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[bookmark: Introduction]

INTRODUCTION

The [ORGANIZATION NAME] is dedicated to providing a safe and healthy working environment for staff, contractors, and the general public.  To help achieve this goal, the [ORGANIZATION] will promote a comprehensive Lockout Tagout Program that integrates collaborative and cooperative efforts by the affected staff.

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

[bookmark: Authority]AUTHORITY & POLICY

The [ORGANIZATION NAME] follows the authority for executing this Program based on the California Code of Regulations, Title 8, Section 3314 of the General Industry Safety Orders. 

This document requires supervisors and employees to follow basic lockout principles when involved in cleaning, repairing, servicing, setting-up, unjamming and adjusting of energized equipment and systems at any of the [ORGANIZATION]’s facilities.  All employees will comply with this program and applicable procedures at all times.

The [ORGANIZATION] Risk Management department has developed this written program, and each affected Department, with the help of the Risk Management as needed, will be responsible to develop and implement a written energy control procedure specific to their department’s equipment and systems.  This written program provides standards for employee training, basic procedures to ensure safe work practices, and instructions to be used by each Department in preparing individualized procedures.

[bookmark: Scope]SCOPE & PURPOSE

This program applies to employees and supervisors who service or maintain equipment and machines which could either unexpectedly start up, or work in areas where the possibility of the release of stored energy could cause injury to employees. This includes authorized employees who perform repair, servicing and maintenance operation and affected employees who work with the equipment to be locked or tagged out.

This program establishes the minimum requirements for lockout of energy sources that could cause injury to personnel.   Implementation of these program, along with equipment-specific energy control procedures will ensure the proper lockout/tagout (“LOTO”) of energy sources prior to repairing, cleaning, adjusting, or performing similar work on any equipment, machinery, prime movers, and piping systems.  

Energy sources include, but are not necessarily limited to:
1. Mechanical
2. Hydraulic
3. Pneumatic
4. Electrical
5. Compressed air
6. Stored energy
7. Thermal
8. Spring
9. Gravitational
10. Chemical

[bookmark: Definitions]DEFINITIONS

A. Affected employee- is any employee whose job requires them to operate or use a machine or equipment on which cleaning, repairing, servicing, setting-up or adjusting operations are being performed under lockout or tagout, or whose job requires the employee to work in an area in which such activities are being performed under lockout or tagout.

B. Authorized employee or person- is a qualified person who locks out or tags out specific machines or equipment in order to perform cleaning, repairing, servicing, setting-up, and adjusting operations on that machine or equipment. An affected employee becomes an authorized employee when that employee's duties including performing cleaning, repairing, servicing, and setting-up and adjusting operations covered under this section.

C. 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 if it has a locking mechanism built into it.

D. Energy-Isolating Device - a mechanical device that physically prevents transmission or release of energy. Examples: valve locks, chains, u-bolts with locking clips, and cribbing/shoring/blocking devices.

E. Energy Source - a source of energy.   Examples: electrical, mechanical, hydraulic, pneumatic, chemical, and thermal.

F. Lockout - placing a lockout device on an energy-isolating device, under an established procedure, to ensure that the energy-isolating device and the equipment it controls cannot be operated until the lockout is removed.

G. Locked out- refers to the use of devices, positive methods and procedures, which will result in the effective isolation or securing of prime movers, machinery and equipment from mechanical, hydraulic, pneumatic, chemical, electrical, thermal or other hazardous energy sources.

H.  Lockout Device - a device that locks an energy-isolating device in the safe position.

I. Normal Production Operations- is the utilization of a machine or equipment to perform its intended production function.

J. Participant – any other person(s) engaged in the repair, adjustment, testing or setting-up operation in addition to the qualified operator or craftsman having control of the machine operating station.

K. Potential Energy – The stored energy that can be drawn upon to do work (e.g., compressed springs, suspended loads).

L. Prime Mover- is the source of mechanical power for a machine.

M. Procedure - a series of steps taken to isolate and shut down a piece of equipment.  A procedure can be generic or machine specific.

N. Service and/or Maintenance - workplace   activities   such   as   constructing, installing, setting   up, adjusting, inspecting, modifying, and maintaining machines or equipment.   Also includes lubricating, cleaning, unjamming, and making adjustments or tool changes if a worker may be exposed to the unexpected startup of the equipment during such activities.

O. Setting Up - any work that prepares a machine or equipment to perform its normal production operations.

P. Tagout - following established procedures to place a tagout device on an energy-isolating device to indicate that the energy-isolating device and the equipment it controls cannot be operated until the tagout device is removed.

[bookmark: Responsibilities]RESPONSIBILITIES

The responsibility for seeing that these procedures are followed is shared by all employees. All authorized employees will be instructed in the safety significance of the lockout procedure.  Each new or transferred affected employee shall be instructed in the purpose of the lockout procedure, and how to confirm that the equipment-specific procedure has been implemented. All employees shall comply with these procedures at all times.

[ORGANIZATION]’s Risk Manager

A. Prepare, maintain, and revise a written Energy Control (Lockout/Tagout - LOTO) program which complies with the requirements of Cal/OSHA Title 8, Section 3314.
B. Review and revise the LOTO Program:
1. On an annual basis;
2. When changes occur to CCR T8 3314, that prompt revision of this document;
3. When operational changes occur that require a revision of this document; and
4. When there is an accident or near miss that relates to this section.
C. Ensure training is available to all potentially impacted employees and their supervisors on the requirements of the program.
D. Assist (or utilize properly qualified resource) departments in identifying hazardous energy sources and choosing of proper lockout/tagout devices.
E. Perform periodic inspections to ensure compliance with program procedures.
F. Maintain LOTO training records.

