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SECTION 100: How To USE THIS DOCUMENT

SECTION 100:
How TO USE THIS DOCUMENT

101 Purpose

The Isolated Operations Lock Out / Tag Out (LO/TO)
Work Standard provides ATCO Electric employees and
contractors with standards for establishing the required
conditions to control the potentially hazardous energy
associated with machines, equipment and processes.
These, when combined with appropriate work standards,
procedures and methods, will provide a safe work area.

Before starting any work in an Isolated Generation Station
(IGS), workers must obtain a Work Permit from the IGS
Operator for that facility.

No Work Permit, no work.

A. Limitations

It is important to note that this document provides a
process for establishing required conditions only. In
addition to obtaining Work Permits, workers must ensure
equipment Isolation and implement barriers to protect
against all other hazards identified in the job planning
process.

June 2009, Revision 2 Page 1
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Safety Standards Manual

102 Scope

The Isolated Operations LO/TO Work Standard applies to:

a. activities such as, but not limited to: erecting;
installing; constructing; repairing; adjusting;
inspecting; cleaning; operating and maintaining
machines, equipment and processes; and

b. energy sources such as, but not limited to:
electrical, mechanical; hydraulic; pneumatic;
chemical; radiation; thermal; compressed air;
energy stored in springs and potential energy
from suspended parts (gravity).

Note: The Isolated Operations LO/TO Work Standard
applies to all IGS facilities up to operating interface points
identified on the Operating SLD beyond which the
Distribution Operator in Charge (OIC) Power System
Work Standard (PSWS) and/or Industrial Area customer
procedures apply.

103 Installation Design Requirement

Whenever replacement or major repair, renovation or
modification of a machine, a piece of equipment or a
process is performed, and whenever new machines,
equipment or processes are installed, energy-isolating
devices must be designed to accept a lockout device that
will positively secure them in the isolated position.

104 Document Compliance

The Isolated Operations LO/TO Work Standard complies
with the following:

« Canadian Standards Association Z460-05 (Control
of Hazardous Energy - Lockout and Other
Methods)

Page 2
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o  Occupational Health & Safety Act, Regulation and
Code

e ATCO Electric Corporate Health, Safety and
Environment Principles and Policies

« Power System Work Standard, with respect to
operating interfaces

e« ATCO Electric HSE Management System and Best
Practices

e« ATCO Electric HSE Safety Standards Manual

105 Definitions

Competent — Adequately qualified, suitably trained and
with sufficient experience to safely perform work without
supervision or with minimal supervision as determined by
their supervisor.

Condition Guarantee —A Power System Work Standard
(PSWS) used to establish a safe work area between Power
System operating authorities. It is formal declaration that
a device is in a specific state, tagged as such and is
guaranteed not to be operated until the Condition
Guarantee is released. A Condition Guarantee between the
IGS Operator and Distribution OIC is required to achieve
IGS Isolation from the distribution system. A Condition
Guarantee is not an 1GS Work Permit or Isolation.

Conditional Release — Is a temporary release of an
Isolation point within an Isolation to allow for change of
state and testing.

Device — A type of apparatus that can be used as an
isolation point or control mechanism.

Disable — To make a device inoperable.
“Do Not Operate” Tag — See Appendix D.

Employee-in-Charge (EIC) — The individual responsible
for all workers in a work group or groups working on or

June 2009, Revision 2 Page 3
© Isolated Operations LO/TO Work Standard



SECTION 100: How To USE THIS DOCUMENT

near the same or related facilities. When working alone, a
worker is considered the Employee-in-Charge.

EIC Administered LO/TO — A Lock Out administered
by an EIC who has permission from the IGS Operator to
establish conditions required for a safe work area in an
IGS using either Worker or Group LO/TO.

Enable — To make a device operable.

Group Lock Out /Tag Out (LO/TO) - A method of
isolating, locking and tagging a device; documenting the
isolation sequence, isolation points, worker names and
locks; and securing the keys to the isolation point locks
within a uniquely numbered lock box.

Hold Off Permit — A PSWS standard used to prevent
automatic or manual restoration following an unplanned
circuit (line) outage on a power system. This permit is
requested by the Distribution Operator in Charge. To
establish conditions to issue a Hold Off Permit, the
Distribution OIC may require IGS breaker re-closing
disabled, Plant automation placed in manual, N.O. tie
switches confirmed open and tagged; and breaker (local
and remote controls) tagged “Do not Operate” until
released by the interfacing OIC.

Isolate — To securely disconnect a machine, piece of
equipment or process from known sources of potential and
tag all disconnecting devices “Do Not Operate”.

Isolated Generation Station (IGS) — The generation
apparatus operated by ATCO Electric and used to supply
customers directly, Transmission substation and telecom
facilities, or to supply distribution isolated systems.

IGS Operator — The employee assigned overall
responsibility for the day-to-day operation of the IGS
facility, including: overseeing the operation of the plant;
ensuring Employee-in-Charge responsibility is assigned
and issuing Work Permits and Isolations as appropriate for
all work on the IGS machines, equipment or processes.

Page 4
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Isolation — The process and documentation authorized
under a Work Permit that:

a. describes the specific switching sequence,
procedures and tags required to Isolate a
machine, equipment or process; and

b. records issue, receipt, and release of isolation
points by the IGS Operator and EIC as
identified for Lock Out to create a safe work
environment under the Work Permit.

An example of an Isolation form is in Appendix C.

Isolation Diagram - An approved drawing which
accurately details the energy-isolating devices relevant to
the machine, equipment or process contained within that
system.

Isolation Order — That part of an Isolation detailing
switching sequence and procedures to be followed to place
a machine, equipment or process into a desired state
including the Isolation of the specific machine, equipment
process, or part thereof.

Job Safety Plans — Job planning requirements are as per
SSM 202 for daily and large capital or O&M project job
safety plans. 1GS Work Permits (see Appendix B)
document job plans based on EIC/worker discussions
during initial work request and is updated to reflect any
changes prior to permit issue. Daily tailboards may be
recorded on a Work Permit form, or other approved form,
and shall document all required information, and be
attached to the Work Permit. Large projects shall use
approved job planning forms and be attached to the Work
Permit.

Locked Out, or Capable of Being Locked Out — The
state of an energy-isolating device equipped with a hasp or
other means of attachment to which or through which a
lock is, or can be affixed, or that has a built-in locking
mechanism. Other energy-isolating devices are also
considered capable of being locked out if lockout can be
achieved without the need to dismantle, rebuild or replace
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the energy-isolating device or permanently alter its energy
control capability.

Operating Interface Point — A PSWS standard that
identifies a location on the Power System used to separate
operational responsibilities between Operators-in-Charge
(OIC). IGS/Distribution Operating Interface Points are
identified on a SLD.

Operator Administered LO/TO - A Group LO/TO
administered by the IGS Operator.

Operator-in-Charge (OIC) - As per the Alberta
Electrical Utility Code and PSWS, the Operator-in-Charge
is the employee designated by the Operating Authority to
coordinate control of a Power System >750v or a portion
thereof, in accordance with the requirements of established
safety standards and operating standards and procedures.
For Distribution the OIC is the Superintendent
Distribution Control Center (DCC) or designee. The DCC
or designee (area Team Lead — Service) is the Interfacing
Distribution Operating Authority for IGS Operators.

Permit Holder — The Competent worker to whom a Work
Permit has been issued.

Potential - Stored energy: electrical; mechanical;
hydraulic; pneumatic; chemical;, radiant; thermal,
compressed air; energy stored in springs and potential
energy from suspended parts (gravity).

Power System — Transmission and Distribution facilities
>750v as per the Alberta Electrical and Communication
Utility Codes and PSWS.

Power System Work Standard (PSWS) — The work
standards document governing planning and execution of
work on Transmission and Distribution facilities >750v.
Release — The surrender/sign off of a permit by a worker
or EIC recorded on applicable forms.

Return to Normal - Restoration of the machine,
equipment or process to a normal operating state following
a Work Permit or Isolation.

Page 6
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Safe Work Area — A defined area in the IGS where
conditions have been established that will, when combined
with appropriate work standards, procedures and methods,
eliminate or control hazards.

Transfer of Operating Authority — Formal transfer of
duties and responsibilities from one IGS Operator to
another as recorded in log books.

Transfer of IGS Work Permit/lsolation — Formal
transfer of obligations with respect to a Work Permit or
Isolation from one EIC to another, recorded on the
applicable form.

