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Lock Out Tag Out Policy Template

PURPOSE – 1910.147(a)(3)(i) – 1910.147(a)(3)(ii) 

This is a written Lockout Tagout Program for Masters Electrical Services Corporation that follows the OSHA Standard 29 CFR 1910.147. This program explains how we ensure understanding and application of the Lockout Tagout process for Masters Electrical Services.
[bookmark: _Hlk45023288]
SCOPE & APPLICATION - 1910.147(a)(1) – 1910.147(a)(2)(b) 

This Lockout Tagout program supplies information about how we apply lockout or tagout devices for energy isolation, to disable machines or equipment, to prevent energization, start up, or the release of stored energy to prevent injury of employees, contractors, and others.  This policy applies to the control of energy during servicing and/or maintenance of machines and equipment. This policy does not apply to work on cord and plug connected equipment controlled by the unplugging of the equipment with exclusive control of the plug, and hot tap operations. 

This policy applies to all employees and provides guidance for performing lockout tagout and covers the following:

A.  Program Administration 
B.  Program Specific Elements
1. General 
2. Application of Control
3. Release From LO/TO
4. Additional Requirements
a. Testing & Positioning
b. Outside Contractors
c. Group LO/TO
d. Shift Changes
5. Other
C.  Information and Training
D.  Program Evaluation and Updates
1. Periodic Inspections	    
      Attachments 

A.	PROGRAM ADMINSTRATION & RESPONSIBILITIES 

The President / Vice President coordinates and supervises this Lockout Tagout program for Masters Electrical Services Corporation. They ensure employees understand the program and how to safely perform lockout tagout and that employees receive training. The President / Vice President assigns program duties to proper personnel and ensures that employees follow program specific elements and the training they receive.
	(List responsible parties and program specific responsibilities here.)

Authorized employees are responsible for following this policy before performing any servicing or maintenance on a machine or equipment. Each authorized employee is responsible for maintaining exclusive control through use of an energy isolation device, and the hazardous energy sources to which they would be exposed. 

Our Affected employees are responsible for understanding and following this policy.  While they may work in the area or disable, shut down, or turn off machines and equipment, they do not participate in the servicing or maintenance activity.

B.	PROGRAM SPECIFIC ELEMENTS 

1. General – 1910.147(c) – 1910.147(c)(5)(iii) 

The following provides information on Masters Electrical Services Corporation minimum energy control procedures. The procedures in this policy ensure that authorized employees use lockout tagout to isolate machines and equipment from energy sources and the machines and equipment remain inoperative during servicing or maintenance.

a. Lockout
i. When energy isolating devices cannot be locked out, authorized employees use tagout as instructed in this policy.
ii. When energy isolating devices are capable of being locked out, authorized employees utilize lockout. 
iii. When we replace, renovate, or modify equipment, or implement new machines and equipment, we ensure that this equipment allows for appropriate lockout.

b. Full employee protection 
Lockout offers greater protection than tagout. We use lockout, whenever possible.  If tagout is used alone, as detailed in the energy control procedures, we:
1. Place tags where lockout devices typically attach.
2. Use added safety measures (such as removal of a circuit) to reduce the likelihood of inadvertent energization. 
3. Demonstrate the level of safety is equal to lockout protection.

c. Energy Control Procedures (ECPs)	 	          Attachment  A 
i. Masters Electrical Services Corporation has developed, and documented energy control procedures using Attachment A. Energy control procedures are used by authorized employees. A full list of our energy control procedures is located (insert location(s) here):
ii. Our procedures outline the scope, purpose, authorization, rules, and techniques for controlling hazardous energy, and the means to enforce compliance, as follows;

1.   Each procedure states its intended use and, 
2.   Steps for shutting down, isolating, blocking, and securing  
  machines and equipment and,
3.   Specific steps for placement, removal, and transfer of 
  lockout/tagout devices, responsibility for them and,
4.   Specific requirements for testing machines and equipment to 
  verify effectiveness of lockout, tagout and any other control measures.

d. Minor Service Exception –	 				Attachment B
When we perform minor tool changes, adjustments, and other minor servicing activities during normal production operation, the minor service exception only applies as long as all the following are true: 
 
1. Routine - Part of a regular and prescribed course of procedure and  performed with established practices and;
2. Repetitive - Repeated regularly as part of the production process or cycle and;
3. Integral to production - Essential to the production process and;
4. Alternative measures – Safety controls are used that provide effective protection.

