
LOCKOUT / TAGOUT STANDARD 
 
Purpose and function of the Lockout/Tagout Standard 
 
 Lockout/tagout regulations and procedures are designed to prevent injury due to 
unexpected energization or start-up of machines or equipment, or the release of stored 
energy during servicing and maintenance. 
 

The standard covers the following energy sources: 
electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other energy. 

 
 And the standard covers the following activities: 
constructing, installing, setting up, adjusting, inspecting, modifying, and maintaining 
and/or servicing machines or equipment, including lubrication, cleaning, or unjamming 
of machines or equipment and making adjustments or tool changes, where the employee 
may be exposed the unexpected energization or start-up of the equipment or release of 
hazardous energy. 

 
 
When Should You Do a Lockout? 
 
 An important key to lockout safety is knowing when to lock out.  OSHA specifies 
that a lockout is necessary during maintenance, repair, or servicing or equipment.  The 
reasons for lockout during maintenance and repair are obvious; the reason for lockout 
during servicing, although not as obvious; is equally important. 
 
 OSHA defines “service” as occurring anytime a worker has to interrupt normal 
operation to adjust or unjam a piece of equipment or machinery.  This is the time when 
many serious injuries occur, and it is also the time when workers are   most apt to take a 
shortcut, rather than locking out. 
 
 You and your supervisor will have to analyze the types of service you perform on 
your machine and come up with standard procedures that indicate when and when not to 
lock out. 
 
Important Terms 
 
 “Service” –defined  above-is one important term.  Let’s look at other OSHA 
definitions of terms with which you should be familiar. 
 
Authorized employees.  These are the designated workers responsible for coordinating a 
lockout.  These employees must review the lockout/tagout procedures before the lockout 
and notify affected and other employees that the equipment is going to be shut down and 
locked out.  Note:   An authorized employee and an affected employee may be the same 
person when the affected employee’s duties also include performing maintenance or 
service on a machine equipment which must be locked or a tagout system implemented. 

 1



 
Affected employees.  These are the workers who operate or use the equipment or 
machine that is going to be locked out.  Also includes those who work in the area around 
such machines. 
 
Other employees.  These are workers in the area where the lockout is going to be done. 
 
Completely de-energize.  The act of neutralizing energy going to or within a piece of 
equipment or machine.  When all the energy going to or within a piece of equipment or 
machine has been neutralized or released, the machine is in a “zero-mechanical” state. 
 
Potentially hazardous energy source.   Energy stored or produced by electrical, 
mechanical, chemical, thermal, hydraulic, or pneumatic sources. 
 
LOCKOUT DEVICES 
 Lockout devices and tagout devices should: 
 
  -Be durable 
  -Be standardized 
  -Be substantial 
  -Indicate the identity of the employee applying the device(s) 
  -Not be used for other purposes. 
 
Lockout/Tagout Inspections 
 
 The University may conduct periodic inspections of the energy control procedures 
to ensure that the procedure and the requirements of the standard are being followed.  The 
inspections may include a review, between the inspector and each authorized employee, 
of that employee’s responsibilities under the energy control procedure being inspected. 
 
Lockout Is Your Responsibility 
 
 Lockout procedures are for your safety!  Follow them! 
Remember-all the procedures in the world are worth nothing if you don’t off turn your 
machine and lock it out. 
 
LOCKOUT / TAGOUT PROCEDURES 
 
The OSHA-established procedures cover the following six steps.  The steps should be  
performed in sequence.  (See a later chapter for specific procedures for equipment you  
repair, maintain, service, or operate.) 
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Six-step Shutdown Procedure 
 
(1) Before shutdown. Before shutdown, the authorized employee must know the  
    type and magnitude of the energy, the hazards of the  
 energy to be controlled, and the method or means to control  

the energy.  The authorized employee must notify all 
affected employees of the lockout. 
 

(2) Shutdown.  The authorized employee shuts down the machine  
equipment by the normal stopping procedure (pressing the 
stop button, moving the switch to the “off” position, etc.) 

(3) Isolation.  The main power switches, circuits, or other sources of          
               energy are moved to the “off” position or otherwise                                 
    rendered inoperative. 

