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[bookmark: _Toc396189547][bookmark: _Toc396408015][bookmark: _Toc396641906][bookmark: _Toc396642290][bookmark: _Toc396730659][bookmark: _Toc406951989][bookmark: _Toc406952220][bookmark: _Toc407460003][bookmark: _Toc456773299][bookmark: _Toc383081414][bookmark: _Toc389640647][bookmark: _Toc393027002]1.0 INTRODUCTION
This Lockout/Tagout Plan establishes the minimum requirements for the lockout of energy isolating devices whenever maintenance or servicing is performed on equipment. Lockout/tagout procedures are used to ensure that equipment is stopped, isolated from all potentially hazardous energy sources, and locked out before employees perform any servicing and maintenance. These procedures are designed to eliminate the unexpected energization or start-up of the equipment or a release of stored energy.
[bookmark: _Toc383081415][bookmark: _Toc389640648][bookmark: _Toc393027003][bookmark: _Toc407460004][bookmark: _Toc456773300]1.1 Definitions
Affected Employee - An employee whose job requires him/her to operate/use a machine or equipment or work in an area in which service or maintenance is being performed under lockout. An Affected Employee becomes an Authorized Employee when that employee’s duties include performing service or maintenance and can demonstrate the proficiency to perform the lockout or tagout sequence for specific pieces of equipment or machinery. 

Authorized Employee - An employee who is certified to lockout or tagout machines or equipment in order to perform servicing or maintenance on that machine or equipment.

Authorized Supervisor – An employee who is responsible for maintaining control over the Company Lock, which is used on a Lock Box during shift transfers.

Company Lock - A lock which is to be used during shift transfer LOTO to secure keys for lockout devices in the Lock Box. The Authorized Supervisor on each shift is to maintain control of the key for the Company Lock in a secure location that allows for use during each shift.

Energy Isolating Device - A mechanical device that physically prevents the transmission or release of energy, including but not limited to the following:

· 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 line valve
· A block and any similar device used to block or isolate energy. 
· Simple push buttons, selector switches, and other control circuit type devices are not energy isolating devices.
Job Lock – A lock or locks which is/are to be used during shift transfers LOTO, and is the first lock to be applied and the last lock to be removed from equipment. A designated Primary Authorized Employee on each shift must be identified by the company and is responsible for maintaining control of the key for each Job Lock in a secure location that allows for use during each shift.

Lock Box – A storage device to be used during a shift transfer that multiple locks can be applied to and is used to hold keys for Job Locks.

Other Employee - An employee whose work operations are or may be in an area where energy control procedures may be performed.

Primary Authorized Employee – An employee on each shift, designated by the company, that is responsible for maintaining control of the key for each Job Lock in a secure location that allows for use during each shift.
[bookmark: _Toc383081416][bookmark: _Toc389640649][bookmark: _Toc393027004]1.2 Compliance with this Plan
All employees must comply with the procedures and restrictions required by this plan. Only authorized employees are permitted to perform lockout or tagout in accordance with this Plan. See Appendix A for a list of Authorized Employees. 

Affected employees are employees who work around or with equipment and are not authorized to perform lockout. They are required to respect the lockout of energy sources; are prohibited from removing locks and tags; and starting locked/tagged equipment.

Other employees or any other employee who from time to time may be in areas where equipment is serviced or maintained. They are required to respect the lockout of energy sources; are prohibited from removing locks and tags; and starting locked/tagged equipment.
[bookmark: _Toc407460005][bookmark: _Toc456773301][bookmark: _Toc383081417][bookmark: _Toc389640650][bookmark: _Toc393027005]1.3 Enforcement of Employee Compliance
Any employee found not to be proficient in their responsibilities, as an authorized employee, will be subject to remedial training or a change in job responsibilities. 

Because of the potential life-threatening injuries that can occur from the accidental startup of equipment or a release of hazardous energy, the procedures in this Plan will be strictly enforced. Escalating disciplinary action will be taken as necessary against both authorized and affected employees.
[bookmark: _Toc407460006][bookmark: _Toc456773302][bookmark: _Toc383081418][bookmark: _Toc389640651][bookmark: _Toc393027006]
2.0 LOCKOUT/TAGOUT PROCEDURES

[bookmark: _Toc407460007][bookmark: _Toc456773303]2.1 General Lockout/Tagout Requirements

1. All machines/ equipment shall be locked out to protect against accidental or inadvertent activation or operation when such operation could cause injury to personnel. Lockout will also apply when working on or near exposed deenergized electrical circuits/parts.

