
 1 

CAPISTRANO UNIFIED SCHOOL DISTRICT 
 
 

ELECTRICAL and LOCKOUT/BLOCKOUT PROGRAM and 
POLICY 

 
  

Purpose 
 
Is to establish a control system and utilize procedures to prevent the 
unexpected release or transmission of machine equipment/process energy. 
 
Objectives 
 
1.  Prevent inadvertent operation or energization of the machine 
equipment/process in order to protect personnel. 
 
2.  Establish methods for achieving zero energy state. 
 
3.  Comply with all applicable regulatory standards. 
 
Scope 
 
1.  This policy applies to activities such as, but not limited to: erecting,  
installing, constructing, repairing, adjusting, inspecting, cleaning,  
operating or maintaining the equipment/process. 
 
2.  This policy applies to energy sources such as, but not limited to:  
electrical, mechanical, hydraulic, pneumatic, chemical, radiation, 
thermal, compressed air, energy stored in springs, and potential energy  
from suspended parts (gravity). 
 
3.  International facilities will comply with the substance of this policy or the 
prevailing national requirements whichever is more stringent. 
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Definitions 
 
1.  Energy Isolating Device. A mechanical device that physically prevents 
the transmission or release of energy, including but not limited to the 
following: a manually operated electrical circuit breaker; a disconnect 
switch; a manually operated switch by which the conductors of a circuit can 
be disconnected from all ungrounded supply conductors and, in addition, 
no pole can be operated independently; a line valve; a block; and any 
similar device used to block or isolate energy. The term does not include 
pushbutton, selector switch, and other control circuit type devices.  
 
2.  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. 
 
3.  Lockout Device. A device that utilizes a positive means such as a lock, 
to hold an energy isolating device in a safe position and prevent the 
energizing of a machine or equipment. 
 
4.  “Capable of Being Locked Out. An energy isolating device that is 
designed with a hasp or other means of attachment to which, or through 
which a lock can be affixed, or if it has a locking mechanism built into it. 
Other energy isolating devices will also be considered to be capable of 
being locked out, if the lock out can be achieved without the need to 
dismantle, rebuild, or replace the energy-isolating device or permanently 
alter its energy control capability. 
 
5.  Tagout. The placement of a tagout device on an energy-isolating 
device, in accordance with established procedures, to indicate that the 
energy isolating device and equipment being controlled may not be 
operated until the tagout device is removed. 
 
6.  Tagout Device.  A prominent warning device such as a tag and 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. 
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7.  Caution Tag.  A warning device such as a tag and means of attachment 
used to warn employees of an existing or potential hazard. Its legend 
cautions personnel of the hazard(s) and identifies the applier. 
 
8.  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 or tagout. 
 
9.  Authorized Employee. A person who locks out or tags out machines or 
equipment to perform the servicing or maintenance on that machine. 
 
10. Other Employee. An employee whose job requires him/her to work in 
an area in which machine/equipment servicing or maintaining is being 
performed. 
 
11. Servicing/Maintenance. Work place activities such as constructing, 
installing, setting up, adjusting, inspecting, modifying, and maintaining 
and/or servicing machines or equipment. These activities include 
lubrication, cleaning or unjamming of machines or equipment and making 
adjustments to tool changes where the employee may be exposed to the 
unexpected energization or start up of the equipment or release of 
hazardous energy. 
 
 
GENERAL LOCKOUT/TAGOUT PROCEDURE 
 
Purpose and Scope 
 
The purpose of this procedure is to prevent injury to employees from 
unexpected start-up, energization, or release of stored energy from 
machinery or processing during servicing or maintenance of equipment. 
This standard specifies the minimum locking, tagging, clearing, and trying 
procedure necessary to prevent injury from an inadvertent start-up, or 
release of energy or material. 
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Steps to Follow: 
 
Step 1. Preparation For Shutdown – Employees authorized to 
Lockout/Tagout equipment shall identify the type and magnitude of the 
energy to be controlled, all hazards (including stored energy) and the 
method or means of controlling the energy. They shall also notify all 
affected persons in the area that the equipment will be locked/tagged out. 
 
Step 2. Equipment Shutdown – The equipment shall be shut down by 
following established shutdown procedures. 
 
Step 3. Equipment Isolation – Use of the disconnect switches, line 
valves, blocks, blinds, removal of spools and capping of lines, etc., shall be 
used. 
 
Step 4. Application of Lockout/Tagout Devices – Locks/Tags shall be 
applied to the isolation device. Each employee working on the equipment 
shall be responsible for attaching his/her personal locks without exception. 
 
