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LADDERS and WORKING AT HEIGHT
Purpose
This safe work practice (SWP) has been written to train and inform employees in the safe handling and use of step, platform and order picking ladders. Only trained employees in this SWP should use a ladder.
Note: This SWP must be completed with the MySafety practical/oral assessment – Working at Height Permit.
Procedure

Caution!
Ladders and other working at height tasks are a fall from height risk. A fall from height can cause serious injury.
Stock receiving, storing, picking and visual merchandising tasks where a ladder is used must be performed as instructed by this SWP.

For tasks which are performed above 2 metres from the ground, fall prevention devices, elevated work platforms or other safe systems of control must be implemented.
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	1. Ladders must be stored in a suitable location away from high traffic areas. Do not leave a ladder unattended on a showroom floor. Do not leave a ladder in a pathway or blocking a fire exit or essential services.
2. Select the appropriate ladder for the task, e.g. platform order picker for the warehouse racking, fibreglass ladder for electrical work, platform or step ladder for visual merchandising. Use only industrial ladders rated to 120kg or above – do not use domestic ladders. Chairs and stools are not to be used as ladders.
3. Personal protective equipment (PPE) is required when using a ladder: non-slip fully enclosed shoes, waist pouch for tools, gloves, glasses for some types of work where debris may fall into eyes.

4. Visually inspect the ladder prior to use. Ensure the ladder is in good working condition and fitted with rubber or non-slip feet. Check for water on ladder. Fibreglass ladders must be used where electrical hazards exist.

	5. Prepare the area where work is to be undertaken. Remove obstructions and tripping hazards. Before starting, check there is nobody working around the area. If there is, alert them to the procedure you are undertaking.
6. When moving the ladder to the destination, two persons are to be used where appropriate. Castor wheels are available on larger ladders. To prevent colliding with stock/people, perform the task outside of busy periods.
7. Always set the ladder on a flat, steady surface.

8. To prevent objects or tools falling from height and striking persons below, use a waist pouch or tool shelf on the ladder. Ensure all tools are removed from the shelf.
9. Climb up the ladder to the required height while facing the ladder and maintain three points of contact with the ladder at all times. Do not tread on the top two steps of a step ladder. One person only is to use a ladder at a time. Do not lean or reach outside the bounds of the ladder. Only work on a job within easy arm’s reach from the ladder. Users are not to step off the ladder at any time, or stand on racking.

	10. Complete the required work. Hips and knees are allowed to be used to steady against the ladder. Only carry up or down a ladder what can fit under or in one arm or on one shoulder. Store heavy items on shelves accessible from the ground, preferably between knee and shoulder height, or if on the ground, stored in an upright position.

11. Storing goods on a mezzanine or double depth racking. Light weight goods can be stored at the outer edge of a mezzanine or double depth racking. The rear of the mezzanine or double depth racking is not to be used for storage as this encourages walking on the mezzanine or racking which is dangerous. (Mezzanines with a hand or guard rail are acceptable for use as storage on the proviso that permanent and safe stair access is present).
12. Complete the MySafety Working at Height Permit with your Manager.


WORKING AT HEIGHT PERMIT – PLATFORM LADDER and STEP LADDER

	1. Personal Details

	Name:
	Date:       /      /

	Location:


REASON FOR ACCESS: 











Prior to permitting the person intending to working at height, management are to ensure that the employee:

	2. Safe Work Performance Criteria
	(

	Has received instruction in the Safe Work Practice for Ladders and Working at Height
	

	Understands the platform and step ladder inspection requirements (section 3)
	

	Understands the platform and step ladder transit requirements
	

	Understands the use of non-conductive ladders for work near electricity
	

	Has appropriate footwear for working on platform and step ladders (i.e.: non-slip, enclosed shoes)
	

	Understands the risk of objects/tools falling from the platform and step ladders and the need to use a pouch or ladder shelf
	


	3. Platform and Step Ladder Inspection Requirements
	(

	Feet - rubber or PVC anti slip feet should be thick enough to show moulded tread pattern.
	

	Feet should be securely fastened to ladder.
	

	Fasteners - whether the ladder is bolted, riveted or swaged together, the fastening mechanisms must be tight so the ladder resists movement under load.
	

	Treads - rungs and tread should be free from foreign material and damage.
	

	Side Arms - Locking mechanisms used to lock the ladder in the open position should be free from damage and the fasteners/pivot points must be tensioned so that the ladder opens easily but not loose enough to cause damage to the ladder stiles.
	

	Stickers - Ladders used for commercial purposes should carry appropriate labelling. This includes manufacturer's name and address, industrial rating and load capacity and compliance to relevant Australian Standards.
	

	General Condition - Ladder should be stable in used position and free from damage.
	


Note – All roof access is to be subject to the Location Manager’s approval.

Period of Permit (no longer than one year): From: 



To:
	4. Signatures

	Location manager

Date:    /    /
	Name:

Signature:

	Employee

Date:    /    /
	Name:

Signature:
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