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Letter to Branches
	No. 428/15
	Ref:  P18/15
	Date:  29 June 2015


To:  All Branches

Dear Colleagues

Royal Mail/CWU Dog Awareness Week - Managers Guide & Support Documents 

Royal Mail have issued a Managers Guide to all Royal Mail and Parcelforce Office/Depot Managers with resource materials to support managers during 2015 Dog Awareness Week - Mon 29 June - Sat 4 July.

Royal Mail and the CWU are working together jointly on the Dog Awareness Week campaign, supported by Battersea Dogs Home, Dogs Trust, PDSA, Blue Cross, Police and the National Dog Wardens Association. These organisations, if requested, will send a speaker along to a Delivery Office, where available, to speak to staff and give valuable expert advice on dog behaviour.

1. The aim of Dog Awareness Week and the supporting materials are:-

· Identify dog hazards! - capture them in the Walk Log.

· Be Aware and be vigilant - raise awareness with customers/dog owners.

· Take no risks - Do not put yourself at any risk - report all dog hazards to the manager.

2. Dog Awareness Week local activities organised by the Office Manager are:-

· Monday 29th June – Monday’s Message:
· Internal and External Posters to be displayed. Staff will be asked to take out copies to relevant locations such as Doctor's Surgeries, Hospitals, Medical Centres, Vets, Schools, Community Centres etc. 

· A Special Edition Courier Newsflash will be distributed to all staff.

· Tuesday 30th June - Tuesday’s Message: 
· A WTLL Staff Briefing will take place to cover the reasons for accurate information in the delivery walk logs and consequences of dog attacks. 

· A Staff Handout will be distributed on identifying dog hazards and ensuring remedial action is taken, updating WRAP, Zero Tolerance to taking risks and Safety Tips and FAQs. 

· A Huddle Staff Briefing on using a 'Posting Peg’ to avoid Letter Box Dog Bites.

· If Time allows Staff to watch a Video "Avoiding Dog Attacks".

· Wednesday 1st July - Wednesday’s Message: 
· Managers to familiarise themselves with the new Dog Attack Report Form which is part of the new RMG Dog Attack Risk Management Standard.

· Thursday 2nd July - Thursday’s Message: 
· Managers to review the safety standards to determine the best way to deal with dog hazards identified by staff with the dog risk assessment controls.
· Managers to familiarise themselves with and apply the new 'Stay Safe' Dog Attack Risk Control Matrix  which is part of the new RMG Dog Attack Risk Management Standard.

· Friday 3rd July - Friday’s Message: 
· Managers to thank staff for playing their part in the dog awareness week. Let them know how many additional hazards have been raised and details of any actions taken.

· Managers to Send model letter to any staff member who agreed to be interviewed by the press to help raise the profile of the week.

· Managers to feedback to the DSM and Safety Team on what went well and with any improvement ideas  

· Saturday 4th July – Saturday’s Message:

· Brief staff on any dog attacks that have happened during the week and or learning points from the most recent incidents.

Attached are copies of the Managers Guide Documents for Area Safety Reps and Workplace Safety Reps Information:-

· Managers Information/Briefing Sheet.

· Dog Bites Through The Letterbox - Posting Peg Huddle/Briefing.

· 'Stay Safe' - Dog Risk Assessment Control Matrix.

· 'Safety Huddle' Thank You and Recap on Guidance and Key Messages/Learning Points 

· Model letter to Dog Attack Victims who agreed to take part dog awareness week as a Case Study and talk about their experiences and allow RM/CWU to feature the Case in the press and media.

Remember:-  It doesn’t stop here this week! - Over the next 6-8 weeks Postmen and Women are at their greatest risk of being attacked by a dog! - Don’t let it Be You!

Yours sincerely
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Dave Joyce
National Health, Safety & Environment Officer
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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:  Dave Ward  
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Dear 

I am writing to you to express my thanks for your agreement to take part in our recent dog awareness week.  Without people like you who were prepared to talk about their experiences and allow us to feature your cases in the press we would not have been able to make the week such a success.

We got a lot of media interest. We are hoping that the campaign will lead to a reduction in the number of dog attacks in the summer period so thank you again for your agreement to taking part in this year’s event.


