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Safe work Procedure
Messhall & Platewash - Refilling of Vending Machine
	PURPOSE

The purpose of this procedure is to provide guidance in the service delivery of 

	

	EQUIPMENT
	SERVICE STANDARDS

	· PPE/ Cut Resistant Gloves, 

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

· Safety Knife.

· Trolley.

· Sanitiser.
	· To isolate equipment (turn off at on/off switch, remove the plug from wall socket if available, or contact responsible electrical person to isolate at breaker.) Note: Never turn off electrical equipment with wet hands.

· Assess the amount of stock that will be required.

· Assess the manual handling hazards and risks.
· Use a trolley to move the product to the vending machine.
· Ensure a clear pathway when using the trolley, free of obstructions. 
· Unlock the vending machine door.
· Open the vending machine door with correct manual handling technique.
· Secure the door whilst re-stocking.
· Ensure the products are placed in the designated receptacle in the machine.

· Use correct manual handling techniques to avoid jamming fingers between products.
MONEY HANDLING

· Remove the coin tray from the machine and empty coins into money bag.
· Re-stock any change requirements by feeding coins into the appropriate coin slot.
· Ensure correct manual handling techniques as the money bag may be heavy.
· Ensure money bag is kept secure at all times.

· Hand money bag to Camp Boss or Supervisor.

· Sanitise hands after handling money.

· Ensure all guards and coin mechanisms are in place and then close the machine door

· Wipe down the machine with a cleaning cloth and chemical.

· Stack any unused cartons on to the trolley and return to the store.

· Take empty cartons to the recycling receptacle. 
· Restore power.
· 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
	Electric shock
	Dismantling machine
	· Isolate machine before opening.

· Refer to manufacturer’s guidance.
	4

	2
	Slips, Trips & Falls


	Refilling machine
	· Wear slip resistant safety shoes.(Company issue).

· Keep floor area free of clutter.
	6

	3
	Back strain
	Transporting Goods.

Discarding Rubbish
	· Use mechanical aide for transporting goods.

· Correct manual handling procedures.

· Don’t overstretch.
	6

	4
	Chemicals
	Use of Chemicals
	· Correct training for use of chemicals.

· COSHH assessment and MSDS available.

· Correct dilution of chemicals.

· Use correct PPE.
	4


	SPECIFIC TASK TRAINING
	RELEVENT GUIDANCE

	· Manual handling training and competence assessed.

· COSHH awareness training.

Adequate training by Unit Manager and competence assessed.
	· Manual Handling Regulations.

· COSHH Policy and Procedures.

· COSHH data sheets / assessments.

· Company standards and procedures.

· Manufacturer’s guidance.

· Offshore General Risk Assessment: Section 2 – 2.5 Moving Supplies, 2.7 Slips Falls while Descending / Ascending Stairs. 2.11 Passing through / Using Doorways. Section 4 -4.1 Sharp Edges, 4.3 Cleaning Material.


	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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