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Policy 
 
The Rainy River District Social Services Administration Board (RRDSSAB) will ensure 
that ladders are properly used, maintained and stored. 
 
 
Procedure 
 
Responsibilities 
 
1. The Supervisor/Manager is responsible for the communication of the 

requirements under this procedure to all staff and ensures training is provided 
for staff, as necessary.  Records of training will be kept and copies given to the 
Human Resources department. 

2. Employees are responsible for understanding and complying with this standard 
and the Occupational Health and Safety Act and all applicable regulations.   

 
Inspections & Reporting 
 
1. Before proceeding to use a ladder, the employee will complete an inspection of 

the ladder as listed below in the appropriate section.  Ladders will also be 
inspected annually, at minimum, using the Ladder Inspection Form.   

2. Any ladder found to be unsafe by an employee is to be removed from use 
immediately and reported to their Supervisor/Manager.  The ladder will not be 
placed back into use until such time as the necessary repairs have been made.  
If the ladder can not be repaired, it will be disposed of. 

 
Safe Work Practices - General 
 
1. Use the appropriate ladder for the task (i.e., Non-conducting for working around 

live electrical wires).   
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2. Before setting up the ladder, inspect it for missing or loose parts.  Repair or 
replace as is necessary.  Ensure the ladder is free of debris and oil.  Clean as 
required.  Also clean muddy or slippery soles before mounting the ladder.  
Ensure footwear is in good condition with a good grip and heel. 

3. Keep your center of gravity between the side rails.  Your belt buckle should 
never be outside the side rail. 

4. Use step ladders or other approved devices when necessary to place or remove 
objects from elevated locations.  Do no stand on chairs or tables. 

5. If using a ladder in a doorway or passage way, set up barricades and warning 
signs. 

6. When climbing, carry tools, parts, etc., in an apron or belt, or raise and lower 
them by a hand line, and book equipment on a rung while you work. 

7. Where it is not practical to perform work other than from a ladder and it is not 
practical for the worker to maintain three points of contact while performing the 
work, fall protection is required only where and to the extent practical. 

8. Do not use a ladder in very windy conditions. 

 
Inspections - Step Ladders 
 
1. Side rails - check for: splits, cracks, separated laminations, splinters, decay, 

protruding nails. 

2. Rungs - check for: cracks, decay splinters, excessive wear or looseness. 

3. Hardware - check for: loose or missing rivets, broken, loose or missing step or 
rung braces, broken loose or missing spreaders, loose hinges, broken or missing 
spreader locking device, wear or damage to braces 

 
Safe Work Practices - Step Ladders 
 
1. Use a ladder that is about 3 feet shorter than the highest point you have to 

reach.   

2. Ensure that the ladder is fully open and the bars are locked. 

3. Check stability, ensuring all four feet are positioned on a firm, level, non-slippery 
surface.  Do not set the ladder up on boxes, unstable bases or on scaffolds. 

4. Place the step or platform ladder at right angles to the work. 

5. Keep the ladder close to the work. 
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6. Do not overload the ladder.  Step and platform ladders are meant for one 
person. 

7. Do not stand on, climb on, sit on or work from the material shelf, the top or the 
top step of the ladder. 

8. Do not climb the back of a step ladder. 

9. Do not climb a step ladder that is leaning against a wall.  Use a straight ladder 
instead.  Use both hands when climbing. 

10. Step ladders must not be used as a support for scaffolds or as planks for 
scaffolds. 

11. Carry the step ladder to a new position.  Avoid pushing or pulling step ladders 
from the side, which can make ladders wobbly.  Do not “shift” or “walk” a step 
ladder when standing on it. 

12. Face the ladder when climbing up or down, keeping your body centered between 
the side rails.  You have climbed too high if you knees are above the top of the 
step ladder or if you can not maintain a handhold on the ladder.  Maintain a firm 
grip. 

 
Inspections - Extension Ladders 
 
1. Side rails - check for: splits, fractures, severe warp 

2. Rungs - check for: bent, broken, missing, worn, thin, loose or missing rivets, 
broken rungs or missing bolts 

3. Locks - check for: broken or missing run lock trippers or rung lock tripper springs 

4. Non-slip feet - check for: worn or missing slip resistant pads, missing nuts or 
bolts, broken or badly bent missing or badly worn spurs 

5. Rope/lanyard - check for: wear and degradation. 

 
Safe Work Practices - Extension Ladders 
 
1. Ensure the bottom of the ladder is one quarter (1/4) of the ladder height from 

the wall.  For example, if the ladder is 10 feet high, the bottom of the ladder 
should be placed 2.5 feet from the wall. 

2. Ladder should extend at least 3 feet above the edge of a roof edge, landing or 
floor. 

3. Do not step on the top four rungs of an extension ladder. 
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4. Ensure hands, shoes and rungs are dry prior to climbing the ladder. 

5. Keep at least 10 feet away from all power lines. 

6. Tie off all extension ladders at the top and bottom. 

7. Check ladder rating. 

8. Do not tie ladders together. 

9. Where possible, use two people to carry and set up a ladder. 

10. Set the ladder on firm, level ground.  Use ladder levelers on uneven ground.  
Secure the ladder by tying it down, using slip-resistant feet, or by having 
someone hold it in place.  A ladder on a slick surface must be tied in place or 
held. 

11. Keep the area around the top and bottom of a ladder clear.  In passageways, 
doorways, or where traffic or other activities can occur, secure the ladder or 
block off the area. 

12. Do not set a ladder on a scaffold, box or other object. 

13. Once an extension ladder is set up, lock the top section in place.  Extension 
ladder sections must overlap by at least 3 feet for ladders up to 32 feet; by 4 
feet for ladders 32-48 feet; and by 5 feet for ladders 48-60 feet tall.  Both rails 
must rest evenly on the resting spot. 

14. While ascending or descending the ladder, face the ladder and use three point 
contact at all times (one hand and two feet or two hands and one foot). 

15. When working from the ladder, continue to maintain adequate contact, although 
the contact points may include parts of your body such as nee, hip or stomach.  
Never straddle the space between a ladder and another point. 

16. Always wear shoes with slip-resistant soles. 
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Ladder Inspection 
Form 

 
Date of Inspection: _______________________ Inspected By: _____________________ 

Property/Location: ________________________  Ladder Description: ________________ 

Material:   Wood     Aluminum   Fibreglass 

Type:   Extension   Straight   Stepladder 

  

Items to be Checked OK Needs Repair 

GENERAL   

Steps or rungs (loose, ie. can be moved by hand)   

Nails, screws, bolts or other metal parts (loose)   

Rails, braces, steps or rungs (cracked, split, broken or 
slivers) 

  

Non-slip bases (damaged or worn)   

STEPLADDERS   

Wobbly (from side strain)   

Spreaders (loose or bent)   

Spreader lock (broken)   

Hinges (loose)   

EXTENSION LADDERS   

Locks (don’t seal properly when ladder extended)   

Extension locks (loose, broken, missing or defective)   

Safety feet/spurs (damaged or worn)   

Fly rope (deteriorated)   
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