Letter to Branches
	No. 797/12
	Ref N4
	Date:  22 October 2012 


To:  All Branches

Dear Colleagues 

European Health and Safety Week 22-28 October 2012 - Programme of Events in Royal Mail Group and BT: "Working together for risk prevention - through Leadership and Worker participation”
Further to LTBs 654/12, 715/12, 721/12, and 737/12 issued on the subject of the European Health and Safety Week and the EU Healthy Workplaces Campaign 2012-13, "Working Together for Risk Prevention". The EU runs an annual campaign. This campaign is designed to help companies, managers, workers, Safety Representatives and the whole supply chain evaluate and reduce workplace risks. The European Agency for Safety and Health will be joining forces with the HSE and other national partners across the EU to promote the European Campaign and the EU Week for Safety and Health at Work. Discussions have been undertaken with the main employers, and details of events are outlined below. 

Royal Mail Group

The RMG Board are supporting the Week. 
There are three key Royal Mail Group events during the EU Health and Safety Week with Area Safety Reps invited to apply for places: 

· Tuesday 23 October - Allan St John Holt Memorial Lecture - Professor Ragnar Loftstead is the guest speaker/presenter. 

· Wednesday 24 October - National Inspection Day. ASR's and Managers to participate in Safety Inspections. 

· Friday 26 October - FM Conference at the Connaught rooms, Lead by Royal Mail Group Property in conjunction with Romec Ltd and external contractors. Royal Mail Group Director of Health & Safety Shaun Davis is opening this event and speaking on the importance of Safety leadership and engagement.

Royal Mail

Attached is a Joint Communication agreed with the RM National Safety Director Gerry Teggart. This promotes the Week, and emphasises the importance of management working proactively with CWU ASRs in DOs, Mail Centres, and Regional Distribution Centres, and puts the focus during the Week on Severe Weather and Walk Risk Assessment (WRAP)

During the week Royal Mail will be concentrating on reducing risk through engagement, looking specifically at severe weather, slips, trips and falls and dangerous dogs e.g. posting pegs and hazard card holders, walk logs etc. 


This will be supported with the use of: 

· RMTV, 

· Joint Statement with Unions  

· Promoting National Inspection Day on Wednesday 24/10/12

· Union Safety Inspections to check Severe Weather measures, Delivery Safety  
          Hazards, PPE, and dogs data (WRAP, Walk Logs, etc). 

· Intranet, CWU Website. 

· Courier and Voice. 

BT

The Department has written to the Head Safety Managers in BT and O2 inviting them to fully participate and support the week this year including supporting National Safety Inspection day on the Wednesday 24th. They were informed that CWU will be calling on our USRs to carry out workplace inspections on that day to talk to members about European Health and Safety Week and in particular about risk prevention. BT have produced posters for this year's campaign on mass for use in BT buildings and have distributed them via the CWU Regional H&S Committee Chairs network.
Yours sincerely

Dave Joyce

National Health, Safety & Environment Officer 
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Inspection

		

																																								Yes

										Unit:										Unit Manager:										Date:										No

										Geography:										Auditors Name:

				Question:												Compliant:		Action:												By Whom:				When:		Completed:

				1		Has the severe weather preparation list been completed and a copy been forwarded to the DSM identifying progress against all activities related to snow & ice?

				2		Is there an up to date walk risk assessment and walk log for every walk & driving duty in the Unit and where applicable do they consider Severe Weather risks

				3		Where severe weather risks are specifically highlighted have remedial actions been identified and implemented

				4		Has a manager from each Unit attended or is one booked to attend a Severe Weather training on how to use the new Severe Weather Risk Assessment?

				4		Is the Unit in the process of preparing a severe weather contingency plan so that it can be activated at the time of severe weather?

				5		Is evidence available to show that every employee at the Unit has been issued with a pair of Spikies and instructions for use in snow & ice?

				6		Do employees at the Units have appropriate outdoor clothing to protect them in severe weather conditions?

				a		Waterproof clothing

(Assessment to be completed against a minimum of 10% of employees working on delivery & collection duties)

				b		High visibility clothing 

(Assessment to be completed against a minimum of 10% of employees working on delivery & collection duties)

				c		Suitable outdoor footwear in good condition

(Assessment to be completed against a minimum of 10% of employees working on delivery & collection duties)

				d		Cycle Helmet & weatherproof cover for cyclists
    
(Assessment to be completed against a minimum of 10% of employees working on delivery & collection duties)

				7		Has a gritting contract been arranged for the office

				8		Have Driver checks been completed on all vehicles to identify faults with, such things as tyres & lighting, with repairs having been carried out using the fault reporting (PMT1) to ensure roadworthiness, and are drivers aware of the need to do daily vehicle pre-use checks?

				9		Has an order been placed so that all drivers can be issues with de-icer?

				10		Has the manager set up a programme of briefings on severe weather in the lead up to the winter weather and have they maintained a stock of appropriate briefing materials to be used on the days severe weather is experienced?

