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1.1 INTRODUCTION  

Welcome to this course on how Warehouse Skills development. 
This course is Unit Standard ********, and is registered as NQF level **, and hold ** 
credits. The Purpose of this Learner Guide is to assist you in learning and 
understanding what is required to successfully complete this course. Please read 
through the Learner Guide and acquaint yourself with the Outcomes and assessment 
criteria required to complete the course.  

 
 
 
 
 
  

1.2. ABOUT THIS TRAINING PROGRAMME  

 

This training program consists of a learner’s guide, an Introduction and 5 modules: 
 

• Learners Guide 
 

• Introduction 
 

• Module 1 Goods Receiving 
 

• Module 2 Inventory Put Away 
 

• Module 3 Picking & Packing 
 

• Module 4 Inventory Counting 
 

• Module 5 Introduction to Warehouse Management Systems (WMS) 
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1.3 PURPOSE OF THIS PROGRAMME 

Warehousing is the act of storing products or goods to distribute or sell it later. For 
warehousing, Big companies with large number of products use large sheds, buildings, 
etc. whereas small or home-based businesses use spare rooms, basements, garages, 
etc. Warehousing comes under the branch of logistics management. It is a sophisticated 
industry that includes procurement, management of inventory, and distribution. Usually, 
warehouses are used strictly for storage purposes but some of them are also used for 
the distribution of goods. There is an ongoing need for skilled people to, warehouse 
staff play an important part in a business’s success this learning program has been 
developed by our experienced facilitators and is designed to impart Knowledge, Skills, 
and Abilities across to you as the learner to enhance or enable you to succeed within 
the warehouse environment. 

 

 

 

 
 

1.4 LEARNER SUPPORT 

Please remember that as the programme is outcomes based – this implies the 
following: 

a) You are responsible for your own learning – make sure you manage your study, 
practical, workplace and portfolio time responsibly.  

b) Learning activities are learner driven – make sure you use the learner guide and 
portfolio guide in the manner intended and are familiar with the portfolio 
requirements.   

c) The facilitator is there to reasonably assist you during contact, practical and 
workplace time of this programme – make sure that you have his/her contact details. 



 
Learner Guide– Warehouse Skills Development                                                                                   5/20 
 

5 | P a g e  
 

1.5. ASSESSMENT 

 

Learning Outcomes: 

Please refer to the beginning of each section for the learning 
outcomes that will be covered in that section. 

1.5.1 SITUATIONAL LEARNING PROGRAM 

This course has been designed and developed by a qualified Outcomes Based 
Learning Program Developer, who has extensive knowledge within their filed of 
expertise. The objective of our Situational Learning Program is to help you gain work 
experience online through our real-life work situations that you may encounter within 
your new role, the idea is to train you to gain knowledge of practical work situations that 
will arise in your role within the workplace.  
 
Our industry experts have taken their years of experience and the many challenges they 
faced carrying out their roles and have re-created those different situations within our 
program to allow you a better understanding of what you will face within your role in the 
workplace. You will be better equipped at job interviews and be able to explain how you 
would cope with various issues you would possibly be faced with, even though you 
haven’t had experience In that role yet.  

 

 

1.5.2 FORMATIVE ASSESSMENT 

In each lesson, several Formative activities are spaced within the content to assist 
you in understanding the material through application. Please make sure that you 
complete ALL activities in each of the lessons.  

The Formative Assessments take the form of various question types.  

1. Multiple Choice 

• Is a form of an objective assessment in which respondents are asked to 
select only correct answers from the choices offered as a list.  

2. True / False 

• A true or false question consists of a statement that requires a true or false 
response. 

3. Gap Fill 

• AN exercise in which learners have to replace words missing from a text. 

4. Single Item 

• Enables learners to enter their answer into a single line text field: 

5. Ordering 

• Students select the correct order of a series of items 

6. Interactive Video’s  

https://en.wikipedia.org/wiki/Educational_assessment
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• Whilst watching a video the video will stop and a question will be asked, or 
an important fact will be reiterated to assist your understanding of the 
content.  

