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Highfield Level 2 Certificate in Supply Chain Operations (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 in Supply Chain Operations (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. 

Key facts 

Qualification number:  603/4512/3 
Learning aim reference: 60345123 
Credit value: 19 (Pathway A – Removals Operative), 16 (Pathway B – Traffic Officer) 
Assessment method: Portfolio of Evidence 
Guided learning hours (GLH): 119 (Pathway A – Removals Operative), 103 (Pathway B – Traffic Officer) 

Total qualification time (TQT): 180 (Pathway A – Removals Operative), 159 (Pathway B – Traffic Officer) 
 

Qualification overview and objective 

This qualification has been developed to support learners completing the Supply Chain Operator 
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 
STO258/AP01. 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 either a Traffic/Transport Officer or a Removals Operative. 
 

It is also designed as a stand-alone qualification for those learners wishing to gain a nationally recognised 
qualification as a Supply Chain Operator. 
 

The objective of this qualification is to support a role within the workplace in a Supply Chain 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 Supply Chain environment, such as: 
 

• An awareness of the Supply Chain Industry 
• Effective communication and customer service in the supply chain industry 
• Work effectively as an individual and with others 
• Health and safety in a supply chain environment 
• Pathway A – Removals Operative 

o IT Systems 
o Planning 
o Handling 
o Safe use of equipment and machinery 

• Pathway B – Traffic Officer 
o Planning 
o Returned Goods 
o Safe use of equipment and machinery 
o Maintenance 



 

                 Highfield Level 2 Certificate in Supply Chain Operations (RQF)                              4 

Entry requirements 

To register on to this qualification, learners are required to be 16 years of age or above. 

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 (based on the lowest value) is 159, of this 103 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 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. 

 

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:  
− Level 3 Award in Assessing Competence in the Work Environment  
− Level 3 Award or Certificate in Assessing Vocational Achievement  
− A1 Assess Learner Performance Using a Range of Methods  
− D32 Assess Learner Performance and D33 Assess Learner Using Different Sources of Evidence  

• Maintain appropriate continued professional development (CPD) for the subject area.  

 Internal quality assurance (IQA) requirements 

Highfield Qualifications strongly recommends nominated IQAs for this qualification to meet the following 
requirements:  

• Hold or be working towards a recognised IQA qualification, which could include any of the following:  
− Highfield Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice; 
− Highfield Level 4 Certificate in Leading the Internal Quality Assurance of Assessment Processes 

and Practice; 
− D34 or V1 verifier awards or recognised equivalencies; 
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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. 

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

Useful websites 

• Skills for Logistics: www.skillsforlogistics.org 
• The Institute of the Motor Industry: www.theimi.org.uk 

• 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 

http://www.skillsforlogistics.org/
http://www.theimi.org.uk/
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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 

 

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 2 Certificate in Supply Chain Operations (RQF) learners must complete the 
following: 
 
• all units contained within the mandatory group, and; 

o all units contained within optional Pathway A – Removals Operative 
OR 

o all units contained within optional Pathway B – Traffic Officer 
 
Mandatory group - Core 
Learners must achieve all units in this group 

Unit reference Unit title Level GLH Credit 

L/617/5901 Supply chain industry awareness 2 16 2 

H/617/5905 Work effectively as an individual and with others 2 15 3 

T/617/5908 Communication and customer service in the supply 
chain industry 2 16 2 

A/617/5912 Health and safety in a supply chain environment 2 15 3 
 
Pathway A – Removals Operative  
Learners must achieve all units in this group 

Unit reference Unit title Level GLH Credit 

L/617/5915 Removals Operative – IT Systems 2 12 2 

J/617/5914 Removals Operative – Planning 2 15 2 

F/617/5913 Removals Operative – Handling 2 18 3 

M/617/5910 Removals Operative – Safe use of equipment and 
machinery 2 12 2 

 
Pathway B – Traffic Officer 
Learners must achieve all units in this group 

Unit reference Unit title Level GLH Credit 

M/617/5907 Traffic Officer – Planning 2 15 2 

TBC Traffic Officer – Returned Goods 2 8 1 

Y/617/5903 Traffic Officer – Safe use of equipment and machinery 2 10 2 

R/617/5902 Traffic Officer – Maintenance 2 8 1 
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Appendix 2: Qualification content: 
 

Core Units: 
 
 

Unit 1: Supply Chain Industry Awareness 
Unit number: L/617/5901 Credit: 2 GLH: 16 Level: 2 

