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ENERGY CONTROL – 
LOCK OUT/TAG OUT 

 
 
1. INTRODUCTION 
 
1.1 Goal:   
 

The goal of the City of Burlingame’s (City) Energy Control/Lock Out/Tag Out Program is 
eliminating accidents related to the exposure of employees to various forms of hazardous 
energy due to the unexpected energization or start up of the machine or equipment, or the 
release to stored energy.   

 
 
1.2 Scope:   
 

The procedures contained in this Energy Control/Lock Out/Tag Out Program (Program) 
are designed to be used whenever an employee is required to bypass a safety device or 
guard on a machine or piece of equipment, whenever an employee is required to place any 
portion of their body within the point of operation of potentially dangerous 
machinery/equipment, or whenever there is the potential for exposure to any form of 
hazardous energy.  Hazardous energy sources include any of the following: electrical, 
mechanical, pneumatic, chemical, thermal, radiation, and hydraulic. The primary source 
of hazardous energy for the City is electricity. 
 
The Program is intended to be used when equipment is not required to be operational 
during the work that is to be performed.  Examples include testing of circuits that must 
remain energized while the testing is being performed or when equipment must be 
operational in order to perform minor adjustments.  In such cases, other procedures must 
be employed to protect the employee from the hazardous energy that is present.  

 
 
1.3 Regulatory Guidelines:  
 

Guidelines for this procedure are outlined in the California Code of Regulations, General 
Industry Safety Orders, Section 3314, "Cleaning, Repairing, Servicing, and Adjusting 
Prime Movers, Machinery, and Equipment” and from the Electrical Safety Orders, 
Section 2320.4 “De-energized Equipment or Systems.” 

 
 
1.4 Procedures:   
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The procedures outlined in this Program are intended to be used by City employees 
whenever they are working at City facilities, such as are under the control of the Public 
Works Department.  Whenever a procedure is in effect at their work site, the employee 
will follow that procedure unless he/she believes that it does not meet the requirements of 
the standards outlined above.  In such cases they should follow the procedures outlined in 
this document. 

 
 
2.0   DEFINITIONS  
 
Affected employee.  An employee whose job requires them to operate or use a machine or 
equipment on which cleaning, repairing, servicing, setting-up or adjusting operations are being 
performed under lockout or tagout, or whose job requires the employee to work in an area in 
which such activities are being performed under lockout or tagout.  
 
Authorized employee or person.  A qualified person who locks out or tags out specific machines 
or equipment in order to perform cleaning, repairing, servicing, setting-up, and adjusting 
operations on that machine or equipment.  An affected employee becomes an authorized 
employee when that employee's duties including performing cleaning, repairing, servicing, 
setting-up and adjusting operations covered under this section.  
 
Locked out.  The use of devices, positive methods and procedures, which will result in the 
effective isolation or securing of prime movers, machinery and equipment from mechanical, 
hydraulic, pneumatic, chemical, electrical, thermal or other hazardous energy sources.  
 
Normal Production Operations. The utilization of a machine or equipment to perform its 
intended production function.  
 
Prime Mover. The source of mechanical power for a machine.  
 
 
3.0   PURPOSE AND SCOPE 
 
3.1 Responsibility: 
 

3.1.a ____________________ is the Energy Control/Lock Out/Tag Out (LOTO) 
Program Administrator.  The responsibilities include: 

 
3.1.a.1 Developing a written Program to comply with applicable regulations. 
 
3.1.a.2 Administering, maintaining, and evaluating the overall program on a 

periodic basis. 
 
3.1.a.3 Providing guidance for application of the Program Procedures. 
 
3.1.a.4 Selecting the types of equipment used for LOTO in this Program. 
 
3.1.a.5 Implementing training and instructional programs. 
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3.1.a.6 Ensuring employees utilize appropriate LOTO procedures. 
 
3.1.a.7 Maintaining records. 

