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This training guide was created to help 
first-level supervisors conduct OSHA 
required safety training.  If the supervisor 
presently has a training program in place 
that covers the training requirements and 
certifies the training with a training roster, 
this guide does not need to be used.  It 
may be used in whole or in part to satisfy 
requirements.  Any questions or 
suggestions for improvement of this 
training guide should be directed to the 
PAARNG State Safety Office.  
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SUBJECT:  Lockout/Tagout  

 

REFERENCE:  29 CFR PART 1910.147.  

 

TRAINING REQUIREMENTS:  1.   A l l  em ployees  wi l l  rece ive  in i t ia l  t ra in ing .   

In i t ia l  t ra in ing  wi l l  be  conduc ted by the  Sta te  Safe ty Of f ice  fo r  a l l  new em ployees .   
Superv isors  are  respons ib le  fo r  contac t ing  the  Sta te  Safe ty Of f ice  as  soon as  the  
em ployee s tar ts  work  to  schedu le  in i t ia l  t ra in ing .   Records  o f  in i t ia l  t ra in ing  wi l l  be  
re ta ined by the  Sta te  Safe ty Of f ice .  
 
 2 .   Refresher  t ra in ing  wi l l  be  conduc ted annua l ly by the  f i r s t - leve l  superv isor  
and add i t iona l ly f o r  any o f  the  f o l lowing reasons :  
 
  (a )  W henever  there  is  a  change in  an  em ployees  job  ass ignm ent  tha t  
m akes  them  an af fected employee  (opera tes  equ ipm ent  tha t  requ i re  
lockout / tagout )  o r  author ized employee  (person who im plem ents  lockout / tagout  
p rocedures ) .  
  (b )  New m ach inery is  added tha t  requ i res  lockout / t agout .  
 
  ( c )  W hen equ ipm ent  or  p rocesses  produce a  new hazard  requ i r ing  
lockout / tagout .  
 
  (d )  W hen there  is  a  change in  lockout / tagout  p rocedures .  
 

REFRESHER TRAINING OUTLINE:  1.   The fo l lowing out l ine  was  es tab l ished 

to  a id  the  superv isor  conduc t  re f re sher  t ra in ing .   I t  i s  recom m ended the  superv isor  
a lso  re fer  to  29  CFR PART 1910.147 and the  SSO SOP #11 ( lockout / tagout )  be fore  
conduc t ing  the  t ra in ing .  
 

A lack of  respect  for  the hazards of  s tored energy and not  fo l lowing 
lockout / tagout  procedures could  c ost  an  employee thei r  l i fe  or  the l i fe  o f  a   
co-worker .   

 
  2 .   29  CFR PART 1910.147 requ i res  the  f o l lowing m in im um  t ra in ing :  
 

  (a )  Purpose of  the lockout / tagout  program.   Prevent  s to red energy 
f rom  acc identa l ly be ing  re leased wh i le  m ach ines  and equ ipm ent  are  be ing  serv iced 
or  repa i red .  

  (b )  What  the program does not  cover .   Cord and p lug  equ ipm ent  i f  
the  ind iv idua l  is  in  cont ro l  o f  the  p lug  a t  a l l  t im es .   Minor  too l  changes  and 
ad jus tm ents  to  m ach inery.   Lockout / tagout   does  not  app ly to  veh ic les .  
 

  ( c )  Types of  energy that  need contro l .   Elec t r ica l ,  Pneum at ic ,  
Chem ica l ,  Therm al ,  Hydrau l ic ,  and Mechan ica l .   Remember  tha t  some mach ines  
have more  than one source o f  s to red energy .  
 

  (d )   Lockout  vs.  Tagout .   Us ing a  lock  on a  d isconnec t  swi tch ,  o r  
va lve  hand le  wi l l  a lways  be used as  long as  i t  accepts  one.   W hen i t  i s  no t  poss ib le  
to  p lace a  lock  on an iso la t ion  dev ice  a  tag  wi l l  be  used.   Rem em ber  tha t  locks  are  
sa fer  than tags .   Locks  m ay on ly have one key tha t  is  in  the  possess ion  o f  the  
ind iv idua l  per fo rm ing serv ices  on the  equ ipm ent .   Locks  and tags  are  d is t r ibu ted by 
the  Energy Cont ro l  O f f icer  (Shop Forem an) (Show the  type o f  tags  and locks  tha t  
a re  used) .   
 



  (e )   When to  Lockout /Tagout .   W hen per form ing serv ice  or  repa i rs  on  
m ach inery where  unexpec ted  s tar t -up  or  re lease o f  s to red energy cou ld  cause 
in ju ry to  personne l .   I t  i s  no t  necessary to  lockout / tagout  m ach inery dur ing  norm al  
opera t ing  procedures  un less :  
 
   (1 )   A guard  is  rem oved or  bypassed.  
 
   (2 )   Par t  o f  the  body is  p laced where  i t  cou ld  b e caught  by 
m oving m ach inery.   
 

  ( f )  Six step procedure for  contro l l ing  hazardous energy.  

 
   (1 )   Prepare  fo r  shutdown -   Not i f y a l l  a f f ec ted em ployees  tha t  
serv ic ing  or  m ain tenance on a  p iece o f  equ ipm ent  wi l l  requ i re  i t  to  be  shut  down.   
Before  you beg in  serv ice  or  repa i rs  on  equ ipm ent ,  know the  fo l lowing:  
 

      A l l  t ypes  o f  energy invo lved.  
 

