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	SOP 2.09 Lock-Out Tag-Out
Information for HHW Programs


[bookmark: OLE_LINK1]Note: This guidance document is for informational purposes only and outlines basic employer requirements. The MPCA does not guarantee that this document satisfies all applicable compliance requirements. It is the sole responsibility of county-specific Household Hazardous Waste (HHW) Program employer to determine if OSHA standards have been met. 
1.	Introduction
[bookmark: _Toc49665542][bookmark: _Toc49665887][bookmark: _Toc49666039][bookmark: _Toc49666081][bookmark: _Toc49666214][bookmark: _Toc49666383][bookmark: _Toc49665544][bookmark: _Toc49665889][bookmark: _Toc49666041][bookmark: _Toc49666083][bookmark: _Toc49666216][bookmark: _Toc49666385][bookmark: _Toc49665552][bookmark: _Toc49665897][bookmark: _Toc49666049][bookmark: _Toc49666091][bookmark: _Toc49666224][bookmark: _Toc49666393]This document establishes the minimum performance requirements for controlling the unexpected start-up or energization of equipment, or the release of stored energy, during routine adjustment, servicing, or maintenance. The Lock-Out/Tag-Out (LOTO) Program ensures that hazardous energy sources are effectively controlled to prevent injury or equipment damage. The designated staff person to implement this HHW Program LOTO Program is [________________________].
2.	PPE Program
1. Perform a risk assessment to determine which equipment requires a LOTO program.
2. Develop and document LOTO procedures and steps specific to each applicable system.
3. Provide staff training on proper LOTO procedures.
4. Conduct regular LOTO inspections and audits.
5. Maintain documentation verifying completion of the above steps to ensure ongoing compliance and effectiveness.
[bookmark: _Toc37090769][bookmark: 1903.2(a)][bookmark: 1903.2(b)][bookmark: 1910.440(b)]3.	PPE Training Requirements
3.1 	Perform Risk Assessment
1. Identify and document all hazardous energy sources present within the facility.
2. Evaluate equipment to determine whether it requires a LOTO procedure.
3. Determine which staff members require LOTO training based on their job duties and exposure.
3.2 Develop LOTO Program
1. Identify and document methods of isolating energy sources (e.g., electrical, mechanical, hydraulic, pneumatic, thermal); see Attachment A.
2. Verify effective energy isolation before performing any work.
3. Manage energy sources according to their magnitude and type.
4. Develop a facility-specific and adaptable LOTO program.
5. Establish provisions to ensure staff safety during special conditions, such as troubleshooting or testing.


3.3 	Training Program 
3.3.1 	Refresher Training - Mandatory staff training is required for all staff who work with or near equipment that has the potential for unexpected start-up or energy release. Authorized and affected staff shall receive refresher training when:
· Job assignments or responsibilities change.
· New equipment, processes, or hazards are introduced.
· Energy control procedures are updated.
3.3.2 	Training Content - LOTO training includes both initial and refresher instruction. The designated LOTO representative shall authorize and ensure appropriate staff receive training that covers:
· The purpose, scope, and application of the energy control program.
· Changes to equipment, processes, or procedures that affect energy control.
· Individual responsibility in maintaining LOTO compliance.
· Procedures for seeking clarification or assistance when uncertain.
· Prohibitions related to attempting to restart or re-energize locked or tagged equipment.
· Ensuring training and inspections are conducted by staff not directly involved in the procedure being evaluated.
3.3.3 	Affected Staff Categories - LOTO requirements apply to all facility staff whose roles involve or are affected by equipment operation:
· Authorized Staff: Staff who perform LOTO procedures, isolate energy sources, and possess the required technical knowledge and skills (e.g., electricians, maintenance engineers).
· Affected Staff: Staff who operate or work near equipment being serviced or maintained.
· All Staff: Individuals who work in proximity to LOTO-controlled equipment and must understand the significance of these procedures.
3.4 Inspections and Audits - Inspections reveal deficiencies in staff knowledge or procedural compliance.
1. Conduct inspections to verify compliance with established procedures and correct any deviations or deficiencies.
2. Suspend equipment operations immediately if LOTO violations or unsafe practices are identified.
3. Implement and maintain equipment-specific testing procedures to verify the effectiveness of LOTO and energy control devices; see Attachment B.