 
 

3.1.b Supervisors are responsible for: 
 

3.1.b.1 Ensuring that employees are provided approved LOTO equipment as 
required. 

 
3.1.b.2 Ensuring that employees utilize the assigned equipment in the 

approved manner. 
 
3.1.b.3 Monitoring the operations in the field to assure compliance with City 

policies and procedures. 
 
3.1.b.4 Initiating disciplinary action on those employees who violate this 

Program. 
 

3.1.c Employees are responsible for: 
 

3.1.c.1 Ensuring that they do not expose themselves to any potential sources of 
hazardous energy. 

 
3.1.c.2 Obtaining and maintaining the appropriate types of LOTO equipment. 
 
3.1.c.3 Determining whether any site-specific LOTO procedures are utilized at 

their work site. 
 
3.1.c.4 Attending training programs on the use and/or application of LOTO 

procedures. 
 
3.1.c.5 Complying with LOTO procedures. 
 
 

3.2 Employer: 
 

3.2.1 The City shall provide accident prevention signs, tags, padlocks, seals or other 
similarly effective means that may be required for cleaning, servicing, adjusting, 
repair work or setting-up operations.  

 
3.2.1.a Signs, tags, padlocks, and seals shall have means by which they can be 

readily secured to the controls and which identify the person who is 
using the equipment. 

 
3.2.1.b Tagout device attachment means shall be of a non-reusable type, 

attachable by hand, self-locking, and non-releasable with a minimum 
unlocking strength of no less than 50 pounds. 
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4.0    LOCK OUT/TAG OUT PROCEDURES 
 
4.1 City Policy – Recognition of Hazards:   
 

Due to the nature of work performed by City, employees are expected to work in areas 
where potentially dangerous forms of hazardous energy exist.  In these instances, steps 
need to be taken which will ensure that such energy sources do not contact any worker.  
These steps are outlined below.  It is expected that all employees will follow these 
procedures at all times whenever the potential for injury or exposure exists.   

 
 
4.2 City Policy – Importance of Training:   
 

It is City policy that only qualified, trained persons may work on electrical circuit parts or 
equipment that has not been de-energized.  Such persons will be familiar with the use of 
special precautionary techniques, insulating and shielding materials, insulated tools, and 
personal protection equipment.  All persons who work on or near energized equipment or 
circuits will be trained in the control of hazardous energy, including LOTO. 

 
 
4.3 City Policy – Signs and Tags:   
 

In all cases, accident prevention signs or tags or both shall be placed on the controls of 
the equipment, machines and prime movers during repair work and setting-up operations. 

 
 
4.4 Distribution of Equipment:   
 

Each employee that expected to perform work where exposure to potentially harmful 
forms of energy are present will be provided with approved LOTO equipment.  Such 
equipment shall be maintained by the employee and kept with them at all times when 
working.  Each employee is responsible to notify their supervisor or the LOTO Program 
Administrator in the event that additional equipment is needed. 

 
 Optional:  Each employee who is expected to perform work where exposure to potentially 

harmful forms of energy are present will be provided with approved LOTO equipment. 
Such equipment shall be maintained in the LOTO cabinet for use by employees. Each 
employee is responsible to notify their foreman or the Program Administrator in the event 
that additional equipment is needed. 

 
 
4.5 Application of the System - Specific Procedures:   
 

The following six-step process will be followed whenever there is a potential for 
exposure to any harmful forms of energy: 
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4.5.a Preparation for Shutdown: Prior to shutting down any equipment, it is necessary 
to evaluate the system/process and ascertain the type and amount of energy 
present and to notify anyone who might be impacted by the shutdown activities.  
Once this is determined, the system/process should be thoroughly reviewed to 
determine if multiple types of energy sources are present and where the energy 
sources are located.  (For example, an electrical system that powers a press might 
have stored energy available once the electricity is removed.  The stored energy 
could be in the form of a compressed spring, which could release and injure the 
employee.) 