Work Permit — Formal document that defines and
provides permission to work under established 1GS
conditions as issued by the IGS Operator. An example of a
Work Permit is in Appendix B.

Worker Administered LO/TO — A method of isolating,
locking out and tagging isolating devices associated with a
machine, equipment or process performed by an EIC
and/or worker using personal locks having received
permission from the IGS Operator to establish the
conditions required for a safe work area using this method.
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SECTION 200:
RESPONSIBILITIES

201 Operating Authority

The Operating Authority has overall responsibility for the
operation of the Isolated Generating Stations and is
responsible to make sure the IGS Operator function is
assigned.

The I1GS Operating Authority is the Manager,
Transmission Maintenance and Isolated Operations

202 1GS Operator

The IGS Operator has overall responsibility for all
generating plant apparatus owned by ATCO Electric used
to provide power generation to isolated distribution,
telecom, substation and customer systems.

The IGS Operator is the Isolated Operations
Superintendent or designee.

The IGS Operator is responsible to:
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« Coordinate the day-to-day operation of the plant, as
applicable, in compliance with approved standards
and procedures;

« Make sure the Employee-in-Charge responsibility is
assigned prior to issuance of isolation instructions
or permits (Note: The Employee-in-Charge function
may be the IGS Operator or someone assigned to
perform a specific task involving two or more
workers within the plant);

o Issue Work Permits and Operator Administered
Isolation for all work on the IGS machines,
equipment or processes, including Group LO/TO
and the attachment and detachment of facilities;

« Give the Employee-in-Charge permission to
perform Worker LO/TO to establish required
conditions, after having assessed the risks; and

« Formally transfer IGS Operator responsibility if
duties can no longer be met.

« Maintain operational documentation for a minimum
of three years, including but not limited to: Work
Permits; Isolation Orders; tags used as isolation
orders; transfers of authority; documentation of any
investigations regarding tagging or unauthorized
operation of 1GS devices or apparatus and log
books.

IGS Operator day to day operational responsibility is
designated through area Plants Supervisors as follows:

« For Northern Operations generation sites, the IGS
Operator is the local area Maintenance Technician
scheduled on standby;

«  For the Jasper plants, the IGS Operator is normally
the Palisades scheduled “on shift” operator;

203 Employee-in-Charge

The Employee-in-Charge is responsible to:
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Request a Work Permit for all work on IGS sites;

With permission, establish Worker or Group
LO/TO self-protection conditions that will, when
combined with appropriate work standards,
procedures and methods, provide a safe work area;
and

Maintain responsibility for all workers in a work
group working on the same or related IGS
machines, equipment or processes.

These responsibilities are to be based on task
assignment from their supervisor and
acknowledgement of their Employee-in-Charge
status by the IGS Operator during Job Plan and
Work Permit activities.

204 Permit Holder

The permit holder (the Employee-in-Charge) is
responsible to:

Request and hold the Work Permits and required
Isolation that will, when combined with appropriate
work standards, procedures and methods, provide a
safe work area;

Notify the IGS Operator prior to starting work each
day to receive or confirm permission to work;

Provide permission to all workers and work groups
under their direction to work under the permits
held;

Stop work and promptly notify the IGS Operator of
any unscheduled occurrence or incident related to
the IGS that may affect:

o Worker safety;
o IGS operation; or

o Continuity of customer supply.
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Transfer any Work Permit and/or Isolation to another
competent individual if that EIC is unable to remain on
site while work is in progress. If another competent
worker is not available on site then work must be halted
and any permits using Worker LO/TO must be released
until the EIC/Worker can return to site.

Release all permits to the IGS Operator when the work is
completed.

205 Workers

Workers are responsible to:
= Comply with all applicable regulatory and work
standards including the Isolated Operations Lock
Out/Tag Out (LO/TO) Work Standard document.
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SECTION 300:
PREPARING TO ESTABLISH
REQUIRED CONDITIONS

301 Process

In preparing to establish the required conditions to repair,
renovate or modify a machine, a piece of equipment or a
process, and whenever new machines, equipment or
processes are installed, workers must complete the
following five steps, as applicable:

1. Determine the IGS conditions required to
complete the work.

2. Request a Work Permit from the appropriate 1GS
Operator to establish those conditions. Refer to
IGS Work Access Request form Appendix A.

3. Receive a Work Permit providing for either
IGSO administered Group LO/TO or permission
for the EIC to establish required conditions
through Isolation using either Group or Worker
LO/TO protection.

4, Obtain current and relevant Isolation Diagrams of
the machine, equipment or process.
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5. Obtain or develop isolation procedures and job
plans, as applicable.

302 Determining Required Conditions

The first step in planning work is to determine the
conditions that will, when combined with appropriate
work standards, procedures and methods, provide a safe
work area.

If the requirement is to work on an IGS site, then a Work
Permit is required under the Isolated Operations LO/TO
Work Standard.

If the requirement is to establish isolation from stored
energy including electrical, mechanical, hydraulic,
pneumatic, chemical, radiation, thermal or compressed air
energy sources; energy stored in springs and potential
energy from suspended parts (gravity), then an Isolation is
required under the Isolated Operations LO/TO Work
Standard.

If the requirement to work at an IGS involves Isolation
from both sides of the interface point, then a Condition
Guarantee is required by the operating authority under
which jurisdiction the work is to be done from the
interfacing Operating Authority. An EIC would be
granted a either Guarantee of Isolation for work on
distribution facilities or an I1GS Isolation for work in IGS
facilities depending on which jurisdiction was
coordinating the establishment of required conditions. The
standards of both the Isolated Operations LO/TO Work
Standard and PSWS must be met.

303 Condition and Permit Requirements

A. lIsolation from all potential energy sources:

e Requires either Operator Administered or EIC
Administered Group LO/TO, or Worker LO/TO
isolation.

e lIsolation from Distribution System interface
points requires a Condition Guarantee issued by
the Distribution OIC to the person in charge of
the 1GS work/process (i.e., the IGS Operator or

Page 14
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the Employee-in-Charge), as applicable, to
further isolate 1GS facilities as required

e Isolation from Customer, Substation or Telecom
sites requires an Isolation from the interfacing
facility consistent with the Isolated Operations
LO/TO Work Standard

e For jobs involving both sides of an interface
point, job safety planning and the jurisdiction the
work is to be completed in will determine which
Operating Authority is responsible to issue
EIC/Workers permission to work.

Allows work on the isolated machine, equipment, or
process.

B. Intermittent operation of apparatus or work on
auxiliary apparatus that directly impacts the
operation of the IGS:

Requires a Work Permit and Isolation to test operate
apparatus. See Section 502.

e« May require Group LO/TO or Worker LO/TO
isolation and a Conditional Release of an
isolation point(s) by other workers.

Allows apparatus to be safely operated so that
adjustments, repairs or maintenance tests can be
performed.

Ensures IGS operation, customer supply and other permits
are not compromised by work on machines, equipment or
processes.

C. Attach or detach facilities may require:

« Isolation under Group or Worker LO/TO; or
« Condition Guarantee for IGS facilities directly
connected with facilities under Distribution OIC
jurisdiction.
D. Switching to establish a required condition
between IGS Operator and an Operator-in-
Charge:

Requires a Condition Guarantee from Distribution OIC if
work is on the IGS side of an Operating Interface Point
(i.e., formal assurance to the IGS Operator that identified
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Distribution devices are in the position requested and will
not change status until the Condition Guarantee is
released).

« Requires a Condition Guarantee or, depending on
work plans, a Safety Hold Off from the IGSO to
the Distribution OIC if work is on the
Distribution side of an Operating Interface Point
(i.e. formal assurance to the Distribution OIC that
the identified IGS devices are in the position
requested and will not change status until the
Isolation is released.

A Condition Guarantee is not permission to work.

304 Notification and Permission Requirements
A. 1GS Entry

1. Prior to entering or departing an IGS, the
Employee-in-Charge must notify the IGS
Operator in the case of manned sites or the
System Control Centre in the case of
unmanned sites. For access to Astoria, the
Palisades operation control center must be
contacted. The following information must
be provided:

o The first and last name of the Employee-in-
Charge;

e The IGS name or number;
o The reason for entering;
o The risks associated with the work; and

e The expected duration of the work (and, as
applicable, the need for an extension).

2. Ifanentry alarm is received from a
remotely-monitored IGS without a
confirming call, the IGS Operator, or SCC
designee must:

o Call the IGS.
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If no one answers, contact local employees to
investigate; and

Request police assistance, as required.

