[image: image1.png]Support Services Worldwide






Safe work Procedure
Accommodation – Bed Changing / Making
	PURPOSE

The purpose of this procedure is to provide guidance in the service delivery of bed changing / making services on an offshore installation.

	

	EQUIPMENT
	SERVICE STANDARDS

	· PPE / Company approved Rubber Gloves, 

· Footstool.

· Linen.

· Towels.

· Bar of Soap

· Linen Bag


	Stripping a bed:

· Position the safety step to one end of bed and remove the safety rail from the top bunk.

· Standing on the safety step take the duvet and pillows off of the bed and place out of the way, remove the duvet cover and pillow cases and place in the linen bag.

· Strip the bed by starting at the top right, untuck both corners of the dirty fitted sheet and roll to the middle of mattress and place in the in linen bag. 

Making a bed:

· Standing on the safety step place the clean fitted sheet onto the mattress starting at the top right corner of the bed place your knee on the mattress, keeping your back straight.

· Put the ends of the sheet over the two far corners of the mattress against the bulk head and tuck the sheet in.

· Step back onto the safety step and bring the remaining sheet over the bed, tucking the sheet in the remaining two corners of the mattress.

· To replace duvet cover turn cover inside out.

· Hold corners of the duvet and feed duvet into the cover.

· Straighten and fold duvet and place in the middle of the bed / bunk. as per (5.1) OOM
· Feed the pillow into the pillow case with the open end of the pillow facing the bulk head once put on the bed. as per (5.1) OOM


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.


	Gaining access to top bunk.

Removing /Fitting bottom sheet.
	· Correct manual handling techniques.

· Use safe access to top bunk.

· Use correct position on bed to change mattress sheet.

· Use laundry sack to carry /clean dirty linen.


	4

	2
	Slips Trips Falls


	Bed Making.

Removing Linen.

Over Reaching.
	· Wear slip resistant safety shoes. (Company issue).

· Use correct aide for top bunk access. As above.

· Keep floor space clear of dirty linen.
· Work from floor level if possible.


	6

	3
	Blood –Borne Viruses


	Removing Soiled Linen & contact with Sharps, Needle stick etc.
	· Do not attempt to remove yourself.

· Consult medic if linen / mattress / towels are soiled and any blood spills are found and follow advice.

· Ensure correct PPE is used as above.


	6

	4
	Cuts - Bruising
	Working in restricted space.

Removing / Fitting linen.
	· Awareness to surroundings.

· Spatial awareness.
	4


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Manual handling training and competence assessed.

· Adequate training on bed making and standards by Unit manager / Leading Steward and competence assessed.


	· Manual Handling Regulations.

· Working at Height Regulations.

· Company standards and procedures.

· Written Think Plan.

· OOM Section 5 – 5.1 Cabin Presentation Standards.

· Offshore General Risk Assessment Section 3 – 3.2 Vessel movement. Section 4 – 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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