 
4.5.b Shutdown the System:  Shut the system down using the standard means, which 

typically involves turning off a switch, or closing a valve. 
 
4.5.c Isolate the System/Process:  If a complete evaluation of the system was performed 

during the Preparation for Shutdown step, this step will be easy.  Depending on 
the type of system/process involved, this step would involve any of the following: 

 
4.5.c.1 Shut off the power at the main power box.  
 
4.5.c.2 Isolate all valves involved in the system/process. 
 
4.5.c.3 Evaluate all potential sources of energy and consider multiple sources of 

energy. 
 

4.5.d  Lock Out/Tag Out the System/Operation: 
 

4.5.d.1 Physically lock out the portion of the system/operation necessary to turn 
the system back on.  If it is an electrical system, this is usually 
accomplished by placing a lock in the switch and locking it in the "off" 
position.  When multiple workers are working on the same system, 
multiple locks should be used or a multi-lock adapter or box can be used. 

 
4.5.d.2 In the case of hazardous energy located in pipes, locking out the system 

may involve the removal of valve handles after the system has been 
turned off.  In cases where valve handles cannot be removed, a valve 
cover can be placed over the handle and locked in place. 

 
4.5.d.3 In all cases, once a lock has been placed, the employee should also place 

their individual tag at the same location as the lock.  The placement of a 
tag will give another visible indication and alert others that the employee 
is working on the system/operation. 

 
4.5.e Releasing All Energy in the System/Operation: 

 
4.5.e.1 After the system/operation is completely isolated and shut down, it will 

often be necessary to review the system for the presence of stored 
energy.  Such energy can be in the form of a capacitor storing electrical 
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charge, compressed air or chemicals in a pipe, or mechanical energy in 
the form of a spring.   

 
4.5.e.2 When it is not possible to release the stored energy, such as with some 

springs or elevated equipment, blocks should be placed to prevent the 
release of the energy onto the employee.  In some cases, ground wires 
might need to be placed to reduce the potential for static discharge. 

 
4.5.f Verify Prior to Beginning Work: 

 
4.5.f.1 In order to ensure that all potential sources of hazardous energy are 

removed, a verification of the system should be performed.  If possible, 
another uninvolved employee should perform the verification.   

 
4.5.f.2 Verification, or testing of the system can involve any of the following 

depending on the situation encountered: 
• Turn on the switch to the system to confirm that energy is not 

present. 
• Use a meter to evaluate the presence of hazardous energy. 
• Test the locks by trying to turn the switch on with them present. 

 
 
4.6 Continuation of Work During Shift Change:   
 

The continuation of the energy control program will not be interrupted during shift 
change where different personnel are going to work on the system.   

 
4.6.a In such cases, at shift change, any person working on the project and who could 

potentially be exposed to the accidental or unplanned release of energy from an 
identified source must ensure that they have placed their personal lock and tag on 
the system at all points.   

 
4.6.b If the individual coming on duty does not have his/her locks and tags in place, 

they will meet with the employee that they are relieving and confirm that they 
have the same number of locks and tags in the same locations as the person being 
relieved.   

 
4.6.c In the event of any questions, or should the employee being relieved not be 

available, the project foreman and/or Authorized employee will work with the 
oncoming employee to ensure that all locks and tags are placed as required.    

 
 
4.7 Removal of the System:   
 

Once the work has been completed, it will be necessary to restore the system/operation to 
its normal working condition.   
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4.7.a Removal of locks and tags should only be accomplished after all of the work on 
the system/operation has been completed.   

 
4.7.b If the system/operation cannot be made safe prior to the end of a shift, the locks 

and tags should remain in place until the safety of the system can be ensured. 
 
4.7.c In general, the LOTO system is an individually designed system. By this it is 

meant that all individuals who are working in the presence of potentially harmful 
energy should be involved in the system. For this reason, only the individual who 
applied his/her lock and tag should remove them.   

