SOUTHLAKES COMMUNITY SERVICES

POLICY AND PROCEDURE MANUAL


PROCEDURE:



TABLE AND CHAIRS
Procedure: How to Move the Tables

The tables at the centre are specially designed to be moved without lifting using wheels attached to tables.

Wheel the table(s) vertically out of the store room and toward the location you want to site it

Put your right hand on the right side of the table; put your left hand on the left side of the table

Push the two sides of the table away from each other

As the wheels move apart, allowing the table to fall, place your hands under the table and prevent it from falling totally onto its legs.

Move the table to exactly where you want it

Allow the table to fall open onto its legs.

To fold the table up again

Stand in the middle of the table

Put your right hand under the right hand side of the table

Put your left hand under the left hand side of the table

Lift both sides of the table allowing the wheels to come together and the table into an upright position

Wheel the table to the store room and put it away

Procedure: How to use the Chair Trolley

Loading the chair trolley

1.
Put the chair trolley behind the stack of chairs you want to move (no more than 10 chairs at a time).

2.
Stand behind the chair trolley (with the little wheel nearest to you above the floor).

3.
Place your hands on both trolley handles.

4.
Place your right foot on the base of the chair trolley.

5.
Move the trolley forward, dipping the front end slightly, so that the base is now under the chairs (making sure that it is straight & square).

6.
Place your right hand on top of the chairs (leaving your left hand on the trolley handle & right foot on the trolley base).

7.
Using your right hand, tip the chairs back towards you, while pushing down on the trolley handle with your left hand.  Do this until the small wheel on the trolley is now touching the ground (which means that the trolley has lifted the chairs).

8.
Place your hands on both trolley handles & push the trolley to where you want the chairs to go.

Unloading the chair trolley 

1.
Keeping your hands on both trolley handles, slightly tip the trolley forward.  You may find it easier to keep the chairs steady as they get nearer to the floor, by placing your right hand on the top chair. 

2.
Now, slowly pull the trolley back toward you.  Be careful to do this slowly, because if the trolley moves too fast it can hit your leg.

3.
Start the loading steps above for the next stack of chairs you want to move.

Packing the chairs away

1. It is important to pack the chairs away as shown below, so that they are packed safely for the next people who use the Centre. 

2. Chairs should stacked 10 chairs high (this is called a stack).

3. Place the chair trolley in the store room, in the remaining space behind the chairs.

