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1 SCOPE

1 This instruction describes best practices for lockout/tagout of equipment/machines. Methods spelled out in this document are approved by: 

_______________________





____________________________

Process Owner (3.1)






Management Representative

2 Process Objectives

2 This process is effective when employees are consistently protected from accident or injury by isolation and de-energizing of equipment and machinery before start of service or repair work.

3 Responsibility and Authority

3 Process Owner: Safety Manager has overall responsibility and authority for lockout/tagout processes.

3 Maintenance Manager has day to day responsibility for assuring that lockout/tagout procedures are followed.

3 Authorized (Qualified) Employees are trained in this procedure and are responsible for lockout / tagout of equipment.

3 All other employees are responsible for observing and respecting lockout/tagout practices as implemented and for following all associated rules. 

4 LOCKOUT/TAGOUT PROCEDURE

4 Shut down equipment per shutdown procedures.

4 Identify sources of energy to equipment, nature of hazard and method to control energy.

4 Set all electrical, pneumatic, hydraulic or stored mechanical energy controls to zero by doing one or more of following:

4 Manually trip breakers to machine, control circuit or other electrical systems.

4 Close valves and relieve pressure.

4 Block, wedge, or otherwise secure mechanical energy.

4 Ensure that other equipment and machinery connected in sequence with locked/tagged out equipment and machinery also is locked out. 

4 Lock each isolation point with authorized lockout lock and tag. If locks cannot be applied, affix tags to each isolation point with authorized tagout.

4 Before starting work, verify that isolation and de‑energization has been accomplished.

5 SHIFT CHANGE

5 If a lockout must remain in place for multiple shifts:

5 Transfer keys from one authorized employee to another during shift changeover.

5 Review in full what is locked out and where locks/tags are installed.

5 Incoming authorized employee verifies locks are in place and adequate for job being performed.

5 Incoming authorized employee prints his/her name on installed tags below first shift employee.

5 If any keys are not turned over, replace lock(s) with proper lockout device(s).

6 MULTIPLE WORKERS

6 Whenever two or more employees must perform work on equipment when lockout/tagout procedures are required, each person places a lock or a tag (whichever is appropriate) on all isolation points in addition to that placed by initial authorized employee(s). Team Leader ensures that employees have complied with all aspects of this procedure.

6 When a maintenance crew is working on machinery/equipment that requires lockout / tagout: 

6 Place a lock or a tag (whichever is appropriate) on all isolation points.

6 Place keys inside a lock box, which is locked.

6 Team Leader keeps box key. That person is authorized for equipment being maintained.

6 If shifts / crews change, key is passed to next shift authorized Team Leader / lead person.

6 When work is completed, authorized Team Leader / lead person verifies equipment is safe to be restored and all personnel are clear. Unlock box and give keys to a designated authorized person to remove lockout devices.

7 LOCKOUT/TAGOUT DEVICE REMOVAL

7 Only employee who placed lock or tag on isolation point can remove it.

7 Team Leader or a designated and authorized representative can remove lockout or tagout devices from a piece of equipment or machinery under following conditions:

7 Person has received training in general and machine specific lockout/tagout procedures.

7 Person who placed device on isolation point is not in plant.

7 Attempts to contact authorized employee who placed device on isolation point have not been successful.

7 Authorized employee who placed device on isolation point is informed prior to resuming work (next shift).

7 Inspect work area to make sure all tools are removed, clean up has been completed and equipment or machinery has been completely reassembled.

7 Inspect work area to make 100% sure that all employees are in clear. Notify authorized and affected employees in area that equipment or machinery is about to be started.

7 Remove energy control devices used during work and lockout lock. Only person or people who installed lock and devices does this.

8 OUTSIDE CONTRACTORS

8 Outside contractors performing work on premises must have a lockout/tagout procedure in place. Contractor must present procedure to Company before starting work.

8 Company and contractor ensure employees are following contractors lockout/tagout program.

9 PERIODIC INSPECTION

9 Periodic inspection ensures that lockout/tagout equipment is present where needed. Internal audit verifies that program requirements are being followed.

10 EMPLOYEE TRAINING

10 Training is sufficient to ensure adequate knowledge and skill to apply, use and remove energy controls by Authorized Employees. Training for all other employees provides adequate knowledge to protect them from release of hazardous energy from equipment and machinery.

10 Retraining is provided whenever:

10 A change in job assignment is made requiring new lockout responsibilities. Employees will be taught how to lockout those machines they need to as a result of their job.

10 A change in machines, equipment or process resulting in a new hazard is made.

10 A change in this procedure is made.

10 Authorized employees performance in this application of this procedure is found to be substandard.

10 Training and retraining is documented as written in training procedures.

	EMERGENCY RESPONSE

	Personal Injury:
	- Wear required PPE: gloves, masks.

- Notify qualified EMT, supervisor, dispatch or office at once, to assess injury.

- Depending on injury severity, call 9-1-1 at once.

- Injury to be treated only by trained, qualified personnel.


Report injuries per Injury Reporting work instruction.

	Spills of pollutant materials: 
	- Wear required PPE: gloves, masks.

- Notify supervisor and Environmental Coordinator at once.

- Spills to be handled by trained employees with cleaning materials and equipment located at operating areas. 

- Report significant spill/release on CAR.

See work instruction Spill Control work instruction.

	Fires:
	- Wear required PPE.

- Call dispatch and office at once. Depending on fire scope and extent, call 9-1-1 at once.

- Small, easily contained fires to be handled only by trained employees using fire extinguishers and other equipment located at operating areas.

- Report fire on CAR.


See Fire Prevention work instruction. 
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