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APPENDIX 7-T-4

CONTROL OF HAZARDOUS ENERGY PROGRAM (LOCKOUT/TAGOUT)

______________________________________________

(Company Name)

1.  PURPOSE:  To define policy and procedures to safeguard personnel whose duties require them to work on or near any system that produces, uses, or stores hazardous energy at   ______________________________.  The (Project Name)_________________________
programs and procedures outlined in this plan are required to prevent personnel injury and damage to equipment.

2.  APPLICABILITY:  This plan is applicable to all _______________________________ 
                                                                                                 (Company Name)
personnel and all subcontractor personnel performing work at __________________________.

 




                                                      (Project Name)

3.  REFERENCES:
a.  29 CFR 1910.147

b.  ER 385-1-31, Section 12
 c.  EM 385-1-1

4.  POLICY:
a.  Prior to any employee of ____________________________ performing any service or
(Company Name)

maintenance on any system at _______________________________ where the system 

                                                (Project Name)

could be energized, started up, have a release of kinetic or stored energy, the system shall be isolated in accordance with proper clearance procedures to ensure the safety of personnel and protection of equipment.  An inventory of systems and equipment requiring clearance at __________________________________________ is at Appendix F. 

                                                (Project Name)

The system shall not be considered safe until all hazardous energy control procedures have been implemented and tested to ensure system is de-energized.
b.  Systems with energy isolating devices that are capable of being locked out shall utilize locking devices to control hazardous energy unless the Government Designated Authority (GDA) or the Contractor designated authority has demonstrated and documented that:

(1)  the use of tagout devices will provide full personnel protection as defined in Appendix A,

(2)  all affected personnel are informed that tagout is being used in lieu of lockout, and

(3)  the use of locking devices would entail burdens that exceed any advantage to the use of lockout over the use of tagout devices.

Any safe clearance point that may be accessed by the public or other unauthorized individuals shall, in addition to tagging, be locked or otherwise secured to prevent unauthorized operation.

c.  If an energy-isolating device is not capable of being locked out, the hazardous energy control procedures shall utilize tagout.  When a tagout device is used in lieu of a lockout device, the issuing individual shall have documented substantiation of compliance with the following prior to approving tagout in lieu of lockout;

(1)  all tagout requirements of reference b, and of the hazardous energy control procedures shall be complied with,

(2)  the tagout device shall be attached to the same location, if possible, that the lockout device would have been used.  If this is not possible, then the tag shall be placed as close as possible to the device and in a position that will be immediately obvious to anyone attempting to operate the system.

(3)  additional means shall be employed to provide a level of protection equivalent to that provided by a lockout device.

d.  All employees who service or maintain equipment or machinery or who work in areas where control procedures may be used shall be trained in lockout/tagout procedures.

e.  No one will attempt to operate any switch, valve, or other energy-isolating device where it is locked or tagged out.

f.  Periodic (at least annually) inspections of hazardous energy control procedures for ______________________ shall be conducted by the Corporate Safety Office.

            (Company Name)

g.  All _________________________ personnel performing work at _______________

            (Company Name)        


                          (Project Name)

will be thoroughly familiar with the requirements of this plan and will comply with all provisions of references a, b, and c.
5.  RESPONSIBILITIES:
a.  Project Manager:  As prescribed in references a., b., and c. ______________________ 

      (Name)

is responsible for the safety of all employees at ___________________________.

                                          (Project Name)

He/she is designated the Government Designated Authority (GDA) or CONTRACTOR DESIGNATED AUTHORITY and has overall accountability for this program.  Specific responsibilities under this program include:

(1)  Completing or ensuring completion of this outline.

(2)  Appointing issuing individuals that meet the criteria in reference b. and defining the clearance that they may issue.

(3) Ensuring that ___________________________ employees comply with all of the 
                              (Company Name)

hazardous energy control procedures and requirements of references a., b., and c..

b.  Project Supervisor:  is responsible for the safety of their employees during those activities that require control of hazardous energy and for ensuring compliance with the policies of this document.  Specific responsibilities include:

(1) designating, in writing,___________________________ employees who are 
                   (Company Name)
authorized individuals and types of authorization that each employee has.

(2)  Periodically inspecting work in progress to ensure procedures are being implemented.

(3)  Maintaining a listing of equipment or systems maintained or serviced by employees under his/her supervision which requires lockout/tagout.

(4)  Maintaining manuals and drawings on equipment or systems requiring lockout/tagout.

    
(5)  ensuring initial and periodic training of employees is performed.

