[Company Name]

LOCKOUT/TAGOUT PROGRAM

I.
PURPOSE
This program establishes the [Company Name]'s requirements and procedures for the lockout/tagout of energized machines and equipment during cleaning, servicing, adjusting, repair work, and setting up operations. 
II.
RESPONSIBILITY
_____________________________ is the Lockout/Tagout Program Coordinator for the __________________________ facility.

It is the responsibility of all employee(s) and outside contractor(s) to follow the requirements of the lockout/tagout procedures outlined in this program. 

III.
DEFINITIONS
Authorized employee – an employee who is authorized to use and implement lockout/tagout procedures. 

Cleaning, servicing or adjusting work – workplace activities such as cleaning, adjusting, maintaining and/or servicing machines, including lubrication, or unjamming machines or equipment and making adjustments or tool changes, where employees may be exposed to the unexpected energization or start-up of the equipment or release of hazardous energy.

Lockout – the use of devices, positive means and procedures, which result in the effective isolation or securing of machines and equipment from mechanical, hydraulic, pneumatic, chemical, electrical, thermal or other energy sources.

IV.
THE [Company Name] LOGOUT/TAGOUT RULE
A.
During cleaning, servicing or adjusting operations, machinery or equipment capable of movement: 


1.
must be stopped;


2.
must have its power source de-energized or disengaged; and
3.
if necessary, the moveable parts must be mechanically blocked or locked out to prevent inadvertent movement.

B.
During repair work and setting up operations, machines and equipment equipped with lockable controls shall be locked out or positively sealed in the "off" position.  When machines or equipment are not lockable, other action must be taken to prevent inadvertent movement. 

C.
Tags must be placed on the controls of machines or equipment during repair work.

Exceptions to the Lockout/Tagout Rule
1.
Minor tool changes and adjustments and other minor servicing activities during normal production operations are not covered by this rule, if these activities are routine, repetitive and integral to the use of equipment or machinery for production.  However, under such circumstances, the work must be performed using alternative, effective protective measures. 

2.
Cleaning, servicing or adjusting operations during which the machinery or equipment must be capable of movement to perform the task in question.  However, under such circumstances, the hazard of machine/equipment movement must be minimized by the use of extension tools or other methods. 

Please see Section VIII of this policy for more information about these exceptions. 

V.
TRAINING

Training will include the following for each AUTHORIZED employee:



1.
The [Company Name] Lockout/Tagout Rule; 

2.
The recognition of applicable hazardous energy sources; 

3.
The methods and means necessary for energy isolation and control; 

4.
The nature and limitations of tags;

5.
Machine/equipment specific written lockout procedures for applicable equipment; and
6.
Conditions for restarting machinery/equipment and removal of locks/tags.

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

Training will be provided and documented when: 


1.
The employee is newly hired;

2.
There is a change in job assignment; 

3.
There is a change in machines, equipment or processes that present a new hazard;

4.
There is a change in energy control procedures; 

5.
Annually; and

6.
Whenever periodic inspections or other information reveals inadequate employee knowledge of the procedure(s).

Exhibit A is the form used to document training for all authorized employees.  Training for all other employees is included in training under the [Company Name] Injury and Illness Prevention Program.  Exhibit A(1) is a test which is used to verify understanding of lockout/tagout by authorized employees.  Exhibit A(2) is a test which is used to verify understanding of lockout/tagout by other employees.

VI.
PROCEDURES FOR LOCKOUT/TAGOUT
The following procedure will be used to lockout/tagout machines or equipment unless the machine or equipment is listed on Exhibit B.  All machines or equipment listed on Exhibit B have specific written lockout/tagout procedures which must be followed.  These specific procedures are attached to Exhibit B.

1.
Be familiar with the machine/job specific lockout procedure, the types of energy involved, the hazards involved, and the location of each isolating device.

2.
Notify all affected employees in the immediate area that a lockout/tagout is going to be utilized and the reason therefore.

3.
If the machine or equipment is operating, shut it down by the normal operating procedure (depress stop button, open toggle switch, etc.).

4.
Disengage all energy isolating devices such as switches, valves, etc. so that the equipment is isolated from the energy switch.

5.
Dissipate or restrain stored energy such as that in elevated machine members, hydraulic systems, air, gas, steam, water pressure, rotating flywheels, or springs, etc.  Means of dissipating or restraining include repositioning, blocking, bleeding down, etc.

