[Company Logo]
Company Name


Lockout Requirements
Introduction

These Program Standards describe the Lockout requirements for       to meet our Legal and corporate requirements of protecting all persons on every site. These practices apply to all employees, contractors, sub-contractors and and/or any individual(s) working in a situation were lockout is required.

Objective

The overall objective of the Lockout Standards Program is to prevent injury to all people working at      .  To accomplish this, the program identifies all energy sources, and sets minimum standards for the development of specific lockout procedures at each unit.  It requires employees to test energy sources to ensure they are at a zero energy state, and it specifies the responsibilities of each employee concerning lockout protocol. The intent is for each individual to have personal control over the de-energizing of hazards.

Scope

This program defines company procedures and responsibilities regarding the use of locks and safe work procedures for personal protection against inadvertent movement caused by the following energy sources:

· Electrical (including lasers)
· Mechanical
· Hydraulic
· Steam

· Pheumatic

· Gravity
Any other equipment, material or potentially hazardous energy sources that is capable of causing injury.
RESPONSIBILITIES

Department Heads/Manager

Department Heads and Manager are responsible for preparing and implementing the written operating procedures for the Lockout Program.
These responsibilities include:

1. Coordinate the selection and purchasing of lockout equipment.
2. Ensure and confirm through inspections, interviews and auditing that employee training takes place where all employees can demonstrate proper lockout techniques.

3. Ensure a lockout program is in place.

4. Audit the program to evaluate the effectiveness of the lockout policies and procedures.

5. Annual review of the lockout program.

Supervisors/Chargehands

…are responsible for ensuring that:

1. They and those employees under their supervision know, are able to demonstrate and follow the lockout policy and procedures.

2. There is audit documentation available to confirm #1.
3. Input on the procedures is received and changes to documentation are made.
4. Ensure all revisions and updates are completed in a timely manner.

5. All equipment must be able to be safely locked out.
6. Contractors and any individual(s) working in a situation were lockout is required will follow either the mill procedures or the procedures laid out for contractors.

7. Lock removal procedure is followed.

Employees

…are responsible for:

1. Knowing, understanding and following the lockout procedures including testing.

2. If unclear of how to achieve zero energy state, the employee must not enter. Contact a qualified person for clarifications.

3. Identify and report unsafe lockout conditions and behaviours without delay.

4. Identify improvements and changes that could be made to the lockout system.

Qualified Person (definition)

WorkSafeBC – “qualified” means being knowledgeable of the work, the hazards involved and the means to control the hazards, by reason of education, training, experience or a combination thereof;

In the context of the Site Lockout Standard the following criteria constitute a qualified person:

Through their knowledge, experience and documented training the individual can demonstrate and:

a. Understands the nature of the work;

b. Understands and can apply the lockout procedure for the equipment in question;

c. Understands the circumstances under which the equipment can be re-energized; and
d. Understands the hazards associated with the work. 

EQUIPMENT AND RELATED ENERGY RESOURCES
All equipment and their energy controlling devices must be clearly identified with labels.

“Zero” Energy

Lockout Means

· Equipment must be secured against inadvertent movement.  All energy sources shall be effectively controlled, and locked out.

· Equipment (i.e. chipping heads, saws) must be observed/confirmed to be at complete rest after locking out and tested prior to entry into the process.

Testing Locked Out Machinery/Equipment

· All locked out equipment must be verified by trying to start the equipment. Lockout procedure is not complete and has not been complied with unless the system has been tested.

Effective Energy Control

· The following are specific lockout steps that must be followed in addition to the standard lockout practices when dealing with the different energy sources.

Electrical

· Ensure that the equipment /machinery is stopped/de-energized (turned off).
· Identify the isolating devices and switch to the off position.
· Test the equipment to ensure it will not start.
Hydraulic/Pneumatic

There are two acceptable methods for locking-out hydraulic and pneumatic systems.

Method 1 – isolating at the source

· Lockout electrical motor of the compressor or hydraulic power unit.
· Relieve any residual or stored system pressure (i.e. accumulators, air pressure in lines).
· Pin or block any equipment that may be supported by hydraulic/air pressure.
· Test the equipment.

