Letter to Branches
	No. 743/2011
	Ref. L18.01(b)
	Date: 25th August 2011


TO:
ALL BRANCHES WITH POSTAL MEMBERS & POSTAL DIVISIONAL REPS
For immediate circulation to all appropriate Area/Unit Representatives including

Health and Safety.
Dear Colleague

York Capacity Review
A meeting took place with the business in January 2011 where the Union were advised that an initiative to review the amount of trays contained within a York would be carried out within the Mail Centre Network on Outward and Inward traffic streams.  It had been identified that the number of trays currently transported in Yorks varied between 16 and 28.
The objective of the review was to develop a generic standard for the maximum number of trays that could be transported in a York container, taking into account the safe working weight restrictions and associated operational and safety issues.
In order to facilitate the Union’s involvement in the proposed review, Area Processing and Distribution Representatives were contacted in January to ascertain the current standards being applied across the Mail Centre Network and we would like to take this opportunity to express our appreciation for the invaluable support we received from representatives to this request.  
Subsequently 11 Mail Centre sites were identified to take part in the review and they reflected the different variances of the amount of trays being transported in York containers within the Mail Centre Network.  A Terms of Reference in respect to the review was agreed which ensured the full involvement of CWU Divisional, Area Processing/Distribution and Health & Safety Representatives.
The results of the initial Study were jointly reviewed and a further Study undertaken to assess the accuracy of the information that had been gathered.  Representatives from the trial sites were invited to submit Reports to CWU Headquarters which were included in the subsequent joint evaluation meetings.  

A meeting took place on the 19th May 2011 which was attended by Representatives from the three Operational Departments: Indoor, Outdoor, Network and Health & Safety.  At this meeting an in-depth analysis of the sampling activity was carried out to establish the standard number of trays being transported within a York container.  The standard fill was established as 28 trays per York on Outward traffic and 24 on Inward.  

In applying/deploying the revised standards across the Mail Centre Network in respect to materials handling and vehicle weight restrictions, a further in-depth Study of the working and safety arrangements were undertaken at both Leicester and Chelmsford Mail Centres under the direction of Dave Joyce.

As a consequence of the reviews at Leicester and Chelmsford, further consultation took place nationally involving our Area Health & Safety Representatives and a Safe Systems of Work have been agreed and are attached.  The Safe Systems of Work are subject to review at 3 and 6 month intervals.

Following further consultation across the various Operational Departments a Joint Statement has now been agreed with the business which is attached for your information, the main points of which are summarised below:

· The deployment of the New Standard will be undertaken with the full involvement of the CWU via the IR Framework.

· Additional training on operational/safety elements of the change will be provided should this be required.

· A local programme will be agreed to monitor the introduction of the Revised Standard and to provide feedback to the National signatories.
· An annual audit/sampling exercise will be undertaken to ensure that operational and safety standards are not compromised. 

· Confirmation that the driver is at all times responsible for the ensuring that the maximum load weight of their vehicle is not exceeded.

It would be remiss of us not to record our appreciation to Joe Malone, Bobby Weatherall and Mick Kavanagh from the Postal Executive and to the Divisional, Area and Local Representatives from the original trial sites as well as the work Dave Joyce and his team have done to support the Operational Departments with this project. 

All enquiries regarding the content of this LTB should be addressed as appropriate to Phil Browne, Acting Assistant Secretary, Indoor Department quoting reference number L18.01(b), Terry Pullinger, Assistant Secretary, Parcels, Network and Quadrant, Bob Gibson, Assistant Secretary, Outdoor Department or Dave Joyce, Health & Safety Department.
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Yours sincerely

PHIL BROWNE




TERRY PULLINGER



ACTING ASSISTANT SECRETARY

ASSISTANT SECRETARY

NOEL MCCLEAN




DAVE JOYCE
ACTING ASSISTANT SECRETARY

NATIONAL HEALTH, SAFETY & 

ENVIRONMENT OFFICER
For instant updates: http//:www.cwu.org      email: info@cwu.org


150 The Broadway, Wimbledon, London, SW19 1RX  Tel: 020 8971 7200 Fax: 020 8971 7300


General Secretary:  Billy Hayes (www.billyhayes.co.uk)
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JOINT STATEMENT BETWEEN ROYAL MAIL AND CWU ON


INCREASING THE STANDARD VOLUME OF TRAYED MAIL


DESPATCHED ON YORK CONTAINERS


Introduction


Following a large scale sampling operation and industrial study at 11 Mail Centres to prove the average weight of trayed mail for each traffic stream and product and following detailed discussions between Royal Mail and the National CWU regarding all aspects of safety it is intended to increase the standard volume of trays despatched on York containers.


Background


Currently the majority of Letter and Large Letter mail is received, transferred between work areas and despatched in trays in Yorks. The Safe System of Work for a York container volume and fill states that ‘No container to be filled above the top of the container and must be loaded within the weight limit’.