Step 5. Stored Energy– After applying locks/tags to the energy isolation 
devices, all potentially hazardous stored or residual energy must be 
relieved, blocked, bled, restrained, or rendered safe. 
 
Step 6. Verification of Isolation – Prior to starting work, after isolation 
and locking/tagging energy sources, turn “on” (try) all start buttons and 
other activating controls on the equipment to make sure the equipment has 
been de-energized. Be sure to return all controls to the “off” or neutral 
position after trying to start. 
 
Step 7.  Release From Lockout/Tagout Control – Prior to restoring 
energy to the equipment, remove all tools, ensure all affected employees 
are clear and informed that energy to the equipment will be restored and 
guards are in place. Then all locks/tags can be removed and energy 
restored. 
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Special Considerations: 
 
 1. No changes, adjustments, or repairs that require shutting down 
the equipment will be made without permission of the operator, or operating 
supervisor in charge. The equipment involved must have been turned over 
to repair crews before the work begins. 
 
 2. If more than one employee works on the same equipment, each 
person must attach his/her lock and tag. 
 
 3. When an employee is reassigned from a job, which is 
incomplete, and the equipment must of necessity remain locked out, the 
employee involved will notify his supervisor before removing his lock/tag. 
The supervisor will then lockout/tagout the equipment or arrange for such 
lockout and tagging prior to the first employee removing his lock and tag. 
 4. No attempt shall be made by anyone to operate a control 
device to which a lock or tag is attached. 
 
   
The District’s electrical safety program is designed and intended to protect 
all persons, buildings and their contents from hazards arising from the use 
of electricity.  
 
This program is intended to serve as a general guide for the use of 
electrical equipment, during the installation and/or repair of electrical 
circuitry and for construction and renovation projects affecting electrical 
systems. 

 
 

ELECTRICAL HAZARDS 
 
Electrical Fires 
 
Electricity is the biggest single cause of industrial and construction fires. 
 

1. Most of these fires stem from improper installation of electrical 
equipment and poor electrical maintenance. 

 
2. Electricity is taken for granted. Many electrical hazards cannot be 

seen. 
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Electrical Shock 
 
The severity of such an accident depends not only on the voltage 
conducted through the victim, but if the electricity passes through the heart 
and out to ground. This causes fimbriation of the heart and fatalities are not 
uncommon. 
 
Spotting Electrical Hazards 
 
Know what constitutes an electrical hazard and where in the work area 
these hazards are most likely to exist. 
 

1. Ungrounded tools and equipment. 
 

2. Wiring, electrical plugs, extension cords. 
 

3. High-voltage equipment. 
 

4. Switches. 
 

5. Static electricity. 
 

6. Fuses and circuit breakers. 
 
Reporting Electrical Hazards 
 
Preventive measures. 
 

1. Never let yourself be part of the circuit between one wire and 
another, or between one wire and ground. 

 
2. Ground faults can occur anywhere that electrical equipment is in 

operation without protection. 
 

3. Ground fault interrupters are one form of protection designed to 
limit electric shock to a current and length of time that will not 
produce serious injury. 
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First Aid to Electric Shock Victims 
 

1. Mouth-to-mouth resuscitation, CPR (if trained to do so). 
 

2. Get medical help immediately. 
 

3. Call paramedics or 911. 
 
 
Assured Grounding 
 

1. It is the policy of the District to use Ground Fault Circuit 
Interrupters (GFCI) for all electrically powered tools or equipment. 

 
2. Flammable or combustible liquids may be transferred from a drum 

to an approved container by gravity through an approved self-
closing valve or approved pump. Containers must be electrically 
grounded to each other. 

 
3. GFCI must be used with all tools and equipment. The GFCI device 

acts as a circuit breaker for the neutral side of the circuit and adds 
further protection from shock. Check equipment before and after 
each use for damaged or frayed cords or plugs with missing 
grounds. Portable electric tools must be double insulated. 
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RESPONSIBILITIES 
 
Sites/Departments: 
 

• Ensure that all electrical installations conform to the standards in 
the National Electric Code, California Building Code, California 
Code of Regulations, Title 8, Electrical Safety Orders and any 
prevailing local electrical codes. 

 
• Ensure that no electrical installations or modifications will be 

made by other than District Electricians or duly authorized 
contractors. 

 
• Ensure that personnel exposed to live electrical hazards are 

provided with adequate electrical safety equipment and electrical 
safety training. 

