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Introduction
Before any access equipment is used the person using the equipment must be consciously competent in their own ability to carry out the task in hand on every occasion. This process starts with the On Site Risk Assessment.

The On Site Risk Assessment will determine what access equipment to use. You must consider 

(1) What height do I need to achieve

(2) What task do I have to undertake

(3) What structure will I be against

(4) Will I be inside or outside

(5) What are the weather conditions

(6) What are the ground conditions

(7) What are the local hazards, e.g. vehicles, pedestrians, overhead power feeds etc. 

Access Equipment includes


Ladders


Step Ladders


Mobile Tower scaffold systems


Fixed Scaffold systems


Trestles and Portable staging


Fixed Travelling ladders


Specialist access equipment such as Power Lifts, Scissors Lifts, Tower Access Systems etc.

Warning – Never improvise to gain access to a height by using chairs, packing cases or other items. A fall from one or two metres can have serious consequences.

A word about non company equipment

You should avoid using non company access systems whenever you can, but on some occasions it is unavoidable or even preferable. For example, a loft ladder in a house, or a customer’s step ladder system for access to a high ceiling level in a shop or warehouse, may be the safest way of gaining access. Never use a customer’s system without asking permission and then checking it thoroughly. If it is a commercial or industrial customer, politely ask to see their records of maintenance and inspection for the item.

Certain items, such as tower systems or specialist equipment can only be erected or used by trained people, although it may be acceptable for you to accompany a trained person. Seek advice from your Manager before accepting any offers of the use of such equipment.

When you need to use scaffold systems erected against buildings, check with the occupier, contractor, or whoever is responsible for the scaffolding. Ask to see the inspection record for the scaffold, and if one is not available, do not use the scaffold, but advise your Manager.

Access systems must be checked each day before you use them. If it is a non Mr Carpet system, be even more thorough in your checks, and do not use it if you have any doubts. Be especially wary of loft ladders in houses as they may be poorly maintained.

Personal Protective Equipment 

Your feet - Suitable footwear from the Protective Footwear Range with a "heel break" must be worn for all types of ladder work.

Wellington Boots may only be used for climbing ladders when the conditions around the ladder make the wearing of Wellington Boots necessary.

Your head - Use of a safety helmet is mandatory for all overhead work involving the use of ladders including the erection and removal of ladders. The chin strap must be used when climbing or working aloft. This also applies when using Tower Scaffold Systems or fixed scaffolding. When using a step ladder, a Safety Helmet should be worn where there is restricted headroom, or when working above 2 metres.

Your hands - PVC or leather gloves are highly recommended when handling and climbing ladders, and must be worn if rings are worn on the fingers, unless the rings are taped to prevent them snagging.

Your eyes - Where there is a risk from dislodged particles or debris as the ladder is erected or removed, it is recommended that Eyeshields, Overglasses or Face Screen are worn.

Safe Use of Ladders

This section is a reminder of the basic requirements of the safe use of ladders by trained and competent users. 

Ladders must only be used when it is reasonable to do so. It may be stating the obvious but the principle purpose of a ladder is to achieve a difference in height. Consideration must be given to: 

     duration of the work 

     height to be reached 

     type of work 

     the work can be reached without stretching

     the ladder can be fixed to prevent slipping 

     other relevant risks, such as the overhead obstructions 

Select a ladder plus any accessories from those listed in Section 1, that best meets the need of the task in hand. Before using the ladder a check on its condition should be made, check for the following.

	Check
	Aluminium / Fibre Glass
	Wood

	Serial Number
	(
	(

	Distorted or warped stiles
	(
	(

	Safety catch operating
	(
	(

	Loose, damaged hooks
	(
	(

	Condition of lashing rope
	(
	

	Cracks, Dents or splits
	(
	(

	Loose or worn feet
	(
	(

	Loose, worn, damaged rungs
	(
	(

	Vertical line indicator
	(
	(

	Condition of cleat
	(
	

	Loose Tie rods
	
	(

	Loose screws or fittings
	(
	(

	Worn cords or ropes
	(
	(

	Broken strengthener wire
	
	(

	Decay
	
	(


Having decided what ladder to use a vital part of the safe use of the ladder is getting the ladder to the place where it is to be used safely. The same safe principles of manual handling and lifting a box apply to carrying a ladder.