If the Employee-in-Charge fails to report
back after completing the work, the IGS
Operator or SCC designee must initiate an
investigation.

Safety Standards Manual, Section 201: Check-In
Procedures

B. Work in the IGS

No work is allowed in an 1GS without a Work Permit
from the 1GS Operator for that facility.

1.

A Work Permit must be requested from the
IGS Operator, preferably in writing and at
least three working days in advance.

The I1GS Operator will review the request
with the worker to identify concerns, clarify
requirements and conduct a preliminary risk
assessment (Section 401).

The I1GS Operator will advise the worker as
soon as possible whether the permit can be
issued as requested.

The 1GS Operator can issue an Isolation
under Group LO/TO but cannot receive an
Isolation issued by himself/herself under an
Operator Administered Group LO/TO.

An EIC coordinating a Group LO/TO can
issue an Isolation to other EIC’s and workers
under the Group LO/TO providing
permission is received to do so from the
IGSO under a Work Permit.

If the EIC is to perform work under an
Isolation issued by him/her, he/she will also
sign on the lIsolation as an Isolation holder
and sign off prior to returning to normal.

An IGS Operator working alone is
considered an EIC/Worker and must use EIC

June 2009, Revision 2
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administered Group LO/TO or Worker
LO/TO methods.

305 Permission to Establish Required
Conditions

After considering IGS operation, customer supply and
current permits, the IGS Operator provides permission to
establish the required conditions through issue of a Work
Permit and Isolation using either Group LO/TO or Worker
LO/TO protection, if required, prior to start of work.

A. Group LO/TO

Refers to an Isolation developed and directed by the IGS
Operator, or an EIC with permission from the 1GS
Operator, under an associated Work Permit using Group
LO/TO methods. Upon completion of the Isolation Order
the IGS Operator or EIC, if permitted, issues an Isolation
to the worker(s) who has requested the operation in order
to establish a safe work area. The Isolation establishes an
agreement between the IGS Operator and the Permit
Holder that the system is configured to provide the
protection requested.

B. Worker LO/TO

Under Worker LO/TO, the IGS Operator gives permission
under a Work Permit to an Employee-in-Charge to
establish his/her own protection and protection for the
workers under their direction. Each worker must apply
their own lock prior to working under Worker LO/TO.

No Isolation is issued.

Worker LO/TO is applicable where a single device or
multiple devices in a small area can easily establish
protection and the risk to the IGS is minimal, provided the
following conditions are met:

« All devices are under the authority of the IGS
Operator.

« There is only one Employee-in-Charge of the work.

Page 18
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The work is limited to one calendar day or shift.

If an EIC/ worker must leave site prior to
completion of the required work the Worker
LO/TO must be returned to normal and the Work
Permit and any applicable Isolations released or
transferred to another competent worker/EIC (see
Section 405 A and B).

Other than identical isolations, no overlapping
Worker LO/TO Isolations are permitted using the
same isolation points. In such cases, Group LO/TO
is required.

The following rules apply to the administration of Worker
LO/TO:

An Employee-in-Charge wanting to establish
his/her own protection under Worker LO/TO must
obtain a Work Permit from the IGS Operator.

The 1GS Operator will not “pre-approve” the IGS
Isolation Order.

The Employee-in-Charge must do the risk
assessment of the work.

The Employee-in-Charge must write up the IGS
Isolation Order and tags.

The Employee-in-Charge must use his/her own
unique identifier and log in the station log book.

The Isolation Order must be reviewed by a second
competent worker, if more than one worker is
involved with the work.

The Employee-in-Charge must advise the IGS
Operator when the work is completed and release
their Work Permit.

306 Isolation Diagrams

Before performing any isolation, the worker must have in
his/her possession valid, approved Isolation Diagrams that
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accurately detail the energy-isolating devices relevant to
the machine, equipment or process contained within that
system. This may include but is not limited to the
following:

Manually operated electrical circuit breaker
Disconnect switch

Manually operated switch by which the conductors
of a circuit can be disconnected from all
ungrounded supply conductors and no pole can be
operated independently

Line valve
Block
Blank

Any similar device used to block or isolate energy

307 Isolation Orders
A. Group LO/TO lIsolation

1.

The IGS Operator, or EIC if permitted, will not
Isolate or direct any switching without a written
Isolation Order, with the following exceptions:

An Isolation Order is not required in an emergency
situation. See Section 901.

In troubleshooting situations, the IGS Operator
must document in the 1GS log book or Isolation
Order each isolation step prior to taking that action.
All troubleshooting actions must be transferred to
an Isolation Order and a second approval obtained
before an Isolation is issued.

For Operator Administered Isolations using a
competent third party EIC or worker to perform the
isolation steps, the EIC or worker must obtain the
Isolation Order from the 1GS Operator before
performing the isolation, and verify the isolation
instructions against the isolation diagram.
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B. Worker LO/TO lIsolation
1. The worker performing the isolation must:
o Prepare a Isolation Order;

«  If more than one worker is involved with the
work, have the isolation order reviewed by
another competent worker before proceeding;

« Beoriented to the facility and become familiar
with the task at hand;

o Document the time of operation of the isolating
devices on the Isolation order; and

2. When Worker LO/TO is used, a “Do Not Operate”
tag may be used as the Isolation Order for single
point isolations. Single point Isolation still requires
a lock.
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SECTION 400:
ESTABLISHING REQUIRED
CONDITIONS

401 Conducting an IGS Risk Assessment

To minimize any hazardous situations or adverse effects to
the IGS, the IGS Operator must conduct a thorough risk
assessment in conjunction with the Employee-in-Charge.
The risk assessment, contingency mitigation, and recovery
plans shall be recorded on the Work Permit and include a
review of the following, as applicable:

IGS voltages, frequency and power flows;

Status of generating units on line and available as
spinning reserve;

Status of loads;
Apparatus and system capabilities;

Conflicting scheduled outages (concurrent work
permits and concurrent Isolations);

Probability and effect of reasonably expected IGS,
distribution, or work caused contingency events.
Actions required to mitigate contingency effects and
recover from contingencies;
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402 lIsolating

A. Communicating During IGS Isolation:

1.

The IGS Operator, or EIC if permitted, must
communicate isolation instructions directly
with any competent worker performing an
isolation. In the case of Worker LO/TO, this
is not applicable; however, the IGS Operator
will have already given permission to
proceed with Worker LO/TO isolation.

Unless the communication is face-to-face, all
parties must use full name identification and
repeat back practices when relaying isolation
instructions.

Unless face to face, verbal communications
must be:

« Repeated back by the receiving
party as heard; and

« Verified against the isolation
order.

B. General Lockout Principles

1.

All workers must comply with the provisions
of the Isolated Operations Lock Out/Tag Out
(LO/TO) Work Standard. IGS Operators and
Employees-in-Charge must enforce the use
of personal locks and tags to ensure the
protection of all workers required to perform
tasks where they may be exposed to
unexpected energy release. Each lock must
have a unique mark or label that identifies
the worker to whom the lock is assigned.

Station locks and tags must be standardized
throughout the facility and be recognized as
the only authorized method of locking out
hazardous energy sources for Group LO/TO.
Station locks and tags used as part of the
lockout system must not be used for any
purpose other than worker protection.
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Personal locks and tags must be applied and
removed by each worker exposed to the
potential for unexpected energy release. The
lock may be placed on a lock box under
Group LO/TO (refer to Section 402D).

Where equipment is not lockable, special
hazardous energy control procedures must be
used; for example threading a cable through
a valve or placing a cover over a breaker to
prevent access.

When locks are used in the lockout
application, they must be accompanied by
Do Not Operate tags.

Energy-isolating devices must be clearly
labeled or identified to indicate their
function. The identifiers must match those
used in the device procedures. Such
identification is necessary to reduce possible
errors in applying the lockout.

The lockout of electrical energy sources must
occur at the circuit disconnect switch or in
line fuses.

C. General LO/TO Isolation Procedures

1.

When directing a Group LO/TO using a
designee to perform isolation steps, the
IGSO or EIC administering the group
LO/TO must have a tailboard discussion with
the worker performing the steps immediately
before any isolating, to review the Isolation
Order and make sure that it is complete,
correctly sequenced, understood, and that all
related hazards are identified.

