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Highfield Level 2 Certificate for Supply Chain Warehouse Operatives (RQF)
Introduction

This qualification specification is designed to outline all you need to know to offer this qualification at your
centre. If you have any further questions, please contact your account manager

Qualification regulation and support
The Highfield Level 2 Certificate for Supply Chain Warehouse Operatives (RQF) has been developed and is
awarded by Highfield Qualifications and sits on the Regulated Qualifications Framework (RQF). The RQF is a
qualification framework regulated by Ofqual. It is also regulated by Qualifications Wales.

Key facts
Qualification number:

603/4307/2

Learning aim reference:

60343072

Credit value:

17

Assessment method:

Portfolio of Evidence

Guided learning hours (GLH):

120

Total qualification time (TQT):

170

Qualification overview and objective
This qualification has been developed to support learners completing the Warehouse Operative
Apprenticeship standard and can be used to assess their readiness for end-point assessment. It covers the
knowledge, skills and behaviours pass criteria of the standard, as described in the relevant Assessment Plan
ST0259/AP02. It does not cover any distinction criteria that may be part of the Assessment Plan. This
qualification will provide learners with the skills, knowledge and understanding required to work within the
logistics sector as a Warehouse Operative.
It is also designed as a stand-alone qualification for those learners wishing to gain a nationally recognised
qualification as a Warehouse Operative.
The objective of this qualification is to support a role within the workplace in a warehouse environment,
giving learners the opportunity to learn and evidence their knowledge and competency either as part of an
apprenticeship or as a stand-alone qualification.
This qualification provides learners with the knowledge, understanding and skills within a warehousing
environment, such as:
•
•
•
•

The safe use of equipment, vehicles and machinery
Working in accordance with warehousing systems and processes
An awareness of the supply chain industry and their own organisation
Building Relationships
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Entry requirements
To register on to this qualification, learners are required to meet the following entry requirements:
• Be 16 years of age or above
• Have a minimum of level 1 in literacy and numeracy or equivalent

Centre requirements
There are no specific requirements for the centre as long as each learner’s workplace is suitably equipped for
the chosen units to be delivered and assessed.

Guidance on delivery
The total qualification time for this qualification is 170 and 120 of this are recommended as guided learning
hours.
TQT is an estimate of the total number of hours it would take an average learner to achieve and
demonstrate the necessary level of attainment to be awarded with a qualification, both under direct
supervision (forming guided learning hours) and without supervision (all other time). TQT and GLH values
are advisory and assigned to a qualification as guidance.

Guidance on assessment
The qualification is a combined knowledge and competence qualification. It is assessed through the
completion of a portfolio of evidence which uses both knowledge and practical assessments. This must be
internally assessed and quality assured by the centre. A portfolio of evidence gives centres flexibility in how
individual assessment criteria are assessed. Additional guidance is included at the bottom of each unit
suggesting how assessment criteria can be assessed.
Learners must achieve all of the pass criteria across all units, in order to be awarded a Pass. Examples of
evidence for the portfolio could include:
Knowledge criteria:
•
•
•
•
•

worksheets
record of oral and written questioning
assignments/projects/reports
candidate and peer reports
record of Practical Assessment

Skills and behaviour criteria:
•
•
•
•

assessor observation – completed observational checklists
witness testimony
record of Practical Assessment
candidate and peer reports

Assessors can use other methods of assessment as long as they are valid and reliable
Centres must take all reasonable steps to avoid any part of the assessment of a learner (including any
internal quality assurance and invigilation) being undertaken by any person who has a personal interest in
the result of the assessment.
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Guidance on quality assurance
Highfield Qualifications requires centres to have in place a robust mechanism for internal quality assurance.
Internal quality assurance must be completed by an appropriately qualified person and that person must
not have been involved in any aspect of the delivery or assessment of the course they are quality assuring.
Highfield Qualifications will support centres by conducting ongoing engagements to ensure and verify the
effective and efficient delivery of the qualification.

Recognition of prior learning (RPL)
Centres may apply to use recognition of prior learning or prior achievement to reduce the amount of time
spent in preparing a learner for assessment. For further information on how centres can apply to use RPL as
described above, please refer to the Recognition of Prior Learning (RPL) Policy in the members’ area of the
Highfield Qualifications’ website. This policy should be read in conjunction with this specification and all
other relevant Highfield Qualifications documentation.