 
• Ensure full compliance with Employee responsibilities. 

 
Employees: 
 

• Follow safe work practices while working on or around electrical 
equipment. 

 
• Report to Supervisors any unexpected electrical hazards. 

 
• Ask Supervisors for assistance or clarification of work procedures 

as necessary.  
 
Safety Coordinator: 
 

• Assist Supervisors and Department Directors with their electrical 
safety program. 

 
• Develop and conduct electrical safety training. 

 
• Review procedures to ensure compliance. 
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Contractors: 
 

• Ensure that their activities do not interfere with the electric supply of 
critical equipment or operations. 

 
• Post appropriate caution signs when performing operations that 

create new electrical hazards. 
 

• Ensure their Employees abide with the District electrical safety 
program.  

 
 
 

General Electrical Safety for Employees 
 

1.   Extension cords should not be used as a substitute for permanent fixed 
      wiring and should never run through holes in walls or ceilings or be 
      attached to building surfaces or hung from nails, wires, staples, etc. 
 
2.   Multiple outlet power strips should have overload protection and have a  
      maximum cord length of 6 feet and should never be connected in 
      series. 
 
3.  Electrical power panels should always be unobstructed and have clearly 
     marked individual switches identifying the equipment they operate. 
 
4.  All electrical junction boxes, outlets and switches must have covers. 
 
5.  Electrical equipment should not be used with exposed electrical wires, 
     frayed cords, or when the insulation has been pulled away from the 
     cord plug or where the cord is connected to the equipment. Damaged  
     equipment or cords should be repaired by a qualified electrician. 
 
6.  All portable electrical power tools and equipment must have cords with 
     double insulation or grounded connections. 
 
7.  The electrical circuit to permanent fixed power machinery shall be 
     capable of being locked out. 
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8.  No Employee should make unauthorized repairs to any type of electrical 
     equipment and should not attempt to replace electrical components  
     unless the equipment has been locked out. 
 
9.  All electrical equipment and wiring should be approved for the type of 
     environment and purpose of use. 
 
10. Coffee pots should be unplugged when not in use even if shut off timers 
      are used and should not be placed on or near combustibles. Coffee  
      pots should not be left on whenever the room is left unattended. 
 

 
 

SAFETY LOCKOUT/ BLOCKOUT PROCEDURES 
 
 
INTRODUCTION 
 
The District has adopted the lockout/blockout procedure to prevent injury 
and/or death to personnel by requiring that certain precautions are taken 
before servicing or repairing equipment.  
 
Lockout/blockout means that any energy source such as electrical, 
hydraulic, mechanical, compressed air or any other source that might 
cause unexpected movement must be disengaged or blocked, and 
electrical sources must be de-energized and LOCKED or positively sealed 
in the OFF position.  
 
Even a locked-out machine may not be safe if there are parts of the 
machine that are not BLOCKED to prevent inadvertent movement.  
 
Potential energy that may need to be blocked can come from suspended 
parts, subject to gravity, or may be energy stored in springs. 
 
There is a difference between turning off a machine and actually 
disengaging or de-energizing a piece of equipment. When you turn off a 
control switch, you are opening a circuit.  
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There is still electrical energy at the switch and a short in the switch or 
some fellow employee inadvertently turning on the machine may start the 
machine to run again. 
 
On pneumatic and hydraulic systems, the pressure must be released and 
lines either disconnected or double locked (with bleed) or blinded, and 
locked out.  
 
In addition, a DANGER, “Do Not Use”, “Do Not Open” or “Do Not 
Operate” tag is to be placed at the power sources and valves of all 
equipment being serviced. 
 
To prevent these kinds of lockout/blockout incidents, the District has 
inaugurated and will maintain the following: 
 

1. A training program designed to instruct employees in general safe 
work practices, plus specific instruction with regard to hazards unique 
to any job assignment. 

 
2. Scheduled periodic inspections to identify and correct any unsafe 

conditions and work practices that may be found. The District will 
correct all unsafe conditions and work practices found as a result of 
hazard surveys. 
 

3. The lockout/blockout program will include the following to insure 
effectiveness: 

 
• A survey of the equipment by competent persons who are 

thoroughly familiar with its operation and associated hazards, in 
order to identify which machinery should be locked and blocked 
out. 

 
• Identification and labeling of lockout devices. 

 
• Selection of locks, tags and blocks. 

