Letter to Branches
	No. 799/12
	Ref C25/12 
	Date:  22 October 2012 



To:  All Branches with Postal Members 

Dear Colleagues 

RM Delivery Office Roll Containers Joint Statement Issued
The CWU H&S Dept are aware that thousands of DORCs previously stored at Swindon and other storage facilities around the UK are now being moved to MCs, RDCs etc and then rolled out to DOs. 

Royal Mail have somewhat 'jumped the gun' with their comms and despatch dates, as we were still in discussion with RM Containerisation management finalising details. However we were in agreement with Royal Mail on the introduction of the DORCs as storage units. 

The Union’s national H&S officials previously visited Swindon to look at the Units and discussed various aspects of the DORC Units including the design, their use, restrictions, some modifications we recommended which were done and the SSoW was discussed and amended in discussions with the Royal Mail Group Procurement and the National Container Team. 

NE and NW Area Safety Reps and Regional H&S Forum Secretaries were involved in the discussions on the DORCs trials which took place in the NW and NE with some useful input from a group of ASRs from both Regions which went to Swindon for discussions with RM Management and a lot of input was taken on board.

Under a review of York Container use, Royal Mail have been looking for some time to replace operational Yorks currently being used for Storage in DO’s, in large numbers with a specific Storage Container (Delivery Office Roll Container - DORC), based on an Industry Standard Roll Container. 

The DORCs were successfully trialled over the last two winter/Xmas pressure periods in the North East and North West Regions for storage and Royal Mail now wish to use the concept nationally both during normal and pressure periods to 'free up' thousands of Yorks which are in increasing demand. The National Container Team have purchased 30,000 Delivery Office Roll Containers to go to DOs.

With the said modifications and changes the Units were delivered from the Manufacturers to Royal Mail Stores such as Swindon and are now being deployed across the country so we were informed earlier this month. Royal Mail is obviously eager to deliver them ahead of Autumn/Xmas pressure periods.

A Joint CWU/RM Statement, a DORC User Guide presentation and associated Safe Systems Of Works and LTB799/12 can be downloaded here
· Daily Use of DORCs in Delivery Offices SSOW (V5)

· Transporting DORCS in Vehicles SSOW, including loading and unloading vehicles with DORCs

In summary, Yorks currently used for storage will be exchanged for DORCs and the empty Yorks will be repatriated back to Mail Centres etc against the number of DORCs received by DOs so removing storage Yorks from  DO sites. Royal Mail are keen to free up all Yorks and get them back into the network system ahead of the Autumn and Christmas period so as to maximise York availability and use them for the purpose they were intended, transportation of Mail through the operation and thereby avoid running short during the peak Autumn & Christmas pressure period. 

The purpose of the DORCs is a "STORAGE CONTAINER" - as clearly set out in the User Guide and SSoW.  

· The DORC containers and NOT for network use 

· They must NOT be used for mail - except for static storage of mail to release Yorks 

· They must NOT be used for transporting items by road or rail. 
· The new DORC containers are only to be used in the Delivery Office Environment 

· They Cannot be used for Transporting mail items to and from the DO to Vehicles in the Yard

· They Cannot be used for Movement outside delivery office

· They Cannot be used for Movement on uneven grounds/floor. 
If containers are to be used in an office this should be risk assessed at a local level in the normal way with involvement with the local ASR. We have agreed that we would not want to see heavy movement of the Units within an office. The DORCs do have wheels and foot brakes. However recognising that the Units are slightly bigger and taller than a York and recognising that different offices will have different space restrictions, again local risk assessment and evaluation should take place with the ASR fully involved.  

DORCs are a basic lower cost solution to the on-site storage needs during the year to enable Royal Mail York containers to be freed up for the Network and used for the purpose they were intended, transportation of Mail through the operation.

Having trialled two variants, there will now only be one standard type of DORC container instead of the two different versions trialled and this will be the Non Full Security type. This doesn't have a lid, as with the full security type as this led to issues around safety during the trials. The DORCs are fitted with 2 front independent foot operated castor brakes, a shelf and a full door. 

Any DORC Units found with faults or hazardous sharp and rough edges should be taken out of service and reported in order for repairs or replacement as per the User guide and SSoWs.
 
Risk assessments have been carried out and Safe Systems of Work produced. This will be reviewed as necessary. We will review it at 6 months and 12 months. Feedback from ASRs will be welcome.
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Yours sincerely

Dave Joyce

National Health, Safety & Environment Department 
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 on the Introduction of DORCs (Delivery Office Roll Containers)

 

This Joint Statement provides information about the joint commitment to the safe introduction of DORCs into Offices as storage containers whilst ensuring space and safety standards are enhanced and not compromised.

The Containers will be introduced after assessing the numbers required as follows:-  


Phase 1 - Delivery Offices


Phase 2 - Mail Centres and RDCs 


It is important to remember that the DORC is not a replacement for the operational York Container but that its introduction is for storage purposes in order to free up thousands of needed operational York Containers needed for operational purposes.


When using DORCs Reference must made to the SSoW and User Guide at all times. 

 

The Provision and Use of Work Equipment Regulations 1998 will be adhered to at all times.

 

The SSoW and PUWER Regulations require and risks to people’s health and safety, from equipment that they use at work, to be prevented or controlled.  

 

The use of DORCs must be suitable for the intended use as set out in the SSoW and user guide..

 

Containers must be safe for use and maintained in a safe condition and, inspected to ensure this remains the case.


 

They must be used only by people who have received adequate information and instruction.

 

If these containers are to be used in an office this should be risk assessed at a local level with full involvement of the CWU ASR. 

 


It is recognised that different offices will have different space restrictions, again local risk assessment and evaluation should take place with the ASR fully involved in order to identify measures that can be taken to eliminate, or reduce, the risks presented by any particular hazards in the workplace. 

 

The Person in Charge (PIC) should also ensure that any risks, created by the use of the containers are eliminated or controlled in consultation the CWU ASR and RM Regional Safety Team.

 


An excessive number of Units should not be put into a DO, causing congestion.


 

Adequate space must be provided for siting and storing the DORCs and  make sure floors, corridors and stairs etc are free of obstruction by DORCs, allowing enough space for safe movement and access, e.g. to machinery;

 

Ensure escape routes and fire doors are unobstructed can be opened easily from the inside.

 


Heavy movement of the Units within an office must be avoided as the DORC is intended to be a storage unit and not an operational container like a York or Mini-York. 


 


The purpose of the DORCs is clear and the User Guide is clear:- 


(a) The new DORC containers are only to be used in the DO/MC/RDC Environment, 


(b) They cannot be used for Transporting mail items to and from the DO/MC/RDC, 


(c) They cannot be used for Movement outside the DO/MC/RDC, 


(d) They cannot be used for Movement on uneven grounds/floors, 


(e) The DORC containers are not be used to transport Mail, Packets, Parcels, Pouches etc to and from the DO/MC/RDC to vehicles in the yard, 

(f) DORCs must not be overloaded.

