



Scope: 

To establish a program consisting of energy control procedures, employee training, and follow up inspections to ensure the control of potentially hazardous energy during the servicing or maintenance of machines and equipment at the ________________ School. 

LOCKOUT/TAGOUT PROCEDURE

Purpose: 

This procedure establishes the minimum requirements for the lockout / tagout of energy isolating devices. It shall be used to ensure that the machine or equipment is isolated from all potentially hazardous energy, and locked out or tagged out before employees perform any servicing or maintenance activities where the unexpected energization, start-up, or release of stored energy could cause serious injury. 

Responsibility: 

This Lockout/Tagout procedure applies to both authorized and affected employees of the ________________School Maintenance Department.

Names of authorized employees - _______________, _______________, _______________, _______________, _______________, _______________, _______________,_______________,  ________________, _______________, _______________, _______________,  _______________.

Employees in these classifications shall be instructed as to the requirements of this lockout / tagout procedure, and shall be trained to recognize the types of hazardous energy sources in the___________________ School and the means necessary to isolate and control it. 

Common equipment under Lockout/Tagout program

Listed below are some of the more common types of equipment that require the Lockout/Tagout procedure.  This is not a complete list of all equipment that may fall under the Lockout/Tagout program.  This procedure is for servicing/ maintenance that is performed on the equipment below when an accidental startup may occur and cause an injury. 

General

· Any equipment with moving parts that only has power isolated at the disconnect or breaker. (Although cord and plug equipment is normally exempt, all cord and plug equipment shall be unplugged during servicing / maintenance).

· Changing light ballasts

· HVAC systems (belt drives and fan blades)

· Fans in gyms

Cafeteria

· Mixers that are wired direct 

· Garbage disposals 

· Any equipment with moving parts that only has power isolated at the disconnect or breaker 

Boiler Rooms

· Electric panel/breaker boxes

· Motors

· Any equipment with belt drives/chain & sprocket

· Fans

· Air compressors

Maintenance shop

· Radial arm saws

· Circular table saws

· Bandsaws

· Shapers

· Planers

· Routers

· Lawnmowers and tractors 

Definitions

Affected employee 

An employee whose job requires him/her to operate or use a machine or equipment on which servicing or maintenance is being performed under lock out / tag out, or whose job requires him/her to work in an area in which such servicing or maintenance is being performed. 

Authorized employee

A person who locks or implements a tagout system procedure on machines or equipment to perform the servicing or maintenance on that machine or equipment. An authorized employee and an affected employee may be the same person when the person who operates the equipment also services/maintains the equipment. 

Capable of being locked out

An energy-isolating device will be considered to be capable of being locked out either if it is designed with a hasp or other attachment or integral part to which or through which a lock can be affixed, or if it has a locking mechanism build into it. Other energy isolating devices will also be considered to be capable of being locked out, if lock out can be achieved without the need to dismantle, rebuild, or replace the energy-isolating device, or permanently alter its energy control capability. 

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 by which the conductors of a circuit can be disconnected from all ungrounded supply conductors; and, in addition, no pole can be operated independently, a slide gate, a slip blind, a line valve, a block, and any similar device used to block or isolate energy. The term does not include a push button, selector switch, and other control circuit type devices. (Example - Disconnect on garbage disposal, or breaker in panel box.) 

Energy source 

Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other energy. 

Lockouts
The placement of a lock out device on an energy-isolating device, in accordance with an established procedure, ensuring that the energy isolating device and the equipment being controlled cannot be operated until the lock out device is removed. 

Lockout device 

A device that utilizes a positive means such as a lock to hold an energy isolating device in a safe position and prevent the energizing of a machine or equipment. 

Servicing  and/or maintenance 

Work place activities such as constructing, installing, setting up, adjusting, inspecting, modifying, and maintaining and/or servicing machines or equipment. These activities include lubricating, cleaning, or unjamming of machines or equipment, and making adjustments or attachment changes where the employee may be exposed to unexpected energization or start up of the equipment or release of hazardous energy. In the School, this applies to the cleaning of the garbage disposal, unjamming of the garbage disposal and removal and changing of attachments on the mixers (which are wired direct). 

