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All personnel subjected to this program will receive training. Any questions should be directed to the Maintenance Supervisor or Safety Programs Manager.

Location of Kits:

1) Tool Crib

4) HVAC Trucks

2) Electrician’s Trucks

1) Plumber’s Truck

1) Safety Programs Manager’s office

(Surplus equipment located at the Environmental Health and Safety Office)
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LOCKOUT/TAGOUT

ENERGY CONTROL
I.
Purpose
The purpose of this policy is to train affected employees, and ensure that adequate procedures are used for affixing appropriate lockout and/or tagout devices to energy isolating devices, and to otherwise disable machines, equipment, or systems to prevent UNEXPECTED energization, start-up, or release of stored energy to prevent injury to employees.

II.
Scope and Application
This policy covers the operation, servicing and maintenance of all machines, equipment and systems in which the unexpected start-up or release of stored energy could cause injury to employees. This policy establishes minimum performance requirements for the control of such hazardous energy. Normal production operations, such as minor tool changes and adjustments, and other minor servicing activities, are only included when an employee is required to remove or bypass a guard, or to place any part of his/her body into a dangerous point of operation within the cycle of the equipment's operation.

This policy does not apply to construction, agriculture, maritime, oil and gas drilling and servicing, hot tap operations (under special conditions), any work on cord and plug connected electrical equipment when the hazard is controlled by the unplugging the equipment, installations under control of electric utilities, and exposure to electrical hazards from work on, near, or with conductors or equipment electric utilization installations.

III.
General Requirements

1.
An energy control program will be maintained. This will include:


A.
Energy control procedures 


B.
Employee training

C.
Periodic inspections


2.
Electrical work requires a lockout and tagout device to be used together. If an energy isolating device cannot be locked out, a tagout will be utilized. Locks can be placed without a tag only under the following conditions:


A.
Only one circuit or piece of equipment is de-energized 


B.
The lockout period is not beyond the work shift 


C.
The exposed employees are familiar with this procedure


3. 
Whenever major replacement, repair, renovation, relocation, or modification of machines or equipment is performed, and whenever new machines or equipment are installed, energy isolating devices for such machines or equipment will be designed to accept a lockout device. 

IV.
Energy Control Procedures
The energy control procedures will include:

· A statement on how the procedures will be used
· The steps needed to shut down and secure the equipment
· The steps designating the safe placement or removal of lockout/tagout devices and who is responsible for them
· The specific requirements verifying the effectiveness of energy control measures
A procedure will be developed for the control of potentially hazardous energy for machines and equipment unless:


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


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


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


4.
The machine or equipment is isolated from the energy source and locked out during servicing or maintenance.


5.
A single lockout device will achieve a locked-out condition.


6.
The lockout device is under the exclusive control of the authorized employee performing the service or maintenance.


7.
No other hazards are created.


8.
There have been no accidents involving the unexpected activation or re-energization of the machine or equipment during servicing or maintenance.

V.
Hardware and Materials

1.
Locks, tags, chains and other hardware used for energy control will not be used for any other purpose and will be provided by the University.


2.
Lockout and tagout devices will be durable enough to withstand the environment including moisture and corrosion.


3.
Tagout devices will be constructed so that wet conditions will not cause the written message to become illegible.

4.
All lockout and tagout devices used will be standardized.


5.
All devices used will be substantial enough to prevent removal without excessive force. 


6.
Tagout attachment devices will be of the non-reusable type.


7.
Lockouts and tagouts will identify the person applying the device.


8.
Tagout devices will clearly indicate a warning against hazardous conditions if the machine or equipment is energized.

VI.
Periodic Inspections
An authorized employee will make an initial evaluation on all machines with multiple sources of power and stored energy, not using lockouts and tagouts on the specific equipment or machines. Environmental Health & Safety will evaluate the lockout\tagout program annually during the month of July. The inspection/evaluation date will be documented on the Annual Inspection Report (Appendix A) and maintained as a part of this program until replaced by the next annual evaluation.

An annual inspection will be made on the energy control procedures to:


1.
Ensure that the procedures are being followed.


2.
Review the responsibilities of each authorized employee using lockout devices and each authorized and/or affected employee using tagout devices and their additional training.


3.
Document each inspection for the file giving the inspector's name, the discrepancies found, and the corrective action taken.

VII.
Accidents
Environmental Heath & Safety is fully responsible for investigating all lockout/tagout accidents, and reporting the cause of the accident to appropriate departments.  If the accident involved the control of hazardous energy with a single lockout source, the Energy Source Determination Checklist (Appendix B) will be completed and a specific procedure will be written and included before the work is continued.

