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LOCKOUT PROGRAM


Purpose:

Our employees are faced with situations that require lockout related activities.  This program has been created to ensure that all employees who are working in situations where they could be exposed to energy sources are protected from hazards through the use of a lockout program.   We may also have employees who are working in an area where lockout activities are taking place.  We want all workers to understand the importance of maintaining a lockout system.
Scope:  

This program covers the servicing, maintenance, repair and inspection of equipment in which the unexpected energizing or start up of the equipment, or the release of stored energy, could cause injury to employees.  This procedure establishes the minimum requirements for the lockout of energy isolating devices.  It shall be used to ensure that the equipment is stopped, isolated from all potentially hazardous energy sources, and “locked out” before employees perform any servicing or maintenance.  This policy has been created to comply with the Code of Federal Regulations 1910.147, Lockout/Tagout of Hazardous Energy.

Under no circumstances is an employee ever permitted to place any part of his or her body within a hazardous area, such as the point-of-operation or ingoing nip point area, while the equipment is running or energized.
Normal production operations are not covered by this policy.  For example, minor servicing activities performed during normal operations, as long as they are routine, repetitive and integral to the use of the equipment for production.  All such work shall be performed using applicable safe work practices.  If the servicing or maintenance activities involve removing or bypassing a guard or other safety device, or placing any part of the body in the point of operation, the lockout procedures detailed in this program MUST be followed.  

EXCEPTION:  Cord and Plug Equipment

It is not necessary to use lock out procedures when working on equipment connected to energy sources by a cord and plug provided both of the following requirements are met:

1. All potential hazards are controlled by unplugging the equipment, and

2. The plug is under the exclusive control of the employee performing the work.

Application: 

All employees authorized to perform lockouts shall do so in accordance with this program.  No employee shall attempt to start, energize, or utilize equipment that is locked out under this program.  Employees who fail to follow this program shall be disciplined according to company policy.  Such discipline may include immediate termination.  Failure to follow proper lockout requirements is extremely hazardous and will be dealt with immediately.

Definitions:

1. Authorized employee:  An employee who locks out equipment in order to perform servicing or maintenance on that equipment.  Those employees who are authorized under this program shall be listed on individual energy control procedures created for each piece of equipment.

2. Affected/other employees:  Any employee whose job requires them to work in an area where lockout work is being performed.  

Types and Magnitude of Energy:  

The types and magnitude of energy to which our employees are exposed will vary depending on the specific equipment being used.  Employee training shall focus on providing employees the ability to recognize the different types of energy sources and the manner that these sources are controlled.  The following are examples of types of energy sources to which our employees may be exposed:  electric, hydraulic, compressed air, gravity, pneumatic, thermal (steam), and chemical.  Electrical energy may include stored energy in capacitors and fuel cells.

Written Energy Control Procedures:
Procedures listing specific lockout requirements are required for each piece of equipment.  These procedures shall be available for each lockout situation.  Each procedure shall include all of the following:  scope, purpose, authorized employees, shut down steps, specific lockout steps, requirements for trying to start the equipment, steps for restarting equipment, and routine inspection.  These procedures shall be documented on the Written Lockout Procedures form, as attached to this program.

Our employees must be well trained in Lockout activities, as they must be able to adapt to requirements at a wide variety of job sites.  In general, it is the responsibility of the equipment owner to create these types of machine checklists.  However, some companies may not be in compliance with this requirement.  Employees may, at some point, find that they are on a job site where there are not existing checklists.  Should the employee be asked to work on a piece of equipment that does require a checklist and where the checklist has not been developed, the employee should stop and contact the company safety coordinator for assistance.
Exception:  Written energy control procedures are not required for specific equipment, when ALL of the following exist:

1. The machine or equipment has no potential for stored or residual energy or re-accumulation of stored energy after shut down which could endanger employees.

2. The machine has a single energy source that can be easily identified and isolated.

3. The isolation and locking of that energy source will completely de-energize the equipment.

4. The lockout device is under the exclusive control of the employee performing the work.

5. The work does not create hazards for other employees.

6. The employer has had no accidents involving the unexpected startup of equipment that has been locked out for servicing or maintenance.

All other provisions of this Lockout Program will still be followed!

Lockout Requirements:

Lockout of equipment shall be performed as follows:

1. The employee shall prepare for the shut down.  This includes obtaining all necessary lockout equipment, notifying all affected personnel that the equipment will be off-line, and preparing the equipment for a safe and orderly shut-down.

2. The machine shall be shut down in an orderly manner following safe operating procedures.  Steps for shutting down individual machines may be found in equipment user manuals.  Equipment operators are also trained in proper shut down techniques.  Employees involved in working on the machine may use the assistance of the machine operator to ensure proper shut down and to avoid damaging the equipment.
3. Affected area employees shall be notified of the lockout.

4. All potential hazardous stored energy shall be relieved, drained, disconnected, restrained, and otherwise rendered safe.

