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I.  PURPOSE 
 
This Control of Hazardous Energy or Lockout/Tagout (LOTO) Program is hereby 
implemented by The Citadel pursuant to the Occupational Safety and Health 
Administration’s Standard 29 CFR 1910.147.  It is intended to prevent the types of 
injuries to employees that result from the unexpected start-up of equipment or the sudden 
unexpected release of energy in machines and equipment that are being adjusted, 
maintained or repaired.  
 
II.  SCOPE AND APPLICATION 
 
This program is applicable to all employees and departments of The Citadel, and covers 
the servicing and maintenance of machines and equipment when injuries could occur to 
employees who are working on such equipment by any of the following means: 
 
  a. The application of electrical power 
  b. The start-up of moving parts 
  c. The release of stored energy 
 
This program applies to controlling energy only during servicing or maintenance 
activities that are not part of the operation of the equipment.  It does not cover normal 
operations unless the equipment operator is required to do any of the following: 
   
  a. Remove or bypass a guard or other safety device. 

b. Place any body part into an area of a machine where work is 
actually performed on materials or where some other danger exists. 

 
III. RESPONSIBILITIES 
 
Department heads will ensure that all personnel under their control who service or repair 
any equipment that makes use of an energy source as defined in Section IV are familiar 
with the provisions of this program and follow the procedures contained herein. 
 
Each employee who engages in the repair or servicing of equipment supplied by an 
energy source will be required to follow the procedures outlined in this program. 
 
It is the responsibility of the Facilities Operations Director and Physical Plant Shop 
Supervisors to: 
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a. Coordinate and assist with the identification of energy source isolating 
devices; 

b. Coordinate and assist with the development of specific procedural steps 
for shutting down, isolating, blocking and securing machines or equipment 
to control hazardous energy; 

c. Specify the requirements for testing machinery and equipment to 
determine and verify the effectiveness of lockout devices, tagout devices, 
and other energy control measures; 

d. Maintain shop LOTO records and documentation, including a list of 
authorized employees;  

e. Conduct periodic inspections to ensure compliance with program; and, 
f. Issue and collect employee LOTO devices. 

 
IV. PROCEDURE 
 
This procedure establishes the minimum requirements for the LOTO of energy sources.  
For the purpose of this program, an energy source is defined as any electrical, 
mechanical, chemical, pneumatic, hydraulic, thermal or other energy source which could 
cause injury to an employee.  
 
When preparing to lockout a specific device, a survey must be made to identify all energy 
sources that could potentially cause injury to an employee working on a piece of 
equipment.  It is important to consider the possibility of multiple or alternate sources of 
energy during this survey. 
 
The LOTO procedure involves the following eight (8) steps: 
 
1. Notify all affected employees and other personnel who occupy the facility or area 

where the work is being performed that a LOTO is being implemented. 
 
2. Shut down the affected equipment using the normal procedure. 
 
3. Identify and locate the appropriate isolating device(s).  Note: The closest or 

easiest to find device may not necessarily be the best choice for effective 
isolation. When in doubt, contact the appropriate Shop Head or Utilities Division 
Chief for assistance and guidance.   

 
4. Where applicable, operate/activate the isolating device(s) and bleed down, 

ground, chock, block or otherwise dissipate any stored energy that may remain. 
 
5. Physically lock and tag the isolation device(s).  When the use of a lock is not 

possible, the isolating device must be tagged and protected in a way that will 
prevent its operation. This may require posting someone to guard the device or the 
application of some other means that will effectively prevent the operation of the 
device (i.e. removing a valve hand wheel). 
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 The employee who places the lock and tag must sign the tag when it is placed.   
 
6. After ensuring that no personnel are exposed to danger, operate the normal start 

controls to make certain that the equipment is isolated and will not operate. 
 
7. Return the normal start control to the OFF position.  The equipment is now 

considered “Locked-Out.” 
 
