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Alachua County Public Schools - LOCKOUT – TAGOUT PLAN
___________________________________________________________________________

Compliance with this Instruction is Mandatory

The purpose of this instruction of to establish policies and procedures for locking out and tagging out equipment to avoid the unexpected start-up of such equipment or release of stored hazardous energy. This instruction references 29 CFR 1910.147.  This instruction will be reviewed annually and updated as needed.  This instruction applies to employees of the Alachua County School Board. ___________________________________________________________________________
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1. APPLICABILITY

1.1.  GENERAL: Any personnel whose job requires them to operate or use a machine or equipment on which servicing or maintenance is being performed under lockout or tagout, or whose job requires them to work in an area in which such servicing or maintenance is being performed
DEFINITIONS

2.1 AFFECTED EMPLOYEE: Any employee whose job requires them to operate or use a machine or equipment on which servicing or maintenance is being performed under lockout or tagout, or whose job requires them to work in an area in which such servicing or maintenance is being performed.

2.1  AUTHORIZED EMPLOYEE: An employee who locks or tags out machines and equipment to perform servicing or maintenance on that machine or equipment.  An affected employee becomes an authorized employee when their duties include performing servicing or maintenance.  Only authorized employees may lockout or tagout equipment. 

2.2. CAPABLE OF BEING LOCKED OUT: 
An energy-isolating device is capable of being locked out if it has a hasp or other means of attachment to which, or through which, a lock can be affixed, or it has a locking mechanism built into it.  If a supplemental device such as a chain or lockable cover can be used, the device is also considered to be capable of being locked out.  Examples may include the use of a chain and lock to lock out a valve, use of a cover with lock to lock out a valve, use a lockable cover placed over a circuit breaker or a wall switch, etc.  Many commercial devices are now available 

2.3. ENERGIZED: Connected to an energy source or containing residual or stored energy.

2.4. ENERGY ISOLATING DEVICE: A mechanical device that physically prevents the transmission or release of energy, including but not limited to the following: A manually operated electrical circuit breaker; a disconnect switch; a manually operated switch where the conductors of a circuit can be disconnected from all ungrounded supply conductors, and, in addition, no pole can be operated independently; a line valve; a block; and any similar device used to block or isolate energy.  Push buttons, selector switches and other control circuit type devices are not energy isolating devices.

2.5. ENERGY SOURCE: Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other energy.

2.6. HOT TAP: A procedure used in the repair, maintenance and services activity that involves welding on a piece of equipment (pipelines, vessels or tanks) under pressure, in order to install connections or appurtenances.

2.7. LOCKOUT: The placement of a lockout device on an energy-isolating device to that the energy-isolating device and the equipment being controlled cannot be operated until the lockout device is removed.

2.8. LOCKOUT DEVICE: 
A device that utilizes a positive means such as a lock, to hold an energy-isolating device in a safe position and prevents the energizing of a machine or equipment.  For the purpose of this policy/procedure a lockout device is defined as a special lockout.

2.9. NORMAL PRODUCTION OPERATION: 
The utilization of a machine or equipment to perform its intended production function.

2.10. SERVICING AND/OR MAINTENANCE: 
Workplace activities such as constructing, installing, setting up, adjusting, inspecting, modifying, and maintaining and/or servicing machines or equipment.  These activities include lubrication, cleaning or unjamming of machines or equipment and making adjustments or tool changes, where the employee may be exposed to the unexpected energization or startup equipment or release of hazardous energy.

2.11. SETTING UP: Any work performed to prepare a machine or equipment to perform its normal production operation.

2.12. TAGOUT:  The placement of a tagout device on an energy-isolating device to indicate that the energy isolating device and the equipment being controlled may not be operated until the tagout device is removed.

2.13. TAGOUT DEVICE: A prominent warning device, such as a tag and means of attachment, securely fastened to an energy isolating device to indicate that the energy isolating device and the equipment being controlled may not be operated until the tagout device is removed. Affixed an with a “self locking” and “non re-usable” Tie Wrap.

