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1.0 PURPOSE

The purpose of this Work Instruction (WI1) is to provide a process for issuing, installing and removing
a Caution Tag.

20 SCOPE

This WI covers the use of a Caution Tag that will be used to control the status of equipment. They
may be used for system alignment, equipment protection, seasonal shutdowns, environmental
protection, and to inform personnel prior of specific requirements of equipment. Examples of
Caution Tag use are:

. Components or systems that may be operated but require limited control.
. An operational component or system that has NOT been tested or certified for operation.
. To control personnel access in the vicinity of a component or system.

3.0 DEFINITIONS/RESPONSIBILITIES

31 Caution Tag — A tag with the word “CAUTION" in black letters on a yellow background
that can be affixed to equipment or component control points to indicate that special
controls are to be maintained.

3.2  Caution Tag Log Index - A list of the issuance of Caution Tags that contains the
following information:

Caution Tag number

Equipment/Component tagged

Location of component tagged including Building Number
Comments/restrictions

Key number (if lock is used)

Tag Installation Date

Equipment Owner’s initials

Tag Removal Date

Equipment Owner’s initials

e & 6 & ¢ o & ¢ o

3.3  Caution Tag Log Book - A loose-leaf binder used to contain the Caution Tag Log
Index.

3.4  Control Device - A lock, lockout breaker clip, valve cover, etc., used on equipment
control point to prevent the unauthorized manipulation of equipment.
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3.5 Control Point - A valve, electrical disconnect or breaker that provides an energy
source for equipment. If the Precautions and Amplifying Instructions listed on the
Caution Tag are satisfied, the control point position may be changed with the Caution
Tag attached.

3.6  Precautions and Amplifying Instructions - The condition under which the device can
be operated listed on the Caution Tag. A Caution Tag with “DO NOT OPERATE” as
the instruction on the tag cannot be operated under any condition.

3.7 Equipment Owner - The person who has jurisdiction over the equipment or system
having a Caution Tag attached.

3.8 Issuer — The person who issues and installs a Caution Tag.

4.0 METHOD (PROCEDURE)
41 Issue of a Caution Tag

4.1.1 The Equipment Owner will obtain a Caution Tag and a Caution Tag number
from the Issuer.

4.1.2 The Equipment Owner will document the following in the Caution Tag Log
Index:

. Caution Tag Number (assigned by the Issuer)

. Equipment/Component Tagged (identifying number, if possible)

. Location of Caution Tag (including Building no., column or room no.)
. Comments/Restrictions (any specific information required)

. Key No. (if lock is used)

. Caution Tag Installation date

. Equipment Owner’s initials

4.1.3 The Equipment Owner will document the following on the Caution Tag:

. Caution Tag Number (assigned by the Issuer)

. Device Controlled (unique identifier or accurate description)

. Precautions and Amplifying Instructions (conditions under which
device may be operated)

. Equipment Owner’s or designee signature

. Effective Date

4.2  Installation of a Caution Tag

NOTE: The caution tag:

Shall not be used for personnel protection.
Must be removed when applying a lock-out/tag-out for personnel protection.
Shall not be used with a lock except when affixed to a system designated by the
equipment owner. Locks used with a Caution Tag must be a color other than red.
* Red locks used for lock-out/tag-out shall not be used for Caution Tags.
e The instructions on a Caution Tag must be read, understood and followed prior to
operation of the equipment.

4.2.1 The Equipment Owner will notify personnel in the affected area of equipment
to have a Caution Tag attached.
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4.2.2 The Equipment Owner will install a Caution Tag by attaching it directly to the
equipment control point or by use of a control device.

WARNING: A Caution Tag with the instructions “DO NOT OPERATE” cannot be operated

under any condition.

4.3  Removal of a Caution Tag
4.3.1 When the Caution Tag is no longer required, the Equipment Owner will
remove the Caution Tag and, if used, control device and lock.

4.3.2 The Equipment Owner will destroy the Caution Tag and document the
following in the Caution Tag Log Index:

4.3.2.1 Removal date
4.3.2.2 Equipment Owner’s initials

4.3.3 The Equipment Owner will notify personnel in the area that the Caution Tag
has been removed.
44 Periodic Reviews

441 To ensure the required controls are applied, the Equipment Owner will
perform periodic reviews of Caution Tags and the Caution Tag Log Index as
follows:

4.4.1.1 The Equipment Owner will ensure the Caution Tags listed in the
Caution Tag Log Index are in place and legible.

4.4.1.2 The Equipment Owner will ensure that Caution Tags that indicate
removal on the Caution Tag Log Index have been removed.

4.4.1.3 The Equipment Owner will correct any discrepancy.

4.4.2 When the Caution Tag Log Index page is completed, the Issuer will place
Caution Tag Log Indexes pages in the Caution Tag Log Book.

5.0 RELATED DOCUMENTATION (REFERENCES)
5.1 Caution Tag Log Index
6.0 RECORDS
6.1 Caution Tag Log Index
7.0 ATTACHMENTS/APPENDICES
7.1 Attachment A, Caution Tag Log Index Sample
7.2  Attachment B, Caution Tag Sample
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Attachment A
Caution Tag Log Index Sample

CAUTION TAG LOG INDEX

EQUIPMENT/ KEY INSTALLATION REMOVAL
TAG | COMPONENT | LOCATION COMMENTS/RESTRICTIONS NO.(IF [ DATE | INITIALS | DATE | INITIALS |
NO. TAGGED USED)
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Attachment B
Caution Tag Sample

SPECIAL CONTROL ‘ SPECIAL CONTROL
REQUIRED REQUIRED
e TAG TO BE
REMOVED BY
S — AUTHORIZED

. PERSONNEL
ONLY
AUTHORIZED BY (Name) (See other side.)
10.098.6820 (11-00) (Over) 109088820 BACK us om0 pmem0cn
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