Each Formative Assessment question and or video will have the option to reset, 
this will be indicated on each question or video you are working on.  

 

 

1.5.3 SUMMATIVE ASSESSMENTS 

A Summative Assessment is used to evaluate your learning, skill acquisition, and academic 
achievement at the conclusion of a defined Course.  
 
 
 
 

1.5.4 PORTFOLIO OF EVIDENCE 

You will be required to complete a portfolio of evidence for summative assessment 
purposes. A portfolio is a collection of different types of evidence relating to the work 
being assessed. It can include a variety of work samples. 

The portfolio guide will assist you in identifying the portfolio and evidence 
requirements for final assessment purposes. You will be required to complete portfolio 
activities, using the knowledge and skills you have developed during your learning 
experience which contributes your preparation of evidence towards your portfolio 

 

 

 

 

 

 

 

 

Portfolio Activity: 

DO NOT WAIT until the end – the programme is designed to assist 
you in evidence preparation as you go along – make use of the 
opportunity! 

Remember: 

• If it is not documented, it did not happen! 

• In some evidence, the process you followed is more 
important than actual outcome / end-product. 

• Therefore … 

• Please make sure all steps for the portfolio activities are 
shown where required. 
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1.6. NAVIGATING THE LEANER GUIDE  

1.6.1 USE OF ICONS 

Throughout this skills programme icons are used to focus your attention on important 
aspects of the learning programme. The following icons are used in this skills 
programme to direct your attention in using at as a reference guide.  

 

Group Activity / Pair Activity: 
You will be required to complete an activity in your group or in pairs with fellow colleagues 
/ programme participants, and provide feedback to the participants in a report back or 
presentation session.  

 

Individual Activity: 

You will be required to complete an activity on your own that relates to the 
outcomes covered in the section. 

 

Portfolio Activity: 

Complete the assessment activity that will be assessed as part of your portfolio 
of evidence for the particular section.  

 

Self Reflection: 

Reflect on the question(s) asked to identify the relevance of learning outcomes 
in your own working environment. 

 

Learner Tip: 

A useful tip or essential element regarding the concept under discussion is 
given as a basis to further discussion. 

 

Self Assessment: 

You have come to the end of this section – please take the time to review what 
you have learnt to date, and conduct a self assessment against the learning 
outcomes of this section  

1.6.2 PROGRESSING THROUGH YOUR COURSE MATERIAL 

As you complete each section of your material you will have two options to progress 
forward.  

1. The Lesson could be split into several pages, you will be instructed at the end of 
a page on how to move forward to the next page.  
 

2. Use the Module Menu to navigate through the Modules  
 

Always remember to complete the lesson you are on by clicking o the COMPLETE 
button.  

.  
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1.6.3 LEANER REGISTRATION FORM 

You will also find the learner registration document in the workbook that must be 
completed, including your ID Copy and your personal portfolio. This information is 
required in order to register you with the different SETA’s. Online participants will be 
required to complete the learner registration modules and submit for approval.  

 

Learner Tip/Truths: 

Without the learner registration and ID documents we will not be able 
to register you with SETA for certification purposes. 

1.6.4 PROGRAMME EVALUATION FORM 

At the end of the learning guide is a skills programme evaluation form. Please 
complete the form before the end of the contact sessions, as this will assist us in 
improving our service and programme material.  Your assistance is highly 
appreciated! Kindly include this evaluation form in your workbook. 

 

1.7 LEARNING MAP 

PROGRAMME 

NAME : 
List the modules or specific outcomes here. 

Learning to be covered: 

 

Learning Outcomes: 

The following learning outcomes are covered in this section. 

This you can get from your matrix. 

Module Outcomes 

1.Induction  

2.Determine what needs to be 
done. 

