Insert Company Name and details here – Modify text below the suit specific circumstances      2010 edition

Guide to   LOCKOUT PROCEDURES – 
(Basic General Edition, can be modified to suit local/company requirements)
1. PURPOSE

Define the minimum system requirements for isolation of plant and equipment from hazardous materials, mechanical, electrical or other energy sources, to protect from personal injury and equipment from damage.
2. SCOPE

This procedure applies to all isolation and lockout practises, for all work undertaken by this company.
3. PROCEDURE

Isolation Basic Steps
Have you got permission to work on / isolate equipment (from owner)
Clearly identify isolation points

Check that isolation is effective by testing
Isolate equipment – if needed use a Lock Out Device (see examples attachment #4)
Place a Personal Lockout Padlock and Personal Danger Tag on the isolation device

Prove the isolation by testing – verify that isolation is effective

De-Isolation Basic Steps

Ensure all personnel are clear and cannot be injured

Ensure all equipment is clear and cannot cause injury or damage
Remove isolation devices

Restore energy – (turn on)

Test run as needed
4. ISOLATION ESSENTIALS

All energy sources to a piece of equipment or plant shall be isolated prior to any work commencing. If it is necessary to work on equipment when all sources of energy have not been isolated, a work method shall be documented.

Test equipment shall be checked before and after ‘testing for dead’ to ensure they are functioning correctly.
High voltage isolation shall be performed in accordance with the relevant procedures for Work on High Voltage Equipment and Systems.

Machines and drives shall be isolated at the main energy source – not just the control circuits.

All persons required to work on the isolated system shall apply a Personal Danger Tag and Personal Lockout Padlock, and confirm that the isolation is in place.

The use of Multiple Lockout Hasp shall be considered by the first person to apply Lockout Lock. (See example attachment #4)
All Tags shall only be used for their intended use and cannot be interchanged.
5. STORED MECHANICAL ENERGY
Before any work is commenced on, or entry is made to equipment under pressure or vacuum, the pressure shall be returned to atmospheric level.

In pneumatic and hydraulic drives the power supply shall be isolated, pressure vented, vent lines and drain valves isolated, and any lines or valves which may leak and pose a hazard shall be replaced, or leaking shall be prevented by other means.
Exhaust, let down or drain valves shall be locked and tagged in the ‘open’ position.

Any moving parts, which could cause injury through free movement, or could fall, even though disconnected from sources of motive power, shall be physically restrained and tagged.  Blocks, wedges or similar shall be used as needed.
Hazardous material - i.e. chemicals – shall be removed from any system, prior to commencing any work on it.
6. PERSONAL ISOLATION LOCKOUT
Personal Lockout Locks

Personal Lockout Padlocks shall be used for personal protection when working on isolated equipment. Personal Lockout Padlock shall be Red colour (or other colour determined by company). See sample at attachment #1.
Personal Lockout Padlocks shall not have duplicate or spare keys.

Personal Lockout Locks shall be attached so that the isolation point cannot be inadvertently energised.

Personal Danger Tags

Personal Danger Tags shall be used for personal protection when working on isolated equipment. See sample at attachment #2.
Personal Danger Tags shall have the users name and Department / Company details written on it, and / or a photo to identify the user.

Several Workers on same Job

Where several workers are working on isolated equipment, a ‘Supervisors Lock’ shall be placed first on isolation points. The supervisor must ensure that lockout hasps with sufficient number of padlock holes for all workers, are used on the isolation points.

For large jobs see section 9 on Group Isolation.

‘Supervisor Lock’ shall be of a different colour than Personal Lockout Padlocks.

Each person working on isolated equipment shall place a Personal Lockout Padlock and Personal Danger Tag on the isolation points, prior to commencing work.

If the job extends over several shifts, the ‘Supervisor Lock’ stays on isolation points. All workers leaving the job shall remove their Personal Lockout Lock and Personal Danger Tag.

Supervisor hands key to ‘Supervisor Lock’ to next shifts supervisor.

Removal of Personal Lock and Danger Tags
Personal Lockout Padlocks and Personal Danger Tags shall only be removed by the person who placed them, or by their supervisor in an emergency when attempts to contact the person have failed.

7. Out Of Service Tags 

Out of Service Tags shall be used to protect equipment, or to alert others of potential danger from the equipment. To be used on faulty equipment, which could pose a risk if operated. (See example at attachment #3).

Out of Service Tags shall only be removed by the person who placed it – or the person responsible for the repair – or with the approval of the supervisor of one of the above.

8. Lockout Devices / Lock Enabling Devices
Lockout Devices or Lock Enabling Devices are used to allow one or more locks to be applied to, and thereby prevent activation of, an isolating device. I.e. a circuit breaker, fuse holder, valve or plug.
Appropriate Lockout Devices must be used where needed to ensure secure isolation.  (See examples attachment #4).
9. Group Isolation 
Where a (larger) number of workers are working on isolated equipment, or where a number of different isolation points are to be locked, Group Isolation shall be used.
With Group Isolation all energy sources are locked and tagged out by an Authorised Tagger/Person or Supervisor. Key(s) are placed in a Group Lock Box (see attachment #5). Supervisor and all workers on the job place Personal Lockout Padlock and Personal Danger Tag on the Group Lock Box prior to commencing work, preventing access to keys. 
Only when all locks are removed can main energy sources then be activated.

Supervisor shall be the last to remove lock on Group Lock Box.

A Supervisors Group Isolation Padlock should be a different colour to that of Personal Locks.

Where needed – if there are many isolation points – the isolation points shall be listed and list kept with Group Lock Box.
10. Information Tags
Information Tags shall be used to pass on information about equipment conditions. (See examples attachment #6).

Equipment displaying an information tag shall be operated / used, only once the information has been read and understood.

Information Tags shall only be removed by personnel familiar with the operation of the equipment, when the information is no longer relevant.

Information Tags shall not be used as substitute for Danger Tags or Out Of Service Tags.
11. Training
All employees shall receive necessary training in the isolation and lockout procedures for each area of work undertaken by this company.
All Lockout / Tagout Devices are made by or for, and available from:
CIRLOCK 
P O Box 39, Buderim Qld.  4556   Australia

www.cirlock.com.au     Ph: +61-7-54452910
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