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PURPOSE

PURPOSE

To manage the 

hazards 

associated with 

release of 

energy from:

SP 33

to ensure no 

harm to people, 

environment 

and property. 

SCOPE:
ENGEN Refinery Operational Areas

The ENGEN Island View B & C Installations

ENGEN Refinery non-operational areas
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Isolation of switchgear must be 
performed under a specific Permit to 
Work. An Electrical isolation 
certificate SF6690 is required for 
specific electrical isolation, testing 
and earthing.

PROCEDURE FOR OPERATIONAL AREAS

Once the qualified Engen Maintenance Electrician has 

received the Permit to isolate, the Plant Supervisor will 

issue padlocks, keys and calipers (where necessary) to the 

relevant Engen discipline and/or Contractors, who must 

sign in receipt.  Each Engen discipline and/or Contractor 

involved in assigned work on the switchgear and the field 

equipment will be issued with individual locks. Locks are 

colour-coded by discipline in accordance with the 

following:

Operations: Blue

Maintenance: Green

Electrical: Orange

Section 3

1

2
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PROCEDURE FOR OPERATIONAL AREAS

There must always be a minimum of 

two locks safeguarding switchgear of 

equipment undergoing any 

maintenance work or installation. 

ie Operations and Electrical locks.

3 The Operations lock is always the first to be 

installed and the last to be removed.

4

The Plant Supervisor will detail a Process 

Technician (Operator/PT) with appropriate 

experience in the relevant unit to 

accompany the qualified Engen 

Maintenance Electrician and any other 

Engen discipline and/or Contractors to the 

substation to identify the equipment to be 

isolated.  All members of the party will 

verify that the equipment identification on 

the switch is in accordance with the details 

on the Work Permit

5
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PROCEDURE Cont.…..
Once the switchgear has been isolated, 

the Operator will affix his lock to the 

switch, after which the qualified Engen 

Maintenance Electrician and each of the 

other Engen disciplines and/or 

Contractors involved will affix their locks
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PROCEDURE Cont.…..

If the equipment does not start, the Start button should be 

released and the Stop button to be strapped with Equipment 

Isolation Scheme(EIS) tag (Appendix 1) 

in the Stop position (where applicable). Refer to OGP1014. 

Operator + Contractor/Engen discipline to verify power 

isolation in the field.

Press the START button

Once the switchgear has been isolated and tested, 

the Operator will report to the Plant Supervisor that it is safe to 

issue relevant work permits.  

Issue the 

permit

Record the 

relevant locks 

on the PTW
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Each person assigned to work on the 

isolated equipment must keep the key to 

their lock on their person at all times.  

PROCEDURE Cont.…..

After Isolation the Operator must return 

his/her key to the Plant Supervisor who 

will secure in lock out cabinet under lock 

and key where it will remain for the 

duration of the task.

At the end of the shift, if the task is NOT completed, the key must be returned to the 

Plant Supervisor who will secure in the lockout cupboard.  

The permit sign-

off must note the 

incomplete 

status and the 

fact that the key 

has been 

returned.  

Before starting 

work the next 

day, the Engen 

discipline and/or 

Contractor must 

retrieve the key 

from the Plant 

Supervisor

Verify that the 

switchgear is 

still isolated.  

Thereafter, the 

Artisan may be 

issued with a 

new work permit, 

once again 

listing the lock 

numbers.
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WORK COMPLETION & RESTORING POWER

Once an Engen 

discipline and/or 

Contractor has 

completed their 

assigned work on 

the equipment

They may remove the lock, in consultation with 

the PT and the qualified Engen Maintenance 

Electrician

A separate Permit to insert the lock must be 

issued. Permit sign-off must be completed and 

ensure formal hand-back of the lock and key to 

the responsible Plant Supervisor on duty.

1

2

A separate Permit to remove the lock must be issued. 

Permit sign-off must be completed and ensure formal hand-

back of the lock and key to the responsible Plant 

Supervisor on duty.

