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Sample safety program:
Lockout/Tagout (LOTO) 
Insert company name

Lockout/Tagout program
Purpose

The Lockout/Tagout Program (LOTO Program) is designed to provide our employees with appropriate protection from injury due to the uncontrolled release of energy.
The type and level of lockout/tagout procedure will be dependent on the specific hazards to be controlled at each job site. Once defined and unless otherwise specifically instructed otherwise, all company employees will follow proper LOTO procedures in accordance with their training and instruction.  Failure to properly adhere to these procedures is grounds for disciplinary actions up to and including termination.

This program establishes the requirements necessary to safeguard employees while performing servicing or maintenance tasks, by the removal of energy sources (electrical, hydraulic, pneumatic, chemical, thermal and kinetic) that may cause serious injury to employees or property damage by accidental start-up of machinery, equipment or processes. 

Responsibility  

Management and employees: share the responsibility to follow the LOTO Program. Management is responsible for updating this program, as necessary. While all employees will be instructed as to the significance of the LOTO procedures only those designated “Authorized” as defined below are authorized to implement LOTO procedures.  
Responsible persons: are those responsible for enforcing the program and insuring compliance with the procedures in their departments.

Responsible person: is the individual responsible for monitoring the compliance of this procedure and will conduct the annual inspection and certification of the authorized employees.

Authorized employees: are those employees who have been trained and are responsible for following established lockout/tagout procedures. An authorized employee is defined as a person who locks out or tags out machines or equipment to perform servicing or maintenance on that machine or equipment. 

Affected employees: all other employees in the facility, are responsible for insuring they do not attempt to restart or re-energize machines or equipment that are locked out or tagged out. An affected employee is defined as a person whose job requires him/her to operate or use a machine or equipment on which servicing or maintenance is being performed under lockout or tagout, or whose job requires him/her to work in an area in which such servicing or maintenance is being performed.

Determination of needs

At the beginning of each project/work assignment, an evaluation of the associated risks will be made by affected employees and supervisors using a job safety analysis.  
A list of each piece of equipment, machinery and/or processes to be addressed will be developed that outlines the energy sources, location of disconnects, type of disconnect, any special hazards and any special safety procedures. This list will be consulted to properly lock and tag out appropriate equipment, machinery and/or processes. 

The four types of energy sources are:

1. Electrical (most common form)

2. Hydraulic or pneumatic

3. Fluids and gases

4. Mechanical (including gravity)

More than one energy source may be utilized on some equipment and the proper procedure must be followed to identify energy sources and lockout/tagout accordingly. 
Points to remember:

Electrical

· If a machine or piece of equipment contains capacitors, they must be drained of stored energy.

· Possible disconnecting means include the power cord, power panels (look for primary and secondary voltage), breakers, the operator's station, motor circuit, relays, limit switches, and electrical interlocks.

· Some equipment may have a motor isolating shut-off and a control isolating shut-off.

· If the electrical energy is disconnected by simply unplugging the power cord, the cord must be kept under the control of the authorized employee or the plug end of the cord must be locked out or tagged out.
Hydraulic/Pneumatic

· If the pumps and compressors supply energy to more than one piece of equipment, lockout or tagout the valve supplying energy to the piece of equipment being serviced.

· Stored pressure from hydraulic/pneumatic lines shall be drained/bled when release of stored energy could cause injury to employees.

· Make sure controls are returned to their safest position (off, stop, standby, inch, jog, etc.).

Fluids and gases

· Identify the type of fluid or gas and the necessary personal protective equipment.

· Some systems may have electrically controlled valves. If so, they must be shut off and locked/tagged out.

Mechanical Energy

· Mechanical energy includes gravity where an object has been raised and could fall back to earth.

· In complex equipment/machinery, springs or other stored energy sources may not be readily apparent and additional assistance may be required to properly identify control points to lockout/tagout.

Routine maintenance and machine adjustments

Under certain circumstances, LOTO procedures may not be utilized if the machinery or equipment must be operating to perform routine maintenance safely and accurately or do adjustments. This rare exception may be used only by trained and authorized employees when specific procedures have been developed to safely avoid hazards with proper training.

General lock and tag out procedures
Before working on, repairing, adjusting or replacing machinery and equipment, the following procedures will be utilized to place the machinery and equipment in a neutral or zero mechanical state. 

· Notify all affected employees that the machinery, equipment or process will be out of service. 

