policy guide makes it clear that work beyond these tasks is
forbidden.
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