
PROCEDURE
Isolation and Tag Procedure

The current controlled version of this procedure is located on RSG Network IMS Folder. All other printed copies of
this procedure are to be considered uncontrolled and should be validated against the current controlled version on
the RSG Network IMS Folder before use.
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1 PURPOSE

This procedure outlines the steps used to complete isolation and tagging. Isolation is performed to keep
plant and its components from being set in motion or to prevent the release of stored energy.

2 SCOPE

This procedure is to be used to protect the safety of persons during plant and material inspection,
installation, repair, maintenance or cleaning at all RSG projects, unless instructed by a client to use their
isolation procedures.

Electrical isolation is excluded from this procedure, this task is to be undertaken by a third party (client
provided or sub-contractor) who is competent and licensed to undertake electrical work.

3 DEFINITIONS

Company / the Company: Refers to Reay Services Group and associated entities.

System: Quality, Safety and Environmental Management Systems.

Competent Person: Person who is competent for their task by reason of experience or qualification.

Authorised Person: Person authorised to perform their work within their competencies on site.

Isolation: A part of an energy system is defined as “isolated” following the physical interruption of all
energy flow paths by means of approved isolating devices (circuit breaker, switch, etc).

Barrier: A physical item or means of providing protection against contact or exposure to harmful energy
eg. A physical barrier, such as a guard or space keeping people at a safe distance from a blast.

Dead: Circuit that is at, or about, earth potential & is isolated from any source of energy supply.

Live: A conductor, pipe or any other device that stores or carries energy/pressure and is energised from a
source/back feed or any other energy source.

Full Current Isolator: Electrical isolation switch used for the positive isolation of the energy source of a
piece of equipment / machinery / plant at the work site.

Lockout: An isolation device is deemed to be effectively “locked out” of service when an approved key
operated padlock is attached so that the device cannot be returned to service without prior removal of
the lock.

Non-Positive Isolation Point: A push button control, emergency stop button, control valve, solenoid etc.
that does not provide for physical separation of the energy source to prevent energy transmission.
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Out of Service Tag: An out of service tag (yellow and black) is a tag applied to faulty or unsafe equipment
or components to warn people of the potential to cause harm to the person or further damage to
equipment/components. It does NOT provide you with personal protection as it can be removed by
someone other than the owner of the tag; it is NOT a personal danger tag.

Personal Danger Tag: A tag (red, white and black) specifically used for personal isolation purposes. A
Personal Danger Tag attached to an isolation point, indicates that the operation of the particular
equipment / machinery / plant switch or valve could endanger the wellbeing of the owner of the tag and
shall not be operated.

Pressurised Liquids: Pressurised liquids include water, grease and gas in liquid form.

Test for Dead: The process of carrying out the necessary tests to ensure isolation has been effective and
that all energy or potential energy has been discharged and is at a zero energy state.

4 RESPONSIBILITIES

All company Employees and Contractors are responsible for complying with the requirements of this
procedure.

Refer to QMS-PRO-026 – Authority and Responsibilities Procedure for further details.

5 PROCESS

5.1 PART 1 – PERSONAL DANGER LOCKS / TAGS
5.1.1 Personal Lock and Personal Danger Tag

A Personal Lock is a device that is used to positively lock an isolation point.

Personal Danger Tags are red, black and white.

The Personal Lock must identify the user and if unable to positively identify the user a Personal Danger
Tag must accompany the Personal Lock. If there are no facilities to attach a Personal Lock then a Personal
Danger Tag may be used by itself.

5.1.2 Function

The Personal Tag and Lock shall be used to isolate any energy source on plant and/or equipment before
work is commenced on or near the plant and/or equipment.
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The Personal Tag and Lock provides personal protection from inadvertent operation of equipment under
repair and must be treated with the utmost respect.

Personal Tag and Lock(s) must be attached to the main isolating switch, valve or other isolating devices of
the unit whenever injury to workers or other persons or damage to equipment could arise from the
inadvertent operation of machinery and/or equipment.