2. Locks, tags, covers, plug boxes, or other hardware which meets the requirements defined by OSHA is provided by INSERT COMPANY NAME. All Locks, tags, covers, plug boxes and other LO/TO hardware will be made available through the INSERT NAME OF PERSON OR DEPARTMENT AND LOCATION.

3. Lockout devices shall be singularly identified. They shall be the only devices used for controlling energy and shall not be used for other purposes.

4. The lockout devices shall indicate, by use of a tag, the identity of the employee applying the devices.

5. Each lockout device shall only be removed by the employee who applied the device.

6. No employee shall attempt to operate any energy isolating device which is locked out.

7. If any employee is exposed to, or has contact with parts of fixed electrical equipment or circuits which have been de-energized, the circuits energizing the parts shall be locked out and tagged in accordance with the requirements of OSHA’s electrical standard. Only those employees who have received special training will be allowed to access any electrical circuits.

8. Only when disconnecting means or other devices are incapable of being locked out, and until lockout capability is provided, will a tagout procedure (without lockout), be utilized. In this type of circumstance, the machine/equipment can never be left unattended during service and maintenance activity.
[bookmark: _Toc383081419][bookmark: _Toc389640652][bookmark: _Toc393027007]2.2 Activities Exempt from Lockout/Tagout
Equipment servicing and maintenance are exempt from lockout/tagout under certain circumstances as follows:

1. Work on cord and plug connected electric equipment for which exposure to the hazards of unexpected energization or accidental start up is controlled by the unplugging of the equipment from the energy source and by the plug being under the exclusive control of the employee performing the servicing or maintenance.

2. Hot tap operations involving transmission and distribution systems for substances such as gas, steam, water or petroleum products when they are performed on pressurized pipelines, provided that continuity of service is essential.
3. Shutdown of the system is impractical, documented procedures are followed, and special equipment is used which will provide proven effective protection for employees.
4. Minor Service and Maintenance - This exception may be used only by trained and Authorized or Affected Employees for activities that are routine, repetitive, and integral to the production process. The work will be performed using alternative measures which provide effective protection. 
Every effort has been made to minimize the need for an employee to by-pass normally guarded areas of equipment by use of tools and/or other devices. Employees are never allowed to touch a moving part on any machine or equipment under any circumstances. If any minor servicing and maintenance activity requires more than one employee, that activity cannot be considered exempt from the lockout/tagout requirement. 
Minor Service and Maintenance Activities Include:
· Minor tool changes
· Minor equipment set up 
· Cleaning/Wiping blankets 	
· Inspecting blankets, rollers, and other press components
· Cleaning/Wiping plates 			
· Performing Minor Control/Quality Adjustments
· Cleaning bearers, cylinders, rollers
· Oiling/Greasing lubrication points
· Mounting plates and blankets
· Clearing minor jams that do not require equipment disassembly
Alternative Measures Include:
· Using the Inch-Safe-Service Method, which is described as follows:

(a) Before any minor servicing is performed, the machine must be stopped and its drive control must be on STOP/SAFE. Servicing and/or maintenance as defined in 29 CFR 1910.147(b) must not be conducted when the components of the machine are moving.

(b) Consistent with the requirements contained in 29 CFR 1910.147 (f)(1) for testing or positioning a machine during servicing, procedures to inch a machine require all employees be positioned so they are not endangered by the reenergization or startup of the machine. In addition, all tools or other implements used during the servicing must be positioned so that no hazard is created for the employees. On presses attended by more than one operator or when it is possible for another employee to enter the frame of be obscured from view of the operator, suitable safety alerting signals must be employed.

(c) By use of the INCH control, the components of the machine are moved to their desired position. Immediately thereafter, the drive control is placed on SAFE by each employee working in a hazardous area before beginning or resuming the minor servicing. 

(d) Steps (b) and (c) are repeated as necessary until the minor servicing is completed. 

· Special tools such as remote oilers and specially designed servicing tools that prevent exposure to hazards.