5. All energy isolating devices shall be locked and tagged by authorized employees.  The lock shall be placed in such a way that it will hold the energy isolating device in the safe or off position.  Only those lock and tags provided by the employer shall be utilized for lockout purposes.  Where it is not physically possible to place a lock on an energy-isolating device, the company safety coordinator must be notified.  As a company, we do not follow a program that allows for “tag-out only” situations.
6. EACH EMPLOYEE WORKING ON THE EQUIPMENT SHALL AFFIX A PERSONAL LOCK ON EACH POINT OF ENERGY CONTROL.  The employee shall maintain exclusive control over the key for their lock(s) while they are working on the equipment.  (See “Removal of Locks”) Personal locks are “American Locks” provided by the company, along with the attached tags listing employee name. The tags must have the name of the employee who is placing the individual lock.  Note: Tagout only should not be a common situation.  In almost all cases, a device is available that will allow for a lock to be used to control the energy source.    (Note: each company issued lock is numbered with a matching numbered key.  Additionally a multi-point locking hasp is provided.)
7. If there is the possibility of re-accumulation of stored energy, verification of isolation shall be continued throughout the lockout procedure.  As an example: machines that operate with a capacitor are often capable of cycling after energy is shut off, and the capacitor will store some energy.
8. Prior to starting work on the equipment the authorized employee shall verify that isolation and de-energizing has been accomplished by attempting to start the equipment.  The switch shall then be turned back to the “off” position. In some cases with air or hydraulics, the employee may also have to verify isolation by looking at gages, etc.  Where this is necessary, it shall be noted on the written lockout form.

9. All necessary work may then be completed.

10. Prior to removal from lockout the following actions shall be taken;

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

b. The work area shall be checked to ensure that all employees are out of danger.

11. After all lockout devices have been removed and before equipment is started, affected employees shall be notified that the lockout devices have been removed.

In situations where lockout devices must be temporarily removed from the energy isolating device and the equipment energized to test the position of the equipment or a component thereof, the following actions shall be followed:

1. Clear the machine of material and tools.

2. Ensure that employees are removed from area.

3. Remove the lockout devices.

4. Energize and proceed with testing or positioning.

5. De-energize and re-apply control measures prior to continuing with maintenance.  Note: the employee applying the control measures shall again verify isolation by “trying” the equipment. 

Group Lockout:

In certain situations, it may be necessary to perform a lockout under a group lockout.  The use of a group lockout shall afford the same level of protection as an individual lockout.  Group lockout is generally performed when there are multiple energy isolation points for a piece of equipment and multiple employees working on the system.  
If it is not feasible for each employee working on the equipment to lock out each energy-isolating device, the following steps MUST be followed:

1. An authorized employee shall place locks on each energy-isolating device as listed in the written lockout procedure.

2. ALL keys for these locks shall be placed in a secure lock box.

3. Each employee working on the equipment shall then place a personal lock on the lock box, thus ensuring that the keys cannot be accessed and equipment re-started until they remove their personal lock.  Note: even under a “group lockout”, each person will still have his/her own lock and key.  The group lockout is designed to make lockout of a large machine with many energy sources easier.

4. To ensure that the box remains locked during shift changes, a supervisor lock may also be placed on the box.  

5. All other lockout procedures, as specified in this policy shall continue to be followed.

Removal of Locks:

Each employee is responsible for the removal of his/her personal lock(s).  When the authorized employee who applied a personal lockout device is not available to remove it, that device may be removed under the direction of the senior manager, provided that the following procedures are followed:

1. The manager shall verify that the employee is not in the facility.

2. Reasonable attempts to contact the employee have failed.

3. The employee is notified of the removal of the lock(s) prior to resuming work.  

4. The attached “Removal of Locks” form shall be completed to document the removal and notification procedures.  This form shall be saved for at least 2 years.

Training:  

Training shall be conducted as follows:

1. For authorized employees:  Training shall include recognition of applicable hazardous energy sources, the type and magnitude of the energy available, and the methods and means for energy isolation.  Authorized employees shall be fully trained in the requirements as specified in this program.  Training shall also stress that “Tagout” is only used in extreme situations.  Almost all energy sources have a way that they can be lockout out.  There are a large number of “safety devices” that have been created to allow for locks to be placed on older style devices that are not already equipped with a locking point.  

2. For affected/other employees:  Training shall cover the purpose and use of this energy control procedure, with emphasis on the prohibition relating to attempts to restart or reenergize equipment.  

Re-training shall be conducted whenever there is a change in job assignments, a change in machines, equipment or processes that present a new hazard, or change in these procedures.  Re-training shall also be conducted whenever the periodic inspection indicates deficiencies.  Training documentation shall include employee names, dates of training, and topics discussed.

Periodic Inspection:

The company Safety Coordinator is responsible for ensuring that this program is followed.  Supervisors shall include the review of proper lockout procedures during their routine weekly safety audits.  

All energy control procedures shall be inspected at least annually to ensure that the procedure and the requirements of this standard are being followed.  The company safety person shall perform this inspection.  The inspection shall include a review with the authorized employees of their responsibilities.  Certification of the inspection shall include:  identity of equipment on which the lockout was performed, date of inspection, names of employees included, and the name of the person performing the inspection.

