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Safe work Procedure
Accommodation – Cleaning Public Telephones
	PURPOSE

The purpose of this procedure is to provide guidance in the service delivery of public telephone cleaning services on an offshore installation.

	

	EQUIPMENT
	SERVICE STANDARDS

	· PPE / Company approved Rubber Gloves, Glasses / Goggles.

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

· Mop / Bucket

· Sanitiser wipes.

· Wet floor sign.
	· Use the sanitiser wipe to wipe the ear piece and mouth piece of the phone and the surrounding area

· Use glass cleaner to wipe down any marks or scuffs on the glass or plastic booth and then dry off with a paper towel.

· Wash walls and ceiling if phone has a booth.

· Wipe all the edges of the telephone booth first

· Mop floor area using warm soapy water (made up to the specified dilution)

· Wet mop and wring until it is damp 

· Using a figure of 8 action mop the floor from the furthest corner of the telephone booth 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.  Wet and wring your mop after every four figure of 8 actions.

· Clean and 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
	Chemical Contamination


	Use of 

Chemicals.
	· Correct training for use of chemicals.

· Correct dilution of chemicals.

· Use correct PPE as above.
	6

	2
	Slips Trips Falls


	Cleaning area
	· Wear slip resistant safety shoes.

· Do not over reach.

· Mop up any spillages immediately.


	6


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Manual handling training and competence assessed.

· COSHH awareness training.

· Adequate training by Unit Manager / Leading Steward and competence assessed.

· Refresher training yearly if and when required.
	· Manual Handling Regulations

· COSHH Policy and Procedures

· COSHH data sheets/assessments.

· Company standards and procedures.

· Manufacturers guidance

· OOM Section 5 – 5.12 Cleaning Materials, Machinery & Equipment.

· Offshore General Risk Assessment Section 2 – 2.6 Walking on Wet Surfaces. Section 4 - 4.3 Cleaning Materials.


	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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