(6)  disciplining employees who violate procedures for lockout/tagout.

c. Issuing Individuals:  _____________________________ employees designated in 
(Company Name)
writing as responsible for is issuing safe clearances for __________________ and are 
(Project Name)

identified by name in Appendix B.  The issuing individual shall be responsible for outlining specific procedural steps for isolating equipment or machinery requiring safe clearance.  The procedural steps will be recorded by the issuing individual on the Corporate Safe Clearance Request.  The issuing individual will issue locks, keys, and tagging devices.  The issuing individual is also responsible for ensuring the correctness of the placing of locks and removal of locks and tags.

The issuing individual shall also be responsible for making necessary arrangements with any personnel directly affected by the safe clearance.  Exception to this procedure occurs when the issuing individuals are also the individual performing the work.  When this situation occurs, the issuing individual assumes the role of both the issuing individual and the authorized individual.

c.  Authorized Individuals:  are ___________________________ employees designated in 
   (Company Name) 

writing as qualified to request, receive, and implement energy control procedures at __________________________________________ and are listed in Appendix C.


(Project Name)

They are responsible for utilizing procedures and lockout/tagout devices required by this program.  The authorized individual shall hold a clearance and perform work associated with the clearance only with direct supervision from the issuing individual.  The authorized individual receives from the issuing individual a copy of the outlined hazardous energy control procedures steps as recorded in the Corporate Safe Clearance Request.  This person is responsible for the placing and removing of locks and tags.  Work associated with clearance will not proceed until all associated clearance request entries are completed and signed by the authorized individual and issuing individual.  The authorized individual holding a clearance becomes fully responsible for the equipment or machinery covered by the clearance.  The person authorized to hold the clearance must keep the issuing individual or authority informed of progress or problems on a regular basis.

d.  Corporate Safety Office:  is responsible for assisting in the preparation of this plan and reviewing and approving the policies and procedures.  Additionally, the Safety Office shall conduct audits at least annually to ensure procedures are still correct for the control of hazardous energy.

6.  GENERAL PROCEDURES:

 a.  All safe clearances shall be issued by the issuing individual.  Upon receipt of a corporate safe clearance request, the issuing individual will determine whether:

(1)  an adequate analysis of all hazardous energy control points have been identified

(2)  the proposed procedures for the control of hazardous energy will safely control that energy;

(3)  the personnel performing the work have adequate knowledge of the type, magnitude, and hazards of the energy to be controlled and the proposed method of control.

b.  Upon approval of the safe clearance request, the issuing individual will issue the safe clearance to the authorized individual.                                                                                                                                     
c.  The issuing individual and the authorized individual shall check each detail for safety and shall ensure that isolation points are properly positioned and tagged and/or locked.  Corporate Lockout Request Tag will be placed on each control point where lock is applied.  The person applying the lock to the control point shall be the only person who has the key to the device.

d.  Prior to maintenance or repair work the authorized individual will ensure, through testing, that the system or equipment is de-energized   Testing shall include operation of switches, valve, or other energy isolating devices to ensure system or equipment can not be operated.

e.  Before lockout or tagout devices are removed and energy restored to the system, the following steps shall be taken:
(1)  the work area shall be inspected to ensure all tools have been removed, the equipment or system is operationally intact, and all personnel are removed from the area;

(2)  affected personnel shall be notified that the lockout or tagout devices will be removed. 
f.  Each lockout or tagout device shall be removed from the control point by the person who applied the device.

g.  Safe clearances shall be released promptly by the authorized individual upon completion of work for which the clearance was issued.

7.  GROUP LOCKOUT/TAGOUT:  When maintenance at _______________________________________ is performed by more than one person.

 (Project Name)

The procedures described in paragraph 6 shall be implemented.  In addition to those procedures, each member of the group shall place a personal lock on a group lock box and personal tag on each energy isolation device required to provide protection for the specific work being performed.

8.  LOCKOUT/TAGOUT DEVICES:  Only devices meeting the requirements of references a. and b. shall be used at ________________________.  The lockout devices available for 



(Project Name)
implementing the procedures in paragraph 6 above are listed in Appendix E.

 9.  CAUTION ORDERS:
a.  _______________________________Caution Order Record shall be prepared
         (Company Name)

when each caution order is issued.  Caution orders are issued at any time equipment or systems may be endangered by the operation of automatic controls or the operation of equipment adjacent to that being worked on.  Caution orders shall not be used in lieu of proper lockout procedures.

b.  __________________________ Caution Order Tag will be properly affixed to control 
           (Company Name)

devices and equipment when appropriate.