The worker performing the isolation is
required to check machinery, equipment and
processes and report any adverse conditions
that could influence the isolation to the IGS
Operator.
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3. The step-by-step switching instructions must
be followed in sequential order as provided
on the isolation order. If anyone identifies
inconsistencies or concerns about the
isolation instructions at any time, the
isolation must be stopped and cannot proceed
until their concerns are addressed.

4. The worker performing the isolation must
have the isolation order in his/her possession
when performing the isolation and record the
time each isolation step or sequence, as
applicable, is successfully completed.

5. Whenever isolating devices are being
operated, the worker performing the isolation
must advise other workers onsite; in certain
circumstances, they may be required to stay
clear.

6. No work shall be performed until the
equipment has come to a complete stop, and
a worker has:

o locked-out or rendered the
equipment inoperative;

» tagged all energy isolating devices;

« discharged any stored energy
(drains opened, springs discharged,
etc.); and

o astart or bump test is performed as
a final check of apparatus Isolation.

If Worker LO/TO is used the number of locks on an
isolating device equals the number of workers.

D. Group LO/TO Isolation Procedures

In Group LO/TO, the IGS Operator or EIC
administering the Group LO/TO shall;

1. Listall isolation points covered by the Group
Lock-Out on an Isolation form.
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2. Place the key from each isolation device lock
in a uniquely numbered lock box, apply an
IGS Operator or EIC lock to the lock box
and note the lock and lock box # on the
Isolation Permit.

3. Retain the Isolation form on site.

4. Issue the Isolation to the EIC or, if EIC
administered Group LO/TQ, sign on to the
Isolation as the Isolation holder.

5. Have all workers sign on to the Isolation
under the Group LO/TO, as appropriate, and
have each worker place his/her personal lock
on the identified lock box and ensuring the
lock/key identifier number is recorded on the
applicable Isolation form. Individually
keyed locks must be used by workers
securing Isolation protection under a Group
LO/TO.

The worker shall:

1. Ensure the isolation provided is adequate for the
scope of work to be performed.

2. Sign on the tailboard/job plan and isolation under
the Group LO/TO.

3. Place an individually keyed personal lock(s) on
each Isolation lock box(s) and record lock
number on applicable isolation prior to beginning
work each day.

4. Sign off Isolation and remove personal lock when
work is completed at the end of each work day as
required by the job plan or as directed by the
EIC, in the event that the IGSO is not available
at the site.

If Group LO/TO is used the number of locks on the lock box
equals the number of workers plus the lock of the EIC or IGSO
administering the Group LO/TO.
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403 Isolating Devices

1. Allisolating devices must be designed with a
hasp, multi-hasp or other means of attachment, to
which or through which a lock can be affixed; or
have a built-in locking mechanism. Other energy-
isolating devices are also considered capable of
being locked out, if lockout can be achieved
without the need to dismantle, rebuild or replace
the energy-isolating device or permanently alter
its energy control capability.

2. Allisolating devices must be tagged and locked
before a Isolation is issued.

3. When isolating a portion of the system where a
Potential Transformer (PT) or station service is
permanently connected, the PT or station service
must also be isolated using the secondary or
primary disconnects unless confirmed to have no
source of back feed.

4. When isolating indoor switch gear:

The breaker must be removed from the cubicle or
racked out to the disconnect position, locked and
tagged to create the isolation point; or

If the breaker is not removable, the associated solid
blade disconnects or bus switches must be opened,
locked and tagged to create the isolation point.

Application of specially designed ground trucks used
as working grounds in metal clad switchgear and
applied to discharge electrical equipment must be
identified on the Isolation and tagged “Do Not
Operate™.

5. When isolating molded case breakers, lockout
must be achieved by using a sliding bar across
the breaker handle or by another positive barrier
providing equal or greater protection acceptable
to the IGS Operator.

6. Valves used to isolate equipment shall be locked
closed and tagged.
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Valves used to depressurize or drain equipment
must be tagged Do Not Operate and documented
on the Isolation form. If required, work can be
carried out on the valve or vent (i.e., re-packing
valves, etc.), while ensuring it remains in the
required position.

Fire protection systems have specific standards
and insurance considerations. Please refer to the
Safety Standards Manual for proper isolation
application.

Safety Standards Manual, section 1304

404 Tagging

Workers must understand and utilize the following tagging
procedures:

1.

To prevent unauthorized operation of devices,
standard ATCO Electric Do Not Operate” tags
must be installed as directed by the IGS Operator,
or EIC if permitted, and, in the case of Worker

LO/TO, as directed by the worker performing the
isolation. See Section 804 for instructions on completing

the tag.

2. Each isolation point identified on an Isolation
must have a corresponding tag.

3. Only a Competent worker may install or
supervise the installation of tags for the 1GS
Operator.

4. Tags must be installed on the same side as the
isolation device identification number and be as
close as possible to the isolation device.

5. Tags may be removed only on the direction of the
IGS Operator, EIC if permitted or, in the case of
Worker LO/TO, by the worker who installed the
tags.

6. The IGS Operator must be notified if:
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« Atag affixed to any device or apparatus
appears to be unsupported by a permit; or

« A worker suspects a device has been
operated unsupported by a tag or permit.

The IGS Operator will initiate an investigation and take
appropriate action (e.g., direct removal of the tag, direct
tagging and issue a permit or put the device back into
service, as applicable).

405 Issuing and Holding Permits and
Isolations

For a detailed description of the restrictions and
requirements for specific permits and isolations, see Section
500.

A. General Requirements

If work on an IGS site is required, then a Work Permit
from the IGS Operator is needed prior to starting work,
Issue of a Work Permit constitutes permission to work
under agreed to conditions as documented in the permit.

If a Work Permit requires isolation of apparatus to create a
safe work environment an Isolation is required. An
Isolation documents the sequence of switching, isolating,
and tagging necessary to create the desired isolation; and
to record issue, receipt and release of EIC/workers.

The Isolation is the worker’s assurance that the machine,
equipment or process conditions defined will not change
until released. This assurance depends on strict adherence
to the following requirements:

1. Atailboard discussion must be held between the 1IGS

Operator and Isolation/Permit Holder prior to:

o Issuing a Work Permit, to verify the required
conditions, undertake hazard and risk assessments;

« Issue of an Isolation to verify the required conditions
have been established through the Isolation Order;
and
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« Releasing an Isolation or Work Permit, to confirm the
established conditions can be returned to normal.

2. Inall situations where Isolation is required to establish the
required conditions, the Permit and Isolation holder(s) and
IGSO must have access to a current copy of the isolation
diagram and discuss all isolation points before the Work
Permit is issued.

If the written Isolation is not available on site, the IGS
Operator will verbally provide the portion which contains
the Isolation Order to the Isolation holder who must:

« Record the Isolation Order exactly as stated; and

« Repeat the Isolation Order back to the IGS
Operator.

3. Unless face to face, all parties must use full name
identification and repeat-back procedures whenever
issuing, receiving or releasing Work Permits and
Isolations.

4. All isolation and tagging on the Isolation Order required to
provide the safe work area must be completed before the
associated Isolation is issued.

5. All Work Permits and Isolations must be assigned a
unique number.

6. An Employee-in-Charge may accept a Work Permit or
Isolation only for work group(s) under his/her direction.

7. If an EIC or worker must leave site while work is in
progress the related Group or Worker LO/TO Isolation
and related Work Permit must be released. If it is not safe
or practical to release the Isolation and Permit to return the
IGS facility to normal then following appropriate review
and revision of work plans the Isolation and Work Permit
must be

« Transferred to another competent EIC;

« If another competent EIC or Worker is not on site,
work must be halted and any Isolations and Work
Permits released to the IGS Operator under the
condition it remain isolated until the EIC returns to
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complete the work or the Isolation and Work Permit
is transferred to another EIC; or

o If Worker LO/TO, another Worker LO/TO applied
by a competent Worker prior to the initial EIC or
worker removing personal locks, tags and leaving
site. See Section 405B.

8. Ifan EIC must leave site at the end of each day of work on
a multiple day job then all work must be halted prior to the
EIC leaving site and must not commence the following
day until the EIC is on site and tailboard job plans are
completed for that day of work.

9. Isolations and Work Permits must be released when no
longer required.

« If they are not released and the holder(s) cannot be
contacted, the IGS Operator must contact the permit
holder’s immediate supervisor. The supervisor, if
unable to locate the permit holder, may release the
permits so long as all affected workers are notified
that the isolation is released and they are no longer
able to work under the isolation.

