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GENERAL FACILITIES WORKS - SCOPE OF WORK 
01 Describe the work to be performed 

• Repair all aspects of commercial and residential buildings, including walls, bricks, tiling, roofs, carpentry,
plastering, painting, doors, windows, masonry

• Complete general facilities work including gardening, cleaning, line marking etc.
• All other requirements per the Principal Scope of Works

02 Extra requirements to the Pre-Qualification 

• Have a policy/procedure for the damage of existing facilities
• Provide all equipment required to complete their tasks
• Provide all PPE as per WesTrac and machinery OEM requirements
• All other requirements per the Principal Scope of Works

03 Other Scopes of Work required or relevant to this task 

• Use of hand and power tools
• Use of mobile plant
• Use of lifting equipment on site
• Sub-contractor engagement
• Use of hazardous substances
• Hot works
• Working at heights

04 Policies, procedures and inductions that may be relevant to this Scope of Work 

• Ladder and Portable Work Platform Inspection Checklist (FTT-NAT-HSEQ-0205)
• Ladders, Stairs and Walkways Procedure (PCD-NAT-HSEQ-0135)
• As per the Principal Scope of Works

05 Describe who supplies the materials 

• The decision as to who is providing hardware and materials is to be clarified at the time the purchase order is
raised, between the Contracting company and the requisitioner

• The Contracting Company is to provide all tools necessary to complete the works
• WesTrac may, at its discretion, provide consumables or tooling that it deems necessary to complete the task

06 Describe how the work will be measured 

• The Contracting Company will be measured against safety, quality, velocity, cost and people-based metrics.
• The relevant WesTrac department will conduct reviews, feedback sessions and other performance

management tools it deems necessary

07 Describe at what point will the work be accepted 

• The Contracting company is to provide WesTrac a Service Entry Sheet, maintenance report, commissioning
report or similar outlining works and testing completed

• The completed works will be tested and verified complete by both the Contracting Company and WesTrac
• The services as requested in the Purchase order will be deemed to be delivered by WesTrac
• Acceptance will also be in accordance with WesTrac’s Terms & Conditions or Standing offer
• Any large discrepancies in cost to be scrutinised between both parties
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LADDER AND PORTABLE WORK PLATFORM 
INSPECTION CHECKLIST  


 
Note: It is a requirement of Safety Procedure Ladders, Stairways and Walkways (PCD-NAT-HSEQ-0135) that 
the following items are checked quarterly, and results recorded on a register.  


 


Quarterly Inspection 
 


Points to be inspected and checked (but 
not limited to): 


In Good Working Condition 


Comments Satisfactory/
Acceptable 


Not 
Applicable 


Action 
required/Unac


ceptable 


Portable Ladders (AS 1892):     


Loose or damaged treads, fixings or supports?     
Damaged or worn non-slip bases?     


Damaged stops on the hinge spreaders or 
locks? 


    


Ladders not stored correctly?     


     


Work Platforms (AS 1657):     
Cracked welds or damaged structural supports 
and treads (Minor damage acceptable)? 


    


Damaged wheels or brakes?     
Damaged hinges or gates?     


Are Toe boards installed and in good condition 
on all platforms over 1.5m 


    


Marking on Ladders and Platforms Should 
Include: 


    


“WARNING - THIS LADDER MUST BE 
INSPECTED BEFORE EVERY USE - YOUR 
SAFETY DEPENDS ON IT” (see sticker below) 


    


Duty rating “INDUSTRIAL” load rating no less 
than 120kg 


    


Metal ladders should have labelling “DO NOT 
USE WHERE ELECTRICAL HAZARD EXISTS” 


    


Have you attached an inspection decal to the 
ladder? 


    


     


Safety Step      
Cracked, damaged, non-slip tape removed or 
deteriorated. Damaged or worn non-slip bases. 


    


Safety sticker missing “WARNING – THIS STEP 
MUST BE INSPECTED BEFORE EVERY USE” 
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Tool ID #  


Inspected by:  


Date:  


Signature:  


 
Recorded in DBS (TS invoice) 


Date:  


Inspection Period 3 months 


Signature  


 


Example of Sticker/Decals: 
 


 
 


 
 
Reflective yellow (as the adhesive is very strong for reflective vinyl’s) 
Clear over laminate to protect the text. Select the sticker size and load rating to suit the particular ladder. Refer to 
Ladders, Stairs and Walkways Procedure (PCD-NAT-HSEQ-0135). 
 
Supplier: Sign Here Signs 
 22 Weir Rd 
 Malaga WA 6090 
Email: signhere@iinet.net.au 
Website: www.signheresigns.com.au 
Phone: (08) 9248 1184 
 


Related Documents 
 


Document Number Title 


PCD-NAT-HSEQ-0132 Working at Heights Procedure 
POL-NAT-HSEQ-0100 Life Saving Rules Policy 


PCD-NAT-HSEQ-0135 Ladder, Stairs and Walkways 


PCD-NAT-HSEQ-0167 Prohibited and Controlled Items and Equipment Register 
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LADDERS, STAIRS AND WALKWAYS PROCEDURE 
 


1 Purpose 
 


To ensure that the design and maintenance of all ladders, stairs and walkways is managed so that persons are 
protected from injury due to falls.  


