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1.
Introduction

1.1 The ladder is the most useful and most commonly used tool for access from one level to another, but each year, there are between three to four thousand accidents with ladders and over fifty of these prove fatal.  One in ten of these accidents are caused by the fact that the ladders themselves are faulty.  This, however, means that nine out of ten are caused by human error. The aim of this guidance note is to ensure that everyone has a basic knowledge of safe ladder use.  Included are some of the hazards to which employees are subjected when working with ladders, steps and trestles and some suggestions on how to avoid them.

2.
Main causes of ladder accidents
· Ladders slipping at the base and sideways at the top.

· Ladder too near vertical and angle too shallow.

· Over-reaching and over-balancing on the ladder.

· Slips on rungs due to wet or muddy footwear.

· Falling materials from ladders.

· Using a defective ladder or the wrong size.

· Straddling between a ladder and another foothold.

· Being blown off balance in high winds.

· Leaving crawling boards to move ladders along and consequently slipping off or falling through the roof.

3.
Ladders and the law
3.1
There is much specific legislation concerning the construction and use of ladders, but the overall legal position is in Section 2(d) of the Health and Safety at Work etc. Act 1974 which places a duty on an employer to ensure so far as is reasonably practicable as regards any place of work under the employer’s control, the maintenance of it in a condition that is safe and without risks to health and the provision and maintenance of means of access to and egress from it that are safe and without risk.

3.2
Under the requirements of the Work at Height Regulations 2005, ladders are at the bottom of the hierarchy when deciding the equipment to be used for gaining access to height.  They should only be used when all other means of access have been ruled out.  You just need to justify whether a ladder or stepladder is the most suitable access equipment and this is done by risk assessment and by applying the hierarchy of controls:
· Avoid work at height where possible 

· Then prevent falls form height; and, failing that 

· Reduce the consequences of a fall
4.
Safe use of ladders

4.1
As a guide, only use a ladder or stepladder in one position for a maximum of 30 minutes.  They should only be used for ‘light work’ – they are not suitable for strenuous or heavy work.  If the task involves a worker carrying more that 10kg up the ladder or steps, it will need to be justified by a manual handling assessment.

4.2 
Whenever possible, stand a ladder on a firm and even base.  Always level the ground or alternatively bury the foot of the ladder, but not so that the bottom rung takes the weight.  Ladders should be set up at the correct angle of one foot out for every four feet up.  The ladder should extend at least 3’6” (1.07m) above eaves or any landing place and always make sure that the ladder is of the correct size.  

4.3
Ladders must be secure.  Wherever possible, lash the ladder at the top with a person “footing” the ladder while you do so.  If this is not possible, secure the ladder at the bottom.  Ladders can also be “guyed” as well as secured and tied at the bottom for extra security.  If none of these is possible then a person must foot the bottom of the ladder while work is being done from it, this method must only be conducted for short periods of work.

5.
Working from a ladder
5.1
A person should always keep feet and one hand firmly on the ladder, any two-handed job demands the use of a platform or some means of guarding the person against falling.  Any action involving the movement of a person’s weight from the top of a ladder increases instability.  For this reason, a person should only reach as far as they can extend their arm and should not lean out to one side or backwards.  Over-reaching leading to over-balancing is a common cause of accidents. 

5.2
The person should always remember people or property below and guard against dropping tools or debris.  Special care should be taken working from ladders in strong winds.  If a ladder has to be left in position but unattended, access should be barred, especially to young persons.  To do this, boards can be secured to prevent the lower rungs being used and warning notices posted. 

5.3
Most people use portable hand tools while on ladders.  Such tools, together with their extension leads, should be well earthed, be equipped with earth leakage circuit breaker.  They should be of a type not requiring two-handed operation unless the user is wearing a belt or other means of attaching themselves to a secured ladder.

6.
Handling, carrying and transporting ladders
6.1
The way to move an upright ladder unassisted is to keep it vertical and locked against the body with one hand through the rungs.  The lifting force is then applied with the shoulder while the other hand is used at head level to support and steady it. 