The President / Vice President completes Minor Service Exception Checklist Attachment B to ensure the task meets the minor service exception and to ensure alternative measures provide effective protection.

e.	Protective materials and hardware
i. Masters Electrical Services Corporation provides all energy isolation equipment such as, 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.  
ii. Authorized employees use only our approved devices for energy control. 
iii. Approved devices are not used for any other purpose.

Using required energy control procedures, the President / Vice President selects approved isolation devices that meet the following requirements: 
	
a. Durable
Our devices remain legible and can withstanding the environment for the maximum amount of time including exposure to weather, wet/damp locations, corrosives, acids, and alkalis. 
 
b. Standardized
Our devices and tags are standard and recognizable as lockout devices by color, shape, size, print and/or font.  

 	(Insert your company/department specific device details here)

c. Substantial
i. Our lockout devices prevent accidental removal and require force of cutting or other non-standard actions to remove. 
ii. Our tagout devices and their attachments prevent accidental removal, are non-reusable, attached by hand, self-locking and are not subject to removal with less than a minimum 50-pound pull. Tags are used with a one-piece, all environment-tolerant nylon cable tie.

d. Identifiable
i.      Both lockout and tagout devices identify the authorized employee   
     applying the device(s).
ii.     Tagout devices warn against the hazardous condition where machines 
or equipment are energized and include an indicator as follows: Do Not Start.  Do Not Open. Do Not Close. Do Not Energize. Do Not Operate.

2. Application of Control – 1910.147(d) – 1910.147(d)(6) 

The following information and steps are included in every Energy Control Procedure (ECP):
a. Preparation for Shutdown
Authorized employees obtain and review the ECP(s) and notify affected employees of lockout. 

b. Machine or Equipment Shutdown
Authorized employee shut down or turn off as detailed in the ECP.

c. Machine or Equipment Isolation
Authorized employee physically locates, operate, and fully isolate each energy source as detailed in the ECP.

d. Lockout or Tagout Device Application by Authorized Employees
i. Each device is attached to each energy isolating device.
ii. Each device is attached in a manner that maintain each energy isolating device in a “safe’ or “off” position. When only tagout is used;

a) Tagout devices are attached at the same point on the energy isolating device where the lock would be attached.
b) When the tagout device cannot be attached directly to the energy isolating device, it must be attached as close as possible to be immediately obvious to anyone attempting to operate the equipment or machine.



e. Stored Energy
Block or dissipate stored or residual energy such as rams, flywheels, springs, pneumatic, or hydraulic systems, etc. If there is a possibility of re-accumulation of stored energy, review the specific energy control procedure for the process to maintain continuous isolation.

f. Verification of Isolation
Prior to starting work on machines or equipment that have been locked, ensure no personnel are exposed, and use both visual and physical tests for verification as found in the energy control procedure. Follow the steps as outlined including, but not limited to;
1. Operating push button controls.
2. Performing visual inspection techniques along with use of test instruments (e.g., voltmeter; combustible gas indicator) and/or 
3. Deliberately attempt to start machine or equipment.
4. If verification shows presence of any energy, stop work and contact the President / Vice President to review energy control procedure. Work does not resume until zero energy is reached.

CAUTION:	Return Operating Controls to the “Neutral” or “Off” Position after the Test.

