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Policy 
 
Lewis County (LC)has established the following written program for the utilization of procedures 
for affixing appropriate lockout devices or tags to disable machines or equipment before any 
servicing or maintenance is performed where the unexpected energizing, start up, or release of 
stored energy could occur and cause injury to employees.  
 

This program consists of energy control procedures, employee training and periodic inspections. 
 

The program refers to two categories of employees which are defined below: 
 

Affected Employee:  An employee whose job requires him or her to operate or use a machine or 
equipment on which service, maintenance or repair is being performed under Lockout-Tag-Out 
(LOTO), or whose job requires him or her to work in an area in which such servicing, 
maintenance, or repair are being performed. 
 

 Authorized Employee: A person who has been certified to perform LOTO on machines or 
equipment in order to perform service, maintenance, or repair.   
 
LC will provide: locks, tags, chains, wedges, key blocks, adapter pins, self-locking fasteners, or 
other hardware for isolating, securing, or blocking of machines or equipment from energy sources. 
 
The LOTO Program provides for a safe method of working on, near, or in machinery or equipment 
that can cause serious injury.  This program shall be used to ensure that the machine or equipment is 
stopped, isolated from all potentially hazardous energy sources, and locked out before employees 
perform any servicing or maintenance where the unexpected energization or start-up of the machine 
or equipment, or release of stored energy, could cause injury. 
 
Compliance with This Program 
 
It is the responsibility of each employee:   
 
(1)    To comply with the restrictions and limitations imposed upon them during the use of lockout. 
 
(2)    To perform the lockout in accordance with this procedure; and  
 
(3)  Upon observing a machine or piece of equipment which is locked out for servicing or 
maintenance to not attempt to start, energize, or use that machine or equipment.   
Any employee who does not follow this lockout/tagout program may be subject to disciplinary action 
found in the LC Employees Handbook and in accordance with current collective bargaining 
agreements. Such action will be considered a serious safety violation.   
 
(4)    In the event that a particular assignment makes it impractical to follow all the provisions of this 
program, the supervisor directing the work activities will be notified immediately and before work 
starts. 
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Plug and Cord Connected Equipment 
 
Before any work or maintenance is performed on plug-and-cord connected equipment, either portable 
or fixed, employees will unplug the equipment from its power source (This includes blade change out 
on any power saw), or, lockout the power source.  If you are unable to maintain control of, or are out 
of sight of, the plug before maintenance is complete, attach a lockout or tag to the plug.  
 
Interlocks 
 
Interlocks will not be relied on for safety or to meet the requirements for lockout.  The equipment or 
machinery must be locked out individually. 
 
Sequence of Lockout 
 
(1) Notify all affected employees that servicing or maintenance is required on a machine or 
equipment and that the machine or equipment must be shut down and locked out. 
 
(2) For the machines or equipment (which have more than one source of energy requiring 
lockout), refer to the attached machine/equipment-specific procedures found in in the LC LOTO 
Operations Manual (Appendix A) for the specific procedures to be followed for locking-out the 
machine or equipment.   
 
(3) If the machine or equipment is operating, shut it down by the normal stopping procedure 
(depress stop/off button, open switch, close valve, etc.). 
 
(4) De-activate the energy isolating device(s) (main switch, circuit breaker, flow/control valve, 
etc.) so that the machine or equipment is isolated from the energy source. 
 
(5) Lockout the energy isolating device(s) with assigned individual lock(s) and attach Tag(s), 
(stating reason for the lock out condition).  If more than one person is exposed to the hazard or is 
working on the machine or equipment, each person must attach their individual lock.  Only the person 
who attaches the lock is authorized to remove their lock.  
 
(6) Dissipate or restrain any stored or residual energy (such as that in capacitors, springs, elevated 
machine member, rotating flywheels, hydraulic systems, and air, gas, steam or water pressure, etc.) 
by such actions as grounding, repositioning, blocking, bleeding down, etc. 
 
(7) Ensure that the machine or equipment is disconnected from the energy source(s) by first 
checking that no persons are exposed, then verify the machine or equipment is isolated by operating 
the push/on button or other normal operating control(s) or by testing to make certain the machine or 
equipment will not operate.  Return operating controls to neutral or off position after verifying the 
isolation of the machine or equipment.  For any electrical work, voltage checks will be made of any 
circuit elements and electrical parts on which work is to be performed and any exposed adjacent 
parts. 
 
(8) The machine or equipment is now locked out, and servicing or maintenance may proceed. 
 
Restoring the Machine or Equipment to Service 
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When the servicing or maintenance is complete and the machine or equipment is ready to return to 
normal operating condition, the following steps shall be taken. 
 
To restore energy: 
 
(1) Check the machine, make sure nonessential items are removed from the machine, all 

components are operationally intact, and all guards are installed. 
 
(2) Clear the work area and notify all affected employees that the lockout/tagout is going to be 

removed. 
 
(3) Verify that the controls are in the neutral position. 
 
(4) Remove the lockout/tagout device and reenergize the equipment.  Except in emergencies, 

only the person who attached the lockout device may remove it! 
             Contact must be attempted by the acting supervisor, if contact is not made documentation by 

two on site employees must occur. See Appendix C, removal of another person’s device. 
 
(5) Notify affected employees that servicing or maintenance is complete and the machine is ready 

for use. 
 
Training 
 
LOTO training will be conducted for all employees who are required to perform work on any 
equipment as referenced in this program once every three years.  The training will address all 
components and procedures of this program.  It will include methods to ensure employees understand 
the purpose and function of the program, that they can recognize applicable lockout/tagout situations, 
and that they have acquired the knowledge and skills required for applying, using, and removing the 
locks and tags. 
 
Assessment 
 
Each machine/equipment-specific lockout procedure must be assessed at least annually to ensure that 
the procedure remains valid or if any changes are warranted.  This assessment must be machine-
procedure specific and be documented by department supervision. 
 


