
 
 

POWER LOCKOUT PROCEDURE 
 
 
Lockout procedure for                                                                         Company. 
 
 
I. PURPOSE 
 

The purpose of this procedure is to assure that employees are protected from 
unintended machine motion or unintended release of energy which could cause 
injury.  

 
 
II. MANAGEMENT RESPONSIBILITIES 
 

A. Each supervisor shall train new employees and periodically instruct all of 
their employees regarding provisions and requirements of this lockout 
procedure. 

 
 B. Each supervisor shall effectively enforce compliance of this lockout 

procedure including the use of corrective disciplinary action where 
necessary. 

 
C. Each supervisor shall assure that the locks and devices required for 

compliance with the lockout procedure are provided to their employees. 
 
 D. Prior to setting up, adjusting, repairing, servicing, installing, or performing 

maintenance work on equipment, machinery, tools, or processes, the 
supervisor shall determine and instruct the employees of the steps to be 
taken to assure they are not exposed to injury due to unintended machine 
motion or release of energy. 

 
 
III. EMPLOYEES RESPONSIBILITY 
 

A. Employees shall comply with the lockout procedure. 
 
 B. Employees shall consult with their supervisor or other appropriate 

knowledgeable management personnel whenever there are any questions 
regarding their protection. 

 
 C. Employees shall obtain and care for the locks and other devices required to 

comply with the lockout procedure. 



 
 
 
 
 



IV. GENERAL 
 

A. The power source of any equipment, machine, tool, or process to be set-
up, adjusted, repaired, serviced, installed, or where maintenance work is to 
be performed and unintended motion or release of energy could cause 
personal injury, such a power source shall be locked out by each employee 
doing the work.  Sources of energy, such as springs, air, hydraulic and 
steam shall be evaluated in advance to determine whether to retain or 
relieve the pressure prior to starting the work. 

 
 B. Safety locks are for the personal protection of the employees and are only 

to be used for locking out equipment. 
 
 C. Safety locks, adapters, and "Danger Tags" can be obtained from a 

supervisor. 
 
 D. Equipment locks and adapters can be obtained from a supervisor.  The sole 

purpose of the "Equipment" lock and adaptor is to protect the equipment 
during periods of time when work has been suspended or interrupted.  The 
locks are not to be used as a substitute for the employee's personal safety 
lock. 

 
 E. Personal locks shall contain a tag with employee's name on it. 
 
 F. One key of every lock issued shall be retained by the employee to whom it 

was issued and the only other key to the lock shall be retained by the 
superintendent. 

 
 G. Employees shall request assistance from their supervisor if they are unsure 

of where or how to lockout equipment. 
 
 H. Any questions concerning the lockout procedure should be directed to the 

employee's supervisor. 
 
V. LOCKING OUT AND ISOLATING THE POWER SOURCE 
 
 A. Equipment, machines, or processing main disconnect switches shall be 

turned off and locked in the off position only after the electrical power is 
shut off at the point of operator control.  Failure to follow this procedure 
may cause arching and possibly an explosion. 

 
 B. Equipment/tools connected to over a 110 volt source of power by a plug-in 

cord shall have a locking device applied to the plug attached to the cord 
leading to the machine to be considered locked out. 

 
 C. Equipment/tools connected to a 110 volt source of power by a plug-in cord 

shall be considered locked out if the plug is disconnected and tagged with 



a "do not start tag." 
 

D. After locking out power source, the employee shall try the equipment, 
machine, or process controls to ensure no unintended motion will occur; or 
test the equipment, machine or process by use of appropriate test 
equipment to determine that the energy isolation has been effective. 

 
 E. When two or more employees work on the same equipment, each is 

responsible for attaching his/her lock.  Safety locks and adapters are to be 
fixed on levers, switches, valves, etc. in the nonoperative (off) position. 

 
 F. An employee who is assigned to a job and upon arrival finds an 

"Equipment Lock," "Adaptor," and "Danger Tag" affixed to the equipment 
shall take the following action: 

 
  1. Affix his/her personal lock to the "Equipment Adaptor." 
 
  2. Determine who placed the equipment out of service and contact all 

parties who have locks on the equipment to determine if the 
assignment to be performed would affect their safety.  The 
assignment will proceed only if safe to do so with all parties 
involved. 

 
  3. Try the controls to ensure no unintended motion will occur before 

starting work or qualified personnel shall test the equipment, 
machine, or process by use of appropriate test equipment to 
determine that the energy isolation has been effective.  (Such 
testing equipment is only to be employed by trained qualified 
personnel.) 

 
 
VI. PERFORMING TEST AND ADJUSTMENTS DURING LOCKOUT 
 
 A. Power may be turned on when it is required to perform tests or 

adjustments.  All of the rules pertaining to removing locks and restoring 
power shall be followed.  The equipment or process shall again be locked 
out if it is necessary to continue work after completing the test or 
adjustments. 

 
 B. If the employee leaves the job before its completion, such as job 

reassignment, the employee shall remove his/her personal lock and adaptor 
and replace it with an "Equipment" lock and adaptor.  In addition, the 
employee will prepare and attach a "Danger Tag" indicating the reason the 
equipment is locked out (should more than one employee be assigned to 
the job, the last employee removing his/her lock will be responsible for 
affixing the "Equipment" lock, adaptor and the "Danger Tag"). 

 



 C. Upon completion of the work, each employee will remove his/her lock, 
rendering the machine operable when the last lock is removed. 

 
 
 

D. The employee responsible for removing the last lock, before doing so, 
shall assure that all guards have been replaced, the equipment, machine, or 
process is cleared for operation, and appropriate personnel notified that 
power is being restored.  This employee is also responsible for removing 
the "Equipment" lock and returning it to the supervisor. 

 
 
VII. EMERGENCY SAFETY LOCK REMOVAL 
 
 A. The superintendent, or other designated management person, will be 

authorized to remove an employee's lock under the following conditions: 
 
  1. Receipt of a written request signed by the appropriate supervisor 

which shall state the reason the employee is not able to remove the 
lock. 

 
  2. The supervisor is responsible for making certain all the 

requirements for restoring power are followed. 
 
 
Disclaimer:  The information contained in this publication was obtained from sources believed to be 
reliable. The State Auto Insurance Companies make no representations or guarantee as to the correctness 
or sufficiency of any information contained herein, nor a guarantee of results based upon the use of this 
information and disclaims all warranties expressed or implied regarding merchantability, fitness for use 
and fitness for a particular purpose. State Auto does not warrant that reliance upon this document will 
prevent accident and losses or satisfy federal, state and local codes, ordinances and regulations. You 
assume the entire risk as to the use of this information. Further, this document does not amend, or 
otherwise affect the terms, conditions or coverage of any insurance policy issued by the State Auto 
Insurance Companies. 
 


