[image: image1.png]


SOP3026 - Isolation

Health & Safety
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1. Purpose
Establish an isolation process for fixed plant or mobile equipment where control of energy sources and safe access is required for prestart inspections, maintenance, cleaning or repair, therefore reducing risk of personal harm and damage to equipment.
Correct Isolation is Essential to Protect You While You Do Your Work
Only personnel who have successfully completed both written and practical components of FO6236B are authorised to isolate plant and equipment.

Crushing - additional to isolation for individuals noted in this procedure, Big Yellow crushing sites maintains their own site specific isolation guideline found under Element 4.4 on the Big Yellow Management System.
Not using correct isolation procedures constitutes a breach of isolation which is a non-compliance and following investigation will be dealt with using appropriate disciplinary procedures.
2. Procedure
Operating, servicing and maintenance activities expose employees to hazards.  Locks and tags shall be used to prevent operation of plant during activities.
No person will commence inspection/work until they have applied their personal lock and danger tag to the isolation point. Only the “stated owner” of personal locks and tags may apply and remove them.

Ensure all hazardous energy sources are isolated before inspections or work is commenced. 

1.1 Types of Energy 

When working on plant or equipment, protection is needed from:

· Movement or operation

· Movement of the materials handled

· Contact with energy used to operate

· Contact with energy used to carry out processes

· Contact with energy produced or carried

· Contact with energy stored
1.2 Forms of Energy

Forms of energy involved may include but are not limited to:

· Electrical energy (electrical power supply, static charges, batteries)

· Mechanical energy (mechanical drives, moving/rotating machinery)

· Pressure (compressed air, vacuum, hydraulics)

· Gravitational energy (counterweights, vehicle runaways, hung up material)

· Potential energy (springs, structural strain)

· Thermal energy (hot or cold surfaces and substances, heat radiation)

· Noise

· Vibration

· Hazardous substances (corrosive, poisonous, asphyxiant, flammable, explosive, chemically reactive substances, toxic dust).
Appropriate isolation points may be, but are not limited to the following:

· Ignition or key in light vehicles
· Battery isolator switch (red in colour)
· Power box switch
· Plugs for electrical services
· MCC (Motor Control Centre)

· Local isolator (fixed plant)

· Top and bottom of stairway where stairs are in repair
· Valve.

Emergency stop devices are not isolation points.
1.3 Isolation Process

Isolate before commencing maintenance, servicing, repairs or inspections within the machine footprint:
· Stop the equipment/plant
· Isolate or restrain energy sources by turning isolation lever to off
· Close isolation point and secure by placing personal lock and danger tag 

· Verify isolation is effective by trying to start plant/equipment
· Work on/inspect the plant/equipment

· Remove locks and tags

· Re-energise plant/equipment (maintenance personnel then inform supervisor that plant/equipment can be returned to service).

1.4 Footprint

The footprint of equipment is the ground area created by the outermost extremities of equipment.

Isolation of equipment is required before entering the footprint area of equipment.
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Dump Truck Footprint

1.5 Personal Locks

Personal Locks protect individuals in controlling energy sources by locking out an isolation point so plant/equipment cannot be started.  
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· Locks are always placed with a Personal Danger Tag to provide clear identification of the locks owner

· Locks can only be placed and removed by the person named on the attached Danger Tag
· Locks must be placed on an appropriate isolation point. The tag should be attached through the tag hole, or through the closed ring if a chain is attached to the tag
· After placing their personal lock and danger tag, the owner must remove the key

· Locks are placed on the battery isolation switch (red in colour) to lock out energy sources

Isolation of starter motor isolation switches (yellow in colour) are for use by workshop personnel when undertaking maintenance requiring power, but restricts the ability to start the equipment

· Personal Lock and Danger Tag must be left in place until that person’s tasks are complete. 

Maintenance personnel who have not completed repairs by the end of shift must ensure a current Out of Service Tag is placed prior to removing their Personal Lock and Danger Tag.

· Personal locks and danger tags must be removed at the completion of the individuals shift prior to leaving site. If the work in incomplete a current Out of Service tag should be attached to the isolation device before lock and danger tag is removed and then the Supervisor is informed of the machine’s status.
Personal Locks are provided to all employees for their use during employment at Big Yellow and should be returned to site administration if leaving the company. Site Administration maintains a register of all Personal Lock and Keys distributed using FO3111.

1.6 Checking Isolation is Secure

After placing personal lock and danger tag, persons must physically check if plant / equipment can be started (clear & trial, try start, test for dead) ensuring energy is controlled.
If isolation isn’t effective, an “out of service tag” should be placed and the workshop supervisor informed.
1.7 [image: image5.emf]Scissor Clip
A scissor clip must be used if more than one person needs to lock onto an isolation point. Refer to scissor clip picture adjacent.
When there are more than six locks to be attached to the scissor clip, a second scissor clip may be used through one of the holes of the first scissor clip, therefore providing access to eleven locks and tags.
1.8 Personal Danger Tags
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Personal Danger tags are black, red and white (Australian Standard AS 1319)
A Personal Danger tag is always placed with a Personal Lock.

