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Any School District                 Lock-out/Tag-out Program

The purpose of this program is to ensure that the school district is in compliance with the Occupational Safety and Health Administration’s (OSHA) Lock-out/Tag-out requirements as set forth in 29 CFR 1910.147 and 29 CFR 1910.333, (The Control of Hazardous Energy).
I

n response to the Occupational Safety and Health Administration’s (OSHA) Standard 29 CFR 1910.147 relating to the control of hazardous energy (better known as Lock-out/Tag-out), the school district has developed a program to meet the requirements of the law and protect the health and safety of school personnel. The school district ( Director of Facilities will coordinate the program.

Purpose

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

Compliance with this Program

All school district employees are required to comply with the restrictions and limitations imposed upon them during the use of lock-out. The authorized employees are required to perform the lock-out in accordance with this procedure. ( All employees, upon observing a machine or piece of equipment which is locked-out to perform servicing or maintenance, will not attempt to start, energize, or use that machine or equipment.

At a minimum the program will:

· Identify all powered machinery in all school buildings.

· Identify all sources of energy in all school buildings.

· Identify all energy-isolation devices (switch panels, etc.) in all school buildings.

· Identify employees who use or service powered equipment.

· Provide appropriate procedures for shutting down, locking and tagging-out, and restarting powered equipment in all school buildings.

· Provide personnel with training regarding the Energy Control Program and proper lock-out/tag-out procedures. Training records will also be maintained.

Responsibility

School district personnel will not all be directly affected by the requirements of the law. However, the following categories of personnel will be identified:

· Authorized Employee
· A person who locks or implements a tag-out procedure on machines or equipment, so that they can perform servicing or maintenance on that machine. Authorized employees will be trained in:

· Recognition of hazardous energy sources.

· Types and magnitude of energy sources found in the workplace.

· Means and methods of isolating and/or controlling energy.

· Means of verification of effective energy control and the purpose of the procedures to be used.

· Affected Employee
· An employee whose job requires them to operate or use a machine or piece of equipment on which servicing or maintenance is performed under lock-out or tag-out, or whose job requires them to work in an area where this type of servicing or maintenance is being performed. All affected employees will be instructed in:

· The purpose and use of the energy control procedures and the prohibition relating to attempts to restart or re-energize such machines or equipment.

· Other Employees
· Employees whose work operations take them into areas where Energy Control Procedures may be utilized.

Inspections

( The Director of Facilities or designee will conduct periodic inspections (at least annually) to assure that the lock-out/tag-out procedures continue to be implemented properly and to insure 

that the employees are familiar with their responsibilities under those procedures. The school district will maintain documentation that such inspections are being performed. The documentation will include the following:

· The machine or equipment on which the energy control procedure was used.

· The date on which the inspection was made.

· The employees included in the inspection.

· The name and signature of the person performing the inspection.

Lock-Out Inspection

· When a periodic inspection is made for a lock-out procedure, the inspection will include a review of the authorized employee’s responsibilities under the lock-out procedure being inspected.

Tag-Out Inspection

· When a tag-out procedure is inspected, a review of the limitation of tags, in addition to the authorized employee’s responsibilities under the tag-out procedure being inspected, will be included.

Recordkeeping

Records associated with the lock-out/tag-out program will include but not be limited to the following (see Appendix, pages 11-16):
· Removal of a lock or tag when circumstances do not allow the authorized employee to do the removal.

· Outside contractor notification.

· Verification of de-energization.

· Training.

Standard Energy Control Procedures

The school district recognizes that ( lock-out is the preferred method of isolating machines or equipment from energy sources. It is the district policy that all equipment that is capable of accepting lock-out devices will be locked-out and tagged whenever it is being serviced or receiving maintenance.

Any ( equipment within the school district that will not accept lock-out devices will use tag-out procedures and devices when equipment is being serviced.

It is understood that OSHA regulations require that ( any equipment that has undergone major repair, renovation or modification after October 31, 1989, or any new equipment that has been installed after that date, must accept lock-out devices.

· General Energy Control Procedures/Requirements
· The equipment has no potential for stored or residual energy after shutdown.

· The equipment has a single energy source, which can be readily identified and isolated.

· The isolation and locking-out of that energy source will completely de-energize and de-activate that equipment.

· When equipment is being serviced it will be isolated from the energy source and locked-out.

· A single lock-out device will achieve a locked-out condition.

· The lock-out device will be under the exclusive control of the authorized employee performing the work on the equipment.

· Servicing the equipment does not create other hazards for other employees.

· There have been no accidents involving unexpected activation or re-energization of the equipment during previous servicing.

· Basic Lock-Out/Tag-Out Rules
· All equipment will be locked-out or tagged-out to protect against accidental or inadvertent operation, when this operation could cause injury to personnel.

· No attempt will be made to operate any switch, valve or any other energy- isolating device when it is locked or tagged-out.

Sequence of Lock-Out/Tag-Out Procedures

1. Notify all affected employees that servicing 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 servicing or maintenance.

2. The authorized employee will refer to the school district procedure to identify the type and magnitude of the energy the machine or equipment utilizes, understand the hazards of the energy, and know the methods to control the energy.

