
 

 

 

  

 

UNIVERSITY OF WASHINGTON LOCKOUT TAGOUT (LOTO) FIELD PROCEDURE 
(WAC 296-803) 

STEP 1: DESCRIPTION: 

University of Washington Department/Division Primary Authorized Person (PAP) (printed) If applicable, Reviewer name (printed) Date 

Equipment Location (building, room numbers) Equipment/system description Equipment ID 

STEP 2: PURPOSE: (WAC 296-803-20005) 
This procedure establishes the minimum requirements necessary to protect employees from injury caused by the unexpected energization, start up, or 
release of stored energy during service or maintenance on equipment.  This procedure is required for LOTO (unless exemptions are met) to ensure the 

machine or equipment is shut down, isolated from all potentially hazardous energy sources, and locked out before any employee begins work. 

Note: changes to the scope, boundary and/or Primary Authorized Person require documentation and verification of the LOTO. 

STEP 3: SCOPE: (WAC 296-803-20005) 
Provide a description of the scope of work for this service or maintenance work (include the work order #): 

Work order #: 

Check here if the shut down and restart steps must be completed in this order 

Steps Shutdown action Location 

1 

2 

3 

4 

Affected Employee/Group of Employees Notification Method 

STEP 4: NORMAL SHUTDOWN: (WAC 296-803-20010) 
Describe the machine or equipment normal stopping procedures (such as 
depressing a stop button, flipping switches, or closing  valves). 

STEP 6:  HAZARDOUS ENERGY 
IDENTIFICATION AND MAGNITUDE 
(WAC 296-803-50010) 

STEP 7:  ENERGY ISOLATING 
DEVICE (EID) LOCATIONS (WAC 
296-803-50010, 296-803-50015) 

STEP 8:  APPLICATION OF LOTO, RELEASING OF ENERGY AND VERIFICATION OF 
ZERO-ENERGY STATE (WAC 296-803-50025, 296-803-50030) 

STEP 12A: 
REMOVAL 
OF LOTO 

Hazardous Energy Type 
(electrical, mechanical, 
hydraulic, thermal, 
pneumatic, etc.) 

Magnitude of 
Energy: 

(volts, temp, psi, 
etc.) 

EID Location LOTO 
position Lock # 

Location of residual energy 
and method of release 
(bleed, drain, vent, etc.) 

Method of Verification 
(gauge, visual, tryout, 

etc.) 
PAP initials: Reviewer 

initials: PAP initials: 

STEP 5: NOTIFY AFFECTED EMPLOYEES: (WAC 296-803-20010) 
Notify all affected employees (and public, if applicable) that equipment 
or machinery is shutdown and locked and tagged out. 



  

 

 

  

 

 

 

                     

STEP 9: PRIMARY AUTHORIZED PERSON (WAC 296-803-50010): 
The PAP assures the LOTO is effective in creating a zero-energy state, all Affected Persons are notified and this procedure is complete. 

PAP Signature Date Time 

Check here if Group LOTO is not applicable to this LOTO and skip STEP 10. 

STEP 10: GROUP LOTO-AUTHORIZED PERSON(S) (WAC 296-803-20050, 296-803-50055): 
All authorized persons, including contractors, working on the de-energized equipment are required to apply personal locks and tag to the group LOTO. 

Authorized Person(s) Name Dept/Shop Lockbox #? Hasp? Lock applied: Initials on 
Lock applied: 
Date 

Lock applied: 
Time 

Lock removed: 
Initials 

Lock removed: 
Date 

Lock removed: 
Time 

Check here if there is no change to Primary Authorized Person responsibility and skip STEP 11. 

STEP 11: TRANSFER OF PAP AND LOTO RESPONSIBILITY (when applicable) (WAC 296-803-50045): 
There must always be a PAP that maintains responsibility for the continuous LOTO protection. If shift or personnel changes occur, record the transfer 
information. 

New Primary Authorized Person Assuming 
Responsibility Dept/Shop Date Time Initials Verification of 

LOTO?  

Yes No 

Yes No 

Yes No 

Yes No 

STEP 12A: RELEASE FROM LOTO AND RETURN TO SERVICE (WAC 296-803-50035): 
Remove LOTO devices and restore the machine or equipment to service after the service or maintenance is completed. 

