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Department:






Name:
(of person responsible for carrying out inspection)
The purpose of this register is to record formal inspections of the stepladders and any kick-stools in the department. The person who undertakes the stepladder inspection must be competent (e.g. through completed the Working at Height training or coaching provided by HSAS). 

Step 1: Identify the equipment with a unique ID number. Mark the equipment, for example with a sticky label, with ID number and space for last inspection date.
Step 2: Complete Form 1 Record the date when the equipment was received by the department and where it will usually be kept and used. 
Step 3: Perform an inspection, using the attached checklist and photograph for guidance.

Step 4: Record the inspection outcome on Form 2. Record inspection date on stepladder label.

Step 5: Repeat the formal inspection at regular intervals, minimum annually for an office based step ladder. Frequently used stepladders may require more frequent checks. Update register and label.

FORM 1: Access equipment inventory
	Description of 

Equipment
	Equipment ID
	Location
	Purchase Date
	Inspection 

Frequency

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


THE EQUIPMENT MUST BE REPLACED IF IT FAILS ANY OF THE INSPECTION CHECKS

THE EQUIPMENT MUST BE REPLACED IF IT FAILS ANY OF THE INSPECTION CHECKS
	Equipment ID
	Inspection Date
	Outcome
	Pass / Fail?
	Action Taken
	Your Name

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FORM 2: Inspection Record
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This stepladder is not fully engaged in order to show the relevant parts.





Checklist


What to look at when carrying out stepladder checks





Feet – Rubber caps present, no damage or contamination





Stays – some stepladders have stays that are attached to the front and back uprights.  These may be rigid or a strap.  If fitted they should be taut or locked fully into position.  The hinge must be in good condition, rivets and bolts in place and tight.





Rungs (steps) – No contamination, rivets in place and tight, no dents, nicks or splits.  Rubber mats firmly in place





Uprights – No dents, nicks or splits





Step lock – No contamination, fully engages and locks into place, no nicks, dents or splits





Safety handrail – all stepladders should have one!





Hinge – Fully engages, no dents, bends, nicks or splits.  Rivets and bolts in place and tight
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