2.14. ZERO ENERGY STATE: The release of all stored energy from a power source.

3. SCOPE OF POLICY:  
3.1 DECISION PROCESS: Lockout/tagout is required (decision process summarized in Figure 1) anytime servicing and/or maintenance takes place if an employee is:

3.1.1 Required to remove or bypass a guard or other safety device.

3.1.2.  Required to place any part of their body into an area on a machine or piece of equipment where work is actually performed upon the material being processed (point of operation) or where a danger zone exists during a machine operating cycle.




3.1.3.  Required to work on or near non power transmission or distribution exposed electrical hazards unless de-energizing introduces additional or increased hazards or is not feasible due to equipment design or operational limitations.

3.1.3.1.  OSHA gives examples of “increased or additional hazards” that would allow work on, or near energized low voltage circuits as interruption of life support equipment, deactivation of emergency alarm systems, shutdown of hazardous location ventilation equipment, or removal of illumination for an area.

3.1.3.2.  OSHA gives examples of “unfeasibility due to equipment design or operational limitations” that would allow work on, or near energized low voltage circuits as testing of electric circuits that can only be performed with the circuit energized and work on circuits that form an integral part of a continuous industrial process in a chemical plant that would otherwise need to be completely shut down in order to permit work on one circuit or piece of equipment.  If work on electrical circuits (non-power transmission and distribution) does not fall into a similar category, it must be done with the circuit Locked and Tagged.

3.1.3.3.  This policy/procedure applies to any source of stored energy (electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other energy source) unless the stored energy source can be removed by simply unplugging the equipment and the equipment IS UNPLUGGED during maintenance or servicing (with the plug under the control of the person performing the maintenance or service).

4. LOCKOUT/TAGOUT PROCEDUREAL REQUIREMENTS:

4.1 WRITTEN LOCKOUT/TAGOUT PROCEDURE REQUIREMENTS:

4.1.1  A large number of fatalities occur in the construction and service industries each year from the unexpected release of stored energy, especially electrical energy.  For this reason OSHA established strict lockout/tagout requirements to ENSURE stored energy is either dissipated or isolated before employees are exposed to the hazard.  Specifically, OSHA requires that any piece of equipment with two or more power sources have an individualized and specific energy control procedure.  This procedure must identify each energy source and the proper steps required to isolate each hazardous energy source.  To ENSURE these requirements are met, equipment as outlined in this section, must be entered on a Hazardous Energy Control Inventory and must have a written Hazardous Energy Control Procedure, (see attachment #2).  This procedure may be entered on a Hazardous Energy Control Procedure Form, (see attachment 3). 

4.1.2  Listing of equipment on an equipment log and development of specific lockout/tagout procedures is required in some circumstances (see Figure 2 for a summary of the decision process regarding this requirement).  To ENSURE we meet the intent of the OSHA Standard, the following guidelines are established for lockout/tagout:

4.1.3 Equipment assigned to you.   Equipment assigned to, and located within, facilities, that has stored energy, requires a specific written energy control procedure unless all sources of stored energy can be removed by unplugging the equipment.  This procedure must either be on a Hazardous Energy Control Procedure or must meet or exceed those requirements.  Each piece of equipment must also be listed on a Hazardous Energy Control Inventory Form, (see attachment 3). 

4.1.4 Equipment not assigned to Our Organization.  Equipment not assigned to you, which may require lockout/tagout can be broken down into two categories -- that which has only one source of stored energy and that which has two or more sources of stored energy.

4.1.4.1 
Equipment, not assigned to you, that has only one source of stored energy, need not have a specific written energy control procedure, nor does it need to be listed on the Hazardous Energy Control Inventory Form.  The generic lockout/tagout procedure may be used.

4.1.4.2 Equipment, not assigned to you, that has more than one source of stored energy, must have a specific written energy control procedure and must be listed on a Hazardous Energy Control Inventory unless all sources of stored energy can be removed by unplugging the equipment.  Examples include, but are not limited to, elevators, boilers, UPS units, etc.  In addition to the specific written procedure, the equipment must be listed on a Hazardous Energy Control Inventory Form, (see attachment 3). 
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4.2 REQUIRED EQUIPMENT:

4.2.1 Lockout Locks:  OSHA requires standardization of the locks used to lockout hazardous energy sources.  Locks used for lockout of hazardous energy within the project MUST meet the following minimum requirements:

4.2.1.1.  Locks must be labeled with a special label.  Label must have the Organization and Phone Number of the crew/individual installing the lock clearly written in the spaces provided in the label.