 
4.7.d The exception to an individual removing their own lock would occur if someone 

left their lock in place and the system/equipment needed to be restored to service 
and re-energized.  In such cases the foreman for the work is authorized to remove 
the individual’s lock if proper procedures are followed.  These include the 
following: 

 
4.7.d.1 The supervisor must make all attempts possible to ensure that the 

employee whose lock needs to be removed has left the premises.  Direct 
communication with the person is preferred but if not possible, all steps 
should be taken to make sure that the individual is no longer going to 
work on the system. 

 
4.7.d.2 The supervisor must ensure that all work has been completed on the 

system/equipment and that it is ready to be restored to service. 
 
4.7.d.3 The supervisor must ensure that the individual whose lock is being 

removed is informed immediately once they return to work. 
 
4.7.d.4 Only when all of these steps have been taken can the supervisor then 

remove the lock of the individual who has left the site. 
 
 
4.8 Removal of Equipment Guards, Safety Devices, Tools, Etc.:  
 

Prior to restoring the system/ operation back to working order and the locks and tags 
removed, the employee should ensure that all equipment guards and safety devices have 
been restored, that all tools have been removed and accounted for, that all wires and other 
electrical connections are covered, and that all persons are clear of the system/operation.   

 
 
4.9 Testing and Verification:  
 

Once the locks and tags have been removed, the employee should test the 
system/operation to ensure that no hazards remain. 
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4.10 Repetitive Process Machines: 
 

On repetitive process machines, such as numerical control machines, which require power 
or current continuance to maintain indexing and where repair, adjustment, testing, or 
setting-up operations cannot be accomplished with the prime mover or hazardous energy 
source disconnected, such operations may be performed under the following conditions:  

 
4.10.a The operating station where the machine may be activated must at all times be 

under the control of a qualified operator or craftsman.  
 
4.10.b All participants must be in clear view of the operator or in positive 

communication with each other.  
 
4.10.c All participants must be beyond the reach of machine elements which may move 

rapidly and present a hazard to them.  
 
4.10.d Where machine configuration or size requires that the operator leave his control 

station to install tools, and where machine elements exist which may move rapidly 
if activated, such elements must be separately locked out by positive means.  

 
4.10.e During repair procedures where mechanical components are being adjusted or 

replaced, the machine shall be de-energized or disconnected from its power 
source.  

 
 
4.11 MACHINE/EQUIPMENT SPECIFIC ENERGY CONTROL 
 

The City recognizes that equipment can have unique requirements for energy control 
procedures.  Machine and Equipment specific energy control standard LOTO procedures 
will be developed using the Energy Control form (see Appendix).  The standard energy 
control procedure will be posted on each machine and/or piece of equipment as required. 

 
 
5.0  TRAINING 
 
5.1 Policy:  
 

Every employee whose job responsibilities involve the potential exposure to hazardous 
energy sources will participate in a training program.  The training program will involve 
an initial training course covering all aspects of the LOTO Program, followed by annual 
updates and refresher training.  The training program shall include at a minimum, the 
following elements: 

 
5.1.a Description of various types of hazardous energy sources. 
 
5.1.b Safety procedures, engineering controls and safe work practices to prevent 

electrical shock or other injury from direct or indirect electrical contact while 
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performing work on equipment or electrical circuits, including safe clearance 
distances. 

 
5.1.c Safe work practices to be followed when working on live or de-energized 

electrical equipment or circuits, including LOTO procedures, to prevent 
electrical shock and/or injury. 

 
5.1.d Safe work practices for working near live electrical circuits or equipment, 

including use of tools or materials, to include guarding, distance, insulating 
materials, and/or personal protection equipment. 

 
5.1.e Details of the City LOTO Program. 

 
5.1.f Description of the types of equipment available and used by City. 
 