 


2 Scope 
 


All WesTrac employees and contractors are covered by this procedure whilst working on WesTrac sites or under 
WesTrac direction. 


 


3 Procedure 
 


Please read in conjunction with Working at Heights Procedure (PCD-NAT-HSEQ-0132) 
 


3.1 General Requirements 
 


• Ladders, like any tool, should be handled with care and not be subjected to dropping, jarring or misuse.  


• Before a ladder is to be raised, lowered or carried, the person or persons handling the ladder should assess 
any risk associated with the task.  


• When a ladder is being raised, lowered or carried, care should be taken to avoid injuring any person who may 
be standing nearby, including the operator, or bumping any object in the vicinity.  


• The ladder should remain under the control of the person or persons handling the ladder. 


• DO NOT stand higher than the third rung from the top. 


• Always face the ladder when climbing up and down. Maintain three points of contact. Place your hands on the 
rungs, not the side. 


• When a person is required to work off a platform ladder, it must be fit for purpose, the ladder must be footed, 
any tools and equipment are to be carried in a shoulder or belt pouch or raised in a container by rope. Please 
refer to Working at Heights Procedure (PCD-NAT-HSEQ-0132). 


• A person ascending or descending a ladder must not carry any article in their hands. 


• Ladder rungs must be kept free of slippery substances. 


• Only one person at a time is permitted on a ladder. 


• Do not lean out past the confines of the ladder. 


• Ladders should not rise more than 6 meters without a landing or ladder cage. 
 


3.2 Portable Ladders 
 


• Glass reinforced plastic is the preferred material for all portable ladders; and only approved ladders that meet 
AS 1892 and have non-skid feet may be used 


• Ladders should be stored in or on racks designed to protect the ladder when it is not in use, preferably under 
cover. These racks should have sufficient supporting points to avoid sagging. Material should not be placed 
on the ladder while the ladder is in storage 


• To avoid concealment of defects in wooden ladders, clear varnish or oil must be used as a protective coating 
instead of paint 


• When in use ladders must be placed on a level and firm surface, lashed, held or otherwise secured to prevent 
slipping 


• Ladders should be sited on a level and uncluttered base 


• All ladders must have non-slip foot attachments. 


• Metal ladders must not be used in close proximity to electrical conductors or in other hazardous areas where 
sparking could result in a fire or explosion 


• All metal ladders must be labelled ‘Do not use near electrical conductors 
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• The 4:1 Ratio must be kept in mind at all times. Ladders must be placed so that the distance between their 
feet and the object they are leaning against is a quarter of the distance to the point of contact with the object. 
For example, when the top of a 6 m long ladder is supported against a vertical wall, the base of the ladder 
should be approximately 1.5 m out from the wall. 


• The top of the ladder must be firmly and evenly supported by the surface it is leaning on. 


• Ensure that the correct length ladder is used. 


• The ladder must be strong enough for its intended use and long enough to protrude at least 1 metre above the 
stepping off point.  


• A ladder should not be erected in a passage way without closing off access 


• Make sure ladder spreaders are tight 


• Extension ladders must be overlapped by a minimum of three rungs. 


• The Area Manager has the discretion to permit the use of stepladders which do not exceed a height of 2 
meters without their being lashed or otherwise secured to prevent slipping, provided 


• The floor surface is flat, level and non-slipping; and  


• The work is light, such as when replacing light bulbs and fluorescent tubes. 
 


3.3 Fixed Ladders 
 


• Fixed ladders must be constructed in accordance with AS 1657 


• Fixed ladders exceeding 6 meters in length must be equipped with a cage extending from a point not more 
than 2.2 meters and not less than 2 meters from the lower level to a height of at least 900mm above the top 
level serviced by the ladder. 


• Landings that serve as resting places must be provided every 6 meters and be equipped with standard hand 
rails and toe boards in accordance with AS 1657. 


• Fixed ladders used for servicing overhead cranes must be provided with a padlocked horizontally hinged door 
or some other means of preventing unauthorised access. 


• Fixed ladders and ladder cages where painted must be painted in a highly visible colour. (Note: AS 1657 
states handrail yellow, however as this can be hidden against the Cat Yellow, it is advised to opt for an 
alternative colour) 


 


3.4 Stairs, Platforms, Walkways and Handrails 
 


• Stairs, walkways, handrails and stanchions must be constructed in accordance with AS 1657 and the MSI 
Regulations. 


• Stairs having more than four risers must be equipped with standard handrails. Refer AS 1657 for further 
detail. 


• The type of flooring selected must offer maximum safety in relation to the plant where it is to be installed. 


• Walkways and platforms shall be equipped with standard handrails. Toe boards shall be fitted where an object 
could fall from a platform or landing onto an area accessible by persons. Refer AS 1657 for further detail. 