Assessor requirements
Highfield Qualifications requires nominated assessors for this qualification to meet the following:
•

Where the candidate uses equipment that requires specific training, or a ‘licence’ (certificate), for
example lift trucks, assessors must have undertaken the specific training, or hold the ‘licence’ for the type
of equipment on which the assessment is to take place*.

*Where the assessor has not undertaken the specific training or does not hold the ‘licence’ for the type of
equipment on which the assessment is to take place, the testimony of an expert witness should be sought.
An expert witness must be someone who is both competent on the type of equipment and is working
sufficiently closely with the candidate to be able to comment on their operating ability. Competence may be
demonstrated by the achievement of a ‘licence’ or evidence of specific training. The expert witness is not
consulted as a professional assessor, but as someone who is expert in the use of the type of equipment being
used.
Highfield Qualifications strongly recommends nominated assessors for this qualification to meet the
following:
•
•

•

Have current, relevant occupational expertise, knowledge and competency in the occupational area
they are assessing that has been gained through ‘hands-on’ experience in the industry and relevant
qualifications
Hold or be working towards a recognised assessing qualification, which could include any of the
following:
o Level 3 Award in Assessing Competence in the Work Environment
o Level 3 Award or Certificate in Assessing Vocational Achievement
o A1 Assess Learner Performance Using a Range of Methods
o D32 Assess Learner Performance and D33 Assess Learner Using Different Sources of Evidence
Maintain appropriate continued professional development (CPD) for the subject area.
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Internal quality assurance (IQA) requirements
Highfield Qualifications requires internal quality assurers (IQAs) for this qualification to meet the following:
•

•
•
•

Hold or be working towards a recognised IQA qualification which could include any of the following:
o Highfield Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice;
o Highfield Level 4 Certificate in Leading the Internal Quality Assurance of Assessment Processes
and Practice;
o V1, D34 or recognised equivalencies;
Must have sufficient and relevant technical/occupational familiarity with the units that are to be
verified;
Must understand Highfield Qualifications quality assurance systems and requirements for this
qualification;
Maintain appropriate CPD for the subject area.

Countersigning strategy
While it is a minimum requirement for centres to have the appropriately qualified workforce in place, it is
understood that centres may have new personnel who are working towards those requirements. During this
period, centres are required to have a robust countersigning strategy in place that supports and validates
unqualified assessment/quality assurance decisions, until the point where they meet the requirements as
detailed above.

Reasonable adjustments and special considerations
Highfield Qualifications has measures in place for learners who require additional support. Please refer to
Highfield Qualifications Reasonable Adjustments Policy for further information/guidance.

ID requirements
It is the responsibility of the centre to have systems in place to ensure that the person taking an assessment
is indeed the person they are claiming to be. All centres are therefore required to ensure that each learner’s
identification is checked before they undertake the assessment. Highfield Qualifications recommends the
following as proof of a learner’s identity:
•
•
•
•

a valid passport (any nationality)
a signed UK photocard driving licence
a valid warrant card issued by HM forces or the police
another photographic ID card, e.g. employee ID card, student ID card or travel card

If a learner is unable to produce any of the forms of photographic identification listed above, a centre may
accept another form of identification containing a signature, for example, a credit card. Identification by a
third-party representative, such as a line manager, human resources manager or invigilator, will also be
accepted.
For more information on learner ID requirements, please refer to Highfield Qualifications’ Core Manual.
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Progression opportunities
On successful completion of this qualification, learners may wish to continue their development by
undertaking one of the following qualifications:
•
•
•
•
•
•
•

Highfield Level 2 Certificate for Supply Chain Operators (RQF)
Highfield Level 2 Certificate in Warehousing and Storage (RQF)
Highfield Level 2 Certificate in Warehousing and Storage Principles (RQF)
Highfield Level 3 Diploma in Warehousing and Storage (RQF)
Highfield Level 2 Award in Land-Based Forklift Truck Operations (RQF)
Highfield Level 2 Certificate in Driving Goods Vehicles (RQF)
Highfield Level 3 Diploma in Driving Goods Vehicles (RQF)

Useful websites
•
•
•
•

Skills for Logistics: www.skillsforlogistics.org;
The Institute of the Motor Industry: www.theimi.org.uk
Road Haulage Association: www.rha.uk.net
Freight Transport Association: www.fta.co.uk

