Letter to Branches
	No.  916/12
	Ref C25
	Date:  10 December 2012


To:  All Branches with Royal Mail Members

Dear Colleagues 

York Container - Cardboard Sleeves Contingency Use Arrangements - Christmas Pressure Period
Branches and Area Safety Representatives in particular will be well aware of the Union's position In relation to the use of York Container Cardboard Sleeves which were introduced by Royal Mail in agreement with the CWU/HQ Postal Department in the mid/late 1990's, specifically for use on the Amazon contract. Amazon packet/small parcel traffic has continued to grow with the popularity and indeed boom of internet sales and Amazon's expanding range of products on offer, becoming Royal Mail's second biggest customer, with the contract now worth about £25 million pounds a year.  

Over subsequent years Mail Centre Managers (MCMs) were made responsible for the budget and purchase of York Container Sleeves and as a result certain MCMs began to misuse Cardboard Sleeves in growing numbers on traffic outside of the Amazon Contract as packet traffic growth continued and Cardboard Sleeves were cheaper to purchase than Auto-Levelling Packet (ALP) Sleeves. These MCMs were primarily concerned with the loss of ALPs they had purchased being despatched into the Network which were not being repatriated but instead were being kept by other Mail Centres to use etc. The Union raised objections to the growing misuse and made strong representations on both efficiency and health and safety grounds. 

The HSE were consulted and it was agreed that an Ergonomic Study would be undertaken. The main recommendation from the Ergonomic Study was that when being used for loose packet traffic, the weight of items should be limited and the base height of the sleeve should be raised to reduce musculoskeletal risks when used repetitively, bending and lifting to sort packets from the bottom of the sleeves. The HSE were content with the report's recommendations which stated that for loose packet traffic, false bases and supporting cross members should be fitted. The Union's position was made clear - that being a strong preference for ALP Sleeves as standard equipment with no extension of Cardboard Sleeves use outside of the Amazon Contract which Royal Mail at one stage extended to a QVC Contract.

With the design and strength of the Auto-Levelling Packet (ALP) Sleeve being improved in a Mk 2 version, Royal Mail agreed that Cardboard Sleeves should be withdrawn and  only be used for the Amazon contract and as an emergency, fall back contingency measure with central clearance needed before use. In the meantime more ALP Sleeves would be purchased by Mail Centres. In relation to the purchase process the Union expressed the strong view that ALP Sleeves should be procured centrally by Assets as with other equipment to avoid Mail Centre Managers from being reluctant to purchase ALPs in Mail Centres because they were losing large numbers into the Network and not getting them back.

 

Following discussions with Royal Mail the following actions were taken to stop misuse:-

 

(a) In 2005 Mike Eady then Head of CPC issued an Instruction to MCMs not to misuse Cardboard Sleeves.

(b) On 2 November 2006 Tony Fox Logistics Director issued an instruction to all senior managers and MCMs reaffirming the commitment to remove cardboard sleeves from the Mail Centre network. 

(c) On 12 December 2008, Opsflash 169 was issued by Mike Broderick of Central Postal Control to all Managers instructing that Cardboard Sleeves/York Inserts are not to be used for Outward Despatches by Mail Centres without prior permission from CPC and this will only be given in exceptional circumstances. 

 

In short this equipment has been and remains withdrawn from general use and for very good reasons. 

 

The grounds for withdrawal of Cardboard Sleeves were set out by Central Postal Control (CPC) in the instructions sent to MCMs as follows:- 

(a) The use of Cardboard Sleeves for packet traffic was having an adverse affect on the network, 

(b) Safe Systems of Work were not being followed, 

(c) Increased York Container demands (Cardboard Sleeve only holds 65% of a full York with an ALP Sleeve), 

(d) Reduced vehicle utilisation (less packets per York Container) 

(e) Large amounts of unwanted, waste cardboard requiring repatriation. (or recycling - Also environmental issue).

 

When more recently the York Container Safe System of Work was jointly reviewed it was agreed to amend the SSoW ( version 2.6) to state "Cardboard Sleeves - Only to used for Approved Contracts (not permitted for any other mail stream)."  

 

Last Year Royal Mail Assets centrally purchased ALP Sleeves in large numbers which was welcomed by the Union and Royal Mail.  80,000 additional York Containers and 97,000 additional ALP Sleeve were put  into the network prior to Xmas 2011. This year a further 67,000 York’s and 25,000 Alp Sleeves have been purchased and will be delivered into the operation by this month. 5,000 Alp Sleeves have been distributed to the following Mail Centres; Manchester, Leeds, South Midlands & Birmingham. 20,000 Alps have been distributed to the remaining Mail Centres and RDC’s.
 