• Uprights, railings and toe boards where painted, shall be yellow 
 


3.5 Safety steps 


• Safety Steps are a secure and stable stool for reaching high places 


• These steps have a wide platform and non-slip steps 


• Safety steps are designed to be lightweight, so the step can be moved with ease 


• The integrity of the safety step must be checked prior to use to ensure it is in good working order without any 
cracks, defects and non-slip step tape is in place. 
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3.6 Inspection Requirements 
 


• Prior to use, ladders must be inspected for damage.  Any ladder or that has broken or missing rungs, or 
splintered or broken side rails, is unsafe and must be appropriately tagged and taken out of service. Report 
defect to your supervisor. Refer to Ladders Checklist (FTT-NAT-HSEQ-0205).  
 


• Prior to use, safety steps must be inspected for damage.  Any safety step that is broken, cracked, has non-slip 
tread missing is unsafe and must be appropriately tagged and taken out of service. Report defect to your 
supervisor. Refer to Ladders Checklist (FTT-NAT-HSEQ-0205).  
 


3.7 Labelling 
 


• Markings/Stickers: to be placed on step of ladder: 


• “WARNING - THIS LADDER MUST BE INSPECTED BEFORE EVERY USE - YOUR SAFETY 
DEPENDS ON IT”  


• Duty rating “INDUSTRIAL” load rating no less than 120kg. 


• Metal ladders should have labelling “DO NOT USE WHERE ELECTRICAL HAZARD EXISTS” 


• Safety Step “This step must be inspected before every use” 
 


 
 
 
 
 
 
 
 
 
 
 
 


 


4 Responsibilities 
 
The below outlines key responsibilities for different roles in compliance with this procedure:  
 
Area Manager: 


• Ensuring ladder and portable work platform checklist is completed quarterly 


• Ensuring employees are suitably trained in the correct use of ladders 
 
Area Supervisor: 


• Individually identifying portable ladders and for ensuring that ladders are inspected quarterly, and records kept 


• Ensuring that fixed ladders are kept in good repair; and 


• Ensuring that stairs and walkways are kept clean and in good repair. 
 
All employees: 


• Ensuring that no ladder or safety step with defects is used, employees to inspect before every use - all fittings 
and joints for visible deformation, structural failure, internal corrosion, rung/tread to stile connection, deformed 
flanges, sheared rivets.  


• All defects to be reported immediately to your supervisor. 
  


WARNING 
 


THIS STEP MUST BE 
INSPECTED 


BEFORE EVERY USE 
 


120mm x 60mm reflective yellow clear 
over laminate to protect the text  
Supplier: Sign Here Signs   
Phone: 08 9248 1184 


 


 


 


 120mm x 60mm reflective yellow clear 
over laminate to protect the text  
Supplier: Sign Here Signs   
Phone: 08 9248 1184 
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5 Reporting 
 
Monitoring for compliance to this procedure will be completed through Inspection Process (pre-use and quarterly), 
Safety Interactions, Workplace Inspections and Contractor Management. 
 


6 Further Information  
 
All employees and contractors who require further information or need clarification of anything contained in this Policy 
should contact your WesTrac Supervisor or Area/Branch Manager. 
 


7 Accountabilities 
  
Compliance to Procedure  All Employees and Contractors 
 
Implementation & Review   WesTrac Management 
     
Approval of Procedure   GM – Safety, Security, Risk 
      
Monitoring  WesTrac Management 
 
Interpretation and Advice  HSE Business Partner 


 


8 Related Documents  
 
This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as 
policies, procedures, forms). 
 


Document Number Title 


PCD-NAT-HSEQ-0132 Working at Heights Procedure 


FTT-NAT-HSEQ-0205 Ladder and Portable Work Platform Checklist 


PCD-NAT-HSEQ-0167 Prohibited and Controlled Items and Register 


 
This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required): 
 


Title Description  


Occupational Safety and Health Act 1984 
(WA) 


OHS Legislation applicable to WA 


Mine Safety and Inspection Act 1994 (WA) Mines OHS Legislation applicable to WA 


AS/NZS 1892  Portable Ladders 


AS 1657  Fixed Platforms, Walkways, Stairways and Ladders – design, 
construction and installation 


Work Health and Safety Act (NSW) 2011 OHS Legislation applicable to NSW 


Work Health and Safety Act (ACT) 2011 OHS Legislation applicable to ACT 


 


9 Definitions and Abbreviations 
 
The following definitions and abbreviations are used throughout this Procedure: 
 


Term Definition 
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10 Document Amendment History  
 


Revision Date Description  
Prepared 


By 
Reviewed 


By 
Approved 


By 


1.0 15/05/13 Procedure re-drafted to new format BM MC CG 


2.0 14/06/16 Updated BG  GH 


3.0 30/06/16 Updated BG  GH 


4.0 27/06/18 
Inclusion of Prohibited and Controlled Items & 
Equipment Register reference document 


CS AD KB 


5.0 05/03/19 
Update document reference - Prohibited and 
Controlled Items Register from PCD-WA-HSEQ-
0001 to PCD-NAT-HSEQ-0167 


DC DC DC 


6.0 08/07/2019 
Safety step inspections prior to use, quarterly 
with ladders on checklist 


BG BG KB 
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