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                                      ____________INST 5100.XX


                                                                                                                                    


USS                   INSTRUCTION 5100.XX





Subj:  ELECTRICAL SAFETY AND TOOL ISSUE PROGRAM





Ref:   (a) OPNAVINST 3120.32B, Chapter 6


       (b) Naval Ships' Technical Manual, Chapter 300


       (c) OPNAVINST 5100.19C, Chapter B7


       (d) COMNAVSURFLANT/COMNAVSURFPACINST 5100.5


       (e) OPNAVINST 4790.4B; MIP 3000 Series


       (f) PQS for Saftey Programs Afloat (NAVEDTRA 43460-4A)





Encl:  (1) Portable Electrical Tool Check Out Sheet


       (2) Electrical Safety Training Memorandum


       (3) Personal Electrical/Electronic Equipment


           Authorization Form


       (4) Selected Electrical Tools Letter


       (5) Checklist for Working on Electrical/Electronic        


           Energized or Deranged Equipment





1.  Purpose.  To set up and maintain an effective and manageable


electrical safety and tool issue program on board USS __________   per references (a) through (e).





2.  Cancellation.  USS___________INST 5100.XX





3.  Discussion.





    a.  References (a) through (d) emphasize the danger of


electrical shock and establish training, electrical and


electronic equipment inspection criteria, and a tool issue


program directed toward minimizing shipboard electrical safety


hazards.  As required by reference (a), provisions of this


instruction shall be incorporated into the Command Safety


Program.





    b.  Deaths by electrocution have been largely due to dis�


regard for, or unfamiliarity with electrical safety requirements. The danger of shock from 440 volt AC ship's service system is


reasonably well recognized by operating personnel as evidenced by relatively few reports of serious shock received from this


voltage.  On the other hand, numerous shipboard fatalities have


been reported due to contact with 115 volt circuits, particularly


in connection with the use of 115 volt portable tools and


equipment.  Low voltage circuits are very dangerous and can cause


death when body resistance is reduced by moisture and


particularly when current passes through the chest.  Shipboard


conditions are conducive to severe shock because the body is


likely to be in contact with ship's metal structure and body


resistance may be low as the result of perspiration or damp


clothing.  Therefore, additional procedures are required to


ensure the safe operation and maintenance of electrical equipment


and tools.  Rigorous and unremitting efforts are needed by all


hands to ensure adherence and compliance with these safety


procedures in order to effectively eliminate the causes of


electrical shock.  The provisions of this instruction complement


those already established by references (b) through (e).





4.  Policy.  The following elements comprise the USS____________   Electrical Safety and Tool Issue Program:





    a.  Written designation of an electrical safety officer,


normally the electrical officer, and an electronics safety officer, normally the electronics material officer.





    b.  A comprehensive training program for all hands regarding


hazards and safety precautions pertaining to shipboard


electricity.





    c.  Periodic inspection and testing of electrical equipment,


and tools to detect and correct potentially unsafe conditions. 


Accurate inventories of all such equipment must be maintained.





    d.  Proper and safe installation of electrical and


electronic equipment.





    e.  Establishment of an electrical tool issue room that


shall be the central storage, control, and issuing point for


portable electrical equipment and safety gear except as otherwise


permitted by this instruction.





    f.  The electrical safety program of this instruction


applies to all personnel on board USS_______________including


embarked staff and personnel TAD.  Ship's EMs/ETs will perform


electrical safety inspections and testing on equipment belonging


to embarked staff.





5.  Responsibilities.





    a.  The commanding officer shall:





        (1) Appoint the electrical safety officer and


electronics safety officer in writing.





        (2) Appoint in writing, the non�EM personnel authorized to perform electrical safety inspections on electronics work center electrical tools such as soldering irons and test equipment.





        (3) Ensure all hands are aware of the hazards associated with electrical systems and compliance with the provisions of this instructions.





    b.  The safety officer shall:





        (1) Supervise the electrical safety program as detailed in this instruction according to responsibilities assigned by reference (a).





