Any District
Hazardous Energy - Electrical Safety and Lock Out/Tag Out Policy Number ######                             

Implementation Date:  TBD              Last Revision Date: ********* 
______________________________________________________________________________

A.  Purpose

1. This program establishes the minimum requirements for the lockout of energy isolating devices whenever maintenance, repairs or servicing is done on equipment in which the potential exists for unexpected energization or start up of the machine or equipment.  It shall be used to ensure that the equipment is stopped, isolated from all potentially hazardous energy sources (including electrical, mechanical, hydraulic, pneumatic, chemical, thermal or other energy) and locked out before authorized employees perform any servicing, maintenance or repair tasks.  

2. All employees are required to comply with the restrictions and limitations imposed upon them during the time equipment is locked / tagged out.  Employees authorized to perform tasks that require energy source lockout are required to perform the lockout in accordance with this program.  No employee shall attempt to start, energize or use equipment that is locked / tagged out.

 3. Employees failing to comply with the provisions of this program shall be subject to progressive disciplinary action, up to and including dismissal.

B.  Applicability

1. Servicing and / or maintenance is defined as workplace activities, including installing, setting up, inspecting, adjusting, repairing, replacing, constructing, modifying machines or equipment.  These activities include lubrication, cleaning, and making adjustments during which the employee may be exposed to the unexpected energization or startup of the equipment.

2. The Lockout / Tagout Program procedures do not apply to servicing and maintenance operations if employees are not exposed to the risk of injury from the unexpected energization, start up, or release of hazardous energy while performing service or maintenance tasks.   

C.  Authorized / Affected / Qualified / Other Employees

 1. Authorized employees shall be defined as personnel who lockout equipment in order to perform servicing or maintenance tasks.  Authorized employees shall be identified on each machine specific Lockout Procedure Check-off form.

 2. Affected employees are employees whose job requires them to operate equipment on which servicing or maintenance is being performed under lockout or whose job requires them to work in an area in which such servicing or maintenance is being performed.  They shall not perform lockout procedures, nor service or repair any locked out equipment.

 3.  Qualified employees shall be knowledgeable about electrical energy hazards and          lockout procedures.  Only qualified employees may lockout electrical equipment. Qualified employees are identified on each Lockout Procedure Check-off form on which electrical energy lockout applies. 

4. Other employees are those whose work may require them to be in areas where lockout is used.

D. Lockout / Tagout Notification Procedures

1. The authorized employee shall inform all affected employees when a piece of equipment is to be locked out for maintenance or servicing.  Such notification shall be either by personal contact, by an announcement over the public address system or by 2-way radio transmission or other management approved communication method(s).

E.  Typical Energy Control Procedures

1. The authorized employee shall be familiar with the type and magnitude of the energy utilized   and shall understand the hazards and means of controlling the energy as generally detailed in this program. 
2.  In order to assure safety, the following equipment energy control conditions must be met:

        a. The machine or equipment has no potential for stored or residual energy or accumulation of stored energy after shutdown that could endanger employees.

        b. The machine or equipment has a single energy source that can be readily identified and isolated.

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

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

        e. A single lockout device shall achieve a locked out condition.

        f. The lockout device is under the exclusive control of the authorized employee performing the servicing or maintenance.
        g. Any exception to the above conditions require that the Maintenance Manager shall write a specific energy control safety procedure for that equipment or process. 
 3. Tagout devices shall not be used as the sole energy control device.  Locks or other approved energy control devices shall be used in conjunction with tags.

 4. Tagout devices, bearing the user's name and date of lockout, shall be used with lockout energy isolating devices.  The tagout attachment shall be fastened at the same point at which the lock is attached.  When the tag cannot be affixed directly to the energy isolating lock, the tag shall be located as close as safely possible to the lock / device, in a position that shall be immediately obvious to anyone attempting to operate the device.

5. The Maintenance Manager shall assure that tags, locks and keys are assigned to specific individuals with means to identify the user of the lock and tag. The Maintenance Manager shall administer an up-to-date inventory and assignment log of all locks and tags. Lockout locks and other lockout hardware shall only be used for lockout purposes. Lost or misplaced locks shall be reported to the Maintenance Manager immediately. 
6. Following the application of lockout / tagout devices, all potentially hazardous stored or residual energy shall be relieved, disconnected, restrained, or otherwise   rendered safe.  The authorized employee should verify, by first attempting a startup then pushing the control circuit stop button, that isolation and de-energization have been accomplished prior to starting work on the equipment.

 7. When locks are applied or when electrical panel doors are locked, the employee doing the locking should keep the lock key on their person until the lock is removed or the door unlocked.  The only spare safety lock keys shall be kept in the Maintenance Manager's office lock box.  In the absence of the employee who applied the lock / tag, the Maintenance Manager or the ****DESIGNATED MANAGEMENT TITLE*****   shall be authorized to remove the lock / tag (following the procedures described in paragraph 8 below).  This may only be done if it is known that the employee who applied the lock or tag is not present and the condition for the equipment being locked out has been resolved.  The authorized employee who applied the lock shall be notified of the lock removal when he/she returns to the worksite.
8. To re-energize locked / tagged out equipment, the authorized employee should:

        a. Inspect the work area to ensure that nonessential items (tools, spare parts, etc.)

            have been removed and that all the machine or equipment components are

            functioning properly.
        b. Check the work area to ensure all employees have been safely positioned or

            have cleared the area.

        c. Advise all affected employees that the equipment shall be energized.  The lockout

            should then be removed and the equipment re-energized.