4.2.1.2. Locks should be key type 

4.2.1.3. The use of locks with master keys is prohibited.  The lock’s single key should be in the control of the person applying the lock, or responsible for the lock in the case of lock transfer at the end of a shift.

4.2.2.
Tagout Tags: OSHA requires standardization of tags used to tagout hazardous energy sources.  Tags MUST meet the following minimum requirements:

4.2.2.1. The tag will have all required information as required by the OSHA standard. to tagout hazardous energy sources.

4.2.2.2. The tag must be affixed at the point where the hazardous energy source is isolated (switch, valve, wedge, etc) not simply affixed in the general area.

4.2.2.3. The tag must be affixed with a “self locking” and “non re-usable” Tie Wrap rather than by the string that typically comes on most commercial tags. The tag must be completely filled out.  Especially critical is the employee’s name and the equipment involved.

4.2.2.5.  A tag is required in all cases, even when a lock is used.

4.2.3 Other Lockout Equipment OSHA requires that all devices used for lockout/tagout be “singularly identified” and “not used for other purposes”.  Equipment, as listed below, that is to be used for lockout/tagout, must be designated/isolated for lockout/tagout and must not be used for other purposes:

4.2.3.1.  DANGER Tag

4.2.3.2.  Lockout Locks

4.2.3.3.  Chains used to lock valves

4.2.3.4.  Wall switch lockouts

4.2.3.5. Valve covers

4.2.3.6. Plug locks

4.2.3.7. Block out breakers

4.2.3.8. Ball valve lockouts

4.2.3.9.  Any other device used to lockout hazardous energy sources

4.3 STEPS TO LOCKOUT EQUIPMENT:

4.3.1.  The following steps are the minimum necessary to lockout equipment.  They are also summarized in the General Lockout/Tagout Procedure in Attachment 2.  They are not to be used as a substitute when machine/equipment specific lockout and tagout procedures are required as outlined in Figure 2 or in power transmission or power distribution situations. 

4.3.1.1.  Identify the specific piece of equipment that is going to be serviced.

4.3.1.2.  Identify the “single” power source that energizes the equipment such as a switch, circuit breaker, valve, spring, etc.

4.3.1.3.  Identify and obtain the all equipment necessary to lockout and tagout this single power source (lock, hasp, tag, self-locking attachment for tag, chain, cover, etc.).

4.3.1.4.  Notify all employees that are affected by the piece of equipment being locked out.

4.3.1.5.  If the equipment is running, use the established procedure to shut the equipment down.  If shutdown requires customer permission obtain permission before proceeding.

4.3.1.6.  Bring the equipment to a state of zero stored energy.  As an example, locking out a hydraulic lift that is still suspended might allow the lift to come down and possibly injure the employee.

4.3.1.7.  Lockout the source of stored energy with a hazardous energy lockout lock and place a tagout tag on the hasp of the lock.  The tag must be completely filled in with appropriate information.  It is critical that the name of the employee who placed the lock be clearly indicated on this tag.

4.3.1.8.  When locking out electrical equipment, confirm that all electrical energy has been removed by the use of a voltmeter.

4.3.1.9.  When locking out other forms of energy, confirm that the source of stored energy has been removed by attempting to restart the equipment (ensure personnel are well clear before accomplishing this step).

4.3.1.10.  After trying to start the equipment, make sure that all valves, levers, and push buttons have been returned to the OFF/neutral position.

4.3.1.11.  The equipment is now locked out and ready to be serviced.

4.4 LOCKOUTING EQUIPMENT WITH MORE THAN ONE PERSON:

4.4.1.  There may be times when two or more employees are required to lockout/tagout the same piece of equipment, or an employee is working on the same piece of equipment with another contractor or customer representative.  Examples may include employees from two different crews, two different trades (electrician and mechanic), etc.  In these cases the following additional steps must be followed:

4.4.1.1.  If the equipment has not yet been locked out, each employee will be directly involved in the lockout and verification process and will then install their own lock (with key controlled by them) on a multiple lock hasp or other appropriate device that allows the use of multiple locks.  Employees will properly affix a tagout tag to their own lock.