        (2) Supervise and monitor the electrical and electronics


safety officers in the performance of their assigned duties.





        (3) Schedule inter�departmental monitoring of adherence


to the requirements of this instruction utilizing Electrical


Safety Program Check Sheet (COMNAVSURFLANT or COMNAVSURFPAC MTT


Checklist or Appendix B7�A from reference (c)) monthly.





     


    c.  The electrical safety officer shall:





        (1) Conduct training and indoctrination as prescribed in


references (a) and (d) and maintain records of this training.


         


        (2) Complete Watchstation 304 of the Safety Program Afloat PQS, NAVEDTRA 43460-4A, within 16 weeks of assignment.





        (3) Be responsible for the operation of the electrical tool issue room (Compartment        ) and for establishing its hours of operation.





        (4) Train and monitor the performance of electrical tool


issue personnel and personnel assigned to perform electrical


safety inspections and testing. 





        (5) Maintain a master inventory of all personally owned


electrical and electronic equipment on board.





    d.  The medical officer or medical department representative (MDR) shall provide electrical first aid training, especially cardio-pulmonary resuscitation (CPR), training to divisions, upon request.  CPR shall be provided to all electrical/electronic associated ratings. 





    e.  Department heads shall:





        (1) Ensure that personnel in the department receive


training and indoctrination in electrical safety prescribed in


this instruction and applicable instructions from higher


authority and monitor the effectiveness of this training.





        (2) Monitor the use of electrical equipment by personnel


under their cognizance.  If designated an electrical/electronic


work center ensure that decks are insulated per requirements of


NSTM 634 and that all electrical/electronic work benches conform


to General Specifications for the Overhaul of Surface Ships, sections 320, 331, and 665, NAVAIR drawing 63A114(series) and NAEC drawing 6SE0063.





        (3) Make sure that personnel assigned to their


department comply with all electrical safety precautions in


handling portable and installed electrical and electronic


equipment, including the wearing of personal protective equipment.





    f.  Division officer shall:





        (1) Ensure, through frequent inspections, that all


portable and installed electrical equipment in their spaces are


properly installed and used.





        (2) Ensure that only authorized personnel operate


electrical machinery.  





        (3) Inspect their assigned spaces frequently for 


unauthorized ship�owned or personal electrical/electronic 


equipment, or electrical/electronic equipment near or overdue


for required safety tests.





        (4) Ensure all electrical/electronic devices in the


custody of their divisions are included on applicable maintenance requirement cards (MRC) equipment guide lists (EGLs).  Ensure that personnel conducting electrical safety checks are informed of electrical/electronic equipment and tools deleted, added, or relocated so that they can maintain up-to-date inventories.





        (5) Submit to the electrical tool issue custodian a current EGL of all electrical receptacles by compartment number within all cognizant spaces.





        (6) Monitor effectiveness of electrical safety training


for divisional personnel.





        (7) Shall ensure that no additional electrical/electronic equipment in their spaces are connected to existing power supplies without the permission of the engineer.  Only qualified electricians are authorized to make supplementary equipment power hook�ups, remove existing power supplies or in any way alter a power source.





        (8) Designate their safety petty officer as their electrical safety petty officer.





    g.  Safety petty officers, as designated by their division shall:





        (1) Ensure all applicable division personnel have


received annual electrical safety training and CPR/electrical


shock first aid training. 





        (2) Maintain and update EGLs of electrical/


electronic equipment in division spaces, as required.  Verify EGLs at least monthly and any changes reported to personnel performing the safety checks.





        (3) Assist the division officer in electrical safety


inspections.





    h.  Electrical tool issue room custodians and personnel


assigned safety check duties for electrical/electronic equipment


shall: 


        (1) Complete Electrical Tool Issue Room Watchstation 302 in the Safety Programs Afloat Personal Qualifications Standard (PQS), NAVEDTRA 43460-4A, within 16 weeks of assignment.