Understand the assembly 
requirements and 
resources needed to 
complete assembly 

3.Collect components.  Identify and Categorize a 
list of required 
components 

4.Prepare joints and fixing 
points.  

Explain the preparation 
process for joints and 
fixings.  

5.Position and join components.  Construct a diagram of 
each joint indicating 
position of components. 

6.Test and check final assembly 
Survey and Test final 
assembly and 
functionality 

7.Clean and store equipment, Explain the process of 
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clean workplace creating a clean and tidy 
equipment and 
workplace 

8.Faults and problems are 
reported and issues relating to 
the fitting process are 
discussed.  

Compose a final 
assessment of faults and 
problems relating to the 
fitting process, and plan 
and organise a team 
briefing. 

 



Learner Guide– Assemble moulded components and attach fittings                                              10/20 

10 | P a g e  
 

2. INDUCTION  

Your course consists of eight (8) modules including the registration module. Each 
module consists of outcomes-based activities and formative assessments mentioned 
below including a Summative assessment at the end of the modules.  

2.01). After you receive your formative and summative results you will be 
required to  submit a Portfolio of Evidence (POE) as proof that you have 
completed and demonstrated the minimum requirements set out by the 
respective SETA or QCTO before receiving credits.  
Each SETA has submission requirements and policies for the acceptance of 
POE’s. A good place to begin is by contacting the SETA or QCTO where your 
courses are accredited and find out what these requirements and policies are. If 
your SETA’s requirement is to submit a hardcopy of the evidence, the information 
can still be stored online and then printed out for submission. Where your SETA 
allows for electronic submission, make sure that all the relevant requirements are 
met, and that the information is collated in the correct format. 

 
2.02). Please complete the checklist on your POE DS12 document, which 
explains all POE requirements to completion. 
 
2.03). On registration for this course you will be registered with the Education, 
Training and Development SETA (ETDP). 
 
2.04). If you have any queries or require additional support regarding your 
training out of the Facilitator contact session, please use our Student Support 
Helpdesk Support@ezl.com 
 
2.05). If you have any special needs to participate in our learning program, 
please contact the Student Support Helpdesk prior to beginning the course.  
 
2.06). It is very important to follow all instructions during this course and when 
completing your POE, including ensuring all required activities, and materials are 
provided to ensure the successful completion of your course.  

 

2.1 REGISTRATION 

 

Complete the learner registration document in the workbook that must be completed, 
including your ID Copy and your personal portfolio. This information is required in order 
to register you with the different SETA’s. Online participants will be required to complete 
the learner registration modules and submit for approval.  

 

 
 
 
 
 

mailto:Support@ezl.com
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2.2 LEARNING OUTCOME ONE 

 

DETERMINE WHAT NEEDS TO BE DONE. 

Assessment Criteria: 
 
2.2.1 Request the technical drawings and bills of materials for the assembly process. 
 
 2.2.1.1 Provide evidence of your understanding of the process and procedures of  
                      Using the documentation control for requisitions of items from the  
                      technical drawing stores. 
 
2.2.2 Evaluate the requirements of all materials and resources required to prepare and 
         assemble and attach fittings of the moulded product. 
 
 2.2.2.1 Interpret the technical drawing and determine the required materials and 
                       Resources to assemble the moulded components and attachment fittings. 
  
 2.2.2.2 Prepare a breakdown of the bill of materials by: 
  - Item Code 
  - Description 
  - Unit of measure 

- Quantity 
 

 2.2.2.3 Prepare a list of resources that will be required by yourself to complete 
                       the preparation, and assembly of the moulded components and  
                       attachment of fittings.   
 
2.2.3 Complete the formative activity (workbook 2.2) for learning outcomes one, by 
writing a report min 200 words on how the process to determine what needs to be done 
to prepare and assemble moulded components and attach fittings according to 
procedures; following regular, consistent, methodical work patterns.  
 
 
 
 

 

 
Individual activity in workbook 2.2 
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2.3 LEARNING OUTCOME TWO 

 

 COLLECT COMPONENTS.  

