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NAME OF LOTO PROCEDURE (I.E.DOCUMENT NAME) 
Insert site header
NAME OF LOTO PROCEDURE (I.E.DOCUMENT NAME) 
Instructions:
· Complete each section of the form.  Where a step or section does not apply, write n/a.  If pictures are not used, delete the placeholders.
· Return completed forms to the department supervisor or manager for review and approval.
· Save an electronic copy of the approved procedure according to the site and department specific guidelines.  
· Ensure completed procedures are readily accessible, such as having them available on mobile devices, a printed copy on or near the equipment, or having the procedures available in a binder in the location of the equipment. 
· Submit a copy of the final approved procedure to the Environmental Health and Safety Office (EHSO) at indhyg@emory.edu.
· [bookmark: _Hlk511648862]This form may be altered by the user, so long as it remains in compliance with the LOTO Procedure Guidance document.
· Review the procedure at least once per year by completing the Periodic Inspection Certification Form.


	LOCATION:  
	     
	EQUIPMENT NAME: 
	[bookmark: Text2]     

	[bookmark: _Hlk514745175]REASON FOR EQUIPMENT / SYSTEM ISOLATION:      

	[image: http://ecx.images-amazon.com/images/I/51Yut6oJp-L._SL500_AA300_.jpg] Locks/Tags Needed


[bookmark: Text15]     
	CAUTION

	
	[bookmark: Text3]Note that the <equipment name> has <types of hazards>hazards.


PURPOSE
This procedure establishes the minimum requirements for the lockout / tagout of energy isolating devices whenever maintenance or servicing is done on machines or equipment where employees may be exposed to the unexpected energization of equipment or release of hazardous energy could cause injury.
COMPLIANCE 
All employees are required to comply with the restrictions and limitations imposed upon them during the use of lockout.  Authorized employees are required to perform equipment isolation in accordance with this procedure.  Disciplinary action will be taken against all violators according to their organization’s disciplinary action policy.
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	HAZARD ID
	SOURCE
	MAGNITUDE
	METHOD OF ISOLATION
	VERIFICATION  

	Chemical
	[bookmark: Text16]     
	     
	     
	     

	Steam
	     
	     
	     
	     

	Water
	     
	     
	     
	     

	Fire
	     
	     
	     
	     

	Electrical
	     
	     
	     
	     



	<EQUIPMENT NAME> LOCKOUT/TAG OUT SEQUENCEFuel oil discharge valve


	#
	STEP
	DESCRIPTION

	1
	Notify
	[bookmark: Text6][bookmark: Text7][bookmark: Text8]Notify <job title of person to notify> at <phone number> that servicing or maintenance is required on the <equipment name> and that the machine will be shut down and locked out or tagged out.

	2
	Review Lockout Procedure
	[bookmark: Text9][bookmark: Text10]Note that the <equipment name> has <name specific hazards> hazards.

	3
	Perform Machine Stop
	[bookmark: Text11][bookmark: Text12]If the <equipment name> is operating, shut it down at the <indicate where to shut down>.

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

	5
	Lockout Energy
	Lock out the energy isolating device with assigned individual lock or affix the tagout device to indicate that operation or movement of the energy isolating device is prohibited.

	6
	Dissipate Energy
	All potentially hazardous stored or residual energy must be dissipated, disconnected, restrained, or otherwise rendered safe. <Indicate how to dissipate or release any stored energy (if any)>

	7
	Attempt Restart
	Ensure that the equipment is disconnected from the energy source(s) by first checking that no personnel are exposed; then verify the isolation and deenergization of the equipment is complete.
Caution: Return operating control(s) to neutral or “off” position after 
verifying the isolation of the equipment.



	RESTORE TO SERVICE

	#
	STEP
	DESCRIPTION

	1
	Check Machine
	Check the equipment and the immediate area around the machine to ensure that nonessential items have been removed and that the machine or equipment components are operationally intact.

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

	3
	Verify Machine
	Verify that the controls are in neutral or “off” position.

	4
	Remove Lock or Tag
	Remove the lockout devices and reenergize the machine or equipment. 
NOTE: The removal of some forms of blocking may require reenergization of the machine before safe removal.

	5
	Notify
	[bookmark: Text13][bookmark: Text14]Notify <job title of the person to notify> at <phone number> that the servicing or maintenance is completed, and the machine or equipment is ready for use.



	DOCUMENT REVIEW AND APPROVAL

	AUTHORIZED EMPLOYEE COMPLETING FORM / PROCEDURE

     
	DATE COMPLETED

     

	SUPERVISOR REVIEWING PROCEDURE


[bookmark: _GoBack]
	DATE APPROVED


      
	NEXT REVIEW DUE


     


Any machine modifications must be shown in procedure.  Contact EHSO at 404-727-5922 to update procedure.
SAFETY IS YOUR RESPONSIBILITY


LOTO Procedure Template_3	Revision Date: 18-Jun-18	page 1 of 3
LOTO Procedure Template_3		Revision Date:  18-Jun-18		page 3 of 3
image2.png
This is a pic. Toinsert an image, Right-Click this
pic and select “Change Picture” which will
allow you to insert a pic with the same settings

as this one. You can apply artistic effects by
selecting the pic and clicking the “Format
Picture” tab at the top of your Word window.





image3.wmf

image4.wmf

image1.jpeg




image4.png
EMORY Environmental Health and Safety Office 1762 Clifton Road NE, Suite 1200
Atlanta, GA 30322

UNIVERSITY Research Administration (404) 727-5922
FAX: (404) 727-9778