Additional Support/Training
The National Counter Terrorism Security Office (NaCTSO) is a police unit that works alongside the
Home Office to support the ‘protect and prepare’ areas of the government’s counterterrorism
strategy. One of their aims is to encourage the public to recognise and report suspicious activity and
behaviour. You can find information, advice and guidance on recognising, acting on and reporting
suspicious behaviour on the following website:
https://www.gov.uk/government/organisations/national-counter-terrorism-security-office
As an apprentice, you can access the free NaCTSO Action Counters Terrorism (ACT) Awareness elearning course. This award-winning and invaluable training tool will help you to understand your role
in recognising and reporting suspected terrorism and what to do in the event of a terrorist attack.
To access the course:
• follow the link: http://ct.highfieldelearning.com/org/TheHighfieldGroup
• answer the questions
• click start
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Appendix 1: Qualification structure
To complete the Highfield Level 2 Certificate for Supply Chain Warehouse Operatives (RQF), learners must
complete the following:
•

all units contained within the mandatory group

Mandatory group
Learners must achieve all units in this group
Unit reference Unit title

Level

GLH

Credit

K/617/5243

Safe use of Equipment, vehicles and machinery

2

30

4

M/617/5244

Environmental Management

2

20

3

T/617/5245

Working in accordance with warehousing systems and processes

2

30

4

A/617/5246

Awareness of the supply chain industry and own organisation

2

20

3

F/617/5247

Building Relationships

2

20

3
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Appendix 2: Qualification content

Unit 1: Safe use of Equipment, vehicles and machinery
Unit number: K/617/5243

Credit: 4

GLH: 30

Learning Outcomes
K1: Safe and controlled driving and/or operating techniques
relating to materials handling equipment (MHE)

K3: Safe use of equipment and machinery

S1: Be able to operate material handling equipment (MHE) safely
and efficiently

Level: 2

Assessment criteria
K1.1: Describe the safe operation of materials handling equipment to set standards
K1.2: Explain health and safety practices used in a warehousing environment
K1.3: Identify where to find instructions and guidance on the operation of Materials Handling
Equipment (MHE)
K3.1: Describe the types of equipment that can be used
K3.2: Explain the consequences of incorrect use of equipment and machinery
K3.3: Identify the types of issues that can occur with equipment and machinery
K3.4: Identify how to deal with identified issues with equipment and machinery
S1.1: Operate materials handling equipment (MHE) in line with organisational procedures.
S1.2: Manoeuvre a vehicle in restricted space
S1.3: Use the vehicle safely
S1.4: Operate a vehicle to organisational procedures

S2: Use and position vehicle fitted equipment

S2.1: Use and position vehicle fitted equipment safely

S5: Safely and efficiently load and unload items

S5.1: Select the most appropriate piece of materials handling equipment (MHE) for the task
S5.2: Use MHE to safely load and unload items.
S5.3: Ensure items are safely and efficiently packed.

S7: Use correct equipment and procedures to record receiving or
stowing goods

S7.1: Use the correct equipment and procedures required to record receiving or stowing goods
specific to the situation

Amplification: This section provides further information of terms highlighted within the assessment criteria.
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Standards: Legislation, Government regulation, Supply chain industry regulation, company expectations
Material Handling Equipment (MHE): Counterbalance/reach trucks, powered pallet trucks, ride on pallet trucks, order pickers, narrow aisle pickers, mobile elevated
work platforms, high reach, powered pallet truck, man up trucks, roller conveyor systems, automatic goods banding systems, shrink-wrap/stretch-wrap systems, kick
steps, airport ladders cages.
Vehicle: Counterbalance/reach trucks, powered pallet trucks, ride on pallet trucks, pump trucks, order pickers, cherry pickers, narrow aisle pickers, mobile elevated
work platforms, high reach, powered pallet truck, man up trucks, scissor lifts, sack trucks, trolleys, etc.
Vehicle fitted equipment: Mirrors, GPS, Horns, Seatbelts, safety equipment e.g. crush bars.
Load/unload onto: Vehicles, Buildings, Containers, Lift vans, Crates/boxes, bags, metal post pallets, stillages.
Further Assessment Guidance: This section provides information on content which should be included within the assessment of specific criteria
K1.1: Describe the safe operation of materials handling equipment to set standards: Material handling / Engineering systems / Transportation / Storage and handling
K1.2: Explain the health and safety practices used in a warehousing environment: Working at height / risk assessment / Visual checks of work equipment
K3.2: Explain the consequences of incorrect use of equipment and machinery: Legal / Moral / Financial / Safety / Effectiveness
K3.3: Identify the types of issues that can occur with equipment and machinery: Faults / Maintenance / Technical
S1.3: Use the vehicle safely: Ensure the vehicle is suitable for the task / Ensure the vehicle is in good repair / Check and position any vehicle fitted equipment (if
appropriate)
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Unit 2: Environmental Management
Unit number: M/617/5244