       


        (2) Ensure metal cases of all installed electrical


equipment are properly grounded to ship's hull per references (b)


and (e). Ensure that all electrical convenience outlets are


three prong and are properly grounded.  All portable tools shall have either a factory equipped three-prong molded plug, in good condition, or use a hospital grade three-prong plug.  Double insulated UL listed tools may use either a factory equipped two- prong molded plug or a Navy two-prong plug.





        (3) Perform electrical safety inspections on portable/mobile electrical equipments in accordance with and in the periodicity stipulated in reference (e).  Appropriate personal protective equipment for use with electrical equipment will be issued from the tool issue room.  Maintain records of issue and inspection of portable tools on board for at least three months.





        (4) Maintain an inventory, noting location and serial


number, of all selected, mission critical, and housekeeping


portable/mobile electrical equipments kept by work centers.





        (5) Compile and maintain a current list of personal


electrical and electronic equipment authorized for use on board


and file in the electrical tool issue room.





    i.  All hands shall adhere to the requirements of this


instruction, and shall stop using any electrical equipment


that presents an electrical shock hazard and report the deficiency to their supervisors immediately.  Any electrical shock should be reported immediately to DCC and the equipment guarded until de-energized and verified safe by a ships' force electrician.





6.  Electrical and Electronic Equipment Classification and


Procedures





    a.  For the sake of clarity and proper classification,


equipment is grouped into two categories, e.g., portable and


mobile equipment.





    b.  Portable equipment, as defined by PMS MIPs/MRCs, is an


electrical device which is held in the hand(s) or frequently


handled while operated (e.g., drills, buffers, hair clippers,


drop lights, deck crawlers, and engravers).  All portable electrical tools, except selected electrical tools authorized to be retained in certain divisions or work centers (those which contain electrical/electronic ratings) shall be kept in the electrical tool issue room.  This equipment shall be inspected in


accordance with the procedures and periodicity of reference (a). 


All portable equipment, unless it is "approved double-insulated"


and meets the requirements of reference (b) shall have a three-


prong conductor cable and grounded type plug affixed as required


by reference (b).  Under no circumstances will a double-insulated


tool be modified so as to void the manufacture certification or


UL approval.





    c.  Mobile equipment, as defined by PMS, is a plug�in device


which can be moved but is normally stationary (e.g., office


equipment, table lamps, typewriters and desk top calculators). 


This equipment shall be safety checked by a qualified EM/ET in


accordance with the procedures and periodicity stipulated in


reference (e).





    d.   The category of fixed or permanently installed


equipment no longer applies.  Equipment permanently installed and


"hard�wired" is exempt from routine PMS safety checks and is not


included in the requirements of this instruction.





    e.  Inventory Control.  Since inventory control is a key


element of the Electrical Safety Program, the electrical safety


officers, safety petty officers and maintenance personnel shall maintain accurate and comprehensive inventories of items covered by this program.  The inventories EGLs shall:





        (1) Be maintained by serial number and location for all


portable and mobile electrical equipment.  Use of manufacturer's


serial number is preferred.  If a serial number is not already on the equipment, a local serial number shall be assigned and permanently affixed to the equipment.





        (2) Be kept by the electrical tool issue custodian; or


for inventories of personal and ship owned electronic equipment


(wardroom, CPO, first class mess, crew's lounge, or welfare and


recreation), by the appropriate electronic shop petty officer/


supervisor.  One central inventory may be kept using ADP


equipment.





7.  Electrical Tool Issue Room Requirements





    a.  The electrical tool issue room (compartment__________)


shall safety check tools before issue according to reference (e). Tools which may produce sparks or chips will have eye protection


issued with the tools; tools which create a noise hazard, e.g.,


deck crawler and sanders, will have the proper label (NAVMED


6260/2A) affixed and have hearing protective devices issued with


the tool.  Respiratory protection shall be issued with dust or


air contaminant�producing tools.  In addition, rubber gloves


(class "O" at a minimum as defined by Table 300�1 of reference


(b)), shall be issued for use with buffers and metal�case


electrical equipment.  When adverse use conditions, such as


grinding in damp bilges warrants, rubber gloves shall be


issued with double-insulated tools.  If required to protect the


rubber gloves from abrasion or puncture, leather "cover" gloves


shall also be issued with the tool.





    b.  Those tools which are not returned by the end of the


day, or expiration of extended check�out, shall be considered


delinquent.