Department Heads:
A. Evaluate Department activities to determine which activities are covered by the LOTO Program.
B. Complete a documented inventory of all department equipment, systems, or processes covered by this program.  Inventory to be provided to Risk Management and updated as equipment, systems, or processes change.
C. Ensure a compliant, equipment-specific, written energy control procedures (ECP) are in place when required (see Energy Control Procedures below). Procedures must include designation of the person-in-charge for each department or shop.
D. Ensure that all new and refurbished equipment is capable of accommodating lockout devices.
E. Identify “authorized” and “affected” employees of this Program within Department.
F. Provide approved Lockout/Tagout devices that are consistent across all departments.
G. Ensure that no employee conducts work on equipment requiring energy control procedures until worker is trained and authorized to perform LOTO.
H. Ensure all authorized and affected employees in Department receive proper training on the Lockout/Tagout Program and procedures.
I. Investigate and document all reported accidents and near misses related to LOTO and recommend corrective actions.
J. Should an incident occur, complete a Report of Injury and any additional documentation needed to investigate work related injuries and illnesses following the Illness and Injury Prevention Program.
K. Ensure a documented inspection of the energy control procedures is completed at least annually.  Copies of inspection reports must be provided to Risk Management.
L. Instruct employees in the recognition and avoidance of unsafe conditions.  Ensure that newly hired, newly assigned or reassigned employees are properly trained in all safety procedures associated with their duties.
M. Coordinate work activities with contractors and ensure known or anticipated hazards associated with energy control are reviewed and understood prior to work beginning.

Authorized Employees:
A. Follow procedures developed for lockout/tagout and ensure compliance with equipment.
B. Determine the type(s), magnitude, and hazards to be controlled, and the method(s) or means to control the energy before starting the service or maintenance task.
C. Locate and identify all energy isolation devices that will be locked or tagged out before start of service or maintenance task.
D. Report any lost lockout/tagout equipment immediately to supervisor.
E. Notify affected employees before lockout/tagout procedures are performed and when energy is restored upon completion.
F. Participate in the development of equipment specific energy control procedures and reporting any deficiencies in energy control procedures.
G. Attend and complete assigned training sessions.

Affected Employees:
A. Understand and follow the provisions of the Lockout/Tagout Program.
B. Report to supervisors when lockout/tagout procedures are not followed.
C. Never attempt to operate any machine, process or piece of equipment that is locked or tagged out.
D. Never attempt to remove any locks or tags from energy isolating devices.
E. Attend and complete assigned training sessions.

Contractors:
· Contractors who perform work on [ORGANIZATION] property must adhere to the Cal/OSHA (CCR T8 3314) LOTO procedures. It is the responsibility of the Department Head to ensure these procedures are carried out.
· Contractors must also submit a copy of their LOTO Program and energy control procedures to the Department Head for the work they will perform.
· Contractors are expected to enforce these guidelines at all times while performing work for the [ORGANIZATION].
· Contractors with an insufficient program will not be allowed to begin work until their program meets or exceeds the requirements of this program.
· The Department Head or designated area supervisor should also affix his/her lock on the equipment being Locked out/Tagged out and be the last one to review prior to start-up procedures.
· Contractors will work with the appropriate area supervisor to ensure that safe and proper equipment startup procedures are followed.


[bookmark: Devices]LOCKOUT / TAGOUT DEVICES:

Tags are not to be considered as a positive means of securing equipment but are to be used in conjunction with locks. Tags will be used only to identify that work is being done on a valve, switch, or piece of equipment when injury or property damage could result from the operation. No work is to be done on any operable equipment until the operation of it is prevented by the use of this procedure.

Tags should be used as outlined below:
· Only the standard DANGER tags will be used. These may also include either the words "DO NOT USE" or "DO NOT OPEN" depending on the operations at hand.
· All tags are to be securely attached, dated, and signed by the person performing the work.
· Tags should be destroyed immediately on removal except those that are designed to be re‑used. However, no alterations are permitted.
· No piece of equipment or device should be operated when there is a tag or lock attached, regardless of what the circumstances may be.
· No person should ever remove authorized worker's tag or lock. Only the authorized worker who placed the lock and tag can remove it.
· It is the responsibility of the Supervisor to see that no work is performed beyond the protection of locks and tags which have been installed.
· Authorized workers may place "multi‑lock" devices on the equipment if other employees or trades are involved. All persons working on the equipment must have their own lock and tag in place.

Only individual keyed locks should be used. The key will remain in the possession of the person placing the locks.  A master series of locks to be used specifically for lockout may be provided to each department that requires them. Master keys for the department will remain in the possession of the Department Head or designated Supervisor.

The following are requirements for lockout/tagout devices:
1. Departments must provide employees with a sufficient number of devices for control of hazardous energy. Authorized employees in each department will be issued locks to be used for lockout/tagout.
2. Identification of owner and contact information shall be clearly visible on lockout and tagout devices.  Tagout devices shall clearly state the reason for the interruption of equipment usage.
3. Lockout/Tagout devices must be only used for controlling energy and shall not be used for other purposes.
4. Lockout/Tagout devices must be capable of withstanding the environment for the period of time they will be applied. Tagout devices must be constructed and printed so that the exposure to weather, wet conditions, or corrosive environments will not alter the tag or make it illegible.
5. Lockout/Tagout devices will be standardized.  Department Heads will coordinate selection to identify appropriate devices for use and ordering.
6. Lockout devices must be sturdy enough to prevent removal without the use of excessive force.
7. Tagout devices must be sturdy enough to prevent inadvertent or accidental removal.
8. Devices must indicate the identity of the employee applying the device and date applied.
9. Tagout devices shall be non-reusable type, warn against hazardous conditions if the machine or equipment is energized and shall include warnings such as "Do Not Open, Do Not Close, and Do Not Operate.
10. Warning labels will be fixed on equipment, machines and processes that require LOTO.