Setting up

Any work performed to prepare a machine or equipment to perform its normal production operation. (i.e. changing mixer attachments) 

Tagout 

The placement of a tag out device on an energy isolating device, in accordance with an established procedure, to indicate that the energy isolating device and the equipment being controlled may not be operated until the "tag out" device is removed. This is to be used only when the energy-isolating device cannot physically be locked out. However, tags should always be used with locks to provide identification of the authorized person utilizing the lockout/tagout procedure. 

Tagout device 

A prominent warning device, such as a tag and a means of attachment, which can be securely fastened to an energy isolating device in accordance with an established procedure, to indicate that the energy isolating device and the equipment being controlled may not be operated until the "tagout" device is removed. 

Group lockout / tagout

Group lockout / tagout is performed when more than one authorized employee is performing servicing / maintenance. Each authorized employee must apply his/her own lock and tag and must be the only one capable of removing his/her lock and tag. A multi-hasp lockout/tagout device is used. (Example - This would apply when you have 2 or 3 workers cleaning out the garbage disposal). 

Lockout/Tagout Procedure for

________________________ School District 

Maintenance Department
1.
Each employee in the authorized classifications will be issued suitable locks and keys. These locks shall not be used for any purpose other than prescribed by this procedure. Each employee will also receive multiple tagout devices to be used as required under this procedure. All locks issued to authorized employees will be _______in color and along with all tagout devices will be standardized within the _____________School and shall indicate the identity of the employee applying the device.

2.
Tag out devices will only be used when the identified energy isolating device is not capable of being locked out and shall be affixed in such a manner as will clearly indicate that the operation or movement of the energy isolating device from the safe or off position is prohibited. If a tag cannot be affixed directly to an 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 any one attempting to operate this device. When a tag out is used, additional safety measures such as removal of an isolating circuit element, blocking of a controlling switch, opening of an extra disconnect device or the removal of a valve handle to reduce the likelihood of an inadvertent energization, will be used. 

3.
In preparation for the lockout or tagout of machines of equipment, the authorized employee will make a survey to locate and identify all isolating devices to be certain which switch(es), valve(s), or other energy isolating devices control the source to be locked or tagged out. If more than one energy source (electrical, mechanical, pneumatic, etc.) is involved, all sources shall be locked or tagged. 

4.
Notify all affected employees that a lockout or tagout system is going to be utilized and the reason therefore. 

5.
If the machine or equipment is operating, shut it down by the normal procedure using the stop button or other control means. 

6. Operate the switch, valve, or other energy isolating device(s) so that the machine or equipment is isolated from its energy source. Stored energy such as that in springs, elevated machine members, and air, gas, steam, or water pressure must be dissipated or restrained by methods such as repositioning, blocking, bleeding down, etc. 

7. Lockout or tagout the energy isolating devices with the assigned individual locks or tags. If more than one employee is working on the machine or equipment, each employee shall use his/her other individual lock or tag in the prescribed manner. When an energy-isolating device cannot accept multiple locks or tags, a multiple lock out or tag out device (hasp), obtained from ___________, the Maintenance Supervisor will be used. 





8.
After ensuring that no personnel are exposed, operate the push button control or other normal operating controls to make certain the machine or equipment will not operate. Return the operating control(s) to the neutral or off position after the test. 

9.
After the servicing and/or maintenance is complete and the machine or equipment is ready for normal production, check the area around the machine or equipment to ensure that no one is exposed to potential injury. Remove all tools from the machine or equipment, replace all guards and other safety devices, then remove all lock out and tag out devices. Operate the energy isolating devices to restore energy to the machine or equipment. 

10.
The authorized employees will notify___________, the Maintenance Supervisor, that the machine or equipment is ready for normal production operations.

11.
Should the authorized employee be reassigned before completing the job, or unexpectedly have to leave the job, the authorized employee shall obtain a lock from______________, the Maintenance Supervisor, or from his/her supervisor or tag identified for this purpose. He/she shall, before leaving the job for reassignment or unexpectedly, remove his/her own lock and tag, and replace it with the lock or tag obtained from the Maintenance Supervisor or his/her supervisor. 