6.
Lockout/tagout the energy isolating devices with assigned individual locks/tags.  Additional measures may be required (line blanking, breaking, removal of circuit elements, etc.).

7.
After assuring that no personnel are exposed, and as a check on having disconnected the correct energy sources, engage the normal operating controls ("Start" or "On" button, or other) to make certain the equipment will not operate.  NOTE:  If no push button or other operating control exists, an authorized electrically knowledgeable person must test the circuit to determine that it is de-energized. 

CAUTION: 
RETURN OPERATING CONTROLS TO THE "NEUTRAL" OR "OFF" POSITION AFTER TEST.

WARNING:  Some circuits contain interlocks and/or have control power supplied by a remote source (i.e., programmable logic controllers, or distributed control systems).  In many of these circuits there may be no external "on/off" switches installed.  These circuits may depend on logic commands for activation.  In such installations, it may not be possible for the machine/equipment operator (as an AUTHOIZED EMPLOYEE) to test a piece of equipment once the correct circuit has been identified, disconnected and locked out.  When control power is supplied from a source outside the motor starter, auxiliary phase indicator lights should be installed on the started door (preferable neon).  Each phrase should have its own indicator light (i.e., 3 phase circuit = 3 indicator lights on started door).  These indicator lights can be used by machine operators to ensure that the circuit is de-energized once the disconnect has been actuated.  The individual must make certain that all phase indicator lights are operating properly before de-energizing the disconnect.  If all of the phase indicator lights are not operating when the individual approaches the starter, an "electrician" must be called to service the equipment.  In no case should the disconnect be actuated and trusted by an equipment/machine operator (AUTHORIZED EMPLOYEE) unless the phase indicator lights are operating properly and indicate no power to any of the phases.  If indicator lights are not employed in such installations, machine/equipment operators must call a qualified "electrician" to test the circuit before work is begun.
(Many facilities within [Company Name] operate under the multi-craft concept in maintenance.  As such, terminology as to job titles and functions varies widely.  Where the word "electrician" is used in this Policy, it refers to individuals with special electrical knowledge or training and who are authorized by facility management to work on electrical systems regardless of their job title.)

VII.
PROCEDURES TO RELEASE FROM LOCKOUT/TAGOUT
The following sequence will be used to restore equipment to operation when it has been locked/tagged out and servicing and/or maintenance activities are complete, unless specific procedures for a particular machine or piece of equipment are specified in Exhibit B.

Before lockout/tagout devices are removed and energy is restored to the machine or equipment, the following procedures shall be followed by the AUTHORIZED employee(s):

1.
Machine or Equipment – The work area is to be inspected to ensure that all nonessential items (tools, parts, etc.) have been removed, that the machine or equipment components are operationally intact, and that guards have been reinstalled. 

2.
Employees – Before lockout/tagout devices are removed and before machines or equipment are energized, the work area shall be checked to ensure all employees have been safely positioned or removed.  Potentially affected employees shall be notified that the lockout/tagout devices are being removed. 

3.
Lockout/Tagout Device Removal – Each lockout/tagout device shall be removed from each energy isolating device only by the employee who applied the device*

*If the employee who applied the device is not available to remove it, the device may be removed under the direction of the management official in charge, BUT ONLY by following the specific procedure below: 
a)
Verification that the AUTHORIZED employee who applied the device is not at the facility. 


b)
Making efforts to contact the AUTHORIZED employee to inform him/her that lockout/tagout devices are being removed; and

c)
Ensuring that the AUTHORIZED employee has knowledge of the lockout/tagout device removal before he/she resumes work at the facility. 

VIII.
EXCEPTIONS
Generally, activities such as lubrication, cleaning, unjamming, servicing of equipment and making adjustments or tool changes are covered by lockout requirements if employees may be exposed to the unexpected energization or start-up of equipment or release of hazardous energy.


However, the following exceptions exist:

1.
Minor tool changes and adjustments, and other minor servicing activities which take place during normal production operations, if such activities are routine, repetitive, integral to the use of the equipment or machinery.

2.
Machinery or equipment which must be capable of movement in order to perform the specific tasks. 

In such activities, alternative protective measures must be utilized which prevent the employee from being exposed to unexpected equipment energization or activation or release of stored energy.

