Lockout / Tagout Program
WAC 296-803
Purpose
The purpose of the Lockout/Tagout program at <<COMPANYNAME>> is for employee safety. It is designed to protect individuals who might be involved in or affected by the servicing or maintenance of machines and equipment, from injuries resulting from unintended machine motion or unintended release of energy.
Scope
This program covers all such equipment servicing and/or maintenance activities on <<COMPANYNAME>> property and shall include the work of outside contractors to the degree described here after. Also, certain routine adjusting, cleaning or setup activities performed by employees may be subject to these procedures. Additional reference can be found in WAC 296-803
Program
Management
The Safety Lead shall have the responsibility for the overall management of the Lockout/Tagout Program, including providing for the training of <<COMPANYNAME>> personnel, periodic program revisions as they may become necessary and annual inspections to determine the effectiveness of the procedure. The safety director shall maintain a list of trained, authorized individuals. Supervisors shall ascertain that only authorized persons who have received proper training are initiating Lockout/Tagout procedures. They shall make sure that adequate communication between affected persons takes place when Lockout/Tagout is being used.
Definitions
Lockout is the procedure of blocking the source of energy to a machine or piece of equipment, and keeping it out, in order to perform maintenance or repairs. Lockout is accomplished by placement of a lockout device at the power source of equipment so that the equipment powered by that source cannot be operated until lockout device is removed.
Tagout is the procedure of placing a tag on the power source. It is a special tag which acts as a warning to others the dangers of starting up the equipment. It is not a physical restraint. Tags must be applied by hand and clearly state that the equipment being controlled cannot be operated until tag is removed.
Energy Sources on which lockout/tagout must be used to protect individuals from the release of hazardous energy include but not limited to the following.
· Electrical
· Mechanical
· Pneumatic
· Fluid and gases
· Hydraulic
· Thermal
· Water under pressure
· Gravity
Authorized Person means any employee who has undergone the training prescribed herein for users of Lockout/Tagout.
Training
All employees shall be trained in the recognition of, and compliance with, the warning system.
Authorized employees training shall consist of the following:
· Explanation of the rules.
· How to use the procedure and who to notify.
· Identification of machinery energy sources at <<COMPANYNAME>>
All necessary lockout devices and warnings tags will be issued after training is completed. A training worksheet can be found at the end of this document.  
Lockout / Tagout Rules
Basic Rules for Using Lockout or Tagout System Procedure
1. If an outside contractor is called in to perform work at <<COMPANYNAME>> it shall be the responsibility of the company supervisor involved to advise the contractor of any locks or tags which might affect the contractor or their employees. Whenever a company supervisor actively directs the work of any such workers, it shall be the responsibility of that supervisor to apply lockout/tagout procedures if they are necessary. If an outside contractor creates a hazardous condition for <<COMPANYNAME>> employees by failure to observe or execute proper lockout/tagout procedures, it shall be immediately reported to the safety lead or company supervisor.
2. Lockout/Tagout shall be applied when maintaining or servicing any powered equipment or machinery, whether mechanical, electrical, pneumatic, natural gas, water pressure, hydraulic, thermal, or gravity.
3. The supervisor and/or the mechanic working on the equipment shall direct the Lockout/Tagout procedure. When more than one person working on the equipment, each shall put his/her lock and/or tag on the equipment, as directed by the procedure.
4. If work on equipment which has been locked out tagged is to continue to another shift, the supervisor shall notify any persons on subsequent shifts who might be affected.
5. Each authorized employee using this program shall be issued a lock and key for their use only. Only that person who applied his lock or lockout device may remove it.
6. Certain personnel will be issued locks and/or lockout devices when it becomes evident that routine maintenance, setup or adjustments to their equipment subjects them to hazard from unexpected start up or energy.
7. It shall be the responsibility of the person initiating the lockout/tagout procedure to inform the area supervisor when the machine or equipment is taken out of commission and when it is put back into commission.
8. Each person's lockout equipment (lock, lockout device, or tag) shall have their name affixed to it for easy identification.
9. If it becomes necessary to disable machinery/equipment for tagout by means of blocking hydraulic, electrical, pneumatic or other such systems, only persons qualified to work on those systems shall initiate the tagout procedure.
10. Supervisors shall enforce these lockout/tagout procedures and rules. Violations of these rules are considered serious and must be followed with disciplinary action.
Preparation for Lockout or Tagout
Make a survey to locate and identify all isolating devices to be certain which switch(s), valve(s) or other energy isolating devices apply to the equipment to be locked or tagged out. More than one energy source (electrical, mechanical, others) may be involved.  There is a worksheet at the end of this document to assist you with this.
Sequence of Lockout or Tagout System Procedure
1. Notify all affected employees that a lockout or tagout system is going to be utilized and the reason for it. The authorized employee shall know the type and magnitude of energy that the machine or equipment utilizes and shall understand the hazards thereof.
2. If the machine or equipment is operating, shut it down by normal stopping procedures (depress stop button, open toggle switch).
3. Operate the switch, valve, or other energy isolating device(s) so that the equipment is isolated from its energy source(s). Stored energy (such as that in springs, elevated machine members, rotating flywheels, hydraulic systems, and air, gas, steam, or water pressure) must be dissipated or restrained by methods such as repositioning, blocking, or bleeding down.
4. Lock out and/or tag out the energy isolating devices with assigned individual lock(s) or tag(s). Note: When tagout alone is used (without lockout) energy sources must be disabled (removed fuses or circuit breakers, close valves and remove handles, disconnect wires) so that the same level of safety is achieved as would be achieved with lockout.
5. After ensuring that no personnel are exposed, and as a check on having disconnected the energy sources, operate the push button or other normal operating controls to make certain the equipment will not operate. Note: Return operating control(s) to "Neutral" or "Off" position after the test.
6. The equipment is now locked or tagged out.
Restoring Machines or Equipment to Normal Production Operations
1. After the servicing and/or maintenance is complete and equipment is ready for normal production operations, check the area around the machines or equipment to ensure that no one is exposed.
2. Verify that operating control(s) to "Neutral" or "Off" position.
3. After all tools have been removed from the machine or equipment, guards have been reinstalled and employees are in the clear, reverse the steps and remove all lockout or tagout devices. Operate the energy isolating devices to restore energy to the machine or equipment.
Procedures Involving More Than One Person
In the preceding steps, if more than one individual is required to lockout or tagout equipment, each shall place their own personal lockout device or tagout device on the energy isolating device(s). When an energy isolating device cannot accept multiple locks or tags, a multiple lockout or tagout device (hasp) may be used. Each employee will then use their own lock to secure the multiple lockout device. As each person no longer needs to maintain their lockout protection, that person will remove their lock from the device.
Basic Rules for Using Lockout or Tagout System Procedure
All equipment shall be locked out or tagged out to protect against accidental or inadvertent operation when such operation could cause injury to personnel. Do not attempt to operate any switch, valve, or other isolating device where it is locked or tagged out.
Training Worksheet is found at the end of this document
Equipment Lockout Work Plan is found at the end of this document
Annual Inspection Worksheet is found at the end of this document


