STANDARD OPERATING PROCEDURE


LOCKOUT PROCEDURE FOR ALL

 PAINT LINES
1. Lockout Procedures must be used on any machine or piece of equipment that is being:

a)  cleaned

b)  adjusted

c)  maintained

d)  repaired

e)  checked

f)  set-up

g)  entered

h)  Rendered or found to be in an unsafe condition where the danger exists that if the machine or equipment was inadvertently started or moved, injury could result.

Note:  Equipment that can have the power source physically removed (i.e.:  a power cord etc.) are exempt from a lockout, provided that the power source is disconnected and cannot be reconnected by others.  If this cannot be ensured, then the plug must be locked out using an E-Safe Lock a Plug box.

2. Notify others - operators, supervisors, and other workers in the area should know about the lockout taking place.  If necessary, rope off the work area using yellow “Caution” or red “Danger” tape.

3. Make sure that you know and understand all the correct steps in the lockout procedure and follow them.

4. Any lock box containing duplicate keys for lockout locks must have a log book dedicated to it for recording the date, time, employee number, and the reason for the use of the duplicate key.

5. Identify all energy sources such as electrical, hydraulic, compressed gases, gravity, springs, etc.

6. There might be more than one source of electrical power etc., or at different locations. Make sure to lockout each one.

7. Eliminate all power sources and stored energy:

a)  Turn off electrical power.

b)  Lower all suspended parts.

c)  Block movable parts.

d)  Vent air pressure.

e)  Drain hydraulic lines.

f)  Release or block spring pressure.

8. Attach “lockout locks” to all turned off energy sources wherever it is possible.  Use a “lockout lock” from your area.  Remove the key and keep it on your person. The person performing the work during the lockout is responsible for placing the lock on the energy source. Do Not allow anyone else to lock out the energy source for you.
9. Attach tags:  "DO NOT OPERATE" on any valves, controls, etc.  This tag should also have your name, the department you're from, and the reason why the machine is locked out.

10. The person who installed the first lock must check the machinery to ensure that it is inoperative.  Check to make sure that no one is in danger before testing the lockout.  Push start buttons, operate valves and controls and test for electrical current.

11. When more than one person is working on a machine, each person must put his lock on each power source. For example, a person working on the electrical system must also lock out the hydraulic system even if someone else has already locked it out. If two people are working on the electrical etc., each of them must use separate locks to lock out the machine.  Use a multi-lock hasp when more then one lock is needed.

12. The person, who places a lockout lock on a control panel, breaker, or valve, etc., is responsible for the removal of that lock.  Never have someone else remove your lock or remove someone else's.  

13. When you have finished your work, remove all locks and tags that you have attached, and return them to their original location.

14. If the repairs etc. are not complete at the end of a shift and the machine is inoperable or in an unsafe condition, report to your supervisor and to the incoming person who will take your place.  A detailed explanation as to why the machine is locked out must be given. The in-coming person must then apply his/her lockout lock before the original worker removes his/her lock.

If there is no opportunity to directly hand the lockout “problem” over to the oncoming operator, then:

· Call an appropriate Maintenance Department employee (i.e. - For an electrical problem, call an electrician).

· He/she will place a “Maintenance Lock” and a “Do Not Operate” tag on the machine explaining the Who, When, What, Where, and Why of the particular lockout.

· At the start of the next shift, an appropriate Maintenance Dept. employee will arrive to complete the work. If nobody arrives, the information on the lockout tag can be used to determine which Maintenance Dept. employee should be contacted to come and complete the work.  

15. If you accidentally leave a lockout lock on a machine at the end of a shift and go home, your supervisor will phone you to return to work immediately on your own time and expense to remove that lock. Refusal to return to work to remove a lock will result in a review by the appropriate supervisors in the area. At this time, the employee may be subject to (Company) Corrective Discipline Procedure.

16. If the person from step #15 cannot be reached or is unable to confirm that it is safe to remove that lock, then proceed to step 16.a).

If the supervisor has contacted the person from step #15 and is still not certain that it is safe to proceed with the removal of the lock, proceed to step 16.a). 

a) The supervisor in charge of the plant. The committee will do a complete investigation to determine: 

i) Why that worker’s key is not available.

ii) Whether it is safe to remove the lock and activate the machine.

b)
Once it is determined that it is safe to remove the lock from the energy source, the supervisor may do so in the following manner:

i)  Obtain the duplicate key from the lock box.

ii)  Ensure that there are no employees in danger of being injured prior to removing the lock and starting the machine.

iii)   Remove the lock from the energy source.

iv)   Start the machine and run it for several minutes while performing the necessary inspections to ensure that it is operating normally.

v)   Record the date, time, your employee number, and the reason for the use of the duplicate key in the lock box log book.

17. If the person from step #15 is unable to come in and personally remove the lock, but is able to verbally confirm that it is safe to remove the lock from the energy source, then:

a)  The Supervisor may remove the lock if he/she is certain that it safe to do 
so (i.e. - routine lockouts) in the following manner:

i)  
Obtain the duplicate key from the lock box.

ii)   Ensure that there are no employees in danger of being injured prior to removing the lock and starting the machine.

iii) 
Ensure that the machine appears to be in good working condition.

iv) 
Remove the lock from the energy source.

v) 
Start the machine and run it for several minutes while performing the necessary inspections to ensure that it is operating normally.

vi) 
Record the date, time, your employee number and the reason for the use of the duplicate key in the lock box log book.


vii) 
Contact your company Representative and inform him/her of the actions you have taken.

Step #17 applies only when extreme circumstances arise which would prevent the person from returning to work and removing the lock. 

Note:  If for any reason the original, designated key is not available to unlock a lock (i.e. - person performing the lockout loses the key, takes it home, etc…), the situation will be assessed by the appropriate supervisors in the area. At this time, the person responsible for the incident may be subject to Corrective Discipline Procedure.

18. When it is necessary to start or move machinery to make adjustments before all repairs are finished. The supervisor in charge of these adjustments must make positive checks, to make sure that all people are clear and that the start or movement of the machine will not cause an unsafe condition.

19. Before restarting machine:

a)  Check to make sure all guards are in place.

b)  Check to make sure all wires, pipes, tubing, and hoses have been reconnected.

c)  Ensure that all tags and locks been removed.

d)  Make sure all persons have left the danger zones.

e)  Ensure all blocks and supports been removed.

f)  Make sure all springs and guards are reconnected.

This procedure complies with Occupational Health and Safety Regulations (1996), sections 139 and 140.

JAMMED PARTS:

· The track must be locked out if parts are jammed in a machine.

· No one is allowed to enter the machines while the track is jammed. Except under the direct supervision of Maintenance personnel AND your supervisor. 

· You must have your supervisor present to ensure that it is safe to enter, before doing so.
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