It was identified that the current method of operation for the number of full trays carried in York Containers varied from 20 or less up to 28. The object of the review was to establish via an industrial study and practicable application a generic standard for the number of trays that can be safely accommodated in a York taking into account the safe working weight of 250 kgs per container.


This adopted fill, whilst most certainly meeting the fill and volume criteria, does however under utilise our asset and increases our required capital expenditure, as well as creating additional Yorks to be needlessly transported through our network. Additionally by under filling the York containers time is wasted within Mail Centres and Delivery Offices needlessly moving equipment from one point to another.


Operational Change

The new standards to adopted by all Mail Centres will be:


28 trays for all York’s despatched at Outward from Mail Centres, Transported and


Processed within the Logistics network and received at Inward by Mail Centres


and


24 trays for all York’s despatched at Inward by Mail Centres and by Mails Processing


Units for distribution to Delivery Offices.


The sampling exercise has shown that for the vast majority of Yorks despatched the gross weight for a York will not be exceeded. There will, as always be times and mail types, that will force the gross weight to be exceeded if the standard fill is rigidly adhered to. The maximum weight of a York container MUST NEVER be exceeded in any circumstances.


If a York is believed to be overweight it should be weighed using scales available in each mail centre (regardless of how far these are away from the despatch point) and where necessary have its contents broken down into another York until the weight is within the maximum allowable level THERE ARE NO EXCEPTIONS PERMISSABLE TO THIS WEIGHT STANDARD AND OFFICES FAILING TO COMPLY WILL BE PUTTING ALL STAFF AT RISK FROM OVERWEIGHT CONTAINERS.


Safe Systems of Work (SSOW)


As part of the in depth safety review around increasing the trayed volumes on Yorks a review of the Safe System of Work (SSOW) has been undertaken jointly between Royal Mail and CWU Health and Safety experts. A copy of this updated SSOW document is attached. This should be shared with all staff and a record of them having received and understood its contents should be kept on file for audit purposes.


This updated Safe System of Work also includes the movement of a York container by individuals who cannot see over the top of the equipment due to the increase in trayed mail. This way of moving the York has been evaluated and agreed as safe by Royal Mails Ergonomists, Safety Experts and the National CWU Health and Safety Representatives.
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Traffic Recording (MIST)


Detailed instructions regarding the recording of traffic based on these revised York fills are attached. All offices will introduce the new traffic recording instructions at the same time regardless of where they sit in the deployment programme.
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Timescales


· The new standard will be able to be deployed from the 30th August 2011.


· Local discussions will take place in line with the IR Framework to introduce any adjustments that may/will be required including, where necessary, any supplementary operational/safety training.  


· It is acknowledged that all locations should aspire to introduce the new standard with in a reasonable timeframe however where specific local issues may delay/defer the introduction of the new standard this these should be flagged up to the respective Departments at Royal Mail and CWU Headquarters.


In addition to the above, the deployment of the new standard will be monitored locally and reviews involving all relevant local partiers should be time scaled to support the deployment activity.  The output from these Local Reviews will be fed into a Formal Review that will be scheduled no later than four weeks after the 30th August 2011.


Vehicle Loads


Analysis has shown that the increased York fills reduces the number of Yorks that can be loaded on to a 7.5t vehicle by on average one York i.e. if you currently load 13 Yorks then after the increase this will reduce to 12.  The Driver is at all times responsible for ensuring the maximum load weight of their vehicle is not exceeded. Vehicles should, where possible, always be loaded as full as possible PROVIDING THE MAXIMUM GROSS WEIGHT ALLOWABLE FOR THE VEHICLE IS NOT EXCEEDED


Base data Annual Review


The data used to increase the York fills will be subject to validation on an annual basis. Annual sampling exercises will be undertaken to ensure operation and safety criteria are not compromised.
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INCREASE TRAYS IN YORKS



To standardise the fill and maximise the utilisation of York containers, the Business has decided to increase the maximum amount of Perstorp Trays in a York.



Within the Mail Centre traffic measurement environment changes regarding respective Average Container Fills (ACFs) are required to be aligned to the updated maximum allowance.



The York fill changes are as follows,



Inward York Arrivals  (from RDCs or Outward MCs) – new maximum fill is 28 trays


Inward Yorks despatched to Delivery Offices - new maximum fill is 24 trays


To ensure ongoing traffic measurement accuracy the following actions are required to be undertaken in preparation of the deployment of the updated York fills,



ACFs 



Current ACFs to be rebased based on the above fills where the MC has York containers as the traffic measurement unit of count.



If the current ACF is based on 20 trays then pro-rata the new ACF to show 28 or 24 trays.



MIST Recording Bar Codes



Where necessary all part filled related bar codes, for each affected stream, to be updated to show respective part fill amounts. Please note section below.