Never carry a ladder when it is extended, and do not carry ladders over long distances or over rough ground when it is dark.

Three section ladders can be carried by one person. Carry them vertically if the distance is short with the base just clear of the ground, but don’t put your arm through the rungs. For longer distances, it may be more comfortable to carry it on your shoulder with the bottom section next to your head. In congested areas or over rough ground, use the vertical method. 

Two section ladders (Long), must be carried by two people. Carry them horizontally at the side, either at arms length or on the shoulder, whichever is the more comfortable.

Erecting ladders.

It is vital that an on site risk assessment is made before the ladder is erected, or moved to a new position. If your assessment concludes that it is not safe to use a ladder, then advise your Manager.

What you must consider when making your On Site Risk Assessment: 

     Ground conditions - type of surface, solid or soft, sloping or level 

     Overhead hazards that are present, in particular nearby overhead power lines

     Ways and means of securing the ladder 

     Stability of the ladder: ensure the ladder feet are on level ground and, when erecting the ladder against a pole, the wire rung/pole grip and not the ladder stile is bearing on the pole. 


Weather conditions 

Extending and Securing Ladder Sections

It is essential when the top section of a ladder is extended, to verify the rung hooks are fitting correctly over the rung of the middle section with the Gravity Safety Latch sitting beneath the same rung. Ensure the Gravity Safety Latch on the top section has positioned itself beneath the rung to stop any possibility of the hooks climbing over the rungs and allowing the section to drop. Similarly if the hooks are incorrectly positioned on top of the ribbed face of the rung, subsequent extension of the middle section could cause the hooks to drop back off the rungs and allow the top section to drop down. 

It is mandatory that on extending each section, the user must visually check to ensure the hooks are sitting correctly over the respective rungs. 
It is also mandatory when the top section is in position, to push against the bottom foot of the top section to ensure the sections are securely locked together. At this point the latch will knock against the bottom of the rung giving an audible, as well as a physical, confirmation that the top section is in place. 
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Rung hooks fitted correctly over the rung with safety latch secure beneath the rung.

The consequences could be severe with serious facial damage a possibility.

To stay safe when erecting a ladder the rule is “Never assume it’s correct - always check rung hooks fit correctly and the top section is locked”.

Securing the ladder

The objective is to secure all ladders at all times before using. Formal disciplinary action will be taken against people climbing unsecured ladders.

Securing a ladder must always be achieved by one or more of the following: 

· Lashing it to a suitable rigid fixture 

· Blocking the base of the ladder to an immovable object 

· Lashing it to a stake, or other temporary support 

· Using an anti-slip ladder device at the bottom end 

· Weighting the ladder by use of sandbags 

· Using an anti slip device and sandbags 

· Getting assistance to foot the ladder 

Ladders erected against poles MUST ALWAYS be secured at the top and the bottom by lashing. In situations where it is impossible to lash to the bottom of the pole, the ladder must be secured by other means. In windy weather, use the double lashing method to lash the top and the bottom before climbing.

Securing a ladder against a building

A few Do’s and Don’ts

Do

· secure the ladder using the methods referred to above

· erect the ladder at 1 in 4

· work within an arms length

· maintain minimum distances from overhead power lines

· avoid flue and extractor outlets

· avoid working above porches, conservatories or ground hazards

· be aware of pedestrians, in particular young children or animals

· be aware of passing vehicles

· guard the base of the ladder if the Risk Assessment warrants

Don’t   

· erect the ladder against the corner of a building

· erect the ladder against a window

· erect the ladder where the weather conditions, wind or ice will make it unstable

· erect the ladder where the ground conditions are unstable, uneven or have a covering of oil or grease

· erect ladders where there is a danger of collision with vehicles particularly on commercial premises
When cabling along a wall, try to obtain two securing points which are a distance apart, one at each end of the cable run. As the work progresses simply adjust the sashlines each time the ladder is moved along, using the same lashing points.