 

When moving and repositioning DORCs:-


         Follow the SSoW at all times,


         Only move one cage at a time,


         Move the cage no faster than walking speed,


         Always push the cage as this is ergonomically better than pulling it,


         Seek help if necessary, 


         Stack heavier items at the bottom to lower the centre of gravity, position storage DORCs in   


         suitable areas, where possible close to where they are most needed and readily accessed as 

         required,


         Eliminate unnecessary materials handling


 


The introduction of the DORC Containers will be nationally reviewed at 6 and 12 months.


Mark Fletcher                                                                                                    

Royal Mail Logistics National Container Equipment Manager         


 

       


Dave Joyce

CWU  National Health, Safety & Environment Officer            

15 October 2012
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Royal Mai

This SSOW provides sufficient INFORMATION and INSTRUCTION to control the safety risks identified
during the risk assessment. It is used by the work area manager to inform and instruct the operators
involved in the task at induction and at regular refresher events. It should always be recorded that this
information and instruction has been given. The instruction section and any associated OPL can be used
to brief operators.

Task Description

Generic task

Transportation of DORCs in Vehicles

Specific task Loading and Unloading of Vehicles with DORCs
Location of Task (work area) Regional Distribution Centres, Mail Centres and Delivery Offices
i Site Name
Generic Assessment Number Verr]'(s;on Issue Date
LOG33 1 12" June 12 As required

WHAT RISKS ARE CONTROLLED BY THIS SAFE SYSTEM OF WORK

(as identified in the risk assessment)

Adequately controlled before SSOW

Tolerable

Moderate

Musculoskeletal injury, trapping and
crushing of body parts - Nesting or
un-nesting, Pre use visual/functional
checks.

Musculoskeletal injury,
Pedestrian/Vehicle collision, Slips,
trips and falls at ground level,
striking against and trapping of body
parts - Movement of DORCs within
trailer.

Musculoskeletal injury, trapping and
crushing of body parts & Striking
against when assembling/Folding &
using Lids/Shelf,

Slips, trips and Falls - when
manoeuvring inside the trailer -
Straps not stowed correctly and
debris on trailer floor.

Musculoskeletal - strains due to
snagging of DORCs on debris or
straps not stowed correctly and
when applying load restraint straps.

Striking against- collision with
surrounding DORCs and trailer walls
etc,

Trapping or Crushing - collision with
surrounding DORCs and trailer walls
etc.

Pedestrian/Vehicle collisions - DORC
collisions with other loaders.

Striking against - when pulling on
incorrectly secured straps that come
adrift during tightening.

Cuts and Abrasions, Musculoskeletal,
Objects falling, striking against,
trapping and crushing of body parts
when using damaged or
unserviceable containers.

Collisions with vehicles on the
highway due to insecure load.

Author: Version No:

Issue Date:
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Royal Mail Letters Risk Management

Work Equipment risks (from Vehicles
and DORC container) assessed as
tolerable against existence of
separate task assessment and SSOW
for the use of this equipment

Trapping and Crushing - trapping
fingers or hands in restraint strap
webbing or buckle/ratchet when
tightening strap assembly.

INFORMATION

(what the manager needs to know in order to manage this task safely)

Workplace

People

Work Equipment

This task is undertaken on loading
bays in RDC’s, it was assessed on the
assumption that adequate
pedestrian/vehicle segregation is in
place on loading bays
Housekeeping standards must be
employed to prevent build up of
debris which could cause slips and
trips - including a process (and
receptacles) for removing debris
from trailers

Managerial monitoring of the
workplace MUST be undertaken at
regular intervals to ensure its safe
condition is maintained

All people involved in this task must
have received basic RM induction
training and manual handling
training (which must have been
refreshed at least within the last 3
years).

Staff are fully trained on loading and
strapping.

DORC is given a visual inspection
before use, checking framework,
wheels and brakes.

Vehicles - operators must report any
damage of the shutter/barn doors, or
internal damage to floor, walls or
load restraint track.

Vehicle is free from debris and Load
restraint straps are stowed and not
left trailing on trailer floor.

INSTRUCTIONS
(How to do the task safely)

For general use, assembling and disassembling DORCs please refer to: the Delivery Office Roll Container

SSoW.

This task MUST only be carried out when using Dock Levellers, Scissor lifts or Tail lifts.

Vehicle MUST be checked to ensure it is free from debris and any load restraint straps are stowed and not

left trailing on vehicle floor.

Report any damage of the shutter/barn doors or internal damage to floor, walls or load restraint track.

Empty DORCs can be transported in box vehicles for the purpose of initial distribution between container
hubs, out to Mail Centres and Delivery Offices - Under no circumstances must these containers be
transported in Double Deck trailers.

Empty DORCs can be transported

in either assembled or nested form.

Author: Version No:

Issue Date:
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Royal Mail Letters Risk Management

Loading Nested DORCs - DORCs can be loaded singularly in their nested form DO NOT attempt to move
multiple nested DORCs. If not already nested move the DORC into the vehicle and then disassemble
within the vehicle to make up the nested blocks.

Box Trailers - Load the first assembled DORC to the centre of the trailer against the bulkhead, place
another DORC to the left of the first one and another to the right, this will give you three assembled
DORCs centrally across the width of the trailer. Build up the nested blocks by nesting the first
disassembled containers into the three assembled containers.

Build up the nested blocks so you have 3 rows of 8 nested containers giving you a total of 27 containers,
then strap. Load a further 3 rows of 8 nested containers giving you a block of 24 containers then strap.
Repeat the process nesting another 4 blocks strapping each block as you go.

Using this load pattern 147 Nested Yorks can be transported in a box trailer.

26T & 18T Rigid Boxes - Load the first assembled DORC to the centre of the vehicle against the bulkhead,
place another DORC to the left of the first one and another to the right, this will give you three assembled
DORCs centrally across the width of the vehicle. Build up the nested blocks by nesting the first
disassembled containers into the three assembled containers.

Build up the nested blocks so you have 3 rows of 8 nested containers giving you a total of 27 containers,
then strap. Load a further 3 rows of 8 nested containers giving you a block of 24 containers then strap.
Repeat the process nesting another block then strap. Using this load pattern 75 Nested Yorks can be
transported in a 26T & 18T box rigid.

7.5T - Load the first assembled DORC to the left of the centre of the vehicle against the bulkhead, place
another DORC to the right of the first one, this will give you two assembled DORCs centrally across the
width of the vehicle. Build up the nested blocks by nesting the first disassembled containers into the two
assembled containers.

Build up the nested blocks so you have 2 rows of 4 nested containers giving you a total of 10 containers,
then strap. Load a further 2 rows of 5 nested containers giving you a block of 10 containers then strap.
Repeat the process nesting another block then strap. Using this load pattern 30 Nested DORCs can be
transported in a 7.5T box rigid.

