LOCK-OUT PROCEDURE

STANDING INSTRUCTIONS FOR LOCKING OUT PLANT & MACHINERY

1. All Plant and Machinery shall be locked out before commencing the following tasks:

· Plant Maintenance

· Cleaning, Painting and Lubrication of any moving components

· Repair and servicing of electrical switch gear

· Modification and Refurbishing of machinery

· Adjustments of machinery which are not normally done whilst operating.

IF IN DOUBT ASK!!!

2. Remove your lock from the Sorage Rack and inform the Production Supervisor that you are going to stop the machine to perform a task with a Job Card.  This Job Card is Proof that a request was made by the person to stop the machine.  The Supervisor will keep the Job Card as proof of the request.

3. The first person performing the task/work on the machine shall attach his gang lock out device to the lock-out switch/button of that particular machine/section.  If more people work on that particular machine/section, they should place their locks through the same gang Lock-out device, that has been attached by the first person and lock them.

4. Test machine to ensure that the lock out is effective and that no potential energy is stored up before commencing.

5. Make sure that you keep the key for your lock with you at all times.

6. Where we have lockable emergency stops or isolators these shall be locked in the off position and the DANGER card will be displayed.  Where provision for lock out is not available, the fuses shall be removed by a MILLWRIGHT and placed in safe keeping.  A DANGER card will be displaed to show that there is work being carried out.

7. Remove your lock after you have completed your work.

8. The last person to remove his lock and gang Lock-out device and DANGER card from the locking out swith/button of that particular machine/section must inform the Production Supervisor that all work has been completed.

9. The Production Surpervisor must make sure that everything is safe and there is no person present in the vicinity.  The Supervisor will sign off the Job card to give the right that the machine may be then started.  The Artisan and the Supervisor should not leave the machine immediately after starting until the machine has reached its full speed or performance.

10. Replace your lock on the Storage Rack provided.

APPROVED BY:

COMPETENT PERSON RESPONSIBLE:  

MACHINERY  




.....................................................

PLANT MANAGER:



.....................................................

DATE:





.....................................................

ISSUE OF LOCK-OUT EQUIPMENT AND PROCEDURE

I, HEREBY ACKNOWLEDGE RECEIPT OF THE FOLLOWING:


1.
LOCK-OUT DEVICE

 
  DEVICE NO.



2.
PADLOCK




  PADLOCK NO.


3. LOCK-OUT DANGER CARD



I HAVE ALSO BEEN INFORMED OF THE LOCK-OUT PROCEDURE:


4. I accept the above mentioned equipment and agree that it is in a good condition. I will replace the above mentioned equipment when lost, damaged or hand it in when leaving the company.

5. I agree that the equipment issued to me will be maintained properly.  Should the equipent show wear and tear I will request a free replacement at the discretion of the Factory Manager.

I HAVE BEEN INFORMED THAT:

6.
Should I be involved in an accident where I should have used the above mentioned equipment, the Workman’s Compensation Commissioner may refuse to pay any compensation.


Head of Department:

....................................................


Receivedby:


....................................................


Signature:


....................................................


Date:



....................................................