6.4
The appropriate degree of overlap for an extended ladder depends on the length of the sections.  For those up to sixteen feet long, there should be at least two rungs overlap.  For seventeen to twenty feet and over, the corresponding overlaps are three and four rungs.

7.
Inspection of ladders
· Before first use and weekly thereafter, examine the rungs for visual faults, particularly at the point where they enter the stiles.  Where the rungs are round, grasp firmly and twist to ensure that none rotates.

· If the rungs are wedged, check that the wedges are correctly positioned.

· Check the stiles for warping, cracking and splintering.  At each end of the ladder in turn, try to pull the stiles apart and push them together again.  Any movements mean insecurely fixed rungs and defective tie rods.

· Check that all hardware, wire, fittings and ropes are in good condition and securely attached.

· Test each rung by tapping lightly with a mallet.  A dull sound indicates a defective rung.

· Defective ladders must be taken out of service immediately and marked clearly DEFECTIVE - DO NOT USE.  If they cannot be repaired they must be destroyed immediately.

· Wooden ladders must not be painted, but can be coated with a clear varnish to help preserve them.

8.
Examinations
8.1
All ladders must be thoroughly examined by a competent person.  Records must be kept of these examinations, giving the date of the examination, what faults were found (if any), what action was taken to rectify the faults and the name of the person examining the ladder.  Each ladder must have a means of identification so that there is no confusion between one ladder and another. Appendices One and Two contain formal inspection checklists. These should be completed and records retained.

9.
Maintenance and repairs
9.1
Repairs should be carried out by a skilled person and if it is not possible to repair a ladder properly, it should be scrapped.  Lash-up repairs such as nails to secure rungs or splints lashed to broken stiles, should not be contemplated. All metal tie rods should be checked for security and tightness.  Rivets should be checked and replaced if necessary.

9.2
In timber ladders, it is dangerous to fill in shakes, cracks and faults with putty or filler and then cover with paint, since potential weak points are then hidden. 
10.
Step ladders and trestles 
· Steps are so designed that the treads are level when the steps are fully extended.  Treads are spaced at a minimum of 200mm and should have mild steel rods passed through steel washers then riveted and left smooth.  The tie rods are usually positioned one below the second from bottom tread and at points not more than four treads apart.

· To ensure that steps and trestles open to the correct angle, two cords are passed through the stiles and back of the steps and securely knotted.  The cord must not be too near the bottom or it may entangle the back legs.

· Whenever possible, place the steps or trestles at right angles to the work, making sure they are fully extended and standing firmly and evenly.

· When working from steps or trestles, pulling or pushing sideways should be avoided because the equipment is less stable in this direction.

· Do not stand on the top step or tread of steps unless it is constructed as a platform and there is adequate handhold.  Generally when the knees are at the same height as the top step, do not climb any higher up the steps.
· Steps or trestles must not be used to gain extra height from the top of a mobile scaffold platform; neither must they be used on a suspended scaffold.
· Do not use defective steps
· Do not put bricks on top of steps to give extra height to a plank.

· Do not rest steps or trestles on loose bricks or other loose packing.

· Give steps or trestles a protective coat of varnish, check ropes for fraying, check hinges for corrosion, and see that hinges are firmly screwed down.  The cords and hinges of step ladders and trestles are vulnerable and sometimes need replacing.  Cords can be replaced by chain if this is preferred.  Inspect on the same basis as laid down for ladders.

11.      MOBILE ACCESS TOWERS OR PLATFORMS

· The old rule of thumb that the height of all towers should not exceed 3½ times the shortest base dimensions for internal use, or 3 times for external use, no longer applies. 

· The height of all towers is that recommended by the manufacturer and will be detailed in the instructions specification.
· For extra stability the tower can be tied to a building and anchored at the bottom corners

· As general guidance stabilisers will be required on aluminium towers where the working platform is higher than 3 metres.