· Safeguarding devices. Several alternative means of safeguarding the hazardous portions of machines and equipment are presented by the national consensus standards, ANSI B11.19-1990 Performance Requirements for Safeguarding (or more recent edition) and UL/CSA/IEC/EN: 60950-1 Information Technology Equipment - Safety. 

Although ANSI B11.19-1990 Performance Requirements for Safeguarding (or more recent edition) is not all inclusive, it describes effective safeguarding alternatives for the protection of employees. The safeguards described include: 
· interlocked barrier guards
· presence sensing devices, and 
· other devices under the exclusive control of the employee 
Interlocked barrier guards can be considered an acceptable alternative if they are designed control-reliable dual channel hardwired circuit of industrially-rated components that satisfies the design features as specified in ANSI B11.19 or UL/CSA/IEC/EN: 60950-1 with a safety relay or safety PLC to ensure integrity and performance of the safeguarding system. 
Under all circumstances, the individual must have exclusive personal control over the means to maintain the state of the control circuit in a protective mode.

[bookmark: _Toc407460008][bookmark: _Toc456773304][bookmark: _Toc383081420][bookmark: _Toc389640653][bookmark: _Toc393027008]2.3 General Lockout Procedures
All lockout or tagout procedures will follow this general procedure. Equipment may have one or more energy sources that must be isolated and deenergized before service or maintenance. Refer to Appendix B for the Inventory of Equipment Requiring Lockout/Tagout and Appendix C for the Equipment Specific Lockout Procedures.

1. Notify all Affected Employees that service or maintenance is required on a machine or equipment and that the machine or equipment must be shut down and locked out to perform the service or maintenance.

2. The Authorized Employee shall refer to the Energy Control Procedures to identify the type and magnitude of the energy that the machine or equipment utilizes, shall understand the hazards of the energy, and shall know the methods to control the energy.

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

4. De-activate the energy isolating device(s) so that the machine or equipment is isolated from the energy source(s).

5. Stored or residual energy (such as in capacitors, springs, elevated machine members, rotating flywheels, hydraulic systems, gas, steam, air or water pressure, etc.) must be dissipated or restrained by methods such as grounding, repositioning, blocking, bleeding, etc.

6. Lock out the energy isolating device(s) with assigned individual lock(s).

7. Ensure that the equipment is disconnected from the energy source(s) by first checking that no personnel are exposed, then verify the isolation of the equipment by operating the push button or other normal operating control(s) or by testing to make certain the equipment will not operate.  

Caution: Return operating control(s) to neutral of “off” position after verifying the isolation of the equipment.

8. The machine or equipment is now locked out. Service or maintenance is permitted.
[bookmark: _Toc407460009][bookmark: _Toc456773305][bookmark: _Toc383081421][bookmark: _Toc389640654][bookmark: _Toc393027009]2.4 Equipment Repositioning
Some equipment may have to be repositioned before additional service or maintenance can be performed. The following procedures are used to reposition the equipment.

1. [bookmark: _GoBack]Check the equipment and the immediate area around the machine for nonessential items. Remove any items found. Also ensure that the equipment components (particularly guards) are operationally intact.

2. Check the work area to ensure that all employees have been safely positioned or removed from the area.

3. Verify that all controls are in “neutral” or “off” position.

4. Remove the lock or tag from the energy source. If multiple sources were isolated, remove the locks or tags in the required order.

5. Remove any blocking mechanisms. Some blocking mechanisms may require equipment reenergization for safe removal.

6. Reposition the equipment as necessary.

7. Once repositioning of the equipment is completed, follow the appropriate lockout procedure again.

8. Repeat this sequence as often as necessary.
[bookmark: _Toc407460010][bookmark: _Toc456773306][bookmark: _Toc383081422][bookmark: _Toc389640655][bookmark: _Toc393027010]2.5 Equipment Restoration
[bookmark: _Toc407460013][bookmark: _Toc456773310]When the service or maintenance is completed and the machine or equipment is ready to return to normal operating condition, the following steps shall be taken:

1. Check the machine or equipment and the immediate area around the machine or equipment to ensure that nonessential items have been removed and that the machine or equipment components are operationally intact.

2. Check the work area to ensure that all employees have been safely positioned or removed from the area.

3. Verify that the controls are in neutral.

4. Remove the lockout devices and reenergize the machine or equipment. Ensure that the machine or equipment is operating correctly.