8. Log all information on the Shop’s LOTO sheet (Attachment B). 
 
 
Restoration of Energy: 
 
Once the service or procedure requiring LOTO has been completed, the area  
should be cleared of all tools, equipment and personnel, the lock(s) and tag(s) on the 
isolating device(s) removed, and the energy to the equipment restored. 
 
 The lock and signed tag must only be removed by the employee who placed them - 
 except under the following conditions: 
 
Shift Changes and Extended Work: 
  
If the job has not been completed by the person(s) who initially locked out the equipment 
and will be completed or worked on by another shift or person(s), those person(s) shall 
be briefed on all aspects of the job in progress and place their own lock and signed tag on 
the isolation device before beginning work. If the employee who initially locked/tagged  
out the device is not available at this time, and his/her lock and tag must be removed 
before the oncoming shift can continue the work, the appropriate Shop Head or the  
Utilities Division Chief will be contacted to approve the removal. 
 
Emergencies: 
 
In the event that an employee who originally locked/tagged an isolation device is unable 
to remove the lock/tag because of an emergency or other unusual circumstance, the  
appropriate Shop Head, Department Head or the Utilities Division Chief  will be 
contacted for removal.  
 
The appropriate Shop Head, Department Head or Utilities Division Chief are the 
 only personnel authorized to remove someone else’s lock and tag. 
 
All personnel are prohibited from attempting to operate any switch, valve, or other  
isolating device bearing a lock or tag.  Violation of this policy or any other part of this  
program is considered a serious offense and will result in disciplinary action in  
accordance with the Citadel’s employee disciplinary policy. 
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V.  LOCKS AND TAGS 

All locks used in conjunction with this program shall be secured so that removal by  
any other means than the required key would require excessive force or unusual  
techniques.  Tags and attachment devices shall be of such design that the possibility of  
accidental removal is minimized.  Tags shall clearly warn personnel not to operate the 
device that they are attached to with clear and obvious wording such as: 

      “DO NOT OPERATE”   or   “DANGER”    (or other appropriate warnings). 

VI. INSPECTIONS AND TRAINING

Shop Heads will conduct and document periodic on-site inspections to  verify 
compliance with this program. Records of these inspections shall be maintained as 
directed by Division Chiefs, or forward to the Environmental Health & Safety office for  
storage.  Each record of inspection will include: 

a. The date of the inspection and name of the inspector;
b. The equipment or device inspected;
c. The name of the person who originally locked/tagged the equipment; and,
d. Any deficiencies noted

A copy of the approved inspection record for this program is at Attachment A.  

All personnel who are assigned to repair or perform other than routine maintenance on 
any energized equipment shall receive training on the components of this program.  This  
training shall include: 

a. A complete review of The Citadel’s LOTO program;
b. A description and explanation of hazardous energy sources likely to be

encountered, and the appropriate methods to control and isolate these
energy sources; and,

c. An explanation of specific procedures that have been developed.

Employees shall receive training that covers all components of this Program upon initial 
assignment.  Retraining of employees may be required whenever a periodic inspection 
reveals a deficiency in the implementation of this program or at the direction of the 
Division Chief, Shop Head, or Environmental Health & Safety Officer.  

Shop Heads shall contact their Division Chief for assistance with coordination of 
employee training sessions, development of training outlines, and all other needs or 
concerns related to this Program.
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THE CITADEL 

Hazardous Energy Control Program 
Isolation Device Lockout/Tagout Inspection Record 

INSPECTOR:  __________________________________  DATE: ________________ 

DEVICE:  _____________________________________________________________ 

LOCATION:  __________________________________________________________ 

LOCKOUT / TAGOUT PERFORMED BY:  _________________________________ 

DATE:  _________________________________ 

LOCK AND/OR TAG IN PLACE:  YES NO 

   TAG SIGNED: YES NO 

APPROPRIATE ISOLATION DEVICE USED: YES NO 

COMMENTS:  __________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

SIGNATURE OF INSPECTOR:  ________________________________ 

Attachment: A
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