12.
Employees assigned to continue the work would then affix their own lock and tags (together with the Maintenance Supervisor’s lock and tag), immediately upon arrival at the job assignment. 

13.
If the assigned employees complete the work assignment and the Maintenance Supervisor's lock and tag is still affixed, they may remove that lock and tag only if so directed by the Maintenance Supervisor. 

Note: 

When the authorized employee who applied the lock out or tag out device is not available to remove it, the device may only be removed at the direction of___________, the Maintenance Supervisor. Before removing the lock out or tag out device, the Maintenance Supervisor must verify that the authorized employee who applied the device is not at the facility. Upon removal of the device, the Maintenance Supervisor will make a reasonable effort to contact the authorized employee to inform him/her that his/her lock out or tag out device has been removed, and ensure that the authorized employee has this knowledge before he/she resumes work. 

Training and communication

Authorized employees
The Maintenance Supervisor will train all authorized employees in the recognition of applicable hazardous energy sources, the type and magnitude of the energy available in the work place, and in the proper use of the lockout - tag out procedure to be used for energy isolation and control. 

Affected and all other employees
Affected and all other employees of the______________ School will be instructed by their supervisor as to the purpose and use of the energy control procedures (lock out tag out), and about the prohibition relating to attempts to restart or re-energize machines or equipment; locked or tagged out. 

Training certification
Upon completion of training or instructions, all employees (authorized, affected, all others) will complete a form showing that they have been trained or instructed in the purpose, use and function of the Energy Control Program. These forms will be forwarded to the_______________________ School District Office to be filed. Before filing a master list, by employee groups (authorized, affected, all others) will be compiled and will show, along with the employee's name, the type of training, and the date the training or instructions took place. 

Retraining

All authorized or affected employees will be retrained by______________, the Maintenance Supervisor 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 energy control procedures. Additional training shall also be conducted whenever a periodic inspection of energy control reveals, or whenever there is reason to believe, that there are deviations, from or inadequacies in the employee's knowledge or use of these energy control procedures. Upon completion of the retraining, each employee will be asked to complete a form showing that they have been retrained or reinstructed in the energy control procedures. Those forms will be forwarded to the _____________School District Office for updating of the master list and for filing. 

Periodic inspections
1.
A staff member from the______________School District Office, _______________, or his/her designated representative will conduct an audit at least annually. Where lock out is used for energy control, this inspection will include a review between the inspector and each authorized employee of the employee's responsibilities under the energy control procedure. Where tag out is used, the inspection will include a review between the inspector and each authorized and affected employee of the at employee's responsibilities under this energy control procedure. 

2.
The staff member from the ______________School District Office, ______________, or his/her designated representative will certify that the periodic inspections have been made. This certification shall 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. 

3.
This audit will be designed to correct any deficiencies in the energy control procedures and determine if additional training is needed. 

Enforcement

It is the responsibility of supervision as well as management to audit operations and employees to ensure that all safety rules are being followed. Since lockout/tagout is now part of these rules, violations of this procedure will be dealt with in accordance with our present disciplinary policy. 

Outside contractors 

Whenever outside contractors are engaged in activities covered by the _____________School Energy Control Program, the Maintenance Supervisor, or the person responsible for retaining the contractor, shall inform each other of their respective lock out or tag out procedures. The Maintenance Supervisor or responsible person will ensure that the affected employees understand and comply with the restrictions and prohibitions of the contractor energy control procedures. 

Miscellaneous

Whenever new or used machines or equipment are purchased and installed in the__________ School or whenever any present machines or equipment receive major repairs, renovations or modifications, energy isolating devices that can be locked out will be provided. 

Training document for

Lockout / tagout 1910.147
This training class included information on the Written Energy Control Program, hardware provided and used, definitions, procedures, inspections, training/recordkeeping requirements, and contractor rights and responsibilities. The trainee has been supplied with a copy of the written program, appropriate hardware, and has been made aware of disciplinary action for not following procedures.
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