When ground conditions are uneven, it may be possible to use a ladder leveller to correct the situation. For large changes in level, such as slopes or steps use the Stile extender, and for minor changes use Ladder leveller wood.

Lashing to a secure fixing is usually the preferred choice.

You may be able to lash to a secure fixing on the building. If necessary check with the owner first. Use your Ladder Tie or a sashline to secure it to the fixing point. At the ladder, tie it off at the rung/stile, using the lowest rung possible, depending on the fixing point height.

Examples of fixings are: Gate or fence post, providing they are in good condition; Drainpipe, but only if it is in good condition and enters the ground or pathway securely; Brick pier or other vertical support for porches. Check the strength first and keep the lashing rope at ground level. 

When working inside buildings, especially industrial, factory or commercial buildings, look for: support columns to roofs, stairways, etc pipes, providing they are strong, secure and well fixed. Never attach to small diameter copper pipes on plastic clips. Check with the occupier if you have any doubts. 

If the ladder cannot be lashed then blocking the ladder against an immovable object is usually the next best option. It may be possible to block the bottom of the ladder to prevent any movement: Using a length of timber or a Ladder Stability Device (bottom end) and two Ladder Stakes.

In factories or industrial buildings, look for ways of blocking the foot by a heavy object, such as packing cases, drums, materials stored, ask for permission first, and do not attempt to move or lift anything which is beyond your physical capabilities. 

In areas where you can position your vehicle next to the wall, you may be able to use it to provide a firm support. Position the vehicle so that the ladder is against a wheel. Use the rear wheel wherever possible, but if you have to use the front wheel, twist the door mirror out of the way to avoid injury. Take great care when getting on and off. Make sure that the vehicle hand brake is on, and that it cannot be driven away while you are up the ladder. 

Use of ladder anti-slip devices. 

Ladder Stability Device (bottom end) is a one piece anti-slip device which will increase the friction between the ladder stiles and the ground, particularly with ladders that have wooden stile inserts. It may be used on any hard smooth surfaces both inside and outside buildings, in wet and dry conditions. Position the ladder against the structure at 1 in 4. Lift the ladder just clear of the ground. Slide the ladder stability device between below the stiles, check the ladder for overall stability. 

Caution: Do not use Ladder Stability Device (bottom end) on soft ground, muddy areas, or on loose surfaces such as gravel. Before use ensure that the rubber pad is free of dirt or other contaminants, which may affect the grip. Wipe clean with a damp cloth before use. 

Use of the Ladder Stability Device (bottom end) with Sandbags provides a secure and stable ladder. 

Lashing the ladder to a temporary support 

This is where you can use a wooden stake driven into the soil or a lawn. Using a short wooden stake does not require the use of Cable Detectors (CATs). If necessary, check with the owner first, for example on high quality lawns. Use the Ladder Stake and a hammer or mallet. Drive the stake into the ground at a slight angle to a depth of approximately 150mm, making sure that it is firm and secure. Do not rely on a stake that is loose or wobbly. Where the ladder is at right angles to a pathway, try to position the stake hard against the path edge to give extra support. Lash the ladder to the stake with a ladder tie around the stiles/first rung.

You may be supplied with other devices to prevent the ladder slipping. Follow the instructions given by the manufacturer, with particular reference to conditions when the device may not be used. Consider the use of sandbags in addition to the device.

Weighting the ladder by use of sandbags. 

Weight Sandbags may be used to add weight to the foot of a ladder. Each one should weigh approximately 6.5kg (1 stone). Six bags will provide a stable and secure ladder. They may be used on their own or in conjunction with Ladder Stability Device (bottom end) where they greatly reduce the risks of a ladder slipping or twisting.

Slide a Ladder Weight Support Rod through the third rung, and suspend the sandbags from it, with an equal number on each side. Do not simply place the sandbags around the stiles or lay them on the rungs.