3.5 	Documentation - The designated LOTO designated staff shall maintain complete and up-to-date documentation, including:
· Verification that all qualified staff have received required LOTO training.
· Annual review and compliance audit of the LOTO program.
· Records of any injuries or incidents related to equipment operation.
· Detailed LOTO procedures by equipment type and location.
· Documentation of periodic inspections and evaluations; see Attachment C.
· Annual review and revision of this SOP as necessary; see Attachment D.
3.6 Facility Exemption - Equipment powered by a cord and plug is exempt from LOTO requirements if the plug remains under the direct control of the person performing maintenance. Ensure equipment is unplugged prior to servicing and that no residual energy is present.






Attachment A

Lockout/Tagout (LOTO) Definitions:

Authorized Service Staff:
Personnel responsible for performing LOTO on machines or equipment to conduct servicing or maintenance. Authorized staff are appointed by the Designated LOTO Person.
Designated LOTO Person:
Facility staff designated to implement and oversee the LOTO Program, ensuring compliance with all program requirements.
Energized:
Connected to an energy source or containing residual or stored energy.
Energy Control Program:
Established LOTO or energy control procedures designed to prevent unexpected startup or energization of equipment.
Energy-Isolating Device:
A mechanical device that physically prevents or blocks energy transmission or release. Examples include:
· Disconnect switch
· Line valve
· Block or chain
· Ball or wheel valve covers
· Blank or blind flanges
· Circuit breaker covers
· Manually operated electrical circuit breaker
· Manually operated switch that disconnects all ungrounded conductors (no independent pole operation)
Note: Push buttons, selector switches, and other control circuit devices are not considered energy-isolating devices.
Energy Source:
Any source capable of emitting or transmitting energy, including:
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· Electrical
· Mechanical
· Hydraulic
· Pneumatic (air)
· Chemical
· Thermal
· Gravitational
· Vacuum
· Solar
· Wind
· Vapor/gas
· Water pressure/steam
· Nuclear
· 


Live-Dead-Live Rule:
A test used to confirm zero-energy state: attempt to start equipment, shut it down, and attempt to start again.

Lockout:
The placement of a LOTO device on an energy-isolating device, per established procedures, to ensure equipment cannot be operated until the device is removed.

LOTO (Lockout/Tagout):
A safety procedure used to control hazardous energy during maintenance or servicing.
LOTO Devices:
Devices (e.g., locks, either key or combination type) used to secure energy-isolating devices in a safe position, preventing equipment energization. LOTO devices must be:
· Durable
· Standardized by color, shape, or size
· Substantial and tamper-resistant
· Clearly identifiable
· Secure against accidental removal
Qualified Person:
Personnel familiar with the construction or operation of equipment and associated hazards. Qualified persons can identify live parts, determine nominal voltages, and maintain required clearance distances for specific voltages.
Servicing or Maintenance:
Activities such as constructing, installing, adjusting, inspecting, modifying, cleaning, lubricating, unjamming, or performing tool changes where staff may be exposed to hazardous energy or unexpected equipment startup.
Tagout:
The placement of a tag on an energy-isolating device to indicate that the equipment must not be operated until the tag is removed, in accordance with established procedures.
Tags:
Used when a device cannot be locked out. Tags must be:
· Legible and understood by all staff
· Durable for the work environment
· Securely attached to the equipment
· Used only when full protection is ensured through the tagout system
· Treated strictly as warning devices, not as a substitute for lockout



Attachment B
Lock-Out/Tag-Out (LOTO) Annual Inspection Form

Purpose
Ensure Facility staff can perform the following functions to verify that energy control procedures are correctly followed:
· Perform a proper shutdown.
· Isolate equipment effectively.
· Apply and remove Lock-Out/Tag-Out (LOTO) devices correctly.
· Safely release or control stored energy to ensure a zero-energy state exists.

