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I. 
Administration
__________________ (NAME), __________________________________(TITLE), has overall responsibility for coordinating safety and health programs at _____________________(DISTRICT). _______________, Maintenance Supervisor is the person having overall responsibility for the Lockout/Tagout Program. ________________, Maintenance Supervisor will review and update the program, as necessary with assistance from ______________________(TITLE),. A copy  of the written program may be reviewed at the Maintenance Supervisor's Office.

II. 
Purpose 
This procedure establishes __________________________ (DISTRICT). requirements for the lockout of energy isolating devices whenever maintenance or servicing is done on machines or equipment, in accordance with the requirements of OSHA's 1910.147. It is used to ensure that the machine or equipment is stopped, isolated from all potentially hazardous energy sources and locked out before employees perform any servicing or maintenance where the unexpected energization or start-up of the machine or equipment or release of stored energy could cause injury. 

III. 
Personnel Affected
Lockout is the preferred method of isolating machines or equipment from energy sources. Tagout  is to be performed instead of lockout only when there is no way to lockout a machine or equipment. 

Authorized employees subject to the requirements of this program and to be trained on their duties within it include; All maintenance employees.  

1. 






4.

2. 






5.

3. 






6.

An authorized person is one who locks out or tags out machines or equipment in order to perform servicing or maintenance on that machine or equipment. 

Affected employees subject to the requirements of this program and to be trained on their duties within it include; All employees who work in areas while lockout/tagout procedures are being performed. 
Affected employees are notified when their machine is to be locked out according to the following method; The authorized person performing the lockout/tagout procedure notifies the area supervisor. The supervisor will then notify his/her affected area personnel.

IV. 
Procedure For Lockout/Tagout By Authorized Employee
The equipment in this facility that falls under the Control of Hazardous Energy Standard is listed in Table A. The equipment and machines are grouped by appropriate energy isolating Lockout/Tagout Procedure.  The machinery listed on Table A follow these shutdown, isolation, blocking and securing procedures for lockout/tagout: 

Preparation for shutdown. Before an authorized or affected employee turns off a machine or equipment, the authorized employee shall have knowledge of the type and magnitude of the energy, the hazards of the energy to be controlled, and the method or means to control the energy. 

Machine or equipment shutdown. The machine or equipment shall be turned off or shut down using the procedures established for the machine or the equipment. An orderly shutdown must be utilized to avoid any additional or increased hazard(s) to employees as a result of equipment stoppage.

Machine or equipment isolation. All energy isolating devices that are needed to control the energy to the machine or equipment shall be physically located and operated in such a manner as to isolate the machine or equipment from the energy source(s).

V.
Lockout/Tagout Device Application
The machinery listed on Table A follows these lockout placement, removal, transfer, and responsibility procedures:

Lockout or tagout device application.
-Lockout or tagout devices shall be affixed to each energy isolating device by authorized employees.

- Lockout devices, where used, shall be affixed in a manner that will hold the energy isolating devices in a "safe" or "off" position.

- Tagout devices, where used, shall be affixed in such a manner as will clearly indicate that the operation or movement of energy isolating devices from the "safe" or "off" position is prohibited. 

Where tagout devices are used with energy isolating devices designed with the capability of being locked, the tag attachment shall be fastened at the same point at which the lock would have been attached. Where a tag cannot be affixed directly to the energy isolating device, the tag shall be located as close as safely possible to the device, in a position that will be immediately obvious to anyone attempting to operate the device.

Stored energy. Following the application of lockout or tagout devices to energy isolating devices, all potentially hazardous stored or residual energy shall be relieved, disconnected, restrained, and otherwise rendered safe.

If there is a possibility of re-accumulation of stored energy to a hazardous level, verification of isolation shall be continued until the servicing or maintenance is completed, or until the possibility of such accumulation no longer exists.

Verification of isolation. Prior to starting work on machines or equipment that have been locked out or tagged out, the authorized employee shall verify that isolation and de-energization of the machine or equipment have been accomplished, even though isolation is performed prior to shutdown and is checked at that point.

