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1. PURPOSE

1.1
The purpose of this procedure is to establish procedures ensuring that machines or equipment are isolated and inoperative before employees perform any servicing or maintenance.

2. SCOPE

2.1
This procedure applies to Management Services Northwest, Inc. employees who are authorized to perform maintenance service activities on equipment or processes which present energy hazards and to any employees who are affected by these activities.

3. RESPONSIBILITY

3.1
Managers shall be responsible for ensuring employees comply with this procedure.

3.2
Supervisors shall:

3.2.1
Ensure that employees who are authorized to service equipment have received general lockout/tagout training, as well as specific training on any individual piece of equipment or machine that is to be locked or tagged.

3.2.2
Assign locks, if applicable or tags to authorized employees.

3.2.3
Coordinate activities of contractors that may affect lockout/tagout and energy control procedures within the facility or on equipment.

3.2.4
Ensure that only authorized employee's service equipment or machinery requiring lockout/tagout.

3.2.5
Forward copies of the training forms to the Safety Department.

3.3
Employees shall be responsible for:

3.3.1
Complying with this procedure.

3.3.2
Following safe shutdown and start-up procedures.

3.3.3
Communicating activities to affected employees and other authorized employees, as appropriate.

3.3.4
Ensuring the security of their own lock and key.

3.3.5
Advising their supervisor when equipment needs servicing and following the directions of the authorized employee affecting the use of that equipment.

3.4
The Safety Department shall develop and maintain the Lockout/Tagout (Energy Control) Procedure.

4. OBJECTIVE

4.1
The general company procedure is that lockout is the preferred method of isolating machines or equipment from energy sources and shall be used whenever possible.  If tags are used, additional steps shall be taken as necessary to provide the equivalent safety available from the use of a lockout device.

4.2
The objective of this procedure is to identify the hazards of uncontrolled energy and establish procedures for safe lockout/tagout operations.

5.
PROCEDURE


5.1
Methods of lock and tag identification

5.1.1
Lockout/tagout devices shall be standardized within each facility in at least color, shape or size, and shall be durable for withstanding the environment to which they are exposed for the maximum period of time exposure is expected.

5.1.2
Identifiable lockout/tagout devices shall indicate the identity of the:

5.1.2.1
Locks, which are numbered sequentially (1, 2, 3, etc.), will be used, if available.  If locks are used, one key shall be issued to the employee and the second key may be maintained by his/her supervisor.

5.1.2.2
Tags - For tagout devices, a standardized print and format shall be used.  The print shall be legible and understandable to employees.  The name shall be placed on the tag permanently.  Tags shall be secured by a nylon self-locking tie, which requires cutting the nylon self-locking tie in order to remove.

5.2
Periodic inspections

5.2.1
Periodic inspections shall be conducted at least annually and shall be performed by an authorized employee other than those utilizing the energy control procedure under inspection.  The purpose of each inspection shall be to:

5.2.1.1
Identify and correct any deviations or inadequacies observed.

5.2.1.2
Review each authorized employee's responsibilities under the Lockout/Tagout (Energy Control) Procedure.

5.2.1.3
Review the limitations of tags if tagouts are used.

5.3
Acquiring locks and tags

5.3.1
Supervisors shall provide the necessary equipment to perform lockout and tagout procedures.
5.4
Lockout/tagout procedures - shutdown

5.4.1
The authorized employee shall make a survey to locate and identify isolating devices to be certain which switch(es), or other energy isolating devices apply to the equipment to be locked out or tagged out.

NOTE:  If more than one hazardous energy source (including stored) and/or means of disconnect (electrical, mechanical, or others) may be involved, Section 5.4.1 shall be followed; otherwise, Section 5.4.2 shall apply.

5.4.2
Affected employees shall be notified that a lockout/or tagout system will be utilized and the reason.

5.4.3
If the machine or equipment is operating, it shall be shut down by the normal stopping procedure.  This shall usually be done by depressing the stop button, opening the toggle switch, etc.  In addition, the employee shutting down the machine shall ensure that stored energy is dissipated or properly restrained.

5.4.4
The switch, valve, or other energy isolating devices(s) shall be operated so that equipment is isolated from its energy sources(s).

