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Purpose

PURPOSE:

The purpose of the Tagout Procedure is to communicate to workers that the 

equipment is being serviced with labels and tags when the lockout is not a 

viable option and, therefore, cannot be used. 

GLOSSARY:

Tagout- The placement of tagout signs on a device, per an established 

procedure, indicates that the device and the controlled equipment may only 

be operated once the tagout is removed. 

Tagout tags- Any prominent warning device, such as a tag and a means of 

attachment that can be securely fastened to an energy-isolating device to 

indicate that the machine or equipment to which it is attached may not be 

operated until the tagout device is removed.



Tagout Procedures PPM

3

Tagout- Forklift

TAG OUT PROCEDURES FOR FORKLIFTS:

1. During pre-inspection, operators must find a functioning 

issue and fill out the Forklift Repair Form (FRF). The 

FRF is located in a wall pocket marked as “Forklift 

Repairs.” See the wall pocket picture for reference.

2. Communicate the forklift breakdown to the appropriate 

supervisor or leader.

3. If able, park the forklift in the repair area. Otherwise, seek 

assistance to move the forklift to the repair area or write 

the unit’s location on the FRF.

 PPE 
 Tagout tags and lock
 Forklift Repair Form (FRF)

Required Tools and Materials
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4. To lockout and tagout, follow these steps:

a) The leader will retrieve the tagout tag and 

lock it with the corresponding key from the 

Lockout/Tagout Board. 

b) Write the issue on the tag, sign, and date. 

c) Insert the tag through the lock shank.

d) Wrap the seat belt around the forklift steering 

wheel, place the lock through the eye of the 

seat belt, then insert the seat belt strap 

through the lock and secure.

e) Place the lock key in the drop box.

5. The Forklift Repair Form is placed in the “Forklift 

Repairs” wall pocket. The leader will then add the 

forklift unit issue to the Repair Request Log Google 

Sheet.

Tagout- Forklift
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6. The vendor mechanic will arrive the following 

day, retrieve the FRF from the “Forklift 

Repairs” wall pocket, and locate the forklift to 

repair.

Note: The vendor mechanic will locate a leader to 

access the key for the locked forklift.

7. When repairs are completed, the mechanic will 

sign off on FRF and seek a leader or someone 

from the Fleet Services Department (FSD) to 

sign off on the work order. 

8. The mechanic will staple the work order and 

FRF together and place them in the “Repairs 

Completed” wall pocket. 

9. The mechanic will remove the tagout tag, lock 

it with a key, and return it to the 

Lockout/Tagout Board.
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10. FSD will collect the forms from “Repairs Completed” and then update the status in the Google Sheet.

11. Warehouse Operations will review statuses in the mornings and evenings daily.

12. An operator will be assigned to remove the repaired forklift from the “Repair Area.”

Tagout- Forklift
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Tagout- General

 Tagout tags and lock
 PPE

Required Tools and MaterialsGENERAL LOCKOUT AND TAGOUT PROCEDURES:

1. Notify all team members at the location that servicing is 

required on a machine or equipment and that it must be shut 

down and locked out to perform servicing. 

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

procedure (stop button, etc.). Disconnect switches should 

never be pulled while under load because of the possibility of 

arcing or explosion. 

3. Operate the switch, valve, and other energy-isolating devices 

so that the energy source(s) are disconnected from the 

equipment.

4. Stored energy such as that in capacitors, springs, elevated 

machine members, rotating flywheels, hydraulic systems, and 

air, gas, steam, or water pressure, etc., must also be 

dissipated, disconnected, or restrained by methods such as 

grounding, repositioning, blocking, bleeding-down, etc. 
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Tagout- General

5. Lockout the energy-isolating device with your individual lock, 

even if someone else puts their lock on. You will not be 

protected unless you put your own padlock on. 

6. After ensuring nobody is near the machine, operate the push 

button or other normal operating controls to ensure the 

equipment is powered down. For electrical circuits, use the 

electrical lockout tagout procedure.

7. The equipment is now locked out and tagged out.
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