MIST Workstations


All relevant MIST recording instructions / guidelines require updating to assist the traffic recording officer accordingly.



Inward Yorks despatched to DOs



Where MIST is not directly used and ‘localised paper based systems’ are used to collate data before inputting into MIST these will be required to be updated / amended to show new part filled criteria.



Bar Codes


If producing barcodes from the barcode builder module in MIST, then the adhoc tab needs to be used.


If producing barcodes from an excel driven program, then as per current, the code 39 digit font needs to be used.


The attached file details the required 24ths and 28ths part fill barcodes and in both A4 and A3 size.
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You will note that next to the number of trays is the actual part fill which will show on the MIST Monitor ie for a York ACF based on 24ths, if an operator scans 3 trays of mail, this will show on the mist monitor as 0.13



The operator can then check that what they have booked is correct by checking how many trays this equates to.


_1375791833.xls


24ths-A4



								Part Fills



								Each container must be recorded to the nearest Part Fill if not full.



								Only  to be used if the actual container holding the mail does not have a working barcode.



								Part Filled Delivery Yorks



								*8804*												*8808*								*8813*				*8817*



								*8804*												*8808*								*8813*				*8817*



								1 Tray (0.04)												2 Trays (0.08)								3 Trays (0.13)				4 Trays (0.17)



								*8821*												*8825*								*8829*				*8834*



								*8821*												*8825*								*8829*				*8834*



								5 Trays (0.21)												6 Trays (0.25)								7 Trays (0.29)				8 Trays (0.34)



								*8838*												*8842*								*8846*				*8850*



								*8838*												*8842*								*8846*				*8850*																				1/10				8810				*8810*



								9 Trays (0.38)												10 Trays (0.42)								11 Trays (0.46)				12 Trays (0.50)																				2/10				8820				*8820*



								*8855*												*8860*								*8864*				*8867*																				3/10				8830				*8830*



								*8855*												*8860*								*8864*				*8867*																				4/10				8840				*8840*



								13 Trays (0.55)												14 Trays (0.60)								15 Trays (0.64)				16 Trays (0.67)																				5/10				8850				*8850*



								*8871*												*8875*								*8880*				*8884*																				6/10				8860				*8860*



								*8871*												*8875*								*8880*				*8884*																				7/10				8870				*8870*



								17 Trays (0.71)												18 Trays (0.75)								19 Trays (0.80)				20 Trays (0.84)																				8/10				8880				*8880*



								*8888*												*8892*								*8897*				*8800*																				9/10				8890				*8890*



								*8888*												*8892*								*8897*				*8800*																				1/4				8825				*8825*



								21 Trays (0.88)												22 Trays (0.92)								23 Trays (0.97)				24 Trays (1)																				1/2				8850				*8850*



																																																				5/6				8884				*8884*











28ths-A4



								Part Fills



								Each container must be recorded to the nearest Part Fill if not full.



								Part Filled Delivery Yorks



								*8804*												*8807*								*8811*				*8814*



								*8804*												*8807*								*8811*				*8814*



								1 Tray (0.04)												2 Trays (0.07)								3 Trays (0.11)				4 Trays (0.14)



								*8818*												*8821*								*8825*				*8829*



								*8818*												*8821*								*8825*				*8829*



								5 Trays (0.18)												6 Trays (0.21)								7 Trays (0.25)				8 Trays (0.29)



								*8832*												*8836*								*8839*				*8843*



								*8832*												*8836*								*8839*				*8843*																				1/10				8810				*8810*



								9 Trays (0.32)												10 Trays (0.36)								11 Trays (0.39)				12 Trays (0.43)																				2/10				8820				*8820*



								*8846*												*8850*								*8854*				*8857*																				3/10				8830				*8830*



								*8846*												*8850*								*8854*				*8857*																				4/10				8840				*8840*



								13 Trays (0.46)												14 Trays (0.50)								15 Trays (0.54)				16 Trays (0.57)																				5/10				8850				*8850*



								*8861*												*8864*								*8869*				*8871*																				6/10				8860				*8860*



								*8861*												*8864*								*8869*				*8871*																				7/10				8870				*8870*



								17 Trays (0.61)												18 Trays (0.64)								19 Trays (0.69)				20 Trays (0.71)																				8/10				8880				*8880*



								*8875*												*8879*								*8882*				*8886*																				9/10				8890				*8890*



								*8875*												*8879*								*8882*				*8886*																				1/4				8825				*8825*



								21 Trays (0.75)												22 Trays (0.79)								23 Trays (0.82)				24 Trays (0.86)																				1/2				8850				*8850*



								*8889*												*8893*								*8896*				*8800*																				3/4				8875				*8875*



								*8889*												*8893*								*8896*				*8800*																				1/6				8817				*8817*



								25 Trays (0.89)												26 Trays (0.93)								27 Trays (0.96)				28 Trays (1)																				2/6				8833				*8833*



																																																				4/6				8867				*8867*



																																																				5/6				8884				*8884*











24ths-A3



								Part Fills



								Each container must be recorded to the nearest Part Fill if not full.