5. Notify Affected Employees that the servicing or maintenance is completed and the machine or equipment is ready for use.
[bookmark: _Toc383081423][bookmark: _Toc389640656][bookmark: _Toc393027011]
3.0 SPECIFIC LOCKOUT PROCEDURES
Equipment that requires specific equipment procedures is provided in Appendix C. Refer to those procedures directly.

[bookmark: _Toc407460014][bookmark: _Toc456773311][bookmark: _Toc383081424][bookmark: _Toc389640657][bookmark: _Toc393027012]4.0 LOCKS AND TAGS
Locks are the preferred method for isolating an energy source. Each lock must be individually keyed without duplicates. Authorized employees may use as many locks as necessary to carry out their responsibilities. The locks are identified with unique identifications to alert affected employees as to who applied them.

Tags are only used when locks cannot be applied to the energy source. The tags are designed to withstand routine wear and tear, general weathering, and substantial enough to prevent inadvertent or accidental removal. The tag’s attachment is a non-reusable type, attachable by hand, and self-locking (minimum unlocking strength of no less than 50 pounds). It has a general design equivalent to a one-piece, all environment-tolerant nylon cable tie. Tags are imprinted with the necessary cautionary language such as “Do Not Start”.

[bookmark: _Toc407460015][bookmark: _Toc456773312][bookmark: _Toc383081425][bookmark: _Toc389640658][bookmark: _Toc393027013]5.0 GROUP LOCKOUT
When servicing or maintenance is performed by more than one individual, they will utilize procedures providing all authorized employees with adequate protection involved in the lockout. Each individual will follow the specific equipment procedure and will be able to lock out one or more energy sources per their responsibilities. 

One authorized employee will have primary responsibility for the proper lockout of the equipment.

More than one authorized employee may also be required to lock out one energy source. In that event, each employee will attach his or her self-identifying lock on a multi-lock hasp.

The same procedures for verification of isolation, repositioning, and restarting apply according to the specific equipment lockout procedures.

[bookmark: _Toc407460016][bookmark: _Toc456773313][bookmark: _Toc383081426][bookmark: _Toc389640659][bookmark: _Toc393027014]6.0 REMOVAL OF LOCKS BY OTHERS
Lockout /Tagout devices shall be removed from energy isolating device only by the employee who applied it. It may be necessary to remove a lock attached to an energy source by another authorized employee. 

The Lockout/Tagout device may only be removed by the authorized employee’s supervisor once the following procedure has been met:

1. Notify the INSERT TITLE (e.g. Safety Administrator/Coordinator).

2. Verify that the authorized employee is not at the facility.

3. Make all reasonable efforts to contact the authorized employee to inform him/her that his/her lockout or tagout device has been removed.

4. Prior to lockout/tagout device removal, the authorized employee’s supervisor shall personally inspect the complete machine to ensure the job has been completed, all machine guards have been replaced, safety systems are intact, tools are removed, and no other employees are exposed to unsafe conditions.  If any questions arise as to the status of the job or condition of equipment, the supervisor shall apply his or her lock until the authorized employee is contacted for additional information.

5. If the supervisor has removed the lock to put machine back into production, the form in Appendix F shall be completed and returned to the INSERT TITLE (e.g. Safety Administrator/Coordinator.

6. Prior to the authorized employee whose lockout/ tagout device was removed returns to work, the supervisor will have the authorized employee sign this form.

[bookmark: _Toc383081427][bookmark: _Toc389640660][bookmark: _Toc393027015]7.0 SHIFT/PERSONNEL CHANGES 

7.1 Direct Lock Replacement for Continuous Servicing and Maintenance

When servicing or maintenance activity must be extended into a following shift, where an on-coming Authorized Employee and an off-going Authorized Employee will be at the equipment at the same time, the following procedure is to be followed:

1. Prior to beginning servicing or maintenance during their shift, the off-going Authorized Employee(s) must follow the machine specific procedure in the LOTO plan and apply their personal lock(s) to the energy source(s) lockout point (s). 

2. If more than one employee is involved in the servicing and maintenance, a group lockout device shall be utilized. 

3. The on-coming Authorized Employee (s) who is to continue the service or maintenance on the equipment must first verify that the equipment has been properly locked out and that the start mechanism for the equipment is in the neutral position.  