        (1) A memo shall be submitted from the electrical safety


officer to the cognizant division officer via his department head


informing him/her that the tool was not returned on time and that


tools will not be issued to the division until the delinquent


tool is returned.





        (2) Lost or destroyed tools will require a written


explanation of what happened, signed by the cognizant division


officer and submitted to the electrical safety officer via


his/her department head.





        (3) Lost/destroyed tools will be ordered by the division


responsible for loss/destruction, with the requisition number


submitted to the electrical tool issue room.  When the item is


received, it shall be turned into the electrical tool issue room.





    c.  The provisions of this instruction and all applicable


references apply to the authorized electrical tool issue room. 


The safety officer is responsible for scheduling inspections


which monitor the performance of these facilities.  Each tool


issue room shall maintain an inventory meeting the requirements


of this instruction.





    d.  Segregated storage must be provided for tools found to


be unsafe.  This storage area will be locked.  The tools will be


clearly marked "unsafe" or out�of�commission (OOC) using a tag,


and rendered incapable of being energized unless immediate repair


is to be accomplished.  Only electricians shall make repairs to


broken or damaged electrical equipment.





    e.  To ensure proper control, inspection, and check out of


tools, access to the electrical tool issue room shall be limited


to custodians and supervisory personnel only.  Additionally,


custodians must be qualified to operate the tool issue room and


perform required inspections according to PMS and other


applicable references.  Reference (f), watchstation 302 will be used to document this qualification.  Tool issue personnel shall be appointed in writing.





    f.  Individuals checking out electrical tools and equipment


shall be orally briefed by electrical tool issue personnel using


the portable electrical tool check out sheet (enclosure (1)). 


The user shall sign the check out sheet to verify their


understanding of safety requirements and willingness to adhere to


them.  Tool issue personnel will verify completion of annual


electrical safety indoctrination before issuing tools.  No tools


will be issued to any personnel not having a current electrical


safety training memorandum on file, enclosure (2).  Tools will be


issued with appropriate hearing, sight and respiratory


protection.





    g.  Upon completion of required safety checks, portable and


mobile equipment shall have a standard electrical safety tag


attached, marked with the date of safety check, safety


inspector's initials, and periodicity for safety check.  Care


should be exercised to ensure proper periodicity of the tool


safety check and safety tag.  The MAA force and/or zone


inspectors shall make sure electrical equipment has received the


required safety check when conducting inspections.





8.  Personal Electrical/Electronic Equipment





    a.  Personal electrical/electronic equipment may be


authorized for shipboard use provided the equipment passes a


safety inspection per reference (b) and is approved by the


executive officer.  To ensure all personnel are aware of the


requirements for safety check of personal equipment, the elec�


trical tool issue room is listed on the USS__________________      check�in sheet.





    b.  Personnel desiring to introduce electrical/electronic


equipment on board ship shall obtain a personal Electrical/


Electronic Authorization Form (enclosure (3)) from the electrical


tool issue custodian.  Personal electrical equipment will be retained by the electrical tool issue room, and personal electronic equipment will be retained by OE division electronics technicians for inspection until authorization is obtained.  The personal equipment form (enclosure (3)) shall be submitted via chain of command to the executive officer for approval.  As directed in writing by the executive officer, the safety officer may sign approval of personal equipment in his stead.  Upon return of the approved form and satisfactory safety inspection of the equipment, the equipment shall be released to the owner.  The completed form shall be kept by the tool issue room custodian.  After approval, personal items shall have a standard PMS safety tag attached.  The tag shall show the semi�annual periodicity of


required checks and the serial number of the equipment to which


it is attached.  The division to which the individual is attached


shall also be annotated.





