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Highfield Level 1 Certificate in an Introduction to Warehousing (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 1 Certificate in an Introduction to Warehousing (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 and CCEA Regulation. It is also regulated by 
Qualifications Wales.  

Key facts 

Qualification Number:   

Learning Aim Reference:  

Credit Value: 13 

Assessment Method: Portfolio of evidence  

Total Qualification Time (TQT): 128 

Guided Learning Hours (GLH): 104 
 

 

Qualification overview and objective 

The objective of this qualification is to prepare learners for work, prior to obtaining a job within the 
warehousing industry. It also provides learners with an opportunity to progress to a qualification in 
the same subject area but at a higher level or where more specific knowledge, skills and understanding 
is required. This is a knowledge only qualification which can be used to prepare learners to enter 
employment within a warehousing and storage environment. 
 
This qualification is aimed at individuals who are interested in working within the logistics sectors, in 
particular, a warehousing and storage environment. It includes the following knowledge-based 
learning outcomes for example: 

1. Know about the different careers and different types of organisation in the warehousing 
industry 

2. Know the different job roles available within the warehousing industry 
3. Know the different functions of the warehousing industry 
4. Know the different job roles available within the warehousing industry 
5. Know the digital skills required to work effectively in the warehousing industry 

Entry requirements 

There are no prerequisites for this qualification, however, it is recommended that learners have a 
minimum of entry-level 3 in literacy or equivalent. 
 
This qualification is suitable for learners aged 14+.  
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Guidance on delivery  

The total qualification time for this qualification is 128 hours and 104 of these 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. 
 
This qualification may be delivered in a classroom environment or using a blended learning model. 
The delivery model may be adjusted in accordance with learner needs and local circumstances.  

Guidance on assessment  

This qualification is assessed by a portfolio of evidence. Successful learners will have to demonstrate 
knowledge and understanding across the breadth of the qualification syllabus. The portfolio of 
evidence will be internally quality assured by the centre, with external quality assurance 
engagement and support from Highfield. 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. Suggested assessment paperwork is 
available on the Highfield website.  
 
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. 

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 the 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. 
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Assessor Requirements 

Highfield requires assessors for this qualification to meet the following: 

• Be occupationally knowledgeable and competent in the occupational area they are assessing 
where they have sufficient and relevant technical/occupational knowledge/competence in 
the unit, at or above the level of the unit being assessed. 

• Hold or be working towards a recognised assessing qualification, which could include any of 
the following.  

o Level 3 Award or Certificate in Assessing Vocational Achievement; and/or 
o An assessor qualification such as the A1 Assessor Award 

• Maintain appropriate continued professional development for the subject area. 

Internal quality assurance (IQA) requirements 

Highfield Qualifications requires internal quality assurers for this qualification to meet the following. 

• Hold or be working towards a recognised internal quality assurance 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 continued professional development for the subject area. 

Countersigning strategy 

While it is a minimum requirement for centres to have an 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 the Highfield 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, travel card, etc. 
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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 the Highfield Qualifications’ Core 
Manual. 

Progression opportunities 

Upon successful completion of this qualification, learners may wish to continue their development by 
undertaking one of the following qualifications.  

• Highfield Level 2 Certificate in Warehousing and Storage (RQF) 

• Highfield Level 2 Certificate in Warehousing & 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 e-

learning 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 New Training Session’ 
  

http://www.skillsforlogistics.org/
http://www.theimi.org.uk/
http://www.rha.uk.net/
http://www.fta.co.uk/
https://www.gov.uk/government/organisations/national-counter-terrorism-security-office
http://ct.highfieldelearning.com/org/TheHighfieldGroup
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Appendix 1: Qualification structure 
 
To complete the Highfield Level 1 Certificate in an Introduction to Warehousing (RQF) learners must 
complete the 7 units contained within the mandatory group 
 

Mandatory group 
 

Unit 
reference 

Unit title Level GLH Credit 

K/618/3388 Working within the warehousing industry 1 32 4 

M/618/3389 
Maintain hygiene standards when handling goods and 
equipment 

1 8 1 

H/618/3390 Responsible disposal and environmental considerations 1 8 1 

A/617/0001 Working towards goals 1 20 2 

K/618/3391 Moving and/or handling goods in logistics operations 1 8 1 

M/618/3392 Preparing for an interview in the warehousing industry 1 14 2 

T/618/3393 Interview skills for the warehousing industry 1 14 2 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Highfield Level 1 Certificate in an Introduction to Warehousing (RQF) 8 

Appendix 2: Qualification content 
 

Unit 1:  Working within the warehousing industry 
Unit number:  K/618/3388 
Credit:   4 
GLH:  35 
Level:  1 
 
Unit Introduction 
This unit introduces learners to the warehousing industry and helps them think about their choice of 
career and the different job roles available within the warehousing and storage sector. Learners have 
the opportunity, through independent work and working in teams, to find out about the different sorts 
of organisation that contribute to the warehousing industry and about the skills and qualities that 
employers in the warehousing industry look for. 
 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know about the different job roles, 
organisations and terminology in 
the warehousing industry 