4. Upon verification, one of the following will occur:

(a) The on-coming Authorized Employee(s) will apply their personal lock on the equipment energy source lockout point(s) before the off-going employee(s) removes their lock, OR;

(b) The off-going Authorized Employee(s) who originally placed the lock on the equipment will remove their lock and it will immediately be replaced with the lock of the on-coming Authorized Employee(s), who is to continue the service or maintenance on that equipment or machine for the following shift.

5. The on-coming Authorized Employee(s) will continue the servicing and maintenance task.  

6. If the servicing and maintenance is completed during the shift, the on-coming Authorized Employee(s) must remove their personal lock from each energy source lockout point and follow the equipment specific reenergization and startup procedures for the equipment as specified in the LOTO program. 

7. If the on-coming Authorized Employee(s) does not complete the servicing and maintenance, the lockout of the equipment will be continued by following Steps 1-4 in this procedure until the servicing and maintenance is completed. Once the servicing and maintenance is completed, the Authorized Employee(s) must follow the equipment specific reenergization and startup procedures for the equipment as specified in the LOTO program.  

7.2 Job Lock for Non-continuous Servicing and Maintenance

When servicing and maintenance must extend into the following shift and there is a gap in time between those shifts, such that an off-going Authorized Employee(s) and an on-coming Authorized Employee(s) are not at the equipment at the same time, then a Job Lock may be used as a shift transfer device. In this instance, the following procedure is to be followed:

1. Once the equipment has been locked out by the off-going Authorized Employee(s) via the machine specific procedure in the LOTO plan, the Authorized Employee(s) must apply their personal lock to each energy source lockout point with a group lockout mechanism. In addition, a Job Lock must also be applied to each energy source group lock mechanism by the shift designated Primary Authorized Employee.

2. At the end of their shift, the off-going Authorized Employee(s) will remove their personal lock, leaving the Job Lock(s) on the group lock mechanism on the energy control point(s). 

3. The on-coming Authorized Employee(s) who is to continue the servicing or maintenance on the equipment must first verify that the equipment has been properly locked out and that the start mechanism for the equipment is in the neutral position.   

4. Upon verification, the on-coming Authorized Employee(s) will apply their personal lock to the group lock mechanism on the energy control point(s) with the existing Job Lock(s) in place.

5. Once the on-coming Authorized Employee’s lock(s) are applied, the servicing and maintenance will continue. 

6. If the servicing and maintenance is completed during the shift, the on-coming Authorized Employee(s) will remove their personal lock. 

7. The designated Primary Authorized Employee will verify that the servicing and maintenance has been completed and the on-coming Authorized Employee(s) will remove their personal lock before the Primary Authorized Employee removes the Job Lock. 

8. The Authorized employee must follow the equipment specific reenergization and startup procedures for the equipment as specified in the LOTO program.

9. If the on-coming Authorized Employee(s) does not complete the servicing and maintenance, the lockout of the equipment will be continued by following Steps 3-5 in this procedure until the servicing and maintenance is completed, then Steps 6-8 are to be followed. 

7.3 Lock Box for Non-continuous Servicing and Maintenance

When servicing and maintenance must extend into the following shift and there is a gap in time between those shifts, such that an off-going Authorized Employee(s) and an on-coming Authorized Employee(s) are not at the equipment at the same time, then a Lock Box may be used as a shift transfer device. In this instance the following procedure is to be followed:

1. The Primary Authorized Employee must lock out the equipment using the Job Lock(s) via the machine specific procedure as specified in the LOTO plan.

2. The keys to the Job Lock(s), must be labeled appropriately, and be placed into the Lock Box.

3. The Authorized Employee(s) performing servicing and maintenance will then put their personal lock on the Lock Box.

4. The Authorized Supervisor must verify that the equipment has been locked out properly and place the Company Lock on the Lock Box.

5. Once the Company Lock has been applied to the Lock Box, the servicing and maintenance will begin. 

6. If the off-going Authorized Employee(s) have not completed the servicing and maintenance activity at the end of the shift, they will remove their personal lock from the Lock Box.  The Authorized Supervisor’s lock remains on the Lock Box and the Job Lock(s) remain on the equipment.

7. The on-coming Authorized Employee(s) who is to continue the servicing or maintenance on the equipment must first verify that the equipment has been properly locked out and the Job Locks are applied.  