(Mouldings, brackets, clamps, lights, adhesives, resins and fittings) 
 
Assessment Criteria: 
 
2.3.1 Check requirements list after determining material and resource requirements. 
 
 2.3.1.1 Signature will be required on requisition to ensure all materials and  
                       resources are correctly issued from stores.  
  

2.3.1.2 Receipt of items will require signature on stores requisition as proof of 
            Issue and receipt of goods.  

 
2.3.2 Set out components to assemble moulded components and attach fittings 
according to procedures, following regular, consistent, methodical work patterns. 
 
 
2.3.3 Complete the formative activity (workbook 2.3) for learning outcomes two, by 
writing a report min 100 words, on how the process collecting components to prepare 
and assemble moulded components and attach fittings according to procedures; 
following regular, consistent, methodical work patterns and provide copies of all 
documentation used in the process 
 
 
 
 

 
Individual activity in workbook 2.3 
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2.4 LEARNING OUTCOME THREE  

 

PREPARE JOINTS AND FIXING POINTS.  

(Preparing joins: jigging, clamping, sanding, drilling, cutting) 
 

Assessment Criteria: 
 
According to procedures, following regular, consistent, methodical work patterns  
and utilizing the required resources: 
 
 2.4.1 prepare surfaces for sanding process. 
  

2.4.1.1 After preparation request quality inspection by Facilitator 
 
2.4.1.1 Facilitator to sign acceptance on Job Card provided. 

 
2.4.2 Set and Assemble jigs in position. 
  

2.4.2.1 Identify each jig number corresponding to its moulded component 
 
2.4.2.2 Align Jigs in correct position in accordance with technical drawing. 

 
2.4.3 Identify and select moulded components 
  

2.4.3.1 Each moulded item will be matched to correct Jig. 
 
2.4.3.2 Assemble each prepared moulded component onto correct Jig. 
 
2.4.3.3 Using the correct clamping devices fasten prepared moulded components 
           to the jigs.  
 
 

2.4.4 Complete the formative activity (workbook 2.4) for learning outcomes three, by 
writing a report min 250 words, on how the process preparing joints and fixing points 
and attach moulded components to jig fixtures and secure according to procedures; 
following regular, consistent, methodical work patterns and provide all relevant technical 
procedures associated with this process.  
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Individual activity in workbook 2.4 
 
 

2.5 LEARNING OUTCOME FOUR  

 

POSITION AND JOIN COMPONENTS.  

(Gluing, over-laminating, screwing, bolting, riveting)  
 
Assessment Criteria: 
 
2.5.1 Analyse technical drawing and construct a diagram indicating the position and  
         joint locations of all of the moulded components and fixings  
 
 2.5.1.1 This drawing must be on an A4 sheet with fixing joints indicated by an “X” 
 
2.5.2 Using science and technology effectively select the correct type of adhesive for  
         the assembly of the moulded components and fittings. 
  
 2.5.2.1 Use the adhesive technical specification chart provided during the lesson. 
 
 2.5.2.2 Request the correct adhesive following the correct procedure. 
 
 
2.5.3 Complete the formative activity (workbook 2.5) for learning outcomes four, by  
         writing a report min 200 words, on how the process of positioning and joining 
         components that have been prepared and assembled onto the appropriate jigs. 
         according to procedures; following regular, consistent, methodical work patterns 
         attach the fixing joint diagram to this activity.  
 
 
 

 
 

 
Individual activity in workbook 2.5 
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2.6 LEARNING OUTCOME FIVE 
 

TEST AND CHECK FINAL ASSEMBLY.  
 
Assessment Criteria: 
 
2.6.1 You will have checked at each stage of the assembly as you have progressed      
         during the course of the overall assembly operation. The assembly phase brings 
         together all pieces identified, sourced from engineering supplies, prepared, and 
         assembled and fastened onto the correct jigs.  
 
