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Lockout/Tagout Absent Employee Lock 
Removal Procedure 

EOSMS- 303-1     

 

 
Instructions 
If present, the Absent Person’s supervisor must physically witness the lock removal and must retain 
possession of the lock(s). Before the Absent Person returns to any work duty, the Absent Person’s supervisor 
must ensure that the person is presented with the removed lock and is informed of the reasons for the 
removal.  
The completed absent Authorized Person LOTO Lock Removal Form must be returned to EHS at 
firesafety@kennesaw.edu.  
Designated Person 
_______________________________________________ is the single, designated person to contact when a lock or other 
device requires removal by someone other than the authorized employee who applied the device. 
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