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	Issue Date: July 2004

	National Safe Work Method Statement (Generic to the Activity)
	

	
	Document Number: SWMS-001

	ELECTRICAL ISOLATION, LOCKOUT and TAGGING 



	JOB PURPOSE:  The isolation, lockout and tagout system is intended to protect employees from the unexpected release of energy and the unexpected start-up of machinery or equipment.

	Date: August 2004

	 FORMCHECKBOX 

    FORMCHECKBOX 


	Risk: HIGH RISK TASK
	Title/Positions - Who Does Job
Technicians
	Supervisor
Account Manager
	Analysis By
National OHS Officer/Trane Perth OHS Committee

	Company
Trane Australia Pty Limited
	Branch / Location
All Locations where Trane Technicians work
	Approved By

Branch Manager
	Reviewed By
OHS Committees and Technicians 

	REQUIRED PPE
	PLANT and EQUIPMENT
	SAFETY PRECAUTIONS/SKILLS

	Under Review
	Under Review
	Always isolate, lockout and tagout equipment and machinery when the following situations apply:

· When there could be an unexpected start-up or release of energy that could cause injury

· Whenever you have to remove or bypass machine guards in order to perform the service or maintenance

· Whenever you have to place any part of your body in contact with the point of operation

· Whenever you have to place any part of your body into any area where unexpected start-up or release of energy could cause harm



	SEQUENCE OF BASIC JOB STEPS
	HAZARDS / RISKS
	RECOMMENDED SAFE WORKING STEPS 

	Prepare for Shutdown 
	· Electrical Shock
· Electrocution 
· Eye Injury
· Body injury by entrapment in rotating machinery
· Burn injury

	1. Contact customer’s management to gain permission and to advise of work to be carried out.  Identify if customer work permit is required, complete work permit if any, and ensure understanding of any conditions that must be adhered to.  Make it clear exactly what kind of service maintenance you will be performing, what part of the equipment you will be working on, and how long you estimate the equipment will need to be shut-down.
2. Arrange for isolation of any alarms if they are likely to be affected by the isolation requirement.

3. Notify any other employees at the location that an isolation, lockout and tagout procedure is beginning and why.

4. Locate and identify all energy-isolating devices that will need to be isolated, locked out and tagged out.  Be sure to locate every source from which the equipment draws power before shutting the machine off.  (refer to Appendix A and Appendix B for assistance with this function).  Ensure that by isolating any equipment, “danger” is not caused to others as a result.




	SEQUENCE OF BASIC JOB STEPS
	HAZARDS / RISKS
	RECOMMENDED SAFE WORKING STEPS 

	Shutting down the Equipment
	· Electrical Shock
· Electrocution 
· Eye Injury
· Body injury by entrapment in rotating machinery
· Burn injury

	1. Place the equipment into a “State of Zero Energy”.  The equipment should be turned off or shut down by using the normal stopping or shutdown procedure.
2. Isolate all energy sources (refer Appendix B).  Turn all switches to the “OFF” position and disable all sources of energy by shutting all valves, opening all breakers and de-activating all energy-isolating devices.  (If continuity of service is essential and shutdown is impracticable, procedures must be stabled to provide proven effective protection, such as Working on Live Equipment). 
3. Lockout and tagout all energy-isolating devices.  
4. All energy-isolating devices should be in s “safe” or “off” position and be locked in this position using t he padlock which only the serviceman can remove.
5. Use the correct lockout and tagout equipment for the purpose (refer to Lockout and Tagging Devices Safe Work Method Statement).
6. Release stored energy. After ensuring that no personnel are exposed, restart the machinery or test for energisation by using appropriate testing instrumentation.  When working on electrical circuits, circuits are to be checked for residual energy by using a voltage meter.  
7. Prior to testing, mains testers should be tried on a known “live” circuit to establish correct working.  Return the operating control to the “neutral” of “off” position after the test has been completed.
8. Dissipate all stored energy in capacitors, systems containing water, air, stream and gas pressure must be dissipated as well.  
9. If unable to reduce to zero, then restrain by grounding, blocking, bleeding, blanking, repositioning or other reliable means.  
10. The equipment is now locked and tagged out.


	Verify Equipment Isolation
	· Electrical Shock
· Electrocution 
· Eye Injury
· Body injury by entrapment in rotating machinery
· Burn injury

	1. Check to make sure all other employees are clear of the work area.  Check the final isolation of the equipment by attempting a normal start-up.  Check to make sure all locking devices are securely placed.  If isolation is successful, return all controls to the “off” or “neutral” position.



	SEQUENCE OF BASIC JOB STEPS
	HAZARDS / RISKS
	RECOMMENDED SAFE WORKING STEPS 

	Removal of Lockout or Tagout
	· Electrical Shock
· Electrocution 
· Eye Injury
· Body injury by entrapment in rotating machinery
· Burn injury

	1. When the service or maintenance is completed, inspect the area and equipment carefully.  Check to see all tools have been put away, all guards and covers have been replaced, and all equipment components are operational.
2. Ensure work area is clear of any obsolete equipment, fuses, contactors, etc
3. Verify that all controls are in the neutral or off position.
4. Before removing the lockout and tagout devices, make sure that all employees affected by the lockout or tagout procedures are safety positioned.  Remember, follow the procedure for the removal of each lockout and tagout device as per the Lockout and Tagging Devices Safe Work Method Statement.


	Returning to Operation
	· Electrical Shock
· Electrocution 

	1. Notify the customer and all affected employees that your work is now complete and the equipment is ready for operation.
2. Ensure that any external plant alarms that had been isolated are reactivated.
3. Restore the equipment to normal operating position and re-energise.


	Special Notes
	
	NEVER work on any equipment unless it is correctly isolated and tagged out.

NEVER assume that electricity has been isolated – ALWAYS check and confirm



I have read and understood the contents of the Safe Work Method Statement.  I have discussed this SWMS with the person supervising the task. 

	Employee / Contractor / Sub Contractor Signature
	Date
	Employee / Contractor / Sub Contractor Signature
	Date
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