Unloading Nested DORCs - remove & stow the load restraint strap from each block, unloading is the
reverse of the loading process. DORCs can be unloaded singularly in their nested form DO NOT attempt to
move multiple nested DORCs.

All of the above controls will. if implemented effectively, reduce the safety risks associated with this task and the
work equipment involved in it to an ACCEPTABLE level. Some risks may remain that can be reduced further by the
use of PPE or safety signs, where this is the case these are specified.

Author: Version No: Issue Date: page 3 of 4






Royal Mail Letters Risk Management

SPECIFIC COMPETENCIES REQUIRED

(of the people involved in the task including using the work equipment involved in the task)

All person involved in this task must have received manual handling training

PROTECTIVE EQUIPMENT REQUIRED
(The right PPE to be provided and used by the people undertaking this task)

Item Ordering details Comments
Class 3 high visibility waistcoat, Normal uniform ordering
protective footwear & Gloves processes
must be worn.

SAFETY SIGNAGE REQUIRED
(The right safety signs to be provided where this task is undertaken)

[tem Ordering details Comments

ONE POINT LESSONS (OPL)
(OPL's are used to deliver safety critical messages to the people involved in this task
there should be an OPL for every significant and moderate risk identified)

Title Number Comments

Avoiding trips when OPLOOO1
assembling/disassembling DOR
container

SSOW DEPLOYMENT RECORD

Generic task

Site Name

Deployment Date

This Safe System of Work has been deployed at the site named above and a record kept of those who received the
information and instruction

Signed Date

Author: Version No: Issue Date: page 4 of 4







_1412605518.pdf
Version5/09-2012/National Assets

Royal Mail

Delivery Office Roll Container (DORC)
(High Security / Non-High Security)
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| Safe Systems of Work Delivery Office Roll Container

Location

Date

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:

[J To take reasonable care for the health and safety of themselves and others who may be affected by their acts

or

omissions

[J To report defective or faulty equipment immediately.

DORC specifications:

Type: Manufacturer Model Number W/D/H Max Gross Tare Weight
Weight
High Security 19/A110 735X 850 X 250kg 59kg
1425mm
Non-High Security 19.A118 (Half Gate) 735 X 850 X 250kg 51kg (Half Gate)
19.A116/4 (Full gate) 1425mm 46kg (Full Gate)

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

Weight

The maximum weight of a:

> Bagis 11 kg

> Delivery Office Roll Container (DORC) 250kg
» Trayis 10 kg

» Pouch 16kg

Volume/Fill

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

ltems MUST NOT be stored on top of the container lid (High Security Container).
Fill: Delivery pouches, mail bags, empty bags, mail trays, parcels and packets, D2D
items.

Restraint

All loads in DORCs are secured via the attached doors.

Condition

Containers must be in a safe condition including wheels, castor brakes and restraints
working properly.

They must have no protrusions or jagged edges and be correctly assembled.

Any non-mail items must be removed from containers.

Use

To enable full utilisation of existing wheeled equipment, the DORC is to be used
ONLY as an internal delivery office mail storage solution to free up existing
equipment.

The DORC is NOT to be used to transport mail items within the delivery office or in
the network via operational mail vehicles.

Know the gross weight (load + container).

Apply castor brakes when parked. If the brake cannot be reached (e.g. when the container must be left backed
against a wall) the container can be parked without its brake applied provided there is no risk of it moving away.

Castor brakes are NOT for holding or stopping on slopes.

DO NOT leave containers unattended on slopes.

DO NQOT ride on any wheeled container.






| Safe Systems of Work Delivery Office Roll Container

General:

Only use the equipment if trained to do so.

Report any defects to your manager e.g.:

I [

Sharp, jagged or pointed hazards.

Anything, which prevents proper assembly.
Anything, which prevents proper movement.
Temporary or amateur repairs.

Broken welds.

Protruding bars.

Excessive corrosion.

Damaged or missing wheels.

Missing wheel retaining nuts, pins or clips.
Poor brake operation.

Place heavier items at base of stack.

DO NOT exceed the gross weight (load + container).

For mixed loads, load trays first then bags on top.

There must be enough room to manoeuvre.

Only push one container at a time.

Keep feet clear when manoeuvring.

When turning sharp corners go to the side facing the direction you want to turn and steer the container by pulling
the sidewall.

When manoeuvring heavy loads or operating on slopes assistance may be required.

Approved Loads:

Option 1 [ Non-High Security DORC: Up to 24 full Royal Mail Letter Trays Gross weight not exceed
T High Security DORC: Up to 12 full Royal Mail Letter Trays maximum (With the lid and shelf | 250 kg
in the stored position).
Option 2 [ Non-High Security DORC: Up to 48 empty Royal Mail Letter Trays Gross weight not exceed
T High Security DORC: Up to 20 empty nested Royal Mail Letter Trays maximum (With the lid | 250 kg
and shelf in the stored position).
Option 3 Mail bags providing they are of sufficient dimensions such that they will be retained by attached Gross weight not exceed
door and container framework. 250 kg
Option 4 Loose "stackable” packet mail providing they are of sufficient dimensions such that they will be Gross weight not exceed
retained by attached door and container framework. 250 kg
Option 5 [ Non-High Security DORC: Mix of Royal Mail Letter Trays and Mail Bags with trays loaded Gross weight not exceed
first. 250 kg
High Security DORC: Mix of Royal Mail Letter Trays and Mail Bags with trays loaded first.
(maximum of 12 full trays or 20 empty trays With the lid and shelf in the stored position)
Option 6 Loose strapped bundles providing they are of sufficient dimensions such that they will be Maximum individual bundle
retained by attached door and container framework weight 6.4 kgs
Option 7 Empty Mail Bags providing they are of sufficient dimensions such that they will be retained by Gross weight not exceed
attached door and container framework 250 kg
Option 8 Mail bundles providing they are of sufficient dimensions such that they will be retained by Gross weight not exceed
attached door and container framework 250 kg
Option 9 Delivery pouches providing they are of sufficient dimensions such that they will be retained by Gross weight not exceed
attached door and container framework 250 kg
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Before use:

P1.

P1.1 Carry out a visual check of the
DORC general condition.

Are there any protruding, sharp,
jagged edges?

Has the container received any
impact damage i.e. is the frame
misshapen?

Are doors in place?

Is the base section seating
correctly?

Are there any protruding bars on
the base section?

Has the container been assembled
correctly? i.e. pins / latches / hooks
secured correctly?

P2.

P2.1 Check the operation of the
brake by applying downward
pressure.

Is the brake pedal free of faults and
damage?

Does it engage correctly?

(Note: Only front wheels are fitted
with a castor braking system)
P2.2 To ascertain that the braking
system is fully operational when
applied; gently, using minimal
effort, apply a forward force and
pulling force. If you feel resistance
then the braking system is
functioning correctly.