F.  Temporary Removal of Locks for Machine / Equipment Testing

1. Temporary removal of locks / tags and re-energization of the machinery or equipment is permitted to allow testing or repositioning, provided that specific procedures control the sequence of actions to be taken.  The procedures shall provide maximum safety coverage for employees when the equipment or machinery shall be energized during the course of servicing.  Employee exposure to hazards is high during these transition periods.  To ensure workplace safety, the following sequence shall be followed when testing or repositioning a machine or piece of equipment.

        a. Clear the machines or equipment of tools and materials.

        b. Remove employees from the machine or equipment area.

        c. Remove the lockout and tagout devices.

        d. Energize and proceed with testing or repositioning.

        e. De-energize all systems; isolate the machine or equipment from the energy

            source, and reapply lockout and tagout devices.

 2. The removal of lockout / tagout devices and the re-energization of equipment are permitted only during the time necessary for the testing or repositioning of the machine, equipment, or component, and only when re-energization is essential to accomplishing the servicing task.

G.  Electrical Lockout

1. When any employee is potentially exposed to contact with parts of fixed electric equipment or circuits that have been de-energized, the circuits energizing the parts shall be de-energized / re-energized by an authorized and qualified employee following the procedures described below:

        a. The circuits and equipment to be worked on shall be disconnected from all

            electric energy sources.  Control circuit devices, such as push buttons, selector

            switches and interlocks may not be used as the sole means for de-energizing

            controls or equipment.

        b. Stored electric energy that might endanger personnel shall be released.

        c. Stored non-electrical energy in devices that could re-energize electric circuit

            parts shall be blocked or relieved to the extent that the circuit parts could not be

            accidentally energized by the device.

        d. A lock / tag shall be placed on each disconnecting means used to de-energize

            circuits and equipment on which work is to be performed.  The lock shall be

            attached so as to prevent persons from operating the disconnecting means.

        e. A qualified person (those who have received training in avoiding the electrical

            hazards of working on or near exposed energized parts) shall operate the

            equipment controls or otherwise verifies that the equipment cannot be restarted. 

         f. A qualified person shall use test equipment to test the circuit elements and

            electrical parts of the equipment to which employees shall be exposed and shall

            verify that circuit elements and equipment parts are de-energized. 

        g. A qualified person shall conduct tests and visual inspections, as necessary, to

            verify that all tools, electrical jumpers, shorts, grounds and other such devices

            have been removed.

        h. Employees exposed to the hazards associated with re-energizing the circuit or

            equipment shall be warned to stay clear of circuits and equipment. 

         i. The authorized employee that applied them shall remove the lock and tag.

 2. The above procedures do not apply to work on cord and plug connected electric equipment for which exposure to the hazards of unexpected energization or startup of the equipment 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 task.

H.  Periodic Inspections and Program Review
1. The District shall conduct an annual inspection of each energy control procedure to ensure that the procedures are adequate and are being implemented properly and that the authorized employees involved in the implementation of these procedures are familiar with their responsibilities. The inspections shall be conducted by authorized employees who are not involved with the procedures being inspected.  Any deviations or inadequacies identified during the periodic inspection shall be promptly addressed and corrected.

2. The inspection shall include a review between the inspector and each authorized employee, of that employee’s responsibilities when performing energy control procedures being inspected. 
3. The inspection shall also include a review of this policy that tags alone cannot be used as the sole energy control device.

4.  Inspections shall be certified by the Maintenance Manager in writing.
5.  District management may review and amend this policy at any time in the interest of improved safety. Management and supervision shall continuously seek to assure that best practices are always followed and be open to suggestions from staff on program improvement.
I.  Training

1. The District shall provide training to ensure that the purpose and function of the energy control program are understood by employees and that the knowledge and skills required for the safe application, usage, and removal of the energy controls are acquired by the authorized employees.  The training shall include the following:

        a. Each authorized employee shall receive training in the recognition of applicable

            hazardous energy sources, the type and magnitude of the energy available at

            THE DISTRICT, and the methods and means necessary for energy isolation and control.

        b. Each qualified employee (those permitted to work on or near exposed energized

             parts) shall, at a minimum, be trained on and be familiar with:

             1) The electrical energy control procedures as noted on the Lockout Procedure

                  Check-off form and in this program.

             2) The skills and techniques necessary to distinguish exposed live parts from

                 other parts of electrical equipment. 

             3) The skills and techniques necessary to determine the nominal voltage of

                 exposed live parts.

        c. Each affected employee shall be instructed in the purpose and use of the energy

            control procedure and the dangers associated with removing or tampering with

            energy control devices.

        d. All other employees whose work operations are or may be in an area where

            energy control procedures may be utilized, shall 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.
        e. THE DISTRICT shall certify that employee training has been accomplished and is being

            kept up to date.  The certification shall contain each employee’s name and dates

            of training.  Blank training certification forms are enclosed.

        f. Retraining shall be provided for all authorized and affected employees whenever

            there is a change in their job assignments, a change in machines, equipment or

            processes that present a new hazard, or when there is a change in energy

            control procedures.  Additional retraining shall also be conducted whenever a

            periodic inspection reveals that there are deviations from or inadequacies in the

            employee’s knowledge or use of energy control procedures.

J.  Equipment Replacement, Repair and Modification

1. All new machines and equipment, or all machines and equipment that undergo major repair, renovations or modifications, shall be equipped with energy isolating devices capable of accepting lockout devices.

K.  Outside Contractors

1. Whenever outside servicing personnel are to be engaged in activities covered by this program, THE DISTRICT and the outside employer shall inform each other of their respective lockout / tagout procedures.  THE DISTRICT shall ensure that employees understand and comply with the restrictions of the outside employer’s energy control program.
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