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Safe work Procedure
Galley – Stocking of Goods to Chiller / Freezer / Dry Store
	PURPOSE

The purpose of this procedure is to provide guidance in the service stocking of goods to chiller / freezer/ dry store cleaning services on an offshore installation

	

	EQUIPMENT
	SERVICE STANDARDS

	· PPE / Cut Resistant Gloves, Thermal Jacket, Glasses.

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

· Footstool.

· Wet Floor Sign.

· Trolley

· Brush / Dustpan.

· Mop / Bucket.

· Date Code Chart.

· Felt Pen.

· Wet Floor Sign.


	PREPARATION

· Survey the area where the goods are to be stored – is the shelving stable, clear and suitable for the goods to be stored i.e. consider the size, shape and weight of the items to be stored

· Remember to rotate the old stock (FIFO).

· In the case of cold rooms and freezers ensure the floor is dry, free of moisture and the temperature meets standard requirement. Take care as moisture builds up quickly when warm air is in contact with cold surfaces 

· For cool rooms and freezers – ensure the door is secured 

· Ensure any protrusions are insulated to reduce impact if contacted with the body

· Ensure lighting is adequate

LIFTING

· Ensure the correct manual handling technique is used 

· Assess the size, shape and weight of the load and the distance to be moved in line with your physical capability

· Seek assistance from a colleague if required -  all loads over 15 kg require a two person lift
CARRYING

· If not using a trolley carry the load close to the body and with a firm grip

· Ensure your path is cleared and then walk directly to the intended destination,  be careful of ledges, doorways and steps

· When using a trolley ensure you secure the items and maintain good visibility when moving the load 

· Do not transport a load that exceeds the trolley’s weight rating.
STOCKING

· Stack safely, ensuring that height / weights restrictions are observed – no product over 3kg is to be above shoulder height.

· Remove any packaging and plastics etc. 

· Bring old stock to the front to be used first. (FIFO).

· Heavy items should be stored at waist height or below.

· Use safety step for anything above shoulder height.

· Do not overstock shelves.

· Open boxes using safety knife.
· Utilise date coding for identifying product to be utilised first.

· All products are to be date coded.

· If breakage or spill occurs clean up immediately

· All decanted products are to be labelled and a date written on the container.

· Position the goods with care to ensure you are not twisting your back

CLEAN UP

· Dispose of any packaging in the rubbish receptacle, recycling where possible 

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
	Back Strain


	Stocking Fridge / Freezer / Dry Store.
	· Use correct manual handling techniques.

· Do not over stretch.

· Use footstool for top shelfs.

· Only lift your 


	4

	2
	Slips Trips Falls


	Spillages / Housekeeping
	· Wear slip resistant safety shoes.(Company Standard)

· Do not over reach.

· Mop up any spillages immediately.

· Free standing wet floor sign displayed.


	6

	3
	Cuts / Laserations to Arms /Hands / Head
	Breakages  from delivery.
	· Wear cut resistant gloves under rubber gloves.

· Inspect area for sharp edges.

· Awareness to surroundings –Spatial Awareness.
	4


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Manual handling training and competence assessed.

· COSHH awareness training.

· Core training by Unit Manager and competence assessed.

· Written Think Plan.


	· Manual Handling Regulations

· COSHH Policy and Procedures

· COSHH data sheets/assessments.

· Company standards and procedures.

· Oom Section 7 - 7.5 Receiving Food Supplies.

· Offshore General Risk Assessment 2 – 2.4 – 2.5 – 3.3 – 5.5 – 5.14 – 5.16


	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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