Work area, machine or equipment is clear of employees and tools have been removed. Complete Step 11A: Removal of LOTO by Step 8. 

Machines are fully reassembled and guards and other safety devices have been reinstalled. 

Verify that all controls are in their neutral or off position 

Notify affected employees that the servicing or maintenance is complete and the machine is ready to use 

STEP 12B: COMPLETION OF LOTO PROCEDURE (WAC 296-803-500035): 
Primary Authorized Person confirms that the LOTO work has been completed, all the locks, tags and devices have been removed, EIDs are 
returned to pre-LOTO positions, all Affected Employees have been notified of the completion, and equipment is restored. 

Final PAP's name (printed): Final PAP's Signature Date: Time: 

STEP 13: LOTO REVIEWER (WAC 296-803-70005): 
A periodic review must be performed at least annually to ensure employees know and can apply energy control procedures and correct 
an deviations or inadequacies identified.  if this procedure is used less frequently than once a year, a reviewer is required. 

Reviewer name (printed): Reviewer Signature Date: Time: 

COMMENTS 

Revised October 2018   Questions? Contact ehsdept@uw.edu 

mailto:ehsdept@uw.edu

	Row1: 
	Row1_2: 
	Row1_3: 
	Row1_4: 
	Equipment Location building room numbersRow1: 
	Equipmentsystem descriptionRow1: 
	Equipment IDRow1: 
	Affected EmployeeGroup of EmployeesRow1: 
	Notification MethodRow1: 
	Shutdown action1: 
	Location1: 
	Affected EmployeeGroup of EmployeesRow2: 
	Notification MethodRow2: 
	Shutdown action2: 
	Location2: 
	Affected EmployeeGroup of EmployeesRow3: 
	Notification MethodRow3: 
	Shutdown action3: 
	Location3: 
	Shutdown action4: 
	Location4: 
	Affected EmployeeGroup of EmployeesRow4: 
	Notification MethodRow4: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow1: 
	Magnitude of Energy volts temp psi etcRow1: 
	EID LocationRow1: 
	LOTO positionRow1: 
	Lock Row1: 
	Location of residual energy and method of release bleed drain vent etcRow1: 
	Method of Verification gauge visual tryout etcRow1: 
	PAP initialsRow1: 
	Reviewer initialsRow1: 
	PAP initialsRow1_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow2: 
	Magnitude of Energy volts temp psi etcRow2: 
	EID LocationRow2: 
	LOTO positionRow2: 
	Lock Row2: 
	Location of residual energy and method of release bleed drain vent etcRow2: 
	Method of Verification gauge visual tryout etcRow2: 
	PAP initialsRow2: 
	Reviewer initialsRow2: 
	PAP initialsRow2_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow3: 
	Magnitude of Energy volts temp psi etcRow3: 
	EID LocationRow3: 
	LOTO positionRow3: 
	Lock Row3: 
	Location of residual energy and method of release bleed drain vent etcRow3: 
	Method of Verification gauge visual tryout etcRow3: 
	PAP initialsRow3: 
	Reviewer initialsRow3: 
	PAP initialsRow3_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow4: 
	Magnitude of Energy volts temp psi etcRow4: 
	EID LocationRow4: 
	LOTO positionRow4: 
	Lock Row4: 
	Location of residual energy and method of release bleed drain vent etcRow4: 
	Method of Verification gauge visual tryout etcRow4: 
	PAP initialsRow4: 
	Reviewer initialsRow4: 
	PAP initialsRow4_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow5: 
	Magnitude of Energy volts temp psi etcRow5: 
	EID LocationRow5: 
	LOTO positionRow5: 
	Lock Row5: 
	Location of residual energy and method of release bleed drain vent etcRow5: 
	Method of Verification gauge visual tryout etcRow5: 
