
LOCKOUT (TAGOUT) PROCEDURE 

1.0 Purpose. This procedure establishes the minimum requirements for lockout (tagout) of electrical 
energy sources. It is to be used to ensure that conductors and circuit parts are disconnected from sources 
of electrical energy, locked (tagged), and tested before work begins where employees could be exposed 
to dangerous conditions. Sources of stored energy, such as capacitors or springs, shall be relieved of 
their energy, and a mechanism shall be engaged to prevent the re-accumulation of energy. 

2.0 Responsibility. All employees shall be instructed in the safety significance of the lockout (tagout) 
procedure. All new or transferred employees and all other persons whose work operations are or might 
be in the area shall be instructed in the purpose and use of this procedure. The Foreman shall ensure 
that appropriate personnel receive instructions on their roles and responsibilities. All persons installing 
a lockout (tagout) device shall sign their names and the date on the tag (or state how the name of the 
individual or person in charge will be available). 

3.0 Preparation for Lockout (Tagout). 

3.1 Review current diagrammatic drawings (or other equally effective means), tags, labels, and signs 
to identify and locate all disconnecting means to determine that power is interrupted by a physical 
break and not de-energized by a circuit interlock. Make a list of disconnecting means to be locked 
(tagged). 

3.2 Review disconnecting means to determine adequacy of their interrupting ability. Determine if it 
will be possible to verify a visible open point, or if other precautions will be necessary, 

3.3 Review other work activity to identify where and how other personnel might be exposed to sources 
of electrical energy hazards. Review other energy sources in the physical area to determine employee 
exposure to sources of other types of energy. Establish energy control methods for control of other 
hazardous energy sources in the area. 

3.4 Provide an adequately rated voltage detector to test each phase conductor or circuit part to verify 
that they are de-energized. (See 12.3.) Provide a method to determine that the voltage detector is 
operating satisfactorily. 

3.5 Where the possibility of induced voltages or stored electrical energy exists, call for grounding the 
phase conductors or circuit parts before touching them. Where it could be reasonably anticipated that 
contact with other exposed energized conductors or circuit parts is possible, call for applying ground 
connecting devices. 

4.0 Individual Employee Control Procedure. The individual employee control procedure can be used 
when equipment with exposed conductors and circuit parts is de-energized for minor maintenance, 
servicing, adjusting, cleaning, inspection, operating corrections, and the like, and the work shall be 
permitted to be performed without the placement of lockout/tagout devices on the disconnecting 
means, provided the disconnecting means is adjacent to the conductor, circuit parts, and equipment on 



which the work is performed, the disconnecting means is clearly visible to all employees involved in 
the work, and the work does not extend beyond the work shift. 

5.0 Simple Lockout/Tagout. The simple lockout/tagout procedure will involve paragraphs 1.0 through 
3.0, 5.0 through 9.0, and 11.0 through 13.0. 

6.0 Sequence of Lockout (Tagout) System Procedures. 

6.1 The employees shall be notified that a lockout (tagout) system is going to be implemented and the 
reason therefore. The qualified employee implementing the lockout (tagout) shall know the 
disconnecting means location for all sources of electrical energy and the location of all sources of 
stored energy. The qualified person shall be knowledgeable of hazards associated with electrical 
energy. 

6.2 If the electrical supply is energized, the qualified person shall de-energize and disconnect the 
electric supply and relieve all stored energy. 

6.3 Lockout (tagout) all disconnecting means with lockout (tagout) devices. FPN: For tagout, one 
additional safety measure must be employed, such as opening, blocking, or removing an additional 
circuit element. 

6.4 Attempt to operate the disconnecting means to determine that operation is prohibited. 

6.5 A voltage-detecting instrument shall be used. (See 12.3.) Inspect the instrument for visible damage. 
Do not proceed if there is an indication of damage to the instrument until an undamaged device is 
available. 

6.6 Verify proper instrument operation and then test for absence of voltage. 

6.7 Verify proper instrument operation after testing for absence of voltage. 

6.8 Where required, install grounding equipment (conductor device on the phase conductors or circuit 
parts, to eliminate induced voltage or stored energy, before touching them. Where it has been 
determined that contact with other exposed energized conductors or circuit parts is possible, apply 
ground connecting devices rated for the available fault duty. 

6.9 The equipment and/or electrical source is now locked out (tagged out). 

 

7.0 Restoring the Equipment and/or Electrical Supply to Normal Condition. 

7.1 After the job or task is complete, visually verify that the job or task is complete. 

7.2 Remove all tools, equipment, and unused materials and perform appropriate housekeeping. 

7.3 Remove all grounding equipment/conductor/devices. 



7.4 Notify all personnel involved with the job or task that the lockout (tagout) is complete, that the 
electrical supply is being restored, and to remain clear of the equipment and electrical supply. 

