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OG 100.38 LOCKOUT/TAGOUT PROCEDURES 

ADOPTED: March 21, 2022    REVISED: 

 

 

PURPOSE: 

This procedure establishes the minimum requirements for the lock out of energy isolating 

devices whenever maintenance or servicing is done on machines or equipment.  It shall be 

used to ensure that the machine or equipment is stopped, isolated from all potentially 

hazardous energy source are locked out before members perform any servicing or 

maintenance where the unexpected energization or start-up of the machine or equipment or 

release of stored energy could cause injury. When the energy isolating devices are unable to 

be locked out, tag out will be used.  The following simple lock out/tag out procedure will be 

provided to assist the District in meeting OAR 437, Division 2, General Occupation and 

Health Rules, Subdivision J. 

 

PROCEDURES: 

All Jefferson Fire District members will be required to comply with the restrictions and 

limitations imposed upon them during use of lock out. The authorized members will be 

required to perform the lock out in accordance with this procedure.  All members, upon 

observing a machine or piece of equipment which is locked out to perform servicing or 

maintenance, shall not attempt to start, energize, or use that machine or equipment. 

Note: Failure to comply with this procedure could result in disciplinary action. 

 

A. Sequence of Lock Out 

1. Notify all affected members that servicing, or maintenance is required on a machine 

or equipment and that the machine or equipment must be shut down and locked out to 

perform the servicing or maintenance. District personnel will be notified of servicing 

or maintenance of machines or equipment using signs warning against the starting or 

use of the machine or equipment. 

2. The authorized member shall refer to the equipment procedure to identify the type and 

magnitude of the energy that the machine or equipment utilizes, shall understand the 

hazards of the energy, and shall know the methods to control the energy. 

3. If the machine or equipment is operating, shut it down by the normal stopping 

procedure (depress stop button, open switch, close valve, etc.). 

4. Deactivate the energy isolating device(s) so that the machine or equipment is isolated 

from the energy source(s). 

5. Lock out the energy isolating device(s) with assigned individual lock(s). 

6. Stored or residual energy (such as that in capacitors, springs, elevated machine 

members, rotating flywheels, hydraulic systems, and air, gas, steam, or water pressure, 

etc.) must be dissipated or restrained by methods such as grounding, repositioning, 

blocking, bleeding down, etc. by trained personnel. 

7. Ensure that the equipment is disconnected from the energy source(s) by first checking 

that no personnel are exposed, then verify the isolation of the equipment by operating 

the push button or other normal operating control(s) or by testing to make certain the 

equipment will not operate. 
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8. The machine or equipment is now locked and/or tagged out. 

 

B. Restoring Equipment to Service 

When the servicing or maintenance is completed and the machine or equipment is ready 

to return to normal operating condition, the following steps shall be taken: 

1. Check the machine or equipment and the immediate area around the machine or 

equipment to ensure that nonessential items have been removed and that the machine 

or equipment components are operationally intact. 

2. Check the work area to ensure that all employees have been safely positioned or 

removed from the area. 

3. Verify that the controls are in neutral. 

4. Only the person who locked out or tagged out the machine or equipment may remove 

or give permission to remove lockout/tagout device(s).  

5.  Remove the lock out device(s) and reenergize the machine or equipment. 

Note: The removal of some forms of blocking may require reenergization of the 

machine before safe removal. 

6. Notify affected members that the servicing or maintenance is completed, and the 

machine or equipment is ready for use. 

 

C. Alternative Methods 

1. When lock out or tag out is not used for tasks that are routine, repetitive, and integral 

to the production process, or prohibits the completion of those tasks, then an 

alternative method must be used to control hazardous energy.  

2. Selection of an alternative control method must be based on a risk assessment of the 

machine, equipment, or process. The risk assessment must consider existing 

safeguards provided with the machine, equipment or process that may need to be 

removed or  modified to perform a given task.  

