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DEFINITIONS

1.
Lockout is the act of padlocking and tagging a switch, lever, valve, gate, or other isolating device in the "off" position.  An isolating device is an electric circuit breaker, a disconnect switch, a manually-operated switch or valve, a slide gate, a slip blind or a "figure 8" blind for blanking off piping or similar device.  Most isolating devices have a lockout means built in.  However, some may require modification before locks can be used.  A lockout means shall accommodate more than one padlock so that if more than one employee or craft is working on the equipment, each can use its own padlock for absolute protection.


2.
Tagout is the act of placing a switch, lever, valve, gate or other isolating device in the "off" position and affixing a tag to the device that warns others to leave it alone.  A tag similar to the one shown in figure 1 should be affixed to the isolating device in question by a string, wire,   or adhesive.  The tag should be placed in a conspicuous location and should be placed in such a manner that it effectively blocks the starting mechanism which would cause hazardous conditions should be equipment be energized.  It should be understood, however, that tagout alone does not offer the positive protection of lockout and tag, and therefore, when possible, the lockout procedure should be used.

PREPARATION FOR TAGOUT OR LOCKOUT
Employees should always be certain that the correct isolating device has been locked out and tagged.  Some equipment necessarily has more than one disconnecting device which must be opened to complete the de-activation electrically and mechanically.  The main disconnect devices for machinery should be clearly identified so that it is unnecessary to trace shafting or wiring.  Any time the employee is not certain which device controls the equipment, he should check with his supervisor for positive direction.  This is doubly important when devices are remote from the equipment, or on master panels containing several devices.  If the installation is a complex one with remotely located disconnecting devices, pre-planning will be necessary.  Under these circumstances and when any uncertainly exists, the employee should consult with his/her supervisor and obtain complete agreement on the plan procedure.  It is also extremely important that any changes in function or circuitry be immediately shown on the circuit diagram or machine drawings to facilitate lockout procedure.

RED TAGGING UNSAFE EQUIPMENT
When equipment does not meet federal, state or NWR safety standards, it will be considered to be unsafe.  Once equipment is identified as unsafe, it will be removed from service and red tagged.  Perform the following steps:


Inform the operator of the unsafe condition.


Inform the supervisor directly responsible for the equipment in question.


Affix the red tag to the master key for maximum visibility.  Be sure the tag is filled out properly.


The red tag will remain in place until the unsafe condition is corrected, re-inspected and logged.


The red tag is then removed by the supervisor, but only after a completed inspection.

GENERAL LOCKOUT AND TAGOUT PROCEDURES
The following general lockout and tagout procedures are recommended for electrically-powered equipment and mechanically-powered equipment.  Mechanically-powered equipment includes that driven directly by air, gas, oil, water or steam under pressure, internal combustion engines, or similar energy sources that are not directly adaptable to electrical shut down.


1.
Notify the supervisor in charge of the equipment of the proposed work and obtain his/her approval.


2.
Shut down the equipment by normal stop procedure (depress STOP buttons, open toggle switches, shift lever, operate valve, etc.)


3.
Turn main disconnect switches or circuit breakers or mechanical isolating device such as a valve, lever, etc., to the safe position.


4.
Lockout (tag and padlock) or tagout the switch in the "off" position or the mechanical isolating device in the safe position using the "danger - do not start" tag.  Each person must perform his/her own personal tagout or lockout, and this applies even though someone else may already have taken the equipment out of service.  If the equipment or machinery has not already been tagged by another group or individual, it should be done at this time.  This tag should remain in place until the equipment is ready and safe to return to service.



Whenever practical, and particularly where the hazard potential is great, lockout (tag and padlock) rather than tagout alone is recommended because of the more positive protection it provides employees.


5.
After lockout, try the disconnect or switch handle or the mechanical isolating device to make certain it can not be moved to the "on" position.  After either tagout or lockout, try the machine's start controls to make certain the main switch is actually open or the isolating device  has shut down the equipment.  When electrical work is involved, blade opening must be verified visually or by phase-to-phase and phase-to-    ground meter readings.

TAG AND LOCK LOW AND MEDIUM VOLTAGE
When working on equipment that operates on low voltage (0 to 660 volts) or medium voltage (661 to 1000 volts), it shall be tagged and locked to prevent accidental starting, which might cause injury or death.  Before starting work, perform the following steps:


Only properly trained and qualified personnel may work on electrical circuits or equipment.


Inform the operator of what is to be done.


Make sure you place the tag and lock on the proper switch before beginning work.


Insure that the equipment cannot be place in operation without your knowledge and permission.


