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Record and Summary of Revisions |
Record of Revisions - Complete

Procedure No. Procedure Title Revision No. | Issue Date

LOTO 0010 Lockout/Tagout Record Book Contents REMOVED 4/30/11
0 7/29/05

SAFE 0010 Control of Hazardous Energy (Lockout/Tagout) 0 4/30/11

FORM SAFE 1 | Lockout/Tagout Record Sheet 0 7/29/05

FORM SAFE 2 | Special Lock Removal Worksheet A 10/4/09
0 7/29/05

FORM SAFE 3 | Lockout/Tagout Training Record 0 7/29/05

FORM SAFE 4 | Lockout/Tagout Check List REMOVED 4/30/11

(Previous) 0 7/29/05

FORM SAFE 4 | Lockout/Tagout Inspection Record (RENAMED from B 4/30/11
A 10/4/09
0 7/29/05

Summary of Revisions Issued April 30, 2011
Procedure No. Procedure Title / Nature of Revision Re\|<l|(;5|on SMS Report
LOTO LOTO 0010 | Lockout/Tagout Record Book Contents NA NA
REMOVED: Information obsolete and no longer
consistent with new manual format
LOTO SAFE 0010 | Control of Hazardous Energy (Lockout/Tagout) 0 2010-12-0003

New Procedure detailing guidelines and approved
protocols for isolating machines and equipment
from energy sources to permit maintenance and
repair (replaces all previous Lockout/Tagout
procedures in the EHBR, TERM, ENGR and DECK
manuals)

2010-05-0003
2010-05-0002
2010-05-0001

FORM SAFE 4 Lockout/Tagout Check List NA NA
(Previous) REMOVED: Information obsolete and no longer
consistent with current Lockout/Tagout protocols
FORM SAFE 4 Lockout/Tagout Inspection Record B NA
(Current) RENAMED from EHBR 1 A for ease of reference
and consistency with other forms in the manual,
content unchanged
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Control of Hazardous Energy (Lockout/Tagout)

Uncontrolled Document

Policy
WSF shall provide a place of employment free from recognized
hazards that cause or are likely to cause death or serious physical
harm or injury to employees or to the public. Therefore, all energized
machines, equipment and systems shall be locked out and/or tagged
out before any maintenance, or servicing is performed.

Objective

To provide guidance for the implementation of methods that isolate
machines and equipment from energy sources to permit maintenance
and repair of those machines, equipment and systems by Washington
State Ferries employees.

Responsibility

Management-level personnel; vessel/terminal/Eagle Harbor comand-
level personnel and/or their designees; Safety Officers; Authorized or
Affected employees.

Procedure

Scope and Applicability

This procedure has been developed for control of hazardous
energy (lockout/tagout or LOTO) using the referenced Washington

Administrative Code (WAC) chapters (listed below) as guidance.
* WAC 296-800, Safety & Health Core Rules
* WAC 296-24, General Safety & Health Standards

* WAC 296-56, Longshore, Stevedore and Waterfront
Related Operations

* WAC 296-304, Safety Standards for Ship Repairing,
Shipbuilding and Shipbreaking

This safety procedure affects employees who service, maintain, and
operate equipment and machines. Uncontrolled energy is a hazard

to operators and other employees in the area of the machinery,
equipment, or processes. Those who service and maintain machinery
or equipment are especially vulnerable because the machinery or
equipment might become energized while being serviced or stored
energy might be unexpectedly released.
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Control of Hazardous Energy (Lockout/Tagout)

Definitions

Affected Employee: An employee required to work or be present in
an area or location where servicing or maintenance is being performed
under LOTO procedures.

Authorized Employee: An employee who possesses a level of
technical expertise, knowledge or training and is authorized by
management to perform lock out or tag out on machines, equipment,
or systems in order to perform service or maintenance.

Employee: For the purposes of this procedure, the term “Employee”
shall apply to both WSF employees and the employees of contracted
parties.

Energized: Connected to an energy source or containing residual or
stored energy.

Energy-isolating Device: A mechanical device that physically
prevents transmitting or releasing of all forms of energy. This includes,
but is not limited to: manually operated electrical circuit breakers,
disconnect switches, air or fluid line valves, blocks, manually

operated switches that disconnect the conductors of a circuit from all
ungrounded supply conductors if no pole of the switch can be operated
independently, or similar devices used to block or isolate energy.

Note: Push buttons, selector switches, and other control circuit type
devices are not energy isolating devices.

Energy Source: Any source of electrical, mechanical, hydraulic,
pneumatic, chemical, thermal, or other energy including gravity.

