South Shore Regional Centre for Education

         Occupational Health and Safety

Program Manual

Subject:  Job Procedures


8.2.24 Lock-Out / Tag-Out
1.  
INTRODUCTION:
Lock-Out/Tag-Out is the process whereby locks are used to block the flow of energy from a power source to machinery or equipment.  Tags are used on lock-out sites as warnings to anyone in the work area not to turn the energy on, in order that maintenance or inspection may be carried out safely.

These Lock-Out/Tag-Out procedures outline the purpose, rules and techniques to be used at the South Shore Regional Centre for Education (SSRCE) to guard against the unexpected energizing, start-up, or release of stored energy of a machine, in order to mitigate the hazards and minimize the possibility of employees becoming injured. 

These procedures are to be followed regardless of whether machinery is being inspected, undergoing repairs or maintenance, or at any time where the unexpected energizing, start-up or release of stored energy could cause injury.  Also, while injury prevention is the foremost reason for these procedures, prevention of these actions will also minimize the risk of property and machinery damage.

These procedures apply to all employees of SSRCE performing work on SSRCE equipment or machines while in or on board owned or leased property, buildings and vehicles.  Contract employees will ensure they follow these procedures, or their own similar procedures, so long as they achieve the level of compliance required in the NS Occupational Safety General Regulations, Part 6:  “Lock-out” and the intent of SSRCE’s Occupational Health and Safety Policy.

2. 
 DEFINITIONS:

For the purposes of these procedures, the following definitions apply:

Competent Person:
“One who is qualified because of that person’s knowledge, training and experience to do the assigned work in a manner that will ensure the health and safety of every person in the workplace; and, knowledgeable about provisions of the NS Occupational Health & Safety Act and regulations that apply to the assigned work and about the potential or actual danger to health or safety associated with the assigned work.”

Lock-out device:
“the device that secures the isolation of the energy source of a locked out machine…”

Lock-out location:
“means the location of the lock-out device”

Lock-out tag:
“means a tag that is installed in a lock-out locations, has words directing a person not to start the machine, identifies the person performing the lock-out and does not readily conduct electricity.”

Machine:
For the purposes of these procedures, “machine” will refer to “any machine, equipment, tool or electrical installation.”

Zero energy state:
“a condition in which a machine is rendered incapable of spontaneous or unexpected action.”

3.
EMPLOYER’S AND SUPERVISOR’S DUTIES

In addition to the duties placed on an employer under the NS Occupational Health and Safety Act, the NS Occupational Safety General Regulations state that:

- an employer shall ensure a machine has a means of isolating all sources of energy that is accessible and readily identifiable; 

- an employer shall ensure that where a person may be exposed to a hazard by the energizing of the machine that a de-energized machine is energized only in


accordance with an applicable written procedure and only after all persons are


clear of the hazardous area; and,


- where work is performed on a machine where a hazard exists if the machine is energized, an employer shall ensure the work is done in accordance with a written lock-out procedure established by the employer.

These procedures, and the specific procedures listed in Annex A of this document, are the established written work procedures.

4.
EMPLOYEE’S DUTIES

“When in doubt, lock it out.”

The NS Occupational Safety General Regulations also place duties and responsibilities on employees.  They are:


- No employee shall perform work on a machine unless the work is performed in accordance with the work procedure, the machine is put in a zero energy state, locked and tagged out and that the lock-out has been tested.

5.
MULTIPLE EMPLOYEE LOCK-OUTS

In the event that a job will be performed by more than one employee, it is necessary that each employee working on the job must attach their own lock and tag to each lock-out point.  

Multiple Lock-out / Tag-out example:
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6.
GENERIC LOCK-OUT PROCEDURE

Lock-Out/Tag-Out Job Procedure:

1) INFORM:  Prior to starting work on a machine, equipment, tool or electrical installation requiring lock-out, all personnel affected by the lock-out MUST be informed that a lock-out is about to occur.  This shall be done verbally.  Also, if necessary, a sign indicating lockout is being performed will be posted at the entrance(s) to the work area.  (Depending on equipment, others may have to be informed such as NS Power, SIP, Fire Marshall, alarm company and/or local fire department.)
2) TURN OFF:  TURN OFF THE MACHINE, EQUIPMENT, TOOL OR ELECTRICAL INSTALLATION.  Also, disconnect or physically block the energy source.

3) LOCK-OUT:  LOCK-OUT THE POWER SOURCE.  This must be a physical block on the main switch or valve and must be locked out with the employee’s own, approved lock.

4) TAG-OUT:  TAG THE MAIN SWITCH OR VALVE with your own tag, identifying not to operate the machine, equipment, tool or electrical installation.  This tag must include your name and date.
5)
RELEASE:  RELEASE ALL STORED ENERGY, such as compressed gas, water pressure, electrical charge, hydraulic pressure, etc. (In rare cases, energy may need to be released prior to lock-out.)

6)
TEST:  TEST THE LOCKOUT by attempting to start or run the machine, equipment, tool or electrical installation.

WORK MAY NOW BEGIN

ONCE WORK IS COMPLETED:

7)
INFORM:  INFORM ALL PERSONNEL in the work area of the machine, equipment, tool or electrical installation that energy is about to be restored.  This will be done verbally.  Complete a walk around of the work area to ensure all personnel in the area have been informed. Ensure all guards are replaced and tools are cleared from the work area.

8)
UNLOCK:  UNLOCK THE MAIN SWITCH OR VALVE and re-energize the machine, equipment, tool or electrical installation.  Ensure the machine, equipment tool or electrical installation is functioning properly, then the lock-out has been completed.

7.
LIMITATIONS ON TYPES OF WORK

Electrical – No service will be done on main service electrical unless NS Power completes an energy release / shut down.  If NS Power is involved, the SSRCE employee performing the lock-out must speak with NS Power employees and follow direction given by them to ensure a conflict in lock-out procedures does not exist.

Propane – No work will be performed on propane systems by SSRCE staff.

Elevators – No work will be performed on elevators by SSCRE staff.

8.
SSRCE PROCEDURE FOR REMOVING A LOCK-OUT LOCK BY A PERSON OTHER THAN THE OWNER OF THE LOCK.

This procedure shall only be used after all other options have been attempted and must be followed exactly.  Also, this procedure only applies to SSRCE employees and work conducted by SSRCE employees.  In the event a contractor is performing work on SSRCE equipment and a lock is required to be removed it must be the contractor who removes it in accordance with their own procedures.

In the event it becomes necessary for an employee to remove a lock-out lock (other than his own) from a machine, equipment, tool or electrical installation, the following procedure is to be followed:

1) The employee who wishes to remove the lock must have been assigned the work by their supervisor/manager, have been trained in lock-out procedure and be a “designated competent person”.

2) The employee must receive permission from their supervisor/manager to remove the lock and must have been provided the key for that lock by the supervisor/manager.

3) The supervisor/manager must have made all reasonable efforts to contact the employee whose lock requires removing and must ensure the employee is not, or will not, be working on the locked out equipment.  The supervisor/manager must complete and retain an authorization form, which will serve as a checklist and record that the employee was contacted, or all reasonable attempts were made to contact him.

4) Upon removing another employee’s lock and tag from a switch or valve, an employee will immediately re-lock and re-tag the switch or valve with his own lock and tag unless the removal is part of the procedure to immediately re-energize the machine.

5) The employee’s lock and tag must be returned to the supervisor/manager at the earliest opportunity.
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