· If the machinery, equipment or process is in operation, follow normal stopping procedures (i.e. depress stop button, open toggle switch, etc.). 

· Move switch or panel arms to "Off or "Open" positions and close all valves or other energy isolating devices so that the energy source(s) is disconnected or isolated from the machinery or equipment. Stored energy (capacitors, springs, elevated members, rotating fly wheels, and hydraulic/air/gas/steam systems) must be relieved or restrained by grounding, repositioning, blocking and/or bleeding. 

· Lock out and tag out all energy devices by use of hasps, chains and valve covers with an assigned individual lock. 

· After assuring that no employee will be placed in danger, test all lockout, and tag out processes by following the normal start up procedures. Caution: After test, place controls back in 'neutral' position. 
· Machinery or equipment is now locked out and tagged out. 

· Should the shift change before the machinery or equipment can be restored to service, the lock and tag out must remain. If the task is re-assigned to the next shift, those employees must perform a review of the LOTO procedure with the previous technician before they may transfer their lock, key and tag.

Lock and tag out procedures for electrical plug-type equipment
When working on, repairing, or adjusting electrical plug-type equipment, the following procedures must be utilized to prevent accidental or sudden start-up: 

1. Un-plug electrical equipment from wall socket or in-line socket. 

2. Attach "Do Not Operate" tag on end of power cord. 

3. Test equipment to assure power source has been removed by depressing the "Start" or "On" Switch. 

4. Perform required operations. 

5. Replace all guards that were removed. 

6. Inspect power cord and socket before removing “Do Not Operate” tag. Any defects must be repaired before placing the equipment back in service. 

7. Remove “Do Not Operate” tag and place equipment back in service.

NOTE: Electrical equipment not routinely in use should be unplugged from power source when not in use.

Restoring machinery and equipment to service

When the repair/maintenance task is complete and the machinery, equipment or process is ready for testing or returned to normal service:

1. Check the area to assure that no employee is exposed to a hazard. 

2. Account for all tools, repair or replace any defects and replace all safety guards. 

3. Remove lock and tag. Restore energy sources. Test to assure task has been completed satisfactorily. 

Procedures involving more than one technician

In the preceding steps, if more than one employee is assigned to a task requiring a lock out and tag out, each must also place his or her own lock and tag on the energy isolating device(s).

Management's removal of LOTO
Only the employee that locks out and tags out machinery, equipment or processes may remove his/her lock and tag. However, should the employee leave the building/site before removing his/her lock and tag, the designated safety coordinator, or direct supervisor may remove the lock and tag. However, the designated safety coordinator, or direct supervisor must assure themselves that all tools have been removed, all guards have been replaced and all employees are free from any hazard before the lock and tag are removed and the machinery, equipment or process are returned to service.

Training

Employee personal protective equipment (PPE) training will be conducted within 24 hours of the date of hire, or prior to the beginning of any assigned work requiring the use of PPE by the affected employee. This training will specifically address the following:

· Who is authorized to apply and/or remove LOTO controls
· When LOTO is necessary
· What LOTO is necessary
· How to properly place LOTO equipment
· The limitations of the LOTO procedure based on the risks associated with the planned work
Employees will be required to demonstrate the ability to follow LOTO procedures properly, before being allowed to perform work requiring the proper use of LOTO devices. If the employee fails to demonstrate a complete understanding of this requirement, the employee will be retrained until they successfully demonstrate personal competence in the selection and use of LOTO equipment.

Additional training will be provided to all affected employees when:
· Changes in the workplace or work procedures render previous training obsolete
· Changes in the types of LOTO to be used render previous training obsolete
· Inadequacies in an affected employee's knowledge or use of LOTO procedures indicate that the employee has not retained the requisite understanding or skill
Contractors

Contractors must also be required to honor LOTOs in place. They must also use standard LOTO procedures while servicing or maintaining equipment, machinery or processes. 

Insert Company name

LOTO program training acknowledgement
I, _________________________________ have received training on the proper assessment, selection, and use of LOTO devices and procedures. I have asked and received clarification on all questions regarding this program. I understand that my failure to follow the requirements outlined in this program may result in disciplinary actions, up to, and including, termination

 _______________________________________________________       _____________


             Employee Signature



                        Date

_______________________________________________________       _____________



Supervisor’s Signature                                                                       Date   
1
This document is furnished by CompSource Mutual for informational purposes only. It is not intended to be a condition of coverage, nor should it be construed as legal advice or a recommendation by CompSource Mutual.
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