10.  RECORDKEEPING:
a.  All requests for safe clearance shall be done on _____________________________, 

                         (Company Name)

Safe Clearance Request Form.  Each request will be assigned a number unique to that request.

b.  The facility shall maintain a safe clearance log.  All safe clearances shall be entered in the log as requested, issued, and released.  All actions relative to a safe clearance shall be entered in the log in red ink.

c.  Records of safe clearance shall be maintained by _________________ for three years.

                           (Company Name)

11.  TRAINING:
a.  As prescribed in references a., b., and c., training shall be provided to ________________________ personnel to ensure that the purpose and procedures of the 

     (Company Name)

hazardous energy control program are understood.  Initial training shall be performed prior to individual being added to the list of issuing or authorized individuals at ____________________________________.
    (Project Name)

(1)  Each issuing and authorized individual shall receive training in the recognition of hazardous energy sources, the type and magnitude of energy available in the workplace, and the methods and means for energy isolation and control.;

(2)  Each affected employee shall be instructed in the purpose and use of the energy control procedures;

(3)  All incidental personnel shall be informed of the procedures and prohibitions relating to restarting or re-energizing systems that are locked or tagged out; and 

(4)  When tagout systems are used, employees shall be trained in the limitations of tags.

b.  Employees shall be retrained in hazardous energy control procedures whenever:

(1)  there is a change in their job assignments, a change in systems or processes that present a new energy control hazard, or a change in energy control procedures; or

(2)  periodic inspection reveals, or there is reason to suspect the presence of, inadequacies in or deviations from the employee’s knowledge or use of energy control procedures.

c.  The supervisor shall certify and document all training and retraining.  Certification shall contain such information as the names of employees trained, the time, date, and location of training, the name of the trainer, etc.  All training records shall be maintained by _______________________ for at least 3 years.





(Company Name)                                                                                                                              
12.  PERIODIC INSPECTION AND REVIEW:  Daily inspections shall be conducted to ensure that all requirements of the hazardous energy control procedures are being followed.  Additionally, periodic (at least annually) inspections shall be conducted by Corporate Safety Office to ensure that the hazardous energy control program is being implemented at _________________________________.  Inspections shall be documented and shall specify the 

(Project Name)

system (location where the energy control procedures were inspected, the date of the inspection, the names of employees performing and included in the inspections, and any deficiencies in complying with the hazardous energy control procedures.

13.  SUBCONTRACTOR PERSONNEL:  Whenever activities of subcontractor personnel involve the control of hazardous energy at   _____________________________________






(Project Name)

the following procedures shall be followed:

a.  The Contractor Designated Authority for _______________________


(Company Name)

and the subcontractor shall inform each other of their respective hazardous energy control procedures, coordinate those procedures, and ensure all personnel understand and comply with the hazardous energy control procedures employed for the given task.

b.  A preparatory inspection with the Contractor Designated Authority ___________________________ 

(Name)

and the subcontractor representative shall be conducted to ensure that all affected personnel are aware of the hazardous energy control procedures to be used for the task.

APPENDIX A
DEFINITIONS

1.  Affected Employee - an employee whose position requires him/her to operate or use a machine or system on which servicing or maintenance is being performed under lockout/tagout procedures, or whose job requires him/her to work in an area where a machine or system that is under lockout or tagout is being serviced or maintained.

2.  Authorized Individual - a qualified person who is designated in writing by the designated authority to request, receive, and implement energy control procedures.  The Authorized Individual shall have knowledge of the type, magnitude, and hazards of the energy involved and methods used to control the energy.

3.  Caution Order - a procedure to direct cautious approach to abnormal conditions or equipment or special operating instruction which are to be followed.  Computer generated forms are acceptable.

4.  Caution Order Sheet - record information pertinent to each caution order issued.

5.  Caution Tag - a tag which is attached to equipment to implement the caution order procedure.

6.  Contractor Designated Authority - the person in charge of the project or facility, under contractual agreement with the government, who designates the issuing and authorized individuals and who approves and directs the hazardous energy control program.

7.  Electrical Equipment - any device that produces, consumes, stores, transmits, or converts electrical energy.

8.  Electrical Line - any conductor used in the transmission of electrical energy from one point to another.

9.  Energy Isolation Device - a physical device that prevents the transmission or release of energy.  Includes but not limited to, manually operated circuit breakers, disconnect switches, slide gates, slip blinds, line valves, blocks or similar devices capable of blocking or isolating energy with a position indicator.  The term does not include push buttons, selector switches, and other control circuit type devices.
10.  Energy Source - includes electrical, mechanical, hydraulic, pneumatic, chemical, thermal, nuclear, stored, or other energy.