However, as Royal Mail have moved further into the busiest period at Christmas, and packet volumes begin to peak, the need to move packets through the network quickly becomes critical and demand for ALP Sleeves increases. Despite the fact that Royal Mail have put 147,000 additional York Containers and 122,000 additional ALP Sleeve in to the network over the last two years, additional to the existing 200,000 Yorks in circulation with over half of those containing an ALP Sleeve, Royal Mail have informed us that they are beginning to see problems with sites struggling to get sufficient numbers of ALP Sleeves to meet their operational requirements. A 56% growth in packets is forecast over 2011. The Central Asset Team continues to push the Regions to ensure that they clear their Delivery Offices every day and arrange repatriation of Yorks/ Alps from gaining sites. However, they are still struggling to meet the demand at key locations. Royal Mail have assured CWU/HQ that they are doing everything they can to ensure  that Regions repatriate as many York Containers and ALP Sleeves as possible out of Delivery Offices but unfortunately the business is now seeing the continued increase in packet volumes and traffic. As a result Regions are struggling to get sufficient ALP Sleeves back into their Packet Centre Outhouse operations and loosing Mail Centres to meet demand. 

 

As a critical, emergency situation has been reached in many Offices, Royal Mail have proposed that as a Christmas contingency only, the use of Cardboard Sleeves/York Inserts will be permitted as a last resort as follows:-

(a) For Inward despatches or transfers from Mail Centres to Delivery offices. 

(b) For Outward despatches by Mail Centres and Packet outhouses. 

(c) For 2nd class packet despatches from Mail Centres to PSC.

(c) Before this contingency is implemented however the site must ensure that all efforts have been made to get ALPs back from their DO’s and that permission has sought and been given by the Regional Asset teams. 

 

IMPORTANT:- If Cardboard Sleeves/York Inserts are used as a contingency, the site must ensure that:- 

(a) the CWU Area Safety Representative and Area Processing Representative are consulted should this contingency need to be implemented.

(b) that the SSoW is followed and 

(c) that the mandatory cross-members and false bases must be fitted and used correctly in Cardboard Sleeved York Containers. Any offices found not to be compliant with this instruction will be asked to investigate reasons why this has happened and furnish a report on remedial action taken with the report shared with the CWU Area Safety Representative. Such breaches of the SSoW by Management will be viewed as serious!  

 

Once the Christmas pressure period is finished, the contingency use of Cardboard Sleeve inserts will be withdrawn and Offices will revert back to Business as usual with Cardboard Sleeves used on the agreed Amazon Contract only and the packet operation must revert back to using ALP Sleeves for Inward transfers to DOs and Outward despatches to Mail Centres and Regional Distribution Centres.    

 
Cardboard Sleeves SSoW summary from York Container SSoW:-

· 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.

 

Following consultation with Terry Pullinger Assistant Secretary in the Postal Department, CWU/HQ is prepared to support the current instructions of Cardboard Sleeves being used as a last resort if all else fails, during the Christmas Pressure period only as set out above subject to consultation with the appropriate CWU ASR and APR with the SSoW followed plus the mandatory cross-members and false bases used at all times. Also Royal Mail National Assets Team and Regional Assets Teams will continue to push the Regions to ensure ALP Sleeves are recovered from the DOs on a daily basis.

 

Royal Mail have stated that we have seen a considerable growth in packet volumes and this continues to grow year on year. Despite the fact that Royal Mail have purchased more ALP Sleeves this year than they have in the last 8 years, demand is outstripping current resources as we move further into the Christmas period and the only alternative available as a fall back at this present time is cardboard sleeves, whilst accepting that it isn’t the best solution. However Royal Mail state that it is the only contingency it has  which is easily available and will not cause too many operational problems which both Royal Mail and the Union wouldn’t want. Royal Mail have reiterated the assurance that this will only be over the Christmas pressure period to ensure Christmas runs smoothly. 

 

Finally, Royal Mail in consultation with the Union is working with manufacturers on an alternative, new 'Packet Ready' York Container which doesn't require a Sleeve and can easily be converted to and from Packet traffic use and prototypes are currently being examined and discussed with the next stage being the production of a prototype trial batch to be tested in a closed loop operation, hopefully in 2013. 

ASRs should ensure they carry out periodic Safety Inspections and spot checks at Offices, especially the Temporary Dedicated Packet Network Outhouses where high numbers of Temporary Christmas staff are employed to ensure SSoWs are followed. 

The contents of this LTB have been agreed with Mark Fletcher Royal Mail National Container Manager.
 

Yours Sincerely

 

 

Dave Joyce

National Health, Safety & Environment Officer

 

Attachment: York Container SSoW
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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 
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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 







Author: A Richards and J Cannon       Version No: 2                                   Issue Date: 15/08/2011           page 3 of 11 


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 







Author: A Richards and J Cannon       Version No: 2                                   Issue Date: 15/08/2011           page 4 of 11 


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 
 





		Core Standards

		General

		Approved Loads 

		Before Use

		Applying and Releasing the Brake

		Loading

		Unloading: 

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

		York Container Sleeve (Unsprung Version)

		Additional Requirements for Mini York Containers

		Additional Requirements for York Container Cardboard Sleeves

		Moving Yorks 

		Positioning:

		Nesting / Storage

		Moving Multiple Empty Nested York Containers – One Person Activity (Maximum of 3)

		Moving Multiple Empty Assembled York Containers – Two Person Activity  (Maximum of 5)

		Loading / Unloading on to Vehicle

		Securing York Containers in Vehicles with Side Load Doors

		Local arrangements for removal from service