				11		Has the Union Area/Workplace Safety Rep been involved/consulted on the above?

				In addition, please review the Units compliance to these two questions around delivery tasks

				12		Where a significant dog risk has been identified, as part of the control measures have delivery personnel been issued with a posting peg and can they demonstrate the correct way to use it?

				13		Has each person on delivery been issued with a Hazard card holder, do they contain an up to date list of hazards for their walk and a supply of blank cards and do they know how to record new hazards for their walk?

				On completion forward to your Geographical Director Safety (GDS)
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European Safety Week - Joint Communication

Severe Weather Conditions and Walk Risk
Assessment

October 2012 - National brief for Operational Managers

This is an important week for safety and being prepared for severe weather will allow us to minimize
the risk and reduce injury.

In order to ensure we are promoting these important safety messages we are encouraging your
regional CWU ASRs in delivery offices to work with Managers especially on National Inspection day
Wednesday 24 October - to complete Severe Weather and Walk Risk Assessment preparedness
guestionnaires and check that risks are controlled in all units, focusing on our state of readiness and
opportunities for improvements.

At the same time we are asking that Mail Centers and Regional Distribution Centers continue to work
proactively with Representatives on prevention, eliminating and controlling risks by focusing in on the
high priority areas for example vehicles, containers, yards and manual handling.

Severe weather for some of us is already here, preparations have been ongoing for some time. It is
vital that preparations have been completed and everyone is ready, making sure that all of our
colleagues take extra care, that risks are assessed before going out and that everyone remains aware
once out on delivery or collection. Managers must support staff in making the right decision.

Please ensure you and your teams have familiarised yourselves with the on line Risk Assessment, This
assessment asks a series of questions, then gives a Trisk rating indication’ for that location. Immediately
sending a copy to your line manager, all parties need to ensure all actions and controls are
communicated and implemented to eliminate or reduce risks to an acceptable level.
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The decision on the day about whether to continue with deliveries should be taken locally by the
delivery office manager, with involvement of employees and union reps, so everyone has a say. While a
decision to suspend, given our USO obligations, should not be taken lightly if it is the right thing to do
in the conditions then that option should be taken. A manager should not assume that they have to
send employees out on collection or delivery where it is clearly unsafe to do so

What do you need to do now with your staff?

e Communicate at Work Time Listening and Learning (WTLL) sessions, huddles and 1-2-1s, that
no-one should put themselves in unnecessary danger.

e Make sure everyone is prepared and knows how to minimise the risk of having accidents.

e C(Check all equipment, cycles, HCT's and Light Weight trolleys and vehicles are working correctly
before using them. Also ensure tyres, torches and cycle lamps are working correctly before
leaving the yard.

e Check bag weights where this method of delivery is still being used - the lighter the better in
poorer conditions. Wear the pouch across the chest to spread weight.

e WRAP - Walk information and walk risk assessments should have been updated in your unit
providing lessons learnt on any weather risks on each walk. If this hasn’t been done for all walks
previously, it's vital that this takes place so that contingency arrangements can be made.

e Make sure the most up to date information on walk risks in your office are shared with reserves
covering someone else’s walk.

e Ensure each person has checked their walk log for hazards and ensure that this information is
also being entered onto the Walk Risk Assessment Platform (WRAP).

e Make sure that everyone has an updated, printed copy of their hazard card before going out on
delivery.

e Keep to your designated route so that others will know where you are.

e Inform staff, if you have any concerns speak to your manager.

e Ensure everyone is wearing appropriate clothing - and allow sufficient layers for the conditions.
Staff may be outside for a number of hours and need to plan accordingly.

e |mportant in these conditions is to wear high visibility clothing and up to date personal
protective equipment at all times.

e Ensure shoes/boots worn have sufficient grip and test your footing on the ground.

e Where still appropriate/and listed as the method of delivery to use, wearing safety helmets and
high visibility clothing while cycling (where appropriate/safe to still use this method) is
mandatory and must be worn whenever using a bike.

e Ask your staff to remain aware and keep an eye out for safety hazards. If they feel their walk
has become too dangerous or inaccessible due to poor weather, support their decision not to
carry on and encourage them to return to the office.

e Check reliable weather websites, such as BBC Weather to keep a regular eye on weather
conditions.

What should we be doing as Geography now for severe weather?

e Ensure involvement of the CWU ASR in geographical severe weather planning taking into
account their input.





e Working through the severe weather on line risk assessment, checking summary actions for the
Geography with the Relevant Safety Director

e Liaise with your asset team to ensure all equipment, in particular spikies (for footwear) are
ordered in good time.

e [n line with Royal Mail's Safety Policy, Union Safety Representatives should be engaged and
consulted with severe weather risk management decisions.

Gritting and snow clearance services in adverse weather

For 2012 a National Snow Clearing/Gritting contract has been awarded that covers all units added to
the contract by geographies. If in doubt the contact in Royal Mail is Carol Woodward:
carol.jwoodward@royalmail.com 01737 777052

The contractor monitors the weather forecast Met Office ‘Open Road Forecast’ and this triggers
whether gritting is required that evening
The forecast will define anticipated weather by indicating three classifications, red, amber and green
Red triggers gritting
Amber they keep a watching brief
Green no problem
What does Red mean - Road surface temperature is forecast to be O degrees or below and anything
other than dry

The service will be carried out as identified on the yards, loading bays, access roads, walkways and car
parks on RMG premises and contractors will use spreader trucks or manual methods as appropriate.
They are obliged to hold sufficient salt stock to service our estate for a maximum of 21 days. They will
also store and maintain local stocks of salt.