 
• A District standard operating procedure that is documented and 

complied with. 
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SAFETY LOCKOUT/ BLOCKOUT PROCEDURE 
 
Danger tags are not to be considered as a positive means of securing 
equipment, but are to be used in conjunction with locks.  
 
Tags will be used only to identify that work is being performed on a valve, 
switch, or piece of equipment when the potential for injury or property 
damage could result from the operation. 
 
 No work is to be performed on any operable equipment until the operation 
of it is prevented by the use of this procedure. 
 
 
Danger tags should be used as outlined below: 
 

1. Only the standard construction DANGER tags are to be used. 
These may also include either the words “Do Not Use” or “Do 
Not Open” depending on the operations at hand. 

 
2. All tags are to be securely attached, dated, and signed by the 

person performing the work. 
 

3. Tags should be destroyed immediately upon removal except those 
that are designed to be re-used. However, no alterations to the tag 
are permitted. 

 
4. No piece of equipment or device should be operated when there is 

a tag or lock attached, regardless of circumstance. 
 

5. No person should ever remove a worker’s tag or lock. Only the 
worker who placed the lock and tag on the equipment should 
remove it. 

 
6. It is the responsibility of the Supervisor to see that no work is 

performed beyond the protection of locks and tags, which have 
been installed. 
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7. Workers may place “multi-lock” devices on the equipment if other 
employees or trades workers are involved. All persons working on 
the equipment must have their own lock, and tag in place. 
 
 

EQUIPMENT OR FACILITIES 
 
 
Lock Out/Tag out Sequence 
 

1. The worker places the tag on all controls to warn others that the 
equipment is not to be operated. The worker writes the reason on 
the tag(s) identifies the equipment and dates and signs each tag. 

 
2. The worker will pull power switches and/or circuit breakers and 

place a lockout clip(s) and a lock(s) on the controls to make the 
inoperable. Other power sources such as air, steam, water, or 
hydraulic may require bleeding, disconnection, or valve locking. 

 
3. After the worker has tagged and locked out the equipment, the 

equipment should then be tried to assure that it would not operate. 
 

4. All District locks and tags should be installed first and removed 
last, if possible. 

 
5. When other sub contractors or crafts are required to work on the 

same equipment, they must place their own personal locks and 
tags on each piece of equipment. 

 
6. All crafts must “try” the equipment after installing their personal 

locks to assure, once again that the equipment will not start. 
 

7. Locks and tags must remain on controls until work has been 
completed and it is safe to start the equipment. If maintenance or 
electrical work is to continue into the next shift, persons going off 
shift shall remove their “personal” lock and leave their tag on the 
equipment. Persons coming on shift must install their own 
personal lock and tag if they will be working on the equipment. 
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8. Upon completion of work, all other sub contractors or crafts will 
remove their locks and tags first. Locks and tags are to be 
removed last after it is determined that the equipment is safe to 
operate. 

9. No equipment should be started by anyone (including bumping to 
check rotation) without permission from the Supervisor responsible 
for the equipment. 
 

Other Systems 
 

1. Appropriate person de-energizes, tags, locks, and “tries” the 
system. 

 
2. Workers performing the work are to place their locks and tags. 

 
3. Workers are to remove their locks and tags when their work is 

completed and then the appropriate person removes his lock and 
tag and then re-energizes the equipment. 

 
Shop and Field Equipment 
 

1. The qualified operator of shop equipment may lock out their 
equipment to change tools, chucks, blades, and perform similar 
tasks. 

 
2. A power disconnect switch must be provided for this purpose at or 

near the equipment unless the equipment can be unplugged. 
 

3. Push-button or butterfly controls may not be used for purposes of 
lockout. 

 
4. A lock with a tag may be used for this purpose. 

 
5. The above does not apply to any maintenance or repair work that 

is done by other than the authorized operator. 
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Locks 
 

1. Only individual keyed locks may be used. The key must remain in 
the possession of the person placing the locks. 

 
2. A master series of locks to be used specifically for lockout may be 

provided to each person that requires them. Master keys for the 
locks will remain in the possession of the Safety Coordinator. 

 
Warning 
 

Any person who operates a switch or device to which “DANGER’ 
tags are attached or removes a tag without permission will be subject 
to disciplinary action. 

 
Blocks 
 

1. Suitable blocks are another important safety device for making a 
piece of equipment safe to be repaired or serviced. Blocks must be 
placed under raised dies, lifts, or any equipment that might 
inadvertently move by sliding, falling, or rolling. 

 
2. Blocks, special brackets, or special stands such as those commonly 

used under raised vehicles, shall be available and used. 
 

