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1. Purpose
The purpose of this SOP is to establish a Lockout/Tagout (LOTO) procedure that prevents accidental or unauthorized activation of machinery and equipment during maintenance, servicing, or repair. This ensures the safety of workers and compliance with legal and regulatory requirements.

2. Scope
This SOP applies to all employees, contractors, and maintenance personnel involved in repair, servicing, and maintenance of:
· Electrical Systems
· Mechanical Equipment
· Hydraulic and Pneumatic Systems
· Chemical Processing Equipment
· Confined Space Operations
· Energy-Isolated Work Environments

3. References and Compliance Requirements
3.1 South African Legislation
1. Occupational Health and Safety Act (OHSA) No. 85 of 1993
· Section 8(1): Employers must ensure a safe work environment.
· Section 10: Prohibits the operation of unsafe machinery.
· Section 24: Requires reporting of injuries due to uncontrolled energy sources.
2. Electrical Installation Regulations (2009)
· Regulation 5(1): Employers must ensure isolation of electrical equipment before servicing.
3. General Machinery Regulations (Regulation 9)
· Requires lockout procedures before maintenance work on machinery.
4. Construction Regulations (2014)
· Regulation 10: Machinery must be isolated before maintenance.
3.2 International Standards
5. ISO 45001:2018 (Clause 8.1.2) – Requires control of hazardous energy.
6. ISO 14001:2015 (Clause 8.2) – Addresses environmental risks from energy sources.
7. OSHA 29 CFR 1910.147 (Control of Hazardous Energy – LOTO Standard) – Defines LOTO requirements.
8. NFPA 70E (Electrical Safety in the Workplace) – Provides lockout procedures for electrical hazards.
9. ILO Code of Practice on Safety and Health (2001) – Recommends structured energy control measures.

4. Definitions
· Lockout (LO): The use of physical locks to prevent equipment activation.
· Tagout (TO): The use of warning tags to indicate equipment is locked out.
· Energy Source: Electrical, mechanical, hydraulic, pneumatic, chemical, or thermal energy.
· Authorized Employee: A trained worker authorized to perform LOTO.
· Affected Employee: A worker operating or using locked-out equipment.
· Zero Energy State: Condition where all energy sources are fully isolated.

5. Responsibilities
	Role
	Responsibilities

	Management
	Implement and enforce LOTO policy, provide training, and ensure compliance.

	HSE Officer
	Monitor LOTO compliance and conduct audits.

	Authorized Employee
	Execute lockout procedures and verify isolation.

	Affected Employee
	Follow safety instructions and never bypass locks or tags.

	Supervisors
	Verify that LOTO procedures are followed before maintenance work.



6. Lockout/Tagout Procedure
6.1 Pre-Lockout Preparation
1. Identify all energy sources using equipment manuals and schematics.
2. Notify all affected employees about the planned lockout.
3. Gather required LOTO devices (locks, tags, circuit breakers).

6.2 Lockout Procedure
1. Shut down the equipment using the normal stop procedure.
2. Isolate the energy source by disconnecting switches, closing valves, or removing power.
3. Lock out the energy source using a safety lock.
4. Attach a warning tag with the worker’s name, date, and reason for lockout.
5. Release any stored energy (drain fluids, bleed air pressure, discharge capacitors).
6. Verify isolation by attempting to start the equipment.

6.3 Tagout Procedure (if lockout is not feasible)
1. Attach a warning tag to indicate the machine is under maintenance.
2. The tag must state: "DO NOT OPERATE – Maintenance in Progress".
3. The worker’s name, date, and contact details must be on the tag.
4. A tag alone does not provide physical protection—extra precautions must be taken.

6.4 Multiple Lockout Scenarios (Group LOTO)
1. Each worker must apply their own lock to a group lockout hasp.
2. A supervisor lock is added last and removed last.
3. Each worker must remove only their own lock when work is completed.

6.5 Removing Lockout Devices
1. Ensure all work is completed and tools are removed.
2. Verify that all employees are in a safe position.
3. Remove locks and tags in reverse order of application.
4. Notify all affected employees that the machine is operational.

7. Emergency Lock Removal
· If an employee forgets to remove their lock, a supervisor must investigate.
· The HSE Officer must authorize the removal after ensuring it is safe.
· The worker must be notified before operating the equipment.

8. Training Requirements
1. All workers must be trained in LOTO procedures.
2. Annual refresher training must be conducted.
3. Authorized employees must receive advanced training on LOTO application and energy source identification.
4. Training records must be kept for 5 years.

9. Documentation and Record-Keeping
	Document
	Retention Period

	LOTO Permits
	3 years

	Training Records
	5 years

	Incident Reports
	10 years

	Energy Source Register
	5 years



10. Review and Continuous Improvement
· The LOTO program must be reviewed annually.
· Any LOTO-related incidents must be investigated, and corrective actions implemented.

11. Non-Compliance and Disciplinary Action
· Bypassing or removing locks/tags without authorization is a serious offense.
· Violations will result in disciplinary action, including suspension or termination.

12. References
12.1 South African Legislation
1. Occupational Health and Safety Act No. 85 of 1993 – Sections 8, 10, 24.
2. Electrical Installation Regulations (2009) – Regulation 5(1).
3. General Machinery Regulations – Regulation 9.
4. Construction Regulations (2014) – Regulation 10.
12.2 International Standards and Best Practices
5. ISO 45001:2018 – Clause 8.1.2 (Control of Hazardous Energy).
6. ISO 14001:2015 – Clause 8.2 (Environmental Risks from Energy Sources).
7. OSHA 29 CFR 1910.147 – LOTO Standard.
8. NFPA 70E – Electrical Safety Guidelines.
9. ILO Code of Practice (2001) – Energy Control Procedures.
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