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Safe work Procedure
Accommodation – Room Servicing Trolley
	PURPOSE

The purpose of this procedure is to outline the safety and service requirements associated with using a Room Service Trolley.

	

	EQUIPMENT
	SERVICE STANDARDS

	· PPE / if required this will be covered in daily Written Think Plans.

· Pre Tour Meeting, Day Shift / Night Shift to discuss weather.

· Barriers / as appropriate, 

· Trolley


	· Ensure your equipment is prepared, including an empty bag for soiled linen and a bag for waste

· Collect all relevant chemicals, cleaning materials and relevant MSDS

· Make sure all wheel locks are on prior to loading the trolley
· Collect linen from the designated storage area

· Load the trolley in line with the manufacturer’s suggested load capacity

· Position yourself at the rear of the trolley with both hands placed on the handles and point the trolley in the direction you wish to proceed

· Move the trolley in a smooth motion to prevent spillage, if any spills occur clean up immediately

· Always park the trolley against a wall and as close to the task as possible, whilst ensuring suitable access for people to pass

· The trolley is only to be utilised on the floor that it is situated on, unless the facility has a lift

· Do not lift the trolley over a raised doorway
· Make sure all wheel locks are on

· Display signage

· Remove all items from the trolley, returning items to their designated storage area and dispose of any waste in the appropriate receptacle

· Ensure good housekeeping

· Wipe down the trolley after use with a damp cloth, sanitise and allow to air dry

· Clean up any spillages that occur on the floor
· Re-stow all equipment and PPE in the designated storage area


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
	Push / Pulling Trolley
	· Correct manual handling techniques.

· Never overload the trolley.
	4

	2
	Slips Trips Falls


	Vessel Motion
	· Wear slip resistant shoes. (Company issue).

· Allow for vessel motion.

· Spatial awareness. 

· Collect fresh water from each cabin.


	6

	3
	Chemical Contamination
	Stocking of Chemicals


	· Correct training for use of chemicals.

· Correct dilution of chemicals.

· Correct use of PPE as above.

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


	6

	4
	Trapped Fingers in Doors
	Walking Through Doorways.
	· Keep doors hooked back / Wedged or closed.

· Keep hands clear of doorways.


	4


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Manual handling training and competence assessed.

· COSHH awareness training.

· Adequate training on cleaning procedures and standards by Unit Manager and competence assessed.
	· Manual Handling Regulations.

· COSHH data sheets/assessments.

· Company standards and procedures.

· OOM Section 3 –3.10 COSHH Instruction, 3.16 Written Think Plan 

· Offshore General Risk Assessment Section 3 -3.2 Balance affected by vessel movement, 3.3 - Struck by falling objects, Section 4 – 4.1 Sharp Edges, 4.3 Cleaning Materials, and 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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