								Only  to be used if the actual container holding the mail does not have a working barcode.



								Part Filled Delivery Yorks



								*8804*												*8808*								*8813*				*8817*



								*8804*												*8808*								*8813*				*8817*



								1 Tray (0.04)												2 Trays (0.08)								3 Trays (0.13)				4 Trays (0.17)



								*8821*												*8825*								*8829*				*8834*



								*8821*												*8825*								*8829*				*8834*



								5 Trays (0.21)												6 Trays (0.25)								7 Trays (0.29)				8 Trays (0.34)



								*8838*												*8842*								*8846*				*8850*



								*8838*												*8842*								*8846*				*8850*																				1/10				8810				*8810*



								9 Trays (0.38)												10 Trays (0.42)								11 Trays (0.46)				12 Trays (0.50)																				2/10				8820				*8820*



								*8855*												*8860*								*8864*				*8867*																				3/10				8830				*8830*



								*8855*												*8860*								*8864*				*8867*																				4/10				8840				*8840*



								13 Trays (0.55)												14 Trays (0.60)								15 Trays (0.64)				16 Trays (0.67)																				5/10				8850				*8850*



								*8871*												*8875*								*8880*				*8884*																				6/10				8860				*8860*



								*8871*												*8875*								*8880*				*8884*																				7/10				8870				*8870*



								17 Trays (0.71)												18 Trays (0.75)								19 Trays (0.80)				20 Trays (0.84)																				8/10				8880				*8880*



								*8888*												*8892*								*8897*				*8800*																				9/10				8890				*8890*



								*8888*												*8892*								*8897*				*8800*																				1/4				8825				*8825*



								21 Trays (0.88)												22 Trays (0.92)								23 Trays (0.97)				24 Trays (1)																				1/2				8850				*8850*



																																																				5/6				8884				*8884*











28ths-A3



								Part Fills



								Each container must be recorded to the nearest Part Fill if not full.



								Part Filled Delivery Yorks



								*8804*												*8807*								*8811*				*8814*



								*8804*												*8807*								*8811*				*8814*



								1 Tray (0.04)												2 Trays (0.07)								3 Trays (0.11)				4 Trays (0.14)



								*8818*												*8821*								*8825*				*8829*



								*8818*												*8821*								*8825*				*8829*



								5 Trays (0.18)												6 Trays (0.21)								7 Trays (0.25)				8 Trays (0.29)



								*8832*												*8836*								*8839*				*8843*



								*8832*												*8836*								*8839*				*8843*																				1/10				8810				*8810*



								9 Trays (0.32)												10 Trays (0.36)								11 Trays (0.39)				12 Trays (0.43)																				2/10				8820				*8820*



								*8846*												*8850*								*8854*				*8857*																				3/10				8830				*8830*



								*8846*												*8850*								*8854*				*8857*																				4/10				8840				*8840*



								13 Trays (0.46)												14 Trays (0.50)								15 Trays (0.54)				16 Trays (0.57)																				5/10				8850				*8850*



								*8861*												*8864*								*8869*				*8871*																				6/10				8860				*8860*



								*8861*												*8864*								*8869*				*8871*																				7/10				8870				*8870*



								17 Trays (0.61)												18 Trays (0.64)								19 Trays (0.69)				20 Trays (0.71)																				8/10				8880				*8880*



								*8875*												*8879*								*8882*				*8886*																				9/10				8890				*8890*



								*8875*												*8879*								*8882*				*8886*																				1/4				8825				*8825*



								21 Trays (0.75)												22 Trays (0.79)								23 Trays (0.82)				24 Trays (0.86)																				1/2				8850				*8850*



								*8889*												*8893*								*8896*				*8800*																				3/4				8875				*8875*



								*8889*												*8893*								*8896*				*8800*																				1/6				8817				*8817*



								25 Trays (0.89)												26 Trays (0.93)								27 Trays (0.96)				28 Trays (1)																				2/6				8833				*8833*



																																																				4/6				8867				*8867*



																																																				5/6				8884				*8884*
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OPERATIONS & MODERNISATION RISK MANAGEMENT 
 



SAFE SYSTEM OF WORK 
 



This SSOW provides sufficient INFORMATION and INSTRUCTION to allow managers to control safety risks identified during risk 
assessments. It is used by the work area manager to inform and instruct operators, at induction and refresher training events, 
how a task they are involved in or work equipment they are using can be completed / used safely. It should be recorded that 
this information and instruction has been given. 