3. Release From LO/TO - 1910.147(e)- 1910.1479(e)(3)(iii)          ATTACHMENT C  

a. Machine/Equipment & Employees
After completing service and / or maintenance and before the lockout devices are removed and energy is restored, the authorized employee who applied the lock(s) follows the sequence below:
1. Clear tools and materials.
2. Verify all employees are clear of equipment.
3. Notify affected employees.
4. Authorized employees may only remove devices they have applied. If the Authorized employee who applied the lockout device cannot remove it, follow the steps below.

b. Absent Authorized Employee Lockout or Tagout Device Removal 
When the authorized employee who applied the lockout or tagout device is not available to remove it, the President / Vice President removes the device(s) following the specific procedures and training below: 
(Insert your specific device removal steps here)

i. Verify the authorized employee is not at the facility. 
ii. Make reasonable effort to contact the employee to inform them of the removal of their lockout or tagout. 
iii. Ensure the authorized employee has knowledge of device removal prior to resuming work.
iv. Complete Absent Employee Device Removal Attachment C.

4. Additional Requirements – 1910.147(f)(1) – 1910.147(f)(1)(v)
Where the temporary removal of lockout / tagout devices must occur to test or position the equipment or a component of the equipment, authorized employees follow the steps below: 

a.   Testing / positioning of equipment while under servicing / maintenance: 

i. Clear tools and materials.
ii. Verify all employees are clear of equipment.
iii. Verify that controls are in the “neutral” or “off” position. 
iv. Carefully remove all “stored energy” restraints from the equipment unless these restraints do not require removal to continue testing.
v. Authorized employees may only remove devices they have applied.
vi. Restore energy to equipment and proceed with testing.
vii. After testing is complete, de-energize all systems again following the ECP.

b. Outside Contractors – 
When outside contractors perform servicing or maintenance requiring lockout, the President / Vice President follows the steps below:

i. Inform the outside contractor of our lockout procedures and supply them with a copy and review a copy of the outside contractor’s lockout procedures.
ii. Verify that both contractors and our employees understand and comply with all procedures.

(Insert specific contractor details here)

c. Group LO/TO – 1910.147(f) – 1910.14(f)(3)(iii)(D) 
For group lockout, we have created ECP(s) that will protect authorized employees with, at least, the same level of protection provided by the application of a personal lockout or tagout device. When crews, departments, or other groups perform servicing or maintenance; they follow the steps below.

i. The President / Vice President assigns an authorized employee to act as the Primary for each group lockout. 
ii. The President / Vice President determines the exposure of group members based on training in the types and magnitude of energy, as detailed in the ECP.
iii. The President / Vice President ensures continuous protection, including verification of zero energy.
iv. Each authorized employee working in group lockout affixes their own personal lock and tag on the energy isolating source and/or group lockout box. Authorized employees have the right to personally verify zero energy.  
v. Each authorized employee must personally remove their own devices when he/she stops working on the equipment. 
vi. When equipment is not capable of lockout, each authorized employee places their tag on the equipment following the guidelines in the tagout section of this policy. 
 
(Insert specific group LOTO details here)

d. Shift Changes – If applicable 
If a lockout procedure extends into shift or personnel change, our process to minimize exposure created by accidental startup of equipment is as follows: 

i. Where lockout procedures extend into shift or personnel changes, the President / Vice President, primary authorized employee, or other authorized designee ensures minimal accidental startup by process of lock transfer or approved continuity device. The President / Vice President, primary authorized employee, or other authorized designee verifies a zero-energy state throughout the transfer process.  
ii. The authorized employee who originally placed their lock removes it and it is immediately replaced with the lock of the next authorized employee. Verification of zero energy occurs after any transfer.

(Insert specific shift/personnel change details here)

5. Other 
(Insert any other company specific LOTO details here, if applicable.)

[bookmark: _Hlk40853940]C. 	INFORMATION & TRAINING–1910.147(c)(7)–1910.147(c)(9)    ATTACHMENT D	
All employees receive information and training on the elements of this lockout tagout program at the time of their hiring and initial assignment to their work area. The President / Vice President and work area supervisors provide employees with information and training. 

