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1. LOCK OUT AND TAG OUT SAFETY PLAN 

a. The requirements for Granville County Schools’ Lock Out and Tag Out Safety Plan is to control energy sources that could cause injury to personnel from unexpected energy or release of stored energy while undergoing activities such as, but not limited to installing, constructing, repairing adjusting, inspecting or maintaining a piece of equipment. 

b. It establishes minimum performance requirements for the control of such hazardous energy. 

c. This procedure applies to all forms of energy, latent and residual, such as, but not limited to electrical, hydraulic, pneumatic, mechanical, and chemical. 

d. In order to prevent injury to employees, Granville County Schools’ Lock Out and Tag Out Safety Plan will establish a program and utilize procedures for affixing appropriate lock out devices or tag out devices to energy isolating devices, and to disable machines or equipment to prevent unexpected start up or release of stored energy. 

e. The requirements for Granville County Schools’ Lock Out and Tag Out Safety Plan are to control the positive isolation of the energy sources(s) away from the equipment and/or processes it would energize. 

f. A physical device that prevents the transmission or release of energy such as, but not limited to, a circuit breaker disconnect switch, slide gate, slip blind, line valve, blocks, or similar devices with visible indication of the position of the device is isolated with the lock out and tag out system. 

2. APPLICATION OF LOCK OUT AND TAG OUT SAFETY PLAN 
a. Granville County Schools’ Lock Out and Tag Out Safety Plan applies to the control of energy during servicing and/or maintenance of machines and equipment. 
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b. Servicing and/or maintenance which takes place during normal production operations is covered only if: 

I An employee is required to remove or bypass a guard or other safety device; or 

II An employee is required to place any part of his or her body in contact with the point of operation of a machine or piece of equipment, or into an associated danger zone during its operating cycle. 

c. Minor tool changes and adjustments, and other minor servicing activities that take place during normal production operations, are not covered by if they are routine, repetitive and integral to the use of the equipment, provided that the work is performed using alternative measures which provide effective protection. 

d. If the isolating energy device is not capable of being locked out, Granville County Schools’ energy control program will utilize a tag out system. 

e. If the isolating energy device is capable of being locked out, Granville County Schools’ energy control program will utilize lockout, unless a tag out system will provide full employee protection. 

f. Granville County Schools’ Lock Out and Tag Out Safety Plan will be performed only by authorized employees performing or servicing maintenance of the equipment. 

2 *** Exceptions =  Granville County Schools’ Lock Out and Tag Out Safety Plan does not apply to the following: 
a. Work on extension cord and plug connected electric equipment. (Workers will control such equipment by unplugging it from the energy source. The plug will be under the exclusive control of the employee performing the servicing or maintenance.) 
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b. Hot tap operations involving transmission and distribution systems for substances such as gas, steam, water or petroleum products when they are performed on pressurized pipelines, provided Granville County Schools demonstrates that: 

I. Continuity of service is essential, 

II. Shutdown of the system is impractical, 

III. Special equipment is used which will provide proven effective protection for employees.

3. LOCK OUT AND TAG OUT DEFINITIONS 

Affected employee: 
An employee whose job requires him/her to operate or use a machine or equipment on which servicing or maintenance is being performed under lock out or tag out, or whose job requires him/her to work in an area in which such servicing or maintenance is being performed. 

Authorized employee: 
A person who locks out or tags out machines or equipment in order to perform servicing or maintenance on that machine or equipment. An affected employee becomes an authorized employee when that employee's duties include performing servicing or maintenance covered under this section. 

Capable of being locked out: 
An isolating energy device is capable of being locked out if it has a hasp or other means of attachment to which, or through which, a lock can be affixed, or it has a locking mechanism built into it. Other energy isolating devices are capable of being locked out, if lock out can be achieved without the need to dismantle, rebuild or replace the isolating energy device, or permanently alter its energy control capability. 
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Energized: Connected to an energy source or containing residual or stored energy.
Isolating energy device: 
A mechanical device that physically prevents the transmission or release of energy, including but not limited to the following: 

a. A manually operated electrical circuit breaker, a disconnect switch, a manually operated switch by which the conductors of a circuit can be disconnected from all ungrounded supply conductors and, in addition, no pole can be operated independently, 

b. A line valve, 

c. A block, and 

d. Any similar device used to block or isolate energy. Push buttons, selector switches and other control circuit type devices are not energy isolating devices. 