      Hazards  presented by energy.  
 

      How to  cont ro l  the  energy.  
 
   (2 )   Shut  Down the  equ ipment  -  Turn  o f f  the  equ ipm ent  or  
m ach inery by us ing  the  on -o f f  swi tch .     
 
   (3 )   I so la te  the  equ ipment  or  mach inery .   I so la te  m ach ine or  
equ ipm ent  f rom  the energy source.   Th is  is  a  d isconnec t  swi tch ,  m ain  c i rcu i t  
breaker ,  o r  c los ing  a  va lve  to  the  “o f f ”  pos i t ion .  
 
   (4 )   App ly  lockout / tagout  dev ice .   Apply the  lock .   Be sure  i t  
ho lds  the  iso la t ing  dev ice  in  the  “OFF”  pos i t ion .   A lso  app ly a  tag .   Ensure  the  
person work ing  on the  equ ipm ent  has  the i r  nam e on the  tag .   Or ,  i f  a  lock  can not  
be  app l ied ,  app ly the  tag .   On ly the  ind iv idua l  per fo rm ing serv ices  on the  p i ece o f  
equ ipm ent  is  au thor ized to  app ly and rem ove locks .   An except ion  is  the  shop 
fo reman.    
 
   (5 )   Re lease a l l  s to red energy .   Carefu l ly re lease a l l  s to red 
energy.   Be care fu l  o f  m ach inery tha t  conta ins  m ore  then one energy source.  
 
   (6 )  Ver i fy  iso la t ion  o f  equ ipment  or  mach inery .   Try the  on -o f f  

swi tch  (NOT THE ISOLATION SWITCH)   o r  o ther  cont ro ls  to  be  sure  the  m ach ine 
won’ t  s ta r t .   Th is  ver i f ies  a l l  s to red energy has  been re leased.  
   

 g .   Three step procedure for  restar t .  

 
     (1 )   Inspec t  equ ipment  and area.   Inspec t  the  equ ipm ent  to  be  
sure  o f  the  fo l lowing:  
 

      A l l  too ls  and o ther  m ater ia ls  a re  rem oved.  
 

      Mach ine is  f u l ly reassem bled.  
 

      Guards  and o ther  sa fe ty dev ices  are  ins ta l led .  
 
   (2 )   In fo rm e f fec ted employees .   Ensure  a l l  e f f ec ted em ployees  
are  in  a  sa fe  pos i t ion  before  s tar t ing  the  m ach inery.  



   (3 )   Remove lockout / tagout  dev ices .   Rem em ber  tha t  on ly the  
ind iv idua l  who ins ta l led  the  lock  or  tag  is  au thor ized to  rem ove the  dev ices  wi th  the  
except ion  o f  the  shop fo rem an.  
 

  h .   When to  fo l low  wri t ten  procedures for  lockout / tagout .   W hen 
m ach inery has  m ore  than one energy source,   o r  has  m ore  than one lockout / tagout  
dev ice ,  wr i t ten  procedures  wi l l  be  fo l lowed as  m ent ioned in  SSO SOP #11,  the  
Energy  Cont ro l  Program .  
  

  i .   Contractors  performing serv ices on equipment .   W henever  
cont rac tors  per fo rm  repa i rs  or  serv ices  on equ ipm ent  tha t  requ i res  lockout / tagout  
p rocedures ,  they are  respons ib le  fo r  supp lying  the i r  own locks  and m us t  in fo rm  the  
superv isor .   Any em ployee not ic ing  a  cont rac tor  per fo rm ing repa i rs  or  serv ices  and 
are  in  v io la t ion  o f  lockout / tagout  p rocedures ,  wi l l  no t i f y the i r  superv isor  
im m edia te ly.   Cont rac tors  are  requ i red  to  fo l low lockout / tagout  p rocedures  in  
accordance wi th  OSHA and the  Nat iona l  E lec t r ic  Code (N EC) .  
 

RECORD KEEPING:  The superv isor  is  respons ib le  fo r  m ain ta in ing  th is  gu ide  as  

proof  o f  what  t ra in ing  m ater ia l  was  covered dur ing  the  re f resher  t ra in ing .   The 
superv isor  m us t  a lso  m ain ta in  the  t ra in ing  ros ter  (Enc losure  1)  f o r  the  cur rent  and 
prev ious  year .   Ensure  the  nam es  o f  ALL  personne l  t ra ined are  recorded on the  
t ra in ing  ros ter .  
 
 
 

           
 



SUPERVISOR NOTES  

FOR CONDUCTING TRAINING  

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 



ENCLOSURE 1 

 
TRAINING RECORD/CERTIF ICATION FOR  

LOCKOUT/TAGOUT  

 

This  is  to  cer t i f y tha t  the  unders igned ins t ruc tor  conduc ted t ra in ing  in  accordance 
wi th  29  CFR PART 1910.147 and the  prov is ions  o f  th is  gu ide .   The fo l lowing 
ind iv idua ls  rece ived t ra in ing .   The employees s ignature  indicates he/she 
understands the t ra in ing they received.  

 
 

Print  Name (Last ,  F i rst ,  M I )   Signature       

          

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 

              

 
              
 
              

 

              

 

              

 

              

 

 

Date  of  T ra in ing:     

 
                 

Inst ructor ’s  Name (Pr int )   S ignature      T i t le    


