Section 18 SEQ chapter \h  \* MERGEFORMAT 
Control of Hazardous Energy (Lockout/Tagout)

Introduction

Each piece of equipment and machinery on campus operates using some form of energy such as electrical energy (currents that flow through wires or cables), hydraulic energy (water or other liquid moving through pipes or hoses), pneumatic energy (pressurized steam, gas or compressed air) or mechanical energy (stored or built-up energy in springs). We know that such energy is present during the normal operation of equipment and machinery, but when it comes on or is released unexpectedly during servicing or maintenance, such energy can cause serious injury—even death.

OSHA’s Control of Hazardous Energy Standard (Lockout/Tagout) (29 CFR 1910.147) is designed to prevent injuries caused by unexpected energization of machinery and equipment during servicing and maintenance activities.

Policy

An individual should be assigned the responsibility for the overall administration of the campus Program for the Control of Hazardous Energy. The individual should be given the authority to organize an Advisory Committee to oversee the Program.

Program Requirements

The Lockout/Tagout Standard requires employers to establish a written Energy Control or “Lockout/Tagout” Program that includes the following:

A. Documented energy control procedures

B. Documented employee training program

C. Documented periodic inspections and revisions as necessary

The Standard provides flexibility for your institution to develop a program and procedures that meet your particular needs based on the types of machines and equipment being maintained. The following sample program may be tailored to fit the needs of your institution in order to help in your compliance with this Standard. 

Appendix 18-A

Sample Lockout/Tagout Program

Introduction

The OSHA Lockout/tagout regulation (29 CFR 1910.147) was implemented on January 2, 1990. The purpose of this Standard is to reduce the number of injuries by accidental start-up of a machine or piece of equipment while undergoing servicing or routine maintenance. In addition, injuries from the release of stored energy could occur. The Standard establishes requirements for minimum performance for control of such hazardous energy.

Lockout is the placement of a lockout device on an energy-isolating device, in accordance with an accepted established procedure, that ensures the energy-isolating device and the equipment being controlled cannot be operated until the lockout device has been removed.

A “lockout device” is just that—a locking device that provides a positive means for rendering a switch, valve or any other energy source inoperable. The device may be a padlock, restraining bar, chain or any device that positively prevents a machine or piece of equipment from becoming “energized” or “from releasing stored energy.”

Tagout is the placement of a tagout device on an energy-isolating device, in accordance with an accepted established procedure, which effectively communicates that the energy-isolating device and the equipment being controlled are not to be operated until the tagout device is removed.

A “tagout device” serves as a prominent warning that can be securely attached to an energy-isolating device, which clearly communicates that a tagout condition exists. This tag is a means of identifying who locked out the machinery, the date and time of day the tagout took place and the department for which the person works. Additional information may be placed on the tag such as beeper number, extension number, etc. Tags shall be durable and securely fastened to the energy-isolating device so as not to fall off.

Tags are NEVER to be removed by anyone except the individual who is responsible for the lockout/tagout procedure.

Policy

Qualified employees of (institution name) shall follow lockout/tagout procedures as specified under 29 CFR 1910.147 and its appendices. 

Only individuals that have successfully completed the training under the campus Lockout/Tagout Program are qualified and authorized to perform lockout/tagout operations.

Lockout/Tagout operations are to be performed: 

A. During servicing and/or maintenance of machines and equipment (as specified by our Lockout/Tagout Program).

B. During removal or bypassing of a machine guard or other safety device.

C. When placing any part of the body into an area where work is actually performed (point of operation), including danger zones with respect to a machine’s normal operating cycle.

D. When the authorized individual following an assessment of the work to be performed believes that unexpected energization, start up, or release of stored energy could cause injury.

This Lockout/Tagout Program shall be reviewed annually on the basis of assessing its effectiveness for controlling the release of hazardous energy. This includes lockout/tagout procedures, employee training and program implementation. Annual periodic inspections of each Lockout/Tagout procedure shall be performed as part of this review. This inspection is to be performed by an authorized employee, other than the one(s) utilizing the procedure being inspected.