[bookmark: Procedures]ENERGY CONTROL PROCEDURES

Equipment-Specific written procedures are required when:
· The equipment has more than one energy source
· The equipment has energy sources that are not obvious
· The Authorized employee does not have direct control over the energy source
· The equipment stores energy or can accumulate energy after shut down
· More than one device is required to lock out the equipment
· The machine or equipment has not previously been isolated from the energy source and locked out during service or maintenance
· The lockout device is not able to be under the exclusive control of the employee working on the equipment
· The work creates a hazard to other personnel
· There has been a previous accident involving unexpected activation of the equipment

Equipment-specific LOTO procedures must be written by Authorized Personnel with knowledge of the operation of the equipment being locked out.  The procedures for restoring normal operations must be included in the procedures. 
If a group lockout will take place, then a Primary Authorized Personnel must review the procedure to assure that it is accurate and complete before the lockout/tagout begins. Any modifications to the procedure must be added to the document. 
Each energy control procedure must include the following at a minimum:

1. A statement indicating how the procedure will be used.
2. Scope of procedure.
3. Name(s) of Authorized Employee(s) responsible for procedure
4. Notification to Affected Employee(s)
5. Specific steps required to shut down, isolate, block, and secure machines or equipment.
6. Procedural steps for the placement, removal, and transfer of lockout/tagout devices and the responsibility for them.
7. Requirements for testing equipment to verify effectiveness of energy control measures.
8. Specific steps for re-energizing equipment
9. Method(s) for confirming compliance to procedures

General Shutdown and Lockout/Tagout Requirements
Before starting any LOTO procedure, the Authorized Employee(s) performing the work shall physically locate and identify all isolating devices to be sure which switches, valves, or other energy isolating devices apply to the equipment or apparatus to be locked out. Any questionable identification of electrical or other energy sources shall be resolved by the Authorized Employee(s) with their supervisor before proceeding.
Step 1:  Identify all energy sources
· The Department Supervisor or Authorized Personnel identifies all energy courses requiring energy isolation applicable to the service and maintenance to be performed.

Step 2:  Notify affected personnel
· The authorized employee(s) must notify all affected employees prior to initiating any energy shut down and prior to implementing LOTO procedures.

Step 3:  Shutdown Equipment
· All sources of hazardous energy must be brought to a zero-energy state and secured.
· Electrical circuits must be made safe through discharge of capacitors, and short circuiting and grounding of high-capacitance elements.

Step 4:  Place locks and tags (as necessary)
· The authorized employee must follow the written energy control procedure for that specific machine, or category of equipment.
· Energy isolating devices must be physically located and operated in such a manner that the machine or equipment is isolated from the energy source.
· LOTO must be performed at each identified hazardous energy control point by each Authorized Employee who works on the equipment.
· Each Authorized Employee must apply their personal LOTO device whenever servicing, maintaining, or adjusting machinery or equipment, regardless of the duration of the job or proximity to the energy-isolating device (e.g., circuit breaker, switch, or valve).
· Whenever feasible the energy source must be isolated by the installation of a lockout mechanism along with a tagout label to prevent inadvertent activation.
· Lockout/tagout devices must be installed in such a manner to prevent activation, or clearly indicate that the operation or movement of energy isolating devices from the “safe” or “off” position is prohibited.

Step 5:  Dissipate or strain stored energy
· All potentially hazardous stored or residual energy must be relieved, disconnected, blocked, or otherwise rendered safe.

Step 6:  Verify (test to be sure of isolation)
· Prior to starting work on machines or equipment that has been de-energized and lockout/tagout devices installed, the employee must verify energy isolation through the following actions:
· Operate all the equipment controls to verify that the equipment cannot be restarted.
· If electrically de-energized, test the circuits and equipment by use of appropriate test equipment such as voltage testing equipment.
· Each Authorized Employee must personally witness or verify the absence of hazardous energy or assure that the verification has been performed.
· If the possibility of re-accumulation of stored energy exists, verification of the isolation systems must be performed until the service or maintenance process is completed.
· A motor that can restart automatically after shutdown shall not be used if its automatic restarting can result in injury to employees.

Restart/Re-Energizing Procedures
The following procedures must be taken by the authorized employee prior to removing lockout/tagout devices and restoring energy to the equipment:

1. Each lockout/tagout device must be removed by the person who installed it.
2. Inspect work area to ensure that all non-essential items have been removed and to ensure that all machine/equipment components are operationally intact.
3. Inspect area to ensure that all tools, mechanical restraints and electrical jumpers, shorts or grounds have been removed.  Replace any machine guards if removed.
4. Close and secure any covers, panels, or doors.
5. Notify affected and any other employees that the system/machinery/equipment is going to be re-energized.
6. Inspect work area to ensure all employees are safely away from equipment.
7. Remove all locks/tags (Authorized employee only)
8. Restore equipment to normal operations
9. Notify all affected employees that the lockout/tagout procedure is completed.

Cleaning, Servicing and Adjusting Operations:
· All moving parts that may present a hazard during servicing of the equipment must be blocked or locked to prevent inadvertent movement.  Whenever the equipment or component must be capable of movement in order to perform the service, the supervisor must provide the use of extension tools or devices to minimize the hazard.
· Prime movers or power-driven machines must be locked out or positively in the OFF position during repair work and setting up operations.  If locking devices or off switches are not available, then the equipment must be de-energized and disconnected from its source.  Danger tags must be used in all cases.
· If the machinery or equipment must be capable of movement during this period in order to perform the specific task, the employer shall minimize the hazard by providing and requiring the use of extension tools (i.e., extended swabs, brushes, scrapers) or other methods or means to protect employees from injury due to such movement. Employees shall be made familiar with the safe use and maintenance of such tools, methods or means, by thorough training.