When it is not possible to lash or block the bottom of the ladder then 'Footing the Ladder' may be the only option. It is the extra weight on the bottom of the ladder which provides the support. It is less effective on ladders over 6m extended length.
The footer must stand completely on the bottom rung. Do not simply wedge one foot against a stile.

The footer must stand on the rung as soon as possible and remain there until the descent is nearly complete, the climber keeping still while the footer gets on or off.

Lashing the top.

This will give added security, especially in windy weather or when long ladders are used. It is essential if you are stepping off the top of a ladder to gain access to a flat roof or platform the top section of the ladder is secured. Remember to extend the ladder about 1 metre above the landing place so that you can step on or off the ladder. 

If the ladder is erected against a beam, then lash it to the beam, again remember to extend the ladder about 1 metre above the beam.

Guy ropes 

Attach a lashing rope to each stile at the top before erecting the ladder. Secure the ends at an angle to a secure fixing.

Eye bolts

On industrial or commercial buildings, look for eyebolts provided for window cleaners, and check with the occupier if you may use them.

Exceptionally you may be able to fit a screw eye to the timber or brickwork to use as a support, however, you must obtain the customer's permission to do this and the timber or brickwork must be in good condition.

Ladder top stability devices

A ladder top stability device may be attached to the top of the ladder to provide extra stability to the ladder. Some types also improve the working position by acting like a ladder stand off and moving the top of the ladder away from the face of the building. This makes it easier to work without leaning back on the ladder, for example when attaching dropwire clamps. It can also be used to clear obstructions, such as small windows or deep window sills.

The use of top end stability device is recommended when drilling walls.

Erecting small extension ladders.

Three section small extension ladders can be erected by one person. 

1. Position the closed ladder upright. 

2. Stand facing one side of your ladder and support it in an upright position. 

3. Reach down to the bottom rung. Unlatch the safety catch by grasping the bar and the bottom rung together, and then lift the top section by the rung, raising the top section as you rise. Rest it on a rung at a convenient height to reposition your grip. If your ladder has the single safety catch you will need to grasp the stile by the catch handle 

4. Extend the top section in easy stages, grasping the end of the stile. Make sure that the each section locates properly onto the rung and the safety catch engages. 

5. Never use the ladder with the top two sections raised together as the large change of level between sections may cause you to lose your footing when descending. 

6. If a Ladder Stability Device (top end), is fitted, then the final lift may be made by allowing the wheels to roll up the wall, only do this if the wall will not be damaged.

7. Position the ladder at the correct angle of 1 in 4, standing at the side of the ladder to lift it, not in front of it. 

Long ladders.
Two people are required to erect a long ladder, or in some circumstances, three people. At least one person must be formally trained in the use of long ladders – Fire Brigade training is not sufficient. 

1. Position the ladder foot against a wall, alternatively, a second person weights the bottom by standing on the bottom rung. 

2. Raise the ladder to the vertical by lifting the top from the ground, and "walking" the hands down the rungs, raising it above the head as you proceed. 

3. When it is vertical, manoeuvre it into the required position. 

4. The second person now supports the ladder at the rear. 

5. Raise the top section by pulling down on the rope. The rope operator can now stand on the bottom rung to give stability to the ladder if necessary. Older ladders have guide brackets which can catch the hands, take care as the guides move to the hand position. 

6. Position the ladder at the correct angle of 1 in 4. 

Lowering a ladder is a very similar procedure to putting a ladder up but in reverse. 

1. Keep a firm grip on the bottom of the stile as you lower the ladder, changing your grip to the bottom rung as the bottom of the ladder passes your chest. 

2. Watch for any obstruction which may catch the ladder causing the sections to become unhooked. 

3. Keep your feet clear of the stiles. 

4. Do not drop the hooks onto the rungs as this may lead to damage. 

5. Do not allow the ladder top to slide down the wall or pole. 

Fixed vertical Ladders

Vertical or near vertical ladders sometime known as “Cat Ladders”, are found when access is required typically to roofs, lofts, lift plant rooms and cable chambers etc. The golden rule when using this type of ladder must always apply, “Always climb unencumbered”, grip the rungs and keep an erect stance. With hands about shoulder level and instep well forward on the rungs, climb unhurriedly moving hand and foot on the same side in unison. 