Regards
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StaySafe                  Dog Attack Risk Assessment Control Matrix (Appendix 4)          v 1.5 February 2014  
  
Risk Factor Low Control Medium Control High Control 
Dog(s) under 
control on  
premises or 
adjacent 
premises 


Dog(s) kept 
locked 
inside a 
secure 
building no 
history of 
aggression 


Monitor 
situation 


Dog(s) 
restrained 
outside 
building no 
history of 
aggression 


Monitor situation Dog(s) kept inside 
secure building or 
restrained outside 
but acting 
aggressively 
towards delivery/ 
collection staff 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Inform reserve staff 
• Dog advisory letter to customer 
• Monitor situation 


Dog(s) loose 
on premises 
or adjacent 
premises or 
street outside 
premises 


Dog(s) loose 
in garden 
but 
restrained in 
secure area 
of the 
garden 


Monitor 
situation 


Dog(s) loose 
and/or 
jumping up at  
delivery/ 
collection staff 
but no 
aggressive 
behaviour 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Delivery/collection at employee 
discretion 


• Inform reserve staff 
• Dog advisory letter to customer 
• Monitor situation 


Dog(s) loose and  
exhibiting 
aggressive 
behaviour towards 
delivery/collection 
staff, other 
animals and other 
people 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Consider suspension procedure 
• USO letter to customer & neighbours 


where appropriate 
• Inform reserve staff 
• Contact dog warden 
• Resume delivery when under control 


Dog(s) loose 
on the street 
(owner 
unknown) 


Dog(s) loose 
on street 
not posing 
danger and 
no history of 
aggression 


Monitor 
situation 


Dog(s) loose 
on street 
barking at 
delivery/ 
collection staff 
but no 
aggressive 
behaviour 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Delivery/collection at employee 
discretion 


• Inform reserve staff 
• Contact dog warden 
• Monitor situation 


Dog(s) loose on 
street exhibiting 
challenging 
behaviour towards 
delivery/ collection 
staff 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Consider suspension procedure 
• USO letter to customers in 


neighbouring houses if necessary 
• Inform reserve staff 
• Contact dog warden 
• Contact police 


Dog attack 
from inside 
house or 
building 


Treat as 
high risk 


Treat as high 
risk 


Treat as high 
risk 


Treat as high risk Dog(s) from within 
a house or building 
attacks post 
person attempting 
delivery 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Suspend delivery  
• USO Suspension letter to customer & 


neighbours where appropriate 
• Inform reserve staff 
• Contact dog warden 
• Contact police 







Risk Factor Low Control Medium Control High Control 
Dog attack on 
customer 
land 


Treat as 
high risk 


Treat as high 
risk 


Treat as high 
risk 


Treat as high risk Dog(s) on 
customers land 
attacks post 
person attempting 
delivery 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Suspend deliveries 
• USO Suspension letter to customer 


(& neighbours where necessary) 
• Inform reserve staff 
• Contact dog warden 
• Contact police 


Dog attack on 
the street 
(owner 
unknown) 


Treat as 
high risk 


Treat as high 
risk 


Treat as high 
risk 


Treat as high risk  Stray dog(s) on the 
street attacks post 
person attempting 
delivery 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Suspend deliveries if necessary 
• USO Suspension letter to customers 


in neighbouring houses if necessary 
• Inform reserve staff 
• Contact dog warden 
• Contact police 
• Consider doubling up the walk or 


using vans 
Dog issues at 
letterbox 


Dog barking 
on other 
side of letter 
box 


• Add to 
WPQ, 
WRAP, 
walk log, 
dog hazard 
list and 
take out 
summary 


• Employee 
posting peg 
mandatory 


Dog attacking 
letters posted 
through 
letterbox 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Employee posting peg mandatory 
Dog advisory letter to customer 


• If posting peg unavailable delivery/ 
collection at employee discretion  


• Monitor situation 


Dog bite to fingers 
when letters 
posted through 
letterbox 


• Add to WPQ, WRAP, walk log, dog 
hazard list and take out summary 


• Refresher training for employee who 
put fingers through letter box, failing 
to follow SSOW  


• Employee posting peg mandatory 
• Advisory letter to customer 
• If posting peg unavailable delivery/ 


collection at employee discretion  
• Monitor situation 
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What Can you  


 
 
THANK YOU – BUT THIS IS ONLY THE BEGINNING 


 


 


Can I take this opportunity to say a huge thank you for your support of this 
week’s national Dog Awareness Campaign. 
 
It doesn’t stop here - over the next 6-8 weeks YOU are at greatest risk of being 
attacked by a dog!  
 
Don’t let this be you……. 
 


 
 


Follow the guidance that we discussed 
 


1.Record all your dangerous dogs on your route on WRAP  
2.Never put your fingers through a letterbox - use a posting 
peg 
3. Rattle the gate when you enter a property 
4. When knocking on a door take 5 steps back. Never accept 
a dog owner’s assurances that their dog won’t harm you – ask 
them to restrain it  
5. Use your pouch or trolley as a barrier between you and a 
dog 
6. Write the letter ‘D’ in the top right hand corner of the first 
letter for a property where you know there is a dog hazard 
The number 


Safety Huddle 
Audience: Delivery and Collection colleagues   4th July 2014
 
Audience:  Delivery & Collection Staff     
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Dear Delivery Office Manager,


As you know with an improvement of the weather the risk of a dog attack is significantly increased.  So for the 3rd year we are running a dog awareness week from 29th June -4th July. 