Method 2 – isolating a section

· Close and lockout valve(s).
· Relieve any residual or stored system pressure.
· Pin or block any equipment that may be supported by hydraulic/air pressure.
· NOTE: Where hydraulic power unit is left energized a double block and bleed method should be used.

· Test to ensure flow does not bypass valve(s).
Steam

· Close and lockout all applicable valve(s).
· Relieve any residual or stored system pressure and maintain zero pressure.
· Allow the equipment to cool before proceeding.
Gravity/Mechanical

· Control the energy potential by pinning, blocking or lowering any equipment that may be supported by stored energy.

· Stored energy (i.e. bound drives, radicons) must be released.
Mobile Equipment

· Isolate all sources of stored energy by blocking, bleeding, rendering harmless, counterweights, springs and flywheels.
· Where a master key switch (typically not the ignition key) with lockout capability is available, shut-off key and secures it with a personal lock.
· Block and chalk wheels when working on equipment.
· If the equipment does not have a master key with lockout capability, disconnect the batteries or remove and secure the ignition key and affix a tag to steering wheel or battery.

Working on Energized Machinery or Equipment

When it is required to keep machinery energized to perform work the work must be performed by qualified and authorized employees who have been provided with written safe work procedures which are as follows:

· Where the nature of the work process requires that a person service, repair, test or adjust machinery or equipment while it is energized that person must ensure that another qualified person is stationed at the controls. An effective means of communication must exist between the two people and if this cannot be done work must stop and communication reestablished before work can continue.
· When trouble shooting equipment, and there are two or more workers involved, they must ensure they have a communicated plan and they know the whereabouts of all workers involved before trying to energize or attempt to jog that equipment. Verification must be either by radio, phone or visual and if this cannot be done then work must stop and supervisor contacted.

Emergency Lockout Procedures

In the event of an emergency, first aiders and other medical responders may enter the process that has been locked out by a qualified person.
LOCKOUT RULES
1. Power driven machinery and equipment shall be shut down and the source of energy disconnected including stored energy and rotating energy and secured in the inoperative position by the use of locks and/or pins:

a) before commencing maintenance, repairs or saw changes;
b) or if its continued operation presents a hazard to any person.
Note:
If it is necessary to work on energized equipment for situations such as troubleshooting, calibrations or running on chains, only the part that are vital to the process may remain energized and all other related equipment must be locked and tested. Controls must be manned by a qualified person.
2. After lockout procedure has been applied, the equipment or machine shall be checked to ensure that it cannot be operated by testing it. If another worker has it locked out prior to you, ensure that the lockout has been tested by asking the worker already working on the machine; if in any doubt, ask the worker to come out and test it yourself.

3. The above applies to all energized equipment, be it powered by steam, air, electricity, hydraulics, gasoline, diesel, or gravity.

4. Padlocks and keys are supplied, and only padlocks supplied by the Company must be used. Each lock must identify the person to whom it was issued.


Padlocks issued by the Company for the purpose of locking out must only be used as a safety device. Locks are not to be used on lockers, tool chests, etc.


A scissor clamp or lockout cable must be used in conjunction with your locks. If you are putting your lock on the last hole you must then use a scissor clamp.


Locks shall not be tampered with and must be in good working order.

5. Each person is responsible for the affixing and removing of their lock or locks.

6. When a job continues through the shift change the worker(s) going off shift must ensure:

· A department lock is placed on the equipment prior to removing his personal locks.

· The worker(s) coming on shift must place their personal locks on the equipment. The department lock can then be removed by a worker of the same department(s).

· A department lock is not required if the incoming shift locks are applied prior to removing the out going shift locks.

“Continuity of lockout must be maintained”

7. In production and processing operations, when employees are required to straighten lumber, clear hang-ups, etc., he/she may do so without lockout, provided the stop button is off, latched out, or the person is clearly visible and has the attention of any operator who has control of the said equipment. This applies only to flat or camelback transfers. When crossing or working on lugged chain it must be locked out.
8. The person directly responsible for casual employees and/or employees not familiar with lockout locations (e.g., casual employees when the plant is shut down on weekends) shall ensure that casuals understand the lockout requirements and ensure that they affix their locks in the approved manner.

