COUNTY OF RIVERSIDE
STANDARD SAFETY OPERATIONS MANUAL

DOCUMENT NO: 2009 DATE ISSUED: 03/01/97
SUBJECT: LOCKOUT/BLOCKOUT PROGRAM EFFECTIVE DATE: 03/01/97
GUIDELINES LAST REVISED: 11/25/02

PURPOSE: California Code of Regulations, Title 8, General Industry Safety Orders, Section 3314

requires all employers to comply with the Lockout/Blockout program when cleaning, repairing,
servicing, and adjusting prime movers, machinery and equipment. This program establishes
the Riverside County Lockout/Blockout Program in compliance with California statues.

POLICY: County employees will be provided appropriate training and the necessary supplies such as

signs, tags, padlocks, blocks, or seals as required when working on machinery or equipment
capable of movement.

OBJECTIVE: Maintain employee safety and health, define the guidelines for the Lockout/Blockout program

for all organizations, and assure compliance with regulatory requirements.

SCOPE: All County employees.

REFERENCE: CCR Title 8, GISO, Sections 3203, 3314, 6004 and Electrical Safety Orders Section 2320.

INTRODUCTION

These lockout and blockout procedures describe how to protect you against unexpected energy
releases. The procedures involve a system of switches, locks, tags and tests, mandated by
Cal/OSHA, that will enable you to securely isolate machines, equipment, or confined spaces from
hazardous energy sources.

WHEN REQUIRED

Machinery or equipment capable of movement shall be stopped and the power source de-energized
or disengaged, and if necessary, the movable parts shall be mechanically blocked or locked to
prevent inadvertent movement during cleaning, servicing, or adjusting operations unless the
machinery or equipment must be capable of movement during this period in order to perform the
specific task.

If the equipment must be capable of movement, the supervisor shall minimize the hazard of
movement by providing and requiring the use of extension tools (e.g., extended swabs, brushes,
scrapers) or other methods or means to protect employees from injury due to such movement.

TRAINING

A. Each County Department/Agency/District shall provide training for all employees who may
use or be affected by the lockout procedure. Document the training and make sure the
training is fully understood by every affected employee. Provide retraining annually or
whenever there is a change in job assignment, a change in equipment or processes that
present a new hazard, a change in the lockout procedure, or an inspection reveals a
deviation from lockout procedure.
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ML, TRAINING - Continued

B. Training shall include the following:
1. How to recognize energy sources;
2. Types and magnitude of energy sources;
3. Methods of energy isolation and control;
4, How to shut down, isolate, and block or secure specific machines or equipment;
5. How to place, remove and transfer lockout devices or tags;
6. Testing a machine or equipment to determine the effectiveness of locks and other
energy control devices; and
7. Where the written lockout program is kept (it must be available for employee review).
Iv. IDENTIFYING HAZARDS
A. A variety of tasks in construction, facility maintenance, and equipment repair can involve an
unexpected energy release. In general, you, the employee, are the best one to determine
which tasks could place you at risk. By giving careful consideration to all potential energy
sources, you should be able to work with your supervisor to identify energy release hazards
specific to your job at the worksite.
B. Examples of situations that require lockout, tagout, blockout and testing include:
1. Adjusting or repairing power tools and equipment.
2. Working on wiring.
3. Working on pressurized pipes and tanks.
4. Entering confined spaces.
5. Working near compressed or expanded springs.
6. Working in or near empty pipes, passages or tanks that might unexpectedly fill with
liquid or gas.
7. Maintaining or servicing any equipment that may release energy.
C. Supervisors are to work with employees to develop a list of equipment and tasks that require

lockout procedures. Make sure that each piece of equipment is permanently labeled with a
message such as "Lockout and Blockout required when working on this equipment".
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V.

ROLES AND RESPONSIBILITIES

A.

Department/Agency/District Heads

1.

Ensure the implementation of the lockout program in Department/Agency and
District.

2. Allocate sufficient resources to supervisors to fully implement the lockout program.

3. Ensure that supervisors receive proper training.

Supervisors

1. Ensure that all new and existing employees required to operate, clean, service,
adjust or repair machinery or equipment are trained in the use of locks, tags and
blocks as follows:
a. For new employees before they use equipment;
b. Annually as a refresher for all employees; and
C. Whenever, work processes change.

