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1. PURPOSE

A lock out/tag out (LOTO) system is designed to prevent injury and/or property damage resulting from plant and equipment being activated while maintenance procedures are in progress or faulty plant and equipment being used by staff members who are not aware that it is faulty.

2. SCOPE

This procedure is applicable to all GWMWater sites, plant and equipment.

3. RESPONSIBILITIES
3.1 Facility Manager is responsible for:
a) Ensuring that the LOTO procedure is implemented and adhered to
b) Reviewing the LOTO log to ensure follow-up work is completed

3.2 Manager Planning & Scheduling is responsible for:
a) Reviewing the LOTO log on a monthly basis to ensure that any required work is being followed up.

3.3 All Employees are responsible for:
a) Identifying the plant and equipment that needs to be locked out or tagged out for maintenance purposes and ensuring that appropriate measures are taken

b) Ensuring that any item of plant or equipment they know to be defective is either locked out or tagged out, as appropriate

Where plant or equipment is taken out of service because it is defective, the person applying the lock or tag is responsible for ensuring that the problem is followed up and rectified.

4. PROCEDURE

4.1 Taking Equipment out of Service

An approved tag, lock or isolation measure (‘tag’) is to be placed on plant or equipment when it is known to be faulty or if it is necessary to take it out of service for maintenance works. 

An appropriately qualified person must determine which equipment needs to be locked out or tagged out. Application of LOTO measures should be observed and supervised by the person having immediate control of the equipment.

As soon as practicable after applying the tag, affected employees must be notified that the equipment is to be removed from service.

A tag must be placed in a prominent position and must include the following details:

a) Date of application;
b) Nature of problem, hazard or malfunction;
c) Name of person applying tag;
d) Expiry date, if any. 

Application of the tag is to be notified to the Operations Management Centre (OMC). If out of hours, send an email to ALL OMC OPERATORS. The OMC duty officer will register the tag in the LOTO log. 
The log will include the information recorded on the tag, plus:  

a) Description of plant or equipment being secured; 

b) Date that tag removed; 

c) Comments (if any); 

d) Name of person making log entry.
4.2 Returning Equipment to Service
An appropriately qualified person must verify that all required rectification work is complete and equipment is safe to operate. Prior to removing the tag, affected employees must be notified that work has been completed and that the equipment is to be returned to service. 
The tag is to be removed either by the person who placed the tag or with his/her express permission as outlined in section 4.3.
Removal of the tag is to be notified to the OMC. If out of hours, send an email to ALL OMC OPERATORS. The LOTO log will be updated by the OMC on duty.
The LOTO log is to be reviewed by the Manager Planning & Scheduling on a monthly basis to ensure that any required work is being followed up. Tags are not to be applied and then forgotten.

4.3 Removal of a Lock and Tag by someone other than the named party on the Tag

If the person(s) authorised to remove a lock and tag is unavailable the plant/equipment must remain isolated until the person is able to return to site and remove the lock and tag.

Where the person is unable to return to site a verification and approval process must be followed.

The Designated Person shall contact the person whom attached the lock and tag to obtain their agreement that the lock and tag can be safely removed.

Once this has been agreed, the Designated Person shall then authorise the removal of the lock and tag by another person.

This shall be logged with the Operational Management Centre (OMC) and recorded as an incident in the LOTO register. The incident shall have evidence of conversation detailing:

· Lock and Tag owner contacted (date and time)

· Designated Person authorising the removal of the lock/tag; and 

· Person authorised to remove lock/tag.
Where the Designated Person was unable to contact the person whom attached the lock and tag the Designated Person shall arrange an inspection of the plant/equipment and subsequently determine, to the satisfaction of the Designated Person, that:
· The reason for the tag and lock being attached has been addressed and

· All required tasks are completed and the plant/equipment can be operated safely and 

· The removal of the tag and lock will not place any person at risk.

Upon completion, the Designated Person shall then authorise the removal of the lock and tag by another person. This shall be logged with the OMC and recorded as an incident in the LOTO register.  The incident shall have evidence of investigation detailing:

· Investigation outcomes.

· Designated Person authorising the removal of the lock/tag and

· Person authorised to remove lock/tag.
The Designated Person(s) from GWMWater are;

a) Mallee Manager

b) Wimmera Manager

c) Grampians Manger

d) Manager Water Treatment

e) Mechanical Supervisor

f) Maintenance Officer

These six GWMWater staff have been issued with a Cirlock Master Key and four spare Cirlock Master Keys are held by the OMC and can be provided to the Designated Person or person authorised to remove the lock/tag in question.  This would be recorded electronically by a Request for Cirlock Master Key Access.  

The function of the Designated Person must not be delegated to another person (but may be escalated to the Manager Regional Operations or Executive Manager Service Delivery) GWMWater, acting under GWMWater’s direction and control.

5. REFERENCES 

a) Little Book About Lockout
b) Cirlock TRAINING VIDEO Product
c) LOCOUT Log (Wetnet Link)
6. DEFINITIONS

Lock out
The practice of using keyed locks to prevent the unwanted activation of mechanical or electrical equipment.

Tag out 
The practice of using tags, with or without locks, to increase the visibility and awareness that plant and equipment is not to be energised or activated until such devices are removed. Tags will be non-reusable, attachable by hand, self-locking, and not easily removed.

Affected employee 
An employee whose job requires him/her to operate or use the plant or equipment on which servicing or maintenance is being performed under the lock out or tag out.  

Employee
An ‘employee’ includes a contractor, consultant or agent of Removal of a Lock and Tag by someone other than the named party on the Tag
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