3. Another form of blocking is the placement of a blind. A blind is a disk 
of metal placed in a pipe to ensure that no air, steam, or other 
substance will pass through that point if the system is accidentally 
activated. 

 
4. Prior to the installation of blinds or blocks, the system needs to bleed 

down steam. Air or hydraulic lines to rid them of any pressure. Coiled 
springs, spring-loaded devices, or suspended loads must also be 
released so that the stored energy will not result in inadvertent 
movement.  
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All Employees who are responsible for following this procedure must 
receive training in the procedure.  
 
This includes all Employees who perform the following duties: 
maintenance, repair, installation workers, or clean-up personnel. 
 
Following initial training in lockout, blockout, tagout principals, each 
Employee will receive an annual follow-up training session. 
 
 Each training session shall include at a minimum the following: 
 

1. Formal lecture regarding this procedure including its purpose, 
scope, and application. 

 
2. Visual support materials including but not limited to video of film 

presentation of “Lockout Safety Procedures”. 
 

3. Written quiz to establish the proficiency of the worker. 
 
Enforcement and Inspection 
 
The primary responsibility lies with each Supervisor for monitoring the 
performance of his or her workers. Those Employees found to be in 
violation of this procedure will be subject to disciplinary action. 
 
All surveys of worker performance shall be documented on the Safety 
Survey Form. The survey must include the following information: 
 

1. Identity of the machine or equipment on which the “Lock Out” 
procedure has been utilized. 

 
2. Date of the survey. 

 
3. Employees included in the survey. 

 
4. Person(s) performing the survey. 
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It must be the responsibility of all Supervisors of Employees performing 
such operations to: 
 

1. Instruct their Employees as to the content of this procedure. 
 

2. Periodically follow-up to assure compliance with this procedure. 
 
 
Responsibility 
 
The responsibility for seeing that this procedure is followed is binding upon 
all Employees. Designated competent personnel in the purpose and use of 
the lockout procedure shall instruct all Employees in the safety significance 
of the lockout procedure. 
 
Preparation for Lockout 
 
Employees authorized to perform lockout shall be certain as to which 
switch, valve, or other energy isolating devices apply to the equipment 
being locked out. More than one energy source (electrical, mechanical, or 
others) may be involved. The Employees shall clear any questionable 
identification sources with their Supervisors. Before lockout commences, 
job authorization should be obtained. 
 
Sequence of Lockout Procedure 
 

1. Notify all affected Employees that a lockout is required and the 
reason therefore. 

 
2. If the equipment is operating, shut it down by the normal stopping 

procedure (such as: depress the button, open toggle switch). 
 

3. Operate the switch, valve, or other isolating devices so that the 
energy source(s) (electrical, mechanical, hydraulic, and other) is 
disconnected or isolated from the equipment. Stored energy, such as 
that in capacitors, springs, elevated machine members, rotating 
flywheels, hydraulic systems, and air, gas, steam, or water pressure, 
must also be dissipated or restrained by methods such as grounding, 
repositioning, blocking, and bleeding down. 

 



 18 

4. Lockout energy isolating devices with an assigned individual lock. 
 

5. After assuring that no personnel are exposed and as a check on 
having disconnected the energy sources, operate the push button or 
other normal operating controls to make certain the equipment will 
not operate. CAUTION: Return operating controls to neutral position 
after the test. 

 
6. The equipment is now locked out. 

 
Restoring Equipment to Service 
 

1. When the job is complete and equipment is ready for testing or 
normal service, check the equipment area to see that no one is 
exposed. 

 
2. When equipment is clear, remove all locks. The energy isolating 

devices may be operated to restore energy to equipment. 
 
Procedure Involving More Than One Person 
 
In the preceding steps, if more than one Employee is required to lock out 
equipment, each shall place their own personal lock on the energy isolating 
device(s). One designated Employee of a work crew or a Supervisor, with 
the knowledge of the crew, may lock out equipment for the whole crew.  
 
In such cases, it may be the responsibility of the individual to carry out all 
steps of the lockout procedure and inform the crew when it is safe to work 
on the equipment. 
 
 Additionally, the designated individual shall not remove a crew lock until it 
has been verified that all individuals are clear. 
 
Rules for Using Lockout Procedure 
 
All equipment shall be locked out to protect against accidental or 
inadvertent operation when such operation could cause injury to personnel. 
Do not attempt to operate any switch, valve, or other energy-isolating 
device bearing a lock. 
 