7.5 Perform any quality control tests or checks on the repaired or replaced equipment and/or electrical 
supply. 

7.6 Remove lockout (tagout) devices by the person who installed them. 

7.7 Notify the equipment and/or electrical supply owner that the equipment and/or electrical supply is 
ready to be returned to normal operation. 

7.8 Return the disconnecting means to their normal condition. 
 

8.0 Procedure Involving More Than One Person. For a simple lockout/tagout and where more than 
one person is involved in the job or task, each person shall install his or her own personal lockout 
(tagout)device. 
 

9.0 Procedure Involving More Than One Shift. When the lockout (tagout) extends for more than one 
day, the lockout (tagout) shall be verified to be still in place at the beginning of the next day. Where 
the lockout (tagout) is continued on successive shifts, the lockout (tagout) is considered to be a complex 
lockout (tagout). 

For complex lockout (tagout), the person in charge shall identify the method for transfer of the lockout 
(tagout) and of communication with all employees. 

 

10.0 Complex Lockout (Tagout). A complex lockout/tagout plan is required where one or more of the 
following exist: 

(1) Multiple energy sources (more than one) 

(2) Multiple crews 

(3) Multiple crafts 

(4) Multiple locations 

(5) Multiple employers 

(6) Unique disconnecting means 

(7) Complex or particular switching sequences 

(8) Continues for more than one shift, that is, new workers 

10.1 All complex lockout/tagout procedures shall require a written plan of execution. The plan will 
include the requirements in 1.0 through 3.0, 6.0, 7.0, and 9.0 through 13.0. 



10.2 A person in charge shall be involved with a complex lockout/tagout procedure. The person in 
charge shall be at this location. 

10.3 The person in charge shall develop a plan of execution and communicate that plan to all persons 
engaged in the job or task. The person in charge shall be held accountable for safe execution of the 
complex lockout/tagout plan. The complex lockout/tagout plan must address all the concerns of 
employees who might be exposed, and they must understand how electrical energy is controlled. The 
person in charge shall ensure that each person understands the hazards to which they are exposed and 
the safety-related work practices they are to use. 

10.4 All complex lockout/tagout plans identify the method to account for all persons who might be 
exposed to electrical hazards in the course of the lockout/tagout. 

Select which of the following methods is to be used: 

(1) Each individual will install his or her own personal lockout or tagout device. 

(2) The person in charge shall lock his/her key in a "lock box." 

(3) The person in charge shall maintain a sign in/out log for all personnel entering the area. 

(4) Another equally effective methodology. 

10.5 The person in charge can install locks/tags, or direct their installation on behalf of other 
employees. 

10.6 The person in charge can remove locks/tags or direct their removal on behalf of other employees, 
only after all personnel are accounted for and ensured to be clear of potential electrical hazards. 

10.7 Where the complex lockout (tagout) is continued on successive shifts, the person in charge shall 
identify the method for transfer of the lockout and of communication with all employees. 

 

11.0 Discipline. 

11.1 Knowingly violating this procedure will result in dismissal. 

11.2 Knowingly operating a disconnecting means with an installed lockout device (tagout device) will 
result in dismissal. 
 

12.0 Equipment. 

12.1 Locks shall be - (state type and model of selected locks). 

12.2 Tags shall be - (state type and model to be used). 

12.3 Voltage detecting- device(s)  
 

 



13.0 Supervisor Responsibility 

1. Ensuring that employees are trained in proper site specific methods of lockout tagout. 
2. Obtaining all needed locks, lockout devices, and tags. 
3. Coordinating with production to identify all systems to be worked on and all energy 

sources. 
4. Ensuring complete lockout. 
5. Coordinating lockout procedures with contractor activities. 
6. Performing the GO, NO GO CHECK before beginning work. 
7. Ensuring that all Company locks/tags are removed when work is completed. 
8. Approving the removal of locks/tags from controls if keys are lost. 
9. Administrating appropriate disciplinary action for violations of the lockout procedure. 
10. Coordinate the transition of lockout/tagout protection through shift or personnel 

changes. 
 

