
Equipment Lockout/Tagout Policy 

Purpose

The purpose of this program is to assure that:

Employees are protected from unintended machine motion or unintended release of energy which could cause injury when they set up, adjust, repair, service, install or perform maintenance work on equipment. 

Applicability

All Physical Plant Employees

Reference

OSHA 29 CFR 1910.147

General

· This program is in effect during normal operation and during maintenance “down” time.

· Outside contractors must follow EMU lockout procedures.

· The power source of any equipment to be set-up, adjusted repaired, serviced, installed or where maintenance work is to be performed and unintended motion or release of energy would cause personal injury, such a power source SHALL BE LOCKED OUT BY EACH EMPLOYEE DOING THE WORK. 

· Safety locks are for the personal protection of the employee and are only to be used for locking out equipment. 

· Safety locks, adapters and “Danger Tags” can be obtained from the Assistant Physical Plant Director.

· Equipment locks and adapters can be obtained from the Assistant Physical Plant Director. The sole purpose of the “Equipment” lock and adapter is to protect the equipment during periods of time when work has been suspended or interrupted. The “Equipment” locks are not to be used as a substitute for the employee’s personal safety lock. 

· One key of every lock issued shall be retained by the employee to whom it was issued and the only other key to the lock shall be retained by Physical Plant office.

· Employees will receive training in general and specific energy control procedure. Training will be conducted by the Assistant Physical Plant Director.

· This energy control program will be evaluated annually by the Physical Plant Director and training reminders on procedures will be provided to employees.

Responsibility - Management

· Overall responsibility for this program is vested in the office of the Physical Plant Director.

· The Assistant Physical Plant Director shall train new employees and periodically instruct their employees regarding provisions and requirements of this lockout procedure.

· Each supervisor shall effectively enforce compliance of this lockout procedure including the use of corrective disciplinary action where necessary.

· Each supervisor shall assure that the locks and devices required for compliance with the lockout procedure are provided to their employees.

· Prior to repairing, servicing, installing or performing maintenance work on equipment the supervisor shall determine and instruct the employees of the steps to be taken to assure they are not exposed to injury due to unintended machine motion or release or energy.

Responsibility - Employee
· Employees shall comply with the lockout procedures.

· Employees shall consult with their supervisor or other appropriate knowledgeable management personnel whenever there are any questions regarding their protection.

· Employees shall obtain and care for the locks and other devices required to comply with the lockout procedures.

Locking Out and Isolating the Power Source
· Equipment main disconnect switches shall be turned off and locked in the off position only after the electrical power is shut off at the point of operation control. Failure to follow this procedure may cause arcing, and possibly an explosion.

· A machine connected to over a 110 volt source of power by a plug-in cord shall have a locking device applied to the plug attached to the cord leading to the machine to be considered locked out. 

· A machine connected to a 110 volt source of power by a plug-in cord shall be considered locked out if the plug is disconnected and tagged with a “Do Not Start” tag. 

· After locking out the power source, the employee shall try the equipment, machine or process controls to ensure no unintended motion will occur or test the equipment, machine or process by use of appropriate test equipment to determine that the energy isolation has been effective. 

· When two or more employees work on the same equipment, each is responsible for attaching his/her lock. Safety locks and adapters are to be fixed on levers and switches in the inoperative (off) position.


· An employee who is assigned to a job and upon arrival finds an “Equipment Lock.” “Adapter,” and “Danger Tag” affixed to the equipment shall affix his/her personal lock to the “Equipment Adapter.” 

Removal of Locks and Restoring Power Source
· Power may be turned on when it is required to perform tests or adjustments. All of the rules pertaining to removing locks and restoring power shall be followed. The equipment shall again be locked out if it is necessary to continue work after completing the test or adjustments. 

· Upon completion of the work, each employee will remove his/her lock, rendering the machine operable when the last lock is removed.

· The employee responsible for removing the last lock, before doing so, shall assure that all guards have been replaced, the equipment is cleared for operation, and appropriate personnel notified that power is being restored. This employee is also responsible for removing the “Equipment” lock and returning it to the Assistant Physical Plant Director.

Emergency Safety Lock Removal
Physical Plant Director will be authorized to remove an employee’s lock under the following conditions:

· Receipt of a written request signed by Assistant Physical Plant Director which shall state the reason the employee is not able to remove the lock. 

· The Assistant Physical Plant Director is responsible for making certain all the requirements for restoring power are followed.
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