2. Identify task(s), equipment and procedures that require locking, tagging or
blocking-out.

3. Enforce lockout compliance.

4. Provide new and existing employees with approved lockout equipment such as
locks, tags and blocking devices and ensure that they are identifiable as belonging to
a specific employee.

5. Conduct periodic inspections on lockout activities and document inspections.

6. Maintain documentation of all training.

Employee will:

1. Maintain a thorough knowledge of the operating systems to be locked out.

2. Attend training on the lockout/blockout program.

3. Follow lockout procedures whenever necessary.

4, Inform his or her supervisor of concerns about lockout hazards.
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V.

VL.

ROLES AND RESPONSIBILITIES - continued

D.

Department/Agency/District Safety Representative will:

1. Help supervisors establish a lockout/blockout program.

2. Coordinate basic lockout/blockout program training with the County Safety Office.

3. Inform the County Safety office of any lockout/blockout hazard.

County Safety Office will:

1. Establish lockout program.

2. Oversee the lockout program implementation, evaluation and modification per
CAL/OSHA updates.

3. Coordinate lockout training and information sharing among organizations.

4. Assist supervisors and the purchasing department with the purchasing of protective

and lockout equipment.

5. Review Worker's Compensation reports or injury rates related to energy release and
recommend corrective action.

Purchasing will:
1. Ensure that new or overhauled equipment can accommodate locks and tags.
2. Work with the County Safety office to standardize locks, tags, and warning signs.

County Construction Project manager will:

1. Review outside contractor's lockout procedures to ensure CAL/OSHA compliance.
2. Inform outside contractors of the County's lockout procedure.
3. Insure that the contractor follows the prescribed lockout procedure for the

appropriate tasks being performed.

GENERAL PROCEDURE

This program utilizes the concept of Zero Mechanical Energy State (ZMES), which requires a source
of energy, whether mechanical, electrical, active or stored, to be blocked out, de-energized, or
otherwise shut down. ZMES is to be established on all equipment and machinery, work processes, or
operating systems that require maintenance repair, adjustment, or servicing.
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VL.

VII.

GENERAL PROCEDURE - continued

The procedures outlined in this program apply to all moveables, electrically energized, or pressurized
equipment and systems during installation, repair, maintenance, servicing, cleaning or adjustment.
They do not apply to routine operational adjustments or set-up procedures such as adjusting work in a
lathe, drill press, etc., as long as the machine operator retains personal control over the machine or
equipment.

When maintenance is required to “toubleshoot” equipment or systems while under a ZMES, locked
out and tagged, the maintenance supervisor or responsible designee shall indicate “Troubleshooting”
on the tag. Locks may then be removed and test instruments used.

When equipment is being balanced in place, a lock is not required. However, a “DANGER -DO NOT
OPERATE" tag must be completed and placed on the starter before work begins and must remain on
the starter during the balancing operation.

During the repair of steam traps, a completed, "DANGER - DO NOT OPERATE" tag may be signed
by the maintenance employee and used in place of a safety lock and device.

Special procedures developed by installation engineers for securing new equipment during installation
must meet this procedure's minimal requirements. Procedures developed for this purpose shall
become a permanent addendum to this program after approval by department management.

In the event that it is not practical to lock out a piece of equipment, process or system, removal of
power cords or fuses, disconnection of pressurized cylinders, or use of blocks to prevent movement
may be used. Such alternative methods must be approved by the manager before adoption and listed
in this program as an addendum. Management personnel are the only individuals authorized to permit
work on energized, unlocked or unblocked machinery or equipment. All such authorization shall be
written.

Where several employees are involved with working on a single piece of equipment, the maintenance
supervisor will designate a single individual responsible for initial shut down, tagging out, and assuring
ZMES of equipment. The safety lock and device of this designated individual will be the first applied
and the last removed.

The Maintenance Supervisor shall verify that such designated individual is aware of the motor control
center, all switches, valves and devices that need to be in a ZMES, locked. Blocked and tagged.