5.4.5
Lockout/tagout device application

5.4.5.1
Locks or tags shall be affixed to each energy-isolating device only by an authorized employee.

5.4.5.2
Locks and tags shall be singularly identified.

5.4.5.3
Locks shall be affixed in a manner that will hold the energy isolating devices in a safe or off position.

5.4.5.4
Tags that cannot be affixed directly to the energy-isolating device shall be located as safely as possible to the device in a position that will be immediately obvious to anyone attempting to operate the device.

5.4.6
For general notification, the name and description of the equipment that has been locked or tagged out shall be recorded on a bulletin board.

5.5
Lockout/tagout procedures - start-up

5.5.1
After the servicing and/or maintenance is complete and equipment is ready for normal production operations, the area around the machines or equipment shall be checked to ensure that no one is exposed to an uncontrolled energy source.

5.5.2
After tools have been removed from the machine or equipment, guards have been reinstalled, and employees are in the clear, lockout or tagout devices shall be removed and the affected employees shall be notified of the removal.

5.5.3
Lockout/tagout devices shall be removed from each energy isolating device by the employee who applied it, except:  Lockout/tagout devices may be removed by the supervisor when the authorized employee who applied it is unavailable and it is verified that the authorized employee who applied the device is not at the facility.
5.5.4
The energy isolating the devices shall be operated to restore energy to the machine or equipment.

5.6
Testing or positioning machines, equipment, or components

5.6.1
In situations where lockout or tagout devices are temporarily removed from the energy isolating device and the machine equipment energized to test or position the  machine, equipment or component, this sequence of actions shall be followed:

5.6.1.1
The machine or equipment shall be cleared to tools and materials.

5.6.1.2
Employees shall be removed from the machine or equipment area.

5.6.1.3
Lockout or tagout devices shall be removed.

5.6.1.4
Energizing shall be completed and testing or positioning shall be conducted.

5.6.1.5
Systems shall be deenergized and energy control measures shall be reapplied in accordance with the shutdown procedures described in this section.

5.7
Informing outside contractors

5.7.1
The supervisor shall inform outside contractors of the elements of this program and obtain information regarding their lockout/tagout program.  This information shall then be conveyed by the supervisor to affected Management Services Northwest, Inc. employees.

5. DEFINITIONS

6.1
Affected employee -- An employee whose job requires him or her to operate or use a machine or piece of equipment on which service or maintenance is being performed under lockout/tagout, or whose job requires him or her to work in an area in which such service or maintenance is being performed.  Affected employees must be informed when lockout/tagout is being performed.

6.2
Authorized employee -- An employee who performs service or maintenance on machines and equipment.  Lockout or tagout is used by these employees for their self-protection.

6.3
Energized -- Machines and equipment are energized when they are connected to an energy source or they contain residual or stored energy.

6.4
Energy -- The movement or possibility of movement in equipment or machinery.  Whether the power switch is on or off, energy always is present in any powered equipment.

6.5
Energy isolating device -- Any mechanical device that physically prevents the transmission or release of energy.  These include, but are not limited to, manually operated electrical circuit breakers, disconnect switches, line valves and blocks.

NOTE:  Push buttons, selector switches, and other control circuit type devices are not energy isolating devices.

6.6
Energy source -- Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal or other energy.

6.7
Energy control procedure -- A written document that contains those items of information an authorized employee needs to know in order to safely control hazardous energy during servicing or maintenance of machines or equipment.

6.8
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 equipment being controlled cannot be operated until the lockout device is removed.

6.9
Lockout device -- Any device that uses positive means, such as a lock with either a key or combination, to hold an energy isolating device in a safe position, thereby preventing the energizing of machinery or equipment.  When properly installed, a blank flange or bolted slip blind are considered equivalent to lockout devices.

6.10
Normal production operations -- The utilization of machine or piece of equipment to perform its intended production function.

6.11
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 unjamming 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.

6.12
Setting up -- Any work performed to prepare a machine or piece of equipment to perform its normal production operation.

6.13
Tagout -- The placement of a tagout device on any 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.

6.14
Tagout device -- Any prominent warning device, such as a tag and a means of attachment, that can be securely fastened to an energy isolating device in accordance with an established procedure.  The tag indicates that the machine or equipment to which it is attached is not to be operated until the tagout device is removed in accordance with the energy control procedure.