4.4.1.2. If other employees have previously locked out the equipment, and additional employees are required to work on the equipment, they must notify the employees whose locks are already installed before adding their locks and tags.

4.4.1.3. If another contractor has previously locked out the equipment, and additional employees are required to work on the equipment, they must go through all steps of lockout/tagout, following the applicable procedure to verify that all energy sources have been identified and locked out.

4.4.1.4.  When each employee completes their portion of the work they must notify all employees whose locks and tags are on the equipment that they have finished their work and are removing their lock and tag.

4.4.1.5.  The last employee to remove their lock and tag follows the steps to re-energize the locked out equipment 

4.5 SHIFT CHANGES OR LEAVING EQUIPMENT LOCKED OUT OVERNIGHT:

4.5.1.  The nature of the work on our project may require that a piece of equipment be left locked out overnight, or that a lockout situation extends into another shift.  If a lock and/or tag must be left on overnight or into another shift, the following actions MUST be taken:

4.5.1.1.  If the tag was not entered in the Lockout/Tagout Log - the lockout/tagout information must be entered on the Lockout/Tagout Log before the employee leaves for the day.

4.5.1.2.  If the tag was not entered in the Lockout/Tagout Log - as indicated above, and another employee on a subsequent shift is to continue working on the equipment, the key for the lock must be transferred to the on-coming employee before the off-going employee departs.  The off-going employee must also remove their tag and enter the tag information in the Lockout/Tagout Log.  The on-coming employee receives the key, completes a tag with their name and information, enters the tag in the Lockout/Tagout Control Log, and affixes this new tag to the existing lock at the work site.

4.5.1.3.   If the tag was entered in the Lockout/Tagout Log, and another employee on a subsequent shift is to continue working on the equipment, the key for the lock must be transferred from off-going to on-coming employee, the off-going employee must remove their tag, and the on-coming employee must complete a new tag (entering it in the Lockout/Tagout Log and installing it on the lock).

4.5.1.4.   If equipment is to be locked/tagged on a long-term basis the key should be transferred to a member of supervision and a new tag installed with this person’s name on it.  The bottom line here is that the name on the tag must always match the name of the individual holding the key.

4.6.  TAGOUT:

4.6.1.  Tagging out equipment requires the placement of a tag on the equipment, warning other individuals that it is being serviced and should not be re-energized.  Tagging by itself is not allowed if the equipment is capable of being locked out with a lock.  Tagging alone should only be used as a last resort.  Always attempt to isolate the hazardous energy source by additional methods such as removing fuses, blocking access to switches, etc., if the energy control cannot be locked.  It must be emphasized that the use of tags alone is only authorized under the following conditions:

4.6.1.1.  When the equipment is incapable of being physically locked out by a padlock.

4.6.1.2.  When it is impractical to lock it out because the system’s shutdown could pose potential harm to other individuals or to a system.  An example of this type situation might include the requirement to isolate a portion of a building electrical circuit where the main power to the building is capable of being locked out but the sub-circuit is not.  In this case, if shutting the power off to the whole building could pose potential harm to personnel or to systems within the building it would be acceptable to isolate the energy source with a tag and at least one other backup such as the removal of a fuse or blocking access to the switch.

4.6.2.  Regardless of whether a lock is installed or not, a tag is ALWAYS required.    The tag must always be affixed as near as possible to the source of energy isolation (switch, valve, etc.) and must be affixed with a “non re-usable” and “self locking” Tie Wrap.  If a lock is also installed, the tag will be affixed to the lock hasp.

4.7.   LOCKOUT/TAGOUT CONTROL LOG:

4.7.1. The lockout/tagout control log is designed to keep track of lockout/tagout situations that extend past the shift in which the lock/tag is installed.  Locks/Tags may be installed for short duration (never extending past the current shift) without an entry into the Lockout/Tagout Control Log.  However, if a lock or tag is to remain past the end of the shift in which they were installed, the employee MUST enter the lock and tag in the Lockout/Tagout Control Log before departing work for the day (see Shift Changes/Leaving Equipment Locked out Overnight Section for additional information).