· The foundation must be capable of resting the total load and the tower must be vertical

· Tower scaffold units should be completely boarded out at the top when in use.  Only purpose provided scaffold boards in good condition should be used.  Toe boards must also be provided

· Guard rails must be in position around the platform when the platform is occupied and the rails should be checked that they are not loose or defective.

· Access to a platform must be by ladder secured to the narrowest side of the tower at the top and bottom, unless a built in internal ladder is provided

· Access to a platform MUST always be gained by climbing the INSIDE of the tower.
· If any of the components or any joints of the tower unit are missing or damaged the unit should be taken out of use and labelled ‘Warning - this scaffold is unsafe and must not be used’

· Mobile scaffolding must never be mounted without first locking the wheels

· Never attempt to use a ladder on an access tower to increase reach

· Mobile scaffolding must never be moved with a person on it, neither should any equipment be left on the platform whilst it is in motion

· Whenever scaffolding (towers) are in use provision must be made to prevent unauthorised access, by providing barriers or tapes around the base.

· Staff in educational establishments using mobile tower scaffolds must be competent to do so.

· Be sure the tower is level, on firm ground and plumb at all times

· Ensure all adjustable legs are locked into position

· If outriggers are required they must be at their full spread and in contact with the ground

· Examine tubes and framework for damage or corrosion
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	WORK AT HEIGHT RISK ASSESSMENT
	Reference:



	Directorate / Service
	

	Location
	

	Assessors (s)
	

	Date
	

	Work activity/Task
	


	STEP 1: Identify the Hazards (foreseeable risks) mark X if present/requiring control


	Hierarchy of Control

	1. Can the work at height be avoided?                                                                                    yes/no
	

	2. Can work equipment/access equipment or other measures to prevent falls be provided? yes/no
	

	3. Where work equipment/ access equipment cannot be provided can work equipment or other measures to minimise the distance and consequence of a fall should one occur?       yes/no
	

	Fall from height 
	
	Falling objects 
	
	Moving Materials
	

	Fall into excavation
	
	Obstructions overhead
	
	Lone Working
	

	Fall from steps
	
	Obstructions ground level
	
	Poor lifting environment
	

	Fall from ladder
	
	Restricted space
	
	Fragile roof/ surfaces
	

	Fall from work platform
	
	Vehicles/ Traffic
	
	Manual Handling

Lifting/ pushing/ pulling
	

	Falling into water
	
	Slips/ trips
	
	
	

	Falling into hazardous substance
	
	Weather / Temperature
	
	Other (specify)
	

	Specific Site Conditions: Describe site elements which may create specific risks (i.e. weather conditions for roof work, etc.) which require precautions to be taken during works:



	STEP 2: Decide who might be harmed and how


	Which Persons Exposed 
	Comments (include reference to disabled, trainees, etc.)

	Employees
	

	Other (i.e. public, contractors)
	

	STEP 3: Risk Evaluation (see checklist above)


	State Hazardous Events (include existing controls)
	Likehood

L/M/H

(L) Unlikely  (M) Possible (H) Likely
	Consequence

L/M/H

(L) Minor

(M) Moderate 

(H) Serious


	Overall Risk

H/M/L



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Control Measures – Safe System of Work

	The Work at Height Regulations 2005 require the duty holder to ensure: all work at height is properly planned and organised; those involved in work at height are competent; the risks from work at height are assessed and appropriate work equipment is selected and used; the risks from fragile surfaces are properly controlled; and equipment for work at height is properly inspected and maintained.

	Human Factors (include necessary information, instruction and training):

	Info/ Instruction/ Training required
	Externally trained
	
	Trained in house
	
	Briefed


	

	Competence required
	Experienced
	
	Competent
	
	Novice
	

	Supervision required
	Supervised
	
	Part of a team
	
	Can work alone
	

	Equipment:

	Access equipment required
	Ladders/ a-frame
	
	Mobile towers
	
	Scissor/cherry picker 
	

	
	Steps
	
	Fixed scaffolding
	
	Other (state):
	

	Collective fall prevention/ arrests
	Guard rails/ boards


	
	
	
	
	

	PPE required


	Hard hats
	
	Safety boots
	
	Gloves
	

	
	Safety glasses
	
	Hi Visibility vest
	
	Lanyard
	

	
	Harness (inspected):
	
	Fall Arrest (inspected
	
	Fall Restraint (inspected):
	

	Working Environment:

	Workplace/ environmental

requirements
	Safe working area
	
	Isolate equipment
	
	Cones/ barrier
	

	
	Weather
	
	Other
	
	
	

	Miscellaneous:

	Emergency requirements
	First Aid Provision 
	
	Rescue provision
	
	Other?
	