Disposable Personal Danger Tags – are a single use tag only. The owners name and department must be completed using a permanent marker or pen.  They must be destroyed on removal by ripping down through the tag from the eyelet and being placed in a rubbish bin.

Re-usable Personal Danger Tags – is covered with plastic or perspex and includes a permanent record of the owners name and department. 
1.9 Personal Isolation Tagging Procedure

	Personal Isolation Tagging Procedure

	1.
	Personal Danger Tag

Information
	The name and department of the tags owner must be clearly identified

	2.
	Attach Personal Lock 

and Danger Tag
	Personnel shall attach their Personal Lock and Danger Tag on the appropriate isolation point by:

· Switching the isolation point off, close cover (where applicable)

· Place personal lock directly to isolation point and attach danger tag

· After closing the lock, remove key from the lock

· Scissor clips must be used where more than one person is locking onto plant / equipment

· Personnel working on plant/equipment tagged Out of Service, must leave Out of Service tag in place

It is recommended that maintenance personnel use a scissor clips at all times in case other personnel are required to work on same equipment

Personnel must then confirm effective Isolation by trying to start plant/equipment - (Clear & Trial, Try Start, Test for Dead)

	3.
	Repairs
	Must be carried out as per Plant Management Plan PL07.

If plant/equipment must be made live for the purposes of testing or commissioning, locks and tags are removed and the Restricted Operations Procedure is followed.

	4.
	Remove Personal

Danger Tag
	A Personal Lock and Danger Tag shall only be removed by the individual named on the tag when Inspection or work is complete

Maintenance Personnel – at the end of shift. If work is not complete a current Out of Service Tag must be placed and status of the repairs reported to the Supervisor
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Out of Service Tags
Out of Service tags are yellow with black text meeting Australian Standard AS1319
All personnel are authorised to place Out of Service tags if they find a fault.

Out of Service tags highlight unsafe plant/equipment whilst in an unserviceable condition therefore protecting personnel from harm and plant/equipment from damage.

Out of Service Tags stating the current fault must be in place while workshop personnel undertake repairs. Only the authorised repairer or their Supervisor (once they have satisfied that it is safe to do so), may remove an Out of Service tag.
Individual Faults – an Out of Service tags should be attached for each individual fault.
The Out of Service tag must be destroyed after use by:
· Removing the tie
· Tearing down the middle
· Placing in rubbish bin
Out of Service tags Do Not Provide Personal Protection.
	Out of Service Tagging Procedure

	1.
	Fault Identification
	An Out of Service tag is attached to any unsafe / faulty items (being tools, plant or equipment) to indicate they are not to be used or operated until inspected and repaired

	2.
	Report
	Employees finding unsafe/faulty items must attach a completed Out of Service Tag and report fault to their Supervisor

	3.
	Complete Out of Service Tag
	All details of the fault are to be written on the tag with the following details using ink only:

· Reason for tagging/defect

· Item / Plant name or number

· Name of person affixing tag

· Department
· Date & Time

	4.
	Attach Out of Service Tag
	Completed Out of Service Tag is placed at an appropriate isolation point, visible to all possible users.
Battery isolation switch (vehicle or equipment); Isolation switch/valve (fixed plant)

	5.
	Repairs
	Complete with safe and efficient practices using relevant STAR Assessments, SOP’s or JSA’s

	6.
	Remove Tag
	Out of Service Tags shall Only be removed by the repairer

or their Supervisor (upon being satisfied that repairs are complete) and are then destroyed


1.11 [image: image9.emf]Restricted Operation Tags

Restricted Operation Tags give personal protection to individuals by notifying other persons that equipment is undergoing live testing or commissioning (on mobile plant only).
Live testing or commissioning on fixed plant requires an SOP or JSA.
All Individuals involved in Restricted Operations must complete and attach a Restricted Operations Tag (including equipment operators) and be working under the control of a Live Testing in Progress sign

Restricted Operations Tags are white with blue writing.

Disposable Restricted Operations Tags – are a single use tag only. Must be completed using a permanent marker or pen.  They must be destroyed on removal by ripping down through the tag from the eyelet and being placed in a rubbish bin
Re-usable Restricted Operations Tags - Have a permanent record of the owners name and signature. All information on tag must be completed for each Restricted Operations requirement
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Live Testing in Progress signs - can be set up on or around the proximity of machine access under testing. They can be used in conjunction with Restricted Operation tags.
No other work or repairs can be carried out while live testing is in progress.
When Restricted Operations are required, personnel must ensure their work areas are safe and secure before removing their personal locks and tags.  Once Restricted Operations are complete, personal locks and tags should be reattached if further works are required.