1.1 List the different job roles available within the 
warehousing industry 

1.2 Outline the purpose and functions of different job roles 
within the warehousing industry  

1.3 Outline different types of organisations in the 
warehousing industry and the work that they do 

1.4 Define key terminology used within the warehousing 
industry  

2. Know the different functions of the 
warehousing industry  

2.1 Outline the different functions that that can be served 
by the warehousing industry 

2.2 Know how the supply chain industry works and the role 
of warehousing within this 

3. Know how to make career choices 
based on a range of information 
about warehousing industry 
occupations 

3.1 Make realistic career choices using a range of 
information about warehousing industry occupations 

3.2 Identify the effect of career choice in the warehousing 
industry on lifestyle 

4. Know how to work responsibly with 
other people  

 

4.1 Identify how to work responsibly with others 
4.2 Outline how to communicate effectively with others 
4.3 Explain the importance of working effectively in a team 

5. Know the digital skills required to 
work effectively in the warehousing 
industry 

5.1 Identify the digital skills required for different job roles 
within the warehousing industry 

5.2 Outline methods to improve your digital skills 
5.3 Outline how IT is used to ensure efficient processing of 

goods in a warehousing environment 
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Amplification 

1.1 & 1.2 Different job roles, their purposes and functions: 

• administration and clerical – to process orders, payments and refunds, organise deliveries.  

• warehouse operatives – to pick, move, handle and pack items, process returned goods and load 
goods for sending. 

• drivers – to deliver goods from the warehouse to the customer. 

• forklift driver/operator – to move goods using a forklift, reach, Bendi or VNA truck. 

• stock control – to control and manage stock in the warehouse and reorder when necessary to 
ensure supply meets demand. 

• supervisor/manager – to oversee and supervise individual or groups of departments and 
members of staff. 

 
1.3 Different types of warehousing organisations. Learners to describe at least 2 different types of 

organisations including size and what they do. 

• Types of warehousing organisations: 
o   distribution centres - for the fast movement of large quantities of goods 
o   bonded warehouses – to store imported goods that are requiring import duty to be paid 

 
1.4 Key terminology within the warehousing industry: 

• stock rotation – to move stock to ensure older stock is used first 

• dispatch – to send out goods to customers 

• orders – the items to be delivered at the request of the customer  

• picking notes/lists – a list of the items required by the customer 

• stock control systems/stock levels – the control of stock in the warehouse to ensure there are 
enough items to meet the needs of the customer 

 
2.1 Functions served by the warehousing industry include purchasing goods, inventory management, 
storage, material handling, transportation and delivery. 
 
2.2 Supply chain model: 
1. Raw Materials 
2. Supplier 
3. Manufacturing 
4. Distribution 
5. Retail 
6. Customer 
 
The warehousing industry is involved at various stages in the supply chain, depending on the type of 
organisation and the roles of the particular warehouse. E.g. warehouses may collect raw materials and 
products, provide storage for various good including raw materials and products ready to distribute to a 
wholesaler, retailer or customer.  
 
3.1 Realistic career choices: 

• learners to give as least 3 possible career or occupation choices that could be suitable for them 
and, 

• the types of organisation they may work in their chosen occupation(s) 
 
3.2 Effect of career choice (shown above) on their lifestyle: 

• effects of working in warehousing to lifestyle: 
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o   financial factors 
o   job satisfaction 
o   ambitions  
o   identity 

• the impact of their career choice including: 
o   education and training,  
o   physical aspects (moving and handling) 
o   mental aspects (stress) 
o   working under pressure or 
o   working at unsociable times  

 
4.1 Work responsibly with others: 

• responsible behaviour 

• cooperation 

• recognitions of skills (their own and others) 

• showing positive teamwork skills, responsibility, cooperation and collaboration, and safe and tidy 
working where appropriate. 

• understanding and following guidance, advice and instruction. 

• asking questions, answering others’ questions, communicating clearly.  
 

4.2 Communicate effectively with others: 

• acting on instructions 

• advice and guidance 

• asking questions 

• being clear 

• listening fully 
 
4.3 The importance of working effectively in a team: 

• meeting deadlines 

• quality standards 

• multi-disciplined team members 

• effective communication and supporting each other 
 
5.1 Digital skills required for different job roles: 

• administrator – computer skills and knowledge of relevant hardware, e.g. printers, scanners and 
software, e.g. word processing, spreadsheet, database.  

• warehouse operatives – use of handheld scanners, barcode readers. 

• drivers – use of handheld scanners, satellite navigation systems. 

• forklift driver/operator – use of handheld scanners, onboard computer system. 

• stock control – computer skills and knowledge of relevant hardware, e.g. printers, scanners and 
software, e.g. word processing, spreadsheet, database. 

• supervisor/manager – warehouse management systems, computer skills and knowledge of 
relevant hardware, e.g. printers, scanners and software, e.g. word processing, spreadsheet, 
database.  

 
5.2 Methods to improve digital skills include training, mentoring, undertaking qualifications – online, 

learning institutions, through employer, etc., practicing skills. 
 