P3.

Testing the wheels.

P3.1 Release the brake on hoth
wheels.

P3.2 To ensure wheels are free
from damage, faults or debris; with
the brake released / disengaged,
place both hands on the side of the
container and move the container
forwards and backwards.






| Safe Systems of Work Delivery Office Roll Container

Before use:
P4,

Check the condition of the
doors.

P4.1 Are the door restraining
clips in place (To be used to
secure the door in an open
position).

P4.2 Release the restraining
clip and proceed to close the
door. Check that hinges
operate correctly and the door
is not misaligned or damaged.
P4 .3 Close the door fully by
lifting the door vertically, align
the securing pins P4.4, and
proceed to lower the door until
the securing pins are inserted
fully into the receiving cylinder
P4.5.

P4.6. DORC fitted with double / | |
stable type doors, lift, align and | ¢
lower the bottom door first,
once secure, proceed to close
the upper door following the
same process. P4.7.

If during the pre-use checks the equipment is found to be faulty or damaged, you MUST
report it to your manager immediately; label / hazard mark the equipment, removed it from
service and store it in a designated and safe location.
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P5. STEP1

P5.1 From a stored condition.
P5.2 Apply the brake on both front
wheels

P6. STEP?2

P6.1 Position yourself to the front
of the container, place both hands
on the framework and proceed to
lift the DORC side section vertically
until the lower gate catch is
disengaged.

P6.2 Shows location of lower
catches.

P6.3 Using both hands open the
door

P6.4 Position the door as shown.

Pé.4: to avoid potential container
instability do not fully extend the
first side section outwards.

P6.5 Holding the first DORC side
section with your right hand;
proceed to open the second side
section with your left hand.

P6.6 Position both side sections as
shown:

P6.7 Using both hands lift the base
section vertically

P6.8 Lower the base until it rests
on the wheeled A-frame.

P6.9 Proceed to the right hand side
of the container and using both
hands, lift the side section vertically
and lower onto the base section
ensuring the retaining clips are
secured.

P6.91/P6.92

Proceed to the left hand side of the
container and using both hands, lift
the side section vertically and lower
onto the base section until the
enduring the retaining clips are
secured.

EX1 / EX2 Securing clips correctly
positioned and secured.






ISafe Systems of Work Delivery Office Roll Container

P7. STEP3

[0 Stable /double door.

P7.1 To close the door, remove the
door retaining catch.

P7.2 Proceed to close the door.
P7.3 Using both hands; Initially lift
the door, align the pin to the
securing pin to the holder, then
lower the door until the securing
pin is inserted fully into the holder.
(Refer to P4.4 / P4.5).

P7.4 Ensure the securing pin is
inserted into the holder.

P7.5 Repeat the same process for
the upper door.

[1  Full length / one piece door
P7.6 In the stored position; the
door is held in position via a hook
and loop system located to the top
of the door.

P7.7. Using both hands, lift
vertically to un-hook the door
P7.8 Close the door using the
aforementioned process of lifting,
aligning the securing pins and
lowering the door until the
securing pins are inserted fully into
the holder.

Due to nip risk to fingers, extra care should be taken when assembling or disassembling the
container. When lifting sections vertically, ensure you position hands in the optimum position
i.e. applying lifting force on the hinge side of the section being handled, this will ensure the
section rises using minimum effort.
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DOR Container Assembly: (Type 3 sided, lid, shelf + Gate, Full Security)

P8. Step 1

P5.1 From a stored condition.
P5.2 Apply the brake on both front
wheels

P6. Step 2

P8.1 Position yourself to the front
of the container, place both hands
on the framework and proceed to
lift the DORC side section vertically
until the lower catches disengage.
P8.2 Shows location of lower
catches.

P8.3 Using both hands open the
door

P8.4 Position the door as shown.

A\

P6.4: to avoid potential
container instability do not fully
extend the first side section
outwards.

P8.5 Holding the first DORC side
section with your right hand;
proceed to open the second side
section with your left hand.

P8.6 Position both side sections as
shown:

P8.7 / P8.8 / P8.9a To gain access
to the base section, the lid will
need to be raised first.

Using both hands raise the lid.
P8.9b Ensure the lid is positioned
fully back

Note: Ask for assistance if difficulty
raising the lid is experienced.

Note: Feet position, DO NOT stand
inside the A frame base.

P8.91 Using both hands lift the
base section vertically

P8.92 Lower the base until it rests
on the wheeled A-frame.

P8.93 Proceed to the right hand
side of the container and using
both hands, lift the side section
vertically and lower onto the base
section ensuring the retaining clips
are secured.
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DORC Assembly: (Type: 3 sided, lid, shelf + Gate, Full Security)

- - : i
Cont: #8 Po.os P8.95 §

P8.94 / P8.95 /P8.96

Proceed to the left hand side of the
container, using both hands, lift the
side section vertically and lower
onto the base section ensuring the
retaining clips are secured.

EX1 / EX2 Securing clips correctly

positioned and secured. e
EX2

[
E

P9 Step3
Lowering the Shelf into position:

P9.1/P9.2/P93

With the lid in the raised position
and using both hands, proceed to
initially lift the shelf section and
then lower into position.

P10 Step 4
Lowering the lid into position:

P10.1/P10.1/P10.3

Once the container is assembled,
move to the side of the container
and using both hands, proceed to
lower the lid.

Note: Ask for assistance if difficulty
lowering the lid is experienced.
P10.4

On the underside of the lid you will
find two securing hooks. As the lid
is lowered ensure that the

retaining hooks have aligned
correctly with the retaining hoops.

A When the lid is in the lowered
position there is potential for a
head strike.

To avoid this; the container can be
assembled without using the lid.
Refer to P8.9a - P8.92.

At the point the base section is
lowered the lid can then be
lowered back to the stored position.
Note: once the sides sections of the
container have been positioned and
secured then the lowering of the lid
to the stored position will not be
possible.

Warning!
Head strike risk
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DORC Assembly (Type: 3 sided, lid, shelf + Gate, Full Securlty)

P11. Step 5

Stable /double door.

P11.1 To close the door, remove
the door retaining catch.

P11.2 Proceed to close the door.
P11.3 Using both hands; Initially lift
the door, align the pin to the
securing pin to the receiving
cylinder then lower the door until
the securing pin is inserted fully.
(Refer to P4.4 / P4.5).

P11.4 Ensure the securing pin is
inserted into fully into the receiving
cylinder.

P11.5 Repeat the same process for
the upper door.

[0 Full length / one piece door
P11.6 In the stored position; the
door is held in position via a hook
and loop system located to the top
of the door.

P11.7. Using both hands, lift
vertically to un-hook the door
P171.8 Close the door using the
aforementioned process of lifting,
aligning the securing pins and
lowering the door until the
securing pins are inserted fully into
the holder.

