
CCS Administrative Procedure 
2.30.05 – I Lockout/Tagout 
 
Implementing Board Policy 2.30.05 
Contact: Environmental Health & Safety, 533-8686 

1.0 Purpose 
Community Colleges of Spokane is committed to the health and safety of its faculty and staff, and 
in maintaining a safe and efficient workplace that complies with all local, state and federal safety 
and health regulations, programmatic standards, and with any special safety concerns identified 
at the unit level.  Proper lockout/tagout of energized equipment is essential to reduce the risks of 
workplace injuries. 

1.1 The lockout/tagout program of the Community Colleges of Spokane has been initiated per 
WAC 296-803 Lockout/Tagout (Control of Hazardous Energy), to establish and implement 
procedures to prevent injury to employees through unexpected energizing of electrical 
circuits, movement of parts, or start-up or release of stored energy, fluids or gases during 
maintenance and repair activities. 

1.2 These procedures apply to the control of energy during servicing, repair, adjustment, and/or 
maintenance of machines and equipment and apply to employees who clean, install, 
lubricate, adjust, maintain or work with machinery and those who supervise staff who 
perform such functions 

2.0 Definitions 
2.1 Affected employee:  An employee whose job requires him/her to operate or use a machine 

or equipment on which servicing or maintenance is being performed under lockout and/or 
tagout, or whose job requires him/her to work in an area in which such servicing or 
maintenance is being performed. 

2.2 Authorized employee:  A person who locks or implements a tagout system procedure on 
machines or equipment to perform the servicing or maintenance on that machine or 
equipment.  An authorized employee and an affected employee may be the same person 
when the affected employee's duties also include performing maintenance or service on a 
machine or equipment, which must be locked, or a tagout system implemented. 

2.3 Energized:  Connected to an energy source or containing residual or stored energy. 
2.4 Energy source:  Any source of electrical, mechanical, hydraulic (oils and fluids), pneumatic 

(gases and air), chemical, thermal, or other energy. 
2.5 Lockout:  The placement of a lockout device on an energy isolating device, in accordance 

with an established procedure, ensuring that the energy isolating device and the equipment 
being controlled cannot be operated until the lockout device is removed. 

2.6 Lockout device:  A mechanism or arrangement, which uses a key or combination lock to 
hold switches or valves in the "OFF" position. 

2.7 Tagout:  The placement of a tagout device on an energy isolating device, in accordance 
with an established procedure, to indicate that the energy isolating device and the 
equipment being controlled may not be operated until the tagout device is removed. 

2.8 Tagout device:  A prominent warning device, such as a tag and a means of attachment, 
which can be securely fastened to an energy isolating device in accordance with an 
established procedure, to indicate that the energy isolating device and the equipment being 
controlled may not be operated until the tagout device is removed. 

2.9 Zero mechanical and energy state:  A state in which all sources of electrical, mechanical, 
hydraulic, pneumatic, thermal, and chemical energy are isolated or neutralized.  This may 
include release of fluid or gas pressure, release of spring tension, blocking or lowering of 
suspended parts, etc. 

http://ccs.spokane.edu/getdoc/07dbc13d-9349-4955-a2ca-cb6600455cd2/2-30-05.aspx
http://apps.leg.wa.gov/wac/default.aspx?cite=296-803
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3.0 Responsibilities 

3.1 All potentially affected employees are responsible for adhering to this procedure and shall 
be instructed in the safety significance of the lockout procedure by the Facility 
Maintenance Supervisor and the CCS Safety Professional.  They shall also instruct each 
new or transferred affected employee in the purpose and use of the lockout procedure. 

4.0 Lockout vs. Tagout 
4.1 Lockout shall be used, as prescribed, whenever an energy-isolating device is capable of 

being locked out (unless it can be demonstrated that the utilization of a tagout system will 
ensure full employee protection). 

4.2 If an energy isolating device is not capable of being locked out, a tagout system is to be 
utilized. 

5.0 Replacement, Repair, Renovation, Modification of New Equipment 
5.1 Whenever major replacement, repair, renovation or modification of machines or equipment 

is performed, and whenever new machines or equipment are installed, energy isolating 
devices for such machines or equipment shall be designed to accept a lockout device. 

6.0 Marking of Disconnects and Valves 

6.1 CCS will ensure that all disconnects and valves are clearly labeled unless they are located 
and arranged so their purpose is evident.  The labeling shall include: 

6.1.1 Equipment supplied; 

6.1.2 Energy type and magnitude.   

6.2 It is the responsibility of all maintenance staff that is a part of this program to document any 
significant machine alterations with which they are involved that affect the lock-out points 
required to reduce a machine's function to an inoperative status and to submit this 
documentation to the Maintenance Supervisor. This information is to be transmitted to all 
authorized staff prior to any maintenance work on the affected equipment. 

7.0 Training 

7.1 Training shall be provided to ensure that the purpose and function of the energy control 
program is understood by employees affected by this standard and that the knowledge and 
skills required for the safe application, usage and removal of energy controls are 
understood by these employees.  This training will include the following elements: 

7.1.1 Each authorized employee will receive training in recognition of zero energy and 
mechanical states and adequate methods to achieve these states. 

7.1.2 Each authorized employee will receive training in the recognition of applicable 
hazardous energy sources, the type and magnitude of the energy available in the 
workplace, and the methods and means necessary for energy isolation and control. 

