[Insert Company Logo Here]	Equipment Defect Report and Log  |  [COMPANY NAME]
[COMPANY NAME]  –  EQUIPMENT DEFECT
EQUIPMENT DEFECT REPORT
Use one report for each fault found on any tool, machine, vehicle, trailer, ladder, climbing or rigging kit. It follows the fault from "found it" to "safe to use again".
	At a glance

	What it is for
	Making sure faulty kit is taken out of use, fixed properly and signed off before it is used again.
	Who fills it in
	Section 1: whoever finds the fault. Sections 2–4: Team Leader, then the competent person.

	When
	Straight away – the same day the fault is found.
	Time needed
	About 3 minutes to report. A few minutes to sign off.

	If it is unsafe
	Stop using it. Tag it "Do not use" (ARB-EQ-013). Tell your Team Leader.
	Where it goes
	Equipment file for the item. Log it below. Keep for [at least 2 years].

	Reference
	ARB-EQ-000  ·  Version 2.0
	Issued / review
	[DD/MM/YYYY]  /  [DD/MM/YYYY]



	1
	Report the fault
Section 1 of 4  ·  About 3 minutes  ·  Whoever found it



	Asset ID
	
	Item
	

	Make and model
	
	Serial / reg
	

	Found by
	
	Date and time
	

	Where (site / yard)
	
	Found during
	



How was it found?
	☐  Pre-use check
	☐  Weekly inspection
	☐  During work

	☐  Servicing
	☐  LOLER examination
	☐  After an incident



	What is wrong?
Say what you saw, heard or felt. For example: "Chain brake does not stop the chain", "Cut in climbing rope sheath 2 m from the end", "Trailer brake light not working".

	







	Question
	Yes
	No
	If yes, details (incident report ref)

	Has anyone been hurt, or was there a near miss?
	☐
	☐
	

	Has a photo been taken?
	☐
	☐
	



	2
	Make it safe
Section 2 of 4  ·  About 5 minutes  ·  Team Leader



	✓
	Action
	Initials

	☐
	Kit taken out of use straight away
	

	☐
	Do Not Use tag attached (tag number: ____________)
	

	☐
	Kit quarantined – stored away from usable kit (where: ____________)
	

	☐
	Register of Equipment (ARB-EQ-012) status changed to "Quarantined"
	

	☐
	Crew and office told
	

	☐
	Replacement kit arranged, if needed
	



	Climbing and rigging kit
Kit that has held a fall, taken a shock load, been contaminated (for example with chainsaw oil, fuel or chemicals) or has an unknown history should normally be retired, not repaired. Follow the manufacturer’s advice and your LOLER examiner.




	3
	Assess and repair
Section 3 of 4  ·  Competent person or repairer



	Assessed by
	
	Date
	

	Repairer / dealer
	
	Job or invoice no.
	

	Parts replaced
	
	Cost (£)
	



	Cause of the fault and work done
For example: "Worn brake band replaced; chain brake tested – stops chain at full throttle."

	



	Question
	Yes
	No
	If yes, what action and by whom

	Does the item need a new LOLER thorough examination before use (for example after repair to lifting kit)?
	☐
	☐
	

	Does the fault need reporting under RIDDOR or to the manufacturer?
	☐
	☐
	

	Could the same fault affect other items (same model or batch)?
	☐
	☐
	



	4
	Back into service – or retire
Section 4 of 4  ·  Competent person, then Team Leader



Outcome
	☐  Repaired and safe to use
	☐  Retired and disposed of safely
	☐  Returned to hire company



	✓
	Check
	Initials

	☐
	Tested and working as the manufacturer intends
	

	☐
	Full inspection completed on the right inspection form (ARB-EQ-001 to 011)
	

	☐
	Do Not Use tag removed (or item destroyed or marked "Retired")
	

	☐
	Register of Equipment status updated
	

	☐
	Crew told it is back in use
	



I confirm the fault has been repaired and the item is safe to use, or that it has been retired.
	
	Competent person (cleared for use)
	Team Leader / Manager

	Name
	
	

	Signature
	
	

	Date
	
	




Defect log – all defects
One line per Defect Report, so you can see open defects at a glance. Review monthly.
	Date
	Asset ID
	Fault (short)
	Tag no.
	Status (open / repaired / retired)
	Closed on
	Signed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Monthly review. I have checked this sheet, and any defects above have been dealt with.
	
	Team Leader / Manager

	Name
	

	Signature
	

	Date reviewed
	



	Guidance for the business owner – remove before issue
Why this matters. PUWER 1998 requires work equipment to be maintained in a safe condition and in good repair (reg 5), and inspected where it can deteriorate (reg 6). LOLER 1998 requires defects found at a thorough examination to be reported and put right, and lifting equipment must not be used until they are. Work at Height Regulations 2005 cover ladders and fall-protection kit. A clear defect trail is strong evidence for Arboricultural Association, CHAS, SafeContractor and Constructionline audits. (Checked 23/09/2026 – legislation.gov.uk and HSE.)
Competent person. Decide who can clear kit for use again, for example a trained mechanic, dealer or LOLER examiner. Name them in your H&S policy.
Link it. Tags: ARB-EQ-013. Register: ARB-EQ-012 (update the status column). Inspection forms: ARB-EQ-001 to 011. Injuries and near misses: your accident or incident report.
Arborella provides this template as documentation support. It does not replace the manufacturer’s instructions or a competent person’s judgement.



Related documents
	Reference
	Document

	ARB-EQ-012
	Register of Equipment (noise and vibration)

	ARB-EQ-013
	Do Not Use Tags

	ARB-EQ-001 to 011
	Equipment inspection forms

	[ref]
	Accident and incident report; LOLER reports



Document control
	Document
	Equipment Defect Report and Log (ARB-EQ-000)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[Date]
	[Initials]
	Initial release as Equipment Register and Defect Log
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