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I. Introduction

This standard provides energy control procedures to establish and maintain safe working conditions during set-up, servicing and maintenance of machines, processes and systems where the unexpected start-up or release of stored energy of machines could cause injury to college employees and/or contracted employees. This policy is structured to comply with the requirements of 29 CFR 1910.147 Control of Hazardous Energy.

Augustana College is committed to providing a safe working environment and believes employees have a right to know about hazards associated with their work. All employees will have access to pertinent safety information through their supervisors. The employees who work on the equipment are best able to know and detect potential hazards. When safety concerns arise, employees are encouraged to contact their supervisor or Human Resources. It shall be the duty of each employee to become familiar with the contents of this program and ensure compliance with its procedures. Department heads shall ensure that employees under their supervision receive training in the contents of this program and ensure records of trainings are maintained.
II. Standard Operating Procedure
A. Purpose

This procedure establishes the minimum requirements for the lockout or tagout of energy isolating devices. It is established to ensure that machinery or equipment is isolated from or protected from hazardous energy and locked out or tagged out before employees perform service or maintenance activities where unexpected energizing, start-up or release of stored energy could cause injury. Equipment and machinery are not to be maintenance while in operation.
B. Preparation for Lockout or Tagout

The authorized employees will conduct a survey prior to beginning the service/maintenance action to locate and identify all isolating devices such as switches, valves or other energy isolating devices which apply to the equipment to be locked out or tagged out. Authorized employees shall also develop a sequencing plan for the shutdown of equipment and obtain the appropriate energy isolating devices required to establish a lockout condition.

Lockout is the preferred method of isolating equipment or machines from energy sources. New equipment or modification of existing equipment will be installed with lockout capability. Tagout will only be used when it can be proven that the tagout procedures offer an equivalent level of protection as would be afforded by the use of a lock and lockout device.
C. General Lockout/Tagout Steps

1. The Facilities Manager will designate an authorized employee who will be responsible for notifying all affected employees that the machine will be locked out. The designated authorized employee will enter the necessary information in the lockout/tagout log book.
2. If the machine or equipment is operating, the authorized employee will shut it down by the normal stopping procedure. The authorized employee will turn off energy controls on the equipment, then turn off and lockout all energy sources according to the equipment specific lockout/tagout procedure sheet.
3. The authorized employee will then lockout and/or tagout the energy isolating devices with their assigned individual lock or tag.
4. After ensuring no personnel are exposed, the authorized employee will test the lockout by trying to operate the equipment. Stored energy such as springs, elevated machine members, rotating flywheels, hydraulic systems and air, gas, steam or water pressure must be dissipated or restrained.
5. The authorized employee will then return the operating controls to the "neutral" or "off” position.
6. The equipment is now locked or tagged out.
D. Testing or Positioning Equipment

1. If lockout/tagout devices must be temporarily removed to test or position a machine, the authorized employee must take the following steps:

a. Clear the machine of equipment or tools

b. Ensure that all employees or contracted employees are removed or in a safe position

c. Remove lockout/tagout devices as stated in the equipment specific procedure

d. Energize the equipment and proceed with testing or positioning

e. De-energize the equipment and replace the lockout/tagout devices as outline in the procedure.

f. Continue with the servicing and/or maintenance

E. Restoring Lockout/Tagout Equipment to Operating Condition

1. After the servicing and/or maintenance is complete and the equipment is ready for normal production operations, before lockout and/or tagout devices are removed or restored to the machine, the authorized employee will:
a. Inspect the work area to ensure that tools and other items have been removed and that other components of the machine are operationally intact.

b. Replace any guards that may have been removed.

c. Check the work area to make sure that all employees or contracted employees have been removed or safely positioned
d. The authorized employee starts the machine or equipment according to the procedures.

F. Plug Connected Equipment


Plug-in cord equipment operated by a single electrical source of 100 volt power will be unplugged and a Tagout sign attached to the plug, unless the plug is under the exclusive control of the employee or within arm’s reach or constant sight of the employee. If plug-in cord equipment has multiple energy sources or an electrical power source of more than 110 volts, the authorized employee will use a plug lockout device secured by their personal lock.

G. Lockout/Tagout Procedures Involving More Than One Person

1. If more than one individual is required to lockout or tagout equipment, one employee will be designated by the Facilities Manager as the lead authorized employee who has responsibility for controlling the group lockout.

2. Each authorized person will place their own assigned lockout and/or tagout device on the energy isolating devices.

3. When an energy isolating device cannot accept multiple locks or tags, a multiple lockout or tagout device (hasp) will be used. If lockout is used, a single lock may be used to lockout the machine or equipment with the key being placed in a lockout box or cabinet which allows the use of multiple locks to secure it. The lead authorized employee will place their lock on the lock box.

4. Each employee will then use their own assigned lock to secure the box or cabinet. As each person no longer needs to maintain their lockout protection, that person will remove their lock from the box or cabinet. The lead authorized employee will not remove their lock from the lock box until they have been assured that all work is completed, all start up procedures have been followed, all unnecessary equipment removed and all employees and contracted personnel are accounted for.