7.1.3 Each authorized employee will be instructed in the purpose and use of the energy 
control procedure. 

8.0 Employee Re-Training 
8.1 Retraining will be provided for all authorized and affected employees whenever there is a 

change in their job assignments, a change in machines, equipment or processes that 
present a new hazard or when there is a change in the energy control procedures. 

8.2 Additional retraining shall also be conducted whenever a periodic inspection reveals, or 
whenever the employer has reason to believe, that there are deviations from or 
inadequacies in the employee's knowledge or use of the energy control procedures. 

8.3 The re-training will reestablish employee proficiency and introduce new or revised control 
methods and procedures as necessary. 

9.0 Inspection System 
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9.1 The CCS Safety Professional and/or the Maintenance Supervisor will ensure that the 
procedures are being followed and will conduct an inspection of the energy control 
procedures at least annually. Correction of any deviations or inadequacies observed must 
be completed in a reasonable time frame. 

9.2 Where lockout is used for energy control, this periodic inspection will include a review 
between the inspector and each authorized employee of that employee's responsibilities 
under the energy control procedure being inspected. 

9.3 Where tagout is used for energy control, this periodic inspection will include a review 
between the inspector and each authorized and affected employee of that employee's 
responsibilities under the energy control procedure being inspected and a review of the 
limitations of tags and the proper use of tags. 

9.4 Documentation of the periodic inspections is required and will include identity of the 
machine or equipment on which the energy control procedure was being utilized, the date 
of the inspection, the employee(s) included in the inspection, and the person(s) performing 
the inspection. 

10.0 Protective Materials and Hardware 

10.1 Only approved lockout devices and methods will be permitted.  The CCS Safety 
Professional and/or the Maintenance Supervisor will determine what devices and methods 
are approved 

11.0 Outside Personnel 
11.1 Whenever outside servicing personnel (contractors, vendors, etc.) are to be engaged in 

activities covered by the scope and application of this program and the referenced WAC 
standard, CCS and the outside employer are to inform each other of their respective 
lockout or tagout procedures prior to the onset of on-site (CCS) work by the outside 
servicing personnel. 

11.2 CCS will ensure that CCS employees understand and comply with restrictions and 
prohibitions of the outside employer's energy control procedures and will request that the 
outside employer's personnel understand and comply with restrictions and prohibitions of 
CCS' energy control procedures. 

12.0 Hazardous Energy Control Procedures 
The procedures herein outlined shall be fully utilized by all authorized and affected CCS employees 
to ensure the control of energy in electrical circuits, movement of parts, or start-up or release of 
stored energy, fluids or gases when employees are engaged in activities specified in this program 
and the cited CFR standard. 

13.0 Preparing for Lockout 
13.1 Notification.   

13.1.1 The authorized individual who is performing the lockout and/or tagout is to notify all 
affected employees that a lockout and/or tagout system is going to be utilized and 
the reason for the lockout/tagout. 

13.2 Preparation for shutdown. 

13.2.1 Before an authorized employee turns off a machine or equipment, the authorized 
employee must have knowledge of the type and magnitude of the energy, the 
hazards of the energy to be controlled, and the method or means to control the 
energy. 

13.2.2 This may require that a survey be made to locate and identify all isolating devices 
to be certain which switch(s), valve(s) or other energy isolating devices apply to the 
equipment to be locked or tagged out.  More than one energy source (electrical, 
mechanical, or others) may be involved. 
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13.2.3 The authorized employee will check to be sure that no one is operating the 
machinery before turning off the power. 

13.2.4 For complex systems or processes, the sequence checklist must include 
equipment access, lockout, clearance, release and start up.  Where hazards are 
present due to spring tension, charged electrical capacitors, suspended parts, 
chemical energy, etc., the checklist is to include steps to neutralize these hazards. 

14.0 Machinery/Equipment Shutdown and Isolation 
14.1 An orderly shutdown must be utilized to avoid any additional or increased hazard(s) to 

employees as a result of equipment de-energization. 
14.2 All energy isolating devices that are needed to control the energy to the machine or 

equipment will be physically located and operated in such a manner as to isolate the 
machine or equipment from the energy source(s). 

15.0 Lockout/Tagout Application 
15.1 Lockout and/or tagout devices will be affixed to each energy isolating device by authorized 

employees.  All energy sources which could activate the machine must be locked 
out. 

15.2 Each person who will be working on the machinery should put a lock on the machine's 
lockout device(s).  Each lock must remain on the machine until the work is completed.  
Only the worker who placed the lock should remove his or her lock. 

16.0 Group Lockout or Tagout 
16.1 When servicing and/or maintenance is performed by a crew, craft, department or other 

group, they will utilize a procedure which affords the employees a level of protection 
equivalent to that provided by the implementation of a personal lockout or tagout device. 

17.0 Shift or Personnel Changes 
17.1 Specific procedures will be utilized during shift or personnel changes to ensure the 

continuity of lockout or tagout protection, including provision for the orderly transfer of 
lockout or tagout devices between off-going and oncoming employees to minimize 
exposure to hazards from the unexpected energization, start-up of the machine or 
equipment, or release of stored energy.   

17.2 Thorough communication between in-coming and out-going maintenance personnel is 
essential.   

17.3 The relief worker(s) is to put his/her lock on before the authorized employee. 

 
 
 

Originated: July 2005, December 2008 
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