Due to nip risk to fingers, extra care should be taken when assembling or disassembling the
DORC. When lifting sections vertically, ensure you position hands in the optimum position i.e.
applying lifting force on the hinge side of the section being handled, this will ensure the section

will rise using minimum physical force.

DORC Nesting / Storage: (Full Security / Non-Full Security)
P12. Step 6

Nesting.

P121/P12.2/P123

Once the container has been
disassembled it can be stored and
nested as shown

Apply the brake on the first container.
The container base must be raised
and latched.

DO NOT use excessive force when
nesting.

DO NOT attempt to move multiple
nested containers.
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DORC Manoeuvring: (Full Security / Non-Full Security)

P13. Step 7

Manoeuvring.

P131

[J Before manoeuvring always shut
and secure gates / doors on the
container

[0 Release the castor brakes by
foot.

[1 Move to the rear of the container
and place both hands on the side
of the framework.

[0 Check to ensure there is enough
room to manoeuvre.

' When placing the container
against a wall, e.g. on a loading
bay, It is permissible to push
from the front in order to
position the container.

[1  Only push one DORC at a time

[1 Take care when pushing as the
view may be restricted.

[0 Keep feet clear when
manoeuvring.

0 When turning sharp corners go
to the side facing the direction
you want to turn and steer the
York by pulling the sidewall.

[1  When manoeuvring heavy loads
or operating on slopes assistance
may be required.

Warning!
Hand strike risk

To avoid a potential hand strike; extra care should be taken when (1) manoeuvring the DORC
through doorways, (2) through work areas and (3) positioning the DORC against other wheeled
equipment.

[Safe Systems of Work Delivery Office Roll Container

DORC Loading: (Full Security / Non-Full Security)





Castor brakes must be applied when stationary or before loading.
Ensure shelf is raised

Ensure door is clipped backed

Place heavier items at base of stack.

DO NOT exceed the gross weight (load + container).

DO NOT load above shelf bracket height or beyond the framework.

For mixed loads, load trays first then bags on top.

o O O o o O oo oo

Push any bag necks that are protruding from the side walls into the container.
] Ensure loads do not protrude forwards and prevent doors from closing freely.

] Once the container is loaded ensure all loads are restrained by closing and securing the
gate.

] Red auto levelling or unsprung York container sleeves MUST NOT be used in conjunction
with this equipment.

Transporting Empty DORC: (Full Security / Non-Full Security)

7] Empty DORC containers can be used on any Royal Mail vehicle equipped with an approved
RM load restraint system, castor brakes must be applied. (See separate SSOW)

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

Out of service containers must be placed
Local hazards

IF IN DOUBT ASK YOUR MANAGER

Signed
Name
(CAPITALS)
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One Point Lesson

WORKING SAFELY: ONE POINT LESSON

Tive:  Avoiding trips when assembling | disassem.Ung the DOR contain cH,.u.. S.,.,l,
DON'T

P Te,.receceet::
Don't stand in the A frame when DO position JIOUrself correctll1 outside
assem.ling or disassem.ling the of the A-frame *ase when assemling or
container disassem.ling the container.
Craatad Oun: 01/12/201 1 Arsrmvad br:

Furm aw -IIM
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Delivery Office Roll Container (DORC)

User Guide
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Introduction

		In preparation for the Christmas pressure period Royal Mail are deploying a new storage container in to Delivery Offices

		Why?- to release York’s back to the operation that are currently being used for day to day storage of equipment e.g. P739 items in callers offices

		This pack is designed to provide you with all the information you require to safely deploy and use this new container

		A minimum of 1 for 1 exchange for York’s will be mandatory

		The new containers are only to be used in the Delivery Office Environment
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What a DORC can/cannot be used for in a Delivery Office

R  

Can be used for Storage of :

		Labels/Stores Items/Elastic Bands

		Trays

		Empty Mail Bags

		Delivery Pouches

		Uniforms

		Official/Environmental Waste

		Light Weight Delivery Trolleys

		Cleaning Equipment

		P739 return Items in Callers Office

		Door to Door Items Awaiting Delivery





Operational Use :

		To transport mail items within the DO environment

		Use Around Walk Sequencing Machines

		Packet Storage Areas

		Only to be used on level ground



T

Cannot be used for :

		Transporting mail, in the network via operational vehicles

		Transporting mail items to and from Mail Centre including Door to Door returns 

		Transporting mail items to and from DO’s

		Movement on uneven grounds/floor

		Movement outside delivery office





*

Julie was here
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Safe Systems of Work

Daily use in Delivery Offices

					







Loading nested on to RM vehicle

(For delivery into units only)
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Location

Date

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:

[J To take reasonable care for the health and safety of themselves and others who may be affected by their acts

or

omissions

[J To report defective or faulty equipment immediately.

DORC specifications:

Type: Manufacturer Model Number W/D/H Max Gross Tare Weight
Weight
High Security 19/A110 735X 850 X 250kg 59kg
1425mm
Non-High Security 19.A118 (Half Gate) 735 X 850 X 250kg 51kg (Half Gate)
19.A116/4 (Full gate) 1425mm 46kg (Full Gate)

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

Weight

The maximum weight of a:

> Bagis 11 kg

> Delivery Office Roll Container (DORC) 250kg
» Trayis 10 kg

» Pouch 16kg

Volume/Fill

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

ltems MUST NOT be stored on top of the container lid (High Security Container).
Fill: Delivery pouches, mail bags, empty bags, mail trays, parcels and packets, D2D
items.

Restraint

All loads in DORCs are secured via the attached doors.

Condition

Containers must be in a safe condition including wheels, castor brakes and restraints
working properly.

They must have no protrusions or jagged edges and be correctly assembled.

Any non-mail items must be removed from containers.

Use

To enable full utilisation of existing wheeled equipment, the DORC is to be used
ONLY as an internal delivery office mail storage solution to free up existing
equipment.

The DORC is NOT to be used to transport mail items within the delivery office or in
the network via operational mail vehicles.

Know the gross weight (load + container).

Apply castor brakes when parked. If the brake cannot be reached (e.g. when the container must be left backed
against a wall) the container can be parked without its brake applied provided there is no risk of it moving away.

Castor brakes are NOT for holding or stopping on slopes.

DO NOT leave containers unattended on slopes.

DO NQOT ride on any wheeled container.
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General:

Only use the equipment if trained to do so.

Report any defects to your manager e.g.:

I [

Sharp, jagged or pointed hazards.

Anything, which prevents proper assembly.
Anything, which prevents proper movement.
Temporary or amateur repairs.

Broken welds.

Protruding bars.

Excessive corrosion.

Damaged or missing wheels.

Missing wheel retaining nuts, pins or clips.
Poor brake operation.

Place heavier items at base of stack.

DO NOT exceed the gross weight (load + container).

