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KNOWLEDGE CHECK — The Lockout Tagout Process 

When a crew is scheduled to perform work on an energized electrical system, the first priority must 
be to turn it off and establish an electrically safe work condition. A key component of establishing 
that safe work condition is utilizing lockout/tagout equipment, also known as LOTO. This LOTO con-
sists of locks and tags that serve as notification to other contractors and crews that someone has 
shut the system off to perform work. Let’s review some of the safety requirements for safe applica-
tion and coordination of LOTO on the project  

 Planning and Coordination 

Applying lockout/tagout to a piece of electrical equipment should always be a planned procedure. 
These procedures can be simple, such as turning a disconnect or breaker from the ON position to 
the OFF position. LOTO procedures can also be very complex when there are multiple sources of 
power, multiple contractors, multiple shifts working on the same system, and other factors. The 
greater the complexity of the LOTO procedure, the more detailed a written plan should be.  

Week XX: Lockout Tagout 
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for injury, damage or other losses which may arise from reliance on this information and the use of this document. 

• A lockout device is a unique lock that is to be applied to an energy isolating/controlling device 
(i.e. handle or switch). This lock could be either a keyed or combination device but must be 
unique to LOTO.  

• A tagout device is a tag that alerts personnel that an employee is working on the equipment. 
Tags must contain a statement that alerts personnel that the electrical system is not to be start-
ed and that removal of the tag is prohibited. It is important to list the installers name and con-
tact information on the tagout  

These guidelines do not provide all the information necessary to utilize lockout/tagout on a project. 
Additional task and project-specific information must be provided through training and pre-task 
plans. Consult the OSHA Standards and your Project Superintendent for further guidance. 

 

 

Lockout/Tagout Devices 

Roles and Responsibilities 

There are two primary roles that an employee can fall under during lockout/tagout work proce-
dures. These roles are known as an Authorized Person and an Affected Person. It is important that 
all employees understand their responsibilities under a LOTO plan and their limitations of the work 
to be performed. 

• An Authorized Person is an employee who is allowed to work on the system while in a de-
energized (OFF) state. This employee must apply a LOTO device on the system and retain con-
trol of those devices. 

• An Affected Person is an employee who is normally assigned to utilize the equipment that is 
planned to be OFF. This could be a machine operator or technician within the facility.  