1.  Authorized employee information and training include the following at a minimum:
[bookmark: _Hlk48816765][bookmark: _Hlk48816746]     a.	Recognition of applicable hazardous energy sources. 
     b.	Types and magnitude of energy. 
     c.	Approved methods and devices for isolating and controlling energy as detailed in our energy control procedures.
d.	Approved methods for tagout only as a visual warning (without lockout devices).
     e.	Procedures for returning machines and equipment to operation.
     f.	Procedures for removing devices applied by others.
     g.	Transfer of lockout.
     h.	Group lockout procedures.
2.  Affected and other employees’ information and training includes:
     a.	Purpose of this energy control program. 
     b.	How to recognize our energy control devices.
     c.	The process of notification of lockout tagout.
     d.	The importance of not attempting to start machines or equipment under lockout or tagout.
     e.	The importance of not removing, bypassing, or defeating tags and/or lockout devices.
     
3. Re-training
 
We provide re-training for authorized employees when there are changes in: 
                 a. Job assignment. 
                 b. To machines, equipment, or processes. 
     c. In energy control procedures or, 
     d. Hazards present, or new hazards arise. 

Additional re-training is also complete when: 
a.	Periodic inspections reveal discrepancies in employee knowledge in the use of, or in, our control procedures. 
b.	We introduce new or revised control methods or procedures and
c.	To ensure employee understanding.

We provide employee training and information through formal classroom and hands-on training, handouts, periodic safety meetings and annual energy control procedure inspections. 

The President / Vice President documents all training and keeps sign-in sheets Attachment D. Masters Electrical Services Corporation certifies that employee training has been accomplished and is being kept up to date. The certification contains each employee's name, and dates of training. 

D.	PROGRAM EVALUATION & UPDATES			ATTACHMENT E

1. Program Review
We conduct annual reviews of the Masters Electric Services Corporation written Lockout Tagout program for compliance with federal regulations and our internal requirements to ensure quality and effectiveness.  The President / Vice President is responsible for this review.

The President / Vice President keeps copies of earlier revisions and the plans to correct deficiencies in the program.

2. Periodic Inspection of Procedures - 1910.147(c)(6) – 1910.147(c)(6)(iii)
We also conduct periodic inspections of our energy control procedures at least annually.  The purpose of these inspections is to ensure there are no deviations or inadequacies and to correct those discovered during review.

a. The President / Vice President assigns (Inspector(s)) for each machine, or each type of machine, to ensure completion of periodic inspections of written procedures. Inspectors are authorized employees who are not presently performing servicing or maintenance under the procedure being inspected.
b. The inspector determines if the energy control procedures are accurate and being followed by, reviewing the energy control procedure, watching, and talking with authorized employees, verifying responsibilities are known, and the procedure provides necessary protection.  
c. The inspection includes all authorized employees while they are in the process of performing servicing or maintenance. If tagout is used alone, the inspector includes affected employees. 
d. The inspector documents findings or areas of opportunity including changes needed, if any on LOTO Periodic Inspection Form Attachment E.  
e. The President / Vice President changes the program, procedures, training, etc. as necessary. We may use group meetings to review requirements and reestablish ability.

	
ATTACHMENTS

[bookmark: _Hlk48200886]Included here are forms, training documents, periodic inspection forms. 

[bookmark: _Hlk40853545]Attachment A – Energy Control Procedure Sample Workbook Templates & References.
Attachment B – Minor Service Exception Checklist.
Attachment C – Absent Employee Device Removal Form.
Attachment D –Training Sign in Sheet.
Attachment E – LOTO Periodic Inspection Form – ECP Audit & Written Program Audit.

Additional Resources – LOTO Resource Document
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