5.3 How IT is used to ensure efficient processing of goods: 
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• handheld and barcode scanners to identify goods 

• warehouse management systems 

• stock control systems 

• spreadsheets and databases  

• internal computer systems to track and produce orders 
 

 
 

Assessment Guidance 

Delivery: assessor-led class discussions and individual research into careers/job roles and the different 
types of organisation and functions in the warehousing industry. Learners could make short 
presentations on their findings. Presentations or talks by people working in warehousing could be a 
valuable input, in addition to the range of information resources available. 
 
The learners’ assessment work, which could include research, discussion, notes, workbooks and 
identification sheets, will need to describe: 
 
Assessment of criteria: 1.1, 1.2, 1.3, 1.4: 

• at least three different careers/job roles in warehousing including training and entry requirements. 

• at least one purpose and one function of each job role identified in 1.1. 

• at least two types of organisations in the warehousing industry, including size and what they do. 

• at least three different terms identified and defined.  
 
Assessment of criteria: 2.1, 2.2 

• at least three different functions that can be served by the warehousing industry 

• all parts of the supply chain process and the role of warehousing within this 
 
Assessment of criteria: 3.1, 3.2 

• three career/job roles that could be suitable for them, showing information about the roles (hours, 
pay, prospects, entry requirements) and the effect of the possible roles on their lifestyle. 

 
Assessment of criteria 4.1, 4.2, 4.3 

• at least three examples of how to work responsibly with others 

• at least three examples of effective communication 

• a valid explanation of the importance of effective teamwork 
 
Assessment of criteria 5.1, 5.2, 5.3 

• at least three job roles and at least two digital skills required for each job role – to include digital 
devices e.g. computers, scanners, navigation systems and how these are used.  

• at least two methods of how to improve digital skills. 

• a valid description of how IT is used to ensure efficient processing. 
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Unit 2:  Maintain hygiene and safety standards when handling goods and equipment 
Unit number:  M/618/3389 
Credit:  1 
GLH:  8 
Level:   1 
 

Unit Introduction 
This unit is about maintaining hygiene and safety standards. It deals with personal hygiene standards 
and the use of appropriate clothing and personal protective equipment (PPE) to protect the operative, 
goods and equipment. This unit is aimed at operatives in warehousing operations. 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know key requirements under 
health and safety legislation 

1.1 State the rights of employees according to the Health 
and Safety at Work etc. Act  

1.2 State employees’ responsibilities for health and safety 
1.3 State the employers’ responsibilities for providing 

clearly defined procedures for health and safety 
1.4 Identify the reasons for maintaining good housekeeping 

standards 

2. Know how to maintain hygiene 
standards when handling goods and 
equipment 

 

2.1 Identify typical organisational policies and procedures 
for maintaining hygiene standards when handling goods 
and equipment  

2.2 Identify problems that can occur when maintaining 
hygiene standards when handling goods and equipment 

2.3 Outline appropriate actions to take to deal with 
identified problems 

3. Know how to main safety standards 
when handling goods and 
equipment 

 
 

3.1 Identify typical organisational policies and procedures 
for maintaining safety standards when handling goods 
and equipment  

3.2 Identify different types of safety equipment and 
personal protective equipment (PPE) to be used when 
handling goods and equipment  

3.3 Outline effective use of PPE  

 

Amplification 

1.1, 1.2 & 1.3 – Health and Safety at Work etc. Act, employee and employer responsibilities: Employees 
must, at all times, take reasonable care of their own health and safety and that of others, as well as co-
operating with their employer. Employers must ensure that, as far as reasonably practicable, the 
health, safety and welfare of all employees, and the health and safety of others such as visitors, 
customers, etc. Plus, subsequent regulations e.g. Control of Substances Hazardous to Health 
Regulations (COSHH), the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR), Lifting Operations and Lifting Equipment Regulations (LOLER) and the Provision and Use of 
Work Equipment Regulations (PUWER). 
 
1.4 Reasons for maintaining good housekeeping standards: 

• helps to ensure health and safety practices followed, e.g. minimises the possibility of trips on an 
item that is out of place, keeping fire exits and escape routes clear in the event of a fire. 

• improves efficiency and productivity.  
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• to maintain levels of hygiene. 

• respectful to others. 
 
2.1 & 3.1 Typical policies and procedures include: 

• health, safety and security 

• protective clothing 

• personal hygiene 

• environmental factors  

• special requirements 

• waste disposal 
 
2.2 Problems that can occur when maintaining hygiene standards include: 

• cross-contamination  

• incorrect protective clothing being worn 

• inadequate handwashing stations 
 
2.3 Appropriate actions to take to deal with identified problems include: 

• ensure cleaning items are colour coded to prevent cross-contamination. 

• ensure the protective clothing is suitable for the job, goods or equipment. 

• report inadequacies to the appropriate department to be resolved. 
 
