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Equipment and 
Inspection Management. 
Hi, my name is Ben Scholes. I am the CEO of 
Papertrail. We help companies who use, inspect 
and manage work at height equipment with 
improving their systems.

This document and workbook is designed to help you assess and 
create actions to improve your own system.

Before implementing Papertrail, a number of our customers had trouble 
keeping on top of all the record keeping required. Some felt uneasy that 
if an accident happened, and their systems were audited, they could be 
fined or lose business. We were also finding that others were spending 
too much time on administration tasks. 
 
Papertrail has helped hundreds of companies, across 23 countries, 
improve their management systems. We have delivered demonstrable 
savings in time, money and sleepless nights, whilst ensuring best 
practice and industry and legislative compliance. 
 
We know that managing hundreds of assets, especially work at height 
equipment, is time consuming and requires focused attention to detail. 
You just need a simple system that everyone understands, which 
doesn’t take away your valuable time by having to write reports, update 
spreadsheets or constantly remind your teams to carry out inspections 
of their equipment. You need to have total trust and confidence in that 
system. 
 
Whether or not your equipment is in constant use, or always out of 
service, depends on the management of your assets, so how can you 
ensure that you reduce the risk of equipment failure? 
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Workbook Available!
The workbook at the back of this document, helps you document 
each stage of the process in a simple and easy to follow format



When we first started assisting organisations in 
effective management of their equipment and 
inspections, most were not aware of the true 
value that a ‘system’ can bring to make this 
work easier and more efficient.

Our customers staff were constantly asking for more equipment 
budget to replace damaged equipment, chasing orders for new 
equipment that had reached its end of life, whilst worrying that if 
inspections were not documented and an accident happened it 
would be their fault.  
 
Now that safety equipment is used more and more with ever 
increasing and complex regulations, having a system you believe 
and can trust in gives you the confidence and ability to spend 
more time working in key areas… 
 
Such as fully assessing the equipment requirements and buying 
more efficiently! 



Management systems 
keep you stress-free.
Plain and simple.
Accurate and real time information makes it incredibly hard to 
ignore and not keep inspection records. So our question to you is… 
  
What does it mean to you, if you don’t have confidence in your 
equipment management system? 

The Review Principles.
In every business or organisation, it may be hard to 
review someone else’s management system.  
You can use these 4 principles to make sure your 
ambition to improve is received positively.

1.

2.

3.

4.

Ethical  
Trust, confidentiality and integrity

Fair  
Findings, conclusions and reports reflect truthfully and 
accurately the review activities

Professional  
In accordance of your responsibilities

Evidence based  
Verifiable and be based on accurate information 

Remembering these 4 principles will help you through the 5 steps 
to reviewing your equipment management system. 



Preparing The Review.
Before we dive straight in, it’s best to prepare.  
Take the time to gather all the information and 
relevant documentation. List the documents, 
diagrams, workflows or previous review findings 
you’ll need to include, so you can then highlight the 
areas you plan to improve.

Your company or organisation’s documented information may not 
cover all of the requirements relevant to the process of equipment 
and inspection management. If certain information is not available,  
it may become your first finding for improvement, not bad for the 
pre-review preparation! 

1

Don’t forget to complete your 5 step Management 
system review Workbook at the back of this book. 



Plan The Review.
To make sure the review is of value to you and the 
organisation, it’s not only important to document the 
reason behind undertaking the review, but also to be 
clear on what is in included, and not included, to 
match your objective of the review. 

It may sound obvious but it is useful to make sure you have set a day 
and time in the diary, so others in your team know when you are 
carrying out the review, and anyone who has given you permission to 
undertake the review is clear on your plan and will be available to 
receive feedback on the findings and actions created.
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Don’t forget to complete your 5 step Management 
system review Workbook at the back of this book. 



Carry Out The Review.
The day and time of the review has arrived, and 
you are armed and ready with your questions!  
It’s easy to get ‘sidetracked’, but it is worth 
remembering the principles to being a good 
reviewer.

As part of the review, it’s important to speak with at least one other 
team member, and ask them a few simple questions to gauge their 
understanding and opinion of how they think the current 
management system works for them and your organisation.
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Don’t forget to complete your 5 step Management 
system review Workbook at the back of this book. 