When accessing lofts, adopt a firm erect stance and get a good grip on a high rung. Then step up as you open the trap to its full extent. Do not forget to switch on the light first if possible. Get a good grip with both hands before stepping on or off at the top. Never stand on trap doors, most are not constructed to take weight. Keep the area around a ladder foot / head clear. Remember that someone descending a ladder rarely looks down. Do not attempt to work from a vertical ladder unless you are properly secured by a Safety Harness.  

Safe climbing 

· Check your boots are free of mud, dirt, grease or dog mess. 

· Face the ladder and grip the rungs, not the stiles. 

· Move the hand and foot on the same side of the body together keeping the body upright, without letting your arms come above shoulder level. 

· In difficult conditions, such as windy weather, only move one limb at a time, keeping a three point contact. 

· Make sure the foot is well forward on the rung. 

· Do not carry anything as you climb. 

· Use the same method when descending the ladder. Be prepared for the change of level as your feet pass from one section to the next. 

Working from ladders 

· When a ladder is to be used as a place of work whilst erected against    ANY wooden pole, including a joint user pole, the Safety Belt 11 MUST be used. The fall arrest lanyard should be secured first then the work-
positioning belt before any work activity commences.

· Don’t reach out too far, an arm's length is the limit. Always keep your navel within the stiles. 

· Don’t turn around on a ladder, always work facing the ladder. 

· Don’t exert heavy side pulls unless the ladder is securely lashed. 

· Don’t stand on a rung higher than the fourth from the top. 

· Don’t have more than one person on a ladder at the time, except for the "footer". 

· When using power tools be prepared for the twisting forces if the bit jams, as the forces may otherwise be sufficient to throw you from the ladder.

· Ensure ladders are adequately guarded when the on-site Risk Assessment so dictates

· Do think about what happens if you drop anything or lose grip of it.

Using the ladder as a standing ladder. 

The ladder is to be used as standing ladder on flat and even ground only. It must not be considered for use on rough or uneven surfaces. When used as a standing ladder the Restraint and Stability devices MUST be used at all times. Lift the top two sections to allow them to be separated from the bottom section. Release each Restraint device from the bottom section and secure each device on to the toggle on the middle section. Fit the Stability device onto the stiles of the bottom section ensuring that both stiles are fully engaged. Secure the device by tightening the securing screws on each stile. 

When used as a standing ladder the top section can be used to provide additional height. A stopper is fitted on the top section to prevent over extending the section when used in this mode a maximum vertical height to the upper edge of the topmost rung is approximately 3m. When used as a standing ladder, use should not be made of the top three rungs unless adequate support and protection can be provided from the surrounds e.g. working in loft openings. When used in the standing ladder mode the ladder combination must not be used to access poles.

All about Steps and Step Ladders

Steps (often called Step Ladders) have a hinged back section to make them self supporting when opened, and have flat treads to stand on. Single steps are designed for single person to work on them at any one time. Double steps can accommodate two people, one on each side at the same time.

As with ladders the safe use of step ladders starts with your On Site Risk Assessment. The On Site Risk Assessment will determine what step ladder to use. Where there are apparatus rooms that contain electrical equipment and or bus bars where there is the possibility that contact can be made when carrying the step ladder, non conducting step ladders must be used. Your assessment must consider 

(1) What height do I need to achieve

(2) What task do I have to undertake

(3) What environment will I be working in

(4) Will I be inside or outside

Safe use of Step ladders. 

· Open the steps fully so that the cord is tight, or the bar is locked or the top platform is locked in position. 

· Make sure the ladder is on firm level ground. Use Ladder leveller Wood under the feet if necessary. 

· If you can, place the steps at right angles to the work, to avoid side thrusts tipping the steps over. If it is not possible, secure the steps before working, or get someone to steady them.

· Do not reach more than a comfortable arms length sideways and half this distance if pulling or pushing is necessary. Both feet should be firmly on the treads. Access equipment should not be used with one foot on the treads and the other on an adjacent support. 

