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Introduction to Warehousing & Storage Spring 2025

Episode 1: Health and Safety Responsibilities

Introduction

Health and safety are essential in any workplace, but in warehousing and storage, where
there are numerous hazards, following correct procedures is critical. Warehouses
contain heavy machinery, large stock volumes, hazardous materials, and high-traffic
areas, all of which present risks to employees. The Health and Safety at Work Act 1974
establishes legal requirements for employers and employees, ensuring workplaces
remain safe.

This episode explores risk assessments, fire safety, hazard reporting, and individual
responsibilities, helping workers understand how to prevent accidents and ensure a safer
environment.
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Employer and Employee Responsibilities

Employers and employees share responsibility for maintaining a safe workplace.
Employer responsibilities include:

¢ Conducting risk assessments to identify hazards and take precautions.

e Providing training on manual handling, fire safety, and hazard awareness.

e« Maintaining equipment and storage areas to prevent accidents.

e Ensuring the availability of PPE (Personal Protective Equipment).

e Implementing emergency procedures for fires, spills, and other incidents.
Employees also play a key role in safety by:

¢ Following safety instructions and training.

e Reporting unsafe conditions (e.g., spills, blocked exits).

¢ Keeping work areas clean and tidy.

¢ Being aware of fire exits and first aid stations.

By working together, employers and employees can reduce risks and create a safer
environment.

Risk Assessments

Risk assessments are structured evaluations of workplace hazards. Employers must
conduct these assessments regularly to ensure risks are identified and controlled. The
five key steps of a risk assessment are:

1. ldentify hazards — Consider what could cause harm (e.g., machinery, chemicals).
2. Decide who might be harmed - Workers, visitors, or contractors?

3. Evaluate the risks — Determine the severity and necessary precautions.

4. Record findings and implement them - Ensure safety measures are putin place.
5. Review and update assessments — Modify if conditions change.

Forexample, in awarehouse, arisk assessment mightidentify the risk of falls from height.
This would involve:

e Recognising the hazard —working at height.
e Identifying who is at risk — employees on ladders or platforms.

¢ Implementing preventative actions — staff training, harnesses, warning signs.
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Fire Safety in Warehousing

Fires pose a significant risk in warehouses due to combustible materials and electrical
equipment. A fire needs three elements to start:

¢ Heat-from machinery, electrical faults, or open flames.
e Fuel-such as cardboard, chemicals, or flammable liquids.
¢ Oxygen - which allows fires to spread.

By removing one of these elements, fires can be prevented or controlled. Fire safety
measures include:

o Keeping fire exits clear at all times.

o Storing flammable materials safely.

¢ Ensuring fire extinguishers are accessible and suitable for different fire types.
Types of Fire Extinguishers
Different fires require different extinguishers:

¢ Water (red) - For wood, paper, and textiles.

e Foam (cream)-For liquid fires (e.g., oil, petrol).

e CO, (black)-For electrical fires.

e Drypowder (blue)— For multiple types, including gases.

e Wet chemical (yellow) — For cooking oil fires.

Using the wrong extinguisher can make fires worse. For example, never use water on
electrical fires, as it conducts electricity and increases risk.
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Hazard Reporting and Real-Life Example

Spotting and reporting hazards are crucial in preventing accidents. Hazards in
warehouses may include:

e Blocked fire exits preventing safe evacuation.
¢ Leaking chemicals causing slips or exposure risks.
¢ Faulty equipment leading to mechanical failures.
A real-life case demonstrates the importance of hazard awareness:

A fast-food worker suffered serious burns when she slipped on an unreported leak and
instinctively placed her hand into a fryer. Had the leak been reported and cleaned up, the
injury could have been avoided.

Warehouse workers must report hazards immediately to prevent similar incidents.

Stretch and Challenge

¢ What challenges might employers face in ensuring all health and safety policies
are followed in a busy warehouse?

e How can employees contribute to a stronger safety culture beyond simply
following rules?

Summary
o Employers and employees share responsibility for workplace safety.
¢ Risk assessments help identify and reduce hazards.

o Fire safety requires removing heat, fuel, or oxygen and using the correct
extinguisher.