By 3pm each day the Property and Facilities Helpdesk will receive the schedule of sites that will be
attended that evening/night. Please contact the Helpdesk on 0844 800 9191 should you require an
update or if you wish to request a visit as a result of deteriorating conditions or unforeseen weather
locally.

Working outside in adverse weather

Safety hazards during the winter period can increase and change quickly due to severe weather
conditions and longer hours of darkness. People may want to deliver the mail in adverse weather, as
they don’t want to let our customers down or don’t want the workload to build up.

e Ensure you are wearing appropriate clothing and layers for the conditions. You may be outside
for a number of hours and need to plan accordingly.

e Ensure your footwear has sufficient grip.

e |f you need replacement uniform or footwear, talk to your manager.

e Take extra care on steps, stairways and footpaths to reduce the risk of slipping on snow, ice or
leaves. On steps and stairways always hold handrails, where available, to give three points of
contact.

e |[f it becomes too cold to work seek shelter and let your manager know.

¢ In high winds watch out for flying debris.
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e When it is icy or snowy test your footing and do not take shortcuts as the snow may be
covering hidden dangers underneath.

Spikies (Anti-Slip Footwear Devices)

Royal Mail has authorised the provision of spikies for footwear, for each delivery postperson. Uniform
stores have the funds to buy the items and have placed orders. ‘Spikies’ offer benefits according to
conditions. However, remember, no one should put themselves in unnecessary danger.

e ‘Spiky’ fittings can be worn on footwear to prevent slippage.
e Please ensure people take caution when using spikies as they may provide the wearer with a
false sense of security on icy surfaces.

e Ensure adequate replacement stocks are available and check conditions of spikies periodically.
Spikies should be worn in the following conditions:

e Snow

e Compressed snow

e |ce

When should Spikies NOT be worn?
¢ Inside delivery offices
e When driving Royal Mail vehicles (potential for snagging on rubber pedals/mats and slipping off
metal surfaces)
¢ When riding Royal Mail cycles (potential for snagging on rubber pedals and slipping off metal
surfaces)
e [nside customers premises

Driving in adverse Weather

e Makes sure all driver checks Duty, Daily and Weekly are up to date.

e Before setting out, assess weather and road conditions to ensure it is safe to drive.

e \Wear a seatbelt at all times when driving, even for short journeys.

e Check the vehicle has appropriate anti-freeze and screen wash.

e Ensure mirrors and seats are properly adjusted before moving off.

e C(lear the windscreen, mirrors, and other windows of snow, ice or condensation before setting
off.

e Be careful leaving and entering the vehicle as you could slip. Look at the ground surface before
you leave the vehicle.

e Tyre grip is even more important in wintry weather, so check tread depth (3mm recommended
minimum) and tyre pressures (these are displayed on a sticker on your vehicle wheel arch).

e Report all defects promptly to your local workshop via a PMT1 defect report.

e Drive according to the conditions. Black ice, rain, fog, snow and ice all require extra
concentration. Allow for more time if needed.

e Avoid sharp acceleration, braking and steering in slippery conditions. If you start to skid, take
your foot off the accelerator and steer in the direction of the skid.





Cycling in adverse weather (where cycles are still in use)

e Before going out, as part of the new risk assessment process, assess whether it is safe to use a
bicycle in the weather and road conditions. If not alternative arrangements must be made.

e C(Cycle safety helmets and high visibility clothing are mandatory and must be worn whenever
using a bike.

e Ensure tyres, torches and cycle lamps are working correctly before leaving the yard.

e |f weather conditions change and become too difficult to cycle push rather than ride cycles.

Use of High Capacity Trolleys (HCTs) and Lightweight Trolleys (LWTs) in adverse weather

e Before going out, as part of the new risk assessment process assess whether it is safe to use
HCTs and LWTs in adverse weather, assessing footpaths and underfoot conditions, taking
account of terrain, weight and increased manual handling risks.

e |f weather conditions deteriorate and become too difficult to push with reduced weight and
without increasing the risk of injury then alternative arrangements must be made.

Key messages

e Safety on delivery starts before you leave the office. Risks must be assessed by using the new
on line risk assessment tool before going out.

e The risk of slips trips and falls increase at this time of year.

e Make sure you and your colleagues are safe at all times and take the necessary steps to reduce
the risk of accidents.

e When out on collection or delivery, take extra care.

e Make sure you are wearing the appropriate clothing for your duty, and be aware of Personal
Protective Equipment standards. Standard-issue shoes and boots should be worn by postmen
and women at all times.

e |f you need replacement uniform or footwear, talk to your manager

NO-ONE SHOULD PUT THEMSELVES IN UNNECESSARY DANGER.
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