3. If the machine or 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) (switches, valves, etc.) so that the machine or equipment is isolated from its energy source. Stored energy (springs, hydraulic systems, air, gas, steam, or water pressure, etc.) will be dissipated or restrained. This will be accomplished by various methods such as blocking, bleeding, grounding, etc.

5. Lock-out and/or tag-out the energy-isolating devices with the appropriate individual locks and/or tags. If a lock cannot be applied a tag will be used without a lock. However, the tag will be supplemented by at least one additional safety measure that provides a level of safety equivalent to that obtained by the use of a lock. Examples include blocking of a controlling switch, removal of an isolating circuit element, etc.

6. After making sure that no personnel are exposed, check the effectiveness of having locked/tagged-out the energy sources. This can be done by operating the push button or other normal operating controls to make sure the equipment will not operate. ( Make sure to return operating controls to “neutral” or “off” positions after performing these tests.

7. A qualified person will use test equipment to test the circuit elements and electrical parts of equipment to which employees will be exposed and will verify that the circuit elements and equipment parts are de-energized.

8. The machine or equipment is now locked-out.

Restoring Equipment to Service

When the servicing or maintenance is completed and the machine or equipment is ready to return to normal operating condition, the following steps will 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 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 lock-out devices and re-energize the machine or equipment.

5. Notify affected employees that the servicing or maintenance is completed and the machine or equipment is ready for use.

6. When the authorized employee who applied the lock-out or tag-out device is not available, the device may be removed under the direction of the employer provided the following requirements are met:

· Procedure provides equivalent safety as would have been exhibited by the authorized employee.

· Verification that the authorized employee is not in the building.

· Make a reasonable attempt to inform the authorized employee that their device was removed.

· Ensure that the authorized employee has this knowledge before resuming work at that facility.

Group Procedures
In the previous steps, if more than one person is required to lock-out or tag-out equipment, each person will place their own personal lock-out or tag-out device on the energy isolating devices. 

When an energy isolating device cannot accept multiple locks or tags, a multiple lock-out/tag-out device (such as a multiple-holed hasp) may be used.

· As an alternative, if lock-out is used a single lock may be used to lock-out the equipment, with the key to that single lock being placed in a lock-out box or cabinet, which allows the use of multiple locks to secure the cabinet.

· Each employee will then use their own lock to secure the box or cabinet.

· As each person no longer needs to maintain their lock-out protection, that person will remove their lock from the multiple lock-out/tag-out device or the lockout box or cabinet, whichever is being used.

Outside Contractors

Whenever outside contractors are working in the school district, the following will occur:

· The contractor will inform the school district of any lock-out/tag-out activity they will be performing, along with the procedures they will be using.

· The school district will inform the contractor of the same information regarding any lock-out/tag-out activities that the school district employees are engaged in while the contractor is on-site.

Lock-Out/Tag-Out Devices

The primary tool for providing employee protection under the standard is the energy- isolating device, the mechanism that prevents the transmission or release of energy and to which all locks or tags are attached. This device guards against accidental machine or equipment start-up, or the unexpected re-energization of equipment during servicing or maintenance. There are two types of energy-isolating devices:

· Those that can be locked.

· Those that cannot be locked.

When the energy-isolating device cannot be locked-out, the employee will tag-out the device until such time when the device is modified or replaced, making it capable of being locked:

· Lock-Out Device
· Provides protection by holding the energy-isolating device in the safe position, preventing the machine or equipment from being energized.

· Tag-Out Device
· Indicated that the energy-isolating device, and the equipment being controlled, may not be operated until the tag-out device is removed.

Regardless of which device is used, they will only be devices issued by the school district and be the only devices used for controlling hazardous energy. Lock-out/tag-out devices will always indicate the identity of the employee applying the devices. Tags will be legible and understandable by all employees.

School Equipment Requiring Lock-Out/Tag-Out

Equipment typically found in schools that would require lock-out/tag-out procedures include the following:

· Boiler Room
· Steam and hot water lines and valves

· Compressors

· Oil/gas burners

· Electrical panels

· Control systems 

· Transformers

· Emergency generators

· Blower systems and exhaust fans

· HVAC Systems
· Disconnect for fans and blowers

· Cafeteria
· Electric slicers

· Garbage disposal

· Food grinders

· Mixers

· Steam kettles

· Ovens (gas/electric)

· Freezers

· Compressor (refrigeration units)

· Automotive/Bus Garage
· Hydraulic/pneumatic lifts

· Compressors

· Tire changers

· Electro/mechanical doors

· Industrial Arts Shops
· Table/radial arm, band saws

· Lathes

· Stationary drills

· Planers/jointers

· Sanders

· Dust collection systems

Training Summary

The school district recognizes that to have an effective Energy Control Program, we must provide our employees with comprehensive training in this area. To meet this need we will conduct training classes for three categories of employees in the following areas:

· Authorized Employees
· Recognition of hazardous energy sources.

· Ability to identify the type and magnitude of energy available in the school district.

· The methods and means necessary to isolate and control this energy.