Energy source: 
An energy source is any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal or other energy source. 

Hot tap: 
A procedure used in the repair, maintenance and services activities that involves welding on a piece of equipment (pipelines, vessels or tanks) under pressure, in order to install connections or appurtenances. It is commonly used to replace or add sections of pipeline without the interruption of service for air, gas, water, steam and petrochemical distribution systems. 
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Lock out: 
The placement of a lock out device on an isolating energy device ensures that the energy isolating device and the equipment being controlled cannot be operated until the lock out device is removed. 

Lock out device: 
A device that utilizes a positive means such as a lock, either key or combination type, to hold an energy isolating device in the safe position and prevent the energizing of a machine or equipment is considered a lock out tag out device. Included are blank flanges and bolted slip blinds. 

Normal production operations: 
The machine or equipment will perform its intended production function. 

Servicing and/or maintenance: 
Workplace activities such as constructing, installing, setting up, adjusting, inspecting, modifying, and maintaining and/or servicing machines or equipment. These activities include lubrication, cleaning or un-jamming of machines or equipment and making adjustments or tool changes, where the employee may be exposed to the unexpected energizing or startup of the equipment or release of hazardous energy. 

Setting up: 
Any work performed to prepare a machine or equipment to perform its normal production operation. 

Tag Out: 
The placement of a tag out device on an energy-isolating device, in accordance with an established procedure, is done to indicate that the energy isolating device and the equipment being controlled may not be operated until the tag out device is removed. 
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Tag Out device: 

A prominent warning device, such as a tag and a means of attachment that can be securely fastened to an energy isolating device in accordance with an established procedure is used to indicate that the energy isolating device and the equipment being controlled may not be operated until the tag out device is removed. 

4. FULL EMPLOYEE PROTECTION 
a. When a tag out device is used on an isolating energy device that is capable of being locked out, it will be attached at the same location that the lock out device would have been attached, and Granville County Schools will demonstrate that the tag out program will provide protection at least as effective as locks. 

b. In demonstrating that the tag out program is equally safe as a lock out program, Granville County Schools will demonstrate full compliance with all tag out-related provisions. (These will include such safety measures as removing an isolating circuit element, blocking a controlling switch, opening an extra disconnecting device or removing a valve handle to reduce the likelihood of inadvertent surge of energy.) Granville County Schools will always use a lock out device whenever possible. 

5. ENERGY CONTROL PROCEDURES 
a. Granville County Schools has developed, documented and utilized the control of potentially hazardous energy when employees are engaged in the use of equipment. 

b. Granville County Schools need not, however, document the required procedure for a particular machine or equipment, when all of the following elements exist: 
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I. The machine or equipment has no potential for stored or residual energy or re-accumulation of stored energy after shut down which could endanger employees, 

II. The machine or equipment has a single energy source which can be readily identified and isolated, 

III. The isolation and locking out of that energy source will completely de-energize and deactivate the machine or equipment, 

IV. The machine or equipment is isolated from that energy source and locked out during servicing or maintenance, 

V. A single lock out device will achieve a locked-out condition, 

VI. The lock out device is under the exclusive control of the authorized employee performing the servicing or maintenance, 

VII. The servicing or maintenance does not create hazards for other employees, and 

VIII. Granville County Schools has had no accidents involving the unexpected activation or re-energizing of the machine or equipment during servicing or maintenance. 

c. Energy control procedures will clearly and specifically outline the scope, purpose, authorization, rules and techniques to be utilized for the control of hazardous energy and the means to enforce compliance, including, but not limited to, the following: 

I. A specific statement of the intended use of the procedure, 

II. Specific procedural steps for shutting down, isolating, blocking and securing machines or equipment to control hazardous energy, 

III. Specific procedural steps for the placement, removal and transfer of lock out devices or tag out devices and the responsibility for them and specific requirements for reporting out-of service machine. 
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6. PROTECTIVE MATERIALS AND HARDWARE DEVICES 
a. Locks, tags, chains, wedges, key blocks, adapter pins, self-locking fasteners or other hardware will be provided by Granville County Schools for isolating, securing or blocking machines or equipment from energy sources. 