For mixed loads, load trays first then bags on top.

There must be enough room to manoeuvre.

Only push one container at a time.

Keep feet clear when manoeuvring.

When turning sharp corners go to the side facing the direction you want to turn and steer the container by pulling
the sidewall.

When manoeuvring heavy loads or operating on slopes assistance may be required.

Approved Loads:

Option 1 [ Non-High Security DORC: Up to 24 full Royal Mail Letter Trays Gross weight not exceed
T High Security DORC: Up to 12 full Royal Mail Letter Trays maximum (With the lid and shelf | 250 kg
in the stored position).
Option 2 [ Non-High Security DORC: Up to 48 empty Royal Mail Letter Trays Gross weight not exceed
T High Security DORC: Up to 20 empty nested Royal Mail Letter Trays maximum (With the lid | 250 kg
and shelf in the stored position).
Option 3 Mail bags providing they are of sufficient dimensions such that they will be retained by attached Gross weight not exceed
door and container framework. 250 kg
Option 4 Loose "stackable” packet mail providing they are of sufficient dimensions such that they will be Gross weight not exceed
retained by attached door and container framework. 250 kg
Option 5 [ Non-High Security DORC: Mix of Royal Mail Letter Trays and Mail Bags with trays loaded Gross weight not exceed
first. 250 kg
High Security DORC: Mix of Royal Mail Letter Trays and Mail Bags with trays loaded first.
(maximum of 12 full trays or 20 empty trays With the lid and shelf in the stored position)
Option 6 Loose strapped bundles providing they are of sufficient dimensions such that they will be Maximum individual bundle
retained by attached door and container framework weight 6.4 kgs
Option 7 Empty Mail Bags providing they are of sufficient dimensions such that they will be retained by Gross weight not exceed
attached door and container framework 250 kg
Option 8 Mail bundles providing they are of sufficient dimensions such that they will be retained by Gross weight not exceed
attached door and container framework 250 kg
Option 9 Delivery pouches providing they are of sufficient dimensions such that they will be retained by Gross weight not exceed
attached door and container framework 250 kg
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Before use:

P1.

P1.1 Carry out a visual check of the
DORC general condition.

Are there any protruding, sharp,
jagged edges?

Has the container received any
impact damage i.e. is the frame
misshapen?

Are doors in place?

Is the base section seating
correctly?

Are there any protruding bars on
the base section?

Has the container been assembled
correctly? i.e. pins / latches / hooks
secured correctly?

P2.

P2.1 Check the operation of the
brake by applying downward
pressure.

Is the brake pedal free of faults and
damage?

Does it engage correctly?

(Note: Only front wheels are fitted
with a castor braking system)
P2.2 To ascertain that the braking
system is fully operational when
applied; gently, using minimal
effort, apply a forward force and
pulling force. If you feel resistance
then the braking system is
functioning correctly.

P3.

Testing the wheels.

P3.1 Release the brake on hoth
wheels.

P3.2 To ensure wheels are free
from damage, faults or debris; with
the brake released / disengaged,
place both hands on the side of the
container and move the container
forwards and backwards.
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Before use:
P4,

Check the condition of the
doors.

P4.1 Are the door restraining
clips in place (To be used to
secure the door in an open
position).

P4.2 Release the restraining
clip and proceed to close the
door. Check that hinges
operate correctly and the door
is not misaligned or damaged.
P4 .3 Close the door fully by
lifting the door vertically, align
the securing pins P4.4, and
proceed to lower the door until
the securing pins are inserted
fully into the receiving cylinder
P4.5.

P4.6. DORC fitted with double / | |
stable type doors, lift, align and | ¢
lower the bottom door first,
once secure, proceed to close
the upper door following the
same process. P4.7.

If during the pre-use checks the equipment is found to be faulty or damaged, you MUST
report it to your manager immediately; label / hazard mark the equipment, removed it from
service and store it in a designated and safe location.
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P5. STEP1

P5.1 From a stored condition.
P5.2 Apply the brake on both front
wheels

P6. STEP?2

P6.1 Position yourself to the front
of the container, place both hands
on the framework and proceed to
lift the DORC side section vertically
until the lower gate catch is
disengaged.

P6.2 Shows location of lower
catches.

P6.3 Using both hands open the
door

P6.4 Position the door as shown.

Pé.4: to avoid potential container
instability do not fully extend the
first side section outwards.

P6.5 Holding the first DORC side
section with your right hand;
proceed to open the second side
section with your left hand.

P6.6 Position both side sections as
shown:

P6.7 Using both hands lift the base
section vertically

P6.8 Lower the base until it rests
on the wheeled A-frame.

P6.9 Proceed to the right hand side
of the container and using both
hands, lift the side section vertically
and lower onto the base section
ensuring the retaining clips are
secured.

P6.91/P6.92

Proceed to the left hand side of the
container and using both hands, lift
the side section vertically and lower
onto the base section until the
enduring the retaining clips are
secured.

EX1 / EX2 Securing clips correctly
positioned and secured.
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P7. STEP3

[0 Stable /double door.

P7.1 To close the door, remove the
door retaining catch.

P7.2 Proceed to close the door.
P7.3 Using both hands; Initially lift
the door, align the pin to the
securing pin to the holder, then
lower the door until the securing
pin is inserted fully into the holder.
(Refer to P4.4 / P4.5).

P7.4 Ensure the securing pin is
inserted into the holder.

P7.5 Repeat the same process for
the upper door.

[1  Full length / one piece door
P7.6 In the stored position; the
door is held in position via a hook
and loop system located to the top
of the door.

P7.7. Using both hands, lift
vertically to un-hook the door
P7.8 Close the door using the
aforementioned process of lifting,
aligning the securing pins and
lowering the door until the
securing pins are inserted fully into
the holder.

Due to nip risk to fingers, extra care should be taken when assembling or disassembling the
container. When lifting sections vertically, ensure you position hands in the optimum position
i.e. applying lifting force on the hinge side of the section being handled, this will ensure the
section rises using minimum effort.








| Safe Systems of Work Delivery Office Roll Container

DOR Container Assembly: (Type 3 sided, lid, shelf + Gate, Full Security)

P8. Step 1

P5.1 From a stored condition.
P5.2 Apply the brake on both front
wheels

P6. Step 2

P8.1 Position yourself to the front
of the container, place both hands
on the framework and proceed to
lift the DORC side section vertically
until the lower catches disengage.
P8.2 Shows location of lower
catches.

P8.3 Using both hands open the
door

P8.4 Position the door as shown.

A\

P6.4: to avoid potential
container instability do not fully
extend the first side section
outwards.

P8.5 Holding the first DORC side
section with your right hand;
proceed to open the second side
section with your left hand.

P8.6 Position both side sections as
shown:

P8.7 / P8.8 / P8.9a To gain access
to the base section, the lid will
need to be raised first.

