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LOCKOUT / TAGOUT PROCEDURES 

 

This procedure establishes the minimum requirements for the lockout or tagout of energy 

isolating devices. Specific Procedures for control of hazardous energy sources must be 

evaluated by departmental supervisors for any equipment or machinery before any 

maintenance or servicing is performed on it.  

 

9.1 Lockout or Tagout System Procedure 

 

1. Notify all affected employees that a lockout or tagout system is going to be 

utilized and the reason thereof. The authorized employee shall know the type and 

magnitude of energy that the machine or equipment utilizes and shall understand 

the hazards thereof. 

                                                                                                                                 

2. If the machine or equipment is operating, shut it down by the normal stopping 

procedure.  This is usually done by depressing stop button, open toggle switch, 

etc.  In addition, ensure that all stored energy is dissipated or properly restrained. 

 

3. Operate the switch, valve, or other energy isolating device(s) so that the equipment 

is isolated from its energy source(s). 

 

4. Lockout/tagout device application. 

 

a. Locks or tags shall be affixed to each energy isolating device only 

by an "authorized" employee. 

 

b. Locks shall be affixed in a manner that will hold the energy isolating 

devices in a safe or off position. 

 

c. Tags, when used, shall be affixed in a manner that will clearly 

indicate that the operation or movement of the energy isolating 

device from the "safe" or "off" position is prohibited. Tags shall 

specify authorized individual and the date of application. 

 

d. Tags that cannot be affixed directly to the energy isolating device 

shall be located as close as safely possible to the device, in a position 

that will be immediately obvious to anyone attempting to operate the 

device. 

 

5. All potentially hazardous stored or residual energy shall be relieved, disconnected, 

restrained or otherwise rendered safe.  (If there is a possibility of re-accumulation 

of stored energy to a hazardous level verification of isolation shall continue until 

the possibility of accumulation no long exists). 
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6. After ensuring that no personnel are exposed, as a check on having disconnected 

the energy sources, operate the push button or other normal operating controls to 

make certain the equipment will not operate. Return operating control(s) to 

“neutral” or “Off” position after check.  

 

7. The equipment is now locked out or tagged out. 

 

9.2 Restoring Equipment to Normal Production Operations 

 

1. After the servicing and/or maintenance operations are complete and equipment is 

ready for normal production operations, check the area around the machines or 

equipment to ensure that no one is exposed. 

 

2. After all tools have been removed from the machine or equipment, guards have 

been reinstalled and employees are in the clear, remove all lockout or tagout 

devices and notify the "affected" employees of their removal.  Operate the energy 

isolating the devices to restore energy to the machine or equipment. 

 

9.3 Procedure Involving More Than One Person 

 

In the preceding steps, if more than one individual is required to lockout or tagout 

equipment, each shall place his/her own assigned lockout device or tagout device on the 

energy isolating device(s).  When an energy isolating device cannot accept multiple locks 

or tags, a multiple lockout or tagout device (hasp) may be used.  If lockout is used, a 

single lock may be used to lockout the machine or equipment with the key being placed 

in a lockout box or cabinet which allows the use of multiple locks to secure it.  Each 

employee will then use his/her own assigned lock secure the box or cabinet.  As each 

person no longer needs to maintain his or her lockout protection, that person will remove 

his/her lock from the box or cabinet. 

 

9.4 Informing Outside Contractors 

 

Departmental heads and/or their designee will inform outside contractors under the 

departments control of the elements of this program and obtain information regarding 

their lockout/tagout programs if the scope of work affects City employees. This 

information shall be conveyed to our employees in an understandable manner.  The work 

efforts covered by the procedure shall be fully coordinated and complied with. 

 

9.5 Shift or Personnel Changes 

 

In the case of shift or personnel changes, a change over period will be established so that 

the authorized employees may exchange their assigned locks/tags. Authorized personnel 

assuming control of lockout of equipment shall be fully briefed in the scope and stage of 

the work by those whom are being relieved. 
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9.6 Periodic Inspections 

 

Periodically (at least annually) the effectiveness of the entire program will be evaluated 

by an authorized employee(s) other than the one(s) utilizing the energy control procedure 

being inspected.  Any deviations or inadequacies shall be documented and corrected.  

 

9.7 Training  

 

Training shall be given by departmental supervisors or their designee to all authorized, 

affected and other personnel. 

 

9.8 Electrical Test Verification of De-energized Circuits 

 

A qualified person shall use test equipment to test the circuit elements and electrical parts 

of equipment to which employees will be exposed and shall verify that the circuit 

elements and equipment parts are de-energized. The test shall also determine if any 

energized condition exists as a result of inadvertently induced voltage or unrelated 

voltage back feed even though specific parts of the circuit have been de-energized and 

presumed to be safe.  If the circuit to be tested is over 600 volts, nominal, the test 

equipment shall be checked for proper operation immediately before and immediately 

after this test. 

 

9.9 Work on Energized Circuits 

 

Working on energized parts should be avoided at all costs. If it is infeasible to perform 

the work without de-energizing the circuit; appropriate personal protective equipment 

will be utilized. 

 

Personnel protective equipment for electrical hazards shall meet, be used and maintained 

in accordance with current requirements of the NFPA 70 E – Safety Related Electrical 

Work Practices and Fire Resistant Clothing Requirements. 