Other:

Only those locks and tags provided by the employer shall be used under this program.  All locks and tags shall be standardized and of substantial material for the purposes.  Locks and tags utilized for lock out purposes shall not be used for any other purpose.  All locks shall be used with a “Locked out” or “Danger-Do Not Start” tag.  Tags shall bear the name of the employee applying the lock, the time and date work began, and the type of work being done.

Outside Personnel:

Whenever outside servicing personnel are to be engaged in activities covered by the scope and application of this program, we shall inform the outside personnel of this energy control program.  Outside servicing personnel are required to follow all OSHA lockout requirements.

Note: This form shall be completed for each type of lockout required for each machine.  They shall be stored for easy access during machine lockout.
LOCK-OUT/TAG-OUT PERMIT 

LOCKOUT PROCEDURES

NAME OF EQUIPMENT: ______________________________________

LOCATION OF EQUIPMENT: _________________________________

ACTIVITIES COVERED BY THIS PROCEDURE: ____________________________________________________________________________________________________________________________________

AUTHORIZED EMPLOYEES: ____________________________________________________________________________________________________________________________________

ENERGY SOURCES: ____________________________________________________________________________________________________________________________________

STEPS FOR LOCKOUT:

1. APPLICATION OF LOCKOUT DEVICES: ALL OF THE ISOLATING DEVICES LISTED BELOW MUST BE LOCKED OUT ACCORDING TO COMPANY LOCKOUT PROGRAM. (Note: energy sources must be shut down at the main disconnect.)

	TYPE OF ENERGY
	ISOLATING DEVICE
	LOCATION
	LOCKOUT EQUIPMENT REQUIRED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: This form shall be completed EACH time a machine is locked out for maintenance or repair.  This page is used with reference to the specific machine written Lockout/Tagout Procedures form.  Upon completion of the lockout process, this page shall be saved and sent to the safety office for use in the Lockout Program annual review.

STEPS FOR LOCKOUT:

1. SHUT DOWN:  EQUIPMENT MUST BE PROPERLY SHUT DOWN PRIOR TO LOCKOUT.  SEE INSTRUCTIONS IN OPERATOR MANUAL.

Complete (initial): ________Date: ______

2. VERIFICATION OF LOCKOUT EFFECTIVENESS:  After equipment is locked out, the authorized employee shall attempt to start the equipment to verify that the lockout has been effective.

Equipment tried: Complete (initial): _______Date: _______

3. Perform required maintenance/repair work.

a. Note: if equipment must be temporarily re-started during work for testing or positioning purposes, all area employees shall be informed of the start-up, all employees shall stand clear of the equipment, and testing shall be performed as per manufacturer’s instructions (if available).  At no time may employees place themselves in a dangerous position during testing/positioning or expose themselves to unguarded moving equipment.

b. List special procedures to be taken during temporary removal: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Release Equipment from Lockout: 

a. Area checked to ensure all guards are in place, tools are removed from work area, and machine is intact. 

Complete: (initial):_____ Date: ______

b. Area Employees have been notified that equipment is about to be re-started: Complete (initial): _____ Date: _______

c. Locks and energy isolating equipment is removed: 

Complete (initial): ____ Date: ______

ANNUAL INSPECTION:

On an annual basis, the company safety coordinator shall complete a review of both the written lockout program and the effectiveness and application of the lockout forms.  This review shall be documented and saved for 2 years.  The following items shall be addressed:

	Inspection items
	OK/Needs work
	Please note corrective action needed 

	1. Forms have been completed and submitted for each lockout.  (Note number of forms reviewed.)


	
	

	2. Each form is properly filled out.


	
	

	3. Copies of forms are available in shop area for ease of use.


	
	

	4. Written lockout procedures are available for each machine and type of work being performed.


	
	

	5. Written program is still current, and not OSHA updates/revisions have been issued affecting lockout.


	
	

	6. Current employees have been trained in lockout requirements and new employees are trained in new employee orientation.


	
	

	7. Have any locks needed to be cut off due to employee failure to remove as required?  Yes/No

If Yes: Is additional training needed?
	
	

	8. Do employees have any suggestion or concerns that need to be addressed regarding this program?
	
	


	Date of inspection
	Name of person conducting inspection
	Names of other employees included in inspection
	Deficiencies corrected

	
	
	
	


Removal of Locks

This form shall be filled out any time an employee’s personal lock/s must be removed by the management of our company (Refer to the “Removal of Locks” section of the Lockout Program for specific guidelines on the removal of locks.)

Date: ___________________

Name of Employee Whose Lock is Being Removed: 

Reason for Removal of Lock/s:

Upon returning to the facility, the employee whose lock was removed shall be notified of the removal.

I, _________________, understand that my lock was removed for the reasons as stated above.  I also understand that it is my responsibility to remove my personal lock/s whenever I leave the facility.

Signed: ______________________________

Date: __________________________
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