Learning Outcomes Assessment Criteria 

CK2: Understand the structure of the supply chain industry CK2.1: Describe the key roles available in the sector 
CK2.2: Describe transport methods and modes used in the industry 
CK2.3: Outline how the industry is governed 
CK2.4: Explain how consumers are legally protected 

CK4: Understand their own organisation CK4.1: Identify how industry governance effects own role 
CK4.2: Identify the vision, brand and objectives of own organisation 
CK4.3: Explain the importance of maintaining a good reputation and what can affect it 
CK4.4: Identify potential threats to the organisation’s reputation 
CK4.5: Respond to potential threats to the organisation’s reputation 

Amplification / Indicative content: This section provides further information of terms highlighted within the assessment criteria. 

• CK2: Understand the structure of the supply chain industry 
o Key roles available in the sector: career opportunities and routes of progression available within own department, organisation and sector for personal development and 

achieving goals. 
o Methods: how it is transported, on and off site, within own warehouse and between departments. 
o Modes: the vehicle used to transport. 
o Industry: supply chain industry as well as their own company. 
o Governed/governance: provides rules which must be followed by: Legislation, regulation (government or industry), the company, a third party and international 

regulation or legislation (where required). 
 

• CK4: Understand their own organisation 
o Reputation: how the company is seen by other companies and customers / how your own role is seen by others. 
o Potential threats: poorly-handled complaints or not meeting customer expectations / competitors / bad press / financial loss 
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Unit 2: Work effectively as an individual and with others 
Unit number: H/617/5905 Credit: 3 GLH: 15 Level: 2 

Learning Outcomes Assessment Criteria 

CK3: Understand opportunities in relation to their own career 
aspirations 

CK3.1: Identify roles that match own career aspirations 
CK3.2: Explain how to identify learning needs and the opportunities for learning that are available 

CK5: Understand the impact of individual performance CK5.1: Explain how own performance can impact others 
CK5.2: Explain the benefits to an individual of knowing how their role fits within the team and organisation 

CK6: Understand proposed and actual changes to systems, 
processes and technology 

CK6.1: Identify how proposed and actual changes can affect own role 
CK6.2: Explain how to keep updated with changes affecting own role 

CB1: Be able to demonstrate integrity, credibility and honesty CB1.1: Demonstrate integrity, credibility and honesty 

CB2: Be able to strive for the best results in all they do and 
maintain a positive attitude 

CB2.1: Identify individual behaviours that can prevent a team from achieving its objectives 
CB2.2: Use feedback to improve work performance 
CB2.3: Maintain a positive attitude 
CB2.4: Evaluate feedback received to improve own method of working 

CB3: Be able to show a commitment to achieving all personal 
and organisational objectives 

CB3.1: Keep up to date with an organisation’s products and/or services 
CB3.2: Plan how to achieve deadlines that have been identified 
CB3.3: Demonstrate how to work effectively under pressure and to deadlines 
CB3.4: Plan and manage workloads and priorities 

CB4: Be able to show a genuine interest in meeting the needs of 
others 

CB4.1: Identify ways to support colleagues to achieve objectives or goals 
CB4.2: Identify the benefits of productive working relationships 

CS4: Be able to work effectively in a team CS4.1: Explain the importance of working effectively in a team 
CS4.2: Describe the key characteristics of an effective team 
CS4.3: Work efficiently in a team to meet customer needs 
CS4.4: Contribute to achieving objects or goals as an individual and as part of a team  
CS4.5: Provide support to team members 
CS4.6: Respond to customer needs and expectations 

CS5: Be able to adapt to new technology CS5.1: Adapt to new technology 
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Amplification / Indicative Content: This section provides further information of terms highlighted within the assessment criteria. 

• CK5: Understand the impact of individual performance 
o Impact: how you can contribute to organisation success / support others positively or negatively / condition of goods / timeliness of deliveries 

• CK6: Understand proposed and actual changes to systems, processes and technology 
o How proposed and actual changes can affect own role: things that could affect: systems, processes, technology used in the industry and roles and responsibilities. 
o How to keep updated with changes: including changes to the consumer landscape, where possible, the learner should demonstrate an adaption to changes and such as 

new technology. 
 

