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·  An employee is required to remove or bypass a guard or other safety device 
·  An employee is required to place any part of his or her body into an area on a machine 

or piece of equipment where work is actually performed upon the material being 
processed (point of operation)  
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·  Where an associated danger zone exists during a machine operating cycle.1 
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While electricity is the most common source of energy in the workplace, it is not the only one. 
All sources of energy need to be included in the lockout/tagout program for your company. Other 
sources of energy may include thermal, pneumatic, hydraulic, mechanical, chemical, gravity or 
any combination of these.  

As an example… While a potentially harmful machine may have no more electrical current 
flowing through it, if a blade that is usually held in an “up” position is no longer able to stay in 
that position because the current was shut off, then gravity might become another energy source 
that would need to be identified and included in the lockout/tagout procedure. 

All energy sources must be identified and labeled accordingly. This is especially crucial for 
machines that have multiple sources of energy and/ or machinery that may intermittently start 
and stop2 
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OSHA requires companies to have a written lockout/tagout program. This document must 
contain: 

1. The reasons why the written program is necessary 
2. Clear step-by-step procedures involved in shutting down the machine(s), installing locks 

and tags and testing procedures to verify these procedures  
3. Training for authorized personnel and anyone else who might directly or indirectly be 

involved or affected by this lockout/tagout procedure including any outside contractors 

���������������������������������������� �������������������
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Whenever possible, locks are to be used to prevent the power from being unintentionally turned 
back on. When locks are used, tags may serve as a backup, to further clarify the procedure. The 
Lockout/Tagout industry has been able to come up with locks for almost all possible energy 
sources and a call to a safety professional and/or a manufacturer should be enough to help you 
find a solution for your specific application. 

Both locks and tags must be clearly labeled as to the identity of the person who has applied them. 
This ID labeling is crucial so that only the person who applied the lock (the person who knows 
why the lock was put there in the first place) is the one to remove it. This prevents someone who 
may not have all the necessary information from taking an action that might prove detrimental to 
the person who put the lock there in the first place. 

If at all possible, both locks and tags should be locks and tags specifically designed for this 
procedure as they will have been designed to not be easily removed and to withstand the wear 
and tear of the maintenance work. The writing on the locks and tags must remain legible until 
they are removed.  

Only authorized personnel should have the key for the lock on the control device and only 
authorized personnel should be permitted to lock out machines and equipment. 

$�	����	��	������	����

When maintenance of a machine or piece of equipment is done by more than one person, it is 
advisable to implement a “Group Lockout/Tagout” procedure. A “Group Lockout/Tagout” 
procedure assigns a different lock to each employee working on the equipment so that the power 
cannot be restored until each employee has made it clear that they done with their assigned task 
by removing their own lock. This ensures that the power isn’t accidentally restored when one of 
the crew is still working. 
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Lockout hasps such as this allows up to six workers to each lockout the power. The hasp cannot be removed (and therefore the 
power restored) until every worker has removed his own lock. 
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OSHA does not require a company to enforce lockout/tagout for adjustments and other minor 
changes that are part of the standard operation procedure. Additionally, any machine that has 
been determined as posing no danger to personnel during maintenance does not require 
lockout/tagout. 

There may also be exceptions specific to your industry. You should research and be aware of all 
the rules, regulations and exceptions which might apply to you. 

&	
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Employers are responsible for the protection of all their employees. The requirements for 
lockout/tagout standards are: 

·  Establish a written, documented lockout/tagout procedure. 
·  Make sure that all personnel are properly trained. This includes making sure that 

authorized personnel know who they are and others know that they do not have the 
authorization to lockout or tagout.  

·  Identify all machinery and equipment that needs lockout/tagout 
·  Identify all energy sources on every single piece of equipment and machinery. 
·  Identify the best way to lock out each of the energy sources. 
·  Tagout ONLY  those energy sources that cannot be locked out. 
·  Make sure that all locks and tags clearly identify the worker who put them on. 
·  Make sure that only the employee who put the lock or tag on is allowed or able to remove 

it. 
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·  When all energy sources have been shut off and locked out or tagged, try to manually 
turn the equipment on and check for any and all movement to make sure that there is no 
way that any of the parts can shift or move. 