Repair Work and Set-up Operations:
Prime movers, equipment, or power-driven machines equipped with lockable controls or readily adaptable to lockable controls shall be locked out or positively sealed in the “off” position during repair work and setting-up operations. Machines, equipment, or prime movers not equipped with lockable controls or readily adaptable to lockable controls shall be considered in compliance with Section 3314 when positive means are taken, such as de-energizing or disconnecting the equipment from its source of power, or other action which will effectively prevent the equipment, prime mover or machine from inadvertent movement or release of stored energy. In all cases, accident prevention signs or tags or both shall be placed on the controls of the equipment, machines and prime movers during repair work and setting-up operations.

Exceptions:
a) Minor tool changes and adjustments, and other minor servicing activities, which take place during normal production operations are not covered by the requirements of Section 3314 if they are routine, repetitive, and integral to the use of the equipment or machinery for production, provided that the work is performed using alternative measures which provide effective protection.
b) Work on cord and plug-connected electric equipment for which exposure to the hazards of unexpected energization or startup of the equipment is controlled by the unplugging of the equipment from the energy source and by the plug being under the exclusive control of the employee performing the work.  Safe practices and training continue to apply and should be documented.

Electrical Equipment or Systems:
1. Only qualified employees are permitted to work on electrical equipment or systems.
2. Only Qualified High Voltage Electrical Workers work on high voltage systems (>600 volts), and only Authorized Lockout/Tagout employees work on systems that contain hazardous voltages below 600 volts.
3. All electrical systems must be considered energized, until tested or otherwise proven to be de-energized.
4. Whenever possible, electrical equipment must be de-energized prior to starting work on the equipment.  No work is to be done on exposed, energized parts of equipment or systems until:
a. A responsible supervisor has determined that the work must be done while the part or system is energized.
b. Employees have been trained in the techniques and hazards involved in the job.
c. Necessary barriers, barricades, tags, or signs are in place.
d. Employees have donned the appropriate protective gear.
5. The electrical disconnect must be locked in the open position, or other positive methods must be implemented that will effectively prevent the inadvertent energizing of the system.  A tag indicating “Danger-Do Not Operate” must also be installed along with the lockout device.
6. Whenever it is not practical or feasible to use a lockout device, a tagout system can be used alone.   In these cases, the tag must be attached at the point of activation of the circuit, and it must be clearly legible to all affected employees.

Pressurized Equipment:
· When working on pressurized equipment, the pressurizing source, such as compressors, pumps, boilers, etc., must be shut down, and locked out and/or tagged out.
· Pipes or lines that convey pressurized substances must be bled to atmospheric pressure prior to opening the system.
· Once the system has been bled to atmospheric pressure, the pipes or lines must be disconnected, blinded, or closed by a valve and locked out and/or tagged out.

Removal of Locks:
Standard Rule: Only the person who applied the lock can remove the lock after the work is complete.

Exception to the Rule: In the event that a Lockout/Tagout device absolutely needs to be removed and the authorized employee who applied the device is absent to remove the device, it may be removed under the direction of a supervisor if:
· Reasonable efforts must be made to contact the person who applied the device prior to removal to verify that they are not working on the equipment and are aware of the lockout device removal. 
· All other requirement for Lockout/Tagout must be followed prior to startup.
· Removal process has to be documented before lock removal using appropriate forms.
· Authorized employee has to be notified by supervisor upon returning to work and sign appropriate forms.

Any person who operates a switch or device to which "DANGER" tags are attached or removes a tag without authorization will be subject to dismissal.

[bookmark: Group]GROUP LOCKOUT OR TAGOUT:

A. When servicing and/or maintenance is performed by a crew, craft, department, or other group, they shall utilize a procedure which affords the employees a level of protection equivalent to that provided by the utilization of a personal lockout or tagout device.
B. Group lockout or tagout devices shall be used in accordance with the procedures required by Energy Control Procedures section and also in accordance with requirements that include, but are not necessarily limited to, the following:
C. Primary responsibility shall be vested in an authorized employee for a set number of employees working under the protection of a group lockout or tagout device (such as an operations lock);
1. Provision shall be made for the authorized employee to ascertain the exposure status of individual group members with regard to the lockout or tagout of the machine or equipment;
2. When more than one crew, craft, department, etc. is involved, assignment of overall job- associated lockout or tagout control responsibility shall be given to an authorized employee designated to coordinate affected work forces and ensure continuity of protection; and
3. Each authorized employee shall affix a personal lockout or tagout device to the group lockout device, group lockbox, or comparable mechanism when he or she begins work and shall remove those devices when he or she stops working on the machine or equipment being serviced or maintained.  Locks may not have common key pattern.

[bookmark: Shift]SHIFT OR PERSONNEL CHANGES & WHEN WORK IS LEFT UNFINISHED:

Specific hazardous energy control procedures (i.e., lock-out/tag-out) must be utilized during shift or personnel changes to ensure the continuity of lockout or tagout protection, including, but not necessarily limited to, provision for the orderly transfer of lockout or tagout device protection between off-going and oncoming employees, in order to minimize exposure to hazards from the unexpected energization or start-up of the machine or equipment, or the release of stored energy.
· Equipment must remain locked and tagged throughout project
· If work is done by multiple employees over different shifts, a documented transfer of the LOTO must be performed
· Primary authorized employee must be present at all times, and new primary designated before former primary leaves.

Locks, tags, and all other safety warning devices must be left in place during all short absences such as breaks or trips to pick up parts. When work is incomplete and temporarily suspended overnight or over a weekend, all locks, tags, and other safety warning devices must be left in place. 

[bookmark: Inspection]When work is suspended for more than a weekend, the equipment or machinery must be tagged as out of service, permanently disconnected from all energy sources, and must have its cover and access panels reinstalled. All locks and other tags must be removed.