ALTERNATIVE PROTECTIVE MEASURES may include:

1.
Physically restraining powered equipment such that it cannot cycle or operate even if actuated (as with chains, blocks or stiff-arms).

2.
Guards may be developed to temporarily cover exposed hazards (sharp blades, chucks, spindles, etc.) while the employee is physically near a potential hazard performing a brief, routine, repetitive servicing or adjustment task occurring during normal production operations.  

3.
Hand tools such as (but not limited to) tongs, picks, hooks and rakes may be used to remove material/product from a point of operation that that hands, fingers or other body parts may be isolated from potentially hazardous areas.

Facilities which have any questions about work activities which may not be regulated by the lockout/tagout standard should contact the [Company Name] Safety Department for clarification.

IX.
PROCEDURES INVOLVING MORE THAN ONE PERSON


A.
Group Lockout
If more than one AUTHOIZED employee will be working on the machine/equipment while it is locked out, each will be required to place their personal lock and tag on the energy isolating device and verify lockout sequence was followed.  When an energy isolating device cannot accept multiple locks and tags, a multiple lockout/tagout device (hasp) may be used.


B.
Shift or Personnel Changes
If it is necessary for a machine or piece of equipment to remain locked out from one shift to another and only the AUTHORIZED employee will perform work, then lockout remains in place.  The AFFECTED employees on the new shift are informed that the equipment is in lockout status.

If it is necessary for a change in the AUTHORIZED personnel performing maintenance/servicing on the locked out equipment, then the previous AUTHORIZED employee removes their lock/tag and the AUTHORIZED employee replacing the previous one places his/her own lock/tag on the energy isolating device. 

X.
LOCKOUT/TAGOUT DEVICES
When energy isolating devices can accept a lock, a lock will be used as a lockout device.  Each AUTHORIZED employee will have access to their own individually keyed lock.  The employee must have exclusive control of the key to his/her lock.  

Where an energy isolating device will not accept a lock, a tag will be used and additional measures must be taken to effectively isolate or secure the machine or equipment. 

The tagout device will be constructed and printed so it will not deteriorate or become illegible from exposure to weather or wet conditions.  The tag and its attachment must be capable of withstanding 50 pounds pressure, be non-refusable, non-releasable and self-locking.  The tag must warn against hazardous conditions if the equipment is energized and indicate: 


1.
Do Not Operate


2.
Who has locked out the machine/equipment


3.
When the machine was initially locked out


4.
Purpose for locking out the machine/equipment

XI.
OUTSIDE PERSONNEL
Whenever outside servicing personnel are to be engaged in activities covered by the scope and application of this program, they must follow the procedures specified in this program for lockout/tagout. 

XII.
PROGRAM REVIEW
This program will be inspected annually by the Lockout/Tagout Coordinator or designated employee other than the one(s) utilizing the control procedure being inspected.  The inspector shall certify that the periodic inspections have been performed.  The certification must include the following: 

1.
The identify of the machine or equipment on which the energy control procedure (inspection) was being performed;
2.
Date of inspection; 

3.
Names of employees ("authorized" and/or "affected") included in the inspection;

4.
Certification of a review between the inspector and each "authorized" employee in which the employee's responsibilities under this program were discussed;

5.
Name of person performing the inspection.


(See Exhibit C for form to use to record the inspection.)

XIII.
ENFORCEMENT

Compliance with this program will be enforced through annual review, training and informing employees about this program.  In addition, employees who violate the requirements of the program will be subject to discipline, up to and including discharge.
EXHIBIT A
LOCKOUT/TAGOUT TRAINING DOCUMENTATION

FOR AUTHORIZED EMPLOYEES
LOCATION:_________________________________

DEPARMENT:  ______________________________

DATE: _____________________________________

	Employee Signature 
	Print Name
	S.S. Number

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________

	_____________________
	_______________________
	___________________


EXHIBIT A(1)
LOCKOUT/TAGOUT PROGRAM 

AUTHORIZED EMPLOYEE ANNUAL REVIEW
NAME: _______________________________

DATE:  _______________________________

1.
When must a machine be locked out?

TRUE (T) OR FALSE (F):

____  1.
After locking/tagging out a machine or piece of equipment, you must try the "START" or "ON" switch to make certain that you have locked/tagged out the correct disconnect.

____  2.
If there is no "START" or "ON" switch (or other external indication of power), a qualified person must test the circuit to determine that it is de-energized.