¢ Hazard reporting prevents accidents and ensures a safer working environment.

By understanding and applying these principles, warehouse staff can protect themselves
and their colleagues from harm.
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Episode 2: Different Types of Roles in
Warehousing

Introduction

Warehouses play a critical role in the supply chain, ensuring goods are stored, organised,
and dispatched efficiently. Within a warehouse, there are various job roles, each
contributing to smooth operations. From warehouse operatives responsible for picking
and packing to forklift drivers, supervisors, and managers, every position has a key
function.

This episode explores different roles in warehousing, career progression opportunities,
and the importance of communication and teamwork. We will also discuss how
technology is shaping the future of warehousing, influencing how tasks are carried out.
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Key Roles in a Warehouse

Warehousing roles vary depending on the size of the facility, the type of goods stored, and
the level of automation. Some of the most common roles include:

¢ Warehouse Operative
e Moving stock manually or using equipment.
e Picking and assembling orders.
e Checking for damaged items.
o Keeping the warehouse clean and organised.
¢ Forklift Driver
e Operating forklifts to move heavy or bulk items safely.
e Stacking and retrieving goods from high storage areas.
e Conducting safety checks on machinery.
¢ Team Leader / Supervisor
¢ Managing warehouse operatives, ensuring tasks are completed.
e Supporting training and mentoring new staff.
e Monitoring stock levels and quality control.
¢ Warehouse Manager
o Overseeing operations, ensuring efficiency and safety.
¢ Managing staff schedules and productivity.
e Handling logistics, stock control, and compliance with regulations.

Each of these roles requires different skills, training, and experience levels.
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Career Progression in Warehousing

A warehouse career typically follows a structured progression. Many employees start as
warehouse operatives and work their way up through additional training and experience.

- Entry-Level: Warehouse Operative

- Next Steps: Forklift Driver, Quality Control Inspector

- Supervisory Roles: Team Leader, Shift Supervisor

- Management: Warehouse Manager, Logistics Coordinator

Some specialised areas, such as quality control or health and safety, may require further
qualifications. According to the National Careers Service, gaining a forklift licence or a
degree in logistics and supply chain management can open opportunities for leadership
roles.

Gemma Barnsdale, a warehousing professional, explains:

"You usually start at the bottom as a general warehouse operative, but there’s great
potential for progression. You can gain your forklift licence, move into supervision, and
even work towards a management role with experience and training.”

The Importance of Communication and Teamwork

Warehousing is a team effort, requiring clear and effective communication. Each role
depends on others to complete the supply chain process. Poor communication can lead
to errors, delays, and even safety risks.

- Clearinstructions ensure accuracy - Miscommunication in picking and packing
can lead to incorrect orders.

- Good teamwork improves efficiency — Smooth coordination between roles
speeds up order processing.

- Effective safety communication prevents accidents - Reporting hazards
quickly reduces risks.

Broderick Brett, another warehouse professional, highlights:
"Each person plays a crucial role, from pickers and forklift drivers to those managing
shipments. If they don’t communicate properly, the whole process can be delayed or
disrupted.”

By fostering strong teamwork and workplace communication, warehouses can run more
efficiently and safely.
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The Impact of Technology on Warehouse Roles

Technology is rapidly changing the warehousing industry. Traditional manual roles are
evolving due to advancements in automation, robotics, and digital inventory systems.

Some key developments include:

e Automated Picking Systems — Robots assist with selecting and moving stock,
reducing manual labour.

+ Radio Frequency (RF) Picking - Handheld scanners improve order accuracy.

e Warehouse Management Software - Tracks inventory in real-time, improving
efficiency.

Despite automation, human workers remain essential for managing technology,
supervising operations, and handling complex tasks. Many warehouses, such as
Amazon, use a hybrid system, where robots and human employees work together.

Stretch and Challenge
e How do technological advancements impact job security in warehousing?

¢ What interpersonal skills (besides technical ability) are most important for a
warehouse team leader?