INSPECTION PROCEDURES:

To ensure compliance with this program, a Review of each hazardous energy control procedure must be inspected at least annually to verify its effectiveness. An Authorized Lockout/Tagout Employee who is not actively participating in the lockout procedure being evaluated or the Supervisor, must perform this review. The completed review form will be retained as certification that the required review has been accomplished.  

The reviewer must review with each Authorized Lockout/Tagout Employee, participating in the lockout procedure, their responsibilities under the written hazardous energy control procedure. The inspection must be certified by the inspector and include the machine/equipment on which the LOTO procedure was being utilized, the date of the inspection, the names of the employees included in the inspection, and the name of the person completing the inspection.

Any observed deviations from the written lockout procedure or inadequacies in the employee's required knowledge or understanding of their responsibility under the procedure will be noted on the inspection form. Refresher training must be conducted to correct these deficiencies. 

No employee shall install, service, remove, or perform electrical or mechanical maintenance on any electrical equipment or machinery unless he/she is trained, and “Authorized” for the specific tasks to be performed, which shall include the specific lockout procedures necessary for that task.

[bookmark: Training]EMPLOYEE TRAINING:

Initial Training:
The supervising department shall ensure that employees receive training in the purpose and function of the energy control program and that the knowledge and skills required for the safe application, usage, and removal of energy controls are acquired. Training shall include the following:  
· Each authorized employee shall receive training in the recognition of applicable hazardous energy sources, the type and magnitude of the energy available in the workplace, and the methods and means necessary for energy isolation and control (including the energy control procedures). 
· Each affected employee shall be instructed in the purpose and use of the energy control program.  
· All other employees whose work operations are or may be in an area where energy control procedures may be utilized, shall be instructed about the procedure, and about the prohibition relating to attempts to restart or reenergize machines or equipment which are locked out or tagged out.  

Retraining:
Retraining shall be provided for all authorized and affected employees whenever there is a change in their job assignments, a change in machines, equipment or processes that presents a new hazard, or when there is a change in the energy control procedure. 

Additional retraining shall also be conducted whenever a periodic inspection reveals, or whenever the supervising department has reason to believe, that there are deviations from, or inadequacies in the employee ‘s knowledge or use of the energy control procedures. The training shall reestablish employee proficiency and introduce new or revised control methods and procedures, as necessary.  
[bookmark: Contractors]
[bookmark: Records]
RECORD KEEPING:

Lockout/Tagout Records:
The supervising department will maintain all Lockout/Tagout records. These records must include: 
1. Certification that employee training has been accomplished and is being kept up to date. The certification shall contain, as a minimum, each employees’ name and dates of training and a training summary. A copy of the training record shall be provided to the [ORGANIZATION] Risk Management department.  
2. Specific written lockout/tagout procedures for equipment/machines covered by the program.

Training Records
A record of training provided to employees includes the following information:
· The employee’s name.
· The employee’s signature.
· The date the training took place.
· The name and signature of the individual conducting the training.
· The length of the training.
· The content of the training.

Inspection/Audit Records
Records of all periodic inspections/audits of energy control procedures and surveys of equipment and operations related to the lockout/tagout standard must be maintained. Inspection records must include the following information:
· Date of inspection/evaluation.
· Name of person(s) conducting the inspection.
· Identity of the procedure evaluated.
· Findings of the inspection.
· Corrective actions with target dates for completion.

Training records are maintained for the term of employment by Risk Management. Employee training records are maintained by the applicable Department for at least three years.
























[bookmark: Resources]RESOURCES:

Cal OSHA LOTO Etool:  https://www.dir.ca.gov/dosh/etools/08-003/index.htm 
Cal OSHA LOTO Tailgate Topic Sheet:  https://www.dir.ca.gov/dosh/dosh_publications/tb_lockblock.pdf 


[bookmark: CalOSHA]CAL / OSHA – Hazardous Energy Control Procedures
What is Required from T8CCR 3314?
HECPS must be developed and documented in writing, and used for cleaning, repairing, servicing, setting-up or adjusting prime movers, machinery, and equipment.
1. Each machine, piece of equipment or prime mover must have separate procedural steps for their safe lockout/tagout. 
Exception
The same procedural steps may be used for the safe lockout / tagout of groups or types of prime movers, machines, or equipment, under the following conditions:
· Operational controls are configured in a similar manner, and
· Locations of disconnect points (energy isolating devices) are identified, and
· The sequence of steps to safely lockout or tagout the machinery or equipment are similar.
OR
· Machinery or equipment has a single energy supply that is readily identified and isolated and has no stored or residual hazardous energy.
2. The HECPS must clearly and specifically outline at least the following:
· The machines, equipment, operations, and processes where they apply (i.e., scope)
· What the procedures are used for (i.e., purpose and intended use)
· The name of the people who will carry out the procedures (i.e., authorization)
· Rules for carrying out the procedures
· The means to enforce compliance with the procedures
· Techniques used for the control of hazardous energy
· The steps (meaning the procedures and requirements) for: 
· Shutting down, isolating, blocking, and securing machines or equipment to control hazardous energy;
· The placement, removal, and transfer of lockout / tagout devices and who is responsible (i.e., responsibilities) and,
· Testing to determine and verify the effectiveness of lockout and tagout devices and other hazardous energy control devices.
Best Practices - How to Develop Your HECPs
Listed below are the general steps for writing your HECPs. This is followed by more information on each step to help you develop and put into place your HECPs.
· Step 1 - State the purpose and use of your HECPs
· Step 2 - Name the Authorized Employee(s) responsible for carrying out the HECPs and restoring equipment, machines, and prime movers back to service
· Step 3 - Develop specific procedures for the transfer of responsibilities
· Step 4 - State the rules that apply to your HECPs and how you will enforce compliance
· Step 5 - List all the equipment, machinery, prime movers, and ALL their source(s) of hazardous energy that your HECPs apply to
· Step 6 - For each piece of equipment, machinery or prime mover describe the specific techniques and steps to follow in order to control all hazardous energy sources, and how to safely restore the machinery and equipment to service 
· a. Consider work activities
· b. Specify hazardous energy control steps
· c. Secure hazardous energy control points
· d. Test for effectiveness
· e. Restore equipment, machines, and prime movers back to service
Remember that the specific procedures that you need to develop to protect workers depends on:
· Your machines, equipment, and prime movers, and
· Their sources of hazardous energy, and
· The work activities being performed