 



Task Description 



Generic task Operation and use of York and Mini-York Containers 
Generic Assessment Number  



Version No Version 2 
 



WHAT RISKS ARE CONTROLLED BY THIS SAFE SYSTEM OF WORK 
(As identified in the task risk assessment or SAC1 show the risks and what controls them, for example, Pedestrian/vehicle collisions by the 



provision of a designated & protected walkway ) 
Identified Risk Risk Rating (As 



per Matrix)       
Control 



 
Lifting and 
handling injury 



 
Adequately 
Controlled 



 SSOW 
 Manual handling training 
 WTLL Briefs 
 Gross York Weight (ergonomically assessed) 
 Bag (11kg) and Tray (10kg) maximum weights 
 Scales to weigh Yorks 
 Good surfaces 
 Marked aisles / site organisation 
 Maintenance of Yorks  
 Annual detailed sampling of York weights with published results 
 York Weight Check sample by CWU Rep and line managers 



 
Impact / Strike – 
York Movement 



 
Adequately 
Controlled 



 SSOW 
 WTLL Briefs 
 Good surfaces 
 Marked aisles / site organisation / Housekeeping 
 Maintenance of Yorks 
 Visibility over top of Yorks (majority of employees) 
 Ergonomically assessed method for visibility around sides of York. 



 
Impact / Strike – 
Trays / Bags 



 
Adequately 
Controlled 



 Restraint system 
 SSOW 
 WTLL Briefs 



 
Falls From Height 
– Tail Lift 



 
Adequately 
Controlled 



 SSOW 
 Royal Mail Footwear 
 Grab Handle 
 Maximum of Two Yorks on a Tail Lift 
 Training 



Static Adequately 
Controlled 



 SSOW 
 Plastic Handles 



Cuts / Bruises Adequately 
Controlled 



 SSOW 
 Defect Process 



 











Author: A Richards and J Cannon       Version No: 2                                   Issue Date: 15/08/2011           page 2 of 11 



INSTRUCTIONS  
(How to do the task safely - including the Don’t and Do written instructions) 



This safe system of work must be followed at all times and consolidates advice given in operator training. Any 
problems should be reported to your line manager immediately. 



It is the legal responsibility of every employee at work: 
 



 To take reasonable care for the health and safety of themselves and others who may be affected by their acts 
or omissions 



 



 To report defective or faulty equipment immediately. 



Core Standards 



The following Core standards apply to this safe system of work: 
 



Weight The maximum weight of a: 
 Bag is 11 kg 
 Tray is 10 kg 
 Import bags (International Only) 30kg 
 York and Mini York containers is 250 kg 



Volume/Fill No container to be filled above the top of the container and must be loaded within the weight 
limit. 



Restraint All loads in containers or bags must be properly restrained using the restraining straps.  
When moving containers by vehicle an appropriate vehicle restraint system should be used. 



Condition Containers must be in a safe condition including wheels, brakes, handles and restraints 
working properly. They must have no protrusions or jagged edges and be correctly assembled. 
The condition of bags must be safe including all D-Rings intact, unsoiled by substances 
hazardous to health, without holes any larger than a ten pence piece or hazardous loose ends. 
The condition of the trays must be safe ensuring no jagged edges. 
Any non-mail items must be removed from any container or bag. 



General 
 



The SSOW is a generic instruction for use across the company and represents a minimum standard.  Local risk 
assessments may identify the requirement for a higher level of control as per company procedure. 
 



Always seek assistance if you feel that it is required. 



Approved Loads  
 



Up to 28 Royal Mail Letter Trays for all Yorks despatched at Outward from 
Mail Centres, Transported and Processed within the Logistics network and 
received at Inward by Mail Centres 



Gross weight not exceed 250 kg 



Up to 24 Royal Mail Letter Trays for all Yorks despatched at Inward by Mail 
Centres / Mails Processing Units for distribution to Delivery Offices  



Gross weight not exceed 250 kg 



Up to 52 empty Royal Mail Letter Trays Gross weight not exceed 250 kg 
Mix of Royal Mail Letter Trays and Mail Bags with trays loaded first Gross weight not exceed 250 kg 
Mail Bags loaded with letter or packet mail Gross weight not exceed 250 kg 
Royal Mail Letter Trays or Mail Bags contained within a Container Sleeve Gross weight not exceed 250 kg 
Loose "stackable" packet mail contained within a Container Sleeve Maximum individual item weight 11kgs 
Loose Packet Mail contained within an Auto Levelling Packet Sleeve Gross weight not exceed 250 kg 
Loose strapped bundles providing they are of sufficient dimensions such that 
they will be retained by the load retention straps and container framework 



Max individual bundle weight 6.4kgs 
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Before Use 
 Check the York for Defects including: 



o Sharp, jagged or pointed hazards 
o Anything which prevents proper assembly 
o Anything which prevents proper movement 
o Temporary or amateur repairs 
o Broken welds 
o Excessive corrosion 
o Damaged or missing wheels / hinges 
o Missing wheel retaining nuts, pins or clips 
o Poor brake operation 
o Damaged handles 
o Damaged or defective towing arrangements 
o Missing or broken straps 



 
 



Carry out a visual check of the York containers 
general condition: 
 
Check the operation of the brake by gently 
applying a force with the brake in the locked 
position. 
 