The equipment to be worked on must be locked out at a primary power source.  The tag shall include the name of the person doing the work, the date and reason.


Everyone is equipped with their own locks and tags.  Only the person who locks and tags the equipment can remove it.


Never remove another person's lock or tag.  If your shift ends before completing the job, your lock should only be removed after the equipment has been secured by another lock and tag.


If more than one person is working on a piece of equipment, each person shall have their own lock and tag on it.

TAG AND LOCK MECHANICAL
When working on equipment, it shall be tagged and locked to prevent accidental starting, which might cause injury or death.  Before starting work, perform the following steps:


Inform the operator of what is to be done.


Make sure you place the tag and lock on the proper switch before beginning work.


Insure that the equipment cannot be place in operation without your knowledge and permission.


The equipment to be worked on must be locked out at a primary power source.  The tag shall include the name of the person doing the work, the date and reason.


Everyone is equipped with their own locks and tags.  Only the person who locks and tags the equipment can remove it.


Never remove another person's lock or tag.  If your shift ends before completing the job, your lock should only be removed after the equipment has been secured by another lock and tag.


If more than one person is working on a piece of equipment, each person shall have their own lock and tag on it.

SPECIFIC PRECAUTIONS

1.
No one other than electrical or other authorized personnel should open an enclosure to operate a disconnect device therein.


2.
Push buttons, toggle switches, pressure switches, limit switches and similar devices should not be considered as lockout or isolating devices.


3.
Pulling a fuse alone should never be used as a substitute for lockout or tagout.  A pulled fuse is no guarantee that the circuit is dead; there is   nothing to stop someone from replacing the fuse.  Where one main switch feeds several motors, however, and each motor is separately fused but not switched, de-energizing the main switch might shut down equipment unnecessarily.  In such a case, tagout can be accomplished by removing the fuse and disconnecting, taping, and lagging out the wires from the load side fuse clips.


4.
When locking out mechanically-powered equipment, particular attention must be given to residual air, gas, steam, water or oil pressure in lines, accumulators and cylinders.  Operating a valve might result in unexpected cycling of equipment with consequent chance of injury to   personnel or equipment danger.

RESTORATION OF EQUIPMENT TO SERVICE
When the worker is certain that the job is complete, and that the equipment is safe to operate, he should remove his padlock and/or the white personal danger tag.  An individual should never permit anyone else to remove his personal danger tag.  If he leaves the job before the work is complete, and someone else is carrying on the repair, he should remove his padlock and/or personal danger tag only after the relieving individual has placed his padlock and tag on the effected equipment.

There may be times when the person who has tagged out or locked out equipment may not be available when the equipment must be started.  In such circumstances, a maintenance supervisor who has a thorough knowledge of the process and equipment and who has investigated all circumstances, related to the tagout or lockout, particularly from the viewpoint of personnel safety, can remove the danger tags or locks for his particular crafts.  The supervisor shall be responsible for communicating such action to those crafts.

LOCKOUT CONTROL
The following general rules are adopted regarding locks and their use:


1.
Effective lockout control can be maintained only by constant supervision and by training maintenance men in the safe routine.


2.
Only one key should be issued to each maintenance man for his lock.  The supervisor should have the master list of key numbers and should keep the extra key to each lock in his department.  In no case should the supervisor lend his own master key.  He must use the key himself until the old lock and the extra key are destroyed and replaced with new equipment.


3.
For identification, locks should be numbered and painted various colors to identify the user and department.


4.
To make lockout systems operable, the purchasing department should buy either equipment with built-in locking devices or equipment designed for the insertion of padlocks.  In older facilities, it may be necessary for the maintenance department to construct attachments to which locks can be applied.  Special tongues to hold several locks, common hasps to cover operating buttons, and sliding-rod devices which can be extended and locked in position to prevent operation of control handles can be devised as isolating devices.


5.
Only locks made by a reputable lock company should be used by maintenance men.  Key operated locks are preferred over combination  locks.  No two locks should be the same, and the pattern of the keys should be checked to see that each key fits only one lock.

SUMMARY
Often, the most difficult problem to overcome in implementing a lockout or tagout procedure is the assumption by a person working on the equipment that the job is too small to merit tagging and locking out.  Yielding to the temptation to bypass this procedure may cost a life.  Intermittently-operating equipment such as pumps, blowers, fans and compressors is harmless when not operating; but it must not be assumed that because such equipment is not functioning that it will stay that way.

The procedures outlined above can provide a basis for the establishment of specific tagout and lockout procedures for all operating and maintenance operations.  The procedures outlined should be regarded as basic safety requirements.  Some workplace conditions may require more stringent procedures to ensure safety of personnel and equipment.
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