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Lockout/Tagout Procedure
Equipment__________________________Location__________________________

1.
Make Notifications
Notify affected employees that a lockout is required, the reason for the lockout, and the expected duration.  List the Name(s) of affected employees and how to notify them. 


2.
Machine or Equipment Isolation

Determine all sources of energy feeding into the machine or equipment and the location of the isolation device needed to isolate the machine or equipment from the energy source.  List the location of all energy sources and the sequence in which they need to be isolated.  Note: The Equipment Manuals and Operations and Maintenance Manuals for the specific piece of equipment should provide the location and type of energy sources feeding into the equipment.


3.
Shutdown Equipment

Provide the appropriate procedure to shut down the equipment.


4.
Lockout or Tagout Device Application

List the location of all lockout devices.  If a lockout device cannot be applied list the location of the tagout device and any additional precautions taken to ensure the level of safety is equal to that of a lockout device.


5.
Release Stored Energy

List any devices that may contain stored energy and the process to safely release or contain this energy.  Examples include, but are not limited to, capacitors, springs, hydraulic cylinders, and pressurized piping.


6.
Verification of Isolation

To ensure that all energy sources have been isolated, ensure that no personnel can be exposed to operating machinery or equipment, operate all controls to ensure that the equipment will not operate.  List all controls that need to be tested and all indicators that should be observed to ensure the equipment has been isolated from all energy sources.  “CAUTION” ensure all controls have been returned to the off or neutral position upon completion of the test.


7.
Jogging or Cycling
If, during repair or maintenance activities, the machine or equipment is required to be jogged or cycled list the location of lockout/tagout device(s) is removed to accomplish this.  Only the lockout/tagout devices absolutely necessary to allow the equipment or machine to be jogged or cycled should be removed.  After the equipment or machine has been cycled or jogged the lockout/tagout devices shall be reapplied and steps two through six shall be repeated prior to commencing work.


8.
Release from Lockout/Tagout and Restoring to Service 

Before lockout/tagout devices are removed and energy is restored to the machine or equipment, inspect the area to ensure that nonessential items have been removed and to ensure that machine or equipment components are operationally intact.


C
Check the work area to ensure that all employees are clear of the equipment or machine.


C
Verify that all controls are in their neutral or off position.


C
Each lockout/tagout device shall be removed from each energy isolation device by the employee who applied the device.

C
Notify all affected employees that the lockout/tagout devices have been removed and the machine or equipment is safe for use.