MORE ON THE STEPS
Employee participation in developing your HECPs is extremely valuable because they can provide valuable information and help identify deficiencies. Also, employee participation promotes their acceptance and compliance with the procedures.
[image:  ]   [image:  ]
Posting your HECPs on or close to the equipment/machine serves as a reminder and improves compliance.
Step 1 - State the purpose and use of your HECPs
Step 2 - Name the Authorized Employee(s) Responsible for Carrying Out the HECPs and Restoring Equipment, Machines, and Prime Movers Back to Service
· Remember, your HECPs can only be carried out by Authorized Employees
· Develop a way to notify all Affected Employees that a lockout is required and the reasons for it
Step 3 - Develop Specific Procedures for the Transfer of Responsibilities
· Procedures must be designed to ensure the orderly transfer of lockout or tagout device protection between off-going and incoming employees, to minimize exposure to hazards from the unexpected energization or start-up of the machines, equipment, or prime movers.
· Develop procedures in advance for the transfer of responsibility when the Authorized Employee(s) who applied the lockout or tagout device(s) is not available to remove them (such as during shift or personnel changes). Steps should include: 
· Informing all Affected Employees
· Confirming that the Authorized Employee who applied the device(s) is not at the facility
· Making all reasonable efforts to contact the Authorized Employee who applied the device(s) and inform them that the device(s) have been removed
· Naming in advance the new Authorized Person(s) responsible for the removal of the device(s)
· Specifying the specific steps necessary for the new Authorized Person (s) to remove the lockout or tagout devices that were originally placed (e.g., transfer of keys for locks, or transfer of tags or signs or placement of new locks or tags and signs, etc.)
Step 4 - State the rules that apply to your HECPs and how you will enforce compliance
Step 5 - List All the Equipment, Machinery, Prime Movers, and ALL their Source(s) of Hazardous Energy that your HECPs apply to.
For each of your machines, equipment, or prime movers make sure to identify all their sources of hazardous energy, and the magnitude of each energy source. Remember that each machine, piece of equipment, or prime mover may have multiple sources of hazardous energy feeding into them. Examples of types of hazardous energy sources include: electrical, mechanical, hydraulic, pneumatic, chemical, thermal, potential, stored, and others.
Once identified, label all hazardous energy source(s) for all machines and equipment to prevent employees from mistaking the machines or equipment it feeds.
[image: Labeled electrical energy isolation device]                            [image: Electrical energy sources with 2 labeled energy isolating devices (switches)]
Labeled electrical energy isolation device                      Electrical energy sources with 2 labeled energy 
             isolating devices (switches) 

[image: Labeled pneumatic and hydraulic energy sources]                                             [image: Pneumatic hazardous energy sources labeled]
Labeled pneumatic and hydraulic energy sources               Pneumatic hazardous energy sources labeled 
[image: Label identifies flexible conduit delivering electrical energy to motor]
Label identifies flexible conduit delivering electrical energy to motor 
Step 6 - For each piece of equipment, machinery, or prime mover describe the specific techniques and steps to follow in order to control all hazardous energy sources and how to safely restore the machinery and equipment to service
a. Consider Work Activities
First consider the work activities of each Authorized or Affected Employee on the specific machine or piece of equipment, and the potential for injury from hazardous energy sources. Your HECPs must contain procedures to notify all Authorized and Affected Employees each time before any work activities involving lockout / tagout start.
b. Specify Hazardous Energy Control Steps
Then specify the steps to control all hazardous energy sources for each machine, piece of equipment or prime mover that you identified. In your procedures, remember to identify and control all hazardous energy sources including main and secondary power supplies, potential, and stored energy (e.g., capacitors, springs, elevated machine members, rotating flywheels, hydraulic systems, and air, gas, steam, or water pressure.)
There are three basic ways to control hazardous energy sources which are isolation, blockage, or dissipation at points of control. Include steps and procedures for:
· Shutting down operating equipment by the normal procedure (e.g., depressing a button, opening a toggle switch)
· Hazardous energy control such as: 
· Closing switches, valves
· Bleeding or draining valves
· Inserting blank flanges
· Dissipating, disconnecting, relieving, or restraining potential and stored energy by grounding, repositioning, blocking, or bleeding. If there is a possibility of re-accumulation of stored energy to hazardous levels, verification of isolation shall continue until the work is completed.
[image: Using a tool to verify there is no air pressure in the line]                     [image: Bleeding air pressure by opening a valve]
Using a tool to verify there is no air pressure                           Bleeding air pressure by opening a valve
in the line