3.2 & 3.3 Use of Personal, Protective Equipment (PPE) - The learner must know the different types of PPE 
and how to use PPE correctly and appropriately in their work environment. Effective use may, in some 
cases, mean after consideration PPE is not required. 
Different types and their effective use: 

• gloves – to protect hands from sharp objects  

• high-vis clothing – to been seen by others 

• safety footwear – to protect feet from knocks or objects falling onto them 

• overalls – to protect clothing and goods or equipment from damage 

• waterproof clothing – to keep dry in damp or wet conditions 

• safety helmets – to protect your head from bumps or falling objects 

• disposable gloves – single-use to protect hands and goods from possible contamination and to 
prevent skin conditions 

• safety goggles – to protect eyes from chemicals or particles  

• ear defenders – to prevent hearing problems in noisy environments 

• earplugs – to prevent hearing problems in noisy environments (usually short-term use) 

• respirators – to protect the lungs from chemicals or particles in the air 

• safety glasses – to protect eyes  

• safety harnesses – used when working at heights to prevent falls  
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Assessment Guidance 

Delivery: assessor-led class discussions and individual research into relevant hygiene and safety 
standards used within the warehousing industry. Learners could make short presentations on their 
findings. Presentations or talks by people working in warehousing could be a valuable input, in addition 
to the range of information resources available. 
 
The learners’ assessment work, which could include research, discussion, notes, workbooks and 
identification sheets, will need to describe: 
 
Assessment of criteria: 1.1, 1.2, 1.3, 1.4: 

• a valid overview of the Health and Safety at Work etc. Act, including the rights of employees and 
the responsibilities of both employers and employees. 

• at least two reasons for maintaining good housekeeping standards.  
 
Assessment of criteria: 2.1, 2.2, 2.3 

• at least three typical organisational policies and procedures for maintaining hygiene standards 

• at least two problems that may occur when maintaining hygiene standards 

• at least one appropriate action for each of the problems identified in 2.2 
 
Assessment of criteria: 3.1, 3.2 

• at least three typical organisational policies and procedures for maintaining safety standards 

• at least five different items of safety equipment/personal protective equipment (PPE) 

• how to effectively use each item of safety equipment/PPE identified in 3.2 
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Unit 3:  Responsible disposal and environmental considerations 
Unit number: H/618/3390 
Credit:  1 
GLH:  8 
Level:   1 
 

Unit Introduction 
This unit is about the recycling or disposal of goods and materials. It deals with identifying which goods 
and materials are suitable for recycling or disposal, preparing the goods and materials for onward 
movement and with any problems that may occur when sorting goods and materials for recycling or 
disposal. 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know how to sort goods and 
materials for recycling or disposal 

 

1.1 Identify the types of goods and materials that are 
suitable for recycling and those that are not 

1.2 Outline how to handle the goods and materials using the 
correct handling methods and equipment 

1.3 Identify problems that can occur when sorting goods for 
recycling or disposal 

1.4 Outline appropriate actions when dealing with 
identified problems 

2. Know how to minimise the 
environmental impact of 
warehousing operations 

 

2.1 Explain environmental issues affecting the warehousing 
sector 

2.2 Identify ways to reduce the effects on the environment 
2.3 Identify ways to use energy and materials more 

efficiently 

 

Amplification 

1.1 Goods and materials that are suitable for recycling: 

• paper/cardboard 

• metals – aluminium, steel 

• glass 

• plastics (certain types) 

• batteries 

Goods and materials that are not suitable for recycling: 

• plastics (certain types) 

• packaging materials including Styrofoam and bubble wrap 

• ceramics and pottery 

• fabrics 

• shredded paper and wrapping paper 
 
1.2 Correct handling methods and equipment: 

• gloves, goggles and aprons  

• using correct manual handling techniques 

• safety knife to cut down boxes 

• designated waste receptacles  
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1.3 Problems that can occur when sorting goods for recycling or disposal: 

• waste in the incorrect locations/receptacles. 

• tape, labels or shrink-wrap not removed from boxes. 
 
1.4 Appropriate actions to deal with identified problems: 

• ensure waste is separated and placed in the correct locations 

• remove all packaging from boxes before placing into recycling bins 
 
2.1 Environmental issues affecting the warehousing industry include: 

• pollution – caused by delivery/trucks 

• packaging materials – often not environmentally friendly or recyclable 

• disposing of COSHH items incorrectly 
 
2.2 Ways to reduce the effects on the environment: 

• change to electric vehicles rather than diesel 

• reuse packaging materials whenever possible 

• ensure all items under COSHH are disposed of in the correct manner 
 
2.3 Ways to use energy and materials more efficiently: 

• recycle and reuse packaging materials 

• switch off lights in areas that are not being used in the warehouse or change to lighting with sensors 

• do not have vehicles on idle when parked and not in use 

• only heat areas of the warehouse that are being used or keep doors shut in winter to prevent heat 
escaping  

 

 
 

Assessment Guidance 

Delivery: assessor-led class discussions and individual research into responsible disposal methods and 
environmental considerations within the warehousing industry. Learners could make short presentations 
on their findings. Presentations or talks by people working in warehousing could be a valuable input, in 
addition to the range of information resources available. 
 