14.0 Employee Responsibility 

1. Reading, understanding and having the lock-out procedure available at all times 
2. Communicating with all employees in affected area 
3. Ensuring that equipment is properly locked out 
4. Ensuring that each employee’s lock is removed when work is completed 
5. Never attempt to energize the system once work has begun on it 
6. Make sure tag is complete and date is correct 
7. Follow all other safe work practices 

 

 
15.0 TEMPORARY POWER SYSTEMS 

 
A. The basis of safe temporary power system installations, on jobsites where Neo Electric 

has that responsibility, will be Article 527 of the National Electric Code (NEC) current 
edition. In addition to these NEC requirements, the following additional requirements 
will apply. 
 
 

B. All 15, 20 and 30 amp branch circuits containing receptacle outlets will be protected with 
ground fault circuit interrupters (GFCI). 
 

C. All GFCI's will be tested on a monthly basis, with the test documented on the yellow GFCl 
inspection tag that is to be affixed to the front of the panel. Malfunctioning GFCl protectors 
will be repaired promptly whenever a defect is noticed. 
 

D. Lamp protection, in the form of a cage or other physical barrier, will be provided and 
maintained on all temporary lighting. 
 

E. Where temporary transformers, panel boards and outlets are subjected to rain, snow, 
snowmelt or water from any other source, they should be provided protection by 
surrounding the installation with a weather-resistant shelter. If an individual installation is 
constructed of NEMA Type III or greater, weather protection is not required. 



F. The general contractor or controlling entity will be notified immediately when a new 
electrical installation requiring weather protection is energized for the first time. If site 
conditions are such that rain, snow or moisture is likely before a shelter can be built, the 
equipment should not be energized. 
 

G. Open splicing of cable assemblies is allowed in accordance with the current edition of the 
NEC Article 527. Where open splices are within reach from permanent work surfaces such 
as floors, fixed ladders and stairs, the base of the wire-nuts shall be secured with electrical 
tape.  

 
H. Strain relief will be provided for all open splices. 
 
I. Cord and cable assemblies may not be suspended or supported by uninsulated conductors 

such as nine-wire or tie-wire. Insulated 12-gauge insulated wire or cable-ties are suitable 
alternatives. 

 
J. NM cable assemblies must be supported to prevent damage to the cable. Under no 

circumstances may NM cable be allowed to touch the ground. 
 

 
16.0 ELECTRICAL SAFE WORK PRACTICES 
 
Electrical safe work practices (ESWP) are those procedures designed to prevent worker injury and 
death in the course of working on exposed live electrical conductors. While Neo Electric’s strong 
preference is for all work to be de-energized prior to conducting our work, we recognize that, as 
electricians, our specialized skills may be called upon to work on live energized circuits. In those 
circumstances, the following procedures will be followed. 

 
A. Re-evaluate whether the work can be de-energized. Explain the risk and effects of an 

unexpected shutdown of electrical service to the client. 
 

B. Only qualified electricians who have received training in live electrical work and use of 
Neo Electric’s flash kits may conduct work on exposed live electrical conductors. 
 

C. Only certified and tested glove sets and insulating materials shall be used for work on live 
electrical conductors. Glove sets should be inspected for damage prior to each use. 
 

D. Work on exposed live electrical conductors shall be conducted by electricians working in 
pairs, one who conducts the work, and other who observes the work in order to prevent 
contact with live conductors, and to provide rescue if needed. 
 

E. Electricians conducting live electrical work are responsible for maintaining the "limited 
approach boundary" around the work. No one who is not participating in the live work is 
allowed to enter within the "limited approach boundary". The size of the limited approach 
boundary depends upon the phase-to-phase voltage potential. They may be referenced in 
NFP A 70E. For fixed conductors under 751 volts, the limited approach boundary is 3 feet, 
6 inches. A larger boundary may be established at the discretion of the electrician 
conducting the work. 



 
F. Electricians performing working within the "restricted approach boundary" must wear a 

voltage-rated glove set, or be isolated from all conductors. The size of derestricted 
approach boundary depends upon the phase-to haze voltage potential as indicated below 
(taken from NFP A 70E). 
 

A. Electricians working within the "flash protection boundary" must wear flash protective 
clothing as described in NFPA 70E, Tables 3-3.9.1 and 3-3.9.1. 

 
B. Work should be secured after completion of the live electrical work. Under no circumstances 

shall exposed live electrical conductors be left by the electrician, unless within an electrical 
room controlled by locked door. 
 