    c.  Personal electronic equipment such as radios and


personal computers will be examined for exposed metal parts in


addition to other checks noted in reference (b).  The use of such


equipment with exposed metal parts is not authorized unless the


equipment has a built�in power transformer which completely


isolates the primary from secondary side, or an isolation


transformer is installed (at the owner's expense).  Electronics


maintenance personnel, normally ETs in OE Division, shall


perform the initial and semi�annual inspections of all personal


electronic equipment.





    d.  Personally owned televisions and/or video tape recorder/


players are not authorized for shipboard use.  Shop owned


televisions and VCR's must be registered with CCTV and be


included in electrical safety inspection EGLs.





    e.  Personal radios, tape players, and other portable


electronic entertainment equipment are authorized on board USS


______________, but must be safety checked.  These items will be


brought to the ET shop (Compt.      )  for an initial safety


inspection and reinspection semi�annually. 





    f.  Equipment using batteries as the sole source of power is


generally safe for shipboard use.  Such equipment is not subject


to inspection requirements after the initial check provided that


it has no capability to operate from ships power.





    g.  Personally owned or non�Navy standard equipment such as


fans, portable extension cords, hi�intensity lamps, irons,


reading lamps, electric blankets, heating pads, electric power


driven tools (except those specifically used as hobby tools),


heat/sun lamps, hot plates and griddles, electric clocks,


microwave ovens, portable extension lights, electric heaters,


portable refrigerators, portable air conditioners and immersion�


type water heaters are prohibited from being introduced and used


aboard ship, according to reference (b).  Adequate


government owned equipment is provided to meet the needs


associated with these items.  Non�Navy standard items of the


types mentioned are generally a shock hazard because of inferior


insulation, leakage currents, and flimsy structure.  Periodic


inspections will be made to eliminate them from the ship.





9.  Exemptions 





    a.  Tools or equipment exempt from grounding requirements


are tools or equipment marked "UL approved�double insulated." 


Reference (e) provides further guidance.  Double�insulated


equipment remains subject to current inspection periodicity and


inventory control.





    b.  Certain divisions may retain soldering stations, soldering guns or irons, and test equipment with written permission of the electrical safety officer and perform appropriate PMS safety checks themselves.  These divisions are authorized to do PMS safety checks on this equipment only. 





    c.  Certain work centers or divisions may be authorized by


the commanding officer to keep selected portable electrical tools


or equipment in their permanent custody.  Selected tools shall be


work-center oriented, such as, electric metal cutters, routers,


vacuum pumps, electric saws, and boiler inspection devices. 


Selected electrical equipment shall be safety checked by electrician's mates in accordance with reference (e).  Safety


checks will be conducted at least monthly.  Housekeeping


equipment such as buffers, household type vacuum cleaners, rug


shampooers, and coffee makers are not considered selected


equipment and may be kept by any work center.  A selected


electrical tool letter, enclosure (4), will be submitted to the


commanding officer for approval.  Electrical equipment on


permanent loan basis will not be used by any work center or


department other than that designated by the commanding officer


in enclosure (4).





    d.  Equipment used solely by civilian contractors is exempt


from this program.  Contractor equipment should meet OSHA


requirements.  If an electrical safety violation is suspected,


the safety officer shall prevent use of that equipment and report


the matter to the appropriate contracting authority (e.g.,


SUPSHIP, NAVSEASYSCOM, and NCCOSC) for resolution.  However, if the item is used by ship's crew, it shall be safety checked by a


ship's EM/ET before use.  If equipment is found unsafe for


shipboard use, it shall not be used, but shall be returned to


point of issue, and SUPSHIPs or the contracting authority shall


be notified.





10. Energized Electrical/Electronic Equipment.  Energized


electrical equipment shall not be disassembled or have any


corrective maintenance performed on it without first obtaining


the written approval of the commanding officer.  The only


exception to this policy is where approved instructions issued by


higher authority permit opening or inspecting equipment in the


course of performing preventive maintenance, routine testing,


measurements and adjustments for which the equipment is required


to be energized.  However, this will require use of two�man rule


both outfitted with approved rubber gloves, face protection and


rubber matting on deck.  Enclosure (5) shall be completed prior


to commencing work on energized or deranged equipment.  Positive


supervision will ensure that basic electrical safety standards


are observed throughout the job.