Credit: 3

GLH: 20

Learning Outcomes

Level: 2

Assessment criteria

K2: The environmental impact of the industry and how it can be
minimised

K2.1: Explain the importance of maintaining a high level of housekeeping
K2.2: Identify the importance of managing waste effectively
K2.3: Explain how to use packaging materials effectively
K2.4: Explain the importance of using the correct form of packaging materials and wrapping
K2.5: Identify the environmental consequences of disposing of waste incorrectly
K2.6: Identify ways to minimise the effect their work and their industry has on the environment

S4: Manage waste effectively

S4.1: Manage waste effectively to minimise the effect of work activities on the environment
S4.2: Maintain a high level of housekeeping

S6: Select, prepare and use most appropriate packaging materials

S6.1: Select the most suitable packaging materials
S6.2: Prepare and use packaging materials efficiently

Amplification: This section provides further information of terms highlighted within the assessment criteria.
Housekeeping: keeping the working environment tidy to avoid accidents and to reduce waste and pests (rats etc.)
Effectively: to reduce waste and costs, consequences of not using or disposing of these correctly, re-usable/recyclable items
Packaging materials: cardboard/paper, metal, plastic, glass, foam, shrink-wrap, stretch-wrap, etc.

Further Assessment Guidance: This section provides information on content which should be included within the assessment of specific criteria.
K2.3: Explain how to use packing materials effectively: Plastic / Metal / Paper / Cardboard / Glass / Foam
S6.1: Select the most suitable packaging materials: To ensure minimal waste / To reduce cost / Minimising environmental impact
S6.2: Prepare and use packaging materials efficiently: To ensure minimal waste / To reduce cost / Minimising environmental impact
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Unit 3: Working in accordance with warehousing systems and processes
Unit number: T/617/5245

Credit: 4

GLH: 30

Learning Outcomes

Level: 2

Assessment criteria

K4:

How to use warehouse systems and processes relating to
packaging, moving and receiving stock

K4.1: Explain how to use warehouse systems and processes to provide an efficient and effective
service to customers.
K4.2: Explain the purpose of an effective Stock control system.
K4.3: Explain the need for recording received and stowing stock.
K4.4: Explain the need to produce recording paperwork to ensure the safe handling of stock.
K4.5: Identify methods and modes of transport.
K4.6: Identify where to find instructions/guidance.

K5:

How to use relevant IT, technology and systems

K5.1: Describe how I.T applications are used to ensure efficient processing of goods in a
Warehousing environment.
K5.2: Explain the use of other types of technology used in a Warehousing environment.

K10: Proposed and actual changes to systems, processes and
technology

K10.1: Identify how to keep up to date with any changes in the systems, processes and technology
that affect their role.

S3:

Safely and efficiently move, handle, pack and unpack
different items

S3.1: Inspect the type, condition and quantity of the goods being received, stored or dispatched.
S3.2: Move, handle, pack and unpack items.
S3.3: Work individually and in a team to safely move and handle objects.
S3.4: Check for damaged or missing items.
S3.5: Ensure items are assembled and disassembled as appropriate.
S3.6: Assemble the order with the correct type and quantity of goods ready for dispatch, in
accordance with the information obtained.

S8:

Use IT systems and other relevant technology and systems

S8.1: Demonstrate the safe and efficient processing of goods using IT applications and systems.
S8.2: Record receiving and stowing stock using suitable equipment.
S8.3: Produce recording paperwork.
S8.4: Update stock control records accurately.