5.1.g Procedures to be followed when applying the LOTO procedures. 
 
5.1.h Practice sessions using the equipment provided.  
 
5.1.i The training program shall be reviewed each year by the LOTO Program 

Administrator to ensure that it remains effective. 
 
 
6.0  RECORDKEEPING 
 
6.1 Recordkeeping Policy:  
 

The following records are maintained by the Program Administrator: 
 

6.1.a Inventory of the types of equipment used. 
 
6.1.b Equipment-specific Energy Control procedures. 
 
6.1.c Records of employee training. 
 
6.1.d Evaluation records on the specific equipment used in the City, Inc., facility 

. 
 
 

7.0   INFORMING CONTRACTORS 
 
7.1 Contractor Policy:   
 

Contractors who might work within any City facility or sites will be informed of our 
LOTO Program.  Each contractor employee is expected to follow the City procedures 
whenever they are working in at City sites unless prior approval has been granted.   

 
7.1.a Such approval shall be in writing and would only occur after the Contractor's 

LOTO Program and procedures have been evaluated for compliance with the laws 
and with compatibility with our Program.   
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7.2 Responsibility:  
 

The Program Administrator is responsible to ensure that contractors adhere to the policies 
contained in this manual. 

 
 
8.0  PERIODIC REVIEW 
 
8.1 Policy:   
 

The site will conduct a periodic review of the energy control procedure(s) at least 
annually to evaluate their continued effectiveness and determine necessity for updating 
the written procedure(s).  

 
8.1.a The periodic audit shall be performed by an authorized employee or person other 

than the one(s) utilizing the hazardous energy control procedures being reviewed.  
 
8.1.b The audit shall include a review between the auditor and the authorized 

employees of their responsibilities under the hazardous energy control procedure 
being utilized.  

 
8.1.c The site will document that the periodic audit have been performed.  The 

documentation shall identify the machine or equipment on which the hazardous 
energy control procedure was being utilized, the date of the audit, the employees 
included in the inspection, and the person performing the audit.  
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APPENDIX A 
EQUIPMENT SPECIFIC FORM 
 
EQUIPMENT NAME/LOCATION:           
 
              
 
  Individual Equipment    System 
 
1. Preparation for Shutdown 1.  Identify Affected personnel/operations 

 
 
 

2.  Shutdown/Turn off Equipment 2. Identify procedures to turn equipment off 
 
 
 
 
 
 
 

3. Isolate Equipment 3a. Review/Identify/List all sources of 
energy present 

 
 - Electrical 
 - Mechanical – Moving parts 
 - Chemical 
 - Pressure – Hydraulic/Pneumatic 
 - Fluids - Engulfment 
 - Other:  _________________________ 
 - Other:  _________________________ 
 - Other:  _________________________ 
 

 3b. Location of isolation points 
 
Electrical:  ___________________________ 
 
Electrical:  ___________________________ 
 
Electrical:  ___________________________ 
 
Mechanical:  __________________________ 
 
Mechanical:  __________________________ 
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Chemical:  ____________________________ 
 
Pressure:  ____________________________ 
 
Fluids:  ______________________________ 
 
Other:  ______________________________ 
 
Other:  ______________________________ 
 

4. Lock Out/Tag Out the System 4.  Equipment needed: 
 
 - Standard locks and tags 
 
 - Multi-hasp adaptors 
 
 - Chains 
 
 - Covers/Seals 
 
 - Other:  __________________________ 
 
 - Other:  __________________________ 
 
 - Other:  __________________________ 

5.  Release Kinetic (stored) Energy 5.  Procedures: 
 
Electrical:  ___________________________ 
 
Mechanical:  __________________________ 
 
Chemical:  ____________________________ 
 
Pressure:  ____________________________ 
 
Fluids:  ______________________________ 
 
Chemical:  ___________________________ 
 
Other:  ______________________________ 

6.  Verification 6. Verification procedures: 
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