11. Electrical Safety Training: 





    a.  Indoctrination in electrical safety shall be conducted


as an integral part of I�Division and annual electrical safety


training shall be included on the GMT schedule.   The minimum


training requirements must satisfy objectives listed in reference


(a).  The electrical safety officer or an appointed representa�


tive shall conduct electrical safety training and complete the


electrical safety training memorandum as per enclosure (2).  The


electrical safety officer shall maintain a card file in the tool


issue room for each crew member or ADP listing documenting


initial and annual training.  Aggressive use of POD notes, CCTV


spots, etc., on an on going basis can be effective in increasing


all hands electrical safety awareness.





    b.  In addition to the above all hands training, at least 50% of electrical/electronics associated ratings shall receive certified CPR training so that they are qualified to administer CPR in the event of an electrical shock incident.  





12. Directive Review.  The safety officer is responsible for the


review and periodic update of this instruction.











                                    (CO's signature)





Distribution:


�
            PORTABLE ELECTRICAL TOOL CHECK OUT SHEET








                                                Date: ___________








PRINT





NAME _______________________ RATE _______ DIV _____ PHONE _______





ITEM/TOOL (NOUN NAME)





1.


2.


3.


4.


5.





Auxiliary safety gear loaned out:





Rubber gloves ______/Leather protectors ______/Eye Goggles ______


Face Shield _____/Respirator _____/Ear Protection_______________.





I certify that I safety checked the portable electrical tool and


personal protective equipment per PMS before issue.  I have briefed the recipient regarding the safe use of the electrical tool and he/she has received electrical safety training within the last year.





                                        _________________________


                                           (Issue Electrician)





Issue after working hours approved      _________________________


                                       (Engineering Duty Officer)





The above have been returned to


  tool issue                            _________________________


                                         (Receiving Electrician)


����������������������������������������������������������������


                      OVERNIGHT/WEEKEND USE





The above item/tool is authorized for overnight use.  Return


prior to 0800 on ___________________(following day of issue).








                                      ___________________________


                                      (Electrical Safety Officer)











                                                    Enclosure (1)


�
This equipment is authorized to be retained over the weekend. 


Return to the Tool Issue Room no later than:_____________________


                                                  TIME/DATE











                                      ___________________________


                                      (Electrical Safety Officer)





I AGREE TO BRING ITEM/TOOL BACK BY 1530, SAME DAY OF ISSUE, OR AS


INDICATED BY AUTHORIZED EXTENSION ABOVE.





    Furthermore, I have been given the following brief by the


Tool Issue Room Custodian regarding the basic safety precautions


for use of electrical power tools and have read and understand


the same:





1.  Prior to use of any portable electrical tool, make sure the


tool has a current electrical safety tag.  Additionally, visually


examine the attached cable, plug and any extension cords for any


cracks, breaks or exposed conductors and damaged plugs.  If any


defects are noted, the tools should be turned into the tool issue


room for repair before use.  Before plugging in any tool be sure


the tool is turned off.





2.  Personnel using portable electrical tools shall wear protec�


tive equipment as required and provided.





3.  Portable electrical tools producing hazardous noise levels


are conspicuously labeled.  Personnel using tools designated as


producing hazardous noise levels shall wear proper ear protec�


tion.





4.  Arcing/sparking portable electrical tools shall not be used


where flammable vapors, gases, liquids or exposed explosives are


present.





5.  1000 volt, Class "O" rubber gloves must be worn when using


portable electrical 115 volt tools under hazardous conditions,


e.g., wet decks, and bilge areas.  (CAUTION:  Electrical tools


shall not be used when working over the side).  For electrical


equipment of higher voltage rating, refer to NSTM 300 Table


300�1 for the appropriate rubber gloves.





6.  Leather glove shall be worn over rubber gloves when the work


being done, such as sheet metal work, could damage rubber gloves.