4.7.2.  OUTSIDE SERVICING AND/OR CONTRACTOR PERSONNEL:

4.7.2.1.  Whenever outside servicing personnel, such as outside contractors or sub-contractors, are involved in operations relating to equipment or machinery lockout or tagout that affects personnel they must review their energy control procedures with the responsible supervisor for the affected area. It is highly recommended that the reviewing supervisor make a written record of incidents in which they have briefed contractors of written policies. Supervisor must also ensure that employees understand and comply with the restrictions and prohibitions of the outside employer’s energy control program.

4.7.3.  REPLACING OR REPAIRING EQUIPMENT:

4.7.3.1. All new equipment having stored energy must be designed to accept a lockout device.  Any new equipment received that does not meet this standard must either be modified to accept a lockout device or returned. If existing equipment does not meet these policy requirements, it should be taken out of service immediately until it is modified or disposed of.  When existing equipment is renovated, or major modifications are made, the equipment must also be modified to accept a lockout device.  

















 4.8.  STEPS TO REENERGIZE LOCKED OUT EQUIPMENT:
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4.8.1.  The following steps are the minimum necessary to reenergize locked out equipment.  They are not to be used as a substitute when machine/equipment specific lockout/tagout procedures are required as outlined in the Written Lockout/Tagout Procedure Requirements Section or in High Voltage or Power Distribution situations.

4.8.1.1.  Place all safe guards back on the equipment.

4.8.1.2.  Remove all tools, parts, etc., around the area that could cause a potential hazard when the equipment is started.

4.8.1.3.  Equipment and area to identify anyone that may be affected by the start up and notify affected personnel that the equipment is to be restarted.

4.8.1.4.  Remove lockout/tagout equipment and start up the equipment according to the standard startup procedure to verify that it is working properly.

4.9.   REMOVAL OF LOCKS AND TAGS:

4.9.1.  Under normal circumstances, the ONLY person authorized to remove a hazardous energy lock or tag is the person who placed it on the energy source (in the case of a transferred lock this would become the person currently holding the key and whose name is on the tag affixed to the lock).  Every attempt MUST be made to locate the person who holds the key (should be the same person listed on the affixed tag) before the lock/tag is removed.  If the person cannot be located then the lock/tag may be removed (cut off) by a member of Management if, and only if, the job cannot wait until the person who placed the tag/lock can be located to remove it. Supervisors should understand that they are assuming a tremendous responsibility by removing a lockout device. The supervisor who approves the removal of a lock under these conditions is responsible and absolutely accountable (whether the lock is cut off or removed by a key by him/her or someone that he/she instructs to remove it) for the following minimum actions:

4.9.1.1.  Personally insuring the area is safe and that activation of the energy source will not pose a hazard to equipment or personnel. 

4.9.1.2.  If another company or contractor placed the original lock/tag on the energy source, making every effort possible to notify an appropriate member of their supervision of the need to remove the tag/lock BEFORE it is removed.

4.9.1.3.  Making every effort to ensure the person who placed the original lock/tag is notified that their lock/tag was removed as soon as they return to work, or as soon as they can be located, whichever is first.  The bottom line is that this person must not be allowed to return to the area without being notified that their lockout of the energy source has been removed.

4.9.1.4.  Re-installing a lock and/or tag if it is necessary after the required maintenance or operation has been completed.

5. TRAINING REQUIREMENTS:

5.1 EMPLOYEES GENERAL: All employees are given a general overview of lockout/tagout requirements, with emphasis on the importance of never removing a lock or tag or activating any equipment that is locked or tagged out.  All employees authorized to perform maintenance on any equipment with the potential for stored energy must be trained in the Lockout/Tagout program before being exposed to the hazard.

5.2 SUPERVISOR:  The supervisor requires additional training.  This training is to be given, and documented, as part of the employee’s new-hire on-the-job training and must include training on any machine specific procedures (if applicable), and any unique department requirements/guidelines such as the location and use of the Lockout/Tagout Control Log and associated special lockout/tagout equipment.