VIII.
Training and Communication
All employees who use a lockout or tagout device and all employees whose job would be affected by someone using lock(s) or tag(s) will receive training. (When tags are used, all employees with access to the plant will be briefed on the area, machine, and the type of hazard tagged out.)  Plant Services and/or E.H. &S. will provide and record training (Appendix C) and certify that the employee training has been completed. The training for affected employees will include:


1.
The purpose and use of the energy control procedures, including the knowledge and skills required for the safe application, usage, and the removal of the energy control devices.


2.
Recognition of applicable hazardous energy sources, the type and magnitude of energy sources in the workplace, and the means and methods necessary for energy isolation and control.


3.
The prohibitions of restarting or removing the isolating devices from a "safe" or "off' position on machines or equipment that are locked or tagged out.


4.
The facility's standardized colors, shapes, and sizes of lockout/tagout devices and the standardized prints and formats of tagout devices.


5.
The physical limits of a tag (as a warning device) and the lack of physical restraint for machine restart as compared to a lock device.


6.
Tagouts are not to be ignored, or bypassed for any reason, and they will not be removed except by the authorized person.


7.
Tagout devices will be legible, understandable and durable enough to withstand the environment including moisture and corrosion.


8.
Tags must be securely attached to the energy isolating devices so as not to be inadvertently or accidentally detached.


9.
The false sense of security associated with tag use.


10.
The procedures for the annual inspections conducted by an authorized employee that is not using the inspected energy control procedures.


11.
All authorized and affected employees will be retrained whenever there is a change in their job assignment, a change in the machines or equipment used that presents a new hazard, or when there is a change in the energy control procedure.  Plant Services and/or E.H. &S. will provide the retraining.


12.
Retraining will also be performed when inspection reveals, or whenever there is reason to believe, that there are deviations from, or inadequacies in the procedures.

IX.
Specific Lockout/Tagout Procedures

1.
Sequence of lockout by an authorized person


a.
Notify all affected employees that servicing, or maintenance, is required on a machine or equipment.  It must be shut down and locked out to perform the service or maintenance.


b.
Refer to the procedures to identify the source, magnitude, and hazards of energy and the methods needed to control the energy.


c.
Shut down the machine or equipment and apply the assigned individual lock(s) or tag(s) to the energy isolating device(s).


d.
Stored or residual energy must be dissipated or restrained.


e.
After the sources are disconnected and no employee is exposed, a qualified individual will check the operating controls to verify that the equipment will not operate because of unrelated voltage backfeed.  If the circuit to be tested is more than 600 volts, nominal, the test equipment will be checked for proper operation immediately before and after the test.

NOTE: Operating control(s) will be returned to "neutral" or "off" position after the test.


2.
Restoring the equipment to service


a.
Check the machine or equipment and the surrounding area to make sure non-essential items have been removed, the components are intact, and no employee is exposed.


b.
After guards have been reinstalled and employees are in the clear, remove all lockout and tagout devices and re-energize the machine or equipment.


c.
Notify the affected employees that the work is completed and the machine or equipment is safe and ready to use.

X.
Running Adjustment Procedures

1.
Running adjustment procedures are limited to applications requiring the energization of equipment to complete a task that cannot be done while the equipment is locked out. This requires appropriate personal protective equipment. Some examples of the procedures are:


a.
A machine which must be in motion to make final adjustments.


b.
A machine which must be in motion to remove production materials.


c.
A machine which must be in motion to "thread-on" new carrier ropes, belts, etc.


d.
An electrical circuit that must be energized to test for continuity.


e.
A pipeline system that must be filled for testing or inspection purposes.


2. 
When standard lockout procedures cannot be used to accomplish the necessary task, the following procedures shall be used:


a.
The operating controls will only be operated by a qualified operator/craftsman.


b.
The qualified operator/craftsman will attend the controls at all times when the controls are not logged out.


c.
The equipment will be operated at the slowest speed possible consistent with performing the job.


d.
All personnel will remain in view of the person operating the controls, or other means of communication will be established.


e.
Extension tools which minimize personnel exposure will be used where possible.


f.
All personnel will be trained in the exact procedure to be followed.


g.
All personnel will be positioned beyond the reach of other machine elements or sections which are not locked out and offer the potential for exposure. In any instance where a necessary work position offers exposure to other sections or elements of the machine, such other sections will be locked out before exposure occurs.


h.
Anytime that communications are lost between the operator and work crews, or anytime that established procedures cannot be followed, all work offering potential exposure will be stopped until agreement is reached on exactly how to proceed.