8. Once the on-coming Authorized Employee’s lock(s) are applied, the servicing and maintenance will continue. 
9. If the servicing and maintenance is completed during the shift, the on-coming Authorized Employee(s) will remove their personal lock. 

10. The Authorized Supervisor will verify that servicing and maintenance has been completed and remove the Company Lock from the Lock Box.

11. The shift Primary Authorized employee must remove the Job Lock(s) from the equipment before startup and the Authorized employee(s) must follow the equipment specific reenergization and startup procedures for the equipment as specified in the LOTO program.

12. If the on-coming Authorized Employee(s) does not complete the servicing and maintenance, the lockout of the equipment will be continued by following Steps 8-10 in this procedure until the servicing and maintenance is completed, then Steps 12-14 are to be followed. 

[bookmark: _Toc383081428][bookmark: _Toc389640661][bookmark: _Toc393027016]8.0 CORD AND PLUG CONNECTED EQUIPMENT
Refer to Appendix D for the Inventory of Cord and Plug Equipment. If service or maintenance is performed on cord and plug connected equipment the following procedure shall be performed:

1. Unplug equipment from its electrical socket.

2. Place a lockable cover over the plug and a lock on the cover during machine/ equipment service or maintenance.
[bookmark: _Toc407460017][bookmark: _Toc456773314][bookmark: _Toc383081429][bookmark: _Toc389640662][bookmark: _Toc393027017]
9.0 EMPLOYEE TRAINING
[bookmark: _Toc407460018][bookmark: _Toc456773315][bookmark: _Toc383081430][bookmark: _Toc389640663][bookmark: _Toc393027018]9.1 Initial Training
Employees will be trained when they first work with equipment and when procedures or equipment changes. The training is divided according to authorized, affected and other employees.

The training consists of the following:

1. Each authorized employee will receive training in the recognition of applicable hazardous energy sources, the type and magnitude of the energy available in the workplace, and the methods and means necessary for energy isolation and control. They will be trained in the lockout/tagout procedures for any equipment they are specifically authorized to service.

2. Each affected employee will be instructed in the purpose and use of the energy control procedure. They will be prohibited from removing locks or tags and from starting or working on equipment. 

3. All other employees, whose work operations may be in an area where lockout procedures may be utilized, will be instructed about the procedure, and about the prohibition relating to attempts to reenergize equipment that is locked or tagged out.

4. When tagout systems are used, authorized and affected employees will also be trained in the following limitations of tags:

· Tags are essentially warning devices affixed to energy isolating devices, and do not provide the physical restraint on those devices that is provided by a lock.

· When a tag is attached to an energy isolating means, it is not to be removed without authorization of the authorized person responsible for it, and it is never to be bypassed, ignored, or otherwise defeated.

· Tags must be legible and understandable by all authorized employees, affected employees, and all other employees whose work operations are in the area.

· Tags and their means of attachment must be made of materials that will withstand the environmental conditions encountered in the workplace.

· Tags may evoke a false sense of security, and their meaning needs to be understood as part of the overall energy control program.

· Tags must be securely attached to energy isolating devices so that they cannot be inadvertently or accidentally detached during use.
[bookmark: _Toc407460019][bookmark: _Toc456773316][bookmark: _Toc383081431][bookmark: _Toc389640664][bookmark: _Toc393027019]9.2 Remedial Training
Authorized and affected employees are required to complete remedial training whenever there is a change in their job assignments; a change in equipment or processes that present a new hazard; or when there is a change in the energy control procedures. 

Additional retraining will also be conducted whenever an annual review reveals deficiencies, or there is reason to believe the employee's proficiency in using the lockout procedures is not adequate.

The retraining will be designed to reestablish employee proficiency and introduce new or revised control methods and procedures, as necessary.
[bookmark: _Toc407460020][bookmark: _Toc456773317][bookmark: _Toc383081432][bookmark: _Toc389640665][bookmark: _Toc393027020]
10.0 PERIODIC INSPECTION AND ANNUAL CERTIFICATION
An annual review and certification of the lockout procedures in this plan will be conducted to ensure that the proper procedures are being followed.

An authorized employee other than the one(s) utilizing the energy control procedure being inspected will perform the annual review. The periodic inspection will be conducted to correct any deviations or inadequacies identified. Where lockout is used for energy control, the annual review will include a review, between the inspector and each authorized employee, of that employee's responsibilities under the lockout procedure being inspected.

