SAMPLE
Sample Lock-out/Tag-out Procedure

On certain occasions, equipment, tools, and machinery must not be used in a CTS learning facility. This is referred to as a lock-out or tag-out. A lock-out or tag-out may be necessary for various reasons, including

faulty equipment
inadequate equipment guard(s) 
repair or maintenance of equipment
unsafe operating conditions

There are several ways to lock-out or tag-out equipment. This may include some or all of the following:

attaching a tag indicating NOT to use the equipment

removing the equipment from the learning facility and putting a tag on it

turning off the breaker and, where appropriate, locking the breaker or cabinet so that only authorized personnel are able to turn it back on

informing others that the equipment is not to be used

unplugging the machine, where applicable

[bookmark: _GoBack]More detailed lock-out/tag-out procedures can be found at the following websites:

http://work.alberta.ca/SearchAARC/636.html
http://www.gov.ns.ca/lae/healthandsafety/docs/osgr_lock-out.pdf
https://www.worksafebc.com/en/health-safety/tools-machinery-equipment/lockout


NOTE: Refer to your school district’s occupational health and safety policy on equipment 
lock-out/tag-out.
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