Lockout: Placing a lockout device on an energy-isolating device using
an established procedure to ensure the machine or equipment cannot
be operated until the lockout device is removed.

Lockout Device: A device that utilizes a positive means such as a
lock, either key or combination type, to hold an energy isolating device
in a “safe” or “off” position to prevent energizing a machine or piece
of equipment. This includes blank flanges and bolted slip blinds.

Primary Authorized Employee: An Authorized employee who has
overall responsibility for meeting the requirements of the lockout/

tagout procedures.

Safety Organization: WSF Headquarters Safety or Eagle Harbor
Safety Office

Service and Maintenance: Activities such as constructing, installing,
setting-up, adjusting, operational inspections, modifying, maintaining,

Revision 0
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and servicing machines or equipment. It also includes lubricating,
cleaning, unjamming, and making tool changes.

Tagout: The placement of a tagout device or an energy-isolating

device, in accordance with an established procedure, to indicate that
the energy isolating device and the equipment being controlled may
not be operated until the tagout device is removed (i.e. inspections).

Tagout Device: A prominent warning device, such as a tag and a
means of attachment. The tagout device must be securely fastened to
an energy-isolating device in accordance with procedure, to indicate
that the energy isolating device and the equipment being controlled

may not be operated until the tagout device is removed.
Roles & Responsibilities

The following employees, by their positions, have responsibility for
actions and/or supervision of actions associated with the lockout/
tagout program.

Department Managers, Senior Port Captains, Senior Port
Engineers, Terminal Engineers, Port Engineers and Regional
Terminal Managers shall:

 Ensure that site managers, supervisors, and other site
personnel have the required experience to perform
assessments and identify all LOTO applications at sites
under their control.

* Provide or replace LOTO equipment as required to
perform work in compliance with this policy.

 Perform periodic audits of employee training related to
LOTO.

« ldentify all affected and authorized employees.

» Ensure compliance with this safety procedure through the
inspection processes.

Staff Chief Engineers, Licensed Deck Officers, Terminal
Supervisors, and Eagle Harbor General and Shop Foremen and
Leadmen shall:

 Ensure that all precautions required by this safety
procedure are observed.

 Ensure that this safety procedure is implemented in their
areas.

 Ensure that an adequate supply of locks, tags, and
other safety equipment is available and are utilized in
accordance with this safety procedure.

SMS Lockout/Tagout Manual 57 Revision 0
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» Attend LOTO training when equipment is introduced
into the work environment, assignments changed or work
habits identify a need.

 Ensure affected and authorized employees under their
supervision have received the training required in this
procedure; and records are maintained.

Authorized Employees shall:

 Follow WSF’s lockout/tagout procedures before
commencing any maintenance or service activities.

» Attend LOTO training when equipment is introduced
into the work environment, assignments changed or work
habits identify a need.

 Ensure that all precautions required by this procedure are
performed.

* Observe actions required under “Energy Control Involving
More Than One Person”

 Report to their supervisors any changes in the machinery,
equipment or systems that would require a change in the
lockout/tagout procedure.

 Notify affected employees before beginning a lockout/
tagout procedure on a piece of equipment or machinery.

Affected Employees shall:

» Attend LOTO training when new equipment is introduced
into the work environment, employee assignments change,
or work habits identify a need.

* Follow all precautions required by this safety procedure.

 Report to their supervisors any changes in the machinery,
equipment or systems that would require a change in the
lockout/tagout procedure.

Safety Officers (2901 Bldg and Eagle Harbor) shall:

 Provide prompt assistance to managers/unit heads,
supervisors, or others as necessary on any matter
concerning this safety procedure.

* Assist in developing or securing required training.

» Monitor the lockout/tagout program and any changes in
the machinery, equipment and systems that may require
modification of the program.

Revision 0 SMS Lockout/Tagout Manual 57
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» Provide consultative assistance to ensure effective
implementation of this safety procedure.

 Perform an annual audit of the program and provide
audit results in coordination with the Safety Management

System Annual Internal Audit

Lockout/Tagout of Energized Equipment

 Before an Authorized Employee performs any servicing,
inspections, or maintenance on machinery, equipment
or systems where the unexpected energizing, start up, or
release of stored energy could occur and cause injury, the
machine, equipment or system shall be isolated from its
energy source and rendered inoperative.

« If an energy-isolating device is capable of being locked
out, the Authorized Employee shall utilize lockout unless
it can be demonstrated that the utilization of a tagout
system will provide full employee protection.

