Assignment 4 Stock Movement and Storage

	Name


	

	Date assignment started
	

	Date assignment completed
	

	Technical Certificate

Level 2


	Handling and storing stock



	Links to Retail S/NVQ


	Receive goods into storage

Put goods and materials into storage

Work effectively in own organisation

	Links to Key/Core Skills


	Communication

Application of Number/Numeracy


Assignment Overview

This assignment covers how to effectively receive, move and store products safely and effectively.  It considers the importance of accurate completion and updating of stock records and paperwork.

What you need to know before you start this assignment

1. How to prepare for and receive deliveries

2. How to complete all the relevant documentation

3. How and why to refuse goods and how to inform appropriate people of the refusal

4. How to access information/stock control systems and how to ensure they are updated correctly

5. How to interpret relevant information

6. How to safely and effectively receive, move and store stock

7. How to dispose of waste and rubbish safely

8. Legal requirements

Information that you may need

1. Any company paperwork

2. Reports on stock levels

3. COSHH and other risk assessments

It may be useful to talk to your line manager about this assignment and the areas that you will be covering.

The Assignment


Assignment 4 – Task 1 - Receiving Stock Deliveries

a) Arrange to receive three different stock deliveries. List the actions you would take to prepare for the delivery and give the reasons why you would make these preparations. 

	Action for preparation
	Reasons for actions



	
	


b) List the things you must check when receiving deliveries and explain the impact upon the organisation if these things were not checked.

	Items to be checked


	Impact if they are not checked

	
	


c) If there were any discrepancies in the delivery or if you had to refuse any products, explain what you did and why and who you informed.

If the delivery was correct, find examples of previous deliveries which had been incorrect and explain what actions were taken and why.


d) List the paperwork that needs to be completed or the necessary updates to be made to the computer system.

Explain why it is important that this is done.

	Required paperwork or updates to computer system


	Reason for accurate and timely completion

	
	


Assignment 4 – Task 2 - Storing Stock Effectively and Safely

a) Draw a plan of your stockroom/storeroom.  Explain why stock is located in certain places.  Attach this to your assignment.

b) Does the stock layout allow for easy access when picking out stock and dispatching the goods?  If not, how could the layout be improved?

c) Explain how your organisation ensures stock is rotated, then answer the following questions:

i) Why is this necessary? 

ii) What would you do with stock that has expired date codes? 

iii) Why is it important that this stock is not placed on the sales floor?

d) List the special moving and storage requirements that will be needed for the following types of stock:

	Type of stock
	Special moving and storage requirements



	Frozen foods


	

	Perishable products


	

	High value stock


	

	Hazardous or flammable materials


	

	Fragile items


	


Assignment 4 – Task 3 - Storing Dangerous Items and Substances


1.  Choose three dangerous items or substances and explain how they should be stored safely and securely. 

	Item or substance
	Storage requirements



	1.


	

	2.


	

	3.


	


2.  Draw five common danger symbols which are used on goods and explain what the symbols mean.

	Symbol


	Definition



	1.


	

	2.


	

	3.


	

	4.


	

	5.


	


Assignment 4 – Task 4 - Security, Safety and Good Housekeeping in the Stockroom 

1.  Look around your stockroom/storeroom and identify any security or safety hazards.  Locate your organisation’s risk assessments for the stockroom and check if the appropriate measures have been taken to control or prevent any risks to:

· People

· Premises

· Stock/products

Make notes of your findings below.

2.  Explain why it is important that there is effective security, safety and good housekeeping.

Tip: Remember to consider any legal implications.

Assignment 4 – Task 5 - Selecting Appropriate Equipment to Move and Store Stock


Choose five products that vary in size, shape and weight.  Explain the different types of handling methods and equipment and storage facilities you would use for each of the products, and explain the reasons for your choices.  Use the table below to record your answers.

	Product
	Handling method and equipment
	Reasons



	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	

	5.


	
	


Assignment 4 – Task 6 - Maintaining Stock Levels 


1.  Carry out a stock check by counting the stock for a particular product range or location within your store (N.B. you should plan this with your manager).

Record the count on the relevant paperwork for your organisation or using the appropriate technology.

2.  Explain how you ensured the task was carried out accurately, safely and efficiently.

3.  Explain why it is necessary to keep accurate and updated stock control systems.

Assignment 4 – Task 7 - Damaged Goods/Returns


Discuss, with your manager, your organisation’s policies and procedures for dealing with damaged goods and returns - and answer the following questions:

1.  Why is it important that these items are stored separately?

2.  Are returns re-sold or returned to the manufacturer?

3.  Why is it important that a record is kept of these items?

4.  Where are the details of suppliers kept?

Assignment 4 – Task 8 - Disposal of Waste Products


Discuss, with your manager, your organisation’s policy and procedures on waste packaging and materials - and complete the following questions:

1.  How are waste materials and rubbish disposed of safely and effectively?

2.  List the safety factors you need to consider when:

	Task


	Safety factors

	Receiving stock


	

	Unwrapping stock


	

	Preparing stock to be moved onto the sales floor


	

	Putting stock out onto the sales floor


	


Assignment 4 – Task 9 - Legal Implications

1.  Discuss with your manager how the equipment and storage facilities are maintained to keep them in good, safe working order.  Make notes of your findings below.

2.  What are your responsibilities towards keeping the environment, the stock and people safe and secure?

Tip: Remember to include any food safety and handling legislation.
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