·  Update all procedures and manuals at least once a year. 
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Though I normally try not to promote a specific manufacturer over another in articles like this, 
this came across my desk recently and it just made so much sense that I felt that I needed to 
include it here. 

Brady, a manufacturer of signs, lockout/tagout supplies and more, has tried to simplify this 
complex procedure by making it more visual. 

The basic idea is to photograph each piece of equipment that needs to be locked out or tagged out 
and to label on the photos each source of power as well as the procedure needed to lock or tag it 
out (see example on the next two pages). 

Once this document has been created, laminate it and attach is (clear adhesive pocket on the 
machine, for example) for easy access. 

Every step and procedure is clearly mapped out and labeled making what could have been a 
complex set of instructions easy to follow and use. 

For more information on this idea, go to 
http://www.bradyid.com/bradyid/downloads/downloadsPageView.do?file=SellSheetServices.pdf 
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Affected employee. An employee 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. 

Authorized employee. A person who locks out or tags out machines or equipment in order to 
perform servicing or maintenance on that machine or equipment. An affected employee becomes 
an authorized employee when that employee's duties include performing servicing or 
maintenance covered under this section. 

Capable of being locked out. An energy isolating device is capable of being locked out if it has 
a hasp or other means of attachment to which, or through which, a lock can be affixed, or it has a 
locking mechanism built into it. Other energy isolating devices are capable of being locked out, 
if lockout can be achieved without the need to dismantle, rebuild, or replace the energy isolating 
device or permanently alter its energy control capability. 

Energized. Connected to an energy source or containing residual or stored energy. 

Energy isolating device. A mechanical device that physically prevents the transmission or 
release of energy, including but not limited to the following: A manually operated electrical 
circuit breaker; a disconnect switch; a manually operated switch by which the conductors of a 
circuit can be disconnected from all ungrounded supply conductors, and, in addition, no pole can 
be operated independently; a line valve; a block; and any similar device used to block or isolate 
energy. Push buttons, selector switches and other control circuit type devices are not energy 
isolating devices. 

Energy source. Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, 
or other energy. 

Hot tap. A procedure used in the repair, maintenance and services activities which involves 
welding on a piece of equipment (pipelines, vessels or tanks) under pressure, in order to install 
connections or appurtenances. it is commonly used to replace or add sections of pipeline without 
the interruption of service for air, gas, water, steam, and petrochemical distribution systems. 

Lockout. The placement of a lockout device on an energy isolating device, in accordance with 
an established procedure, ensuring that the energy isolating device and the equipment being 
controlled cannot be operated until the lockout device is removed. 
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Lockout device. A device that utilizes a positive means such as a lock, either key or combination 
type, to hold an energy isolating device in the safe position and prevent the energizing of a 
machine or equipment. Included are blank flanges and bolted slip blinds. 

Normal production operations. The utilization of a machine or equipment to perform its 
intended production function. 

Servicing and/or maintenance. Workplace activities such as constructing, installing, setting up, 
adjusting, inspecting, modifying, and maintaining and/or servicing machines or equipment. 
These activities include lubrication, cleaning or unjamming of machines or equipment and 
making adjustments or tool changes, where the employee may be exposed to the unexpected 
energization or startup of the equipment or release of hazardous energy. 

Setting up. Any work performed to prepare a machine or equipment to perform its normal 
production operation. 

Tagout. The placement of a tagout device on an energy isolating device, in accordance with an 
established procedure, to indicate that the energy isolating device and the equipment being 
controlled may not be operated until the tagout device is removed. 

Tagout device. A prominent warning device, such as a tag and a means of attachment, which 
can be securely fastened to an energy isolating device in accordance with an established 
procedure, to indicate that the energy isolating device and the equipment being controlled may 
not be operated until the tagout device is removed. 
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