
NOTIFICATION OF LOCK REMOVAL

PROCEDURES FOR REMOVING ABSENT EMPLOYEE LOCKS 
When the Authorized Employee who applied a LOTO device is not available to remove it, the device may be removed by the Safety Manager or another approved Authorized Employee (to be designated by the Safety Manager). This is considered to be an emergency procedure only to be undertaken in extreme circumstances. 
Document verification for each step in the lines below.
When removing an Authorized Employee’s LOTO device the following steps must be followed:

1. The Safety Manager must verify that the Authorized Employee is not at the site and make every reasonable effort to contact the Authorized Employee. This may include a telephone call to the employee’s home or other location.

Ways attempted to contact: ________________________________

Numbers called; persons talked to: ____________________________________

2. If the employee is contacted, the Safety Manager must inform the employee that hi/her LOTO devices are being removed. The Safety Manager will also complete and issue this form to any and all concerned parties.

3. The Safety Manager must verify that it is safe to remove the LOTO devices.

Methods used to verify: ​​​​​​​​​​​​​​​​​​______________________________________________

4. The Safety Manager may then use the emergency key to remove the LOTO devices, or the lock may be cut off if the key is not available. (circle applicable)
5. The Safety Manager must ensure that the Authorized Employee is presented with the removed lock upon his/her returning to work and is informed of the reasons for the emergency removal.

Document how informed: _____________________________________________

6. The emergency procedure must be duly recorded in the site’s LOTO records and signed by both the Safety Manager and the Authorized Employee.

Signatures:

_________________________________
______________________________________

Safety Manager




Authorized Employee

_________________________________

Authorized Employee’s Supervisor
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