VI. 
Release Procedure for Lockout/Tagout By Authorized Employee
Before lockout or tagout devices are removed and energy is restored to the machine or equipment, procedures shall be followed and actions taken by the authorized employee(s) to ensure the following:

- The machine or equipment. The work area shall be inspected to ensure that nonessential items have been removed and to ensure that machine or equipment components are operationally intact.

- Employees. The work area shall be checked to ensure that all employees have been safely positioned or removed.

After lockout or tagout devices have been removed and before a machine or equipment is started, The authorized person will notify the area supervisor and the area supervisor will notify the affected employees that the lockout or tagout device(s) have been removed.

VII.
Lockout/Tagout Device Removal
Each lockout or tagout device shall be removed from each energy isolating device by the employee who applied the device. Exception: When the authorized employee who applied the lockout or tagout device is not available to remove it, that device may be removed under the direction of the Maintenance Supervisor, provided that the following specific procedures are followed.

-Maintenance Supervisor will page employee twice to verify that employee is not in the facility.

-The Authorized employee will be informed of removal of his/her device before resuming work by having his/her time card held by their foreman.

VIII. 
Annual Periodic Inspection
At least annually  a periodic inspection of the energy control procedures will be conducted to ensure the procedures are being followed.

The periodic inspection will be performed by the Maintenance Supervisor. The inspection will be conducted to correct any deviations or inadequacies identified.

Where lockout is used for energy control, the periodic inspection will include a review, between the inspector and each authorized employee, of that employee's responsibilities under the energy control procedure being inspected. 

Where tagout is used for energy control, the periodic inspection shall include a review, between the inspector and each authorized and affected employee, of that employees responsibilities under the energy control procedure being inspected.

A log will be completed during each inspection. The Maintenance Supervisor or authorized inspector must initial the form each time an inspection occurs. 

The certification will identify the machine or equipment on which the energy control procedure was being utilized, the date of the inspection, the employees included in the inspection, and the person performing the inspection.


Inspection Log.
Page ___ of ___
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	 ID#
	Energy Isolating Group #
	Inspection
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______________________________(DISTRICT). Annual Certification of Inspections Performed:

by Responsible Person

Signature:





 Date:



IX.
Training and Communication
Training shall be provided to ensure that the purpose and function of the energy control program are understood by employees and that the knowledge and skills required for the safe application, usage, and removal of the energy controls are acquired by employees.

Each authorized employee shall receive training in the recognition of applicable hazardous energy sources, the type and magnitude of the energy available in the workplace, and the methods and means necessary for energy isolation and control.

Each affected employee shall be instructed in the purpose and use of the energy control procedure.

All other employees whose work operations are or may be in an area where energy control procedures may be utilized, shall be instructed about the procedure, and about the prohibition relating to attempts to restart or re-energize machines or equipment which are locked or tagged out.

When tagout systems are used, employees shall also be trained in the following limitations of tags:

Tags are essentially warning devices affixed to energy isolating devices, and do not provide the physical restraint on those devices that is provide by a lock.

When a tag is attached to an energy isolating means, it is not to be removed without authorization from the authorized person responsible for it, and it is never to be bypassed, ignored, or otherwise defeated.

Tags must be legible and understandable by all authorized employees, affected employees, and all other employees whose work operations are or may be in the area, in order to be effective.

Tags and their means of attachment must be made of materials which will withstand the environmental conditions encountered in the workplace.

Tags may evoke a false sense of security, and their meaning needs to be understood as part of the overall energy control program.

Tags must be securely attached to energy isolating devices so that they cannot be inadvertently or accidentally detached during use.

X. 
Retraining
Retraining shall be provided for all authorized and affected employees whenever there is a change in their job assignments, a change in machines, equipment or processes that present a new hazard, or when there is a change in the energy  control procedures or at least annually.