                                                    Enclosure (1)


�
7.  Because a metal-hull ship is a hazardous location, personnel


who must use portable electrical devices with extension cords


should take the time to plug the device into the extension cord


before the extension cord is inserted into a live receptacle. 


Likewise, the extension cord should be unplugged from the


receptacle before the device is unplugged from the extension


cord.





8.  At no time will more than two 25-foot extension cords be used


together.





9.  Electrical cords will be cared for as follows:





    a.  Care shall be taken that cords do not come in contact


with sharp objects, they should not be allowed to kink, nor be


left where they might be damaged by vehicle/foot traffic.  When


it is necessary to run electrical leads through doors and


hatches, the cord will be protected to guard against accidental


closing of the door/hatch.





    b.  Care shall be taken to keep cords from coming in contact


with oil, grease, hot surfaces and chemicals.





    c.  Damaged cords shall be replaced.  They are not to be


patched with tape.





10. Immediately return to the tool issue room, any portable


electrical equipment on which slight shocks are felt.  Make sure


the tool issue room custodian is aware of the tool's condition.











                                          _______________________


                                          SIGNATURE          DATE


















































                                                    Enclosure (1)


�
ELECTRICAL SAFETY TRAINING MEMORANDUM











From:  ________________________________                                    (individual conducting training)


To:    Electrical Safety Officer





Subj:  ELECTRICAL SAFETY TRAINING





1.  The following individuals received annual/I�Division training


in electrical safety as required by reference (c) on _________.


                                                      (date)





    NAME                        RATE      SSN           DEPT/DIV









































                                          _______________________                                              (Signature)    (Date)





Copy to:


________Division























                                                                             


                                                    Enclosure (2)


�
   PERSONAL ELECTRICAL/ELECTRONIC EQUIPMENT AUTHORIZATION FORM





From: ___________________/_______/_______/_______/______/________


           Name             Rate    Dept    Div   Phone#    SSN





To:   Executive Officer


Via:  (1) Division Officer


      (2) Department Head


      (3) Electrical/Electronics Safety Officer





Subj:  PERSONAL ELECTRICAL/ELECTRONICS APPLIANCE





1.  Request permission to keep and use on board USS _____________





    Item _________________    Serial # __________________


    Item _________________    Serial # __________________


    Item _________________    Serial # __________________


    Item _________________    Serial # __________________





2.  Reason for request___________________________________________


_________________________________________________________________





3.  I will make the above item(s) available for inspection by the


electrical/electronics safety officer at least every six months


or more often if required.





4.  I understand that any abuse of the requirements of _________


_______________ will result in confiscation of the above item(s).





5.  I also agree to have the above item serialized by "E"/"OE"


Division if it does not have a permanently affixed serial number.





6.  I have made provisions for storage and security.











                                            _____________________


                                            Applicant's Signature


�����������������������������������������������������������������


1.  Item(s) is/are not on list of prohibited items (NSTM 300). 


Item can be accommodated within division spaces.





Recommend approval/disapproval upon completion of safety check.











                                                 ________________


                                                 Division Officer








                                                    Enclosure (3)


�
Recommend approval/disapproval upon completion of safety check.











                                                  _______________


                                                  Department Head





2.  Item(s) have been inspected in accordance with NSTM 300 and


are/are not safe for shipboard use.  Remarks:  __________________


_________________________________________________________________





_____________________________     _______________________________


Safety Checked EM/ET     Date         Electrical/Electronics 


                                          Safety Officer





3.  Approved/Disapproved              ___________________________


                                       Executive Officer    Date 





Original:   Electrical/Electronics Safety Officer


Copy to:    Applicant




























































































                                                    Enclosure (3)


�
                                             Date:_____________               


From:  Commanding Officer, USS_________________            


To:    __________________, Division Officer 


Via:   (1) ______________, Department Head


       (2) Electrical Safety Officer





Subj:  SELECTED ELECTRICAL TOOLS





Ref:   (a) OPNAVINST 5100.19C Chapter B7


       (b) COMNAVSURFLANTINST 5100.4B (or COMNAVSURFPACINST       


           5100.7B)


       (c) PMS MIP 3000





1.  The work center _______ is allowed to keep the following


specific selected equipment (list noun name and serial number):





1.                              6.                             