____  3.
After testing the "START" or "ON" switch on a machine or piece of equipment, the switch should be returned to the "STOP" or "OFF" position before beginning work. 

____  4.
I know where or how to obtain access to the written machine/equipment-specific lockout procedures. 

____  5.
When I apply a lock to an energy isolating device (disconnect) I must also apply a tag indicating my name, and the date and reason for the lockout.

____  6.
It is O.K. to ask one of the other workers to remove my lock for me when the job is finished. 

MULTIPLE CHOICE:

____  7.
How many locks should there be on the energy isolating device (disconnect) if three authorized employees are working on the machine?


a)
1


b)
2


c)
3


d)
4

EXHIBIT A(2)
LOCKOUT/TAGOUT PROGRAM

AFFECTED/OTHER EMPLOYEE TRAINING QUIZ
NAME: ____________________________________

DATE: ____________________________________

MULTIPLE CHOICE:

____ 1.
The only person(s) who can lockout/tagout a machine or piece of equipment is an:


a)
"Authorized Employee"


b)
"Affected Employee"


c)
Anybody

____ 2.
If you see a machine is locked out or tagged out, this means:


a)
You can go ahead and run the machine. 


b)
The machine is undergoing maintenance or servicing and is not to 



be run until released from lockout/tagout.


c)
You need to advise the supervisor that the machine will not run.

____ 3.
If you are running a machine or are in the area of a machine or other equipment which an "Authorized" person is in the process of lockout out, your are:


a)
To continue to run the machine until the power is turned off.


b)
To be notified of the pending lockout by the "Authorized" 



employee and follow their instructions.


c)
To tell the "Authorized" employee the machine does not need to 



be locked out.


____  4.
If you are working around a machine or other equipment and an "Authorized" employee is restoring power to the equipment, you are:


a)
To continue to work and not be notified by the "Authorized" 

employee.

b)
To continually push the start button to see if power has been 

restored.



c)
To be notified by the "Authorized" employee that power is being 

restored to the machine/equipment.

EXHIBIT B
MACHINE OR EQUIPMENT WITH

SPECIFIC LOCKOUT/TAGOUT PROCEDURES
1.   __________________________________________________________________

2.   __________________________________________________________________

3.   __________________________________________________________________

4.   __________________________________________________________________

5.   __________________________________________________________________

6.   __________________________________________________________________

7.   __________________________________________________________________

8.   __________________________________________________________________

9.   __________________________________________________________________

10. __________________________________________________________________

11. __________________________________________________________________

12. __________________________________________________________________

13. __________________________________________________________________

14. __________________________________________________________________

15. __________________________________________________________________

16. __________________________________________________________________

17. __________________________________________________________________

18. __________________________________________________________________

19. __________________________________________________________________

20. __________________________________________________________________

EXHIBIT C
PERIODIC INSPECTION OF LOCKOUT PROCEDURE
This form is completed each time an energy control procedure is inspected in accordance with requirements of the [Company Name] Lockout Policy.

Specify Equipment/Activity Involved:  _______________________________________

Date: ____________________
 Time: ______________________

CHECKLIST

____
Is the [Company Name] lockout/tagout rule followed?

____
If an exception to the lockout/tagout rule applies, were appropriate alternative means utilized to isolate or secure the machine or equipment?


Did the Authorized Employee(s):

____
Properly notify supervisor and/or affected employees prior to starting lockout procedure that maintenance/repair was to be performed.

____
Properly identify all energy isolating devices (valves, breakers, blinds, switches, etc.).

____
Use sufficient lockout/tagout devices and locks.

____
Properly verify all hazardous energy was controlled (equipment could not operate).

____
Perform task in a safe manner.

____
Retrieve tools and equipment after task completion prior to lock removal.

____
Remove their own lock(s) after the task was completed and not before. 

____
Remove notify supervisor and/or affected employees before restoring power to equipment.

____
Restore power and verify proper operation of equipment before departing, OR identify problem as not repaired and repeat proper lockout procedure.

EMPLOYEE(S) INCLUDED IN THIS INSPECTION

__________________________________
_______________________________

__________________________________
_______________________________
__________________________________
_______________________________
Did you discuss with each of these employees their lockout/tagout responsibilities?___

INSPECTION/VERIFICATION COMPLETED BY:  ____________________________

Copies to:
_________________________



_________________________
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