The learners’ assessment work, which could include research, discussion, notes, workbooks and 
identification sheets, will need to describe: 
 
Assessment of criteria: 1.1, 1.2, 1.3, 1.4: 

• at least three goods that are suitable for recycling and at least three goods that are not suitable for 
recycling 

• suitable handling methods and equipment used for all of the goods identified in 1.1 

• at least two problems that can occur when sorting goods for recycling or disposal 

• at least 1 appropriate action to deal with each problem identified in 1.3 
 
Assessment of criteria: 2.1, 2.2, 2.3 

• at least three environmental issues affecting warehousing 

• at least two ways to reduce warehousing effects on the environment 

• at least two ways to use energy and materials more efficiently 
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Unit 4:  Working Towards Goals 
Unit number:  A/617/0001 
Credit:   2 
GLH:  20 
Level:  1 
 
Unit Introduction 
This unit introduces learners to understanding how to identify and work towards goals and includes 
recognising and building on strengths and recognising and improving weaknesses. 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Be able to identify and describe their 
goals 

1.1 Describe own strengths and areas for improvement 
1.2 Describe one goal which is important for own 

development 
1.3 Agree the goal with the appropriate person 

2. Produce a plan to achieve their goals 2.1 Identify the actions needed 
2.2 Describe the timescales for achieving the goal 
2.3 Identify the resources needed to achieve the goal 

3. Be able to monitor and review their 
progress 

3.1 Follow the actions and steps described in their plan 
3.2 Regularly review their progress towards achieving the 

plan  
3.3 Identify the steps that have been achieved and those 

that still need to be achieved 
3.4 Amend the plan to reflect what has been achieved and 

what still needs to be achieved 

 

Amplification 

1.1 Describe own strengths and areas for improvement: 

• skills and qualities in which they feel confident and those in which they would like to improve, 
examples could include: 
o   communication skills 
o   English and maths skills 
o   digital skills 
o   skills and qualities gained from other aspects of their lives 

− communication skills, team skills, organisational skills, people skills, reliability, 
perseverance, determination. 

 

1.2 One goal that is important for them. The goal should be SMART (Specific, measurable, accurate, 
realistic, time-bound). Examples could include): 

• improving communication skills 

• English and maths  

• digital skills 

• completion of a qualification/unit 

• improving study or training grades; improving personal performance in reliability or punctuality; 
improving social skills; leading a healthier life; producing a CV; improving performance at 
interviews; getting a job or Apprenticeship. 

• why they have chosen their goal in relation to their strengths and areas for improvement 
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• why the goal is important to their plans – career choice, social aims, self-esteem, improved lifestyle 
 

1.3 Agree their goal with the appropriate person: 

• With people who can support their aims: 
o adviser 
o coach 
o colleagues 
o employer 
o health professionals 
o peer group 
o tutor 

 

2.1 The actions needed to follow the plan and achieve the goal: 

• producing a CV  

• applying for jobs 

• joining a training programme/support group 

• seeking appropriate help and advice 
 

2.2 The timescales for achieving the goal: 

• set the timescales or understand the time limits for the actions towards their goal 

• set realistic and measurable steps 
 

2.3 The resources needed to achieve the goal: 

• people 
o adviser 
o coach 
o colleagues 
o employer 
o health professionals 
o peer group 
o tutor 

• materials 
o digital online sources 
o leaflets 
o library books 
o   media 

 
3.1 Actions and steps - learners should produce evidence to support their plan which identifies what has 
been done 

3.2/3.3 Progress and what has been achieved - tutors/assessors should meet with learners regularly to 
ascertain where they are with their action plan, including identification of steps that have and have not 
been met. 

3.4 Amend the plan - learners should produce an amended version of their action plan 
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Assessment Guidance 

Delivery: assessor-led class discussions and individual research on how to work towards goals. Learners 
could make short presentations on their findings. Presentations or talks by people working in 
warehousing could be a valuable input, in addition to the range of information resources available. 
 
The learners’ assessment work, which could include research, discussion, notes, workbooks and 
identification sheets, will need to describe: 
 
Assessment of criteria: 1.1, 1.2, 1.3: 

• at least three strengths and at least three areas for improvement 

• at least one goal and agree this goal with the appropriate person 
 
Assessment of criteria: 2.1, 2.2, 2.3 

• at least three appropriate actions needed to achieve the goal 

• a suitable timescale and any suitable resources required 
 
Assessment of criteria: 3.1, 3.2, 3.3, 3.4 

• at least one course of action for each of the steps identified in 2.1 

• how they review their progress, which steps have been achieved and reflection on what still needs 
to be achieved. 

 
Learners could use a wide range of evidence to show completion of the criteria, such as their recorded 
amendments to their plan, a log of regular reviews, written evidence, witness statements and/or 
assessor observation to evidence the activities described in their plan. 
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Unit 5:  Moving and/or handling goods in logistics operations 
Unit number: K/618/3391 
Credit:   1 
GLH:   8  
Level:   1 
 

Unit Introduction 
This unit is about the movement and/or handling of goods within a single location or between different 
locations. It deals with identifying hazards that might occur in moving or handling goods safely. 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know how to move and/or handle 
goods in warehousing operations 
and deal with issues that arise 

 

1.1 Outline methods for manually moving and/or handling 
goods safely 

1.2 Identify typical organisational policies and procedures 
for moving and/or handling goods 

1.3 Identify potential hazards when moving and/or handling 
goods 

1.4 Identify circumstances when assistance is required to 
move and/or handle the goods and how this assistance 
is applied 

1.5 Identify problems that can occur when moving and/or 
handling the goods 

1.6 Outline appropriate actions when dealing with identified 
problems 

2. Understand the reasons for safe 
manual handling 

2.1 Outline employers and employees’ duties relating 
to manual handling at work 

2.2 Outline the consequences of non-compliance with 
health and safety requirements at work 

3. Understand the principles, types of 
equipment and visual check 
requirements associated with 
manual handling safety 

3.1 Identify safe movement principles associated 
with manual handling 

3.2 Outline the types of equipment designed to be used for 
manual handling tasks 

3.3 Outline the importance of carrying out visual checks 
before carrying out manual handling tasks 

 

Amplification 

1.1 & 1.2 Methods for safe moving and manual handling and typical organisational policies and 
procedures include the following. 

