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Lock Out Tag Out Policy and Procedure
Hazardous sources of energy must be properly controlled or neutralized to prevent injury to any ASC employee, SUNY Cortland employee or outside contractor performing servicing or maintenance on any equipment, machines and systems. Hazardous energy must be controlled according to the following policy. 
Training
Training on lock out tag out procedures will be provided by the Director of Facilities, Equipment, and Planning or outside trainers periodically and for all new employees. The Director of Facilities, Equipment and Planning and Maintenance Workers will be trained in the proper procedures to follow to:

-Recognize types of hazardous energy
-Use of lock out or tag out procedures

-Steps for shutting down, neutralizing, isolating, holding and securing

-Steps for placement, removal and transfer of lockout/tag our devices

-Other measures to protect employees from hazardous energy

Definitions

Authorized Employee – employee who locks out machines or equipment in order to perform the servicing or maintenance on that machine or equipment
Affected Employee – one whose job requires him/her to operate or use the machine or equipment on which the servicing and maintenance is being performed under lockout.
Energizing Isolating Device – a mechanical device that physically prevents the transmission or release of energy
Energy – energy is available in many forms: 


Electrical – generated or static


Mechanical – transitional or rotational


Thermal – machine or chemical


Potential – pressure from gravity, springs, hydraulic, vacuum or pneumatic

Lock out – is the process or device that blocks the flow of energy from a power source to equipment or machine. This is a physical restraint to restoring energy.
Tag Out – is a prominent notice or tag warning others not to restore energy to equipment or machine. This is not a physical restraint to restoring energy. Examples: DO NOT OPERATE; DO NOT TURN ON MAINTENANCE BEING PERFORMED
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Procedures 

1. Notify all affected employees that operate or are in the vicinity of the equipment or machinery that power it will be disconnected. Use any means of communication necessary including e-mail, overhead speaker systems, radios and or supervisor contact.

2. You should locate the power source. Always look for hidden energy sources as some machinery may have more than one source of energy.
3. Shutdown equipment or machinery using the appropriate steps for each type of machine and energy source. Shutting down energy will include pulling a plug, opening a disconnect switch, removing a fuse, closing a valve, bleeding a line, or placing a block into the equipment. A shut down of power may occur at the machinery or at the main power supply. Double check that power is indeed off by attempting to use the machinery.
Lockout 
4. Each authorized employee involved in the service must lockout the energy isolating device with assigned and UNCG approved individualized locks. The employee should double check that power is indeed off by attempting to use the machinery. Return all machinery controls to the neutral or off opposition after this test. 

5. Authorized Employees may now perform the servicing or maintenance.

Tag out 
4. Each authorized employee involved in the service must tag out equipment that is not capable of being locked out. Tags should be correctly completed, legible and understandable. The tag must be placed in a prominent place near any possible energizing source. The employee should double check that power is indeed off by attempting to use the machinery. Return all machinery controls to the neutral or off opposition after this test. 

5. Authorized Employees may now perform the servicing or maintenance
6. When work must continue on a locked or tagged piece of equipment or machinery beyond a shift change, on-coming authorized employee(s) must review and approve the location of the applied lock out or tag out devices and then apply their own locks or tags. Once oncoming personnel have applied their locks that the off-going personnel should remove their locks. 
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7.
When the servicing is completed the employees should check that all tools are removed from the serviced equipment or machinery. Inspect that all systems are fully assembled. Verify that all controls are in the neutral position. The authorized employee should notify all affected employees that the equipment or machinery will be energized. Only authorized employees responsible for placing the lock out or tag out device can remove it. In an emergency, only the Maintenance Manager may remove another ASC employee’s lock out or tag out device after following the steps indicated in #7. ASC employees may never remove another employer’s lock out or tag out device, but should contact the other employer’s supervisory personnel.
Lock out tag out does not apply

The lock out tag out procedure does not apply to:


Equipment that has no energy


Equipment has a single energy source, readily identified and isolated

Equipment’s energy source is deenergized and under the control of the employee performing the service

Equipment that must be tested for proper energizing after repairs or installation and the energy source will remain under the control of the employee performing the service
Outside Maintenance or Servicing personnel
The Director of Facilities, Equipment and Planning will communicate the ASC lock out and tag out procedure so that the non-ASC personnel can recognize the locks or tags used in ASC facilities. The Director of Facilities, Equipment and Planning will notify all authorized ASC personnel of the outside contractor’s and SUNY Cortland’s lock out and tag out procedures. 
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