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OHS Alert 
Earlier this week a staff member was injured while emptying an external mailbag.

A full investigation will be conducted to establish if there is any way that a recurrence of the incident can be prevented. 

Until the results of the investigation are determined all staff are requested to follow safe work procedures and exercise reasonable care when emptying, carrying or filling external mailbags. 
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External Mailbags

External mailbags have been designed using ergonomic principles to ensure safe use.  The shoulder strap ensures that weight is evenly distributed and thus minimises body stressing. Staff are expected to use the shoulder strap when transporting mailbags from one location to another.
Safe Work Procedure for Emptying External Mailbags
1. Remove mail bag from storage hook.
2. Place one hand on the base of the mailbag and the other hand at the opening.

3. Tip bag and empty contents on to a table or other firm surface ( approximately 720mm height).
4. Shake bag while it is in the downward position.

5. While bag is still facing downwards reach one hand up into the pockets to check they are empty.

6. Return mailbag to storage hook.

Safe Work Procedure for Filling External Bags

1. Mailbags should be filled while hung vertically on their storage hooks.
2. Overseas mail should be placed in the outside pocket labelled overseas. 

3. Local mail for Armidale and UNE should be placed in the outside pocket labelled 2350 – 2351.
4. All other mail and large packets must be placed in the central bag section.
5. Mailbags should not be overfilled.  External Mailbags have been designed for a maximum weight of 16 kg.
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