Before and during the lift/carry:  

• Remove obstructions from the route. 

• For a long lift, plan to rest the load midway on a table or bench to change grip. 

• Keep the load close to the waist. The load should be kept close to the body for as long as possible 
while lifting. 

• Keep the heaviest side of the load next to the body. 

• Adopt a stable position and make sure your feet are apart, with one leg slightly forward to maintain 
balance. 
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Think before lifting/handling 
Plan the lift. Can handling aids be used? Where is the load going to be placed? Will help be needed with 
the load? Remove obstructions such as discarded wrapping materials. For a long lift, consider resting the 
load midway on a table or bench to change grip. 
 
Adopt a stable position 
The feet should be apart with one leg slightly forward to maintain balance (alongside the load if it is on 
the ground). Be prepared to move your feet during the lift to maintain your stability. Avoid tight clothing 
or unsuitable footwear, which may make this difficult. 
 
Get a good hold 
Where possible, the load should be hugged as close as possible to the body. This may be better than 
gripping it tightly with hands only. 
 
Start in a good posture 
At the start of the lift, slight bending of the back, hips and knees is preferable to fully flexing the back 
(stooping) or fully flexing the hips and knees (squatting). 
 
Do not flex the back any further while lifting 
This can happen if the legs begin to straighten before starting to raise the load. 
 
Keep the load close to the waist 
Keep the load close to the body for as long as possible while lifting. Keep the heaviest side of the load 
next to the body. If a close approach to the load is not possible, try to slide it towards the body before 
attempting to lift it. 
 
Avoid twisting the back or leaning sideways, especially while the back is bent 
Shoulders should be kept level and facing in the same direction as the hips. Turning by moving the feet 
is better than twisting and lifting at the same time. 
 
Keep the head up when handling 
Look ahead, not down at the load once it has been held securely. 
 
Move smoothly 
The load should not be jerked or snatched as this can make it harder to keep control and can increase 
the risk of injury. 
 
Do not lift or handle more than can be easily managed 
There is a difference between what people can lift and what they can safely lift. If in doubt, seek advice 
or get help. 
 
Put down, then adjust 
If precise positioning of the load is necessary, put it down first, then slide it into the desired position. 
 
Source: Health and Safety Executive: https://www.hse.gov.uk/toolbox/manual.htm  
 
1.3 Potential hazards when moving/handling goods: 

• failure to follow correct manual handling/lifting techniques. 

• excessive loads – too heavy, too large, incorrect details of weight, difficult to grip, movable 
contents. 

https://www.hse.gov.uk/toolbox/manual.htm
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• insufficient space to carry out the required activities. 

• uneven, slippery or unstable flooring. 

• poor lighting. 

• ineffective risk assessments. 
 
1.4 Circumstances when assistance is required to move and/or handle a load: 

• when a load is too heavy and has been designated that it must be moved by 2 or more people. 

• when a load must be moved used using equipment for which you must be supervised. 

• when a load must be moved using equipment that you are not trained in, e.g. forklift. 

• when the load is new/unfamiliar. 

• if you have any doubts or concerns about the load. 

• specialist loads, e.g. fragile, hazardous, toxic, live animals, etc. 
 
1.5 Problems that can occur when moving/handling goods: 

• injuries – musculoskeletal, spinal, back, crush. 

• minor injuries – cuts, bruises, sprains, fractures. 

• longer-term strains and health problems from continuous activities, e.g. back or neck pain. 

• breakages/damage to products and financial losses. 
 
1.6 Actions to deal with problems: 

• minimise manual handling/lifting activities as much as possible 

• use equipment and machinery wherever possible 

• ensure effective training and guidance issued to all members of staff 

• ensure sufficient levels of staff are trained in first aid present at all times and sufficient first aid 
supplies available 

 
2.1 Employers and employees’ duties relating to manual handling at work: 

• employers to provide manual handling training, PPE, training on MHE and suitable equipment for 
the job. 

• employees must follow the training they have been given, wear the correct PPE supplied and 
follow the instruction on the use of MHE. 