	Planning/ Procedures to follow:

	Actions/ procedures to control the

risks required


	

	
	

	
	

	
	

	
	


	Aurthorisation and Actions

	Actions to be organised by
	

	RA agreed with Manager (name & position)
	

	Managers signature & Date
	

	Date for reassessment
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Establishment …………………………………………………………………

Ladder Reference …………………………………………………………….

Ladder Identification Number ……………………………………………….

	
	 Condition

	
	OK
	Faulty

	Identification Disc Missing or Illegible
	
	

	Stiles – Cracked, Split, Worn or Broken
	
	

	Stiles – Twisted or Distorted
	
	

	Rungs – Cracked, Split, Broken or Worn
	
	

	Rungs – Loose (Considered Loose If They Can Be Moved By Hand)
	
	

	Rungs – Twisted, Distorted Or Missing
	
	

	Plugs – Damaged, Worn or Missing 
	
	

	Clutch – Damaged, Worn or Missing
	
	

	Fittings – Rusted, Corroded, Damaged, Worn or Missing
	
	

	Fasteners – Rusted, Corroded, Damaged, Worn or Missing
	
	

	Ropes – Damaged, Worn, Badly Deteriorated or Missing
	
	


Remarks

Inspected by ………………………………………………… Date ………………….

                                                      Step Ladder Inspection Checklist
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Establishment …………………………………………………………………

Ladder Reference …………………………………………………………….

Ladder Identification Number ……………………………………………….

	
	 Condition

	Front Section
	OK
	Faulty

	Identification Disc Missing or Illegible
	
	

	Stiles – Cracked, Split, Worn or Broken
	
	

	Stiles – Twisted or Distorted
	
	

	Treads – Cracked, Split, Broken or Worn
	
	

	Treads – Loose (Considered Loose If They Can Be Moved By Hand)
	
	

	Bottom Diagonals – Loose or Missing
	
	

	Bottom Diagonals – Twisted or Distorted 
	
	

	Rubber Feet – Damaged, Worn or Missing
	
	

	Rivets Etc. – Loose or Missing
	
	

	Rear Section
	
	

	Rear Leg Angles – Cracked, Split, Worn or Broken
	
	

	Rear Leg Angles – Twisted or Distorted
	
	

	Cross Angles – Cracked, Split, Worn or Broken
	
	

	Cross Angles – Twisted or Distorted
	
	

	Top Hinge – Worn or Broken
	
	

	Rivets Etc. – Loose or Missing
	
	

	Rubber Feet – Damaged, Worn or Missing
	
	

	Rivets Etc. – Loose or Missing
	
	

	Side Stabilisers – Worn or Broken
	
	

	Side Stabilisers – Twisted or Distorted
	
	

	Avdeloc Bolts – Loose or Missing
	
	


Remarks

Inspected by ………………………………………………… Date …………………

Can the activity be eliminated?                





Who will carry out the task?





Employee





Contractor





Assess the Contractor to ensure competence





Complete a new Risk Assessment for each activity





Does a Risk assessment already exist?





Can you adapt or modify it to suit your needs?





End





Monitor effectiveness of controls to ensure protection of all persons that may be affected e.g. by inspections, reviewing the accident book and near miss accidents





Inform, instruct, supervise and train staff (use HSE posters, staff briefing, and other guidance to help you)





End





Yes





No





Provide details of known hazards





Monitor performance





Set an appropriate review date e.g. when new technology is introduced or where the situation changes significantly





No





Yes
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