General Safety Guidelines

It is the responsibility of department managers/supervisors to complete the Survey for Applying Lockout/Tagout Devices (see Appendix 18-B) for every piece of machinery or equipment requiring lockout/tagout procedures under their authority. This information will be placed into the lockout/tagout database and will be accessible to any authorized employee who will be performing lockout/tagout operations. The following information must be included:

A. Name of the manager/supervisor submitting the survey.

B. Name of the department for which the survey was conducted. 

C. Name of the machinery or equipment and their identifying numbers.

D. Energy sources for each piece of machinery and equipment and its location.

E. The procedure or method required for lockout/tagout.

F. The procedure or method required for releasing stored energy.

G. The date of the survey and the name and initials of the employee acknowledging the accuracy of the information found on this form.

All authorized employees shall use the following sequence whenever lockout/tagout procedures are required:

Identification

1. Obtain the identification number for the piece of machinery or equipment requiring servicing or maintenance. Access the Survey for Applying Lockout/Tagout Devices Database (see Appendix 18-B). Match the identification number for the particular machinery or equipment with the identification number in the database. Access to this database is only permitted to authorized lockout/tagout employees.

2. Note the number and location of energy sources that require locks or tags for the piece of equipment or machinery being serviced.

3. Note the hazards identified for the piece of equipment or machinery.

4. Obtain the Employee Lockout/Tagout Time Schedule form (see Appendix 18-D) and fill in all areas that are applicable (see Documentation of Lockout/Tagout Procedures).

Evaluation

1. Review the surrounding area for other possible sources of energy transmission.

2. Inspect the immediate area where locks or tags will be attached.

3. Notify all employees in the general vicinity that lockout/tagout procedures are being implemented.

Electrical Control

1. Unplug the machine or piece of equipment using an electrical plug lock or a disconnect switch with padlocks, locks and tags.

2. Ensure that all power sources are locked and tagged out.

3. Bleed or drain any stored electrical energy to a “zero energy state.”

4. Use a tester to check that all circuits are dead.

Pneumatic Control

1. Release/open the pressure to reach a “zero energy state.”

2. Lockout the energy source using lockout valves.

Hydraulic Control

1. Release/open pressure valve to reach a “zero energy state.”

2. Lock out the energy source using lockout valves, chains, padlocks or locks.

Fluids and Gasses

1. Evaluate all hoses and valves.

2. Insert a blank or blind in the line.

3. Use lockout valves, chains, padlocks or locks at the isolating source.

Mechanical Control

1. Release or block all stored mechanical energy. Be cautious of gravity, springs, tension and other sources of energy that are not always obvious.

2. Restrain energy using blocks.

3. Lockout and tagout energy using padlocks, locks and tags.

4. Recheck all areas for potential sources of energy.

Documentation of Lockout/Tagout Procedures

1. The Employee Lockout/Tagout Time Schedule Form (See Appendix 18-D) is completed each time the employee must lockout/tagout a piece of machinery or equipment. This form chronicles the lockout/tagout times and a new form must be completed for each lockout/tagout performed. Each time a lockout/tagout takes place, it is the responsibility of the authorized employee to fill out the following information:

a. Date.

b. Equipment name, identity number and location.

c. Lockout/Tagout start time. When this is completed, this form must be presented to the manager/supervisor for physical inspection of the machine or equipment.

d. Lockout/Tagout ending time.

2. The manager/supervisor will sign the form once he/she is satisfied through the physical inspection of the equipment or machinery that all energy sources have been identified and that proper lockout or tagout has occurred.

3. The manager/supervisor shall, in the company of the employee, operate the switch valve or other energy-initiating device(s) confirming its energy isolation. Both individuals shall confirm the operating controls have been returned to “neutral” or the “off” position after the test. Stored energy in springs, elevated machine parts, rotating flywheels, hydraulic systems, air, gas, steam or water systems must be dissipated or restrained using methods such as repositioning, blocking, bleeding down, etc.
4. The manager/supervisor shall observe the placement of the locks or tags with the assigned individual’s lock(s) and/or tag(s).

5. A final inspection of the disconnected energy sources and operating controls shall be conducted to make certain the equipment shall not operate. Ensure the operating controls are returned to the “OFF” or “NEUTRAL” positions. 
6. The equipment is now locked out and tagged out. Employees should be notified in the immediate area of the machinery or equipment’s “down” condition.