10. During critical situations, permits/Isolations must be
released as soon as practicable at the request of the IGS
Operator.

B. Transfer of Isolation and Work Permits

If an EIC or Worker must leave a site before the work is
completed, established conditions can be transferred to another
EIC or worker. If a new Work Permit or Isolation can be
maintained by the new Work Permit and Isolation is written,
applied and issued to a new EIC or worker. The original Work
Permit and Isolation can be released as follows.

1. The original Permit Holder must personally advise the IGS
Operator and everyone working under the Work Permit
and/or Isolation of the proposed change.

2. The new Work Permit and/or Isolation holder must review
and confirm the established conditions with the IGS
Operator.
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3. The IGS Operator will, depending on revised job plan,
transfer existing Work Permit and/or Isolation to the new
EIC/worker or alternately issue a new Work Permit and/or
Isolation before releasing the original permit.

Note: If a tag is used for Worker LO/TQO isolation, the
new worker must place their lock and tag on the device(s)
before the original lock and tag is removed.

C. Expanding or Contracting Work Permit and Isolation
Safe Work Area

If a safe work area as established under a Work Permit
and Isolation has to be expanded or contracted from an
existing permit, the IGS Operator must:

1. Confirm the Permit Holder has advised everyone working
under the Work Permit or Isolation of proposed change to
work plan.

2. Review and document changed Work Permit job
requirements. 1GS Operator and EIC initial changes on
existing permit or issue and receive a revised Work
Permit.

3. Review and document changed Isolation requirements
through Conditional Release of points or altering or
adding points to the Isolation.

4. In the case of a large number of changes, prepare a new
Isolation (as identified in revised safe work plans, transfer
the existing tags and reference numbers in the original
Isolation Order to the new Isolation Order);.

5. Direct the installation of tags on devices as needed to
establish the new safe work area.

6. Check that all necessary devices have been identified and
tagged to establish the required conditions for the safe
work area on the new Isolation.

7. Guarantee added or altered points or issue the new
Isolation to the EIC/worker as appropriate.

8. Direct the removal of tags that are no longer needed from
the original Isolation as per any Conditional Release.
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9. Close the original Isolation if required.

10. The EIC must undertake and document a tailboard job
safety planning meeting to advising workers of changed
conditions.

406 Return to Normal

1.  When the work has been completed, the permit holder
must inform the IGS Operator and:

o Inthe case of Group LO/TO lIsolation, follow
procedures to release the Isolation and Work
Permit(s). See sections 501 and 502, as applicable:

o Confirm that all work is completed, workers and
materials have been removed, protective guards
reinstalled, temporary working grounds are removed
and all devices within the isolation zone have been
returned to required state (as found position unless
specified otherwise by IGS Operator).

o Inthe case of Worker LO/TO, remove all tags and
document the time and date.

2. After all permits have been released, return to normal
operating conditions may proceed.

3. Isolation orders are normally reversed to Return to
Normal. Where a variance to reverse sequence is required
the Isolation Order must detail the return to normal
sequence.
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SECTION 500:
PERMITS AND ISOLATIONS

IGS Work Permits and Isolations provide ATCO Electric
employees and contractors with reliable methods for
assessing 1GS work and establishing the required
conditions to control the potentially hazardous energy
associated with machines, equipment and processes.
These, when combined with appropriate work standards,
procedures and methods, will provide a safe work area.

In addition to obtaining a Work Permit and, when
required, an Isolation, an EIC/worker must implement
barriers to protect against all other hazards identified in
the job planning process and, in the case of an EIC,
maintain responsibility for all workers in a work group
working on the same or related IGS machines, equipment
Or Processes.

501 Work Permits

The IGS Operator is responsible for issuing Work
Permits for all work on the machines, equipment or
processes in their areas of responsibility, including the
attachment and detachment of facilities.

Before starting any work in an IGS, an EIC/worker must
obtain a Work Permit that identifies, defines and provides
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permission to work under established conditions from the
IGS Operator of that facility. An example of a Work
Permit is in Appendix B.

The IGS Operator in consultation with the EIC/worker
must undertake review of safe work plans and document
on the Work Permit the hazards/management plans, 1GS
risk assessment, and fill in all applicable parts of the Work
Permit form to complete the permit record prior to issue of
the Work Permit.

The Work Permit provides assurance the IGS Operator has
reviewed and assessed hazards, system security and made
appropriate consideration and adjustments in establishing
the identified conditions with the EIC/worker and
authorizes the EIC or worker to undertake the identified
activities.

If a Work Permit identifies requirements for an Isolation
of IGS machines, equipment or processes to provide a safe
work area, the IGS Operator must either initiate an
Isolation when required by the job plan or give the
EIC/Worker permission to perform Group or Worker
LO/TO to establish required conditions.

The EIC/Permit Holder is responsible to:

« Request and hold the Work Permits and Isolations
that will, when combined with appropriate work
standards, procedures and methods, provide a safe
work area;

«  Establish permitted Group or Worker LO/TO
protection conditions that, when combined with
appropriate work standards, procedures and
methods, will provide a safe work area;

« Notify the IGS Operator prior to starting work daily
and receive or confirm permission to work;

« Provide permission to all workers and work groups
under their direction to work under the permits
held;
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Transfer any Work Permit to another competent
individual if that they are unable to remain on site
while work is completed (or release permit and
isolations as identified in section 405B).

Release all permits to the IGS Operator when the
work is completed.

502 Isolations

The IGSO is responsible for issuing isolations that are not
Worker LO/TO or EIC Administered Group LO/TO as
identified in Work Permits. The Isolation guarantees the
holder that:

A machine, equipment, or process has been
isolated from all known sources of potential, locked
and tagged on all boundaries of isolation; and

The operating state of the isolating devices will not
change until the Isolation is released.

A. Restrictions and Requirements

1.

5.

An Isolation must be held by any Competent
worker in accordance with their skills and
knowledge.

Isolations will not use an isolating device that has
an outstanding Work Permit and Isolation for Test
and Operate issued on it.

Before Isolations are issued, locks and tags must
be securely placed on all isolating devices.

Devices located within the isolation points of a
Isolation and not tagged may be operated by the
Isolation holder with the understanding that, before
the permit is released, the devices will be:

« Returned to their original operating state; or

« Placed in the operating state required by the
IGS Operator, as applicable.

When applied potential is being used to test
apparatus within a zone of isolation, the Isolation
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holder must inform the IGS Operator and everyone
working under the Isolation during the tailboard
job safety planning that such testing will be taking
place and ensure the device to be tested has been
physically disconnected from the system within the
Isolation.

B. Issuing an Isolation

When all conditions have been met, the IGS Operator will
issue the Isolation to the holder and document by signing
the applicable parts of the Isolation form. If face to face
communication is not possible, formal issuance using the
words located on the permit must be used and recorded on
the Isolation form.

C. Releasing an Isolation

1. Before releasing an Isolation, the permit holder must
verify that:

o Work has been completed;

e All devices located within the isolation points of
the permit are in their original operating state or
the operating state required by the 1GS Operator,
as applicable;

o Workers, material, temporary grounds and
equipment are clear and guards replaced; and

e Apparatus covered by the Isolation can be
energized.

2. The lIsolation is released to the IGS Operator and if
face to face communication is not possible, formal
release using the words on the permit must be used.

D. Test and Operate (T&O)

IGS machines, equipment or processes may be tested,
energized, and/or placed in service providing appropriate
precautions are taken to ensure planned testing does not
cause unacceptable risk to workers, plant integrity, or IGS
processes.
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Issue of a Work Permit by the IGS Operator for test and
operate of apparatus may or may not require an Isolation
to create a safe work environment.

When Test and Operate is required the Work Permit will
specify the conditions required identifying either a Group
or Worker LO/TO Isolation be executed indicating T&O
on the Isolation prior to any testing activities.

Isolations issued to Test & Operate Devices:

e Is NOT intended as a form of personal
protection;

e Must only be held by a Competent worker in
accordance with their skills and knowledge;

e  Will only be issued on a single device at any
time; and

o  Will not be issued on any device defined as an
isolation point for an Isolation.