• CS4: Be able to work effectively in a team 
o Customer needs and expectations: meeting needs: provide customers with the products and services they require. Meeting expectations: give and follow timescales / be 

realistic and transparent / plan contingencies 
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Unit 3: Communication and customer service in the supply chain industry 

Unit number: T/617/5908 Credit: 2 GLH: 16 Level: 2 

Learning Outcomes Assessment Criteria 
CK1: Understand how to communicate effectively with colleagues CK1.1: Outline organisational policy for effective communication with colleagues and customers 

CK1.2: Describe the key elements of effective communication 
CK1.3: Describe different methods of communication and when to use them 
CK1.4: Explain the benefits of using feedback to develop and improve communication skills 
CK1.5: Explain the importance of delivering excellent customer service to colleagues and customers 

CS1: Be able to deliver excellent customer service CS1.1: Describe how to respond to customer needs 
CS1.2: Explain the importance of balancing promises made to customers with the needs of an organisation 
CS1.3: Identify when and to whom to escalate problems 
CS1.4: Follow procedures for rectifying supplier issues  

CS2: Be able to communicate effectively with customers and 
colleagues in line with organisational standards 

CS2.1: Create a good rapport with customers 
CS2.2: Promote organisational values through good customer service 
CS2.3: Communicate effectively in the workplace 
CS2.4: Maintain confidentiality when communicating with customers 

Amplification / Indicative content: This section provides further information of terms highlighted within the assessment criteria. 

• CK1: Understand how to communicate effectively with colleagues 
o Key elements of effective communication: active listening / clarity / positive attitude / positive body language / confidence / empathy. 
o Methods of communication: face to face / by telephone / by email or other technology. 

 

• CS1: Be able to deliver excellent customer service 
o Escalate problems: For example, a customer complaint that cannot be resolved by the original recipient. 
o Supplier issues: Including problems, damages, anomalies, delays. 

 

• CS2: Be able to communicate effectively with customers and colleagues in line with organisational standards 
o Communicate effectively: with colleagues / to deal with customer enquiries and complaints: check that customers have understood what has been communicated when 

managing changes, by summarising the key points of the conversation / speak clearly, concisely and politely using speech and tone to create a rapport / use positive body 
language and behaviours / adapt own communication style to meet customers’ needs / actively listen and make relevant responses. 
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Unit 4: Health and safety in a supply chain environment 
Unit number: A/617/5912 Credit: 3 GLH: 15 Level: 2 

Learning Outcomes Assessment Criteria 

CK7: Understand how their role can affect their health CK7.1: Outline the employer’s responsibilities for providing clearly defined procedures for health and safety 
CK7.2: Describe ways to maintain the health, safety and security of yourself and others 
CK7.3: Explain the importance of risk assessments 
CK7.4: Outline the reasons for carrying out good housekeeping practice 
CK7.5: Explain why it is important to meet the fitness levels required for own role  
CK7.6: Identify the level of fitness appropriate for own role  
CK7.7: Explain how own role can affect health 

CS3: Be able to demonstrate safe moving and handling of 
different objects 

CS3.1: Identify the main principles of safe moving and handling  
CS3.2: Outline employers’ and employees’ duties relating to manual handling at work 
CS3.3: Explain the terms ‘hazard’ and ‘risk’ in relation to manual handling within the workplace 
CS3.4: Outline the potential injuries and ill health associated with incorrect manual handing 
CS3.5: Maintain the health, safety and security of own self and others when at work  
CS3.6: Apply the correct methods when manually handling goods in line with organisational policy and 

regulations  
CS3.7: Move objects in a safe and controlled manner with due regard to the surrounding environment  
CS3.8: Ensure that objects are placed where they can be easily identified and accessed 

Amplification / Indicative content: This section provides further information of terms highlighted within the assessment criteria. 

• CK7: Understand how their role can affect their health 
o Health, safety and security: keeping yourself safe and not putting others in danger, when working: individually / with colleagues, as part of a team / to agreed deadlines / 

under pressure. 
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• CS3: Be able to demonstrate safe moving and handling of different objects 
o Principles of safe moving and handling: Feet alongside the load / One foot slightly in front of the other to provide a stable base / Keep the back straight / Loads low on the 

floor need care - a slight bending of the back is more preferable than a full squat or stooping / Test the load for balance and weight, never lift beyond your capability seek 
help if required / Ensure a good hold is made - grasping the load in a ‘hug’ close to the body may be preferable to using hands alone / Keep the shoulders in line and avoid 
leaning / Look ahead when lifting / Be aware not to bend the back, which happens when the legs are straightened before the load is lifted / The heaviest side of the load 
should be closest to the body / Keep the load as close to the waist as you can when lifting - this is an important step in safe lifting 

o Manually handling goods: demonstrating compliance with the organisation’s rules, codes and guidelines / demonstrating compliance with relevant industry and sector 
regulation 
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Removals Operative Pathway 
 