Summary

¢ Warehouses consist of various roles, from operatives to managers, all essential
for smooth operations.

o Career progression is achievable through training, experience, and qualifications
such as forklift licences.

¢ Communication and teamwork are vital to ensure efficiency, accuracy, and
workplace safety.

e Technology is reshaping warehousing, introducing automation and digital
systems while still requiring human oversight.

By understanding different roles and responsibilities, workers can develop their skills,
progress in their careers, and contribute to an efficient warehouse environment.
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Episode 3: Manual Handling

Introduction

Manual handling is an essential part of warehouse operations, involving tasks such as
lifting, carrying, pushing, and pulling. However, if done incorrectly, these activities can
lead to serious injuries, particularly to the back, shoulders, and joints. According to
workplace injury statistics, poor manual handling is one of the leading causes of
musculoskeletal disorders in warehouse environments.

This episode explores safe lifting techniques, correct posture, use of equipment, and the
importance of recognising when assistance is needed. By following best practices,
workers can reduce the risk of injury and ensure a safer working environment.
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The Importance of Safe Manual Handling

In warehouses, workers frequently move heavy loads, awkwardly shaped items, and bulk
materials. Lifting or carrying items incorrectly can cause immediate injuries, such as
muscle strains, or long-term damage, including slipped discs and chronic pain.

To reduce risks, employers must:
e Provide manual handling training to all employees.

e Supply appropriate lifting aids and equipment such as trolleys, pallet trucks, and
forklifts.

e Conductrisk assessments to identify manual handling hazards.

Employees must also take responsibility by following safety guidelines and using
equipment when needed.

Safe Lifting Techniques
The safest way to lift an item manually follows a structured approach:
1. Assess the lift - Check the item’s weight and whether assistance is needed.

2. Adopt the correct posture — Feet shoulder-width apart, knees slightly bent, back
straight.

3. Take a firm grip — Hold the load securely, keeping it close to the body.

4. Lift with the legs — Use leg muscles rather than the back to raise the load
smoothly.

5. Avoid twisting — Move feet instead of turning at the waist.

6. Lower the load carefully — Bend knees and keep control while setting the load
down.

If the load is too heavy or awkwardly shaped, workers should ask for help or use
mechanical aids.
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Carrying, Pushing, and Pulling Safely

Once a load is lifted, carrying it safely is just as important. Workers should:

e Keep the load close to the body to maintain balance.

¢ Move smoothly and avoid sudden movements.

e Watch for obstacles and ensure a clear path before carrying heavy items.
Pushing is generally safer than pulling, as it:

o Reduces strain on the back.

e Provides better control over movement.

¢ Allows workers to use leg strength rather than relying on the arms and spine.

If pulling is unavoidable, workers should keep a firm grip, maintain a straight back, and
move slowly to avoid strain.

Manual Handling Equipment and PPE

To assist with heavy lifting, warehouses provide equipment such as:

e Pallet trucks - Ideal for moving large or stacked goods.

e Sackbarrows — Used for transporting multiple smaller items.

o Forklifts — Required for lifting particularly heavy or high-stacked loads.
Before using equipment, workers must:

e Conduct a pre-use check to ensure it is safe to operate.

¢ Follow training instructions on how to use the equipment correctly.

e Report faulty equipment to a supervisor immediately.

Personal Protective Equipment (PPE) such as steel-toe boots, gloves, and back support
belts may also be necessary for handling certain loads.
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Recognising When to Ask for Help

A key part of manual handling safety is knowing personal limits. Some signs that
assistance is required include:

e The loadis too heavy or bulky to lift safely.
¢ The destination is far, increasing strain on muscles.
e The load contains hazardous substances that require special handling.

Asking for help or using equipment is not a sigh of weakness, but a responsible action
that protects health and prevents workplace injuries.

Stretch and Challenge
o Why is lifting with the legs rather than the back considered the safest technique?

¢ How canwarehouse layouts be designed to reduce the need for excessive manual
handling?