IMPORTANT NOTE

LOCKOUT/TAGOUT DEVICES MUST BE REMOVED ONLY BY THE AUTHORIZED EMPLOYEE WHO APPLIED THE DEVICE WITH ONLY THE FOLLOWING EXCEPTION:

The authorized employee is not available to remove the device.

If the employee who applied the lockout/tagout device is not available to remove the device(s), the following procedures will be adhered to:

1. The employee's immediate supervisor, who is trained in specific procedures that provide equal protection, will verify that the employee who applied the device(s) is not at the facility.

2. The employee's immediate supervisor will make all reasonable efforts to contact to contact the employee to inform him/her that his/her lockout/tagout device will be removed. A telephone log will be kept to indicate the time of the call to the employee, the persons contacted, and the contents of the call.

3. The employee's immediate supervisor will, prior to the workshift beginning, locate and make knowledgeable the employee whose lockout/tagout device was removed in their absence. 

Attachment – #1

HAZARDOUS ENERGY CONTROL AND MISHAP PREVENTION SIGNS

AND TAGS COMPLIANCE CHECKLIST

This is not an all-inclusive checklist. It simply highlights some critical items in this standard. Other requirements exist in the standard that are not included in the checklist; where appropriate, MAJCOMs, FOAs, DRUs, local safety personnel, and supervisors will add to this checklist to include command or individual shop-unique requirements or situations.

· Are safety, health, and fire prevention signs used effectively for worker awareness and education in industrial, shop, and other work areas to convey a clear, concise message to prevent mishaps? 
· Are safety, health, or fire prevention tags used only as a temporary warning prior to safeguarding or correcting the hazard? 
· Are locks used as a positive means of isolating energy sources and preventing the unexpected  start-up of machines and equipment? 
· Are procedures developed and documented for the safe and proper use of locks and tags? 
· Has a training plan been developed to provide initial and recurring training on lockout and tagout procedures? 
· Is a periodic inspection of the lockout and tagout program conducted at least annually? 

· Is an adequate supply of safety tags and locks available for use? 
· Do danger, caution, and safety information signs meet color and size criteria? 
· Does the wording (or graphics) clearly convey the mishap prevention messages?
ATTACHMENT #1 (continued)

· Are installation ground safety personnel notified of Danger and Caution Tags removal after correction of the hazards? 
· Are  Caution Tags used to identify or warn of potential hazards? 
· Are Out of Order Tags used to warn of a hazard if the equipment, machinery, tool, utility, or system is used? 
· Are, Do Not Start Tags used to warn personnel of a potential hazard if equipment is restarted? 
· Is notification given to personnel in the area before and after lockout or tagout controls are used? 
· Does the supervisor or operator responsible for a machine or equipment have knowledge of the type and magnitude of the energy source and the methods and means to control the source?  
· Are lockout or tagout devices attached in a manner that will hold the energy isolating devices in a “safe” or “off” position? 
· Are specific procedures utilized during shift or personnel changes to ensure the continuity of lockout or tagout protection? 
· Is initial and recurring job training on the lockout and tagout program conducted, documented, and kept up-to-date? 
· Are periodic self-inspections conducted and documented by the organization? 
ATTACHMENT #2

HAZARDOUS ENERGY CONTROL PROCEDURES 

Sections A-H

A.  Identification of Equipment: Equipment that is going to be evaluated should be specifically identified.  This will eliminate confusion between similar equipment and machinery with different types of energy sources.  In those cases where there are a number of machines that are identical, one form may be used to cover the lockout and/or tagout procedures for that equipment.

B.  Operator Controls: It is an important phase in evaluating appropriate hazardous energy control procedures to determine types of controls that are available for authorized and affected employees to use.  This section should be completed and considered when determining the proper shutdown and start-up procedures.  Any deficiencies identified should be corrected.

C.   Hazardous Energy Control Inventory Sources: It is critical to the safety of employees that all energy sources be identified as well as their capacity to be restrained, locked out, or energy dissipated.  Only authorized employees for the equipment being studied should complete this procedure, since they will have knowledge of the machinery or equipment necessary to develop this information.

D.  Shutdown Procedures: The procedure for shutdown should be specified in a step-by-step fashion.  It should state whether a lock can be applied and what type should be utilized.  In addition, the necessary testing steps should be determined to ensure that the equipment has been de​-energized to a zero mechanical state.