XI.
Group Lockout Procedures
Lockbox procedures are intended and designed to provide isolation at any identified worksite without the necessity for every workman to apply personal lockout devices on every control device that could otherwise influence his/her individual worksite. Some examples of applications are:


1.
Multiple crews or employers working on the same job, machine or system.


2.
Complex machine systems with multiple control locations.

XII.
Group Lockout Requirements


1.
The procedure must be formally produced, all affected personnel trained, and adequate equipment obtained before work being done.


2. 
Overall authority must be vested in a designated and specifically qualified supervisor for each shutdown conducted under lockbox procedures.


3. 
Each lockbox shutdown will be conducted with a shutdown checklist. Where numerical identification systems are used, controls will be listed by both identification system and common name.


4. 
The responsible area supervisor, with assistance as necessary, must review the job shutdown checklist to assure that it is accurate and complete before each shutdown.


5. 
Each item on the job lockout checklist will have boxes or space for the lockout crew to sign off when individual items are deactivated, locked out and tested.


6. 
The minimum permissible lockout crew will not be less than two fully qualified employees.


7. 
The job supervisor/designated lockout coordinator must participate as one member of the lockout crew that deactivates, secures, and tests each control on the checklist.


8. 
Additional qualified employees may be added to the lockout crew as job demands or special circumstances dictate.


9. 
When the shutdown job will include work performed by personnel whom the University does not employ, a specifically designated and qualified supervisor from each outside employer must supplement the lockout crew, or the designated control authority must explain the delineated boundaries of the secured equipment to each person before that person can sign in, lock the control box and enter the job.


10. 
All employees working with lockbox shutdown jobs must follow the control requirements. Each person entering the job must sign the sign-in sheet and apply a personal lockout device on the lockbox before he/she enters the job. Each person must also sign back out and remove their own lockout device when they leave the job for the last time each day.


11. 
The designated control authority may leave his/her lock on the lockbox until the job is completed, if desired.


12. 
The job lockbox must be constructed so that the lockout keys are visible within the box but cannot be removed without opening the lockbox cover.


13. 
The lockbox cover must be constructed so that any single lock installed on the cover will prevent the keys inside from being removed.

XIII.
Group Lockbox Sequence

1. 
The sign-in/sign-out sheet will remain with the job supervisor/lockout coordinator until the deactivating is complete, the controls locked out and the control keys are securely locked up inside the lockbox.


2. 
The lockout crew will deactivate, lockout and test each control on the job shutdown checklist.


3. 
The lockout crew will individually sign off for each item on the checklist when they lock each item and again when each item has passed the required test sequence to assure that deactivation is complete.


4.
A minimum of two members of the lockout crew will lock each listed control in the deactivated position, unless the lockout crew is required by this section to be supplemented by a foreman for each outside contractor. Each contractor foreman will also apply an additional lock on each control.


5. 
Each person on the lockout crew will use differently keyed padlocks (not combination locks), to implement the lockbox procedures. Series may be used if no given key is available which will open more than one lock on any given control.

6. 
Padlocks used will be individually identified, or an information tag identifying the user will be attached to the lock.


7. 
When all items on the job lockout checklist are deactivated, locked out, tested and signed off, all keys that will open any control padlock used will be placed inside the job lockbox.

The job supervisor will institute the following procedures in the sequence specified:


1. 
Review the checklist to ascertain that lockout is complete.


2. 
Assure that all keys for the control locks are placed in the lockbox.


3. 
Apply a personal identified padlock on the lockbox to secure all control keys inside. 


4. 
Sign the checklist approving that the lockout is complete.  


5.
Sign and release the sign-in/sign-out sheets to approve personnel entry.


6. 
The sign-in/sign-out sheet(s) will be kept with the job shutdown checklist(s) until the job is completed, all personnel have signed out, and the equipment/system is authorized for restarting. The checklist and sign-in sheets will then be returned to the area supervisor's office and retained as a record.

Work crew personnel may only enter the job in accordance with the following procedures:

1.
Each person must apply a personally identified padlock on the lockbox so the control keys inside are not removable until their lock is removed.


2. 
Review the checklist to assure that the controls influencing your intended work position are locked out and tested.


3. 
Individually sign in on the job sign-in sheet.


4. 
Work crew personnel must each remove their individual padlocks and personally sign back out when they leave the job.

XIV.
Shift Change during Lockout
The authorized personnel of the next shift will be fully briefed in the scope and stage of the work by those being relieved.