E. Conditional Release of Isolation Points

In situations where energy-isolating devices are locked out
and it is necessary to temporarily release isolation points
to the 1IGSO for the purpose of testing, normal use or
emergency use of the machine, equipment or process, the
following procedure allows for Conditional Release of
applicable isolation points for this purpose:

The EIC/worker will:

1. Ensure that the machine, equipment or process
components are operationally intact;

2. Remove any temporary working grounds;

3. Clear the machine, equipment or process of tools
and materials;

4. Clear all personnel working under the Isolation
by advising them of need to sign off the pending
release;

5. Identify job requirement to the IGS Operator;
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6.

Tailboard with IGS Operator and other impacted
EIC’s;

The IGS Operator or EIC if permitted will:

1.

Revise and develop all related Work Permits and
job plans;

Secure Conditional Release of some or all
applicable Isolation points from all involved EIC
and workers.

Clear the required energy-isolating device(s) of
locks and tags.

Issue the Work Permit for purpose of testing or
repositioning devices if required or return
equipment to service.

Proceed with any test only on instructions from
the permit holder.

Once testing is completed and the EIC has released the
Work Permit for testing or the requirement for normal or
emergency use has ended, the IGS Operator, or EIC if
permitted, will return devices associated with the original
Isolation to their prior state or the operating state desired
as follows:

1.

De-energize, relock and tag energy-isolating
device(s) that were Conditionally Released to
allow test operation.

Operate controls, etc. to verify energy isolation.

Open, lock and tag required depressurizing
devices.

Reapply any temporary working grounds.

Allow work to restart by re-issue of Isolations
that were Conditionally Released.

If it becomes necessary to permanently release isolation
points following a Conditional Release; or return to work
with an altered job plan as a result of a Conditional
Release; or where a Conditional Release is complicated
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and impact more than one crew a revised safe work plan
and tailboard meeting is required.

F. Work on Distribution Facilities

Worker Protection for work on Distribution facilities
requires application of Power System Work Standards and
may require a Condition Guarantee or Hold Off Permit be
issued by the IGS Operator to the Distribution OIC,

The I1GS Operator will utilize the Work Permit form in
assessing and documenting work plans as well as the
identified forms, terminology and methods identified in
Power System Work Standards for all such work.

G. Condition Guarantee

Where a Distribution OIC requires I1GS isolation devices
opened, checked, locked and tagged as part of establishing
required conditions for a safe work area on Distribution
systems the IGS Operator will issue a Condition
Guarantee. A Condition Guarantee is formal declaration
that a device is in a specific state, locked and tagged as
such and is guaranteed not to be operated until the
Condition Guarantee is released.

H. Hold Off Permit

Distribution OIC may require IGS breaker re-closing
disabled and tagged, Plant automation placed in manual
and tagged, N.O. tie switches confirmed open and tagged,;
and breaker (local and remote controls) tagged “Do not
Operate” until released by the interfacing OIC.

A Condition Guarantee or Hold Off Permit issued to the
Distribution OIC is not a form of personal protection but a
guarantee that the tagged devices will remain in the
desired state until such time as the applicable permit is
surrendered.
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SECTION 600:
ATTACHING AND DETACHING
FACILITIES

601 Preventing Inadvertent Attachment

Compliance with the Isolated Operations LO/TO Work
Standard is required on all operational IGS sites or facilities.
A Work Permit is required for all work on an operational
IGS site.

No Work Permit, No Work.

When new construction is approaching the point where it
will be attached to an existing IGS, a tag may be installed on
the open section of the machine, process or equipment to
prevent inadvertent attachment. The tag can be installed as
part of the Group LO/TO, or alternatively as part of the
Worker LO/TO Isolation consistent with Work Permits.

When new construction is physically close to an existing
IGS system and is separated only by an isolating device, a
lock and tag must be installed on the open device. The lock
and tag can be installed as part of the Group LO/TO, or
alternatively as part of the Worker LO/TO Isolation.
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602 Attachment/Detachment Procedure

When attaching or detaching facilities from existing
machines, equipment or processes, the Employee-in-
Charge must:

1.

Receive permission from the IGS Operator to
attach or detach facilities by issue of a Work
Permit and Isolation prior to the associated
planned activities.

Provide the appropriate IGS Operator with
suitable written documentation (e.g., final
inspection or commissioning and acceptance
report stating “Approved to put in service”).

Provide the IGS Operator with a current interim
SLD and facility Isolation Diagrams, verified and
approved by the Employee-in-Charge.

Identify the machine, equipment, or process
conditions required to complete the work, and
request permission from the IGS Operator to
establish those conditions under a Work Permit
and Isolation, if required.

Release the permits after completing the work.

The 1GS Operator will provide a current interim
SLD to the Distribution OIC advising of work
plans for placing new facilities in service, or
disconnecting and removing existing facilities
from service, prior to the planned activity.

603 Attachment in Stages

When a project requires attachment in stages, the isolation
points defining each stage must be identified in the project
work plan and a copy of the work plan provided to the
IGS Operator and attached to the Work Permit.

Before each segment is attached, the 1GS Operator must
be provided with interim isolation diagrams for each stage
verified and approved by the Employee-in-Charge for use
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in Isolations relating to attachment, operation and
maintenance of that segment.
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SECTION 700:
OPERATING INTERFACE POINTS

701 Location of Operating Interface Points

Operating interface points are located on the distribution,
telecom or industrial system apparatus electrically or
mechanically closest to the IGS as possible (Ex: unit
breaker, unit transformer, station auxiliary transformer,
gas valve on supply building) and are indicated on all IGS
Operating SLD’s

702 Joint Operating Procedures/Agreements

Wherever there is a direct interconnection to the
distribution, telecom or industrial system, reference to
switching practices must be included in a Joint Operating
Procedure or Agreement.

The Joint Operating Procedure or Agreement provides
information to aid in the development of switching orders
(e.g., location of operating interface points, identity of the
Operator-in-Charge, 1GS Operator, etc.).

L) Interconnection and Operating Agreements
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703

Operator-in-Charge/IGS Operator
Interface Procedures

1.

The IGS Operator must give adjoining Operators-in-
Charge prior notification of any action or condition
that could impact their system.

This includes, as applicable:
« Changes to operating conditions;

«  Operation of adjacent devices; and

Any work being performed that could present a risk to
their system.

2.

Under most operating conditions, if the interface point
is identified concurrently on both an 1GS Isolation
and a Guarantee of Isolation or Permit under the
jurisdiction or another operator, it must be double-
locked and tagged by both operating groups.

The Operating Authority under which jurisdiction
work is being done will take the lead role in
coordinating and administering worker protection
with the interfacing Operating Authority. PSWS and
LO/TO combined will be used to create the required
safe work conditions.

o For work on IGS facilities involving both sides of
an IGS interface point, the IGS Operator will
request and secure a Condition Guarantee from
the DOIC (or Isolation from Industrial or
Telecom interface points) and include that
guarantee in the Isolation Order and Isolation
issued to the EIC.

o For work on distribution facilities requiring
Isolation from an IGS facility the DOIC will
request a Condition Guarantee from the IGS
Operator of the facility. The IGS Operator, or
EIC if permitted, will issue a Condition
Guarantee to the DOIC using PSWS methods and
forms to establish the required conditions. The
DOIC will issue a GOl to the distribution worker.
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SECTION 800:
PROCEDURAL TOOLS

801 Isolation Diagrams

A. General

Workers performing an Isolation and/or receiving Work
Permits in an 1GS are required to use, for reference,
approved and up-to-date Isolation Diagrams. Isolation
diagrams include:

All substation and line apparatus, each identified by
its unique number;

Operating interface points, as identified by the
Operating Authority; and

Schematics for fuel, air, hydraulic systems, etc.
All electrical systems and electrical apparatus
Revisions

Verified and approved interim Isolation Diagrams
(i.e., checked, dated and signed by the Employee-in-
Charge) must be provided to the IGS Operator
whenever modifications are made to the IGS systems.
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The I1GS Operator may accept verbal notification of a
change to an Isolation Diagram from an Employee-in-
Charge if:

The change is minor and easily understood (e.g., a
change to a valve number); and

The Employee-in-Charge provides the IGS Operator
with a verified and approved interim Isolation
Diagram as soon as practicable.

The IGS Operator notes the change on the existing
Isolation Diagram drawing and communicates the
change to other IGS personnel who may fill the role
of IGS Operator and any EIC or worker who holds or
requests a Work Permit on related facilities.

The IGS Operator has the discretion to deny the verbal
notification and request a verified and approved interim
Isolation Diagram before accepting the change.

3.

Interim and revised Isolation Diagrams must be
authorized by the appropriate IGS Operator.