  

Live Parts Approach Boundaries from NFP A 70E Table 2-1.3.4 
 Nominal System Voltage, Limited Approach Restricted Approach 

 Phase to Phase Boundary (Fixed) Boundary 
 0 to 50 Not specified Not Specified 

 51 to 300 3 feet, 6 inches Avoid Contact 
 301 to 750 3 feet, 6 inches 1 foot 

 751 to 15 kV 5 feet 2 feet, 2 inches 
 15.1 kV to 36 kV 6 feet 2 feet, 7 inches 
 36.1 kV to 46 kV 8 feet 2 feet, 9 inches 

 46.1 kV to 72.5 kV 8 feet 3 feet, 3 inches 
 72.6 kV to 121 kV 8 feet 3 feet, 2 inches 
 138 kV to 145 kV 10 feet 3 feet, 7 inches 
 161 kV to 169 kV 11 feet, 8 inches 4 feet 
 230 kV to 242 kV 13 feet 5 feet, 3 inches 
 345 kV to 362 kV 15 feet, 4 inches 8 feet, 6 inches 
 500 kV to 550 kV 19 feet 11 feet, 3 inches 
 765 kV to 800 kV 23 feet, 9 inches 14 feet, 11 inches 



17.0 DEFINITIONS 

Affected Employees: are individuals who may operate or work on equipment which is subject 
to lock out, or who work in an area where lock out is used or may otherwise be exposed to a 
lockout situation. 

Authorized Employees: are those employees who will be placing lockout & tagout devices 
on the system and performing work in the affected area. These employees must complete 
lockout (tagout) training. 

Blank: to disrupt (block) the flow of a gas or liquid, etc., through a pipe/vessel by the use of a 
flange disc. 

Bleed:  to expend residual pressure between the power supply valve and the actuating device 
to place the equipment/machinery in an immobilized condition. 

Block: the operation securely and solidly preventing equipment/machinery from falling or 
moving. 

Chaining: the operation of placing a chain through a valve, etc., to prevent inadvertent 
movement of energizing. 

De-energize: to take away or shut down the power sources to a particular piece of 
equipment/machinery. 

Double Block and Bleed: A method used to protect employees from an energy source by 
means of isolating a section of a line, pipe, or duct through the use of the following procedure:  

1. Closing an upstream and downstream valve. 
2. Lock upstream and downstream valves in closed position. 
3. Opening a drain/valve in between the two closed valves. 
4. Lock drain/valve in open position. 

 

Energized: Any system or equipment still connected to an energy source or containing 
potential or stored energy. 

Energy Isolation Checklist (EIC): a checklist which identifies the sources of energy for a 
particular machine or piece of equipment or area, which outlines the procedure for properly 
shutting it down, de-energizing it, and isolating all energy sources, and finally where to place 
locking devices. Most customers have a similar checklist on site, sometimes called a 
lockout/tagout permit.  

Energy Sources: any source of mechanical, electrical, hydraulic, pneumatic, chemical, 
thermal, gas, water, steam, air, or any other source of energy including potential energy, for 
example piles of product 



Hydraulic lockout: the hydraulic source is locked out; the hydraulic fluid supply valve is 
closed; bleeding off the system to achieve a zero mechanical state is conducted; and the 
equipment/machinery is locked and/or blocked. 

Isolation: Removing all energy sources from a system by one or more of the following 
methods: 

 Double block and bleed. 
 Blanking and blinding. 
 Misaligning or removing sections of lines, pipe, or ducts. 
 Blocking or disconnecting all mechanical linkages. 
 Disconnecting all electrical power sources. 
 
Locks: Refers to the standard padlock used by the employee or to a standard lock which the 
Supervisor specifies will be used for the purpose of locking isolation devices. 

Lockout:  Placing a lock on an energy isolating device in accordance with established 
procedures, ensuring that the energy isolating device cannot be removed and the system cannot 
be re-energized until the lock is removed by the authorized employee who placed the lock. 

Multiple lockout hasp a mechanical device which can be held closed by attaching a lock 
through pairs of lock out holes to enable each member of a crew to individually lock out a piece 
of equipment/machinery. 

Non-electrical lockout the utilization of pins, blocks or other non-electrical means to 
neutralize energy sources and protect against movement. 

Pneumatic lock out the air supply valve has been closed; the bleeder valve opened and the 
system is bled; the equipment/machinery is locked and/or blocked. 

Re-energize - to replace or activate the power source to a particular piece of 
equipment/machinery. 

Lock: used to physically prevent the operation of a control, switch, valve, or other equipment 
while work is being performed. 

Safety lock identification tag - a tag affixed to a safety lock for the purpose of determining 
lock ownership. 

Tag: “Danger - Do Not Operate” a tag that identifies that lockout/tagout is taking place should 
be used which asks for employee name, company name, the date of the lockout and the reason 
for lockout.   
 



 

 



 