1.
When individually keyed and personally identified locks are used on individual machine/system controls, every person on the sign-in sheet must clear the job, sign out and remove their individual locks off the lockbox.  Nobody will be permitted to re-enter the job until the on-coming crew has locked out all controls in accordance with all requirements of this section, and then has provided a new completed checklist and sign-in sheet. Personnel may then lock the new control keys in the lockbox, sign in and resume work.


2.
When series locks with information tags are used in lieu of personally identified locks on individual machine/system controls, the relief lockout crew and job supervisor may relieve their individual counterpart person at the lockbox in accordance with the following procedures:


a.
Sign in on the existing job checklist including the date and time.


b.
Install a personally identified lock on the lockbox.


c.
Each off-going individual will then line out their name on the checklist, initial the change and record the time.  He/she then stands relieved and may remove their personal lock from the lockbox.  The lockbox must be locked at all times securing all keys for individual controls. The locks and information tags on the individual machine/system controls will not be required to be changed or amended. Retesting individual controls is not required.


d.
The on-coming job supervisor will sign both the checklist(s) and personnel sign-in sheet(s) indicating the date and time when supervision authority changed.


e.
When all personal padlocks have been removed from the lockbox and all personnel have signed back out, the job supervisor must sign the checklist(s) and sign-in sheet(s) to authorize re-activating the equipment/system. The supervisor's signature will include the date and time when authorization was granted.

XV.
Definitions

1.
Affected employee: Any person whose job requires him/her to operate a machine/equipment on which servicing or maintenance is being performed under lockout or tagout, or whose job requires him/her to be in an area potentially influenced by the servicing or maintenance being performed.


2. 
Authorized employer representative/authorized individual: An individual who is specifically qualified through proper training and to whom management has designated authority and responsibility for a specific assignment.


3. 
Capable of being locked out:  An energy isolating device is capable of being locked out if it has a hasp or other attachment to which, or through which, a lock can be affixed, or it has a locking mechanism built into it. Other energy isolating devices are capable of being locked out, if lockout can be achieved without the need to dismantle, rebuild, or replace the energy isolating device or permanently alter its energy control capability.


4. 
Energized:  Connected to an energy source or containing residual or stored energy.


5. 
Energy isolating device:  A mechanical device that physically prevents the 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.


6. 
Energy source:   Any source of electrical mechanical, hydraulic, pneumatic, chemical, thermal or other energy, including gravity.


7. 
Hot tap:  A procedure used in the repairs, maintenance, and services on equipment (pipelines, vessels, or tanks) under pressure, to install connections or appurtenances. It is commonly used to replace or add pipeline sections without the interruption of service for air, gas, water, steam, and petrochemical systems.


8. 
Lockout:  The placement of a lockout device on an energy isolating device, in accordance with an established procedure, ensuring that the energy isolating device and the controlled equipment cannot be operated until the lockout device is removed.


9. 
Lockout device:  A device that utilizes a lock, either key or combination type, to hold an energy isolating device in the safe position.


10.
Normal production operations:  The utilization of a machine or equipment to perform its intended production function.


11. 
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 the unjamming of machines or equipment, and making adjustments or tool changes, where the employee may be exposed to the unexpected energization, or start-up of the equipment, or release of hazardous energy.


12. 
Setting up: Any work performed to prepare a machine or equipment to perform its normal production operation.


13. 
Tagout:  The placement of a tagout 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 tagout device is removed.


14. 
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.  It is to indicate that the energy isolating device and the equipment being controlled may not be operated until the tagout device is removed in accordance with approved company procedures.

Appendix A

GONZAGA UNIVERSITY

Annual Evaluation Report
Date(s) of Evaluation: __________________________________________________________

Evaluation completed by: _______________________________________________________

General policy has been reviewed:    Yes/No (Circle one)

Comments on general policy:                                                                                                ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
The following specific procedures have been reviewed: ________________________________

________________________________________________________________________________________________________________________________________________________                                     

The following specific procedures were modified: _____________________________________

________________________________________________________________________________________________________________________________________________________                                     
The following specific procedures were added: _______________________________________

________________________________________________________________________________________________________________________________________________________                                       
Occupational injuries and illnesses, and the accident and injury/illness reports were reviewed:  
     Yes / No (Circle One)

The following injuries resulted from lockout/tagout: ____________________________________

________________________________________________________________________________________________________________________________________________________                               
If injuries are listed above, indicate procedure number for applicable equipment, process or machinery. These procedures will be reviewed and modified as necessary: _________________
________________________________________________________________________________________________________________________________________________________

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________                                                                           

                                                                                                                                                       Signature:                                                                                  Title: ______________________                     
Date: __________________                                                                                        
Appendix B

GONZAGA UNIVERSITY

Lockout/Tagout

Energy Source Determination Checklist
Date: _______________________________
In order to determine all energy sources for each piece of equipment, all questions will be answered.  Circle "yes" or "no" or fill in the blank.  If the question does not apply, write N/A in the blank.