The I1GS Operator must obtain approval from the
applicable Operating Authority to change an
operating interface point.

802 Work Permit and Isolation Requests

Work Permit and Isolation requests must include the
following information:

The machine, equipment or process affected and the
work location;

If an Isolation is required, the type of Isolation;

The dates and times the Work Permit and Isolation (s)
are required and the anticipated duration of the work;

The estimated time needed to release and return to
normal in a critical situation;

A description of the work;

Required isolation points, as applicable;
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o Any risks the Permit Holder is able to identify (i.e.,
local impacts if something goes wrong with the
work);and

o The name of the Requestor and, if different, the
Permit Holder.

An IGS Work Access Request form will be used for this
purpose for all planned work. See Appendix A.

803 IGS Work Permit and Isolation Forms
A. General

Using the information on the Work Access Request form,
the IGS Operator will schedule the work and prepare the
required Work Permit and Isolation using the IGS Work
Permit and Isolation forms with the following information:

« A unique reference number;

« The dates and times the required 1GS system
conditions will be in effect;

« The Isolation Order points and sequence to be used
to create those conditions;

« The Isolation Order sequence to be used to return
the system to normal, if required; and

« Permit issuance and release documentation.

For a sample Work Permit and Isolation forms, see
Appendix B and C respectively.

Note: Where Worker LO/TO isolation is involved, the
“Do Not Operate” tag may serve as the Isolation form for
single isolation point Isolation only. See Section 804.

B. Numbering Isolation Steps

1. The IGS Operator must assign each Isolation Order
step a unique number. That number cannot be
repeated on the same Isolation Order.

2. Isolation Order step numbers must be sequential (i.e.,
in numerical order).
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3.

Isolation steps may be added to an existing Isolation
Order by using alphabetical suffixes to preserve the
existing sequence (e.g., 36A, 36B, 36C, etc.).

804 “Do Not Operate” Tags

All tags placed on isolation devices must be associated
with a specific Isolation. Only standard ATCO Electric
“Do Not Operate” tags may be used.

The following information must be legibly recorded on the

tag:

The identifying number of the machines, equipment
and processes being worked on;

The identifying number of the device to which the
tag is applied;

The reason for the Isolation or condition;

If the tag is being used as an Isolation Order, the
isolation step;

The person requesting the Isolation (usually the
Permit and Isolation Holder);

The full name of the worker applying the tag;
The time and date of the Isolation; and

The reference number (e.g. 12345).

For a sample tag, see Appendix D.

805 Transfer of Authority

1.

The 1GS Operator must transfer operating authority
whenever he/she cannot:

Maintain scheduled communication with permit
holders; and/or

Provide the dedicated time and attention required to
monitor and operate the IGS effectively.
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2. All transfers of authority for the IGS Operator must be
recorded in the 1GS Operator logbook. The record of
scheduled transfers of authority is found on the IGS
facility shift or standby schedule, as posted on the Isolated
Operations website.

3. The outgoing IGS Operator must record and communicate
to the new IGS Operator any outstanding permits or
known work being done and abnormal IGS conditions at
the time of the transfer.

4. All workers on an IGS site must know who the site 1GS
Operator is at all times.

5. Unscheduled transfer of IGSO authority must be
communicated to all EICs and Workers holding a permit
and the communication must be logged in the log book.

806 Record Keeping

1. For all permitted EIC Administered Group LO/TO and
Worker LO/TO Isolations, all Isolation Orders and tags
used as Isolation Orders must be forwarded to the
appropriate IGS Operator as soon as possible. The IGS
Operator must maintain the following records for a
minimum of three years:

o Transfers of Authority;

o All Work Permits and associated tailboards;

o All Isolation Orders used to issue permits, including
tags used as isolation orders;

« Documentation of any investigations regarding
tagging or unauthorized operation of IGS devices or
apparatus; and

o Log books documenting:

o All Work Permit information, including reference
numbers;

o All Isolation information for Group and Worker
LO/TO Isolations; and Unscheduled transfers of
authority.
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SECTION 900:
SPECIAL SITUATIONS

901 Emergency Situations

In an emergency (a present or imminent event that requires
prompt coordination of action to protect the health, safety
or welfare of people or to limit damage to property and/or
the environment), a worker may take action to remove
apparatus from service without prior authorization.

« Always protect yourself.

« NEVER put yourself in imminent danger or do
anything of which you are in doubt — call for help.

After emergency action has been taken, the operation and
the reason for the action must be reported to the
appropriate 1GS Operator as soon as possible.

The IGS Operator will review the action and take the
necessary steps to restore the 1GS to normal operation.
902 Inadvertent Operation of Apparatus

If a worker inadvertently operates any component of an
IGS facility, the worker must NOT attempt to correct the
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error, but immediately notify the appropriate 1IGS
Operator.

The IGS Operator will review the inadvertent operation
and take the necessary steps to restore the power system,
as applicable.

All workers must realize the possible results of their
actions — all incidents must be reported and investigated.
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APPENDIX A —-IGS Work Access Request form

ATCO:icciric
—
Work Access Request - Isolated Operations
Request to 1G5 Operaior In Persen [ ViaPhone [ ViaEmsl [

(2 schodiulo far curmont Oporator

1GS Operator Name and Phone Nurmber

TIME (24Hr) DAY MONTH YEAR
Time/Date of Regquest

Time/Diate of Work Commencement [ | [ | | ]

TimedDiate of Wiork Completion [ ] [ | | ]

Worksite Location

Employes in Charge

Other Employess on Site

|lepdation Required MR O Wik O EC O Group

Scope of Wk

Commeants § Changes to Systam Status
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APPENDIX B — IGS Work Permit form

ATCO Electric

cate start
Enguired Ena Dats Wiors Ordor# _ Tims

032492

fwirie Leolation # hers) fWirke Aot Peamit # bere)

WORK PERMIT — ISOLATED OPERATIONS

Contractor Employes in Chargs (EIC) submittsn By

Equipment Description

| Unit number |

Scope of Work

Conditional Release
Required

Isolation
Required

TYPE OF ISOLATIGN

wia [ ] e evoe [

193 aroup [ ] Tect & cerate]_]

s
Hold Off Required]_|
Condition Guarantee Required [_]

Isolation Points:

Have we considered all the ene
and hazards?

Spills/Releases

Cerarn condiions Towie or poigonows . Flammable liguds
Graviey Electricity Mechanical o0 it o caure: chjaats Raptibes sl
Falling frorm = haigrt Loe spparsius Equipment failurs Flammable or  Ignition s0UrCes iyt raper bady peetionin
Falling otjecs Inductioniackfeed  Flying caects  Naise enplnsive propet budr pestionng
SlindAnicioes  Cuound odierts  TSsonloads  Chunic @5 decibels  prg Latent Energy
Rigging Flash pofental Muoning paris 0zt ressure Sprnslmechoneal
(Light Shar caads  Gojration leveds High pressurs pipslinesfvaiseh  Hyiraulics

es Fire

weld fres

Chemical
Confined spaces

Kinetic/izhicular Body Mechanics
Sliss ortips.
Oiftingdasting strairs

Cornpresed g esdiguics

Have we considered?

BV R lock oul fagout o
Iselation of equipriem & lines Inzpachion o tocls &
Teating ot isalaiion y equipment
Addeguate grounding

Limis of agarach
Sale work procedures
Confined space enlry
Ermergency rascue plan

Sale lac Tor g
Waming devices
Phirsical barties

Prime Contractor on Site? 0 Yes ONo

Inapection afehiclesfequip
PRE

Misintenznce of squpmert

what type of rescue/response may be required (confined space, medical aid, fire environmental release, etc.)?

Environment People Werking Alons

Lacating LKG utlities Person in. ma‘__?s Cardart informalion

acher £ ligi conglions  GeEficaion e perzennel v will b thea ceetan?
Communicali ehen il eortact fe made?