b. Lock out devices and tag out devices will be singularly identified, they will be the only device(s) used for controlling energy, they will not be used for other purposes and they will meet the following requirements: 

c. Lock out and tag out devices will be durable and capable of withstanding the environment to which they are exposed for the maximum expected period of exposure. 

d. Tag out devices will be constructed and printed so that exposure to weather conditions or wet and damp locations will not cause the tag to deteriorate or render its message illegible. Tags will not deteriorate when used in corrosive environments, such as areas where acid and alkali chemicals are handled and stored. 

e. Lock out and tag out devices will be standardized according to color, shape or size. Additionally, in the case of tag out devices, print and format will be standardized. 

f. Lock out devices will be substantial enough to prevent removal without the use of excessive force or unusual techniques (such as with bolt cutters or other metal cutting tools). 

g. Tag out devices, including their means of attachment, will be substantial enough to prevent inadvertent or accidental removal. Means of attachment will be non-reusable, attachable by hand, self-locking and non-releasable, with a minimum unlocking strength of no less than 50 pounds. 

h. Locks and tags will indicate the identity of the employee who applies them. In addition, tags will warn against hazardous conditions if the machine or equipment is energized and will include a legend such as the following: 
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I. Do Not Start. 

II. Do Not Open. 

III. Do Not Close. 

IV. Do Not Energize. 

V. Do Not Operate. 

i. Danger Tags will be used as follows: 
I. Only the standard Danger Tags will be used. These may also include either the words ‘DO NOT USE’ or ‘DO NOT OPEN’ ‘DANGER DO NOT OPERATE’ or ‘DANGER DO NOT START EQUIPMENT LOCKED OUT’ depending on the operations at hand. 

II. All Danger Tags are to be securely attached, colored, dated and signed by the person performing the work
. 

III. Danger Tags are to be securely attached, dated and signed by the person performing the work.
IV. No piece of equipment or device will be operated when there is a Danger Tag or lock attached, regardless of what the circumstances may be. 

V. No person will ever remove a worker’s Danger Tag or lock. Only the worker who places the lock and tag on the equipment will remove it. 

VI. Supervisors will be responsible to see that no work is performed beyond the protection of locks and tags that have been installed.
VII. Workers may place “multi-lock” devices on the equipment if other employees or trades are involved. All persons working on the equipment will have their own lock and tag in place. 

VIII. Only individual keyed locks will be used and the key will remain in the possession of the person placing the locks. 
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IX. Supervisors will have a copy of master keys for all the locks specifically used for the Lock Out and Tag Out Plan. 

7. LOCK OUT OR TAG OUT SAFETY PROCEDURES 
The actual lock out and tag out procedure is simple and straightforward. There are two phases to Granville County Schools’ procedures. 

Phase 1 - Locks, Blocks or Releases Energy: 
1. The authorized employee notifies all affected employees that a lock out and tag out procedure is ready to begin. 

2. The machinery or equipment is de-energized. 

3. The authorized employee releases or restrains all stored energy. 

4. All locks and tags are checked for defects. If any are found, the lock or tag is discarded and replaced. 

5. The authorized employee places a personalized lock or tag on the isolating energy device. 
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6. The authorized employee tries starting the machinery or equipment to ensure that it has been isolated from its energy source. The machine is then de-energized again after this test. 

7. The machinery or equipment is now ready for service or maintenance. 

Phase 2 - Returns the Machinery or Equipment to Production: 
1. The authorized employee checks the machinery or equipment to be certain no tools have been left behind. 

2. All safety guards are checked to be certain that they have been replaced properly. 

3. All affected employees are notified that the machinery or equipment is about to go back into production. 

4. The authorized employee performs a secondary check of the area to ensure that no one is exposed to danger. 

5. The authorized employee removes the locks and/or tags from the isolating energy device and restores energy to the machinery or equipment. 

6. This example of the lock out and tag out procedure is used when only one person is performing service or maintenance on machinery or equipment and when no testing or positioning of the equipment is required. 

8. MULTIPLE LOCK OUT PROCEDURES 
1. In a multiple lock out and tag out procedure, each person working on the machinery or equipment will place a lock or tag on the isolating energy device. 

2. If the isolating energy device will not accept multiple locks or tags, a hasp (a multiple lockout device) may be used. 