Where tagout is used for energy control, the annual review will include a review of each authorized employee's responsibilities under the energy control procedures.

The individual conducting the review will certify that the annual review has been performed. See Appendix E for the Annual Certification Form. The certification will identify the equipment on which the energy control procedure was being utilized, the date of the review, the employees included in the review, and the person performing the review.
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[bookmark: _Toc383081433][bookmark: _Toc389640666][bookmark: _Toc393027021]Appendix A: Authorized Employees

Employees Authorized to Perform Equipment Lockout or Tagout

	Employee
	Equipment Responsibility

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc389640667][bookmark: _Toc393027022]Appendix B: Inventory of Equipment Requiring LO/TO

	Equipment
	Type of Energy
	Magnitude
	Control Device
	Location of Energy Source
	Upstream Location of Energy Source

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc383081435][bookmark: _Toc389640668][bookmark: _Toc393027023]Appendix C: Equipment Specific LO/TO Procedures


	Lockout Procedure 

	Equipment:
	Manufacturer:

	Department:
	Serial # / ID:

	Type of Energy
	Magnitude

	
	

	
	

	Components controlled by Lockout: Entire Unit

	
The following lockout procedure is provided to assist employees in developing specific procedures to meet the requirements of this instruction.  When the energy isolating devices are not lockable, tagout may be used.

Purpose.  This procedure establishes the minimum requirements for the lockout of energy isolating devices whenever maintenance or servicing is done on equipment.  It must be used to ensure that the equipment is stopped, isolated from all potentially hazardous energy sources and locked out before Authorized Employees perform any servicing or maintenance where the unexpected energization or start-up of the equipment or release of stored energy could cause injury.

Compliance With This Program.  All employees are required to comply with the restrictions and limitations imposed upon them during the use of lockout. Authorized Employees are required to perform the lockout in accordance with this procedure. All other employees, upon observing the equipment that is locked out for servicing or maintenance will not attempt to unlock, start, energize or use that equipment.


	Sequence of Lockout

1.  Notify all affected employees that servicing or maintenance is required on the equipment and that the equipment must be shut down and locked out to perform the servicing or maintenance.


	2.  The Authorized Employee will refer to the lockout procedure to identify the type and magnitude of the energy that the equipment utilizes, understand the hazards of the energy, and know the methods to control the energy.

	
3.  If the equipment is operating, shut it down by the normal stopping procedure (depress stop button, open switch, close valve, etc.).

4.  De-activate the energy isolating device(s) in the following order so that the equipment is isolated from the energy source(s).



	Order
	Locations
	Type LOTO Device

	
	
	

	
	
	

	




Insert Picture




Insert Picture













5.  Lock out the energy isolating device(s) with assigned individual lock(s).

6.  Stored or residual energy (such as that in capacitors, springs, elevated equipment members, rotating flywheels, hydraulic systems, and air, gas, steam, or water pressure, etc.) must be dissipated or restrained by methods such as grounding, repositioning, blocking, bleeding down, etc.


	Types of stored energy
	Methods to dissipate or restrain

	
	

	
7.  Ensure that the equipment is disconnected from the energy source(s) by first checking that no personnel are exposed, then verify the isolation of the equipment by operating the push button or other normal operating control(s) or by testing to make certain the equipment will not operate.


	Method of verifying the isolation of the equipment.

	Attempt to restart.

	8.  The equipment is now locked out.

	Restoring Equipment to Service

When the servicing or maintenance is completed and the equipment is ready to return to normal operating condition, the following steps shall be taken.
1. Check the equipment or equipment and the immediate area around the equipment or equipment to ensure that nonessential items have been removed and that the equipment or equipment components are operationally intact.

2.  Check the work area to ensure that all employees have been safely positioned or removed from the area.

3.  Verify that the controls are in neutral.

4.  Remove the lockout devices and reenergize the equipment in the order designated above, unless otherwise noted in the table below.