        After final assembly check the operational instructions accurately which describe 
       the methods that must be used in order to carry out the testing operation. 
  
       The testing protocol is a document that indicates the expected results and in which  
       the obtained results are recorded. These documents are crucial to the execution of 
       the testing operations during assembly, and they represent reference documents.  
 
       The testing operations of the assembly usually concern: 
 

• The functionality of the assembly 

• Alignment of all components 

• All joints and fastenings.  
 
       An example of alignments is checking the proper alignment of the jigs, and 
       and components. For example, the technical drawing will indicate precise     
       measurements between components with appropriate angles of sections this can 
       be measured by using a steel rule or in some case a laser device can be used to 
       measure both dimensions and angles.  
 
     Water and air line can be used to check joint adhesion by applying a small amount of 
     water thereafter using the air line check if joints are sealed correctly.  
 
 
2.6.2 This testing activity is of crucial importance in terms of knowing the quality of the  
          product that has been assembled, and it is an activity that basically represents an 
          assessment of the efforts made by the learner to achieve the objective set by the 
          assembly process itself. 
 
         During the test, the assembly must be analysed in all its aspects with great 
         diligence, intellectual honesty, utmost metrological accuracy and refined methods, 
         of course, within the limits of that which is requested by the product plan and by 
         any additional requests made by the technical office. 
 
         The first item on the test process is to check conformity of the construction to the  
         product plan requirements. 
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         The second concerns the search, if requested by the technical office, for 
         performance levels that are more advanced compared to the ones indicated in  
         the product plan, or for more in-depth information on constructive, functional or    
         performance-related aspects, information that may not have been included in the 
         product plan but that is nevertheless useful for the purpose of continuously 
         improving the capabilities of the assembled product. 
 
         The conclusive document of this testing cannot be a schematic document but 
         rather a technical report that, considering all the indications and requirements 
         contained in the product plan, points out whether or not the construction is able to 
         safely meet all such indications and requirements. 
 
         Together with this, the technical report also has to provide answers to any of the 
         technical office’s questions. 
 
 
2.6.3 It is nevertheless clear that it is of basic importance in terms of gaining in-depth  
         knowledge of the assembled product, of evaluating its potential capabilities and of 
         understanding its limits and difficulties, consequently obtaining the information 
         needed to improve the quality of future assemblies. 
 
 
 
 

 
 

 

 

 
Individual activity in workbook 2.6 
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2.7 LEARNING OUTCOME SIX 

 CLEAN AND STORE EQUIPMENT, CLEAN WORKPLACE.  
 
Assessment Criteria: 
 
2.7.1 After completion of assembly and testing of the moulded components and 
attaching fittings it is vital that according to procedures; following regular, consistent, 
methodical work patterns the work area and equipment are cleaned and items stored. 
 

Pre-Clean 

The first stage of cleaning is to remove loose debris and substances from the 
contaminated surface you’re cleaning. You can do this by wiping with a 
disposable towel, sweeping, or rinsing. The aim is to remove as much loose 
debris as possible to prepare the area for the next stage of cleaning. 

Main Clean 

The second stage of cleaning is to loosen any substances, dirt, grease, and 
debris that you were unable to remove during the pre-clean stage. This involves 
using hot water and a detergent. You may be able to wipe away the loosened 
substances right away with something suitable, such as a cloth or mop, or you 
may have to allow the disinfectant to do its work for a certain amount of contact 
time before doing so. 

Drying 

The sixth and final stage of cleaning is to dry the surface, and it’s recommended 
that you air dry where possible. You can use drying cloths if needed, but they 
should be single use if so, especially in a commercial setting. You must not air 
dry any drying cloths that are damp from use and reuse them, as bacteria could 
grow on the cloths and pose a contamination risk. 

By this point, the surface will be fully cleaned and most, if not all, microorganisms 
will have been destroyed, depending on the substances you used. 