3. The locks or tags will be placed in such a way that energy cannot be restored to the machinery or equipment until every lock or tag is removed. 
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4. As each employee involved no longer needs to maintain his/her lock out and tag out protection, that employee removes his/her lock or tag. The employee attaching the lock or tag is the only person authorized to remove the lock or tag. 

9. TESTING AND POSITIONING PROCEDURES 
Granville County Schools when testing or positioning machinery or equipment will follow the following procedures during service and maintenance: 

1. The authorized employee makes certain that the work area is clear of tools and materials. 

2. The authorized employee notifies all affected employees that the machinery or equipment will be positioned or tested. 

3. All employees leave the area 

4. Locks or tags are removed. 

5. The machine is started and tested or positioned. 

6. When testing or positioning is complete, the machinery or equipment is de-energized following the proper lock out and tag out procedure for servicing or the machine is returned to production via the appropriate procedure. 

Look out and tag out procedures will cover the following elements and actions in the following sequence: 

1. Prepare for shutdown. 

2. Shut down the machine or equipment. 

3. Apply the lock out or tag out device. 

4. Render safe all stored or residual energy. 
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5. Verify the isolation or de-energizing of the machine or equipment. 

10. REMOVAL PROCEDURES FOR LOCKS AND TAGS 
Before lock out or tag out devices are removed and energy is restored to the machine or equipment, Granville County Schools’ procedures will be followed and actions taken by the authorized employee(s) to ensure the following: 

1. The work area will be inspected to ensure that nonessential items have been removed and machine or equipment components are operationally intact. 

2. The work area will be checked to ensure that all employees have been safely positioned or removed, and employees will be informed that the lock out or tag out devices are to soon be removed. 

3. After lock out or tag out devices have been removed and before a machine or equipment is started, affected employees will be notified that the lock out or tag out device(s) have been removed. 

4. The employee who applied it will remove each lock out or tag out device. 

5. However, when the authorized employee who applied the lock out or tag out device is not available to remove it, it will be removed under the direction of a GCS Manager or Supervisor after thorough inspection and
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 provided those specific procedures and training for such removal have been developed, documented and incorporated into Granville County Schools’ energy control program. 

6. This is most likely to occur when a maintenance or repair job was begun by one group of authorized employees on one shift and completed by authorized employees on a later shift. Through this procedure, Granville County Schools will, at least: 

a. Verify that the authorized employee who applied the device is not at the facility, 

b. Make all reasonable efforts to contact the authorized employee to inform him/her that his/her lock out or tag out device has been removed, and ensure that the authorized employee has this knowledge before he/she resumes work at that facility. 

11. LOCK OUTS AND TAG OUT SEQUENCES 
1. Granville County Schools’ employee places the tag on all controls to warn others that the equipment is not to be operated. This is completed at the end of each shift so that no other employee can operate the equipment. 

2. The employee writes the reason on the tag and identifies the equipment and dates and signs the tag. If this is a piece of equipment that is used daily, the tag can be reused and dated daily. 

3. When safety is questioned a manager or supervisor may need to direct further measures such as: pull power switches and/or circuit breakers and place a lock out clip (s) and a lock (s) on the controls to make them inoperative. Other power sources such as air, steam, or hydraulic may require binding, disconnection or valve locking. 

4. Tags will be substantial enough to prevent inadvertent or accidental removal. The attachment device will be self-locking and non-reusable with minimum unlocking strength of no less that 50 lbs. and paper tags are not permissible. 
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5 On plug in equipment, the plug will be tagged when the plug is not in control of, or in direct sight of the employee conducting the work. 

6 After the employee has tagged and locked the equipment, the equipment will then be tried to assure that it would not operate. 

7 When other employees are required to work on equipment, they will place their personal locks and tags on each piece of equipment. 

8 Granville County Schools’ employees will “try” equipment after installing their personal locks to assure, once again that it will not start. 

9 When a piece of equipment is to be repaired, the locks and tags will remain on controls until work has been completed and it is safe to start the equipment. If maintenance or electrical work is to continue into the next shift, persons going off shift will remove their “personal” lock and leave their tag on the equipment. Persons coming on the shift will install their own personal lock (s) and tag (s) if they will be working on the equipment. 

