
 

11  

 
Flowchart for removal of a lock 

Supervisor Inspection  

Supervisor is required to make a 
thorough inspection of 
area/equipment.  
 

Equipment is repaired 
 

Equipment is safe to energize 

Is that 
employee at 

work? 

START 
Employee has left Lock/Tag on 
equipment 

 
Was employee or 
employee’s family 

spoken to? 

Lock will be 
removed. 

Call Employee’s 
Home or Cell  
Obtain number from 
supervisor or HR 

Contact Employee 

Utilize all methods to 
contact employee (public 
announcement, radio, etc.) 

  Was employee 
contacted? 

Call Maintenance 

Maintenance will remove the 
lock using bolt cutters or other 
means. 

Notify Lock/Tag Owner 

Notify the owner of the 
lock/tag that the lock/tag has 
been removed before work is 
resumed. 

Approval for Removal of Lock/Tag 

Supervisors Signature Date 

Manager Signature Date 

Employee Signature Date 

Location of Locks(s): 

Number of locks to remove: 

 

Document Findings 

  
  
  
  
  
  
  

Employee is able to assist in 
removal of lock/tag         YES 

YES 
YES 

YES 

NO 

NO 