Summary

¢ Manual handling injuries are preventable with correct techniques and proper
equipment use.

o Lifting, carrying, pushing, and pulling should be performed with safe posture and
controlled movements.

e Manual handling aids such as pallet trucks and forklifts reduce strain and improve
safety.

e Recognising when to ask for help is essential for injury prevention.

By applying these principles, warehouse workers can protect themselves from long-term
health issues and contribute to a safer, more efficient workplace.

ST

—_—
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Episode 4: Picking Goods

Introduction

Picking goods is one of the most important processes in a warehouse. Accuracy and
efficiency in picking directly affect customer satisfaction, operational costs, and overall
warehouse performance. Mistakes in picking can lead to incorrect shipments, returns,
and financial losses for the company.

This episode explores different picking methods, technology used in picking, and the
importance of quality control. Understanding these aspects will help workers complete
picking tasks accurately, safely, and efficiently.
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What is Picking?

Picking refers to the process of locating and collecting items from warehouse storage to
fulfil customer orders. Once picked, items are prepared for packing and dispatch.

A picking process typically follows these steps:
1. Acustomer places an order, generating a pick request.
2. The warehouse receives a pick list, detailing the items to collect.
3. Apickerretrieves the correct products, ensuring accuracy.
4. The items are sent to packing and dispatch for shipment.

Picking accounts for 55% of a warehouse’s operational costs, making it essential to get
right. Inefficient picking can lead to delays, increased costs, and dissatisfied customers.

Picking Systems in Warehouses

Different warehouses use different picking systems depending on size, layout, and
technology.

¢ Picker-to-Part System -The worker moves around the warehouse to find and pick
the required items.

e Part-to-Picker System - Items are brought to the picker via conveyor belts,
robotics, or automated storage systems.

e Automated Picking — In some warehouses, such as Amazon’s, robots assist in
picking, reducing the need for manual labour.

While traditional picking remains common, automation is becoming more widespread,
improving speed and accuracy.
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Picking Methods
There are three main methods used to identify which items need to be picked:
1. Paper Picking
o Workers use a printed pick sheet to locate items manually.
o Simple but prone to human error.
2. RF (Radio Frequency) Picking

o Workers use handheld barcode scanners that update inventory in real-
time.

o Improves accuracy and efficiency.

3. Voice-Directed Picking
o Workers wear headsets that provide voice commands for picking.
o Hands-free and highly efficient.

Technology such as RF scanners and voice picking reduces errors and improves speed,
helping warehouses manage high order volumes efficiently.

Common Picking Problems and How to Handle Them
1. Faulty Equipment
o Problem: A barcode scanner or voice-picking headset stops working.

o Solution: Report the fault immediately and verify items manually while
waiting for a replacement.

2. Incorrect Items Picked
o Problem: A worker picks the wrong product due to misreading labels.

o Solution: Double-check product codes and descriptions against the pick
list before confirming selection.

3. Heavy or Hazardous Items

o Problem: The item is too heavy to lift safely or contains hazardous
substances.

o Solution: Use manual handling equipment or seek assistance. If
hazardous, wear appropriate PPE.
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4. Stock Discrepancies
o Problem: The system shows stock is available, but the item is missing.

o Solution: Report the issue to a supervisor and investigate possible stock
misplacement or errors in inventory tracking.

By following best practices and identifying potential issues early, pickers can reduce
mistakes, improve accuracy, and maintain efficiency.

The Importance of Quality Control in Picking
Quality control is an essential part of the picking process. Pickers must check items for:
o Correct product and quantity — Matches order specifications.
« Damage or defects — Ensures items are in good condition.
o Expiry dates - Important for food, pharmaceuticals, and perishable goods.

Mistakes in picking lead to returns, wasted resources, and customer dissatisfaction,
so double-checking is a crucial step before items move to packing.

Stretch and Challenge
e How can warehouses balance speed and accuracy when picking orders?

¢ What are the advantages and disadvantages of increasing automation in picking
processes?

Summary

e« Picking is a key warehouse function that ensures customers receive the correct
goods.

o Different picking systems and methods improve efficiency and accuracy.

¢ Commonissues, such as faulty equipment or incorrect picks, must be addressed
quickly.