10. Granville County Schools’ locks and tags are to be removed last after it is determined that the equipment is safe to operate. 

11. No equipment will be started by anyone without permission from Granville County Schools’ Safety and Health Manager or supervisor responsible for the equipment. 

12. TESTING POSITIONINGS OF MACHINES, EQUIPMENT, COMPONENTS 
When lock out or tag out devices will be temporarily removed in order to test or position the machine, equipment or component, the following sequence of actions will be followed: 

1. Clear the machine or equipment of tools and materials. 

2. Remove employees from the machine or equipment area. 

3. Remove the lock out or tag out devices. 
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4. Energize and proceed with testing or positioning 

5. De-energize all systems and reapply energy control measures to continue the servicing and/or maintenance. 

13. LOCK OUT AND TAG OUT PERIODIC SAFETY INSPECTIONS 
1. Granville County Schools will conduct a periodic inspection of the energy control procedure at least annually to ensure that it and the requirements of this standard are being followed. 

2. The periodic inspection will be conducted to correct any identified deviations or inadequacies, and performed by an authorized employee other than the one(s) utilizing the energy control procedure being inspected. 

When lock out is used for energy control, the inspection will include a review, between Granville County Schools’ Safety and Health Manager and each authorized employee with responsibility under the energy control procedure regulations. 

4. Granville County Schools will certify that the periodic inspections have been performed. 

5. The certification will identify the machine or equipment on which the energy control procedure was being utilized, the date of the inspection, the employees included in the inspection and the person performing the inspection. 

6. An authorized employee other than the employee who normally uses the machinery or equipment or performs the lock out and tag out procedure will conduct each inspection. 

7. After each inspection, Granville County Schools’ Safety and Health Manager will certify that the inspection has been completed. 
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14. LOCK OUT AND TAG OUT TRAINING AND COMMUNICATION 
Granville County Schools will provide training to ensure that all employees understand the purpose and function of the energy control program, and that they acquire the knowledge and skills required for the safe application, use and removal of the energy controls. 

The lock out and tag out training will include the following: 
1. Each authorized employee will receive training in the recognition of applicable hazardous energy sources, the type and magnitude of the energy available in the workplace, and the methods and means necessary for energy isolation and control. 

2. Each affected employee will be instructed in the purpose and use of the energy control procedure. 

3. All other employees will be instructed about the procedure, and about the prohibition on restarting or reenergizing machines or equipment which are locked out or tagged out, if their work operations are or may be in an area where energy control procedures may be utilized. 

4. All new employees will be trained. 

5. Retraining will be provided for all authorized and affected employees whenever there is a change in their job assignments, a change in machines, equipment or processes that present a new hazard, or when there is a change in energy control procedures. 

6. Additional retraining will also be conducted whenever a periodic inspection occurs or whenever Granville County Schools has reason to believe that there are deviations from or inadequacies in the employee's knowledge or use of the energy control procedures. 

7. The retraining will reestablish employee proficiency and introduce new or revised control methods and procedures, as necessary. 
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When tag out systems are used, employees will also be trained in the following limitations of tags: 
1. Tags are essentially warning devices affixed to energy isolating devices; they do not provide the physical restraint provided by a lock. 

2. When a tag is attached, it is not to be removed without authorization of the authorized person responsible; it is never to be bypassed, ignored or otherwise defeated. 

3. In order to be effective, tags will be legible and understandable by all employees. 

4. Tags and their means of attachment will be made of materials that will withstand the environmental conditions encountered in the workplace. 

5. Tags may evoke a false sense of security. They are only one part of an overall energy control program. 

6. Tags will be securely attached to energy isolating devices so that they cannot be inadvertently or accidentally detached during use. 

All employees working in an area-requiring lock out and tag out procedures will be trained. Training will include: 
1. The recognition of lock out and tag out devices and the importance of not disturbing or removing them unless authorized controls. 

2. The limitations of tags in a lock out and tag out procedure. 

3. Training will occur whenever there is a change in job assignment, a change in machinery or equipment, an energy control procedure change, or a change in a process that presents a new hazard. 