c. Secure Hazardous Energy Control Points
You must now develop procedures to ensure that the control measures cannot be overridden or by-passed. Hazardous energy sources are considered adequately secured for each machine, piece of equipment, or prime mover when an unplanned event would not reactivate the flow of energy or cause inadvertent movement.
Your procedures must specify how lockout and tagout devices will be placed and removed, and if necessary, transferred between employees at the point of control. They must also specify who is responsible for each of these functions. There are two basic ways to secure hazardous energy points of control. These are:
· Lockout - using personal padlocks (where only the authorized person has the key) or seals that can be readily secured to the point of control
· Tagout - posting accident prevention signs and tags which can be readily secured to the point of control. Tagout device attachment means must be of a non-reusable type, attachable by hand, self-locking, and non-releasable with a minimum unlocking strength of no less than 50 pounds.
[image: Electrical control panel locked out/tagged out]                                                 [image: Hydraulic gate valve locked out/tagged out]
Electrical control panel locked out/tagged out             Hydraulic gate valve locked out/tagged out 
[image: Pneumatic valve locked out/tagged out]   [image: Pneumatic control Valve locked out/tagged out]
Pneumatic valve locked out/tagged out 
d. Test for Effectiveness
Once your hazardous energy control procedures have been developed you must also develop procedures to test their effectiveness. These procedures should specify that testing be done each time you de-energize your machines, equipment, and prime movers regardless of the time interval between de-energizing and start-up. Your procedures should also specify that where there is a possibility of re-accumulation of energy to hazardous levels, testing should be continued until work activities are completed. Procedures for testing should include:
· Removal of employees from the area of the machine, equipment, or prime mover
· Having Authorized Employee push the start button to activate the machine, equipment, or prime mover to make sure it does not start. This means all energy sources have been positively locked out
· Returning controls to the "off" position following testing which means the machine, equipment, or prime mover is now locked out.
If sensing devices are used for testing, they must be used according to established procedures and be regularly inspected and/or calibrated.

e. Restore Equipment, Machines, and Prime Movers Back to Service
You must develop procedural steps for the removal of lockout and tagout devices. The same Authorized Employee(s) responsible for carrying out the Hazardous Energy Control Procedures should be responsible for restoring machines, equipment, and prime movers back to their normal operation. Steps include:
· Installing guards and verifying that the equipment is fully assembled and ready to resume safe operation.
· Removing unnecessary tools, spare parts, etc.
· Notifying all employees who would be affected by the startup of the equipment to be safely positioned before the lockout device(s) are removed.
· Removing materials and hardware (i.e., locks, tags etc.)
· Re-energizing machines, equipment, and prime movers
Remember, you must also develop in advance a procedure for the transfer of responsibility when the Authorized Employee(s) who applied the lockout or tagout device(s) is not available to remove them (see Step 2, above).





[bookmark: Inventory]Department Inventory of Lockout/Tagout Equipment


	Equipment Name
	Energy Sources
	Control Mechanisms
	Energy Isolating Devices Used

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	











Lockout/Tagout 
[bookmark: Annualinspect]Annual Inspection Checklist

A periodic inspection of the energy control procedures will be conducted at least annually by the Department Head or his/her designee.  The purpose of the periodic inspection is to correct any deviations or inadequacies observed.  The periodic inspection shall include a review, between the inspector and each authorized employee, of that employee's responsibilities under the energy control procedure being inspected.  All periodic inspection will be documented, and a copy of the completed form submitted to Risk Management.

	Department:

	Shop:

	Location:

	Equipment: 



	
	Yes
	No

	1. A) Has there been a change in job assignments, machines, equipment, or processes?
	
	

	B) If so, have employees been re-trained when job assignments, machines, equipment, or processes have changed? 
	
	

	2. Are the locks uniquely identified, uniquely keyed, and only used for the purpose of LOTO?
	
	

	3. Does the tag used with the lock identify the worker servicing the machine or equipment?
	
	

	4. Has equipment and machine specific LOTO procedures been documented in writing?
	
	

	5. Does the employee know where the written LOTO procedures are located and have access to procedures?
	
	

	6. Does the employee notify affected employees and all other employees in the area before starting the LOTO procedure?
	
	

	7. Have affected employees been trained to recognize when procedure is being used and instructed not to remove LOTO devices or restart equipment?
	
	

	8. Can the employee identify all hazardous energy sources and associated hazards for the equipment or machine to be locked out?  
	
	

	9. Does the employee follow the proper LOTO procedures for de-energizing the equipment or machine?
	
	

	10. Does the employee demonstrate the proper steps for the placement, removal, and transfer of LOTO devices?
	
	

	11. Does the employee use the proper methods to verify the equipment or machine was de-energized? 
	
	

	12. Before releasing the machine or equipment from LOTO, does the employee do the following:
	

	A) Inspect the machine or equipment to ensure it is operationally intact?
	
	

	B) Ensure that all employees are safely positioned?
	
	

	C) Notify affected employees and all other employees in the area that the LOTO devices have been removed?
	
	

	13. If you answered “No” to questions 2-12, has the employee been re-trained?
	
	



Authorized Employees Observed
	NAME
	Job Title
	EID

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	



Deficiencies Observed & Corrective Actions:





Reviewed By:					  Job Title: ________________ 
Date Reviewed:			
[bookmark: AuthAffect]

















DEPARTMENT AUTHORIZED & AFFECTED EMPLOYEES

The following list of employees are identified as being authorized or affected by the energy control program and possess the necessary knowledge and skills required for the safe application, usage, and removal of energy controls.
Complete this annually and provide to Risk Management.

 Authorized Employees
 Department	Employee Name				Employee Signature
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	
Affected Employees
 Department	Employee Name				Employee Signature
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	









	[bookmark: Generalcheck]
General Lockout/Tagout (LOTO) Checklist


	Steps to Apply LOTO

	Step
	Action

	1.
	|_|
	Prepare for shutdown.
|_| Notify affected workers.
|_| Review procedures.
|_| Identify all energy sources.
|_| Ensure all isolating devices will accept lockout/tagout devices.
|_| Gather necessary tools, equipment.
|_| Identify any supporting equipment or systems that must also be shut down.