Using both hands raise the lid.
P8.9b Ensure the lid is positioned
fully back

Note: Ask for assistance if difficulty
raising the lid is experienced.

Note: Feet position, DO NOT stand
inside the A frame base.

P8.91 Using both hands lift the
base section vertically

P8.92 Lower the base until it rests
on the wheeled A-frame.

P8.93 Proceed to the right hand
side of the container and using
both hands, lift the side section
vertically and lower onto the base
section ensuring the retaining clips
are secured.








| | |
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DORC Assembly: (Type: 3 sided, lid, shelf + Gate, Full Security)

- - : i
Cont: #8 Po.os P8.95 §

P8.94 / P8.95 /P8.96

Proceed to the left hand side of the
container, using both hands, lift the
side section vertically and lower
onto the base section ensuring the
retaining clips are secured.

EX1 / EX2 Securing clips correctly

positioned and secured. e
EX2

[
E

P9 Step3
Lowering the Shelf into position:

P9.1/P9.2/P93

With the lid in the raised position
and using both hands, proceed to
initially lift the shelf section and
then lower into position.

P10 Step 4
Lowering the lid into position:

P10.1/P10.1/P10.3

Once the container is assembled,
move to the side of the container
and using both hands, proceed to
lower the lid.

Note: Ask for assistance if difficulty
lowering the lid is experienced.
P10.4

On the underside of the lid you will
find two securing hooks. As the lid
is lowered ensure that the

retaining hooks have aligned
correctly with the retaining hoops.

A When the lid is in the lowered
position there is potential for a
head strike.

To avoid this; the container can be
assembled without using the lid.
Refer to P8.9a - P8.92.

At the point the base section is
lowered the lid can then be
lowered back to the stored position.
Note: once the sides sections of the
container have been positioned and
secured then the lowering of the lid
to the stored position will not be
possible.

Warning!
Head strike risk
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DORC Assembly (Type: 3 sided, lid, shelf + Gate, Full Securlty)

P11. Step 5

Stable /double door.

P11.1 To close the door, remove
the door retaining catch.

P11.2 Proceed to close the door.
P11.3 Using both hands; Initially lift
the door, align the pin to the
securing pin to the receiving
cylinder then lower the door until
the securing pin is inserted fully.
(Refer to P4.4 / P4.5).

P11.4 Ensure the securing pin is
inserted into fully into the receiving
cylinder.

P11.5 Repeat the same process for
the upper door.

[0 Full length / one piece door
P11.6 In the stored position; the
door is held in position via a hook
and loop system located to the top
of the door.

P11.7. Using both hands, lift
vertically to un-hook the door
P171.8 Close the door using the
aforementioned process of lifting,
aligning the securing pins and
lowering the door until the
securing pins are inserted fully into
the holder.

Due to nip risk to fingers, extra care should be taken when assembling or disassembling the
DORC. When lifting sections vertically, ensure you position hands in the optimum position i.e.
applying lifting force on the hinge side of the section being handled, this will ensure the section

will rise using minimum physical force.

DORC Nesting / Storage: (Full Security / Non-Full Security)
P12. Step 6

Nesting.

P121/P12.2/P123

Once the container has been
disassembled it can be stored and
nested as shown

Apply the brake on the first container.
The container base must be raised
and latched.

DO NOT use excessive force when
nesting.

DO NOT attempt to move multiple
nested containers.
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DORC Manoeuvring: (Full Security / Non-Full Security)

P13. Step 7

Manoeuvring.

P131

[J Before manoeuvring always shut
and secure gates / doors on the
container

[0 Release the castor brakes by
foot.

[1 Move to the rear of the container
and place both hands on the side
of the framework.

[0 Check to ensure there is enough
room to manoeuvre.

' When placing the container
against a wall, e.g. on a loading
bay, It is permissible to push
from the front in order to
position the container.

[1  Only push one DORC at a time

[1 Take care when pushing as the
view may be restricted.

[0 Keep feet clear when
manoeuvring.

0 When turning sharp corners go
to the side facing the direction
you want to turn and steer the
York by pulling the sidewall.

[1  When manoeuvring heavy loads
or operating on slopes assistance
may be required.

Warning!
Hand strike risk

To avoid a potential hand strike; extra care should be taken when (1) manoeuvring the DORC
through doorways, (2) through work areas and (3) positioning the DORC against other wheeled
equipment.

[Safe Systems of Work Delivery Office Roll Container

DORC Loading: (Full Security / Non-Full Security)







Castor brakes must be applied when stationary or before loading.
Ensure shelf is raised

Ensure door is clipped backed

Place heavier items at base of stack.

DO NOT exceed the gross weight (load + container).

DO NOT load above shelf bracket height or beyond the framework.

For mixed loads, load trays first then bags on top.

o O O o o O oo oo

Push any bag necks that are protruding from the side walls into the container.
] Ensure loads do not protrude forwards and prevent doors from closing freely.

] Once the container is loaded ensure all loads are restrained by closing and securing the
gate.

] Red auto levelling or unsprung York container sleeves MUST NOT be used in conjunction
with this equipment.

Transporting Empty DORC: (Full Security / Non-Full Security)

7] Empty DORC containers can be used on any Royal Mail vehicle equipped with an approved
RM load restraint system, castor brakes must be applied. (See separate SSOW)

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

Out of service containers must be placed
Local hazards

IF IN DOUBT ASK YOUR MANAGER

Signed
Name
(CAPITALS)
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One Point Lesson

WORKING SAFELY: ONE POINT LESSON

Tive:  Avoiding trips when assembling | disassem.Ung the DOR contain cH,.u.. S.,.,l,
DON'T

P Te,.receceet::
Don't stand in the A frame when DO position JIOUrself correctll1 outside
assem.ling or disassem.ling the of the A-frame *ase when assemling or
container disassem.ling the container.
Craatad Oun: 01/12/201 1 Arsrmvad br:
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This SSOW provides sufficient INFORMATION and INSTRUCTION to control the safety risks identified
during the risk assessment. It is used by the work area manager to inform and instruct the operators
involved in the task at induction and at regular refresher events. It should always be recorded that this
information and instruction has been given. The instruction section and any associated OPL can be used
to brief operators.

Task Description

Generic task

Transportation of DORCs in Vehicles

Specific task Loading and Unloading of Vehicles with DORCs
Location of Task (work area) Regional Distribution Centres, Mail Centres and Delivery Offices
i Site Name
Generic Assessment Number Verr]'(s;on Issue Date
LOG33 1 12" June 12 As required

WHAT RISKS ARE CONTROLLED BY THIS SAFE SYSTEM OF WORK

(as identified in the risk assessment)

Adequately controlled before SSOW

Tolerable

Moderate

Musculoskeletal injury, trapping and
crushing of body parts - Nesting or
un-nesting, Pre use visual/functional
checks.