4. Retraining is to be conducted whenever Granville County Schools believes that employees' knowledge of energy control procedures is inadequate and as part of the annual inspection. 
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LOCK OUT AND TAG OUT SAFETY PERIODIC ASSESSMENT 
Employee Name: _____________________________ 
Machine/Equipment Procedure Performed On: ____________________ 
Verify the following: 
Employee applying the lock out AND tag out device following a seven-step program: 
1. Notify supervision/employees in area. 

2. Identify type and magnitude of energy. 

3. Follow normal procedure to shut down equipment in operations. 

4. De-activate energy isolating devices. 

5. Lock out and tag out energy isolating devices-singularly identified-not used for any other purpose. 

6. Dissipate or restrain stored energy. 

7. Verify that equipment is disconnected and at zero energy state. 

Multi-locks and tag devices are used when multiple employees are working on the equipment. Authorized employee is aware of equipment with Lock out and Tag out Safety Checklist. The checklist below has been developed to assist in comply with the Lock out and Tag out Safety Plan multiple sources. 
1. Audit all machinery and equipment for types and magnitudes of energy and potential hazards. 

2. Identify and document all machinery and equipment for which a lock out and tag out procedure will be developed. 

3. Identify and document, by name and by job title, all affected employees. 
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4. Identify and document, by name and by job title, all employees authorized to perform lock out and tag out procedures. 

5. Describe and document types and locations of energy isolating devices for all machinery and equipment. 

6. Describe and document the types of energy involved and the methods to be used to dissipate or restrain the energy for all machinery and equipment. 

7. Describe and document the method established to isolate the energy and any additional safety measures to be taken. 

Employees restoring equipment to service follow five-step program. 
1. Check equipment and immediate area for non-essential and other equipment. 

2. Check the employees are safely positioned or removed from the area. 

3. Verify controls are neutral. 

4. Remove lockout devices and reenergize equipment. 

5. Notify affected supervisors and employees that equipment is ready for use. 

Corrective Actions: ________________________________________________________________________________________________________________________________________________________________________________________________ 
GRANVILLE COUNTY SCHOOLS 
Location:_____________________________________

Reviewer’s Signature: _____________________________________________ 
Date Review Conducted: ___________________________________________ 
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Lock out and Tag out Self-Audit Safety Questions 
YES - NO Is all machinery or equipment capable of movement required to be de-energized or disengaged and blocked or locked out during cleaning, servicing, adjusting or setting up operations, whenever required? 

YES - NO Is the locking-out of control circuits in lieu of locking out main power disconnects prohibited? 

                        YES - NO Are all equipment control valve handles provided with a means for locking out? 
YES - NO Does the lockout procedure requires that stored energy (i.e. mechanical, hydraulic, air) be released or blocked before equipment is locked out for repairs? 

YES - NO Are appropriate employees provided with individually keyed personal safety locks? 

YES - NO Are employees required to keep personal control of their key(s) while they have safety locks in use? 

YES - NO Is it required that employees check the safety of the lockout by attempting a start up after making sure no one is exposed? 

YES - NO Does the power disconnecting means for equipment not also disconnect the electrical control circuit: -
YES - NO Are the appropriate electrical enclosures identified? 

YES - NO Is means provided to assure the control circuit can also be disconnected and locked out? 

YES - NO The power disconnecting means for equipment does not also disconnect the electrical control circuit, are the appropriate electrical enclosures identified? 

YES - NO Are all equipment control valve handles provided with a means for locking-out? 

YES - NO Are employees instructed to always push the control circuit stop button immediately after checking the safety of the lockout? 

YES - NO Is there a means provided to identify any or all employees who are working on locked-out equipment by their locks or accompanying tags? 






23 

Granville County Schools 
2010 LOCK OUT AND TAG OUT SAFETY PLAN 
YES - NO Are a sufficient number of accident preventive signs or tags and safety padlocks provided for any reasonably foreseeable repair emergency? 

YES - NO When machine operations, configuration or size requires the operator to leave his or her control station to install tools or perform other operations, and that part of the machine could move if accidentally activated, is such element required to be separately locked or blocked out? 

YES - NO In the event that equipment or lines cannot be shut down, locked-out and tagged, is a safe job procedure established and rigidly followed? 

GRANVILLE COUNTY SCHOOLS 
Location:___________________________________________

Reviewer’s Signature: ____________________________________________ 
Date Conducted: __________________________________________ 





24

                    