Check the condition of the straps including: 
where the restraining straps fasten to the 
container frame. 
 
Check each of the three clips to ensure they are 
free from damage and faults and fasten securely 
 
Test the wheels of the York by moving the 
container backwards and forwards. 



 



 
 



Applying and Releasing the Brake 
 Report any defects to your manager 
 Brake must be applied when stationary or before loading 
 When braking check the brake is fully engaged on both sides (use two hands for Yorks with plastic hinges) 
 Use the correct lifting and handling techniques 
 
 



Loading 
 Brake must be applied when stationary or before loading 
 Place heavier items at the base of the stack 
 DO NOT exceed the gross weight (load + container) 
 DO NOT load above the side height or beyond the framework 
 A maximum of 28 Royal Mail Letter Trays for all Yorks despatched at Outward from Mail Centres,  



transported and processed within the Logistics network and received at Inward by Mail Centres providing 
the gross weight does not exceed 250 kilograms. 



 A maximum of 24 loaded Royal Mail Letter Trays can be loaded for all Yorks despatched by Mail Centres / 
Mails Processing Units for distribution to Delivery Offices providing the gross weight does not exceed 250 
kilograms. 



 For mixed loads, load trays first then bags on top 
 Push any bag necks that are protruding from the side walls into the container before loading the York into 



a vehicle 
 Secure the load with the York Restraining Straps.  Make sure the straps fully secure the top trays / bags. 
 Use the correct lifting and handling techniques 
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Apply the brake. 
 
Trays 
 
Place the first tray at the front of the York 
 
Using one hand; slide the tray to the back corner 
of the container. 
 
Once the first layer has been loaded, place the 
first tray of the second layer slide the tray to the 
back corner of the container. 
 
Make sure each tray is placed with label facing 
forward and that each tray placed on top of a 
tray below sits securely in the on the tray below. 
If it does not the stack can become unstable. 
 



 



  
 



 



  



 
Parcels, Bags and Pouches 
 
Bags should be evenly stacked filling up the 
York alternately one side and then the other. 
 



 



          
 



 
Empty Trays 
 
When nesting trays upside down put one 
end of the tray on top of the stack and slide 
the tray into place keeping fingers clear. 
 
When sliding a stack of trays into a York 
keep fingers clear of the edges. 
 
If it is difficult to remove trays from the top 
of a stack try to release the tray above or 
below.  It may be easier to slide the stack 
onto the floor to remove trays from the top. 



 



 



 
Securing the load 
 
Secure the restraining straps and fasten the clips 
from the bottom upwards. Make sure that the 
top trays are covered by the securing strap. 
 
For parcels, mail bags and pouches, straps 
should be gradually fastened as the container is 
loaded  
 



  
 



   



3



2



1
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Unloading:  
 Brake must be applied when stationary or before unloading 
 Release the York restraining straps carefully 
 Use the correct lifting and handling technique 



 
Apply the brake. 
 
Restraining Straps. 
 
Release the clips straps from top to bottom.  
As you unload the container content, 
release the clips one at a time to reduce the 
risk of items falling forward.  



  
 



  
 



    



Trays. 
 
Test the weight of each tray prior to fully 
committing to the lift. 
 
Lift the front trays first of all followed by the 
rear of each layer. 
 
When unloading; in one movement, lift, pull 
and slide the rear tray forward to a position 
where it is comfortable to lift correctly and 
safely.  
 



 



 



  
 



Mail Bags / Parcels. 



 
Test the weight of each mail bag prior to 
fully committing to the bag lift. 
 
Always work from the top to the bottom of 
the stack.  DO NOT pull bags from the 
centre of the load 
 



 
 



  



 
Any overloaded trays, bags or containers, break down the load to make safe before processing  



and then raise and highlight to management 



 
 



Test the weight before 
lifting  



1 



2 



3 
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Use of Auto Level Packet Sleeve for York’s and Mini York’s 
 



 Faulty ALP Sleeves should be removed from service and sent for repair to the appointed contractor in 
accordance with the published repair procedures 



 As a short term measure, trays can be placed, upside down, under the base of the sleeve if the return 
mechanism is not working 



 Ensure the ALP is fully secured with the two Velcro straps 
 ALP Sleeves should be closed to retain the contents before the York container is moved 
 ALP Sleeves have been designed for mixed packet mail.  DO NOT use for single items over 7.5kg, bags or 



trays. 
 Bags should not be tipped into York ALP Sleeves.  Where bag tipping is carried out with mini York ALP 



Sleeves, the Safe System of Work for bag tipping to ALTs should be followed. 
 When operating in a Bull Ring ensure that the area is clear of pedestrians 
 Use the correct lifting and handling technique 
 
When sorting to an ALP Sleeve the 
container should be positioned to minimise 
twisting when unloading.  Working from 
alternate sides also helps to reduce the 
effects of twisting. 
 