This year we want to ensure that our people are all aware of the dangers, identify dog hazards and ensure reasonable steps are taken to remain safe over the summer months.




For these numbers to decrease, we need your support.

On Tuesday 30th June we are requesting that you use the content on demand system to play a copy of the Avoiding Dog attacks film.  This film gives examples of scenarios that postman can find themselves in and offers hints and tips from a behaviour specialist to help you to avoid attacks.


You may wish to prepare by checking the number of attacks in your unit over the last year or comment on the learning from a recent dog attack or what was done by a customer following a hazard being highlighted.


Awareness Campaign 

Our campaign this year has a number of activities including:

· The opportunity for ALL KNOWN DOG HAZARDS to be communicated, updated onto WRAP and into frame walk logs


· Delivery of key operational messages to ensure dog control processes are followed every day 

· Implementation of key management control process to support delivery of the key messages


· Education with regards to the capabilities of dogs and why they react as they do.

· Reminders of our responsibilities when it comes to Health & Safety – for individuals & management

After watching the film prompt some debate.

· Stress the need to report all dog hazards to your manager

· Highlight the increased risk when you knock postman knock on the door to deliver a packet

· The number of dogs in the UK is increasing

· Saturdays and School holidays present a greater risk of attack because of the increased chance that children will be at home and answer the door.

Frequently Asked Questions and Answers

Why are we running dog awareness week?


There are two main reasons for this 1-To ensure that all our frontline understand that they are at a higher risk from dog attacks at this time of year. 2- To raise the profile of dog attacks with our customers to encourage them to make a difference.  This is through an extensive media campaign supported by the CWU and a number of animal charities and organisations including Battersea Dogs and Cats Home, Dogs Trust and the National Dog Wardens Association, postcards to customers, and engagement with politicians across the UK.


What happens if a dog is blocking the delivery point of a property?


Do not deliver, bring the mail back to the office and inform your manager of the circumstances.


Where can I get a posting peg from?

Speak to your manager and we can provide one to you or order one from SAP via our approved purchase supplier.


What about the postman in the SPDO where can they watch the film there is no screen there?

There is a link to the film on the dog awareness web site.  This means that a manager can take their lap top to the SPDO and the film can be watched via that.  It could be downloaded prior to the visit to make sure that there are no issues with a connection at the site.


Managers


Many Thanks for your continued support


Regional Safety Health & Environment Team

32%�of the total year dog attacks took place in June, July & August







150�of these accidents resulted in injuries severe enough to require time off work







Last year 2,967�of our postmen and women were attacked by dogs 











		]





		Royal Mail is a trading name of Royal Mail Group Ltd. Registered number 4138203. Registered in England and Wales. Registered office: 100 Victoria Embankment, London, EC4Y 0HQ


© Royal Mail Group Ltd 2009– Page 2 of 2








_1497085905.doc
		b
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HuddleWork T
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		Dog bites at the letter box

		1/07/2015



		







		Key messages 



		Employees still place fingers inside the box aperture and we continue to suffer accidents due to dogs on the inside of the door or due to sharp or defective letterbox apertures.  In some cases this has led to amputation.

Remember: it’s everyone’s’ responsibility to keep themselves and their colleagues safe and to use equipment provided for safety reasons in accordance with the specified safe system of work.  Please use your posting peg.  Let me know if you need a peg








		What you need to do 



		Summary


·  Always use the Posting Peg where you KNOW there is a dog or dangerous letterbox


· Report any route hazards, so that walk logs can be updated and colleagues can be warned.


· If you are new, have been on leave or not performed the walk for some time, check the walk log for any new hazards, including dogs


· Report any near misses to your line manager – this could help prevent a future accident.
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HOW IS THE TOOL USED ?


1. Insert the mail item into the slot at the “open” end of the Peg.


2. Carefully lift the letterbox flap avoiding placing fingers in the aperture


3. With mail item clasped in the Peg, insert it into the letterbox


4. Once inside the box, twist the Peg 90 degrees and withdraw it – the mail item should catch against the inside of the box / door and become detached from the Peg.


5. If the peg should not retract, leave it and report the loss to your manager.


USE THE POSTING PEG TO AVOID FINGERS IN LETTERBOXES & PREVENT SERIOUS INJURY                            







		Your Safety, Your Health, Your Environment, Our Focus

For more information please speak to your manager








