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Safe work Procedure
Laundry – Laundry Process
	PURPOSE

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

	

	EQUIPMENT
	SERVICE STANDARDS

	· PPE / Safety Glasses, Rubber /Gauntlet Gloves, Cut Resistant Gloves, Face Mask. Apron.

· Colour Coded Cleaning Cloth.

· Paper Towel.

· Non-hazardous cleaning chemicals.

· Laundry Sacks.

· Laundry Pins.

· Folding Table / Bench.

· Vacuum Cleaner. 

· Soft Brush and Pan.

· Floor Signs.

· Trolley

· All Clear Cards.

· Filter Sheet.
	COLLECTION

· Pick-up the laundry (Towels, Bed Linen) by using laundry sack – do not exceed your own capabilities - if load is heavy reduce or ask for assistance. (Never attempt lifting by yourself).
· When using stairs always maintain 3 points of contact, do not skip steps 
PREPERATION. / PERSONAL / BEDDING / TOWELS

· Empty one personal laundry bag at a time.

· Pin clothes to bag, place pins though button holes, belt loops or labels as much as possible to avoid making holes in personal items.

WASHING 

· Check pocket for all clear card, follow all clear flow chart to decide next steps.

· Heavily soiled coveralls should be soaked and scrubbed on the drill floor by drill crew prior to taking to the laundry.

· Use trolleys / spring loaded if possible to transport linen in laundry. 

· Place pinned personal clothes, linen in appropriate washing machine, and don’t mix linen or personal laundry with coveralls.

· Follow Instruction and Guidance for Using Laundry Machines for your unit which is posted in the laundry.

· Use correct wash setting on machine as per manufacturer’s instructions.

· Use appropriate chemical solution if not automatic feed.

DRYING

· Follow Instruction and Guidance for Using Laundry Machines.

· The laundry should not be left unattended when driers are running. (Unit Specific).

· Dryer loads should be left to go through a cooling cycle.

· Do not open dryer’s whist the drum is still turning.  

· Do not over dry items.

· Be aware of hot dryer parts when removing clothes.

· Place dry laundry onto the folding bench.

FOLDING

· Make sure folding bench is clear before you open the dryer.

· Undo pins one at a time.

· Fold clothes and wrap with individual laundry bag, ensuring room number is visible.

· Fold linen and towels ready for storage.
DELIVERY BEDDING –LINEN - TOWELS

· Do not over load yourself, use laundry sacks provided.

· Laundry should then be stored in the appropriate area. Lockers, Cupboards.

· Personal laundry should not be delivered to each cabin (site specific) 

      collection should be made by personnel.

· If you have laundry that you do not know which room it belongs to make sure you keep it in the laundry until claimed.
FILTER CLEANING

· Clean lint filter - use cut resistant glove and face mask when removing filters, brush off all lint into a bin or use a vacuum and clean up any lint residue 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

Slips, Trips & Falls


	Collection
	· Use correct manual handling techniques.

· Laundry sack to be used.

· Limit load/work within personal capabilities.

· Two person job. Ask for assistance.

· Use handrails if going up stairs or down stairs

· Three points of contact do not skip steps. 

· Use lift if available.
	4

	2
	Slips, Trips & Falls

Manual Handling

Microbiological

Chemical

Electrical
Cuts – 
	Washing
	· Correct manual handling techniques.

· Use trolleys/spring loaded if possible when removing to washing machine

· Ensure work area / access is free from obstruction.

· Wear anti-slip safety shoes. (Company issue).

· Do not overload or under load machines.

· Adhere to displayed loads and timings.

· Correct training for use of chemicals

· Correct dilution of chemicals.

· Use of correct PPE. Cut Resistant Gloves to be worn
· Mop any spillages.
	6

	3
	Slips, Trips & Falls

Back strain

Burns
Fire

	Drying
	· Do not overload machines.

· Use trolleys/spring loaded if possible when removing from dryer

· Adhere to displayed loads and timings.

· Correct manual handling.

· Laundry should not be left unattended.

· Tumble dryer should be left to go through cooling cycle.

· Items should be spread out to cool on stainless steel table to avoid spontaneous combustion.

· Avoid contact with glass panels on driers.

· Operator to wear appropriate gloves / gauntlets for task.
	6

	4
	Manual Handling/Repetitive Stooping

Slips, Trips &  Falls


	Folding
	· Correct manual handling techniques

· Use trolleys/spring loaded if possible

· Wear slip resistant safety shoes (company issue)

· Clear all dropped laundry from the floor.

· Tumble dryer should be left to go through cooling cycle.

· Gauntlets or long sleeves to be worn when removing personal laundry from dryer.


	6

	5
	Back strain

Slips, Trips & Falls
	Delivery
	· As above in collection.


	4

	4
	Back Strain / Fire
	Filter  Cleaning
	· See SWP for Filter Cleaning.
	6


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Manual handling training and competence assessed.

· Ensure correct induction of laundry / Washers / Dryers.

· Refresher training if required.
	· Manual Handling Regulations

· Company Standards and Procedures.

· Manufacturer’s Guidance.

· COSHH Policy and Procedures.

· COSHH Data Sheets/Assessments.

· Instruction and Guidance for Using Laundry Machines.
· Laundry Flow Chart.
· Unit Manager

· OMM Section 3 – 3.16 Written Think Plan.  Section: 5 – 5.4 Laundry Standards, 5 .4.1 Preventing Laundry Fires.

· Offshore General Risk Assessment Section: 1 Prohibited Tasks Tumble Drying Colour Coded Cloths, Tumble Drying Shower Curtains, Section 2 – 2.2, 2.6, 2.7,2.9, 2.11 Section 3 - 3.5, 3.6, 3.7, Section 4 - 4.2, 4.3, 4.6, 4.7, 4.8, 4.9.


	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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