 
 
 
 
 
 
 
  
 
 



 



 
 
 



York Container Sleeve (Unsprung Version) 
 



 Use to retain loads that cannot be adequately retained by straps 
 York Container Sleeves are not suitable for use with loose mixed packet mail, and ALP Sleeve should be 



used instead. 



Additional Requirements for Mini York Containers 
 



 DO NOT attempt to manually lift a mini York into position 
 DO NOT transport in a vehicle unless the vehicle has been specifically modified to restrain Mini York’s 



Additional Requirements for York Container Cardboard Sleeves 
 



 Only to used for Approved Contracts (not permitted for any other mail stream). 
 DO NOT use sleeves for packets weighing more than 10kg 
 Use the false base and cross support at all times. 
 When sorting from a sleeve, open the lower part of the sleeve to improve access to packets at the bottom. 
 When sorting from a sleeve, position the York to minimise twisting – use your feet to turn and not your 



body. 
 DO NOT tip bags into cardboard sleeves 
 Before moving the York, close the sleeve to retain the contents. 
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Moving Yorks  
 Ensure the York restraint system is in place before moving a loaded York (bottom strap for empty York) 
 Plan your route and ensure sufficient space 
 In normal use push the York from the brake end using the yellow handles 
 If vision is impeded by the content of the container safely manoeuvre the York whilst looking around the 



sides at regular intervals.  Alternatively, reduce the load height if possible (and consolidate to full height at 
Despatch) or seek assistance in congested areas. 



 Only push one Loaded York container at a time 
 Keep feet clear when manoeuvring 
 Manoeuvre using handles 
 Use the correct lifting and handling technique 
 
Release the brake 
 
To start the movement, place both hands 
on the yellow handles, adopt the correct 
base technique (one foot forward) and use 
your legs / body weight. 
 
To maintain the movement, keep both 
hands on the yellow handles and walk 
carefully behind applying equal force. 
  
When pushing the York with impeded vision 
keep both hands on the yellow handles and 
safely manoeuvre whilst looking around the 
sides at regular intervals. 
 
To stop a York movement gradually reduce 
the force and bring to a stop.  For a quicker 
stop hold on to both handles and use the 
base technique (one foot forward) to stop 
the movement by using the legs.  



 



 
 



 



Positioning: 
 When backing the York against a wall, on a loading bay or in a vehicle it is permissible to push from 



the front in order to position the container 
 In restricted areas it is permissible to push or pull from the front / side wall until it is possible to 



manoeuvre from the rear. 
 Use the correct lifting and handling techniques. 
When positioning a York container into 
a line or pushing up against a wall or 
stack, manoeuvre the container by 
holding the front bars and pushing the 
container directly into position.  
 
If you are able to access the rear of 
the container then engage the brake.  
If you unable to access the rear of the 
container to apply the brake, then you 
must ensure the container has been 
positioned on a flat level surface.  
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Nesting / Storage 
 The York floor must be raised and latched 
 Apply the brakes on the first unit 
 Do not use excessive force when dismantling 
 Use the correct lifting and handling techniques 
 



 
Apply the brake. 
 
Nesting: 
 
Place both hands underneath the base 
and lift. 
 
As you lift walk into the container and lock 
the base into position. 
 
Spread the sides apart of the first 
container. 
 
Place the second container into the first 
and repeat the process.  Ensure the last 
container nested is assembled with the 
base in position. 



 
 



 



    



   
 



Moving Multiple Empty Nested York Containers – One Person Activity 
(Maximum of 3) 
 This is a one-person activity.   
 The front (first) container must be assembled 
 The second container must be nested around the back of the first one 
 The third container must be nested around the back of the second one 
 Moving multiple assembled Yorks must only be carried out by trained employees 
 No more than three assembled Yorks should be moved at any one time. 
 Multiple empty assembled Yorks should only be moved in a straight line or a gradual change 



of direction where there is adequate space.  Sudden changes of direction or tight corners 
should not be attempted. 



 Push the rear York with the yellow handles. 
 Use the correct lifting and handling techniques 
 



Preparation 
 
Nest the three York containers  
 
Take the left hand strap from the first 
nested York and pass it through the 
container side and the right hand strap 
from the first nested York and pass it 
through the container Fasten the clip and 
repeat for the second / third York. 
 
Pull, tighten and secure both sets of 
straps 
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Moving 
 
Release the brake.  
 