The designated individual will verify ZMES by trying to restart the equipment and checking its
interlocks after it has been locked out or blocked out.
LOCKOUT/BLOCKOUT PROCEDURES

A. "DANGER - DO NOT OPERATE", shall be the tag used to comply with the tagout portion of
this program.

1. This tag shall be placed on the control points of machinery, processes, valves,

equipment, or systems that are either under repair, defective, being serviced,
cleaned, or newly installed but not yet fully operational.
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VIL.

LOCKOUT/BLOCKOUT PROCEDURES - continued

2.

B. Locks

This tag shall be completed and placed at the control points only after ZMES has
been assured.

The tag shall also be placed on obsolete equipment or machinery that is in a ZMES
but not yet fully isolated from an operating system.

A property completed tag shall contain a description of the equipment or system
under service or repair, the purpose of the tag, the name of the individual placing the
tag, time, date, and the name of the person authorizing the use of the tag. No other
information is to be added to the tag.

Once placed, the tag is to remain on the switch system while work is being
performed; however, this shall not exceed 30 days. If the work extends beyond 30
days, a supervisor shall review the status and issue a new tag, if necessary.

When work is being performed on machinery, equipment or processes, individual
safety locks, and when necessary, multiple lock devices will be used to secure
equipment or sources of energy. This is to assure ZMES and prevent accidental
start-up. Applying locks at the start/stop button or switch is not considered safe, does
not meet the standards of this program, and is therefore, prohibited.

Safety locks shall be one key series or pattern and be issued individually to
employees along with a multiple lock device.

The tag of each lock must be clearly stamped or marked with the employee's name
and the lock number.

Master keys for safety locks are prohibited.

In addition to distribution lists, an extra key for assigned locks shall be maintained by
the supervisor in a secure manner.

Project engineers shall be assigned locks, keys, and devices for use in “remodel” or
system upgrade construction. The project engineer shall apply and remove the lock
and devices for the contractor. Contractors are solely responsible for
lockout/blockout procedures on new construction.

Safety locks; devices, and tags shall remain in place as long as work is being
performed by either maintenance or outside contractor employees.

If work on the equipment, process, or system has not been completed by the end of
a shift, the individual assigned to such work shall not remove locks until employees
of the oncoming shift have attached locks and are instructed about the scope of
work.

Once a disconnected switch or circuit breaker is locked and tagged in ZMES,
tampering with the locked element to circumvent ZMES Is prohibited.
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VIL.

VIIL.

LOCKOUT/BLOCKOUT PROCEDURES - continued

10. Upon completion of work, the maintenance worker, operating employee, or Project
Engineer shall remove locks belonging only to themselves. When all locks have been
removed, the operating employee may remove the tag.

11. In the event of an emergency or other absence of a lock's owner, a safety lock may
be removed only by a supervisor. This removal must not expose employees to
potential injury. The duplicate key held by the supervisor should be used for such
removal.

LOCKOUT CONTROL METHODS

There are many different ways to lockout a piece of equipment. Commonly, the main disconnect
switch has one opening where a lock can be placed. If more than one employee works on the
equipment, a lockout adapter suitable for the installation of several locks must be used, enabling all
workers to lockout the machine with individual locks.

If switches are in a metal box, the box itself must be locked out. If a fuse is removed to de-energize
equipment or circuits, the fuse box must be locked.

If controls are in a metal covered box, a common hasp may be welded or riveted to the door, along
with a lock staple. The switch can then be “opened”, the door closed and padlocked. Fuse boxes can
be locked in this manner.

Machines activated by compressed air or steam include valves that control the source of energy.
These valves must be locked out and the system must be bled to release energy (in the form of
pressure).

A. Locks

1. Each employee must have an individually assigned lock and maintain the only key to
that lock. The lock should be substantial, durable, and must have the name of the
employee on it. If necessary, locks can be color coded to indicate different shifts or
types of craft. When more than one worker is servicing a piece of equipment locked
out, a lockout adapter must be used which allows all workers to place locks on the
disconnecting means. After all work is completed, individual locks are removed and
the machine can be returned to service.