	2.
	|_|
	Shutdown equipment by normal methods
Note: Use an orderly shutdown to avoid additional hazards.

	3.
	|_|
	Isolate or block all energy sources for the equipment.

	4.
	|_|
	Apply lockout locks and tags.

	
	|_|

	Affix devices, tags, and locks to each energy-isolating device in a safe or off configuration.

	5.
	|_|
	Release all stored energy.

	
	
	|_|
	Release, restrain, block, disconnect, or otherwise render residual or stored energy safe.

	
	
	|_|
	Use energy drains (drain pressurized lines, free-wheeling shafts, active ground) whenever possible.

	
	
	|_|
	If energy can re-accumulate during shutdown, continually verify a safe energy level until lockout/tagout is removed.

	6.
	|_|
	Physically verify energy isolation by operating controls or measuring the energy state (use a meter to verify zero energy per NFPA 70E Article 120, operate the startup controls). 
Note:  If the worksite has been left unattended, repeat Step 6 and verify the integrity of locks and tags (against tampering) before continuing work.

	7. 
	|_|
	Perform Work

	Steps to remove LOTO

	1. 
	
|_|
	Inspect the work area to ensure that nonessential items have been removed and the work has been completed.

	2.
	
|_|
	Ensure that the work area is clear of personnel.

	3.
	
|_|
	Remove LOTO devices

	4.
	
|_|
	Inform affected employees that the work has been completed and that locks and tags have been removed.

	5. 
	
|_|
	Restore Equipment to service.

















[image: ]EXAMPLES:  EQUIPMENT SPECIFIC PROCEDURES



Example #2:  Form
	General Lockout Steps

	#
	Step
	Instruction
	Additional Information

	1
	Notify Employees
	Notify all affected employees what machine/equipment will be shut down and locked out.
	

	2
	Review Procedures
	Ensure each person performing LOTO (authorized employee) understands the type and magnitude of the energy present, the associated hazards, and the proper methods of control.
	

	3
	Shutdown Equipment
	If the machine or equipment is operating, shut it down by the normal stopping procedure.
	

	4
	Disconnect & Isolate the Energy Source
	Disconnect/de-activate the energy isolating devices(s) so the machine or equipment is isolated from the energy source(s).
	

	5
	Lockout Controls
	Lockout and tag out the energy isolating device(s) as indicated in the specific instructions 
	

	6
	Release Energy
	Release and/or dissipate any stored or residual energy as indicated in the specific instructions.
	

	7
	Try out
	Verify the energy source has been isolated as indicated in specific instructions.
	

	Lockout Release Steps

	#
	Step
	Instruction
	Additional Information

	1
	Inspect Equipment
	Check the equipment to ensure the components are operational.
	

	2
	Check Area
	Check the immediate area to ensure all employees have been safely positioned, and tools and any nonessential items have been removed.
	

	3
	Check Controls
	Verify that operating controls are off (not on).
	

	4
	Re-energize
	Remove the lockout device(s) and activate the energy isolating device(s) to re-energize the equipment.
	

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

	6
	Startup Equipment
	Startup equipment and monitor for several operating cycles to ensure it is functioning properly.
	









	Equipment ID:
	
	Date Created:
	

	Description:
	
	Name:
	

	Facility:
	
	Date Revised:
	

	Location:
	
	Name:
	

	
	
	
	

	# 1
	Lockout Points
	Identify where the lock out points are located.

	Picture of lockout points goes here.
	Picture of lockout points goes here.

	# 2
	Lockout Instructions
	Follow the lock out instructions below.

	Any machine modifications must be shown in this procedure. Contact facility manager to update this procedure.
Always perform a machine stop before locking out disconnects.

	Energy Source
	Device used to 
De-energize
	Location
	Method
	Try Out
Check to Verify Equipment is De-energized

	
	
	
	
	

	#
	STEPS To Safely Lockout

	1.
	

	2.
	

	3.
	

	
	

	
	

	
	

	Reference: Typical minimal lockout procedure – 29 CFR 1910.147 App. A
Enforcement: Failure to follow proper lockout-tag out procedures may result in disciplinary action up to and including termination.         


SAFETY IS YOUR RESPONSIBILITY – LOCK IT OUT!								
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EXAMPLE FORM

ENERGY CONTROL PROCEDURES
Lockout/Tagout Program

This form is used to identify LOTO procedures involved when servicing and/or maintaining the
equipment/machine listed below.

Date: __2/16/2015

EquipmentMachine Name: Spinning Band Disiller Location: Chemical Waste Handling Facility

Authorized Employees:_Inyang, Diesslin, Whalen

frected Empr "HOUFIV EmpIOVEes CITenty Smploved

Service/Maintenance Activities Requiring Lockout Tagaut: Changing re-flux device

Procedure (Circle) Tagout

Enerev Tvoe (Cirele:_Steam  Natural Gas  MovineParts  Chemicals  CElectric Power)
P
Lockot Device (Circle) Block  Chain  Hasp OthefBreaker Lockoui>

o(Drain ) Restain Other:____

Energy Release Method (Circle): ~ Ground  Dissipat

Loskout Tasont Checklst
1 Conplete an Enersy Contcl Procedres om0 7. Raduce equipmentto a 2810 energy st =)
2. Tientfyall Eneey Sources ] 8 Verfy cqupment colton a
3 Moty al Affcted Enployess a 5. Perormiak o
4 Shutdown the squipment a 10, Remove lokont tagost devce mofify amployess 0
5 st cquipment a TL Retum squiprent o servics a
6 Aoply lockoutagsut devices a
Lockout/Tagout Record
Action LocksTags  LocksTags
Hazard Required Lock # Name on off
T10 volt power | Lockout 3
breaker #4 on
electrical panel
*Water Close water 7
valve FW2

Filled out on site

Reviewed Date
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