Training Manual: Lock Out Tag Out
(LOTO) Procedures
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1. Introduction

Lock Out Tag Out (LOTO) procedures are essential practices that ensure the safety of
workers who are operating or working near energized equipment. Proper
implementation of LOTO helps prevent accidental machine start-up or energization
during maintenance and repair work.

2. Hazards Associated with Working Around Energized
Equipment

Working around energized equipment poses several hazards, including:

o Electrical Shock: Contact with live wires or components can result in severe
injuries or fatalities.

o Arc Flash: A sudden release of energy due to an electrical fault can cause
explosive fire and injury.

o Mechanical Hazards: Unexpected movements of machines can lead to crush
injuries or cuts.

o Chemical Release: Equipment could release hazardous chemicals if not properly
controlled during maintenance.

« Confined Spaces: Equipment maintenance may involve confined spaces which
can enhance risks.

Awareness of these hazards is critical for maintaining a safe working environment.

3. Typical Lock Out Tag Out Procedures



The following are standard steps involved in a typical Lock Out Tag Out procedure:

1. Preparation:
o ldentify the equipment that needs servicing and inform affected workers.
2. Notify Affected Employees:

o Communicate the intention to perform maintenance or repair work to all

affected employees.
3. Shutdown Procedures:

o Follow the established shutdown procedures for the equipment to make it

safe for maintenance.
4. Lock Out:

o Disconnect energy sources (e.g., electricity, hydraulic, pneumatic).

o Apply lock(s) to the energy-isolating device(s) to prevent accidental re-
energization.

5. Tag Out:

o Attach atag to the lock specifying who locked it, the date, and the
purpose. The tag should convey that the equipment cannot be operated
until removal by the person who placed it.

6. Release Stored Energy:
o Safely release or restrain any stored energy (e.g., capacitors, springs) to
ensure the system is entirely de-energized.
7. Verify Isolation:
o Use atesting device to confirm that the equipment is de-energized.
8. Perform Work:
o Workers may now safely perform maintenance or repairs.
9. Remove Lock Out Tag Out:

o Once work is completed, notify all affected employees. Remove locks and

tags only when it is safe to do so.

4. Facility-Specific Procedures

LOTO processes may vary from one facility to another. It is crucial for workers to
familiarize themselves with the specific LOTO procedures that apply to their work
environment. Always consult with management or refer to the facility’s safety protocols
to ensure compliance with local regulations and corporate policies.

5. Right to Verify Zero Energy

As a worker, you always have the right to personally verify that the equipment is
completely de-energized before beginning work. If there is any uncertainty about the
lock out process or the condition of the equipment, do not hesitate to walk down the
system and confirm zero energy. Always prioritize your safety and the safety of your
colleagues.



6. Conclusion

Lock Out Tag Out procedures are vital to protecting worker safety around energized
equipment. By following established protocols, understanding potential hazards, and
familiarizing yourself with facility-specific procedures, you contribute to a safer
workplace. Always prioritize verification of energy status and advocate for your safety
when working on equipment that could pose risks.

Note: For additional training or clarification on LOTO procedures, please consult your
safety officer or management. Always stay vigilant and prioritize communication
regarding safety practices in your workplace.