	PAP initialsRow5: 
	Reviewer initialsRow5: 
	PAP initialsRow5_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow6: 
	Magnitude of Energy volts temp psi etcRow6: 
	EID LocationRow6: 
	LOTO positionRow6: 
	Lock Row6: 
	Location of residual energy and method of release bleed drain vent etcRow6: 
	Method of Verification gauge visual tryout etcRow6: 
	PAP initialsRow6: 
	Reviewer initialsRow6: 
	PAP initialsRow6_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow7: 
	Magnitude of Energy volts temp psi etcRow7: 
	EID LocationRow7: 
	LOTO positionRow7: 
	Lock Row7: 
	Location of residual energy and method of release bleed drain vent etcRow7: 
	Method of Verification gauge visual tryout etcRow7: 
	PAP initialsRow7: 
	Reviewer initialsRow7: 
	PAP initialsRow7_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow8: 
	Magnitude of Energy volts temp psi etcRow8: 
	EID LocationRow8: 
	LOTO positionRow8: 
	Lock Row8: 
	Location of residual energy and method of release bleed drain vent etcRow8: 
	Method of Verification gauge visual tryout etcRow8: 
	PAP initialsRow8: 
	Reviewer initialsRow8: 
	PAP initialsRow8_2: 
	Hazardous Energy Type electrical mechanical hydraulic thermal pneumatic etcRow9: 
	Magnitude of Energy volts temp psi etcRow9: 
	EID LocationRow9: 
	LOTO positionRow9: 
	Lock Row9: 
	Location of residual energy and method of release bleed drain vent etcRow9: 
	Method of Verification gauge visual tryout etcRow9: 
	PAP initialsRow9: 
	Reviewer initialsRow9: 
	PAP initialsRow9_2: 
	PAP SignatureRow1: 
	DateRow1: 
	TimeRow1: 
	Authorized Persons NameRow1: 
	DeptShopRow1: 
	Row1_5: 
	Initials onRow1: 
	Lock applied DateRow1: 
	Lock applied TimeRow1: 
	Lock removed InitialsRow1: 
	Lock removed DateRow1: 
	Lock removed TimeRow1: 
	Authorized Persons NameRow2: 
	DeptShopRow2: 
	Row2: 
	Initials onRow2: 
	Lock applied DateRow2: 
	Lock applied TimeRow2: 
	Lock removed InitialsRow2: 
	Lock removed DateRow2: 
	Lock removed TimeRow2: 
	Authorized Persons NameRow3: 
	DeptShopRow3: 
	Row3: 
	Initials onRow3: 
	Lock applied DateRow3: 
	Lock applied TimeRow3: 
	Lock removed InitialsRow3: 
	Lock removed DateRow3: 
	Lock removed TimeRow3: 
	Authorized Persons NameRow4: 
	DeptShopRow4: 
	Row4: 
	Initials onRow4: 
	Lock applied DateRow4: 
	Lock applied TimeRow4: 
	Lock removed InitialsRow4: 
	Lock removed DateRow4: 
	Lock removed TimeRow4: 
	Authorized Persons NameRow5: 
	DeptShopRow5: 
	Row5: 
	Initials onRow5: 
	Lock applied DateRow5: 
	Lock applied TimeRow5: 
	Lock removed InitialsRow5: 
	Lock removed DateRow5: 
	Lock removed TimeRow5: 
	New Primary Authorized Person Assuming ResponsibilityRow1: 
	DeptShopRow1_2: 
	DateRow1_2: 
	TimeRow1_2: 
	InitialsRow1: 
	New Primary Authorized Person Assuming ResponsibilityRow2: 
	DeptShopRow2_2: 
	DateRow2: 
	TimeRow2: 
	InitialsRow2: 
	New Primary Authorized Person Assuming ResponsibilityRow3: 
	DeptShopRow3_2: 
	DateRow3: 
	TimeRow3: 
	InitialsRow3: 
	New Primary Authorized Person Assuming ResponsibilityRow4: 
	DeptShopRow4_2: 
	DateRow4: 
	TimeRow4: 
	InitialsRow4: 
	Final PAPs name printedRow1: 
	Final PAPs SignatureRow1: 
	DateRow1_3: 
	TimeRow1_3: 
	Reviewer name printedRow1: 
	Reviewer SignatureRow1: 
	DateRow1_4: 
	TimeRow1_4: 
	Scope: 
	Workorder: 
	Check here: Off
	check here if group LOTO: Off
	Check Box2: Off
	Yes check box: 
	0: Off
	1: Off
	2: Off
	3: Off

	No check box: 
	0: Off
	1: Off
	2: Off
	3: Off

	Check Box5: 
	0: Off
	1: Off
	2: Off
	3: Off

	Comments: 