 
2.2 Consequences for non-compliance with health and safety requirements: 

• injury to self or others 

• damage to goods being moved/handled 

• fines and possible imprisonment for serious breaches of health and safety 
 
3.1 Safe movement principles associated with manual handling. 

• Plan the lift 

• Keep the load close to your waist 

• Adopt a stable position 

• Do not bend your back when lifting 

• Do not twist when lifting 

• Ensure a good hold of the load 

• Know your limits when lifting 
 
3.2 Equipment used for manual handling tasks: 

• forklift – for palletised loads that are at height 

• pump trucks – for palletised loads at floor level or within easy reach  
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• VNA trucks – for palletised loads in very narrow aisles  

• trollies or barrows – for smaller items not on pallets 
 
3.3 The importance of carrying out visual checks before carrying out manual handling tasks: 

• ensure the load is safe and stable to move 

• ensure the area the load is being moved to is clear and able to accept the load 

• ensure equipment being used is safe, free from damage is suitable for the job and load 

• ensure the area is clean, clear and free from obstructions to prevent slips, trips and falls 
 

 
 

Assessment Guidance 

Delivery: assessor-led class discussions and individual research on appropriate moving and handling 
techniques in the warehousing/logistics industry. Learners could make short presentations on their 
findings. Presentations or talks by people working in warehousing could be a valuable input, in addition 
to the range of information resources available. 
 
The learners’ assessment work, which could include research, discussion, notes, workbooks and 
identification sheets, will need to describe: 
 
Assessment of criteria: 1.1, 1.2, 1.3, 1.4, 1.5, 1.6 

• at least three methods of how to move and/or handle goods safely 

• at least three typical organisational policies and procedures for moving/handling goods 

• at least three potential hazards when moving/handling goods 

• at least three circumstances when assistance is required to move/handle goods 

• at least three problems that can occur when moving/handling goods 

• at least one appropriate action for each problem identified in 1.5 
 
Assessment of criteria: 2.1, 2.2 

• at two employer duties and at least two employee duties relating to manual handling at work 

• at least three consequences of non-compliance with health and safety requirements 
 
Assessment of criteria: 3.1, 3.2, 3.3 

• at least three safe movement principles associated with manual handling 

• at least three types of equipment designed to be used for manual handling tasks 

• why visual checks must be carried out before carrying out manual handling tasks 
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Unit 6:  Preparing for an interview in the warehousing industry 
Unit number:  M/618/3392 
Credit:   2 
GLH:  14 
Level:  1 
 
Unit Introduction 
This unit provides knowledge and skills in preparing for an interview for a role in the warehousing 
industry. The role may include an Apprenticeship, job, placement, or another training opportunity. It 
includes the important elements of preparation and planning for an interview, plus preparing 
information for the interview and being able to anticipate questions that may be asked and knowing 
how to respond. 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know the information needed to 
prepare for an interview in the 
warehousing industry 

1.1 Describe the organisation they are applying to 
1.2 Describe the role or course they are applying for 
1.3 Identify how to obtain missing information about the 

role and organisation 
1.4 Prepare questions that they can ask the interviewer 

during the interview 

2. Know how to prepare for interview 
questions 

2.1 Identify what questions they may be asked during the 
interview 

2.2 Prepare answers for typical interview questions 

3. Know how to plan for travel to and 
attendance at an interview 

3.1 Identify the time, place and style of the interview from 
the information they have been given 

3.2 Identify the route to the interview location 
3.3 Identify what action to take in the event of difficulty in 

getting to the interview 
 

Amplification 

1.1 Information about the organisation: 

• who the organisation is and what they do 

• the size and type of the organisation/structure 

• what the organisation’s aims and plans are 
 
1.2 Information about the role/course: 

• the title of the role they are applying for. 

• the nature of the role they are applying for.  

• apprenticeship, job, placement, another opportunity). 

• what the role involves: 
o benefits 
o experience required  
o hours of the role 
o length of role 
o personal qualities  
o responsibilities 
o tasks 



 

Highfield Level 1 Certificate in an Introduction to Warehousing (RQF) 25 

o work alone or in teams 

• what skills and qualities the role requires: 
o experience 
o interest 
o qualifications 

 
1.3 Identify how to obtain missing information about the job and organisation: 

• types of missing information: 
o type of training offered 
o prospects for promotion or extension of contract 
o travel to work arrangements 

• how to obtain missing information:  
o research, who to ask. 

 
1.4 Prepare questions that they can ask during the interview. 

• Prepare at least 3 questions, ensuring they are relevant to the organisation or job role you are 
applying for. 

 
2.1 Identify questions that they may be asked during the interview: 

• background 

• examples of activity 

• motivation 

• aims 
 

2.2 Prepare answers to questions they may be asked during the interview: 

• what they have done 

• examples of carrying out aspects of the job role 

• why they want the job/opportunity 

• what their aims and ambitions are 
 
3.1 Identify the time, place and style of the interview from the information they have been given: 

• style 
o   one-to-one/panel/group interview 
o   tests 

  
3.2 The route to the interview location: 

• how they will get to the interview (transport, route, etc.) 

• how long they should allow for travel 

• how they will return from the interview 
 

3.3 Identify what action to take in the event of difficulty in getting to the interview: 

• what to do if the transport plan goes wrong (traffic delays, late bus) 

• how they should inform the organisation if there are transport difficulties on the day of the 
interview 
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Assessment Guidance 

Delivery of learning outcome 1: tutor-led group discussion focussing on a tasked research through 
appropriate sources of information such as web sites or literature, based on given job roles or training 
opportunities that learners may already have identified, or example provided by the tutor. 
 
Delivery of learning outcome 2:  learners work in groups to identify what questions they are likely to be 
asked in an interview and what answers they may give.  Learners may have previous experience that they 
can draw upon and/or the tutor should lead a discussion in which the learners can consider what the 
interviewer is trying to find out. 
 