¢ Quality control checks prevent errors and ensure customer satisfaction.

By following best practices, pickers contribute to a smooth and efficient warehouse
operation, reducing costs and improving service reliability.
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Episode 5: Preparing Goods for Packing

Introduction

Once goods have been picked, they must be prepared for packing before being
dispatched to customers. Proper packing protects goods from damage, contamination,
and loss during transport. The type of wrapping, packaging materials, and labelling used
depends on the nature of the items being shipped.

This episode explores packing methods, quality control, common packing problems, and
the importance of correct labelling. By following best practices, workers can help ensure
that goods arrive in excellent condition, reducing waste and customer complaints.
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Preparing Goods for Packing
Before packing begins, several checks must be carried out:
¢ Condition of the goods — Ensure items are not damaged, defective, or expired.
e Correct quantity and order details — Confirm that all required items are present.

e Special handling requirements - Some goods, such as fragile items or
perishables, need specific packaging.

Once these checks are complete, the goods can be wrapped, packed, and labelled
according to warehouse standards.

Choosing the Right Packing Materials

Packing materials must be selected based on weight, size, shape, and fragility. Common
packaging materials include:

e Cardboard boxes — Used for most general items.
¢ Bubble wrap and foam pellets — Provides cushioning for fragile goods.
o Polystyrene dividers — Prevents glassware or bottles from breaking.
o Shrink wrap and stretch film — Secures goods together on pallets.
Some items require specialist packaging, such as:
« Temperature-controlled packaging — For frozen or perishable goods.
o Hazardous material packaging — Includes warning labels and protective layers.

Choosingthe correct packaging prevents product damage, financial loss, and safety risks
during transportation.

Tools and Equipment for Packing

Packing often involves using specialised equipment to improve efficiency and
consistency. Common tools include:

e Packing tape dispensers - For sealing boxes securely.
e Industrial wrapping machines — Used for shrink-wrapping bulk goods.
e Weighing scales - Ensures accurate shipping costs and weight compliance.

Pre-use checks should be carried out on allequipment to prevent delays and breakdowns
during the packing process.
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The Role of Quality Control in Packing

Quality control (QC) ensures that only undamaged, correctly packed, and properly
labelled goods are dispatched. Key checks during packing include:

¢ Item condition — Checking for damage before packing.
¢ Correct packaging selection — Ensuring fragile goods are sufficiently protected.

e Labelling and documentation — Confirming address details and any special
handling instructions.

Broderick Brett, a warehouse professional, explains:
"Quality control is vital in packing. If a customer receives the wrong or damaged product,
it costs the company money and harms its reputation. Checking every order before it
leaves is essential.”

A dedicated quality control (QC) team often carries out final inspections before dispatch
to reduce mistakes and customer complaints.
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Common Packing Problems and Solutions

1. Incorrect packaging materials

o Problem: Using the wrong type of box or wrapping can lead to damaged
goods.

o Solution: Check packaging requirements before packing begins.
2. Missing orincorrect labels

o Problem: Unlabelled or mislabelled packages can be delivered to the
wrong customer.

o Solution: Ensure labels are correct and securely attached.
3. Faulty packing equipment

o Problem: A damaged tape dispenser or broken wrapping machine slows
down operations.

o Solution: Conduct pre-use checks and report faulty equipment
immediately.

4. Rush packing leading to mistakes
o Problem: Working too fast to meet deadlines may result in errors.

o Solution: Balance speed and accuracy to ensure efficient but correct
packing.

By identifying and addressing these issues early, warehouses can maintain high packing
standards and customer satisfaction.

Stretch and Challenge
¢ How do environmental concerns impact packaging choices in warehousing?

e What steps can be taken to improve efficiency while maintaining quality controlin
packing?

Summary
e Packing protects goods from damage, contamination, and incorrect delivery.
e Choosing the right materials ensures items are securely packed.
e Quality control checks prevent errors and improve customer satisfaction.

e Common packing problems, such as incorrect labelling or packaging faults, must
be addressed quickly to maintain efficiency.