	Type of Energy
	Magnitude
	Order

	N/A
	N/A
	1

	N/A
	N/A
	2

	
5.  Notify affected employees that the servicing or maintenance is completed and the equipment is ready for use
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	Department
	Equipment
	Type of Energy
	Magnitude
	Control Device
	Location of Energy Source
	Upstream 
Location of Energy Source
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Lockout/Tagout Annual Inspection Form



Equipment Name:  _____________________________________________________
Date of review:  ____________________	 Date of last review:  ______________


	Equipment Procedure
	Yes
	No
	Corrective Action

	1. Are the type(s) and magnitude of energy correct?
	
	
	

	2. Are the identified lockout point(s) correct?
	
	
	

	3. Is the machine specific LO/TO procedure correct?
	
	
	



Other discrepancies noted and corrective actions taken:  ________________________

______________________________________________________________________



	Employee Review Questions

	1. Does the employee know where the written LO/TO procedures are located?

	2. Does the employee notify affected employees and all other employees in the area before starting the LO/TO procedure?

	3. Can the employee identify all hazardous energy sources that need to be locked out?

	4. Does the employee follow the proper LO/TO procedures for de-energizing the equipment?

	5. Does the employee demonstrate the proper steps for the placement, removal, and transfer of LO/TO devices during shift change?

	6. Does the employee use the proper methods to verify that the equipment was de-energized?

	7. Before releasing the equipment from LO/TO, does the employee do the following:

	      a) Inspect the equipment to ensure it is operationally intact?

	      b) Ensure that all employees are safely positioned?

	      c) Notify affected employees and all other employees in the area that 
      the LO/TO devices have been removed?





Employee Review 

	Employee Name:

	Were any of the answers to questions 1-7 under employee review “No”?

· Yes                       No

	If “Yes” was indicated above, has the employee been retrained?

          Yes                       No

Date of retraining:  ________________________________




	Employee Name:

	Were any of the answers to questions 1-7 under employee review “No”?

· Yes                       No

	If “Yes” was indicated above, has the employee been retrained?

           Yes                       No

Date of retraining:  ________________________________




	Employee Name:

	Were any of the answers to questions 1-7 under employee review “No”?

· Yes                       No

	If “Yes” was indicated above, has the employee been retrained?

         Yes                       No

Date of retraining:  ________________________________



Employee Conducting Inspection

	Name:

	Signature:


Employee Review 
	Employee Name:

	Were any of the answers to questions 1-7 under employee review “No”?

· Yes                       No

	If “Yes” was indicated above, has the employee been retrained?

         Yes                       No

Date of retraining:  ________________________________




	Employee Name:

	Were any of the answers to questions 1-7 under employee review “No”?

· Yes                       No

	If “Yes” was indicated above, has the employee been retrained?

          Yes                       No

Date of retraining:  ________________________________




	Employee Name:

	Were any of the answers to questions 1-7 under employee review “No”?

· Yes                       No

	If “Yes” was indicated above, has the employee been retrained?

         Yes                       No

Date of retraining:  ________________________________




Employee Conducting Inspection

	Name:

	Signature:
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Lockout/Tagout Removal Form



Supervisor’s Name: ___________________________________________

Date of Removal: _____________________

Authorized Employee’s Name: ___________________________________ 

Phone number or method used to contact or attempt to contact employee ___________ ______________________________________________________________________  

Time Contacted: ___________ AM/PM 

Person Spoken to: _____________________________________________________

Name of equipment where energy control device is to be removed: ________________ ______________________________________________________________________

Type of energy control device(s) being removed (e.g., lock or tag): _________________ ______________________________________________________________________

Explanation why the authorized employee’s individual’s energy control device must be removed_____________________________________________________________________________________________________________________________________


_______________________________________ Date: ___________ Time:  ________
Safety Administrator Signature acknowledging awareness  

_______________________________________Date:____________ Time:  ________
Supervisors Signature that machine was inspected and approved for production

___________________________________________________ Date:  _____________
Employee’s Signature acknowledging lock or tag was removed.
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LOCK SIGN OUT FORM


When removing a lock from Lockout/Tagout Station, authorized employees need print their name next to the number that is assigned to the lock or locks selected.  A tag for each lock or locks being used must be completed and attached when the lock is applied. 


	Lock
Number
	
Authorized Person (Print Name)
	
Date

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	12
	
	





[bookmark: _Toc389640673][bookmark: _Toc393027028]Appendix H: Index


(List each department and each piece of equipment along with the corresponding page number for the specific LO/TO procedure.) 
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