» When a tagout device is used on an energy-isolating
device, the tagout device shall be attached at the same
location that the lockout device would have been attached.
The Authorized Employee shall demonstrate that the
tagout will provide an equivalent level of safety to that
obtained by using a lockout program. This includes the
implementation of additional safety measures such as
the removal of an isolating circuit element, blocking a
controlling switch, opening of an extra disconnecting
device, or the removal of a valve handle to reduce the
likelihood of inadvertent operation.

« All energy control activities shall be recorded in the
Lockout/Tagout Manual. The manual is intended to
provide adequate communication between parties
involved in the Lockout/Tagout Program.

Recommended Sequence of Lockout

1. Notify all affected employees that servicing or
maintenance is required on a machine or equipment and
that the machine or equipment must be shut down and
locked out to perform the servicing or maintenance.

2.The authorized employee shall refer to wiring diagrams,
piping plans, manufacturer’s technical publications and
procedures for maintenance or service. Additionally, the
authorized employee shall understand the hazards of the
energy and know the methods to control the energy.

SMS Lockout/Tagout Manual 57 Revision 0
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3.If the machine or equipment is operating, shut it down by
the normal stopping procedure (depress stop button, open
switch, close valve, etc.).

4.Deactivate the energy isolating device(s) so that the
machine or equipment is isolated from the energy
source(s).

5.Lock out the energy isolating device(s) with individual
lock(s). Locks shall have name and contact information on
them. Record information in the LOTO manual

6.Stored or residual energy (such as that in capacitors,
springs, elevated machine members, rotating flywheels,
hydraulic systems, and air, gas, steam, or water pressure,
etc.) must be dissipated or restrained by methods such as
grounding, repositioning, blocking, bleeding down, etc.

7.Ensure that the equipment is disconnected from the energy
source(s) by first checking that no personnel are exposed,
then verify the isolation of the equipment by operating
the push button or other normal operating control(s), or
by testing to make certain the equipment will not operate.
Caution: Return operating control(s) to neutral or “off”
position after verifying the isolation of the equipment.

8.The machine or equipment is now locked out.
Recommended Sequence of Restoring Equipment to Service

When the servicing or maintenance is completed and the machine
or equipment is ready to return to normal operating condition, the
following steps shall be taken:

1.Check the machine or equipment and the immediate
area around the machine or equipment to ensure that
nonessential items have been removed and that the
machine or equipment components are operationally
intact.

2.Check the work area to ensure that all employees have
been safely positioned or removed from the area.

3. Verify that the controls are in neutral.

4.Remove the lockout devices and reenergize the machine
or equipment. The authorized person that placed the
lock shall be the person who removes the lock, unless
an emergency exists, then emergency lock removal
procedures shall be followed.
Note: The removal of some forms of blocking may require
re-energizing of the machine before safe removal.

Revision 0 SMS Lockout/Tagout Manual 57
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5.Notify affected employees that the servicing or
maintenance is completed and the machine or equipment

is ready for use.

Energy Control Involving More Than One Person

Periodic Inspections

In the preceding steps, if more than one individual is required to
lockout or tagout equipment, each authorized person shall place his
or her own personal lockout device or tagout device on the energy

isolating device(s).
A Primary Authorized Employee shall be assigned who:
» Has overall responsibility for the service or maintenance;

* Attaches their lock or tag to the energy isolating device
before work begins; and

* |s the last person to remove their lockout or tagout device
when the repair or maintenance is complete.

When an energy-isolating device cannot accept multiple locks or tags,
a multiple lockout or tagout device (gang box or hasp) may be used.

If lockout is used, a single lock may be used to lockout the machine
or equipment with the key being placed in a lockout box or cabinet,
which allows the use of multiple locks to secure it. Each employee
will then use his or 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 or her lock from the box or cabinet.

» WSF Safety Office shall conduct a periodic inspection of
the energy control program to verify that the procedure
requirements are being followed.

» The periodic inspection is conducted to identify any
deviations or inadequacies which may indicate training
needs.

Lockout/Tagout Training

Basic LOTO training shall communicate awareness of the procedures
and skills that employees are required to possess. The employee’s
supervisor is responsible for completing this training. This training
shall ensure that:

» Each Authorized Employee receives training in the
recognition of applicable hazardous energy sources,
the type and magnitude of the energy available in the

SMS Lockout/Tagout Manual 57 Revision 0
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workplace, and the methods and means necessary for
energy isolation and control;

» Each Affected Employee shall be instructed in the purpose
and application of the energy control procedure; and

 All other employees shall be instructed when work
operations are in an area where energy control procedures

are used.

WSF will train employees to make sure that they:

» Understand the purpose and function of the energy control
program; and

» Have the knowledge and skills necessary to carry out their
program responsibilities.