More Than One Person Lockout/Tagout

1. When more than one person will be involved with maintenance or repair of a piece of machinery or equipment requiring isolation of energy source, each shall place their individual locks and tags on the energy-isolating device.

2. When the machinery or equipment cannot accept more than one lock or tag, an additional hasp or similar energy-isolating device shall be used, if feasible. Should this technique not be feasible, one lockout device can be used requiring a key and the key shall be placed in a lockout box or cabinet that accommodates multiple employee locks to secure it. As each employee no longer needs to maintain lockout protection, they shall remove their locks from the box or cabinet.

3. Managers/supervisors shall maintain an awareness of instances where multiple lockout/tagout devices are required.

Restoring Machines and Equipment to Normal Operations

1. When maintenance or servicing has been completed and the machinery or equipment is ready to be placed into normal operation, check out the immediate area to confirm that no one is exposed to any danger.

2. Remove or check that all tools have been removed from the machinery or equipment.

3. Confirm that all guards, pulleys and safety devices have been reinstalled and are secure.

4. Remove all locks and tags only after one final check to ensure all employees are in the clear.

5. Operate the energy isolating devices to restore energy to the machine or equipment.

6. Complete the lockout/tagout end time on the Employee Lockout/Tagout Time Schedule Form (see Appendix 18-D) and keep this form on file for review for a two-year period.

Periodic Inspections

Periodic inspections are required to be performed annually on all Lockout/Tagout procedures. These inspections are to be performed by authorized individuals other that the one(s) utilizing the Lockout/Tagout procedure being inspected.

The periodic inspection is required to include a review between the inspector and each authorize employee, of that employee’s responsibilities under the Lockout/Tagout procedure being inspected.

The periodic inspection must be documented and include the machines or equipment on which the procedure was being utilized, the date of inspection, employees included in the inspection and the name of the person performing the inspection. A sample Lockout/Tagout Periodic Inspection Form is provided in Appendix 18-E.  
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Appendix 18-B

Sample Survey for Applying Lockout/Tagout Devices

Department Name:

Date:


Instructions

This form is to be filled out for every piece of machinery or equipment requiring lockout/tagout procedures within each department of (Insert institution name) prior to servicing. This form is to serve as a reference for employees who perform lockout/tagout procedures. The information included on this form will be entered into the Survey for Applying Lockout-Tagout Devices Database.

Please Print Clearly:

1.
Identify the name and location of the machinery/equipment in the department:




2.
Obtain an identification number for this specific piece of machinery or equipment.


Identification number assigned:


3.
Identify the type(s) of energy source(s) for the above machinery/equipment and indicate the energy source(s) location:


Type(s) of Energy Sources
Location

















4.
For the above machinery, describe the procedure and method for lockout/tagout:


















































































Employee name, position and title of who provided this information                    Date






Signature of Department Manager/Supervisor
Date
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Appendix 18-C

Sample Receipt of Training Acknowledgment

I acknowledge receipt of training with regard to (institution name)’s Control of Hazardous Energy Program and Lockout/Tagout Procedures. I understand the purpose for having such a program is to reduce injuries resulting from the accidental start-up of a machine or piece of equipment while undergoing service or routine maintenance. I have been instructed to identify the piece of machinery and/or equipment and its energy source utilizing the campus’ Survey for Applying Lockout/Tagout Devices prior to beginning any lockout/tagout procedures. I have been further instructed to fill out my own monthly Lockout/Tagout Time Schedule each time I begin lockout/tagout procedures; and to have my immediate manager/supervisor sign off on this form granting approval for continuing to service or provide maintenance to the piece of equipment or machinery. I further understand that it is my responsibility to notify all co-workers of machinery or equipment’s inactive state each time I begin lockout/tagout procedures.

Training was received on this

day of

, year





Trainee’s Signature
Date




Trainer’s Signature
Date
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Appendix 18-D

Authorized Employee Lockout/Tagout Time Schedule

Employee Name:

Month:

Year


Date
Equipment Name
Identification Number
Location
LO/TO Start Time
Approval Initials
LO/TO End Time
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Appendix 18-E

Sample Periodic Inspection Certification Form

The periodic inspection of the Lockout/Tagout procedure for the ____________________ has been completed.  The employees included in this inspection are:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

________________________________________

________________

Inspector

















Date