2.                              7.                             





3.                              8.                             





4.                              9.                             





5.                              10.                            





2.  This equipment will be safety checked according to current


PMS requirements by electricians.  These items will be kept by


the work center for work center personnel use only.  If any


electrical discrepancies are noted (e.g., missing PMS tag, frayed


cord, and cracked plug) the equipment will be delivered to the


Electrical Tool Issue Room for inspection.





3.  If changes to this letter are necessary, it shall be reissued.  No additions or deletions are authorized.





4. Upon notification by electrician's mate, the work center shall


gather all selected equipment in pre�designated areas for


required PMS.





5.  General housekeeping equipment (e.g. vacuum cleaners and buffers) need not be designated as selected electrical tools.  However, vacuums (wet/dry vacs) used for PMS shall be considered selected equipment.





                                 __________________                                                  Commanding Officer
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         CHECKLIST FOR WORKING ON ELECTRICAL/ELECTRONIC


                 ENERGIZED OR DERANGED EQUIPMENT





NOTE:  At times, equipment is designed such that entry into a


drawer/panel or breaker/controller rackout is provided for in


technical manuals in order to perform routine periodic checks


and/or inspections.  Where such procedures are provided, the use


of rubber floor mat (or equivalent) and insulated tools represent


the minimum additional safety precautions to be observed.





Preparation/Requirement                         Person�in�Charge


                                              





                                                 (Initial)


Division officer notified.                       ______________  


     


Department head's permission obtained.           ______________  


          


Commanding officer's permission obtained.        ______________   


         


Tag�out equipment to de�energized equipment to


the maximum extent possible.                     ______________  


          


PMS safety check performed on rubber gloves 


in use.                                          ______________  


        


Barriers established to prevent unauthorized 


entry.                                           ______________  


         


Ample lighting provided.                         ______________  


          


Metal and loose clothing removed from person(s)


doing the work.                                  ______________ 





Worker(s) insulated from ground by insulating


material covering any adjacent metal with which


contact might be made.                           ______________  


          


A person trained in electrical first aid and 


cardio-pulmonary (CPR) resuscitation.            ______________  








Metal hand�held tools to be used are electrically


insulated.                                       ______________ 








Persons manning telephones (if necessary) stationed 


by circuit breakers/switches to de-energized 


equipment immediately in case of emergency.      ______________
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Eye and face protection worn by person(s) working


on equipment (such as switchboards) where a


short circuit could produce a high fault current


resulting in flying molten particles and intense


heat.                                            ______________                                                                           


Means available to remove person(s) working on


equipment from within barrier.                   ______________


          


Removable test leads on portable meter(s) are tight


and leads are not adrift.                        ______________ 


        


Meter in calibration (for scales of interest) and


checked against known energized source for scales


to be used.  Check on both AC and DC sources if


applicable.                                      ______________





Person(s) performing work instructed to wear rubber


gloves on both hands if at all possible and use 


only one hand on work if practical.              ______________


           


Prior to commencing work, above precautions verified


complete by responsible division Work Center


supervisor, Division Officer or Duty Officer.     ______________  


         


Equipment Entry:





Verify panel covers are de-energized (for deranged


equipment).                                      ______________





Remove panel cover with caution (properly stow


loose object).                                   ______________





Verify circuits de-energized (for deranged equip�


ment).                                           ______________





Short capacitors as necessary.                   ______________





Recheck meter against known energized source.    ______________





Test and return undamaged equipment to normal 


service as soon as practical.                    ______________























                                                    Enclosure (5)


Investigate damaged equipment; repair, test and


return equipment to normal service.             ______________  











____________                                   ________________    Submitted by                                      Approved by


(Job Supervisor)











              Name            Rate         Dept/Div          





Workers:                           
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