PORTABLE LADDERS QUARTERLY HEALTH & SAFETY INSPECTION REPORT 
This Rhodes University CHECKLIST is kept up to date at www.ru.ac.za/safety/checklists and at www.ru.ac.za/safety/resources/ladders 
Submit quarterly to HOD/Manager to check and sign + keep on file for at least 3 years. Email copy to safety@ru.ac.za or send by internal mail to SHE Office, Alumni House.

	Inspection by 
Name  Surname:
	
	SIGNED:
	
	HOD/Manager/Supervisor                Name  Surname:
	

	Section/Division/Institute/Dept:
	
	Date:
	
	SIGNED:
	


	
	(see Ladder Diagram on next page)                    Type of Ladder:
	1.
	2.
	3.
	4.
	5.
	6.
	Example: Metal Extension

	
	Unique Identity Number / RU Asset Number: 
	
	
	
	
	
	
	GG 7981162

	
	Building / Room / Usual Location:
	
	
	
	
	
	
	Gt Field Store

	
	Ladder Condition             OK = good    /     *N = needs attention
	   OK  /   N    
	   OK  /   N    
	   OK  /   N    
	   OK  /   N    
	   OK  /   N    
	   OK  /   N    
	   OK  /   N    

	1. 
	Ladder has easily readable asset tag or unique identity number
	
	
	
	
	
	
	OK

	2. 
	Ladder rating label is intact and easy to read 
	
	
	
	
	
	
	OK

	3. 
	Ladder is stable, not wobbly (from side strain etc)
	
	
	
	
	
	
	OK

	4. 
	Rungs all present, evenly spaced, not worn, smooth or loose
	
	
	
	
	
	
	N

	5. 
	Side rails, rungs, spreaders and braces not broken/cracked/split
	
	
	
	
	
	
	OK

	6. 
	Spreaders and hinges not bent, loose, or with broken stops
	
	
	
	
	
	
	OK

	7. 
	Ladder has no sharp edges, loose screws, bolts or nails
	
	
	
	
	
	
	OK

	8. 
	Ladder is clean, not greasy (slippery) or painted (hiding defects)
	
	
	
	
	
	
	OK

	9. 
	Non-slip base/safety feet intact, not damaged or worn smooth
	
	
	
	
	
	
	OK

	10. 
	Ladder is stored safely and correctly 
	
	
	
	
	
	
	OK

	11. 
	All staff who routinely make use of this ladder have been instructed on ladder safety/attended a ladder safety course
	
	
	
	
	
	
	N

	12. 
	Extension ladder: rope is strong, not frayed/deteriorated
	
	
	
	
	
	
	N

	13. 
	Extension ladder: extension locks not loose/broken/missing
	
	
	
	
	
	
	OK

	14. 
	Wooden ladder: free of splinters, cracks or decay
	
	
	
	
	
	
	n/a

	15. 
	Ladder is fit for use   OR    Comments on actions taken
	
	
	
	
	
	
	Not in use. Repairs underway. Staff to do course.


*Ladders that need attention MUST immediately be removed from service and labelled “NOT fit for use” until fully repaired, OR if irreparable, must be scrapped.
Stepladder Terminology
A stepladder is a self-supporting portable ladder, non-adjustable in length, with flat steps and a hinged back. Some of the terms commonly used to describe its parts:
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More info:  www.ru.ac.za/safety/resources/ladders or contact RU Safety Health & Environmental (SHE) Officer: 046 603 7205, safety@ru.ac.za
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Rating label





(front) Side rail upright/stringer/stile





Spreader / stay for side rails





Hinge





Hinges





Brace





Safety feet





Rungs / steps





Top (no climbing/standing)





(back) Side rail (no climbing)





Brace





Red step (maximum SAFE step height)





Top step (no climbing/standing)








