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Environmental 

Health and Safety

	Lock Out / Tag Out (LOTO) Procedure Form

	 Facilities Management Work Order #: ______________________________________


	Description of Machine/Equipment or Work:
	
	

	Building:
	
	
	Room #:
	

	Start Date:
	
	
	End Date:
	

	
	
	
	

	Lock #
	Employee/Contractor (company) Name
	Start Date/Signature
	End Date/Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	
	

	Lock Out/Tag Out (LOTO) Devices

(E.g. Locks, Chains, Clamps, etc.)

	The following steps need to be performed to safely place, remove and transfer LOTO devices to energy isolating devices:

↓ Check box, beside the steps

	   1. Notify all affected personnel (operators of machine equipment, etc) that LOTO procedures will be in effect.

	   2. Notify building director if services are to be interrupted
	

	   3. Identify & isolate energy sources
	

	   4. Lock and tag
	
	

	   5. Test the controls (describe method used)

	   6. Perform the work
	
	

	

	Re-Energizing Equipment/Machine

	Before start-up of machine/equipment after servicing, complete the following steps:

↓ Check box, beside the steps

	   1. Make sure machine/equipment is in good working order.

	   2. Notify all affected personnel that LOTO devices are being removed from equipment/machinery and all personnel are safely positioned away from the equipment/machinery.

	​   3. Check for and retrieve all loose tools, equipment/machine parts. Reinstall all removed equipment/machine     guards.

	   4. Remove all LOTO devices (locks, accessories & tags) from energy isolating devices.

	   5. Operate the energy isolating devices to restore energy to the equipment/machine.

	N.B.    
	
	
	

	Supervisor or Delegate or Contractor name and signature required, including all fields in the first box to be completed.
	Name:
	
	

	
	
	
	

	 
	Signature:
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