9. All obsolete locks must be turned over to the supervisor when new locks are issued.

Procedures for Removing Forgotten Locks

In the event a lock is left on after a job is completed, and the worker that applied the lock cannot be located, it may be removed after a thorough investigation by a supervisor/chargehand and at least one other person.

Follow the steps of the lock removal form.
The supervisor or charge hand will go to the appropriate spare key cabinet, unlock the spare key cupboard, record the removal of the required key, and sign his name for that removal. He must fill the "Lock removal checklist" form and turn it in to the employee's supervisor. After the lock has been removed, the key is returned to the spare key cupboard. The return must be recorded and signed in the provided log book. The spare key cupboard is kept locked at all times.
CONTRACTORS LOCKOUT
1. A Mill representative will ensure the contractors are knowledgeable about the mill lockout system and procedures.
2. The mill representative will explain each lockout procedure and point out each location where the contractors are required to place their personal locks.

3. Mill will supply locks to contractors. The same policies, procedures and rules that apply to mill employees, apply to contractors as well.

4. In some cases a lock box system or facsimile may be used at the discretion of each individual mill. The process must be in writing.

5. Prior to commencing work, all contractors will be trained in their individual responsibilities and general lockout requirements.

LOCK BOXES
A lock box system may be used at the discretion of each individual mill provided that there is a written procedure that includes the following as a minimum:

· Specific circumstances under which the lock box will be used.

· Minimum of 2 qualified people must isolate, lockout and test equipment.

· Each person must place his or her personal lock in the lock box.

· Only qualified people may remove lock box locks.

· Must know nature of work.

· Must know lockout procedure for specific equipment.

· Must know lock box procedure.

· Must know circumstances under which equipment can be re-energized.

· Depending on site-specific needs, other qualifications may be required.

EMPLOYEE TRAINING AND EDUCATION
1. Every employee will be trained in:

· The site’s lockout standard

· Which equipment in their work environment requires lockout

· How to lockout that equipment

· Location of equipment specific procedures

2. Each employee will demonstrate their understanding by correctly locking-out their equipment during training.

Machine specific lockout procedures will be reviewed annually with all employees as appropriate

3. FORMS

Lock Removal Checklist

	1. Contacted employee personally:

	Date
	     
	Time
	     
	Phone #
	     

	2. If employee cannot be personally contacted:

	
	a. To determine where employee is:
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	Check with his supervisor
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	Check with his fellow workers
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	Other:
	     

	
	
	     

	
	
	

	
	b. Inspect locked out area / equipment:

	
	Date:
	     

	
	Time:
	     

	
	Supervisor / Chargehand:
	     

	
	2nd Person:
	     


LOCK REMOVAL FORM

	To:
	      (Supervisor)

	The enclosed lock No.:
	     

	Belonging to:
	     

	Was left on lock point:
	     

	On Date:
	     

	This lock was removed by:
	     

	Supervisor/Chargehand:
	     

	2nd Person:
	     

	

	Take steps to ensure employee is notified.

	Employee’s Supervisor advised:
	Date
	     
	Time
	     

	Employee advised:
	Date
	     
	Time
	     

	Employee advised by:
	     

	After lock has been removed, the key is returned to the spare key cupboard and is recorded in the log book.

	

	When employee has been advised, send completed form to Department Head.


LOCKOUT AUDIT

Intent: Regularly monitor of lockout systems to ensure we are meeting Company & Regulatory requirements. To identify opportunities for improvement that will prevent future lockout incidents.

	Auditor(s):
	     
	Person(s) audited:
	     

	Date:
	     
	Machine center audited:
	     

	Lockout Procedure:
	     


	
	Yes
	No

	Did the person have the required number of locks applied?
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	Did the person shut down the equipment properly before throwing the disconnect?
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	Follow-up:

	Did the person pull the disconnect with an open hand standing to the side & facing away from the disconnect?
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	Follow-up:

	Did the person lockout the correct energy sources for the task?

Note: If incorrect – stop person & correct outage immediately.
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	Follow-up:

	Did the person test start the equipment prior to entry? Ask person how?
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	Did the person know who to ask or what to do if unsure what or how to lock out?
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	Follow-up Comments:
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