Unit 5: Removals Operative – IT Systems 
Unit number: L/617/5915 Credit: 2 GLH: 12 Level: 2 

Learning Outcomes Assessment Criteria 

RK10: Understand the changing consumer landscape 
RK10.1: Understand how to make planning amendments to meet changing customer needs 
RK10.2: Make planning amendments to meet changing customer needs 
RK10.3: Describe how to plan amendments to meet changing customer needs 

RK11: Understand basic IT applications and relevant technology 
and systems 

RK11.1: Identify the different types of IT systems used in own role and their purpose 
RK11.2: Describe how to use applications and systems to ensure effective and efficient service to customers 
RK11.3: Explain why it is important to backup data securely 

RS8: Be able to use basic IT systems RS8.1: Select and use IT systems and software applications as appropriate for each task 
RS8.2: Use IT and technology to plan to achieve individual, team or organisational objectives 
RS8.3: Back up important data securely 

Amplification / Indicative content: This section provides further information of terms highlighted within the assessment criteria. 

• RK11: Understand basic IT applications and relevant technology and systems 
o IT systems: including: emails, the internet, bar-coding systems and records  
o How the use of IT and technology can be used to plan to achieve individual, team or organisational objectives 

 

• RS8: Be able to use basic IT systems 
o Tasks: Including: maintaining data, checking records and emailing customers and colleagues 
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Unit 6: Removals Operative – Planning 
Unit number: J/617/5914 Credit: 2 GLH: 12 Level: 2 

Learning Outcomes Assessment Criteria 

RK1: Understand how to plan jobs RK1.1: Identify the key factors required to plan a job 
RK1.2: Identify the stages of planning a job meet customers’ needs 
RK1.3: Describe the differences between commercial and non-commercial jobs 
RK1.4: Identify the types of equipment and handling methods used to assemble orders 

RK2: Understand what to consider when selecting and using 
packing materials 

RK2.1: Outline what considerations to make when selecting and preparing packing materials 
RK2.2: Explain the considerations for the handling of fragile, non-fragile and restricted items 

RK3: Understand how to prepare and use packing materials 
efficiently 

RK3.1: Identify how to efficiently select and prepare packing materials for different jobs 

RK6: Understand how to prepare documentation for removals 
jobs 

RK6.1: Outline how to prepare documentation, inventories and labelling for removals jobs 
RK6.2: Outline how to prepare documentation and records for the movement of restricted and non-

restricted items 
RS1: Be able to plan and re-plan for a commercial removal job RS1.1: Plan a commercial removal job 

RS1.2: Identify restricted items 
RS2: Be able to select, prepare and use materials efficiently RS2.1: Show how to select, prepare and use materials efficiently for different jobs 

RS5: Be able to prepare documentation for removals jobs RS5.1: Prepare documentation, inventories and labelling for removals jobs 
RS5.2: Prepare documentation and records for the movement of restricted and non-restricted items 

Amplification / Indicative content: This section provides further information of terms highlighted within the assessment criteria. 
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• RK1: Understand how to plan jobs 
o Key factors required to plan a job: type of job, items to be moved, special requirements, start time and destination 
o Stages of planning a job: from/to the item 

• RK2: Understand what to consider when selecting and using packing materials 
o Considerations to make: Including importance of using correct packaging 

• RK3: Understand how to prepare and use packing materials efficiently 
o Efficiently select and prepare packing materials: Including the potential benefits and consequences of choosing packing materials 

• RK6: Understand how to prepare documentation for removals jobs 
o Documentation, inventories and labelling for removals jobs: time sheets, job sheets, waybills, bingo sheets, risk assessments, scope of works, customer feedback 

forms, insurance forms and quotation/acceptance 
• RS1: Be able to plan and re-plan for a commercial removal job 

o Plan a commercial removal job: under normal circumstances, to adapt to changing customer needs or circumstances, demonstrating compliance with the 
organisation’s rules, codes and guidelines and demonstrating compliance with relevant industry and sector regulation 

o Restricted items: Including: firearms, explosives and ammunition, foods, chemicals and plant species 
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Unit 7: Removals Operative – Handling 
Unit number: F/617/5913 Credit: 3 GLH: 18 Level: 2 