Highfield Level 2 Certificate for Supply Chain Warehouse Operatives (RQF)

12

Amplification: This section provides further information of terms highlighted within the assessment criteria.
Applications/systems: Warehousing management, Data capture, Radio system, Barcoding systems
Move, handle, pack and unpack: manually and using equipment such as MHE, vehicle and delivery systems.
Suitable: consider items being moved and their start and end points, storage facilities, environmental requirements e.g. cold store, dry store.
Recording: labels or paperwork (including load container lists) using equipment such as HH scanners, barcodes

Further Assessment Guidance: This section provides information on content which should be included within the assessment of specific criteria.
K4.1: Explain how to use warehouse systems and processes to provide an efficient and effective service to customers: Recording Paperwork / Receiving / Stowing
/ Checking Availability / Safe and Secure Packing / Labelling / Dispatching
S3.2: Move, handle, pack and unpack items, in line with: Compliance Rules; Regulations; and Processes
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Unit 4: Awareness of the supply chain industry and own organisation
Unit number: A/617/5246

Credit: 3

GLH: 20

Learning Outcomes

Level: 2

Assessment criteria

K6:

Relevant regulation and legislation governing the Supply
Chain Industry

K6.1: Identify relevant and current legislation relating to the sector, organisation and own role.
K6.2: Outline how the industry is governed.
K6.3: Identify how industry governance effects own role.
K6.4: Explain the consequences of not following legal guidelines.
K6.5: Identify how proposed and actual changes can affect own role.
K6.6: Explain how to keep updated with changes affecting own role.

K7:

The structure of the industry

K7.1: Describe methods and modes of transport.
K7.2: Describe the key roles available in the sector.
K7.3: Identify those roles that match own career aspirations.
K7.4: Explain the benefits to an individual of knowing how their role fits within the team and
organisation.
K7.5: Explain how your role can affect your health.
K7.6: Identify the level of fitness required for your role.

K9:

The vision, objectives and brand of the organisation

K9.1: Identify vision, brand and objectives of own organisation.
K9.2: Identify potential threats to your organisational reputation.
K9.3: Explain the importance of reputation and what can affect it.
K9.4: Explain how your own performance can impact others.
K9.5: Explain the importance of feedback to improve work performance.
K9.6: Explain how to identify learning needs and the opportunities for learning that are available.

Amplification: This section provides further information of terms highlighted within the assessment criteria.
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Industry: supply chain and their own sector/company
Governed/governance: provides rules which must be followed, by legislation, by regulation either by government or industry, by the company or a third party and
where required, by international regulation or legislation.
Methods: how it is transported, off and site, within own warehouse, between departments;
Modes: the vehicle used to transport
Reputation: how the company is seen by other companies, customers etc. How your own role is seen by others
Impact: how you can contribute to organisation success, Support others positively or negatively, i.e. condition of goods, timeliness of deliveries,
Changes: things that could affect: systems, processes, technology used in the industry, roles and responsibilities
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Unit 5: Building relationships
Unit number: F/617/5247

Credit: 3

GLH: 20

Learning Outcomes

Level: 2

Assessment criteria

K8:

The importance of delivering excellent customer service

K8.1: Outline organisational policy for effective communication.
K8.2: Describe the key elements of effective communication.
K8.3: Describe different methods of communication and when to use them.
K8.4: Explain the benefits of using feedback to develop and improve communication skills.
K8.5: Explain the importance of delivering excellent customer service.
K8.6: Describe how to respond to customer needs.
K8.7: Explain the importance of balancing promises made to customers with the needs of an
organisation.
K8.8: Identify when and to whom to escalate problems.

B1:

Communicate effectively with customers and colleagues

B1.1: Communicate effectively in the workplace.
B1.2: Respond to customer needs and expectations.

B2:

Work effectively in a warehousing team

B2.1: Work effectively in a team to meet customer needs.

B3:

Demonstrate integrity, credibility, positivity and honesty

B3.1: Respond to potential threats of organisational reputation.
B3.2: Promote the values of the organisation.
B3.3: Maintain confidentiality when communicating with customers.

Further Assessment Guidance: This section provides information on content which should be included within the assessment of specific criteria.
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K8.1: Outline organisational policy for effective communication, with: Colleagues; and Customers
K8.2: Describe the key elements of effective communication: The importance of communicating in an efficient and courteous manner / The importance of following
organisational guidelines for communication / With colleagues and customers
B1.1: Communicate effectively in the workplace, with: Customers; enquiries and complaints / Colleagues
B2.1: Work effectively in a team to meet customer needs: Under normal working conditions / When meeting deadlines / When under other pressures
K8.7: Explain the importance of delivering excellent customer service: Identifying needs / Responding appropriately following organisation procedures / loyalty /
repeat business
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Appendix 3: Sample Assessment Material
The following pages include sample paperwork which can be used for setting and recording actions and
tracking progress and can be found in the qualification assessment pack.
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