Out of Service Tags may remain in place when Restricted Operations are being undertaken but be fitted or reinstalled if plant is not fit for normal duties. 
	Restricted Operations Tagging Procedure

	1.
	Attach Out of Service Tag
	(if not already attached)

Refer - Out of Service Tagging Procedure

	2.
	Remove Personal Danger Locks and Tags
	Any person who has a Personal Lock and Danger Tag attached to the item of plant/equipment will, after making their workplace safe and secure, remove their lock and tag

	3.
	Complete Restricted

Operations Tag
	All Restricted Operations Tags must clearly show the name and department of the tags owner. 

The following details shall be completed (using ink/biro only):

· Classification

· Date

All personnel involved in the live testing must place their own Restricted Operations tag.

	4.
	Attach Restricted

Operations Tag
	Restricted Operation Tags are placed at an appropriate isolation point or source of ignition (e.g. start, key, switch) to ensure all personnel in the vicinity are aware that the equipment is live for testing purposes

	5.
	Attach/Set Up Live Testing

in Progress Signs
	Set up live testing in progress sign or signs on or around equipment that is undergoing testing in controlled area

	6.
	Testing
	Maintenance personnel (or a third person acting as a spotter to pass directions) should be in sight of the operator in the cab. The spotter must also complete and apply Restricted Operations tag

Clear, concise communications will be established before restricted operations begin, using radio / hand signals

Spotter must ensure clear sight with operator and maintenance personnel and that all are safe from vehicle /implement movement at all times.

	7.
	Remove Restricted Operations Tag
	Restricted Operations Tag shall only be removed by the individual whose name is written on the tag.  

Removal must occur:

· When testing and commission has ceased

· Before personal locks and danger tags are reattached if further work is to be undertaken

Current Out of Service tag must remain in place until repairs are complete.

Disposable Restricted Operations Tags must be destroyed by ripping down the tag from the eyelet and placed in a rubbish bin.


1.12 Information Tags
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Information tags are blue, black and white.

An Information Tag may be used in a variety of applications.  It is not a mandatory tag. Its purpose is solely to convey information.  It is not to be used as a substitute for any other tag.

An information tag can be placed by anyone who needs to give information about a situation for which they are familiar and can be removed by anyone who understands that the information is no longer required.

They provide general information and cannot prevent operation, but can indicate reasons for restriction and instructions for future use, etc which includes:
· Reporting faulty but non-critical items – e.g. AM/FM radio

· Re-torque instructions
· Faulty rollers and idlers

· Labelling requirements – e.g. hydraulic/air lines

· Attached to tiger tape/barricades to explain the reason for isolation.

Information tags must be placed where they are easily seen and should not restrict the view of a Personal Danger, Out of Service or Restricted Operation Tags.
1.13 Failure to Remove Personal Lock, Personal Danger Tag or Restricted Operation Tag
If a Personal Lock, Personal Danger tag or a Restricted Operations tag has not been removed from an isolation point, every attempt must be made to locate the owner. Where practical, the lock/tag owner is to return to site to remove the lock/tag.
As an isolation breach is a non-compliance, an appropriate warning will be issued.
If the lock/tag owner cannot be located or cannot return to site, the Missing Person Procedure will be implemented.

1.14 Missing Person Procedure
The Supervisor of the lock/tags owner, must be satisfied of their whereabouts and if that person is unable to return to the site, they must:

1. Advise the Project Manager and Mine Manager
2. Obtain the Mine Manager’s permission to remove the lock and tag
3. Ensure new persons working on the plant or equipment attach their lock and tag or remove the Out of Service tag if Maintenance Supervisor has cleared equipment to return to service
4. Complete an Incident & Investigation Report (FO3103).
Any person who leaves site without removal of their Personal Lock, Danger or Restricted Operation tag will be subject to a first written warning as a minimum. 
1.15 Accidental / Unintentional Removal of Danger or Out of Service Tag
A personal lock discovered without a tag is an isolation non-compliance and the following should occur:

· Search the immediate area to see if the tag is nearby

· If personnel are working on the plant/equipment, determine whether it is their lock and apply a new tag immediately
· If there isn’t anyone near the equipment, apply an out of service tag
· Notify the supervisor of that area who should find the owner of the lock and supervise the replacement of the tags
· Complete and Incident & Investigation Report (FO3103)

1.16 General - Maintenance

Ensuring equipment is safe for maintenance purposes, does not just require isolation procedures: 

· Equipment operators must be on the ground when maintenance is being carried out

· For maintenance to occur in a designated park up area, then equipment should be parked in a v-drain and implements lowered to the ground
· For maintenance to occur in-pit:

· Equipment should be parked on a level area free of debris (if possible)

· Be chocked (for tyred equipment)

· All implements lowered to the ground
· A minimum 5 metre safe work area around the machine to be coned off

· If maintenance is to occur on a pressure system – e.g. hydraulics, cooling system, accumulators, air lines - the pressure must be dissipated before isolation
3. Support Documentation
· FO3103 – Incident & Investigation Report
4. References
· Occupational Health & Safety Acts and Regulations

· Mines Safety and Inspection Acts and Regulations
· AS 1319 Safety Signs for the Occupational Environment
For information on the reference material to support this procedure please refer to FO1430 – Legislation and Other Requirements.
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