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USING A STEP LADDER 
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Accessing office filing and storage on fixed shelving (approximately 1 M above average persons height)


Completed by:





Date:






Review Date:

	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Use of incorrect equipment (desk, chairs etc) Falls, falling objects
Defective equipment 

Falls, falling objects

	Staff, Visitors, Pupils 


	This score can be reduced or increased if the schools feels it carries a greater or lesser severity rating depending on the circumstances
	This score can be reduced by making additional precautions into existing precautions
	

	Existing Precautions
	Additional Precautions
	Who
	When

	· Staff instructed not to use makeshift steps (chairs/ tables etc)

· Restrict high level storage 

· Ensure storage remains accessible

· User to ensure access equipment is of adequate height. 

· Step ladder provided for users to access areas safely (more height is required than can be achieved with a kick stool)
·   All access equipment suitable for purpose checked    

  before use and maintained in good condition.

· Frequent documented checks on stepladder to ensure safe working condition 
You may have other existing precautions you may wish to add
	Reporting procedure in place for identified defective items with prompt removal/ remedial action
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Accessing office filing and storage on fixed shelving (approximately 1 M above average persons height)


	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Inappropriate use of access equipment, overreaching, stretching etc. Falls, falling objects
	Staff, Visitors, Pupils  


	
	
	

	Existing Precautions
	Additional Precautions
	Who
	When

	· Use of access equipment restricted to those trained and competent in use.

· Maximum working height not exceeded- user’s waist should not rise above top step. 

· Staff to re-position steps rather than overstretch.

Floor surfaces suitable to use ( firm and even surface)
	· Persons using access equipment to wear appropriate footwear
(low heeled, non slip soles)

· Securely stored when not in use to avoid unauthorised use.
	All staff using step ladder
	


