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	1.  Introduction
	To develop a system within the organisation that identifies plant and equipment in an unsafe condition or is out-of-service, a tagging process should be implemented to protect all persons who may be in danger from performing a task involving for example; the operation of machinery, the use of steam, electricity, gas, liquids, etc or using unsafe equipment or working in a confined or enclosed space.

	2. Purpose
	All tags used for these purposes within the organisation must be in compliance with A.S. 1319 - 1994 Safety signs for the occupational environment

	3. Scope
	This procedure applies to all equipment tagging requirements of Babcock & Brown Communities.

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.  Procedure / Application Step
	Manager / Maintenance Officer / Responsible Person
	Contractor

	5.1  Identify issue for isolation
	· Discuss implications of isolation with appropriate authorities / contractors
	· Adhere to specified equipment / service isolation procedures.

	5.2  Apply the appropriate Tag
	· Ensure isolation tags are available / ensure Contractor to provide tags as applicable to the tasks.

TYPES OF TAGS:

· “THIS SWITCH MUST NOT BE OPERATED” 
· “CAUTION ; OUT OF ORDER” -
· “DO NOT OPERATE”
	· Provide tags as required.

· Place danger tags before commencing work on any job where you are exposed to the risk of perennial injury.

	5.3  Raise awareness to staff


	· Ensure all staff are aware that they must not operate any control or close any door or cover when a danger tag is attached.
· Never remove a Danger tag other than one you have placed yourself (unless instructed directly by the person responsible for placing the tag).
· Never use equipment to which a Caution tag is attached
	· Maintain vigilance on monitoring staff, residents, service users whilst working on isolated equipment.

	5.4  Testing equipment during works.
	If the equipment has to be tested during the progress of the work, the person in charge must ensure that :-

· All persons involved must remove their own tags and move to a safe place.

· A competent and qualified operator must remain at the controls and operate them as directed.

· The equipment must be re-isolated and re- tagged before work recommences.

	5.5 Tag Type
	Specific Tagging Procedures & application

	
	Application
	Placement Procedure

	5.5.1 “DO NOT OPERATE THIS SWITCH”
	These tags are used for the purpose of protecting a worker when working on isolated equipment by ensuring others do not alter controls. 

Prior commencing work: 

· For electrically operated equipment, opening main switch or switch’s. Where possible, electrical switches should be racked out (removed) or locked out as well as being tagged.

· For hydraulically operated equipment - closing the relevant shut-off valves or where valves are not provided, switching off and isolating the pump(s) ensure the pressure is released from the system.

· For air operated equipment - closing the shut-off valve(s) and releasing the pressure.

· For steam, oil, gas, fuel, chemicals or other fluids - closure of shut - off valves.

· If the isolating control is located in a prohibited or restricted area, authorisation must be obtained to enter the area.
	· The tag must be attached securely to each control, isolating equipment after the workers Name, Signature, Date and reason for work has been documented on the tag.     

· Always check the isolation effectiveness, before commencing work, by operating the normal controls.

· All tags may only be removed by the person(s) who placed the tags and only when the work is complete.

· Ensure that all personnel have been cleared prior restoring power or services.

· If the work is not completed a “Caution - Out Of Order” tag (Yellow) must be placed on controls and the Maintenance Supervisor or delegate must be advised that the work has not been completed.

	5.5.2  “CAUTION - OUT OF ORDER”
	These tags are used for the purpose of protecting equipment and other persons from unsafe equipment or conditions such as:

· Where ever the use of unsafe equipment or condition is likely to cause damage to plant or injury to other persons.

· When non - standard switching or control settings are used.

· If equipment has been installed but not tested or commissioned.

· If the job has not been completed by the end of a shift.

This tag must stay in place whilst the equipment or condition remains unsafe.
	· The tag must be placed by the most senior person working on the equipment or plant and must show their Name, Signature, Date and reason for Caution.

· The removal of the tag must be made by the person who placed it or delegate (i.e.: designated Person in charge) provided they are satisfied that the conditions stated on the tag are now safe.

· Note:
If not satisfied that conditions are safe the person placing the tag or Maintenance Officer /Site Manager must be contacted to clarify the matter.

	5.5.3  “DO NOT OPERATE”
	These tags are used for the purpose of indicating that certain valves or switches must NOT be operated, as operation could result in injury to workers or damage to equipment.

These tags should be placed on machines or equipment while they are being inspected, serviced or cleaned to inform another person NOT to turn on power, gas, steam, or liquid which could result in injury or death to the person carrying out the work.


	· The person working on the machine must attach a CAUTION tag to the control switch that supplies power or other input to the machine or work area, after filling out the appropriate details: Name of worker and signature and date of placement.

· The tag is removed only by the worker who’s name is on the tag and only when the work is complete.

· Note:
 More than one tag should be used if more than one worker is working on the equipment. (This will ensure the equipment will not be turned on until the last tag is removed)

	5.5.4  EQUIPMENT FAULT Tag
	These tags should be used when general furniture or equipment is found to be faulty or need repairing. For example, beds, chairs, trolleys etc.

Naturally if the piece requires immediate removal from the work area, this should be facilitated through Maintenance / Manager.


	· Once a piece of furniture or general equipment has been identified as faulty or in need of repair, a tag is to be placed on the piece of furniture indicating the type of problem identified. 

· A maintenance requisition is then completed and forwarded on to Maintenance officer or Site Manager.

· The tag acts as an identity badge for the piece requiring review.


	6.  Accountabilities 


	Maintenance Officer / Responsible Person / Manager
Must ensure that all personnel under their control fully understand and follow the regulations as above.


	7.  Training 
	Maintenance Officer / Responsible Person / Manager
Should be trained in the use of Safety Tagging and isolation procedures for Babcock & Brown Communities.


	8.  Performance      Indicators &
Audit records
	Completed Lock out tags.


	9.  Related Forms and Templates
	NA


	10.  Record Keeping
	All tags requiring documentation must be kept for a period of 12 months




	11.  Legislation References
	A.S. 1319 - 1994 Safety signs for the occupational environment
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