 


LOCKOUT/TAGOUT PROGRAM: Training Certification
Department: 										
Training Date(s):									
The following individuals have been trained in the provision of Lockout/Tagout Hazardous Energy Program
Check All That Apply
	Name
	Signature
	Authorized
	Affected
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Attach outline of training topics and materials used (videos and etc.)
Trainer: 					
Supervisor: 					
Reference WAC: WAC 296-803-60005
 


LOCKOUT/TAGOUT PROGRAM: Equipment Lockout Work Plan
Equipment:						Location:					
Work Scope:   												
Contact Person:												
Energy Flow to be Controlled (Check All that Apply)
	· Steam
	· Natural Gas
	· Moving Parts
	· Chemicals

	· Electric Power
	· Compressed Air
	· Pneumatic
	· ____________

	· Control Power
	· Water
	· Hydraulic
	· ____________



Lockout Checklist
· Complete an Equipment Lockout Plan
· Identify all energy sources
· Notify affected employees
· The equipment has been removed from service
· The equipment has been isolated
· Apply lockout devices
· Reduce equipment to a zero-energy state Test and Verify equipment isolation Perform Task
· Notify Supervisor when equipment is available for service
· Return all lockout devices to proper storage
Lockout Points
	Hazard
	Action Required
	Lock #
	Name
	Lock On
	Lock Off

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Reference WAC: WAC 296-803-50005 through 50025


LOCKOUT/TAGOUT ROGRAM: Annual Inspection of Energy Control Procedures
This form is used to inspect energy control procedures for the following equipment/machine:
Basic Information: (Complete/Compare with Existing Energy Control Procedures)
Department: 				 Building: 				Date: 			 Location/Area: 												 Inspector: 												 Authorized Employee(s) Involved: 																						 Other Employees Affected: 																							 Service/Maintenance Activities Requiring Lockout/Tagout: 																																													
Review the current lockout/tagout procedures and indicate whether procedures are satisfactory.  Any procedures marked NO must be explained under Comments/Deficiencies below.
	Control Methods:
	Satisfactory?
	· Yes
	· No

	General Review of Responsibilities and Procedures:
	Satisfactory?
	· Yes
	· No

	Energy Identification:
	Satisfactory?
	· Yes
	· No

	Lockout Device:
	Satisfactory?
	· Yes
	· No

	Energy Release Methods:
	Satisfactory?
	· Yes
	· No

	Lockout Steps:
	Satisfactory?
	· Yes
	· No

	Comments/Deficiencies:

	

	

	

	

	


Certification:
This energy control procedure is adequate (or modified as noted above).  The inspector has reviewed appropriate responsibilities with the Authorized Employee(s).  Tag limitations were inspected, and appropriate affected employees included in this review where tagout devices are used.
Inspector’s Signature:									Date:		
Authorized Employee’s Signature:							Date:		
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