5. Shift or Personnel Changes

a. If an authorized employee involved with group lockout must leave the job before completion, because of job reassignment or shift change, the following must be taken:

i. The employee should remove their personal lock and replace it with a department lock

ii. If the employee who is leaving will be replaced by another employee, the replacement employee will place their lock in the opening on the group lockout device created by the departing employee
H. Removing Lockout/Tagout Devices – Other Than Original Applicator


If the employee who applied the lock is not available to remove it, the following steps will be taken:

1. The lead authorized employee will verify that the authorized employee who applied the lock is not on the property

2. The lead authorized employee will make reasonable efforts to contact the employee to inform them that their lock or lockout device is to be removed

3. The employee will be informed that their lock has been removed before the employee resumes work at the facility

I. Outside Contractors

1. The Facilities Manager will notify outside contractors of the lockout policy and procedures used within the college. All contractors must abide by Augustana College lockout procedures to ensure the safety of their employees and college employees.

2. Contractors will be required to submit a written copy of their lockout/tagout procedures and program to Augustana College for review prior to beginning any work which requires lockout/tagout. If the contractor’s policies and procedures are found to be more stringent than college policies and procedures, the contractor can be exempted from following college procedures.
Ill. Training
Training is a necessary and important part of the Lockout/Tagout Plan. All Facilities Management employees will receive training. The Building Maintenance, Utilities Operations and Grounds Maintenance employees receive training as authorized employees and all others as affected employees. All training is recorded electroinically.
Upon completion of the lockout/tagout training program, the Facilities Management employees will be expected to know the following:

A. 
Authorized Employees
1. How to recognize the applicable hazardous energy sources used on the machines and equipment they maintain
2. The type and magnitude of the energy sources
3. The methods and means necessary to isolate and control the energy to the equipment or machinery being maintained
4. The application of procedures for equipment lockout/tagout and return to service
5. Operation of the lockout (physical restraint) and tagout (warning, no physical restraint) systems
6. Operation of the lockout/tagout system when testing or positioning machinery, equipment or components.
7. Procedures for the removal of lockout/tagout devices by persons other than the employee who applied the device
8. Procedures at shift and personnel change
9. Outside contractor requirements and compliance
B. 
Affected Employees


Affected employees will be provided with a review of the lockout/tagout program. These employees will be informed that they shall not remove or attempt to start any equipment that is locked out and/or tagged out.

IV. Recordkeeping
The departmental supervisor will be responsible for keeping the lockout/tagout procedures established for the maintenance and/or servicing of all machinery and equipment in their area of responsibility.

Training and attendance records are maintained electronically by the Office of Human Resources.
V. Accident Investigation
The Facilities Manager and Human Resources will be responsible for investigating all lockout/tagout accidents. If the accident involved:
1. The control of hazardous energy with a single lockout source, a specific procedure will be written and included in the list of written procedures before further maintenance/servicing work is allowed
2. A specific procedure for a piece of equipment for which there was a previously written procedure that procedure will be used during the investigation to determine if the steps were being followed and/or if the procedure needs to be modified to prevent future accidents

A copy of any lockout/tagout accident investigations, with documented follow-up on the completion of corrective actions taken with completion dates, will be maintained in the Human Resources Office and Facilities Services.
VI. Administrative Procedures

The Director of Facilities and Human Resources are responsible for ensuring program effectiveness. This will be accomplished by reviewing the program annually and updating it as needed. Additional training may be needed if inadequacies in employee knowledge or use of energy control procedures are found.
Appendix A
Definitions

1. Affected Employee: An employee whose job requires them to operate or use equipment on which servicing or maintenance is being performed under lockout and/or tagout, or whose job requires them to work in an area in which such activities are being performed.
2. Authorized Employee:  An employee whose job requires them to lock out or tag out equipment in order to perform servicing or maintenance on that equipment. An affected employee becomes an authorized employee when that employee’s duties include performing servicing or maintenance covered under CFR 1910.147.
3.  Capable of being locked out: An energy isolating device is capable of being locked out if it has a hasp or other means of attachment to which, or through which, a lock can be affixed, or it has a locking mechanism built into it. Other energy isolating devices are capable of being locked out if lockout can be achieved without the need to dismantle, rebuild or replace the energy isolating device or permanently alter its energy control capability.
4. Enerqized: Connected to an energy source or containing residual or stored energy.
5. Energy Isolating Device: A mechanical device that physically prevents the transmission or release of energy, including but not limited to the following: a manually operated electrical circuit breaker, a disconnect switch, a manually operated switch by which the conductors of a circuit can be disconnected from all ungrounded supply conductors and, in addition, no pole can be operated independently; a line valve; a block; and any similar device used to block or isolate energy. Push buttons, selector switches and other control circuit type devices are not energy isolating devices.
6. Energy Source: Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal or other energy.
7. 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.
8. Lockout Device: A device that utilizes a positive means such a lock, either key or combination type, to hold an energy isolating device in the safe position and prevent the energizing of equipment. This includes blank flanges and bolted slip binds.
9. Normal Production Operations: The utilization of equipment to perform its intended production function.
10. Servicing and/or Maintenance: Workplace activities such as constructing, installing, setting up, adjusting, inspecting, modifying and maintaining and/or servicing equipment. These activities include lubrication, cleaning or un-jamming of equipment and making adjustments or tool changes, where the employee exposed to the unexpected energizing$ or startup of the equipment or release of hazardous energy.
11. Setting Up: Any work performed to prepare a machine or equipment to perform its normal production operation.
12. Tagout: The placement of a tagout device on an energy isolating device in accordance with established procedure, to indicate that the energy isolating device and the equipment being controlled may not be operated until the tagout device is removed.

13. Tagout Device: A warning device, such as a tag and a means of attachment, which can be securely fastened to an 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.
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