3
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WORK COMPLETION & RESTORING POWER

Once all assigned work on the equipment is completed, 

the PT and the qualified Engen Maintenance Electrician in 

consultation with the Plant Supervisor can remove their 

locks and restore the power supply to the equipment. 

The PT and qualified Engen Maintenance Electrician then 

return their locks to the Plant Supervisor who verifies that 

all work permits and locks issued have been signed back.

The qualified Engen Maintenance Electrician must be 

issued with a work permit to remove their lock and restore 

the power supply.

4

5

6

Once the records are verified, the Plant Supervisor in consultation 

with the area Maintenance

.
Supervisor authorizes the 

PT to commission the field 

equipment and test-run it
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Area Managers are responsible for maintaining and 

providing sufficient supply of colour coded locks and 

callipers and red lockout control cards 

Lock and key to be maintained in a secure 

locked cabinet with access controlled and 

restricted to the Plant Supervisor and Area 

Specialist only.

Cabinet must remain locked at all times

RESPONSIBILITY

See Section 3

Qualified Engen Maintenance Electricians are 

authorised to isolate or energise switch gear

Qualified Engen Radiation Protection Officer 

and qualified Engen Maintenance Electrician 

are authorised to isolate or energise 

radioactive nuclides

Responsibility of the Area Manager 

or a designated person to control 

and maintain records of issues of 

locks and keys

Each Plant 

Supervisor to 

carry cabinet 

key on person 

with Area 

Specialist 

holding spare.

The cabinet 

must remain 

locked t all 

times

there will be no 

spare key 

maintained in 

the Plant 

Supervisors 

drawer or 

general key 

cabinet
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It is the responsibility of the qualified Engen 

Maintenance Electrician and each Engen 

Discipline and/or Contractor assigned to work on 

the isolated equipment to:

RESPONSIBILITY

See Section 3

It is the responsibility of the PT, after placing

the lock on the switchgear, to return his/her

key to the Plant Supervisor who will secure

in the designated lock out cabinet under lock

and key where it will remain for the duration

of the task

Keep Key on 

their person at 

all times.

Return it to the 

Plant 

Supervisor at 

the end of the 

shift if the job 

is NOT 

complete
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It is the responsibility of the Offsite Electrical 

Supervisor to ensure that records of all electrical 

switchgear, locks and key issues, for Non 

Operational areas are maintained in a Master 

Lock-out Record Book in the Offsite Central 

Shops Supervisor’s Office

RESPONSIBILITY

See Section 3

It is the responsibility of the Plant

Supervisor to ensure that keys, handed back

to him at the end of shift, by each Engen

Discipline and Contractor are secured in the

designated lock out cabinet and that access

to the cabinet is strictly controlled by

him/her (the Plant Supervisor).

Keys, on return to him at the 

end of shift, by each Engen 

Discipline and Contractor, 

must be secured in the 

designated lock out cabinet 

and access to the cabinet is 

strictly controlled by him/her.
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It is the responsibility of the Plant Supervisor to 

ensure that operators are performing checks on 

Electrical Lock Out system every week to ensure 

the integrity of the area Electrical Lock Out 

system. 

RESPONSIBILITY

It is the responsibility of the qualified Engen

Maintenance Electrician performing the lockout to

ensure that all details on the lockout control card

are completed satisfactorily, both at time of issue

and at time of return

See 

Section 3

For afterhours 

permit requirements 

for Non Operational 

Areas, the Refinery 

Shift Manager will 

assist. 
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SUPPORTING DOCUMENTS

SP 33

SF 6573

SF 4103

SF 1019

Supervisor to verify Isolation and issue isolation certificate (Cold 

Eye review)



DISCLAIMER

The information contained herein is of a general nature and not intended to be a detailed analysis of the subject 

matter. Engen accepts no responsibility for any loss or damage that may arise from reliance on information 

contained in this document. This document is subject to Copyright laws. Unless Engen has furnished you with 

its prior written consent, no part of this document may be reproduced, stored or transmitted in any form.

Thank you


