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1.  INTRODUCTION

The school district is fully committed to the health and safety of all faculty, staff, students and visitors.  The district believes that occupant safety and a healthy environment are important factors in the functioning of the total educational program, making the district schools a better place to learn and work, creating positive relationships with the district customers and stakeholders, and preparing students to be responsible citizens and to work safely in the community.  

To help meet this commitment, the district has developed a lockout/tagout program.  This program is intended to prevent injuries during service or maintenance activities on equipment and circuits.  The risk of injury is reduced by the application of locks and/or tags which prevent the unexpected release of operating or stored energy.  Any individual engaging in the maintenance, repairing, cleaning, servicing, or adjusting of machinery or equipment on district property will abide by the procedures outlined in this document. This lockout/tagout program serves to meet the requirements of OSHA Regulation 29 CFR 1910.147.

2.  DEFINITIONS 

Lockout
The practice of using keyed or combination security devices ("locks") to prevent the unwanted activation of mechanical or electrical equipment. 

Tagout
The practice of using tags in conjunction with locks to increase the visibility and awareness that equipment is not to be energized or activated until such devices are removed. 


Tagout without lockout will be used only if the energy isolating device cannot be locked out.
Servicing and/or maintenance  Workplace activities such as constructing, installing, setting up, adjusting, inspecting, modifying, lubricating, cleaning, and maintaining and/or servicing equipment, where the employee may be exposed to the unexpected energization or startup of the equipment or release of hazardous energy.

Affected employee  An employee whose job requires him/her to operate or use equipment on which servicing or maintenance is being performed under lockout or tagout, 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 equipment in order to perform servicing or maintenance on that equipment.

3.  RESPONSIBILITIES 

a.  Program Manager 

The Program Manager is the district person responsible for ensuring that this lockout/tagout program is in compliance with OSHA requirements and that procedures and practices are being followed.

b.  Supervisors 

Supervisors are to ensure that employees and contractors engaging in work requiring lockout/tagout understand and adhere to procedures and practices.  This includes maintaining appropriate lockout/tagout supplies such as locks and tags, assuring that employees have proper training, and that equipment is properly identified and appropriate lockout/tagout procedures are developed and posted.
c.  District Maintenance Personnel

District maintenance personnel are to adhere to the procedures outlined in this document for all tasks that require the use of lockout/tagout, and to lockout/tagout supplies in good condition and available for use. 

d.  District Faculty and Non-Maintenance Staff Personnel

All district employees will be informed of the district lockout/tagout program and the necessary precautions while in the area of locked-out or tagged-out equipment and circuits.  District employees will be expected to not interfere with any lockout/tagout device.

e.  Outside Volunteers, Contractors and Other Third Parties Working in the District

Outside volunteers, contractors and other third parties will be notified of the district lockout/tagout program to ensure that they work safely within district property and do not affect the safety of district employees.

It is the responsibility of volunteers, contractor and other third parties to read and understand the district lockout/tagout program, to familiarize their people with the compliance issues involved, including:

· Understanding the types of energy that may be encountered on district sites,
· The methods and devices used to control energy sources, 

· The importance of complying with the district lockout/tagout program,
· Not attempting to repair or service equipment without going through the proper procedures for lockout/tagout.
Outside volunteers, contractors and other third parties are to seek clarification of any topics that may be unclear. 

4.  SPECIFIC PROCEDURES 

a.  Preparation For Lockout/Tagout 

Make a survey to locate and identify all isolating devices to be certain which switch(es), valve(s), or other energy isolating devices apply to the equipment to be locked or tagged out.  More than one energy source (electrical, mechanical, stored energy, or others) may be involved. 

b.  Performing the Lockout Or Tagout 

1. Notify affected employees that a lockout or tagout system is going to be utilized and the reason therefore.  The authorized employee shall know the type and magnitude of energy that the machine or equipment utilizes and shall understand the hazards thereof. 

2. If the machine or equipment is operating, shut it down by the normal stopping procedure (depress stop button, open toggle switch, etc.). 

3. Operate the switch, valve, or other energy isolating device(s) so that the equipment is isolated from it energy source(s).  Stored energy (such as that in springs, elevated machine members, rotating fans/flywheels, hydraulic systems, and air, gas, steam, or water pressure, etc.) must be dissipated or restrained by methods such as repositioning, blocking, bleeding down, etc. 