· Affected Employees
· The purpose and use of the school district’s energy control procedures for equipment that they operate or equipment located in areas in which they work.

· Other Employees
· Appropriate energy control procedures, as well as the fact that they are prohibited from attempting to re-start or re-energize equipment which is locked or tagged-out.

In addition to providing initial training to all the categories of employees listed above, both authorized and affected employees are retrained in the following situations:

· When their job assignments change.

· When there is a change in the equipment that they operate or the process that they are involved with, which presents a new hazard.

· When there is a change in energy control procedures affecting them.

School district employees are also re-trained periodically to keep their knowledge “up-to-date” or whenever employees deviate from the established energy control program.

Equipment Survey
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Verification of De-energization

P

rior to starting work on machines or equipment that have been locked-out or tagged- out, the Authorized Employee must complete this form verifying that isolation and de-energization of the machine or equipment have been accomplished. 

Authorized Employee                                                                                                                         

Building                                                                                                                                               


Machine or equipment on which the energy control procedure has been applied:

                                                                                                                                                             

Energy control procedure reviewed: 
ٱ Lock-out
ٱTag-out
Verification that the equipment operating controls cannot restart.

Attempt to activate the machine/equipment:
ٱYes

ٱNo
Other verification:                                                                                                                                                                                                                                                        


Upon completion of the task, check each of the following:

Testing instruments and equipment visually inspected for external defects or damage before being used to determine de-energization (29 CFR 1910.334(c)(2)).

ٱCompleted
Test equipment shall be used to ensure that electrical parts and circuit elements have been de-energized.

ٱCompleted
For circuits over 600 volts nominal, the test equipment shall be checked for proper operation immediately before and immediately after the test.

ٱCompleted
When completed, please send this form to the Office of the Director of Facilities and Operations where it will be included in the District’s Energy Control Program (LOCK-OUT/TAG-OUT).


Emergency Lock-out/Tag-out Device Removal
I
f an authorized employee, who applied any lock-out or tag-out device, is not able to remove it, then his/her device may be removed by the Director of Facilities and Operations or his authorized designee, provided that all other requirements of 29 CFR 1910.147 (e)(3) have been met.

Authorized employee who applied the energy control device:

                                                                                                                   Date                                Authorized person who removed the energy control device:

                                                                                                            
Date                                 

Verification of efforts to locate, at the facility, the authorized employee who applied the energy control device:

                                                                                                                                                            

                                                                                                                                                            

                                                                                                                                                             

Verification of efforts to contact the authorized employee to inform him/her that his/her lock-out or tag-out device has been removed.

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

Authorized person who removed the device:

Signature                                                                                       
Date                             


Verification that the authorized employee was informed that his/her lock-out or tag-out device has been removed:

Signature                                                                                       
Date                             

When completed, please send this form to the Office of the Director of Facilities and Operations where it will be included in the District’s Energy Control Program (LOCK-OUT/TAG-OUT).


Outside Contractor Notification

T

his form must be completed whenever outside servicing personnel are to be engaged in activities covered by the scope and application of the School District’s written Lock-out/Tag-out Program and in accordance with Federal 29 CFR 1910.147(f)(2)(i) and 1910.147(f)(2)(ii).

As an outside contractor, I have been informed of lock-out/tag-out procedures as written in the District’s Energy Control Program.  I will assure that all of my employees working in the affected area understand and comply with restrictions and prohibitions of the Energy Control Program and lock-out/tag-out procedures.

My reason for being in the building:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      




Name (please print)                                                                        
Date                            Signature                                                                                                                                            Utility/Company                                                                                                                                 

On behalf of the School District, I have been informed of lock-out/tag-out procedures as written in the above Contractor’s Energy Control Program.  I will assure that all School District employees working in the affected area understand and comply with restrictions and prohibitions of the Contractor’s Energy Control Program and lock-out/tag-out procedures.

Name (please print)                                                                        
Date                            Signature                                                                 

Title                                                    Building                                                                                                                                             Area affected                                                                                                                                       

When completed, please send this form to the Office of the Director of Facilities and Operations where it will be included in the District’s Energy Control Program (LOCK-OUT/TAG-OUT).
Periodic Inspection Verification


Inspector                                                                                       

Date                             


Authorized employee applying the energy control procedure:


                                                                                                                                                         


Machine or equipment on which the energy control procedure is being utilized:



                                                                                                                                      


                                                                                                                                                         


Energy control procedure being reviewed:                                                                                          


                                                                                                                                                            
                                                                                                                                                            
                                                                                                                                                             

Deviations or inadequacies observed:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            




Procedural recommendations:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        

A review was conducted of the authorized employee’s responsibilities under the energy control procedure being inspected.


Inspector’s Signature                                                                                              


Authorized Employee’s Signature                                                                                           

When completed, please send this form to the Office of the Director of Facilities and Operations where it will be included in the District’s Energy Control Program (LOCK-OUT/TAG-OUT).









 
Energy Control Program Training Log

	EMPLOYEE NAME
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TRAINING DATE
	RETRAINING DATE
	RETRAINING DATE
	RETRAINING DATE
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