· Watch out for doors, windows, children etc. Place a warning sign if necessary. 

· Never use Steps as a single lean-to ladder.

· Always climb or descend the Steps facing them, holding on to the rungs. 

· Don’t work from the top step, unless it is a platform designed for working from. 

· Don’t leave tools or other items on the treads. 

Tower Access Systems

The erection, dismantling or moving of a tower system can only be carried out by, or under the supervision of, a trained and competent person.

The only exception is Kits Staging No 3, (see below), or other systems, that have a maximum platform height of 2 metres.

The training is provided by an external supplier, and includes a competence test for which a certificate is issued.

Once erected, non trained people may use the Tower System as a workplace, following the guidance of the trained person.

The trained person who erects the Tower System will check that it is safe to use. Further checks will need to be carried out every 7 days it remains in position if anything has happened to affect the system, for example, knocked by a vehicle, high winds or excessive loads or if the system has been altered in any way. 

Do’s and Don’ts 

· Do follow the manufacturers instruction for assembly and dismantling

· Do make full use of guard rails and toe boards

· Do check the equipment for damage

· Do check the weather conditions, especially the wind speed and direction

· Don’t erect, dismantle or move a Tower System unless you are trained to do so

· Don’t climb the outside of the tower

· Don’t climb the horizontal frame members, use the internal ladder or stairway.

· Don’t use a ladder, step-ladder or box on the working platform to gain extra height

· Don’t overload the working platform (Maximum 275 Kg on a working platform)

· Don’t exert heavy side thrusts which could unbalance the tower. Tie it in if possible.

· Don’t use a Tower System which has not been checked OK by a competent person.

· Don’t use the tower to gain access to other structures, unless it is securely tied in.

· Don’t lean out from the top of the tower. 

· Don’t use a Tower System externally when the wind speed is above 17 mph, (At 8 to 12 mph, dust and loose paper blows about, and above 25 mph, large branches are in motion and the wind tends to whistle).

Specialist Access Systems
There may be occasions when the only safe method of reaching the height is to use a Platform Elevating, a Scissors lift or other equipment.

All of these require special training to operate them. Do not operate the equipment unless you have been trained to do so, however an untrained person may use it as a workplace if accompanied by a trained operator. Follow the instructions given by the operator.
Carrying ladders on and in vehicles

Ladders may be carried on or in a vehicle depending on the vehicle type, and the type of ladder. The person loading and unloading a ladder on or in a vehicle must be physically capable of carrying out the task. The person carrying out the loading/unloading should have received training.

Heavy Duty Footwear, Safety Helmet and gloves must be worn when loading / unloading ladders. In wet weather, Gloves PVC are recommended. To prevent slips footwear should be dry and free from mud and grease. This is important on vehicles where it is necessary to stand on the vehicle step to tie the ladder. The vehicle step should also be clean and in good condition.

Care should be taken when parking to ensure there is sufficient space, at least two metres, to manoeuvre the ladder off and on the vehicle. Where possible, to minimise the likelihood of any trips or falls, the area should be smooth and level with no obstructions, and the space above the vehicle should be clear. Where the ground conditions are not good, choose the best position, and note any pot holes or trip hazard, so they can be avoided.

Some vehicles have a dedicated ladder stowage area within the body of the van.

Do not use the stowage area for other items when ladders are stowed, as this may lead to difficulties and injuries when removing the ladder.

Ladders must be removed using good Kinetic handling techniques. Take hold of the end rung with a firm grip, keeping the arm(s) straight, use the body weight to pull the ladder out by walking backwards.

Caution: Do not pull the ladder out by using the arm/chest muscles, as this will lead to injury if the ladder jams. When the ladder is nearly fully removed from the van, place the end on the ground, and then grasp the ladder in the centre of its length, and remove it fully from the stowage area.

To replace the ladder, position the ladder end in the stowage bay, resting the other end on the ground. Go to the far end, lift the ladder up to a horizontal position, and push it into the stowage area using your bodyweight by walking forwards.

Push ladder foot in this direction to ensure the ladder sections are firmly locked in position.
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