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Safe work Procedure
Accommodation – Cabin Daily / Weekly / Deep Cleaning
	PURPOSE

The purpose of this procedure is to provide guidance in the service delivery of daily – weekly - deep cabin cleaning services on an offshore installation.

	

	EQUIPMENT
	SERVICE STANDARDS

	· PPE / Rubber Gloves, Cut Resistant Gloves. Goggles / Glasses.

· Cleaning Materials: Colour coded cloths and chemicals identified for purpose.

· Appropriate cleaning aide for vinyl-wooden floors.

· Wet floor sign.

· Vacuum cleaner.

· Mop / Mop bucket.

· Broom / Dust pan.

· Scrubbing Brush.

· Foot stool / Platform ladder.

· Laundry Sack.

· Shampooer
	Daily servicing: cleaning the room and en-suite, remaking the bed and supplying fresh towels.

Weekly: as with daily plus stripping the bed.(see SWP bed making)

ROOM
· Use safety step for cleaning high level places.

· Walls, dry cloth around electrical sockets and light switches

· Doors, door surrounds and skirting boards.

· Desk top and other horizontal surfaces.

· Window sills (if available).

· TV’s and mounting brackets.

EN-SUITE

· Pour solution inside the toilet bowl allow to soak.

· Clean the shower recess, using the correct solution, and appropriate aid for cleaning high areas.

· Where applicable shower cubicles doors to be free of smears and stains.
· Shower drain to be free of fluff, hair and soap deposits.
· Shower curtain to be the right length, clean with no mould or evident staining. (As per monthly schedule).
· Sinks should be free from staining and soap scum inside and out.
· Plugholes to be free of hair and debris.
· Soap dish to be free of old soap deposits.
· Polish cleaned chrome with a soft dry cloth.
· Wipe down the vanity bench tops.

· Mirrors to be polished and streak free.
· Use the toilet brush to clean the toilet bowl.

· Wipe the external surrounds of the toilet

Floors
· Starting from the farthest corner of the en-suite moving into the cabin work from the farthest corner sweep the floor with a soft bristled brush collecting the debris with a dust pan.

· If vacuuming is required in the cabin use appropriately, starting from the farthest corner of the cabin work towards the egress door.

· Use a gentle left to right vacuum motion to remove the debris

· Fill a bucket with warm soapy water (made up to the specified dilution).

· Using a figure of 8 action, damp mop over the designated area.

· Mop the floor from the furthest corner of the en-suite moving into the cabin and then work from the farthest corner towards the egress door.

· Do not walk back over your mopped floor, ensure your mop bucket is located in a position which will ensure you do not slip, trip or fall over it. 

· Clean and re-stow all equipment and PPE in the designated storage area. 

· Wet and wring your mop after every four figure of 8 actions.

Deep Cleaning

· Bed wells free of loose debris and mattresses should be left in an upright position to air- tow person job for cleaning bunk wells and turning mattress.

· When cabin is vacated, Bunk drawers and lockers to be emptied and washed out with hot water and detergent. They should be free of hair and debris.

· Bunk drawers to be pulled out and area under bed to be vacuumed and free of debris.

· Carpeted floors should be free from dust, debris and stains and shampooed.

· All high level and eye level and low level areas to be free from dust and stains.

· Air vents to be free of fluff and debris. (see SWP for vent cleaning).

· Furniture and fittings should be dust free.

· Bed wells free of loose debris and mattresses should be left in an upright position to air- tow person job for cleaning bunk wells and turning mattress.


All the below hazards have been risk assessed and documented within the Offshore General Risk Assessment.
	Step
	Hazard 
	Step
	Safe Method
	Risk Evaluation as per Offshore General Risk Assessment

	1
	Back Strain


	Cleaning bed wells/ Turning mattresses.

High level cleaning.

Removing bunk drawers.

Moving furniture/obstacles

Mopping / Hoovering/ Shampooing Floor


	· Correct manual handling techniques.

· Use correct equipment for the job.

· Use correct aide for high levels.

· Two persons to move furniture.


	4

	2
	Slips Trips Falls


	Mopping / Hoovering/ Shampooing Floor

High level cleaning.

Cleaning of air vents.

Tripping over equipment.
	· Wear slip resistant shoes. (Company issue).

· Use correct aide for high level dusting.

· Work from floor level is possible.

· Keep floor area free of clutter.

· Qualified person to remove air vents. (see SWP vent cleaning).
· Use minimal amount of water.


	6

	3
	Chemical Contamination


	Use of chemicals
	· Correct training for use of chemicals.

· Ensure to dilute all chemicals as per MSDS and manufacturer’s instructions.

· Use of correct PPE as above.


	6

	4
	Cuts to Hands


	Cleaning areas with hidden sharp edges.
	· Cut resistant gloves if sharp edges are present.

· Recognise and Report any defects as per near miss reporting.
	4

	5
	Electric Shock
	Use of vacuum
	· Check cable for wear and tear.

· Do not operate with wet hands.

· Do not use until fully trained.


	4


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Manual handling training and competence assessed.

· COSHH awareness training.

· Adequate training on cabin cleaning and standards by Unit manager and competence assessed.

· Working at height.

.
	· Manual Handling Regulations

· COSHH Policy and Procedures

· COSHH data sheets/assessments

· Company standards and procedures.

· OOM Section 5 – 5.2 Cabin Cleaning, 5.2.1 Cabin Cleaning Routine. 5.12 Cleaning Materials, Machinery & Equipment. 

· Offshore General Risk Assessment Section 3.3 -  Struck by falling objects, Section  4 – 4.1 Sharp Edges, 4.3 Cleaning Materials, 4.4 Making top bunk, 4.9 Blood Borne Viruses..


	All employees performing this activity must sign this page of this site specific document to indicate understanding and compliance with the procedure.

	
	
	
	

	Print Name
	Position
	Date
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please note:         If further signatures are required, please create a replica of this page and staple to the back of the complete SWP.
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