B. Tags

1. DO NO USE TAGS ALONE. Tags or signs are to be used in addition to locks. Tags
must state:

a. The reason for the lockout;

b. The name of the employee who is working on the equipment and how that
person may be reached; and

C. The date and time when the tag was put in place.
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VIIL.

IX.

Xl.

LOCKOUT CONTROL METHODS - continued

C. Blocks

1.

2.

C. Blocks —

3.

4.

A suitable block is an important safety device to ensure that a piece of equipment is
safe to be repaired or serviced. Appropriate blocks must be placed under raised dies,
lifts, or any equipment that might inadvertently move by sliding, falling, or rolling.

Blocks, special brackets, or special stands, such as those which are commonly used
under raised vehicles, must be made available and used by employees.

continued

Another form of blocking is the placement of a blind. A blind is a disk of metal placed
in a pipe to ensure that air, steam, or other substance will not pass through if the
system is activated.

Before blinds or blocks are installed, steam, air, or hydraulic lines must be bled to
reduce existing pressure. Coiled springs, spring-loaded devices, or suspended loads
must be released so that stored energy will not result in inadvertent movement.

TESTING EQUIPMENT DURING LOCKOUT

A. In maintenance and repair operations, machinery may need to be tested, and therefore
energized, during the course of maintenance. Employees should be trained as follows relative
to testing:

1.

Clear all personnel to safety;

2. Clear away tools and materials from equipment;
3. Remove lockout devices and re-energize systems following established safe
procedure;
4, Proceed with test; and
5. After test, neutralize all energy sources again, purge all systems and lockout prior to
continuing work.
ALTERNATIVES

Equipment circuit design or performance limitations may dictate that alternative worker protection be
provided when the established lockout/blockout procedure is not feasible. If machinery must be
capable of movement or circuits energized in order to perform a maintenance task, supervisors must
evaluate the circumstances. No employee shall be permitted to work on unlocked machinery or
energized circuits unless sufficiently experienced, properly trained, provided with appropriate
protective equipment/tools and specifically instructed on procedure.

RESTORING EQUIPMENT TO SERVICE
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A. After the work is completed and equipment is ready to be returned to normal operation, the
procedure below must be followed:

Remove all non-essential items;

2. Ensure that all equipment components are operationally intact, including guards and
safety devices.

3. Repair or replace defective guards before removing lockouts or blockouts.

4. Remove each lockout/blockout device using the correct removal sequence.

5. Make a visual check before restoring energy to ensure that workers are physically
clear of the equipment.

Xil. RECORD KEEPING
A. The following records will be retained as outlined in this policy and other Federal, State, and

County policies.

1.

Training records. Include employee's name, title, dates of training, and subject
matter covered.

An inventory of locks and keys as they are assigned to employees.
Inspection report records.

Pre-job (task) safety meeting records. Include employee's name and what was
discussed.
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APPENDIX A

INDIVIDUAL EMPLOYEE TRAINING DOCUMENTATION
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NAME OF TRAINER/INSTRUCTOR:

INDIVIDUAL EMPLOYEE TRAINING DOCUMENTATION

TRAINER SUBJECT: Lockout/Tagout Program Guidelines

TRAINING MATERIALS USED:

NAME OF EMPLOYEE:

DATE OF HIRE/ASSIGNMENT:

above in the following areas:

[
[

[
[

]
]

]
]

, hereby certify that | received training as described

Instruction on job objectives and equipment involved.

Instruction on energy sources for each machine and lockout procedure.

Instruction on steps for shutting down and securing machinery.

Instruction on steps to verify lockout effectiveness.

Instruction on procedural steps for applying lockout and tagout.

Instructions on procedural steps for restarting.

Instructions on authorized person duties to perform lockout.

Instructions on affected person duties during lockout.

| fully understand this training, agree to comply with the instructions received, and the Lockout/Tagout
Program and Procedures.

Employee Signature

Date

Employee Signature

SOP FORM 2009
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APPENDIX B
SAMPLES OF APPROVED

LOCKOUT, TAGOUT, RESTRAINING AND BLOCKOUT
PROCEDURES
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