By following best practices, warehouse workers contribute to efficient packing
operations, reduced waste, and improved order accuracy.
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Episode 6: Dispatching Goods

=)

Introduction

Once goods have been picked, packed, and checked for quality, they must be prepared
for dispatch. This is a crucial stage in the warehouse process, ensuring that shipments
are correctly organised, labelled, and transported to the right destination on time. Poor
dispatching can lead to delays, lost items, and dissatisfied customers.

This episode explores best practices for stacking, labelling, and moving goods, as well as
the importance of pre-dispatch checks to ensure smooth operations.

What is Dispatching?

Dispatching refers to the process of organising and moving packed goods to their final
shipping destination. This includes:

1. Checking orders before dispatch — Ensuring items match customer requests.
2. Stacking and loading goods correctly — Preventing damage during transport.

3. Labelling shipments accurately — Ensuring deliveries go to the correct location.
4

. Transferring goods to the dispatch area — Storing items safely before they leave
the warehouse.

Careful planning at this stage reduces errors, improves efficiency, and ensures smooth
transportation.
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Stacking and Loading Goods Safely

To prevent accidents and damage, items must be stacked correctly on pallets orin cages
before transport. The key principles of safe stacking include:

e Heavier items at the bottom - This keeps the centre of gravity low, reducing the
risk of tipping.

e Lighter or fragile items on top — Prevents crushing and damage.
o Even weight distribution — Ensures stability and makes loads easier to transport.
e No overhanging items — Keeps stacks secure and prevents goods from falling.

Poor stacking can lead to collapsing loads, damaged goods, and safety hazards for
workers.

The Importance of Labelling and Documentation

Every shipment must be clearly labelled to ensure correct delivery. A missing orincorrect
label can resultin:

e Goods being sent to the wrong location.
e Delaysin processing and customer complaints.
e Items being lost or misplaced.
Labels mustinclude:
¢ Delivery address and recipient details.
e Order number and tracking information.
e Handling instructions (e.g., "Fragile" or "Keep Upright").

Checking and verifying labels before dispatch reduces mistakes and improves efficiency.

Pre-Dispatch Checks

Before goods leave the warehouse, several checks must be completed to ensure the
shipment is correct and secure. These include:

e Confirming the right items are in the order — Avoids incorrect shipments.
e Inspecting packaging for damage - Prevents faulty goods being sent.
e Ensuring labels and documents are correct — Reduces risk of misdelivery.

e Making sure the dispatch area is clear and accessible — Avoids delays in
loading.

Supervisors often double-check outgoing shipments to prevent costly mistakes.
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Common Dispatch Problems and How to Solve Them

1. Incorrect or missing paperwork

o Problem: Goods are sent with incomplete or incorrect delivery details.

o Solution: Double-check labels and documentation before dispatch.
2. Obstructed dispatch areas

o Problem: Poor organisation leads to delays and safety hazards.

o Solution: Keep the dispatch area clear and ensure easy access to goods.
3. Stacking errors causing damage

o Problem: Improper stacking leads to items being crushed or falling during
transport.

o Solution: Follow safe stacking guidelines and secure loads correctly.
4. Transport delays
o Problem: Shipments are held up due to poor scheduling or missing items.

o Solution: Plan ahead, check orders early, and ensure goods are ready for
collection on time.

By identifying and addressing these issues, warehouses can streamline the dispatch
process and improve overall efficiency.

Stretch and Challenge

e How can technology, such as barcode scanning and tracking systems, improve
warehouse dispatch operations?

¢ What measures can be taken to ensure the security of high-value goods during
dispatch?

Summary

e Dispatching is the final step before goods leave the warehouse, requiring careful
organisation.

o Safe stacking and correct labelling ensure goods arrive in good condition at the
right location.

e Pre-dispatch checks prevent errors and delays in delivery.

e Commondispatch problems, such as missing paperwork or stackingissues, must
be resolved quickly to maintain efficiency.

By following these best practices, warehouses can reduce errors, improve customer
satisfaction, and ensure a smooth shipping process.
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