11.  Full Personnel Protection - when tagout devices are used rather than lockout devices full personnel protection is provided when (1) the tagout device is attached at the same location the lockout device would be attached, (2) all tagout related requirements have been complied with and (3) additional means have been taken to provide a level of safety commensurate with that of a lockout device.  Such additional means include the removal of an isolating circuit element, blocking of a control switch, opening and tagging an extra (separated by distance) disconnecting device or the removal of a valve handle to reduce the likelihood of being energized.

12.  Government Designated Authority (GDA) - the senior government person in charge or his/her appointed representative for the operation being considered.

13.  Hazardous Energy Control Procedures (safe clearance procedures) - the written plan and procedures that clearly and specifically identify the hazardous energy sources and outlines the scope, purpose, responsibilities, and procedural steps for lockout and tagout and the requirements for testing the effectiveness of energy control measures to be used for the control of hazardous energy from stated sources.

14.  Hazardous energy Control Program (safe clearance program) - the written program consisting of energy control procedures and training.

15.  Incidental employee – and employee who, under normal circumstances, would not be in an area where a system is under lockout and tagout but is required to enter or pass through such an area.

16.  Isolation - an activity that physically prevents the transmission or release of energy.

17.  Issuing Individual - a person, qualified by training, who is authorized by the Designated Authority to issue safe clearances.

18.  Lockout - a form of hazardous energy control using the placement of a lockout device, in accordance with established procedures, on an energy isolation device to ensure that the energy-isolating device and the system being controlled cannot be operated until the lockout device is removed.

19.  Lockout Device - a device that utilizes a positive means, such as a key or combination lock, to hold an energy-isolating device in the safe position and prevent the energizing of a system.

20.  Master Tag - a tagging device used for group tagout.

21.  Pressure System - all components of a system that are operated or maintained above atmospheric pressure.

22.  Restricted Area - any area where hazardous conditions exist or have the potential to exist.

23.  Safe Clearance - a definitive operating arrangement whereby an Authorized Individual removes designated equipment or system from service by lockout or tagout.  When issued, the safe clearance is authorization to perform specified work in accordance with the project or facility safe clearance procedures.

24.  Safe Clearance Card - a card/tag for attaching to each operational control point of equipment or system requiring safe clearance.

25.  Safe Clearance Procedure/Program - same as Hazardous Energy Control Procedure/Program.

26.  Safe Clearance Request Form - a form which requests safe clearance, safe clearance releases, and all other pertinent data in connection with the safe clearances is maintained.  Computer generated forms are acceptable.

27.  Stored Energy - energy (electrical, mechanical, or chemical) that might be found in a charged capacitor, loaded spring, chemical solution or other similar hazardous form.

28.  System - includes machinery, equipment, and electrical, hydraulic, and pneumatic lines and their subsystems.

29.  Tagout - a form of hazardous energy control procedure using the placement of a tagout device, in accordance with established procedures, on an energy-isolating device to indicate that the energy isolating device and the system being controlled may not be operated until the tagout device is removed.

30.  Tagout Device - a prominent warning device, such as a tag with means of attachment, that can be securely attached to an energy-isolating device in accordance with established procedures to indicate that the energy-isolating device and system being controlled may not be operated until the tagout device is removed.

31.  Temporary Removal (temporary lift) - the authorized act of working on or operating equipment or system while in energized state and with the removal of hazardous energy control devices.  Temporary lifts must be explicitly detailed in the safe clearance request form and have authorization from both the responsible and authorized individual.

32.  Vacuum Systems - all components of a system that are operated or maintained below atmospheric pressure.

APPENDIX B
ISSUING INDIVIDUALS

The following individuals employed by _______________________________ 

                (Company Name)

are authorized to perform the duties of issuing individuals as described in this plan.

_______________________________

SIGNATURE, Designated Authority

APPENDIX C
AUTHORIZED INDIVIDUALS

The following employees of __________________________________________

          (Company Name)

are qualified by training to request, receive, and implement energy control procedures at _____________________________________ in accordance with this plan.

(Project Name)

_____________________________

SIGNATURE, Designated Authority
APPENDIX D
EMPLOYEES AUTHORIZED FOR GROUP LOCKOUT/TAGOUT

The following employees of __________________________are trained in group hazardous




(Company Name)

energy control procedures at _______________________________ as outlined in this plan.




(Project Name)
_________________________________
SIGNATURE, Designated Authority

APPENDIX E
LOCKOUT DEVICES

The following lockout devices are approved and available for use at _______________________________________ for the control of hazardous energy.

 (Project Name)

Lockout Devices



Authorized Individual
APPENDIX F
INVENTORY OF HAZARDOUS ENERGY SOURCES 

AT

________________________________________

(Project Name)

The following pieces of equipment or system are to be included in the hazardous energy program at

____________________________________________________.

  (Project Name)
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