Location: ____________________                        
Work Center: __________________ 

Line: _______________________                            
Equipment No.:_________________ 

 
Equipment Name: ______________                         
Model: ________________________
Serial No.:_____________________                                                         


Lockout/Tagout Procedure No. Assigned: _____________________________________
Does this equipment have:
Electric power (including battery)?
Yes / No

If yes, Motor Control Center (MCC) or power panel and breaker number​:___________________ Does it have a lockout device?
Yes / No

Battery location:_______________________________________________________________ Battery disconnect location:______________________________________________________                                     

Mechanical power?
Yes / No

Mark each type of energy source that applies:

1. 
Engine driven?


Yes / No

If yes, switch or key location:_______________________________________________

Is lockout device installed?
Yes / No

If no, method of preventing operation:________________________________________                                              

2.
Spring loaded?


Yes / No  

If yes, is there a method of preventing spring activation? Yes / No

If no, how can spring tension be safely released or secured?______________________ ______________________________________________________________________                                                                        

3.
Counter weight(s)?  

Yes / No 

If yes, does it have a method of preventing movement?
Yes / No

If yes, can it be locked?

Yes / No

If no, how can it be secured________________________________________________

4.
Flywheel?


Yes / No

If yes, does it have a method of preventing movement? 
Yes / No

If no, how can it be secured?_______________________________________________                                                                           

5.
Hydraulic power?
Yes / No

If yes, location of main control/shut off valve___________________________________ Can control/shut off valve be locked in "off" position?
Yes / No

If no, location of closest manual shut off valve__________________________________             
Does manual shut off valve have lockout device?

Yes / No


If no, what is needed to lock valve closed?____________________________________                                               

6.
Pneumatic energy?
Yes / No


If yes, location of main control/shut off valve​___________________________________             
Can control/shut off valve be locked in "off" position?
Yes / No


If no, location of closest manual shut off valve__________________________________             
Does manual shutoff valve have lockout device?

Yes / No 

If no, what is needed to lock valve closed?____________________________________            
Is there a bleed or drain valve to reduce pressure to zero?   Yes / No 

If no, what will be required to bleed off pressure?_______________________________                                             

7.
Chemical system?
Yes / No


If yes, location of main control/shut off valve___________________________________             
Can control/shutoff valve be locked in off/closed position?
Yes / No


If no, location of closest manual shut off valve__________________________________             
Does manual shutoff valve have lockout device? 

Yes / No

If no, what is needed to lock valve closed?____________________________________ 
Is there a bleed or drain valve to safely reduce system pressure and drain system of chemicals?
Yes / No 

If no, how can system be drained and neutralized?______________________________            
What personal protective clothing or equipment is needed for this equipment?​________ 
______________________________________________________________________                                                                                          

8.
Thermal energy?
Yes / No

If yes, location of main control/shut off valve___________________________________ Can control/shutoff valve be locked in "off,' or closed position?
Yes / No


If no, location of closest manual shutoff valve__________________________________

Does manual shutoff valve have lockout device?
Yes / No


If no, what is needed to lock valve closed​_____________________________________
Is there a bleed or drain valve to safely reduce system pressure and temperature and drain system?    
Yes / No

If no, how can system pressure and temperature be reduced and drained?___________

______________________________________________________________________ 


What personal protective clothing or equipment is needed for this equipment?________



______________________________________________________________________                                                                                        

Additional precautions, such as chemical reactions and fire hazards, not noted before:________

____________________________________________________________________________                                                                                                                                                Recommendations or Comments__________________________________________________

________________________________________________________________________________________________________________________________________________________                                                                   

Completed by:____________________________________________________
Reviewed by:_____________________________________________________                  

Approved by:_____________________________________________________                                
Appendix C

GONZAGA UNIVERSITY

Training Record/Certification

For Lockout/Tagout

Date:______________________________________         
This is to certify that the undersigned has conducted training in accordance with WISHA/OSHA and the provisions of our company's Lockout/Tagout Program.

	Name
	Signature
	Training
(Authorized, Affected or Other)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Instructor's Name:                                                                                                             .  
Instructor's signature:                                                                                                        .   
Appendix D

GONZAGA UNIVERSITY

List of Authorized Lockout/Tagout Employees

	Work Center
	Lock#
	Name 
	Mechanical
	Electrical
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