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Safe work Procedure
Accommodation – Administration
	PURPOSE

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

	

	EQUIPMENT
	SERVICE STANDARDS

	· Desk.

· Office Chair.

· Computer.

· Printer.

· Foot rest.

· Document Holder/ Stand.

· Stationary.
	· To carry out daily duties in a safe and efficient manner.

· Person should be:-

· Computer literate.

·  Vantage trained.

· Trained in onboard tracking POB systems.

· Have adequate administration skills.

· Good people skills.

· Liaise with unit manager regarding off going/oncoming persons.


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
	Slips Trips Falls.
	Crew changes
	· Good housekeeping- 

· Kit bags off going passengers survival suits to be stored accordingly.


	6

	2
	Manual Handling
	Moving Baggage
	· Ensure correct posture.

· Limit loads 12kg maximum.

· Hand free for handrail.
	4

	3
	Lone Worker
	Long periods Unoccupied.
	· Periodic contact with control room/unit manager.
	2

	4
	Display Screen Equipment Work
	Eye Strain.

Headaches.

Repetitive Strain.
	· Refer to DSE work station risk assessment.
	4


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Vantage trained

· Computer literate.

· Onboard POB tracking systems.

· Refresher training yearly or as required.
	· Company standards and procedures.

· Onshore training.

· Unit Manager.

· Offshore General Risk Assessment Section 7- 7.8 Admin.


	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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