Congestion and restrited  yyucar fangue Back up Procedure, if you

sceess
VWiiking space Ganaral publc fail 10 machcontat
Adjacent faciibias. Customer Requiremerls Satellte Phone Reguired
Anrnzie wildife esrock  Timing Orientation
Houserzeping Joh Coordination wih oher S ontreion
Locatan war; gros i

ok Sehedules

all applicable Trade's group Hazard Assessment? O Yes O No

2. Identify who can act as incident commander in the rescue/respanse and location of rescue equipment?
3. Wha can provida first 2id, identify location of first aid supplies & fire fighting eguipment?
4. Dirsctions to the worksite 2nd closest hospital or medical facility. (LSD, GPS, Rangs Roads, ..)
5. Is ambulance service available to the worksite? IF not how will you ransport the imured?
6. Do you have constant communication, Radio O,  Csll O Satelit= O, Otner O
Additional Instruction to manage Hazards ie. List working Grounds
IGS System Risk Assessment
Contingency
Date

IGS WORK PERMIT prepared by

| L] | Tima | Femols requee |

ves [ me[]

AGREEMENT WITH OPERATIONS

The issuing authority underst:

rds the precautions outlined on this permit and considers it 52

fe for the commencem Fwork as

described in the Application.
Tame | Time | Femnoto Feguset
I, the Receiver nd the scope of work P his permit for i
been checked these precautions are in place and th = cle aware of the hazards and the precautions before con
Kame l inftiar l Cale lee l Remale Requect
Transter
Transterred to Transferred from Authorization Date Time
e e T Rame AT
Name il Tame ia Tame AT
Release of Permit
o carpiee” ves 1 e L1 PN please Sgeciy:
e AT e

DISTRIBUTION: White -

Issuing Authority canary - Permit Holder
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Tailboard Meeting

Write Work Parmit number here

All Workers have the right to ref

& unsafe work and the
and

spons
practices.

bility to make fellow workers aware of unsafe conditions

rson Conducting Meeting:

Date Time Isolaton number

DepanmentiContacior

YES NiA
1| The Foints of Isolatien
2 | Lo A Wark
3| Scope of Work
a_ |
5
B uiremenis
_ e Equip. Req. [Le. all PPE and emergency equip. used in confined spaces must be inspected before
s 3= roules from work area. emergency response o
8 -l Monitor requirements
D f Practice/? cedure/NEDE
1| Environmental management fie. spills, fugitive emssions.)
12 | Site Orientation
12| Coniractor Safety Orientztion

Any additional hazards created by this work or not previously identified need to be brought to

attention of all workers on the job.
1 Bartier Effectiveness Rating

Control Bamiers Safety Barrias Support Barriers Human Barrier
1. Elininate the Hazud 4. Wear Protective Equipment [ 7. Use Safs Work Froceduses 10, Apcept Risk, Ideskify the
2 Mimdtrine Energy to Safe Level | 5. Instell Watring Devices | 8 Provide Training Hezard Only
3. Install Phpsicel Baats . Minimae Chaness of B | 9 Provide Supereision®)hserrer

Job Steps

High Risk Hazards

Required Barriers

Is there a change in conditions

COMMENTS/CONCERNS/ACTIONS REQUIRED

| NOTE: For action items, record by whom and when items will be followed up, list responsibilities/tasks.

| have reviewed the previous items:

Verified by: Name nitial

AGREEMENT:

I understand the work to k

done, the hazards involved and precautions to be taken

and agree not to perform work that is

unsafe or in a manner whi reates an unsafe co
Print Name Initial : Print Name Initial : Print Mame Initial
DISTRIBUTION: White - Issuing Authority Camary - Permit Holder
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Appendix C — IGS Isolation form

ATCO Electric 12345

Isolation - Isolated Operations

Worker Admin. [ EIC Group LO/TO [1  IGSO Group LO/TO [ Test & Operate []
Date LOCK BOX # Isolation Holder Lock # WORK PERMIT # Remots Permit £,

[EQUIPMENT ISOLATED

1solating Lock Tmsor | status Tags 1ssusn start
Isolation Order Device Humber Foint state # | wungoy | vermes | Chesk

FRomased iy
iealaticn

#1
42
#3
#
#5
#
&
#8
#
#10
133UE
Prepared by Tnitial Date Time | E1C/0cianes wah 1550 Cancent ieuing Authorty | Date Time
1 3
Issuing Authority IGS0 initial Date Time Guaranteed by vor aneced or samtanai paints) Date Time
2 4IGS00  Desigeed  ECO)

Special Notes of Isolation or Removal of isolation:

Reviewed by: | have read this isolation and understand its limits and special conditions and agree to work within
those limits

Tate Time Name iz
Transfer
Transferred to Transferred from Issuing Autherity Date Time
Hame s | teme Tl ame el
Wame s | e =] e v
Hame i | e Tl e il
Conditional Release Reissue
TraTre TERe T
CONDITIONAL RELEASE FOR 1 Workers hatied | NG5 Verned sy
[ Testng [ mormat Use [ Emergency Use O Guarky inttal
DATE TIME POINTS RESBUED by Inkal Dase Time
TATE Time Femaeed by el RS - T Tme
Foarg Tme ez e
CONDITIOMAL RELEASE FOR HUNG By
O reszng O mermai sz [ Emergency use O s Guarty Inital
W BONTE = e
EATE TVE O RENBUED by Inkal . "
TATE Time Femaeed by el RS - T Tme

Release

All workers and materials under my charge have been removed, guards replaced and grounding devices removed. All apparatus is in the state
it was found or as directed.
Date Tima Name Intia

Remarks

Is. on has been released, all tags removed, all final checks complete, and equipment is available for service
Hame Initia
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Reviewed by: | have read this isolation and understand its limits and special conditions and agree to work within

those limits

Norkers on the Job ‘orkers off the Jok {must alzo remove lock)
Pt hame T CEi Tae Time Frint ham = 3 T
Print ams, LT ey Ramiser Print o (=] = Tz
Pt Hams LT Ty amer Frint Ham =] B e
Frmt e T Ty Ta Time Frint rame =0 3 T
Print ams, LT R Taie Time Print o (=] = Tz
Pt Hams LT Ty amer Taie Time Frint Ham =] B e
Pt o T N Frint Famn =T 3 T
Print ams, LT ey Ramiser Print o (=] S Tz
Pt Hams LT Ty amer Taie Time Frint Ham =] B e
Pt o T N Frint Famn =T 3 T
Pt e, LT oy e Taie Time Frint e =] ET T
Print Name Inial 'y NumDer Print Hams Inzlal Date Time:
Pt o T o Tair Time Frint Famn =T 3 T
Pt e, LT oy e Taie Time Frint e =] ET T
Frmt e T Ve e Frint rame =0 3 T
Pt o T Vo amser Frint o =] B T
Pt e, LT oy e Taie Time Frint e =] ET T
Frmt e T Ty Ta Time Frint rame =0 3 T
Print ams, LT oy N Taie Time Print o (=] = Tz
Pt Hams LT Ty amer Frint Ham =] B e
GEi T oy e e =] o= T
Tt G Ty T Time FrnE e =) EE T
TR T Ty o Tae AR REE =) e T
Tt e G Ty o T Time T =) e T
Frmt R G T FrinERame =) T T
TR T Ty o Tae e AR REE =) e T
Tt e G Ty o T Time T =) e T
Tt e T oy e FrinE Rame =) EE T
GEi T o e e =] o= T
Tt G Ty T Time FrnE e =) EE T
Tt e T oy T Time FrinE Rame =) EE T
GEi T iy o T e e =] B T
Pt o T CEs Tair Time Frint Famn =T 3 T
Pt e, LT oy e Taie Time Frint e =] ET T
Print Name Inial Ky Numer Date Time: Print Hams Inzlal Date Time:
Pt o T N Frint Famn =T 3 T
Pt e, LT oy amer Frint e =] B T
Frmt e T Ty Ta Time Frint rame =0 3 T
Pt o T Taie Time Frint o =] o T
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APPENDIX D — Do Not Operate Tag

ATC O _Elec iric

DO NOT OPERATE TAG

DO NOT REMOVE THIS TAG

CAUTION
MEN AT WORK

DO NOT OPERATE
SEE OTHER SIDE

ATCO-riccric

DO NOT OPERATE TAG

LINE/TAP / CIRCUIT f EQUIPMENT

SWITCH NO. OR
JUMPER LOCATION
REASON FOR
ISOLATION/CONDITION
SWITCH STEP #( )

SWITGH STERP#( )

SWITCH STERP #( )

REQUESTED OPENED BY:
(Permit Holder)

PERFORMED / CHECKED BY,
(Switchman)

DATE: vV /MDD

|T\ME. 2400 HRS

REQUESTED CLOSED BY
(Permit Holder)

PERF ORMED / CHECKED BY
(Switchman)

DATE: ¥ /MDD |TIME 2400 HRS

REFERENCE NUMBER

0205-0336-0499 REPROGRAPHICS
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