Place both hands on the yellow handles 
and push as per a single York., 



 
 
 
 
 



 
 
 
 
 
 
 



                         



 



 



 
Multiple empty nested Yorks should only be moved in a straight line or a gradual change of 
direction where there is adequate space. Sudden changes of direction or tight corners should 



not be attempted. 
 



 



Moving Multiple Empty Assembled York Containers – Two Person 
Activity  (Maximum of 5) 
 This is a two-person activity.   
 Moving multiple assembled Yorks must only be carried out by trained employees 
 No more than five assembled Yorks should be moved at any one time. 
 Multiple empty assembled Yorks should only be moved in a straight line or a gradual change 



of direction where there is adequate space.  Sudden changes of direction or tight corners 
should not be attempted. 



 Use the correct lifting and handling techniques 
 



Preparation 
 
Form a train by using the straps to 
connect the Yorks together end to end. 
 
 
 
 



Picture 



   
Moving 
 
To move one person pushes the rear York 
with the yellow handles and one guides at 
the side of the front York. 
 



 



 
 



 
Multiple empty assembled Yorks should only be moved in a straight line / gradual change of 
direction with adequate space.  Sudden changes of direction or tight corners should not be 



attempted. 
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Loading / Unloading on to Vehicle 
Refer to both ‘Tail Lift’ SSOW and ‘Transport of Yorks and RSC’s’ in Royal Mail Vehicles SSOW 
 The York brake must be applied when lifting or lowering on a tail lift 
 Where fitted, floor safety stops must be used. 
 Only two Yorks are to be loaded on to a tail lift at any time. 
 Nested Yorks must not be loaded on to a tail lift at any time.  
 Space the containers evenly across the vehicle to maximise the gaps between them 
 Do not force a container into a space between other containers if there is a resistance due to 



protruding bags 
 The brake must be applied when inside a vehicle 
 Vehicle load restraint must be located and secured  
 Mini York containers only to be transported on vehicles fitted with a suitable restraint system 
 When loaded strap every second row 
 Only trained operators may use lift trucks 
 DO NOT tow or fork-lift containers without ancillary equipment 
 DO NOT use faulty containers until they have been repaired 
 Use the correct lifting and handling techniques 
 
Loading 
 
Push loaded Yorks on to the Tail Lift one at 
a time and brake. 
 
Space the Yorks to ensure room available 
to operate the controls and hold the grab 
handle / braked York 
 
Walk carefully to the front of the York to 
push on to vehicle, 
 
Unloading 
 
Pull using a steady force – do not jerk the 
containers 
 
Unload the containers working from one 
edge across the vehicle, rather than 
removing the middle container first 
 
If a container appears to be jammed try to 
remove a different container.  If all of the 
containers are jammed ask for assistance 
from another member of staff and pull 
the container together using a steady 
force 



 
 



 
 
 



 
Ensure a maximum of two Yorks on a tail lift. 
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Securing York Containers in Vehicles with Side Load Doors 
Refer to Transport of Yorks and RSC’s in Royal Mail Vehicles SSOW 
 
 Secure all Yorks with the load strap 
 To protect the side shutter the front row of Yorks should be secured independently 



irrespective of however many Yorks are carried. 
 Secure 1-2 Yorks by passing the load security strap over the Yorks and attaching to the D Ring Bracket. 
 For 3 Yorks it would normally be necessary for the D-ring bracket to be accessed by opening the side shutter 



then attaching the load restraint hook from the side of the vehicle. 
 



Transporting York containers in Vehicles 
NOTE:  Refer to operating method for the transport of empty York containers in road vehicles  



 
 



COMPETENCY 
(Beyond the training received from this SSOW or any associated OPL’s list any other training that is required) 



Training Format (Course/Certificated/Qualification) 
 Lifting & Handling Training (within 3 years) Course 
 



PERSONAL PROTECTIVE EQUIPMENT 
(The below PPE is to be provided and used by the people undertaking this task, where required) 



Item Ordering details Comments 
 High visibility clothing and safety footwear 



in designated areas 
Stores  



 



SAFETY SIGNAGE 
(The below Safety Signage is to be displayed in the workplace where these tasks take place, where required) 



Item Ordering details Comments 
 York signage in York movement areas  
 Other as per local requirement 



  



 



GENERAL INFORMATION 
(Anything specific to the task) 



Local arrangements for removal from service 
An Out of Service label must be attached and the nature of the problem noted on the label. 



 



All of the above controls will, if implemented effectively, reduce the safety risks associated with this task or work equipment 
to an ACCEPTABLE level and as such be ‘Adequately Controlled’.  
 



SSOW AUTHORISATION 
 



 Name Signed Date 



Author A. Richards and J. Cannon 
 



 22/8/11 



This SSOW is authorised for deployment 
Safety Director R. Mcaulay 



 
 22/8/11 



On deployment in the Work Area a copy of the SSOW should be retained for reference 
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