(4) Lockout.  Locks are placed on switches or other energy sources in the 
   “safe” or “off” position.  During a group lockout, all  
   members of the group must add their own locks to the 

    lockout.  Warning tags should be placed with each lock. 
 
(5) Energy release All potentially hazardous stored or residual energy (such as  
    that in springs, elevated parts, rotation flywheels,  

hydraulic systems, electrical systems, and air, gas, steam, 
or water pressure, etc.) is relieved, disconnected, or 
otherwise made safe by repositioning, blocking bleeding 
down, etc.  (If hazardous level, verification of isolation 
shall be continued until the servicing or maintenance is 
completed, or until the possibility of such accumulation no 
longer exists.) 
 

(6) Testing  After ensuring that no personnel are exposed, and as a  
check on having disconnected the energy sources, the 
authorized employee operates the push button or other 
normal operating controls to make certain the equipment 
will not operate. 

 
CAUTION: Return operation control(s) to “neutral” or “off” position after the test. 
 
The equipment is now locked out. 
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THREE-STEP RESTART PROCEDURE 
 
  There is a three-step system for startup of locked out equipment. 
 
(1) Inspect.  Before lockout devices are removed and energy is restored  

to the machine or equipment, the work area should be 
inspected to ensure that tools and other items have been 
removed from the area, machine or equipment components 
are fully reassembled, and guards have been reinstalled. 
 

(2) Check.   After inspecting the machine, you check employees’ 
positioning and notify of your intentions to restart.  
 
(I) Check the work area to ensure that all employees in the 
area have been safely removed. 
 
(II) Notify affected employees that the lockout or tagout 
devices have been removed. 
 

(3) Remove.  Locks and other devices are removed from each energy 
isolating switch or source by the employees who applied 
them.  If the employee who applied the lock is not available 
to remove it, special procedures must be followed.  Contact 
your supervisor-DO NOT act to remove the device. 
 

The equipment may now be restarted. 
 
Group Lockout 
 
 When servicing and/or maintenance are performed by a crew, craft, department, 
or other group, they utilize special procedures. 
 
Responsibility. Primary responsibility for the lockout is vested in one employee. 
 
Multiple individual locks. Each authorized employee shall affix a personal 
lockout/tagout device to the group lockout device, group lockbox, or comparable 
mechanism when he or she begins work, and shall remove those devices when he or she 
stops working on the machine or equipment being serviced or maintained. 
 
Shift or Personnel Changes 
 
 The supervisors or shop foremen shall implement special procedures to ensure the 
continuity of lockout or tagout protection, including provision for the orderly transfer of 
lockout or tagout devices between off-going and oncoming employees, to minimize 
exposure to hazards from the unexpected energization, start-up of the machine or 
equipment, or release of stored energy. 
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Visitors 
 
 Whenever outside servicing personnel are to be engaged in activities covered by 
the scope and application of this standard, the respective supervisor or shop foreman and 
the outside employer shall inform each other of their respective lockout or tagout 
procedures. 
 
 The respective supervisors or shop foremen shall instruct all of their employees in 
the use of Lockout/Tagout procedures with respect to machinery or equipment that they 
may use in the course of their job function. 
 
 There shall be a Lockout/tagout station maintained in the carpentry shop and a 
station maintained in the Main Campus Central Plant.  Central Plant personnel shall 
utilize the station in the Central Plant while all other employees shall utilize the station in 
the carpentry shop during normal work hours.  The Central plant station shall be used for 
all activities outside of normal work hours. 
 
 Log sheets will be maintained at each Lockout/tagout station and must be filled 
out by any employee engaged in Lockout/tagout activities, prior to removal of 
Lockout/tagout devices and at the return of the devices. 
 
 All training in Lockout/tagout procedures is to be documented on Physical Plant 
log sheets designed for that purpose.  One copy shall be maintained by the supervisor 
conducting the training and one copy shall be sent to the Assistant Director for 
Administration of Physical Plant. 
 

A form entitled “Specific Procedures for your Equipment” is included in this 
procedure and must be filled out by each supervisor or shop foreman for all equipment 
under his or her control.  These procedures are to be maintained at the Unit/shop level 
and utilized whenever Lockout/tagout is required. 
 
 
 
 
 
 

 
 
 
 
 

 
 