Note: You should thoroughly clean any cloths and other reusable cleaning 
products that you use, including drying cloths after their single use. Wash them in 
soap and water after finishing and dry them either in a dryer or via air drying (this 
is suitable for clean, wet cloths, not ones that are damp from use) 

Some effectiveness and safety factors to consider include the following: 

• Follow any cleaning schedules or risk assessments for cleaning, if 
cleaning at work. This ensures that you carry out cleaning in an 

https://www.highspeedtraining.co.uk/hub/risk-assessment-for-cleaning/
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organised and effective way, as well as address the key areas that have 
been identified in the risk assessment. 

 

• Follow any training you have received when cleaning at 
work. Reference module 7 which covers COSHH training, which will 
familiarise you with ways to minimise the risks posed by hazardous 
substances that you may use or create during cleaning. 

 

 

• Use the right products for the cleaning activities you carry out. They 
should be able to kill the microorganisms that pose a risk in the premises, 
e.g., COVID-19 in most workplaces currently. They should also be suitable 
for the surfaces and environments where you’ll be using them. 

 

• Always follow the manufacturer’s instructions and guidance, including 
any recommended concentrations and dilutions of chemical substances. 
Likewise, you should store them safely and in accordance with 
instructions. This is important for minimising exposure and for ensuring 
that any incompatible substances are kept apart. Remember to never mix 
different chemicals together, as this can cause dangerous reactions. 

 

 

• Follow the NHS guidance for effective cleaning. Their guidance is to 
always work from the cleanest area towards the dirtiest area (to minimise 
further contamination of the cleaner areas), from top to bottom rather than 
going between different areas and covering all areas with an ‘S’ shaped 
pattern. Be careful to not go over the same area twice. 

 

• Wear PPE, such as gloves and aprons. Gloves are important for 
protecting your hands from the risks posed by wet work and chemical 
products, such as contact dermatitis. It may also be useful to wear an 
apron, to prevent any potential chemical contamination that could 
penetrate your clothes and harm your skin, or that you could carry away on 
your personal clothing and that can continue to pose a risk. 

 

https://www.highspeedtraining.co.uk/courses/health-and-safety/infection-prevention-coshh-training-for-cleaners/
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• Ensure that there is sufficient ventilation. This will minimise harmful 
substances in the air, e.g. the fumes that some chemicals could give off 
while in use, and which could cause health issues like occupational 
asthma. 

 
 
 
 

 
Individual activity in workbook 2.7 
 
 

2.8 LEARNING OUTCOME SEVEN   
FAULTS AND PROBLEMS ARE REPORTED AND ISSUES 
RELATING TO THE FITTING PROCESS ARE DISCUSSED.   

(Faults and problems are reported and issues relating to the fitting process are 
discussed and resolved) 
 
Assessment Criteria: 
 
2.8.1 The test report should be an organized summary of testing objectives, activities, 
and results. It is created and used to help stakeholders that could include product 
manager, analysts, testing team, and developers understand product quality and decide 
whether a product, feature, or a defect resolution is on track for release.  
 
 
 
Your test report summary contains all the details of the faults and problems relating to 
the fitting process, who tested it, when it was tested and how it was tested. The 
document serves as a physical log that records exactly what specifications were tested, 
in what system configuration the specifications were tested on and any problems that 
came up during testing. 
 
Your report should include: 

 
• Executive Overview — Summary of key findings.  
• Test Objective — Information about test type and purpose. 
• Test Summary — Defining passed, failed, and blocked test cases. 
• Defects — Described with priority and status. 

 

 
Individual activity in workbook 2.8 
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Self-Assessment: At the end of this section – please take the time to review what you 
have learnt to date, and conduct a self-assessment against the learning outcomes of 
this section. 
 

2.9 SELF REFLECTION 

 
Rate yourself against the learning outcomes of this particular section 
 
1 - Very unsure      2 - Good understanding   3 – Able to apply  
 

 

I am able to: 1 2 3 

1. ?????????????    

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     

11.     

12.     

13.     

 