WSF will train each authorized employee in:

» The type and magnitude of energy available in the
workplace;

» Recognizing hazardous energy sources that apply; and

» Methods and means to isolate and control energy.

Train each affected employee in the purpose and use of the energy
control procedures

Train all employees who work or may work where energy control
procedures might be used about the:

 Procedures being used; and
* Prohibition against attempting to restart or reenergize a
machine or equipment that is locked or tagged out.

Document that employee training has been completed and kept up to
date.

Documentation shall include the employee’s name and the training
date.

Additional training for tagout devices

Tags are warning devices and do not provide the same level of physical
restraint as a lock.

* When attached to energy-isolating devices, tags shall not
be removed without the approval of the authorized person
responsible for it or bypassed, ignored, or otherwise
defeated.

 Tags need to be legible and understandable to be effective.

Revision 0 SMS Lockout/Tagout Manual 57
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» Tags may evoke a false sense of security.

» The meaning of tags needs to be understood as part of the
overall energy control program. Tags must be securely
attached to energy-isolating devices so they cannot be
inadvertently or accidentally detached and they must be
made of materials that will withstand the environmental

conditions to which they will be exposed.
Employee Retraining

Authorized and affected employees shall be retrained to introduce new
or revised control methods and procedures when there is a change in
any of the following:

* Job assignments;

» Machines, equipment, or processes that present a new
hazard; and

 Energy control procedures.

Employees shall be retrained to re-establish proficiency when:

* A periodic review shows an employee deviates from,
or has inadequate knowledge of the energy control
procedures or the employer has reason to believe
retraining is necessary.

Personal Protective Equipment (PPE)

Determination of PPE to be worn shall be made after a hazard analysis
of the work task.

Minimum Required Lockout Equipment

The lockout stations will contain the lockout devices, lockout/tagout
record book, training records, and the emergency lock and tag removal
worksheets. The following minimum items shall be available for use
from the lockout station:

Description Commodity Code
Ganged Lockout Box 1999-023-907
Danger Tags 1999-023-906
Safety Lockout Device 1999-023-905
Group Lockout Device 1999-023-919
Black Cable Ties (14" x 1/4") 1999-023-904
SMS Lockout/Tagout Manual 57 Revision 0
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Lock Out/Tagout Equipment Stations

The lockout equipment and LOTO manual shall be maintained in an
area accessible to all authorized employees.

The chief engineer maintains vessel lockout stations in the Engineers
Operating Station (EOS).

Shoreside lockout stations are found in the Terminal Gas Lockers,
except as listed below:

Terminal Station Location
Eagle Harbor Facility Tool Room
Tahlequah Electric Control Panel Cabinet

Special Considerations

Redundant Energy Sources

It is vital that authorized personnel understand the dangers associated
with redundant energy systems. Additional planning is necessary to
determine and secure redundant energy sources to prevent employee

injuries due to exposure to or contact with redundant energy systems.
Contractors performing work at WSF Locations

Contractors are required to review WSF Lockout/Tagout procedures
and to comply with all applicable State, Federal, and Local regulations
regarding hazardous energy control.

Contractors performing work aboard WSF vessels shall communicate
with the Chief Engineer and shall maintain records of Lockout/Tagout
activities in the vessel’s Lockout/Tagout manual.

Contractors performing work at Terminal locations shall communicate
with the appropriate Terminal Engineer, or Eagle Harbor General
Foreman. Once at a terminal, contractors should contact the Terminal
Supervisor to communicate equipment status. Records of Lockout/
Tagout activities at the Terminal shall be recorded in the Terminal’s
Lockout/Tagout manual.

Working Aloft While the Vessel is in Service (Working on Radar/
Radio Equipment)

WAC 296-304-06009 requires that no employee other than a radar or
radio repairman shall be permitted to work on masts or other areas
aloft unless the radars and radios are secured or otherwise made
incapable of emitting radiation. In the event that an authorized WSF
employee or contractor is performing work on the radar or radio
equipment, work performed under lockout/tagout conditions shall

Revision 0
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Change of Shifts

be recorded in the Lockout/Tagout manual and communicated to the
Vessel Engineer.

When WSF deck personnel are going aloft for the purpose of routine
watch activities, the radar must be placed in the “standby” position
or the scanner switched to “off” and the power to the HF radios (800
MHz) secured so that it cannot transmit. The Master or Mate shall
ensure that all pilothouse personnel are aware that a crewmember is
aloft.