Inspection Certification
Authorized Staff Performing Inspection (Print Name & Signature):

Date of Inspection:

Specific Machine or Equipment:

Facility Staff Name included in the Inspection:

Facility Staff Job Title included in the Inspection:

Facility Staff Signature included in the Inspection:






Attachment C
Lock-Out/Tag-Out (LOTO) Compliance Checklist
	#
	Compliance Item
	Yes / No

	1
	Are all machines or equipment capable of movement required to be de-energized, disengaged, blocked, and locked out during cleaning, servicing, adjusting, or setup operations?
	

	2
	If disconnecting power does not isolate the electrical control circuit; have appropriate electrical enclosures identified and means provided to ensure control of the circuit?
	

	3
	Are all equipment control handles equipped to accept lockout/tagout (LOTO) devices?
	

	4
	Does the procedure require stored energy (mechanical, hydraulic, pneumatic, etc.) to be released or blocked before lockout?
	

	5
	Are authorized employees required to maintain personal control of their keys while locks are in use?
	

	6
	Is it required that only authorized staff are exposed to hazards place or remove LOTO devices?
	

	7
	Must authorized employees verify lockout safety by attempting startup after ensuring no personnel are exposed?
	

	8
	Are authorized employees instructed to press the control circuit stop button before re-energizing the main power?
	

	9
	Is there a method to identify authorized employees working under LOTO by their locks or accompanying tags?
	

	10
	Are sufficient warning signs, tags, and safety padlocks available for foreseeable repair emergencies?
	

	11
	When machine operation requires an employee to leave the control station and movement could occur, is the equipment required to be locked or blocked out?
	

	12
	If equipment cannot be shut down for LOTO, is there an alternative safe work procedure established and strictly followed?
	


Attachment D – LOTO Process
1. Preliminary Steps
· Only authorized personnel may perform LOTO or control hazardous energy.
· Unauthorized personnel must never attempt to start equipment under LOTO.
· LOTO is required when servicing occurs during operations or when:
1. Guards or interlocks must be bypassed.
2. Body parts must enter the point of operation or a danger zone.

2. Preparing for Shutdown
· Obtain assistance as needed to ensure safe repair or service.
· Notify affected personnel of required maintenance or repair.
· Confirm that only authorized staff perform service or testing.
· Use appropriate testing devices for voltage levels.
· Note: “Stop” buttons, interlocks, or control devices are not acceptable LOTO mechanisms.

3. Application of Locks and Tags
· Equipment that cannot be locked out must be tagged out only if equivalent safety can be demonstrated.
· Apply locks and tags to all energy-isolating devices.
· Use “Danger—Do Not Operate” tags that clearly prohibit use or removal by unauthorized personnel.
· Only the individual who applied the LOTO device may remove it, unless either the employee is unavailable, and a qualified person has received permission to remove it.

4. Isolating Circuits
· Shut down and isolate all energy sources before servicing.
· Block or relieve stored energy that could cause re-energization.
· Verify isolation by testing circuits (live–dead–live verification).
· Identify alternate or back fed power sources and confirm full de-energization.
· Ensure personnel are positioned safely and informed of all LOTO areas.

5. Repair, Re-Energization, and LOTO Removal
· Review applicable safety manuals before work.
· Perform necessary repairs, adjustments, or inspections.
· Do not restart equipment until verified safe to do so.
· Ensure all personnel are clear before re-energization.
· Authorized staff must verify the system is safe to energize and remove all jumpers, grounds, or temporary devices.
· Remove locks and tags, re-energize the system, and notify affected personnel that maintenance is complete.
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STANDARD OPERATING PROCEDURE