Musculoskeletal injury,
Pedestrian/Vehicle collision, Slips,
trips and falls at ground level,
striking against and trapping of body
parts - Movement of DORCs within
trailer.

Musculoskeletal injury, trapping and
crushing of body parts & Striking
against when assembling/Folding &
using Lids/Shelf,

Slips, trips and Falls - when
manoeuvring inside the trailer -
Straps not stowed correctly and
debris on trailer floor.

Musculoskeletal - strains due to
snagging of DORCs on debris or
straps not stowed correctly and
when applying load restraint straps.

Striking against- collision with
surrounding DORCs and trailer walls
etc,

Trapping or Crushing - collision with
surrounding DORCs and trailer walls
etc.

Pedestrian/Vehicle collisions - DORC
collisions with other loaders.

Striking against - when pulling on
incorrectly secured straps that come
adrift during tightening.

Cuts and Abrasions, Musculoskeletal,
Objects falling, striking against,
trapping and crushing of body parts
when using damaged or
unserviceable containers.

Collisions with vehicles on the
highway due to insecure load.

Author: Version No:

Issue Date:
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Work Equipment risks (from Vehicles
and DORC container) assessed as
tolerable against existence of
separate task assessment and SSOW
for the use of this equipment

Trapping and Crushing - trapping
fingers or hands in restraint strap
webbing or buckle/ratchet when
tightening strap assembly.

INFORMATION

(what the manager needs to know in order to manage this task safely)

Workplace

People

Work Equipment

This task is undertaken on loading
bays in RDC’s, it was assessed on the
assumption that adequate
pedestrian/vehicle segregation is in
place on loading bays
Housekeeping standards must be
employed to prevent build up of
debris which could cause slips and
trips - including a process (and
receptacles) for removing debris
from trailers

Managerial monitoring of the
workplace MUST be undertaken at
regular intervals to ensure its safe
condition is maintained

All people involved in this task must
have received basic RM induction
training and manual handling
training (which must have been
refreshed at least within the last 3
years).

Staff are fully trained on loading and
strapping.

DORC is given a visual inspection
before use, checking framework,
wheels and brakes.

Vehicles - operators must report any
damage of the shutter/barn doors, or
internal damage to floor, walls or
load restraint track.

Vehicle is free from debris and Load
restraint straps are stowed and not
left trailing on trailer floor.

INSTRUCTIONS
(How to do the task safely)

For general use, assembling and disassembling DORCs please refer to: the Delivery Office Roll Container

SSoW.

This task MUST only be carried out when using Dock Levellers, Scissor lifts or Tail lifts.

Vehicle MUST be checked to ensure it is free from debris and any load restraint straps are stowed and not

left trailing on vehicle floor.

Report any damage of the shutter/barn doors or internal damage to floor, walls or load restraint track.

Empty DORCs can be transported in box vehicles for the purpose of initial distribution between container
hubs, out to Mail Centres and Delivery Offices - Under no circumstances must these containers be
transported in Double Deck trailers.

Empty DORCs can be transported

in either assembled or nested form.

Author: Version No:

Issue Date:
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Loading Nested DORCs - DORCs can be loaded singularly in their nested form DO NOT attempt to move
multiple nested DORCs. If not already nested move the DORC into the vehicle and then disassemble
within the vehicle to make up the nested blocks.

Box Trailers - Load the first assembled DORC to the centre of the trailer against the bulkhead, place
another DORC to the left of the first one and another to the right, this will give you three assembled
DORCs centrally across the width of the trailer. Build up the nested blocks by nesting the first
disassembled containers into the three assembled containers.

Build up the nested blocks so you have 3 rows of 8 nested containers giving you a total of 27 containers,
then strap. Load a further 3 rows of 8 nested containers giving you a block of 24 containers then strap.
Repeat the process nesting another 4 blocks strapping each block as you go.

Using this load pattern 147 Nested Yorks can be transported in a box trailer.

26T & 18T Rigid Boxes - Load the first assembled DORC to the centre of the vehicle against the bulkhead,
place another DORC to the left of the first one and another to the right, this will give you three assembled
DORCs centrally across the width of the vehicle. Build up the nested blocks by nesting the first
disassembled containers into the three assembled containers.

Build up the nested blocks so you have 3 rows of 8 nested containers giving you a total of 27 containers,
then strap. Load a further 3 rows of 8 nested containers giving you a block of 24 containers then strap.
Repeat the process nesting another block then strap. Using this load pattern 75 Nested Yorks can be
transported in a 26T & 18T box rigid.

7.5T - Load the first assembled DORC to the left of the centre of the vehicle against the bulkhead, place
another DORC to the right of the first one, this will give you two assembled DORCs centrally across the
width of the vehicle. Build up the nested blocks by nesting the first disassembled containers into the two
assembled containers.

Build up the nested blocks so you have 2 rows of 4 nested containers giving you a total of 10 containers,
then strap. Load a further 2 rows of 5 nested containers giving you a block of 10 containers then strap.
Repeat the process nesting another block then strap. Using this load pattern 30 Nested DORCs can be
transported in a 7.5T box rigid.

Unloading Nested DORCs - remove & stow the load restraint strap from each block, unloading is the
reverse of the loading process. DORCs can be unloaded singularly in their nested form DO NOT attempt to
move multiple nested DORCs.

All of the above controls will. if implemented effectively, reduce the safety risks associated with this task and the
work equipment involved in it to an ACCEPTABLE level. Some risks may remain that can be reduced further by the
use of PPE or safety signs, where this is the case these are specified.
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SPECIFIC COMPETENCIES REQUIRED

(of the people involved in the task including using the work equipment involved in the task)

All person involved in this task must have received manual handling training

PROTECTIVE EQUIPMENT REQUIRED
(The right PPE to be provided and used by the people undertaking this task)

Item Ordering details Comments
Class 3 high visibility waistcoat, Normal uniform ordering
protective footwear & Gloves processes
must be worn.

SAFETY SIGNAGE REQUIRED
(The right safety signs to be provided where this task is undertaken)

[tem Ordering details Comments

ONE POINT LESSONS (OPL)
(OPL's are used to deliver safety critical messages to the people involved in this task
there should be an OPL for every significant and moderate risk identified)

Title Number Comments

Avoiding trips when OPLOOO1
assembling/disassembling DOR
container

SSOW DEPLOYMENT RECORD

Generic task

Site Name

Deployment Date

This Safe System of Work has been deployed at the site named above and a record kept of those who received the
information and instruction

Signed Date

Author: Version No: Issue Date: page 4 of 4










*



Other Information

Repair 

		The DORC must be removed from service immediately and an Out of Service label must be attached

		All faults are to be reported to Romec Via the Property & Facilities Helpdesk - 08448009191



http://iplatform.intranet.point/rmg/Services/Facilities+Management/



DODR Daily Reporting

		These containers are not to be included on any container reports
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