A good summary report with recommendations as 
the output, is the value of the review. As you move 
through the review, you can note any issues and 
improvements you find.

These should be marked clearly so you are now able to quickly 
review and capture them in your report.

4 Summarise The Findings.

Don’t forget to complete your 5 step Management 
system review Workbook at the back of this book. 



Create Actions.
Too often, a review only recites back facts and 
data you and the managers already know.  
The value is in identifying issues and 
opportunities you and they did not know! 

The summary of your findings should first be reviewed with the 
person responsible for the equipment, and if necessary, the 
wider the wider management team. Make sure to share the 
report with everyone, and keep it saved somewhere safe for 
future reference if needed.  
 
Any actions that come from the report can be put in the diary or 
delegated to colleagues, and should be reviewed at the next 
review date.  
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Don’t forget to complete your 5 step Management 
system review Workbook at the back of this book. 



Management 
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Workbook 
Equipment and Inspection 
management System 



Prepare.1

Company:

Name:

Role:

Management system 
being reviewed:

Last time the management 
system was reviewed:

Documents to be included as 
part of the review:

List any other relevant documents you 
wish to include as part of the audit (You 
may have a previous audit you want to 
demonstrate an improvement from)

Work at Height Equipment management

Equipment management and 
inspection procedures

Equipment inventory / Register

Last equipment inspection reports

Previous review findings

Previous complaints or review actions



Plan.

Legislation or regulations 
we want to adhere too:
(List any that impact your 
equipment management) 

Objectives of the Review:
(The purpose and what it should achieve)
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To ensure our equipment and inspection management 
system is working as efficiently and effectively, and identify 
any gaps/areas of improvement.  

Planned review date:

The Health and Safety at Work 
Act 1974 (HWSA)

The Personal Protective Equipment 
at Work Regulations 1992

Provision and Use of Work Equipment 
Regulations 1998 (PUWER)

Lifting operations and lifting 
equipment regulations (LOLER) 1998

Work at height (WAH) 
Regulations 2007 



Review.3

Review questions Answer

Is the process of managing and inspecting equipment 
defined and documented?

Is our inventory or register of all of your safety 
equipment up to date?

a.

a.

b.

b.

c.

d.

Adding equipment into the system

Is equipment simple and easy to identify

Inspection schedules for the equipment

Does everyone know how to access the 
inventory or register

A simple naming system for the 
outcomes of inspections

A method of identifying damaged equipment 

Are records maintained, searchable and 
stored securely?



Review questions Answer

Is all new equipment being inspected before first use 
and registered on the inventory or equipment register

Is equipment unfit for use (Quarantine),  
easy to find on the system?

Is it easy to find an item of equipments last 
inspection date and outcome
(Select a piece of equipment, and search for it’s unique number. Is it 
obvious when it was last inspected and the outcome of the inspection)



Colleagues name:

Role/position/responsibility:

Do you think the system is easy to use?

Do you know who is responsible for making 
sure the equipment is safe?

Are there any areas you wish to gain more 
knowledge or experience on with managing or 
maintaining equipment?

Do you have any ideas of ways to 
improve the system?

Do you know what to do if you find a 
damaged piece of equipment?

Review questions for other team members 



Colleagues name:

Role/position/responsibility:

Do you think the system is easy to use?
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sure the equipment is safe?
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improve the system?

Do you know what to do if you find a 
damaged piece of equipment?
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Summarise.4

Observations made:

Issues found:

Areas for improvement:

You can bullet point in here any questions you answered ‘no’ 
to within section 3, and any other issues you identified



Actions.5

Next review to be scheduled:
(E.g. 1 week, 1 year)

Reason for time scale:

Date of next review:

Person to carry out the review:

Action 1

Action 3

Action 2

Action 4

Actions could be providing some 
 
- Training,  
- Improve administration,  
- Update documentation,  
- Identify new equipment to be purchased…  

See why 1,000’s of Professionals use Papertrail 
to capture millions of inspection records in 23 
countries around the world. 
 
Book a demo at www.papertrail.io/book-demo