Interrupted Work

When equipment or systems need to remain de-energized longer

than one shift and the work has ceased for the day, all employees
including contractors, shall communicate the operational status to the
Primary Authorized Employee. The Authorized Person’s locks and
tags shall remain on the appliance, machinery, equipment, or system.
The Port/Terminal Engineer’s Office and Operations Center Watch
Supervisor shall also be informed of any resulting impact upon vessel
service. Questions regarding the operational status of any appliance,
machinery, or equipment that has been locked or tagged shall be

directed to the respective Engineering Department.
Continued Work

An orderly transfer of lockout devices and information between the
Authorized Person(s) from the off-going shift and oncoming shift shall
be performed. The oncoming shift will immediately place their locks
and tags on the lockout device, and the off-going shift will remove
their locks and tags, ensuring uninterrupted energy control. The
required information shall be recorded on the LOTO Record Sheet.

Emergency Lock Removal

In case of an emergency, the special lock/tag removal procedure shall
be used to remove a lock.

An emergency exists if equipment or systems require re-energizing to
prevent injury to personnel, or to enable secured equipment to obtain
minimum operating conditions.

Every effort shall be made to use normal procedures prior to
emergency removal and every effort must be made to contact the
Authorized Person involved.

The Authorized Person requiring removal of the lock must personally
inspect the work site to ensure that work is no longer in progress and
the equipment is safe to operate. The concerned parties shall complete

SMS Lockout/Tagout Manual 57 Revision 0
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the Special Lock and Tag Removal Worksheet. Management approval
is required before the lock or tag is removed. Only one such approval
is required and may be authorized via telephone, provided that such
information is documented on the worksheet. The removal worksheet
shall be retained in the Lockout/Tagout manual for reference and
pertinent information recorded at the lock/tag entry.
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Wastingion Siais Parriea A description of the work being performed and of the locked/tagged out equipment also must be entered in the
Engine Room Log Book or Terminal Supervisor’s Watch Handover Notes.

Date Equipment Description or W/O # Lock Person Setting Date Person Removing Equipment
Locked or | Energy Source Secured: Air — Gas — Steam Number Locks / Tags Cleared Locks / Tags Operational?
Tagged Gravity — Spring — Fluid Indicate (Yes/No)

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

Print Name Print Name

N S S N h—

FORM No. SAFE 1-B (6/08)
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Special Lock Removal Worksheet

This worksheet is for emergency use only. All attempts to utilize normal procedures shall
be exhausted before utilizing this worksheet.

Requester’s Name:

Signature:

I want to remove the lock and/or tag presently securing the following equipment:

The lock and/or tag cannot be removed using standard procedure because:

I have considered the following safety issues:

Required Approvals

Vessel Port Engineer and/or Terminal Construction Engineer approving removal:

Name:

Date: Time:
Eagle Harbor Port Engineer or General Foreman approving removal:

Name:

Date: Time:
Vendor Supervisor approving removal (if applicable):

Name:

Date: Time:

Form SAFE 2A (10/09)
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Lockout / Tagout Training Record

Training Description Person Receiving Training Person Giving Comments
Training

New: n
: [

Position: Position: Refresher:
New: n
: L]

Position: Position: Refresher:
New: n
: L]

Position: Position: Refresher:
New: n
: L]

Position: Position: Refresher:
New: H
: L]

Position: Position: Refresher:
New: ]
: L]

Position: Position: Refresher:
New: ]
: [

Position: Position: Refresher:
New: ]
: [

Position: Position: Refresher:
New: ]
: [

Position: Position: Refresher:

Form No. SAFE 3 (07/05)



NeumanD
Typewritten Text

NeumanD
Typewritten Text

NeumanD
Typewritten Text

NeumanD
Typewritten Text
 

NeumanD
Typewritten Text

NeumanD
Typewritten Text
Uncontrolled Document


Uncontrolled Document

& L ockout / Tagout I nspection Record
Date Terminal or Vessel I nspector Results

Inspection Criteria YES

Isregular training of all affected and authorized employees performed?

AreThe Lockout / Tagout record book documents up-to date? (current forms)

L ockout / Tagout equipment in proper place?

L ockout / Tagout Records book maintained where all employees have access?

Minimum equipment requirements are met?

L ockout / Tagout Record Sheet reflect employee’ s under standing of procedur es?

Authorized Employees Interviewed: (Employees demonstrate understanding of Procedures?)

[]
[]

NAME: Position:
NAME: Position: [ ] [ ]
NAME: Position: [ ] [ ]

Affected Employees Interviewed: (Employees demonstrate understanding of Procedures?)

NAME: Position:
L] []

NAME: Position:
y L] []

NAME: Position:

[]
[]

Additional Comments:

Form SAFE 4A (4/11)
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