
BRIEFING

Keep a record of all safety education and include the date, discussion leader name, and a listing of all employees in attendance on the 
Attendance Register. This is one of a series of safety information guides. Use this as a framework for safety discussions within the workplace. 
It is a general description ONLY and does not carry the force of legal opinion. Visit SAFETY WORKSTM at www.clearpathmutual.com for 
additional FREE training, education, and awareness material. SAFETY WORKS, Work It! TM

LOCKOUT/TAGOUT 

A lockout is a method of keeping equipment from being set in motion and endangering workers. In a lockout, a 

disconnect switch, circuit breaker, valve, or other energy isolating mechanism is put in the safe or off position. 

A locking device is often in place over the energy isolating mechanism to hold it in the safe or off position. 

In a tagout, the locked energy isolation device has a written warning attached to it. The tag provided by the 

company is part of the company lockout/tagout program in compliance with OSHA 29 CFR 1910.147. 

EACH DEVICE MUST BE:

  Durable, to withstand wear

  Substantial, so it won’t come off easily

  Capable of identifying the person who applied it 

 

Shut down machines or equipment for service, maintenance or repairs to avoid:

  Unexpected startup of the equipment

  Release of stored energy 

 

Lockout or tagout hazardous energy to machines or equipment when:

  Removing a guard or other safety device during service, maintenance, or repair

  Any body part is exposed to moving machinery 

 

ALWAYS FOLLOW LOCKOUT/TAGOUT PROCEDURES WHEN:

  Repairing electrical circuits

  Cleaning or oiling machinery with moving parts

  Clearing jammed mechanisms

The OSHA Standard lets each employer use lockout, tagout, or both. It is the responsibility of employees  

to follow whichever system is in use by the company. All employees who use the equipment must know  

and follow the company lockout/tagout program. Remember, locks and tags by themselves do not  

de-energize equipment.



TOPIC           DATE 

TRAINER          TITLE

ATTENDANCE REGISTER
The BRIEFING or any safety discussion does not meet OSHA training requirement. Training must 

include testing or “proof” that employees comprehend and understand the material presented. OSHA 
recommends that employers keep a record of all safety and health training and education. Records 

provide evidence of the employer’s god faith and compliance with OSHA standards. Have all attending 
employees sign below and maintain a copy of this Briefing for your educational records.

ATTENDEE ATTENDEE


