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Lock/tag removal form


	NOTE: Any reference documents related to the lock/tag are to be retained and attached to this form for filing

	1.
	Employee and Equipment Information

	Employee: (The name that appears on the lock/tag to be removed)
	Equipment Name/No. : (What is the lock/tag attached to?)
	Type of Lock:

	
	
	

	Permit to work or SOPO number ( if relevant )
	

	

	2.
	Lock/TAG rEMOVAL REASON

	Why is it necessary to remove this lock / tag?

	 FORMCHECKBOX 
 Lost key
	 FORMCHECKBOX 
 Lock owner has left site and unavailable
	 FORMCHECKBOX 
 Safety

	 FORMCHECKBOX 
 Impact on other work
	 FORMCHECKBOX 
 OTHER  ___________________________
	

	Details:


	

	3.
	employee contact details

	
	
	

	Has the owner of this lock/tag left the site?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	

	Have you tried to contact the owner of this lock/tag?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	

	Details:

	

	4.
	Equipment details

	Has the equipment / plant been thoroughly inspected and tested by a qualified and competent person?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	

	Is it safe to remove the lock/tag and operate or return the equipment to service? (established by the site manager / asset owner or authorised delegate, who must be on site to make the decision)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	

	What control measure has been put into place to ensure the owner of the lock/tag cannot return to the equipment if it has been returned to service / made live / made operable?

	Details:                  


	

	5.
	deTAILS OF PERSON COMPLETING THIS FORM

	

	
	
	
	
/
/
	
	
         :

	Name
	
	Date
	
	Time

	

	6.
	declaration by Responsible Officer or Direct delegate ( note time of call if authorisation given remotely )

	Declaration: I have viewed the required evidence of due process and authorise the removal of the lock/tag

	
	
	
	
/
/
	
	
         :

	Signature ( or details of remote authorisation )
	
	Date
	
	Time

	

	7.
	iqms data entry

	
	

	Entered into IQMS by:                                   
	_________________________

	
	

	Review the locking and tagging procedure and related procedures with employee:
	
	
/
/
	
	
             :

	
	
	Date
	
	Time
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