Additional retraining shall also be conducted whenever a periodic inspection reveals, or whenever ________________(DISTRICT) has reason to believe, that there are deviations from or inadequacies in the employees knowledge or use of the energy control procedures.

________________________________(NAME), Maintenance Supervisor shall certify on behalf of ____________________________(DISTRICT) that employee training has been accomplished and is being kept up to date. The certification shall contain each employees name and dates of training. Training certificates shall be kept in the Maintenance Supervisor’s Office. Training Materials will be kept in the Maintenance Supervisor's office.

XI.
Enforcement
For any program to be effective, consistent enforcement must be an integral component of that program. With this in mind be advised that disciplinary action will be taken for violation of the Lockout/Tagout Procedures.

Specific disciplinary action taken will depend on the violation and may include suspension and/or discharge for repeated violations.

XII.
Method of Informing Outside Service Contractors

Contractors are required to present their Lockout/Tagout procedure to _________________________(DISTRICT), Maintenance Supervisor.

If the contractors Lockout/Tagout procedure is not acceptable to our Maintenance Supervisors - the service contractor must adhere to ___________________________(DISTRICT) Lockout/Tagout procedure for the repair of machinery/equipment.

XIII.
Emergency Contacts
DISTRICT

NAME

TELEPHONE NUMBER

XIV.

Table A
IDENTIFICATION OF MACHINERY/EQUIPMENT

Machines/equipment are grouped by the following nine energy isolating Lockout/Tagout procedures:

1) Machinery with extension plugs  






a)  Turn off machine

b)   Remove plug from energy source.


d)   Attach Lockout & Tagout device on plug.

e)   Relieve All potentially hazardous stored or residual energy.

f)    Verify isolation and de-energization has been accomplished. (Check on/off switch

2) Machinery with disconnect switch






a)  Turn off machine


b)  Attach Lockout/Tagout device

c)   Relieve all potentially hazardous stored or residual energy

d)   Verify isolation and de-energization has been accomplished. (Check on/off switch)

3) Machinery with overhead (buss-bar) switch





a)  Turn off power at bar


b)  Attach Lockout/Tagout Device to buss-bar

c)   Relieve all potentially hazardous stored or residual energy

d)   Verify isolation and de-energization has been accomplished. (Check on/off switch)

4) Pneumatic machinery

a)   Turn off machine

b)   Attach Lockout/Tagout device.

c)   Relieve all potentially hazardous stored or residual energy. (Disconnect or

  
       shut off air supply.)

d)   Verify isolation and de-energization has been accomplished. (Check on/off switch)

5) Hydraulic machinery with disconnect switch





a)  Install blocks under ram


b)  Turn off disconnect switch


c)  Attach Lockout/Tagout Device

d)   Relieve all potentially hazardous stored or residual energy. 

e)   Verify isolation and de-energization has been accomplished. (Check on/off switch)

6) Machinery with electric extension plug and air supply


a)   Turn off machine

b)   Remove plug


c)   Attach Lockout/Tagout device.

d)   Relieve all potentially hazardous stored or residual energy. (Disconnect or

  
       shut off air supply.)

e)   Verify isolation and de-energization has been accomplished. (Check on/off switch)

7) Machinery with disconnect switch and air supply




a)   Turn off machine

b)   Attach Lockout/Tagout device.

c)   Relieve all potentially hazardous stored or residual energy. (Disconnect or

  
       shut off air supply.)

d)   Verify isolation and de-energization has been accomplished. (Check on/off switch)

8) Machinery with overhead buss switch and air supply





a)  Turn off power at bar


b)  Attach Lockout/Tagout Device to buss-bar

c)   Relieve all potentially hazardous stored or residual energy

d)   Verify isolation and de-energization has been accomplished. (Check on/off switch)

9) Machinery with circuit breakers only


a)   Turn off machine

b)   Attach Lockout/Tagout device to breaker.

c)   Relieve all potentially hazardous stored or residual energy. (Disconnect or

  
       shut off air supply.)

d)   Verify isolation and de-energization has been accomplished. (Check on/off switch)