Delivery of learning outcome 3: learners are given information by the tutor about the interview and then 
may work in groups to plan travel options and to identify potential obstacles to attending the interview 
and how to plan for them. 
 
Assessment criteria 1.1, 1.2, 1.3, 1.4, 2.1, 2.2, 3.1, 3.2, 3.3 – learners need to record (in a workbook, on 
worksheets, or other formats): 

• three facts about the organisation they are applying to. 

• three activities or aspects of the role/placement/training place/Apprenticeship they are applying 
for. 

• what resources or actions may help them obtain missing information about the role/organisation. 

• questions to ask the interviewer.  

• questions they are likely to be asked by the interviewer and answers they can give. 

• the time, place and nature of the interview from the information they have been given. 

• how to get to the interview. 

• the action they should take in the event of transport or other difficulties. 
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Unit 7:  Interview skills for the warehousing industry 
Unit number:  T/618/3393 
Credit:   2 
GLH:  14 
Level:  1 
 
Unit Introduction 
This unit introduces the knowledge required for successful performance in interviews for roles in the 
warehousing industry. It includes conduct and behaviour when being interviewed, communication 
skills, presentation skills and reviewing performance for improvement.  
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know how to give a good first 
impression at an interview 

1.1 Identify how to present an appropriate appearance for 
an interview 

1.2 Identify how to arrive in good time for an interview  
1.3 Outline how to introduce themselves upon arrival 

2. Know how to respond to questions 
in an interview 

2.1 Identify questions to ask for clarification if they do not 
understand a question they have been asked 

2.2 Outline how to clearly answer the questions asked by 
the interviewer  

2.3 Outline examples of positive non-verbal communication 
in an interview 

3. Know how to review performance in 
an interview 

3.1 Identify what went well in the interview 
3.2 Identify what did not go so well in the interview 
3.3 Outline ways to improve own performance  

 

Amplification 

1.1 Present an appropriate appearance: 

• dress 
o clothing to suit the interview type 
o clean and tidy clothing 

• personal hygiene 
o   clean appearance 
o   makes a good impression 

 
1.2 Arrive in good time for an interview: 

• navigating the building 

• identifying correct rooms 

• asking for directions if unclear 

• presenting themselves at reception 
 
1.3 Introduce themselves upon arrival: 

• how to introduce themselves to the interviewer(s) 

• how to manage cultural differences 

• how to use appropriate language and non-verbal communication 

• use interviewer’s name or job title upon arrival, i.e. at reception 
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2.1 How to ask for clarification of the interviewer’s questions, e.g.: 

• ‘I’m sorry, can you explain that again, please?’ 

• ‘I’m not sure what you mean,’ etc. 
 
2.2 Clearly answer any questions: 

• does the answer provide the information the interviewer is looking for?  

• does the answer keep to the point?  

• is the question answered fully? 
 
2.3 Examples of non-verbal communication: 

• neutral body language 

• expressions 

• tone of voice – no signs of aggression or boredom 
 
3.1 Examples of what went well in the interview may include: 

• able to answer all the questions asked 

• feeling relaxed  

• positive outcome 

• enjoyment  

• good body language 
 

3.2 Examples of what did not go so well in the interview may include: 

• arrived late or later than planned 

• unable to answer questions 

• too nervous 

• lack of concentration 

• poor body language, i.e. fidgeting 
 

3.3 Outline ways to improve own performance: 

• lessons learnt 

• arrive with time to spare 

• preparation of questions and answers  
 

 

Assessment Guidance 

Delivery of learning outcomes 1, 2 and 3: tutor-led discussion and activity about the different types of 
interview that learners may have in their careers. The activity could include: 

• videos of interviews showing different situations 

• discussion of different types of interview 

• interview scenarios that cover etiquette and cultural awareness in interviews 

• non-verbal communication and body language 

• role play/simulated interview situation 
 
The interview may be for a job, placement, work-based training or an Apprenticeship. Learners must be 
clearly informed about the interview: who, how long, what sort of questions. 
 
The learners’ assessment work, which could include research, discussion, notes, workbooks and 
identification sheets, will need to describe: 
Assessment of criteria: 1.1, 1.2, 1.3 
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• at least two points on how to present an appropriate appearance for an interview 

• at least two points on how to arrive in good time for an interview 

• at least two points on how to introduce themselves upon arrival at an interview 
 
Assessment of criteria: 2.1, 2.2, 2.3 

• at least two questions to ask for clarification if they do not understand a question, they have been 
asked. 

• at least two points on how to clearly answer questions they have been asked. 

• at least two examples of positive non-verbal communication they can display during an interview. 
 
Assessment of criteria: 3.1, 3.2, 3.3 

• at least three points of what went well during an interview 

• at least three points of what did not go well during an interview 

• at least three ways in which they could improve their performance for future interviews 
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Appendix 3: Sample assessment material 
 

Highfield Qualifications also offer further guidance in the form of an Assessment pack, which is 

paperwork available to download from the members’ area. 

 

Please also see the below example Evidence Tracking Sheet: 

  

 

 

 