4. Lockout/Tagout the energy isolating devices with assigned lock(s) or tag(s). 

5. After ensuring that no personnel are exposed, and as a check on having disconnected the energy sources, operate the push button or other normal operating controls to make certain the equipment will not operate. CAUTION: Return operating control(s) to neutral or off position after the test. 

6. The equipment is now locked out or tagged out. 

c.  Restoring Machines Or Equipment To Normal Operations 

1. After the servicing and/or maintenance is complete and equipment is ready for normal production operations, check the area around the machines or equipment to ensure that no one is exposed. 

2. After all tools have been removed from the machine or equipment, guards have been reinstalled and employees are in the clear, remove all lockout or tagout devices. Operate the energy isolating devices to restore energy to the machine or equipment.

 Special Circumstances:  When maintenance or service is done, only the same authorized employee who installed the lock or tag may remove it.  If the employee that locked out the equipment is not available and it becomes necessary to remove a lock from locked-out equipment, the onsite Supervisor shall be contacted for instructions on removing the lock.  The affected Supervisor shall provide and follow the specific procedures outlined in this lockout/tagout program.  In addition, the Supervisor shall:

1.
Verify that the authorized employee who applied the lockout or tagout device is not at the facility;

2.
Make all reasonable efforts to notify the authorized employee that his/her lockout or tagout device has been removed; and

3. Ensure that the authorized employee has this knowledge before he/she resumes work at that facility.
d.  Procedure Involving More Than One Person 

In the preceding steps, if more than one individual is required to lockout or tagout equipment, each shall place his/her own personal lockout/tagout device on the energy isolating device(s).  When an energy isolating device cannot accept multiple locks or tags, a multiple lockout or tagout device (hasp) may be used.  If lockout is used, a single lock may be used to lockout the machine or equipment with the key being place in a lockout box or cabinet which allows the use of multiple locks to secure it.  Each employee will then use his/her own lock to secure the box or cabinet.  As each person no longer needs to maintain his or her lockout protection, that person will remove his/her lock from the box or cabinet. 

e.  Temporary Removal Of Lockout/Tagout Devices 

In situations where lockout/tagout devices must be temporarily removed from the energy isolating device and the machine or equipment energized to test or position the machine, equipment or component thereof, the following sequence of actions will be followed: 

1. Remove non-essential items and ensure that machine or equipment components are operationally intact. 

2. Notify affected employees that lockout/tagout devices have been removed and ensure that all employees have been safely positioned or removed from the area. 

3. Have employees who applied the lockout/tagout devices remove the lockout/tagout devices. 

4. Energize and proceed with testing or positioning. 

5. Deenergize all systems and reapply energy control measures in accordance with this section. 

f.  Maintenance Requiring Undisrupted Energy Supply 

Where maintenance, repairing, cleaning, servicing, adjusting, or setting up operations cannot be accomplished with the prime mover or energy source disconnected, such operations may only be performed under the following conditions: 

· The operating station (e.g. external control panel) where the equipment may be activated must at all times be under the control of a qualified operator. 

· All participants must be in clear view of the operator or in positive communication with each other. 

· All participants must be beyond the reach of equipment elements which may move rapidly and present a hazard. 

· Where equipment configuration or size requires that the operator leave the control station to install tools, and where there are equipment elements which may move rapidly, if activated, such elements must be separately locked out. 

· During repair procedures where mechanical components are being adjusted or replaced, the equipment shall be de-energized or disconnected from its power source. 

5.  TRAINING 

District employees needing to become authorized employees for purposes of the district lockout/tagout program, will receive annual lockout/tagout training per the training requirements outlined in 29CFR, 1910.147 (c)(7)(i),(ii), & (iii). 

All district faculty and non-maintenance staff will be notified annually about the district lockout/tagout program and they’re role in the program.

6.  RECORDKEEPING 

a.  Inspection Records 

The district will maintain inspection records using the district “Lockout/Tagout Inspection Form.” 

b.  Training Records 

Records of all employee training will be maintained either electronically or on paper.  These records will include the name of the employee, the subject of the training, and the date and time the training was completed.  These training records will be retained by the district. 
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