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4 Evaluate and select the most appropriate warehouse processes.
Know how to plan, organise, direct and control warehouse operations. Evaluate and select the most appropriate warehouse processes
The key warehouse processes in use at HMS Heron are described below.
Receiving
This is the process were products are handled into the warehouse via a stores system. The product arrives in many different forms usually on pallets these include litres, packets, crates or kilograms to name a few. The product should be accompanied by an issue voucher supplied by the consignor. The stores can then be scanned in and accounted for.
Put-away
This is where the product is given a location on MJDI and a stores person physically places it there. The location is marked on the issue voucher as it is required when making a receipt transaction.
Picking
This is where the item or product is located, and a specified quantity is taken off the shelf ready to despatch. 
Packing
The right packing needs to be selected depending on the product. If the item is classed as dangerous goods it can only be packed by or under the supervision of qualified dangerous goods consignor. Adhere and check shelf life and expiry dates. Products must be packed according to size, quantity, temperature, toxicity, value, fragility, hygiene and legal requirements. They must be system traceable and cross referred to accounting copies.
Despatch
Prepare product ready for departure just in time for transport. Transport needs to be packed according to the correct order of delivery, so products are easier to get to for the driver.
Returns
It is good customer service to accept returns from customers the main reason for this is incorrect fit or if the item is unserviceable for repair or replacement. All returns must be traceable, and the paperwork must cross refer this information. The inventory needs updating when returning to stock or being repaired.

Value adding
The part of the process were products are produced, assembled or modified.
5 & 6. Plan an optimal warehouse layout and evaluate and select the most appropriate warehouse resources such as appropriate handling and storage equipment.
Know the resource requirements of a warehouse. Evaluate and select the most appropriate warehouse resources. Plan an optimal warehouse layout. Know the characteristics and requirements of different products. Evaluate and select the most appropriate handling and storage equipment
I have selected the following storing solutions for HMS Heron warehouse.
Aisles
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Base plates
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Arms
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Gangways
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Material Handling Equipment (MHE)
This term relates to all the vehicles and equipment used to move store items to where they are needed. Being able to move items quickly and safely adds to overall warehouse efficiency. Health and safety dictates details of warehouse requirements and issues that need addressing. Lots of MHE is used throughout HMS Heron warehouse and all these calibration and servicing on a yearly basis. 
Hand trucks, Pallet jacks
They are small manual handled device that easily move small pallets or items within the warehouse and despatch area safely. The pallet jacks slide under the pallet and then the handle is used to raise the pallet and transport to a new location.
Forklift

This is the main MHE used in the warehouse, the operator must hold a current forklift licence and adhere to the warehouse rules. It is especially useful for unloading lorries and taking to the correct delivery site. The forklift can also be used to stack pallets on two tier shelving.

8. Identify the legal and security requirements of a warehouse.
Understand the legislation applicable to a warehouse. Identify the legal and security requirements of a warehouse
Warehouses are filled with dangerous hazards which mean it is very important to have the correct legal and security policy in place. Health and safety measures need to be met in connection with the health and safety at work act 1974. Section 2 reads that the employer has a duty of care to the employer to operate within the legal requirements of the organisation. The main areas are Vehicles, signage, racking and stock handling.
The vehicle keys are only issued to qualified competent staff. Warehouse building’s need fully securing and looking up prior to last man out leaving the site. Risk assessments need to be created as and when required for areas such as flooring and all equipment. Slips, trips and falls are the most common accident in UK workplaces. Anti-slip flooring should be fitted, and suitable steel toe cap boots must be worn in the warehouse. Barriers should be placed in restricted areas and enough lighting needs to be in place throughout the warehouse. Personnel Protective Equipment (PPE) training of how to wear and use must be given to all employees to meet legislation the organisations responsibilities.
(I have completed IOSH managing safely four-day course at HMS Heron which confirms my Safety knowledge and risk assessment writing competence)
A fire safety plan was be in place and weekly fire exercises must take place ensuring all personnel are accounted for. A pegging in board is used in each building and staff are to let their superiors know where they are whenever possible. All staff are to be in date for a yearly fire safety presentation stating legislation and responsibilities of all staff.
All vehicle drivers must have qualification to drive chosen vehicle and they must be fit and healthy. The vehicle must be maintained, checked regularly and fit for purpose. Correct signage is crucial in the warehouse as it draws attention to hazards. This helps staff and visitors avoid accidents.
16 & 17. Develop a financial budget for a warehouse operation showing how outcomes against budget will be reported.
Know how to identify and manage the cost of warehouse operations. Develop and implement a financial budget for a warehouse operation. Know how to recognise and manage cost trends. Produce a financial report showing outcomes against budget for a warehouse operation.
How to create a budget
· Work out income sources monthly
· What is the monthly total of fixed costs
· Variable expenses
· One of purchases prediction
· Display these finding together
Sample budget
	INCOME
	(£) COST
	EXPENSES
	(£) COST

	Sales
	55000
	Utilities
	1000

	Promotions
	15000
	Vehicles
	5000

	
	
	Staff pay
	22000

	
	
	Stationary
	1000

	
	
	Refunds
	500

	TOTAL INCOME
	75000
	TOTAL EXPENSE
	29500



18. Develop and implement a warehouse contingency plan.
Know how to minimise the occurrence and effect of emergencies. Develop and implement a warehouse contingency plan.
It is very important to have a contingency plan also referred to as plan B. Some of the main reasons that a plan B is required is that unexpected events happen such as fires, floods and even tornados. Some more realistic reasons are a supplier going bankrupt, staff illness or website held for ransom by cyber hackers. Some other unexpected problems a contingency plan is useful for is loss of data, customers or business relationships. As a matter of routine contingency plans should be available for a range of different outcomes.
Risk assessments are required to help identify risk in the warehouse. Determine the key processes within the warehouse operation. Then identify the threats that could hinder the key operations and assess the likelihood of that happening. Risk impact and probability charts are used to determine the impact of each risk.
Points for organisation threat table
	Type of threat
	Points to consider

	Threat
	Scenario’s, triggers

	Threat
	Response

	Threat
	Responsibilities

	Threat
	Timeline

	Threat
	People to inform
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