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Read SAMPLE 1 and SAMPLE 3: Lockout Procedures to locate answers to the questions. Write the 
answers in the space provided. 

 
 

1. Who is the intended audience for SAMPLE 1? 
 
 

 
 

2. Who is the intended audience for SAMPLE 3? 
 
 

 
 

3. Where in the workplace would you expect to find each document? In what way(s) does that 
influence how the document is written? 

 
 

 
 

 
 

 
 

4. SAMPLE 1 has 7 sub-headings. Divide them into the following 3 sections. Write the step 
numbers in the spaces: 

 
a. General Information:    

 

b. Procedure:    
 

c. Additional Information:    

HANDOUT: Lockout Procedure (4 pages) 
Skill Builders: Key Words & Phrases, Skimming, Scanning 

IN THE WORKPLACE: Following detailed step by step instructions to safely install, operate and 
shutdown machinery is part of most tradesperson’s work. Errors in sequencing steps or skipping 
them altogether can result in accidents and lost time. 
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5. SAMPLE 3 has 2 main sections. What sub-heading would you assign to each section? 
 
 

 
 
 

 
 

6. Sometimes steps in instructions have sub-steps or multiple parts. 
 

a. What are the 2 sub-steps in SAMPLE 1 sequence step 6? 
 
 

 
 
 

 
 

b. What are the 2 sub-steps in SAMPLE 3 step 3? 
 
 

 
 
 

 
 
 

7. What is being locked-out in each document? 
 
 

 
 

8. Why is some of the information in Sample 3 written in capital letters? 
 
 

 
 

9. Which document do you think is easier to read? What could you do to make the less- 
readable document easier to understand? 
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Ref: Government of California. (n.d.). Sample 1 general lockout/tagout procedure. (pp. 1-2). 
https://www.dir.ca.gov/dosh/etools/08-003/P08-00301B.pdf 

https://www.dir.ca.gov/dosh/etools/08-003/P08-00301B.pdf

	1. Hazard and Lockout Assessment 2. Procedure.
	2. Test the equipment at the Knife control panel.

