


4. DEFINIT IONS 

a. Af f e c t e d  Em p l o y e e  ��– An employee whose job requires them to work in the area of a 
machine or piece of equipment in which servicing or maintenance is being performed 
under lockout or tagout or whose job requires them to work in an area in which such 
servicing or maintenance is being performed. 

b. Au t h o r i z e d �� -�� ��OSHA (per 29 CFR 1926.32(d)) defines “Authorized person” as a person 
approved or assigned by the employer to perform a specific type of duty or duties or to be 
at a specific location or locations at the jobsite. The St. Norbert College Director of 
Facilities (or their designee) will determine which employees have the requisite 
knowledge, skills, personal protective equipment, etc. to perform work in that area safely. 

c. Au t h o r i z e d  Em p l o y e e  ��– An employee who utilizes a lockout/tagout procedure on a 
machine or piece of equipment to perform servicing or maintenance. An authorized 
employee may be an affected employee when maintenance or service is performed on a 
machine or a piece of equipment which must be locked and/or tagged out. 

d. Ca p a b l e  o f  Be i n g  Lo c k e d  Ou t  ��– An energy isolation device is capable of being locked 
out if it is designed with a hasp or other means of attachment where a lock can be 
attached, or if it has a locking mechanism built into it.  

e. Co n t r a c t Em p l o y e e s ��– Personnel working within St. Norbert College by virtue of a             
contract, who are performing jobs similar to College employees,
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3. Assist applicable departments with the development of specific 
procedural steps required for the lockout and/or tagout of equipment or 
machinery during service and maintenance activities. 

4. Conduct periodic inspections of the department’s lockout/tagout 
procedures. 

5. Maintain a listing of all lockout authorized employees. 

6. Facilitate to provide Lockout/Tagout supplies as needed or the means to 
direct them and to safely accomplish lockout procedures. 

c. De p a r t m e n t a l  Ma n a g e r s  

1. Ensure that an inventory of all College owned machinery and equipment 
that are serviced or maintained by employees within their area of 
responsibility is completed. 

2. Ensure that specific lockout/tagout procedures are developed for 
machinery and equipment that are serviced or maintained by employees�退 o lynt re sepe n lr tes onsi bilepy 
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in charge of the project shall directly supervise the application and removal of lockout 
and/or tagout devices from machines and equipment. 

There must be a lockout device present for each contractor working on the job. 
Contractors must supply their own devices that shall be approved by a Department 
Manager or their designee. The authorized department employee shall place their lockout 
“first on, last off”. 



position.  
 
No t e :�� The key(s) to the authorized employee’s lock(s) must remain with the employee or 
be properly locked in a “lockbox” for the duration of the job. 

d. Attach a properly completed “Danger – Do Not Operate” tag to each lock. If a machine or 
piece of equipment will not accept a lockout device, properly completed warning tag(s) 
must be attached at the same location(s) that the lockout device(s) would have been 
placed. 

e. The employee shall list their name, contact phone number and lockout date on the tag(s). 

f. In addition to locking out and tagging power driven machinery or equipment at the motor 
sl� iti 



j. Uncord and plug connected equipment, the equipment shall be shut down, unplugged and 
a “Danger” tag and red lockout device with padlock attached to the equipment plug. 

k. Only upon the completion of each of the aforementioned steps shall the machine or piece 
of equipment be deemed safe to work on and a “Zero-Energy S n t 



the machine or equipment re-energized to test or position the machine, equipment, or component, 
the following actions must be taken: 

a. Clear machine or equipment of tools and materials. 

b. Ensure that employees are safely removed from the machine or equipment. 

c. Remove applicable lockout/tagout devices. 

d. Energize and proceed with testing or positioning. 

e. De-energize all systems and reapply lockout or tagout devices.  

11. GROUP LOCKOUT /T AGOUT   

a. Si n g l e  Di s c o n n e c t  De v i c e  - ��When work involves more than one employee from the same 
trade group or employees from multiple trade groups (e.g. electricians, riggers, 
mechanics, etc.), and a single disconnect device will affect the lockout, the following 
procedures should be followed: 

i. Each authorized employee in charge of a group shall fasten a multiple lockout 
adapter to the energy-isolating device on the machine or piece of equipment. The 
employee in charge of each group shall then attach their individually assigned 
lock to the multiple lockout adapter, and a “Danger – Do Not Operate” tag to 
their lock. 

ii. Additional employees with each group shall also attach a similar lock and tag to 
the multiple lockout adapter of the employee in charge of their respective trade 
group. 

iii. Only the employee in charge of that group shall remove any multiple lockout 
adapters, protecting a particular trade group, and only after all other employees in 
that group have removed their locks and tags.  

b. Mu l t i p l e  Di s c o n n e c t  De v i c e  - ��When work involves one or more trade groups, and 
multiple disconnects or other isolation devices must be locked out at different locations, 
the following procedures shall be followed:  

i. Each specifically designated employee in charge of a trade group shall obtain the 
necessary number of extra locks. 

ii. Each employee in charge of a respective trade group shall attach their lock to 
each disconnect or other isolation device, (utilizing a multiple lockout adapter if 
necessary), “Danger – Do Not Operate” tags must then be attached to each lock. 

iii. Additional employees within each trade group shall attach a “Danger – Do Not 
Operate” tag to each lock of the tradesmen in charge of their respective trade 
group. 

iv. There shall be at least one lock, attached to each disconnect, for each trade group               
on the job. Each employee in charge of a trade group shall keep in their sole                
possession, the key to all locks affecting the lockout. 
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