Learning Outcomes Assessment Criteria 

RK4: Understand moving, handling and packing processes 
RK4.1: Identify any specific hazards in relation to moving and/or handling 
RK4.2: Identify problems that can occur when wrapping and packing the goods  
RK4.3: Identify items which require to be moved and/or handled 

RK7: Understand processes for loading and unloading RK7.1: Describe the process to safely load and unload items into, and from storage/removal receptacles 

RK8: Understand how to dismantle and /or reassemble furniture RK8.1: Explain the correct and safe procedures for lifting and handling 

RK9: Understand relevant and current regulation and legislation 
relating to the moving and handling of items 

RK9.1: Identify the relevant organisational policies and procedures for moving and/or handling goods 
RK9.2: Explain the importance of complying with regulations and legislation 
RK9.3: Identify relevant and current legislation relating to the sector, organisation and own role 

RS3: Be able to move and handle items safely RS3.1: Demonstrate the safe moving and handling of objects manually 
RS3.2: Demonstrate the safe moving and handling of objects using aids 

RS6: Be able to load and unload items safely and efficiently RS6.1: Demonstrate how to load and unload items safely and efficiently 
RS6.2: Check that the goods being packed match the specifications provided in the information 

RS7: Be able to dismantle and/ or reassemble furniture safely 
and efficiently 

RS7.1: Use the correct handling equipment to safely move items  
RS7.2: Comply with all health, safety and security requirements relating to wrapping and packing the goods 

Amplification / Indicative content: This section provides further information of terms highlighted within the assessment criteria. 
• Safe procedures for lifting and handling: heavy items, fragile and restricted items 
• Storage/removal receptacles: vehicles, containers, crates and lift vans 
• Organisational policies and procedures for moving and/or handling goods: Regarding: health, safety and security, environmental factors, special requirements, legal 

requirements 
• Importance of complying with regulations and legislation: Including consequences: legal, moral, financial, safety, effectiveness. 
• Legislation: including domestic and international (where relevant). 
• RS3: Be able to move items safely 

o Manually: alone and with colleagues 
o With aids: pallet trucks, sack trolleys, order pickers and conveyor belts 
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Unit 8: Removals Operative – Safe use of equipment and machinery 
Unit number: M/617/5910 Credit: 2 GLH: 12 Level: 2 

Learning Outcomes Assessment Criteria 

RK5: Understand how to use equipment and machinery safely 

RK5.1: Identify different types of equipment and their uses in the removals sector 
RK5.2: Identify the consequences of using equipment and machinery unsafely  
RK5.3: Outline how to dismantle and reassemble items of furniture using tools and equipment  
RK5.4: Explain actions that can be taken in response to accidents and emergencies 
RK5.5: Explain the personal protective equipment (PPE) required when using equipment and machinery 
RK5.6: State where to find instructions and guidance on how to use equipment and machinery 

RS4: Be able to use machinery and equipment safely 

RS4.1: Use tools and equipment efficiently and safely to dismantle and reassemble items of furniture 
RS4.2: Demonstrate safe use of machinery and equipment for different tasks following manufacturers and 

organisational guidelines 
RS4.3: Use appropriate PPE where required 
RS4.4: Use the appropriate tools and equipment safely in accordance with organisational procedures 

Amplification / Indicative content 

• RK5: Understand how to use equipment and machinery safely 
o Types of equipment and their uses in the removals sector: Including why different types of equipment are chosen for tasks 
o Personal protective equipment: high visibility vests, hard hats, safety boots, gloves and ear defenders 
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Traffic Officer Pathway 
 

Unit 9: Traffic Officer – Planning 
Unit number: M/617/5907 Credit: 2 GLH: 15 Level: 2 

Learning Outcomes Assessment Criteria 

TK1: Understand relevant and current regulation and legislation 
TK1.1: Identify relevant and current legislation relating to the sector, organisation and own role. 
TK1.2: Explain the importance of complying with regulations and legislation 

TK2: Understand how to plan routes and jobs 
TK2.1: Understand how to plan routes for the safe delivery of products  
TK2.2: Outline the importance of effective planning of routes and jobs to meet customers’ needs 

TK4: Understand how to use the Transport Management 
System (TMS) and other relevant IT systems 

TK4.1: Outline how to organise and allocate resources to jobs manually or using relevant IT systems 
TK4.2: Identify the timescales, processes and instructions for the use of TMS and other relevant IT systems 
TK4.3: Describe how to use systems for tracking and progressing live jobs through the delivery stages 
TK4.4: Identify how to use systems to input jobs for onward delivery 