3. For example, when control circuits are used as part of the safeguarding system, the 

system must be designed to ensure protection as effective as a mechanical disconnect 

switch or master shut-off valve. A control-reliable dual channel hardwired circuit of 

industrially rated components that satisfies the design features as specified in ANSI 

B11.19, with a safety relay or safety PLC to ensure integrity and performance of the 

safeguarding system, must be used. 

4. Under all circumstances, the individual must have exclusive personal control over the 

means to maintain the state of the control circuit in a protective mode.  

 

D. Exposure Survey 

1. Jefferson Fire District will conduct a hazardous-energy survey to determine 

affected machines and equipment, types and magnitude of energy, and necessary 

service and maintenance tasks. Each task will be evaluated to determine if it 

must be accomplished with lock out or tag out procedures. 
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E. Training 

1. Members who may be exposed to hazardous energy will receive training before 

assignment to ensure that they understand Jefferson Fire District’s energy-control 

policy  and have skills to apply, use, and remove energy controls. The training will 

include the requirements of 1910.147 and the following: 

a. Affected members will be trained in the purpose and use of energy-control 

procedures. An affected members uses equipment that is being serviced under 

lockout or tagout procedures or works in an area where equipment is being 

serviced.  

b. Authorized members will be trained to recognize hazardous energy sources, the 

type and magnitude of energy in the workplace, the methods and means necessary 

for isolating and controlling energy, and the means to verify that the energy is 

controlled. An authorized members locks out or tags out equipment to do service 

work. An affected member becomes an authorized member when that member’s 

duties include service or maintenance work on equipment. 

c. Members whose jobs are in areas where energy-control procedures are used will 

be trained about the procedures and the prohibition against starting machines that 

are locked or tagged out. 

d. Members will be retrained annually to ensure they understand energy-control 

policy and procedures. 

e. Authorized and affected members will be retrained whenever their job 

assignments change, energy-control procedures change, equipment or work 

processes present new hazards, or when they don’t follow energy-control 

procedures.  

2. Current training records will be maintained for each authorized and affected member 

including the member’s name and the training date.  

 

F. Inspections of written energy-control procedures 

1. Jefferson Fire District will perform and document annual inspections of energy-

control   procedures to ensure that members understand and use them effectively. This 

will be documented and will include the following: 

a. The equipment on which the procedure is used 

b. The date of the inspection 

c. The employees included in the inspection 

d. The inspector 

2. If an inspector finds that employees are not following an energy-control procedure 

or that the procedure is not protecting them, members must be retrained, and the 

procedure’s deficiencies corrected. 

3. The inspector must understand the procedure and must be someone other than those 

following the procedure at the time of the inspection. Each procedure’s accuracy, 

completeness, and effectiveness must be verified. 

4. If the inspection covers a procedure for equipment with an energy-isolating device 

that can be locked out, the inspector must review the procedure with the members 

who use it to service the equipment. The inspector can review the procedure with the 

members individually or in a group. 
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5. If the inspection covers a procedure for equipment with an energy-isolating device 

that can only be tagged out, the inspector must review the procedure with the 

authorized employees who service the equipment and with affected employees who 

may work in the area when the equipment is serviced. The inspector can review the 

procedure with the employees individually or in a group. 

 

G. Lockout/Tagout on an Emergency Scene 

1. Find an onsite person familiar with the equipment and their Lockout/Tagout 

procedures.  Follow their procedures and ensure the equipment is lockout and 

tagout before entering dangerous area or trying to remove a victim that may be 

trapped or entangled in a machine. Jefferson Fire District will apply a fire district 

lock on any lock-out device while Jefferson Fire District personnel are working 

on equipment or systems requiring lockout/tagout.   

2.  If no manager, safety person or responsible party is present or able to be found in 

a timely manner follow Jefferson Fire District lockout/tagout Operational 

Guideline and ensure equipment is secured before working on or around 

equipment or energized systems. 

 