5.1.3 Procedure

5.1.3.1 General

1. Personal Electrical Isolation can only be taken out by an authorised third party.

2. Employees must place a Personal Tag / Lock before commencing work.

3. Employees MUST NOT OPERATE any switch; valve or other device when there is a Personal Danger
Tag and Lock attached.

4. On each Personal Tag you must print the description, name, department, date, time and sign.

5.1.3.2 Placing of Personal Tag / Lock

Make absolutely sure that the switch, valve control, or piece of equipment is the correct point of
isolation.

Some switches are not positive isolation switches. Switches such as the simple push button type,
emergency stop buttons and lanyard switches are not, and cannot, be used as isolating switches.

Fasten the Personal Tag and Lock securely.

Test the piece of equipment to ensure it is correctly isolated (TEST FOR DEAD).

Each worker’s own Personal Tag and or Lock must be placed on equipment which has previously been
isolated, even when locked and or tagged by others.

5.1.3.3 Removal of Personal Tag / Locks

When workers have completed the job or have ceased work, they must remove their Personal Tag and
Lock(s). If however, the operation of a switch valve or other isolating device could set up a dangerous
situation or damage equipment, an Out of Service Tag must be attached prior to removing the Personal
Tag and Lock. The Supervisor must be informed if an employee has placed an Out of Service Tag.

The only person permitted to remove a Personal Tag and Lock is the person who placed it.

The only circumstances under which a Personal Tag and Lock may be removed by persons other than the
person who placed the Tag and Lock is when that person is definitely unavailable, as established by the
procedures outlined following.

5.1.3.4 Removal of a personal tag and lock:

1. Locate:

 Locate person if able (either on site or at home).

 Get the person to come back to isolation point (if at home they may need to establish if safe
to return to site is possible).

2. Removal:

 Two people to inspect equipment to ensure it is clear of personnel and safe to operate.

 Notify Supervisor.

 Satisfy area is clear and safe.
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 Remove Personal Tag and Lock.

 Complete incident report.

 Follow up with person on return to site or notify Supervisor for need of follow up elsewhere.

5.2 PART 2 – OUT OF SERVICE TAG
5.2.1 Function

Out of Service Tags are to be used when faulty or unsafe equipment or machinery has to be placed out of
service to prevent injury to people or prevent damage to plant or equipment.

Note: Equipment or machinery to which an Out of Service Tag has been placed MUST NOT be operated
except by authorised personal to:

1. Ascertain the nature of the fault; or

2. To move equipment to a safe location only if it is safe to do so.

5.2.2 Procedure

5.2.2.1 Placing a Tag

If equipment or machinery is faulty or damaged and using it could cause injury to someone or could result
in further damage, persons must attach an Out of Service Tag to it and then inform the General Manager
as soon as possible.

When persons are working under a Danger Tag and/or Personal Lock and the job has not been completed,
prior to removing their Danger Tag and/or Personal Lock, an Out of Service Tag must be placed on the
equipment. When using Out of Service Tags all sections of that tag must be completed. It is extremely
important that you clearly identify the exact reason(s) for placing the tag to allow proper analysis and
rectification of the fault(s).

5.2.2.2 Removing a Tag

An Out of Service Tag can only be removed by the person who is competent and authorised or the person
appointed to complete the repairs to the equipment.

5.3 PART 4 – THE INFORMATION TAG
5.3.1 Function

These tags are only used to convey general information about plant and equipment.

5.3.2 Procedure

Information Tags are used to explain details of work required on plant and/or machinery. For example,
they may be used to identify components which are under repair or for hand over information to an
oncoming shift.

Note: even if a job is very small or of a short duration, it is essential for employee’s safety that a personal
isolation is carried out.

6 COMPETENCIES

For competencies required refer to the Training Procedure and the site training needs analysis.
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7 REFERENCE DOCUMENTS

Work Health and Safety Act 2011
Work Health and Safety Regulations 2011