TS1: Be able to demonstrate compliance with current 
appropriate rules and regulation 

TS1.1: Demonstrate compliance with current appropriate rules and regulations 

TS2: Be able to prepare the delivery of products safely and 
efficiently 

TS2.1: Plan routes for the safe delivery of products  
TS2.2: Select routes and equipment to improve cost efficiency and to minimise environmental impact  

TS3: Be able to use Transport Management Systems (TMS) 
TS3.1: Use TMS systems for customer jobs  
TS3.2: Assign appropriate resources to jobs 

Amplification / Indicative content 

• Importance of complying with regulations and legislation: Including consequences: legal, moral, financial, safety, effectiveness. 
• Legislation: including domestic and international (where relevant). 
• TK4: Understand how to use the Transport Management System (TMS) and other relevant IT systems 

o Resources: vehicles, drivers, other members of staff 
o Relevant IT systems: to input jobs for onward delivery, to progress live jobs through the delivery stages for tracking 
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• TS2: Be able to prepare the delivery of products safely and efficiently 
o Plan routes for safe delivery of products: under normal circumstances, in response to changing circumstances, the importance of planning amendments to meet 

changing customer needs, demonstrating compliance with the organisation’s rules, codes and guidelines, demonstrating compliance with relevant industry and 
sector regulation 

• TS3: Be able to use Transport Management Systems (TMS) 
o Use TMS systems for customer jobs: demonstrating compliance with the organisation’s rules, codes and guidelines and demonstrating compliance with 

relevant industry and sector regulation 

 
 

Unit 10: Traffic Officer – Returned Goods 
Unit number: TBC Credit: 1 GLH: 8 Level: 2 

Learning Outcomes Assessment Criteria 

TK6: Understand how to process goods when returned to base 
TK6.1: Outline how to process returned goods when they are returned to base  
TK6.2: Identify which documentation is required to be completed for the processing of returned goods 

TS5: Be able to process goods when returned to base 
TS5.1: Follow organisational processes in order to process goods when they are returned to base  
TS5.2: Use the correct documentation or systems to record receipt of returned goods 
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Unit 11: Traffic Officer – Safe use of equipment and machinery 
Unit number: Y/617/5903 Credit: 2 GLH: 10 Level: 2 

Learning Outcomes Assessment Criteria 

TK3: Understand appropriate equipment/vehicle types 
TK3.1: Identify the different types of equipment and vehicles that can be used to move or transfer items 
TK3.2: Describe when to use types of equipment and vehicles to minimise environmental impact 

TK5: Understand safe use of equipment and machinery in order 
to provide briefs to colleagues 

TK5.1: Identify where to locate guidelines for equipment and machinery to be able to create or reference in 
briefs  

TK5.2: Explain the purpose and process of providing briefs to colleagues 
TK5.3: Outline the relevant information that should be included in briefs 

TS6: Be able to debrief drivers on their return to base TS6.1: Debrief drivers on their return to base 

TS4: Be able to plan and provide briefs to other operators on 
safe use of equipment and machinery 

TS4.1: Plan briefs to other operators on the safe use of equipment and machinery  
TS4.2: Brief colleagues and others on how to use equipment and machinery safely  

Amplification / Indicative content 

• Types of equipment and vehicles: couriers, vans, rigid, articulated, pallets, crates and bags 
• Colleagues: such as drivers or warehouse operatives 
• Guidelines: manufacturers’ and organisational 
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Unit 12: Traffic Officer – Maintenance 
Unit number: R/617/5902 Credit: 1 GLH: 8 Level: 2 

Learning Outcomes Assessment Criteria 

TK7: Understand the process for arranging vehicle maintenance 
and dealing with any related issues 

TK7.1: Outline the process for arranging vehicle maintenance 
TK7.2: Describe issues that can occur when arranging vehicle maintenance 
TK7.3: Explain how to deal with issues that can occur when arranging vehicle maintenance 

TS7: Be able to follow instructions for maintaining equipment 
and machinery 

TS7.1: Follow instructions and deal with maintenance issues promptly  
TS7.2: Report issues arising from vehicle maintenance to the appropriate person 

TS8: Be able to schedule vehicle maintenance TS8.1: Schedule vehicle maintenance in line with recommended guidance and service intervals 
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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 which is available to download in the 
members’ area. 
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