CITY OF PLANO

CKL 12:  LOCKOUT/TAGOUT CHECKLIST
	
	Y
	N
	COMMENTS

	A.
WRITTEN PROGRAM

	1.
Lockout/tagout procedures spelled out in written program
	
	
	

	2.
Responsibilities are clearly assigned
	
	
	

	3.
Written procedure clearly indicates which equipment requires lockout/tagout 
	
	
	

	4.
Written procedure clearly states that lockout is the preferred method of de-energization
	
	
	

	5.
Written procedure states that tagout may be used only in specific instances approved in writing by location management
	
	
	

	6.
Written procedure clearly specifies steps for applying lockout controls 
	
	
	

	7.
Written procedure specifies how to verify de-energization
	
	
	

	8.
Written procedure explains how locks are to be removed
	
	
	

	9.
Written procedure specifies start-up and re-energization process
	
	
	

	10.
Written procedure explains process for transferring responsibility during shift changes
	
	
	

	11.
Program provides for disciplinary action if employee deviates from procedure
	
	
	

	12.
Outside personnel working in facility receive copy and explanation of lockout procedure
	
	
	

	B.
PLANT SURVEY

	1.
Engineering or technical plant survey has located every input and output source and the latent or residual energy involved
	
	
	

	2.
Push buttons, selector switches, and other control circuit devices are not energy isolating devices and are not used in the lockout procedure
	
	
	

	3.
For complex systems that cannot be readily locked out, a step-by-step checklist exists for access, tagout, clearance, release, and start-up
	
	
	

	4.
New or overhauled equipment can be readily locked out
	
	
	

	5.
Purchasing manager aware that all newly purchased equipment must be readily locked out
	
	
	

	C.
TRAINING

	1.
All “authorized” and “affected” employees have received appropriate training
	
	
	

	2.
All employees authorized to implement lockout procedure have been trained in the particular hazards involved
	
	
	

	3.
Importance of lockout procedure is reviewed with all new hires
	
	
	

	4.
Annual retraining is conducted


Last retraining date ____________________________
	
	
	

	5.
Training includes these key steps:


a)
All affected employees notified before lockout takes place


b)
Equipment is shut down


c)
Equipment is isolated from all its energy sources


d)
Equipment is locked out


e)
Any stored energy is released or bled from lines


f)
Effectiveness of lockout is verified
	
	
	

	6.
A roster is maintained of employees who have participated in training and retraining
	
	
	

	D.
LOCKS

	1.
Durable locks provided to each authorized employee and clearly identified with that employee’s name or photograph
	
	
	

	2.
Padlocks are key-operated rather than combination
	
	
	

	3.
Provided locks used exclusively for lockout
	
	
	

	4.
Adequate supply of hasps, chains, tags, multiple lock adapters, and other hardware available to authorized employees
	
	
	

	E.
ELECTRICAL LOCKOUT PROCEDURES

	1.
Machine operators forewarned about impending shutoff (sudden power loss could cause accident)
	
	
	

	2.
Mechanics and tradespersons stand to one side of main disconnect switch, facing away, to avoid injury from arcing or flashback
	
	
	

	3.
After shutting off electrical power, electrician checks that current is actually off an all capacitor-stored energy has been discharged
	
	
	

	4.
Multiple lockout device used when more than one person works on equipment
	
	
	

	5.
Each person working on equipment connected to same power source places own padlock on the lockout
	
	
	

	F.
FLUID, AIR, OR STEAM POWER SOURCES LOCKOUT

	1.
Supply line valves placed in “off” position first
	
	
	

	2.
Line between valve and equipment to be worked on is bled or drained
	
	
	

	3.
Reservoir tanks or accumulators drained and deactivated
	
	
	

	G.
“BLOCKING OUT”

	1.
Mechanisms under tension or pressure “blocked out” with wooden blocks so tension is released
	
	
	

	2.
Caution used on lines carrying chemical substances to avoid danger of overflow or pressurized release
	
	
	

	3.
Each person working on equipment connected to same power source places own padlock on lockout
	
	
	

	H.
TAGS

	1.
Tags used only on equipment specifically approved by plant management
	
	
	

	2.
Danger tags in red color
	
	
	

	3.
Danger tags are durable and easily recognizable
	
	
	

	4.
Legible printing on tag includes:



Statement, “Danger - Do Not Operate”



Name of employee who placed tag



Time and date tag was placed
	
	
	

	I.
ENERGY RELEASE

	1.
All employees in area notified before energy control devices removed
	
	
	

	2.
Check conducted to be sure all personnel are clear before equipment is re-energized 
	
	
	

	3.
Work area kept clear of all non-essential items, blocks, or chains and trash, debris,  or old parts
	
	
	

	4.
Safety and machine guards put back in place before re-entering
	
	
	

	5.
Lockout devices removed only by individual who applied them
	
	
	

	6.
When, in emergency, employees who did lockout if off premises, two levels of supervision approve lock removal by other authorized employee
	
	
	


	J.
INSPECTION PROCEDURES

	1.
Energy controls devices inspected annually
	
	
	

	2.
Periodic audits, conducted by person with engineering or maintenance background, assure that lockout program is followed
	
	
	

	3.
Random audits of lockout procedures conducted
	
	
	

	4.
Disciplinary action used for bypassing lockout procedures
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