E.  Hazardous Energy Control Procedures (Startup  / Shutdown): This section should identify the necessary steps to restart the equipment.  When testing is required, ensure that the equipment is clear of tools, personnel, and materials.  The authorized employee should determine steps.

F.  Other Operations: Minor service activities that are performed during normal production operations, such as jam clearing, adjustments or tool changes, must be identified.  The specific procedure necessary to protect an employee when conducting these operations must be developed.  In some cases this may be a series of steps that the affected employee takes to de-energize the particular machinery or equipment.  Job Safety Analysis would be the preferred method of developing these procedures.  The Job Safety Analysis form should be attached to the Hazardous Energy Control Equipment Form thereby becoming part of these procedures.

G.  Affected and Authorized Personnel: This section specifically identifies who is authorized to lockout or tagout equipment or machinery.  Employees who are affected by this procedure are listed.  This will help ensure that the affected and authorized employees are notified during lockout/tagout operations.

H.  Authorization and Approval:  
The personnel authorized to conduct this lockout should be the ones to develop it.  Names of employees who completed training and signatures of managers giving approval.
ATTACHMENT #3

HAZARDOUS ENERGY CONTROL PROCEDURES  

SECTIONS A- H

Date: 




Reference No.:





A. Machine Identification
General Description: 








Manufacturer: 









Model: 



*Serial No.:





*List serial Numbers of Equipment where these same procedures would apply, (i.e., equipment of the same type with similar energy sources):

Location of Equipment Evaluated:

B. Operator Controls
The types of controls available to the operator need to be determined. This should help identify energy sources and lockout capacity for equipment.

List types of energy controls:

C. ENERGY SOURCES

Can the machine be locked out at the main power source?  Some machine installations involve complex wiring schemes.  A qualified electrician should evaluate machines where necessary to determine if all electrical circuits can be locked out.

Check and/or list energy sources present on this equipment.

Electrical


Steam



Hydraulic



Pneumatic


Natural Gas


Other




Stored Energy Sources









Identify Energy Sources

Lockable?

Type of Lock or Energy

And Location


            Yes or No

Control Device Needed*
1. 













2.














3.












 

4.














5.














*If only tags are to be used see Section F “Other Operations”.

D. shutdown procedures

List in order the steps necessary to shutdown and de-energize the equipment. You must be specific. For stored energy, be specific about how the energy will be dissipated.








De-Energized

Procedure

Lock Type

State To Be



And


Verified?





Location

Yes or No? How?

1. 













2.














3.












 

4.














5.














6.












 

7.














NOTIFY ALL AFFECTED EMPLOYEES WHEN THIS PROCEDURE IS IN APPLICATION.

E. start-up procedures



List in order the steps necessary to re-activate (energize) the equipment. Ensuring during each step that personnel are clear during any testing or activation.











Energy Source





Procedure




Activated

1. 













2.














3.












 

4.














5.














6.












 

7.














NOTIFY ALL AFFECTED EMPLOYEES WHEN THIS PROCEDURE IS IN APPLICATION.
F. procedure for Operations and service/maintenance

List those operations where the procedures in section D and E do not apply. [(See Section OSHA 1910.147 (a) (2)] Alternate measures which provide effective protection must be developed for these operations. Job safety Analysis is one method of determining appropriate measures.











Alternate Procedure/





Operation Name



Protection Develop:












Yes or No

1. 













2.














3.












 

4.














5.














6.












 

7.














G. AFFECTED AND AUTHORIZED EMPLOYEES


List each person affected by this procedure and those authorized to use this procedure.

Affected Employee’s Name

Occupation / Job Title

1.














2.













3.













4.













5.













6.














7.














8.















9.















10.














11.














12.














13.














14.














15.














Authorized Employee’s Name

Occupation / Job Title

1.














2.













3.













4.













5.













6.














7.














8.















9.















10.














11.














12.














13.














14.














15.














H. documentation

1. The persons developing and approving this procedure should be listed below.

Procedure Developed By (Authorized Employee’s Name(s))





Annual  Review



Date

2. Each employee who must use this procedure should receive a copy of the procedure and training as outlined in the written program. 
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