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Preface

Vocational Education is a dynamic and evolving field, and ensuring that every student
has access to quality learning materials is of paramount importance. The journey of the
PSS Central Institute of Vocational Education (PSSCIVE) toward producing
comprehensive and inclusive study material is rigorous and time-consuming, requiring
thorough research, expert consultation, and publication by the National Council of
Educational Research and Training (NCERT). However, the absence of finalized
material should not impede the educational progress of our students. In res
this necessity, we present the draft study material, a provisional yet co
guide, designed to bridge the gap between teaching and learning, ungj e official
version of the study material is made available by the NCERT. The dr udy material
provides a structured and accessible set of materials for teachers and@ints to utilize
in the interim period. The content is aligned with the prescribe%@riculum to ensure
that students remain on track with their learning objectives.

The contents of the modules are curated to provide continuj y’&ﬁ education and maintain
the momentum of teaching-learning in vocational edugagiyh. It encompasses essential
concepts and skills aligned with the curriculum and e%‘cational standards. We extend
our gratitude to the academicians, vocational cators, subject matter experts,
industry experts, academic consultants, and a'ﬂ\L,other people who contributed their
expertise and insights to the creation of the study material.

Teachers are encouraged to use the draf ules of the study material as a guide and
supplement their teaching with addi @1 resources and activities that cater to their
students' unique learning styles ah® needs. Collaboration and feedback are vital;
therefore, we welcome suggesta for improvement, especially by the teachers, in
improving upon the content of. Study material.

This material is Copyrigh%)gdnd should not be printed without the permission of the
NCERT-PSSCIVE. ;{&J

>l
4@ Deepak Paliwal
Q\ (Joint Director)
@ PSSCIVE, Bhopal
D%e: 20 June 2024
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MODULE 1 IDENTIFY BINNED ITEMS FOR

ERRORS

Module Overview

In warehouse, binning is a significant activity. After binning, Binner maintains
records, prepares reports and done several activities which comes under post
binning activities. The Binner has to be careful to perform post binni \
activities. After binning of goods the biggest challenge is to manage the ité@s
in condition they were kept at time of binning. All this is done through t@ost
binning activities. Verification of item also comes in it.

The binned goods are located and taken out by the Binner on se& Time to
time the goods are matched and checked. All these activities ars performed by
the Binner and are the subject matter of post binning actlw

In this module, we incorporate four sessions. In thes gsmns the student
will be confident in post binning activities, which aresimportant in the job role
of Binner. The first session covers identify binmgd 1tems for errors. Second
session deals with report to supervisor about %ges. Third session focuses
on stacking and provides the overview of chegking and identifies binned items
for errors binning activities with GRN a qléﬁj‘RP list and fourth session report
status of inventory binned to superviséhecklist.

LearS@Outcomes

N I,
After completing this module, y@mll be able to:
S

e To accurately 1@'&% binned items to identify and document any errors or

dlscrepan01e

e To effect; commumcate and report any damages to items or inventory to
their s@ isor.

o y proper stacking techniques and to ensure the safety and stability of

@ d items.

e To accurately report the status of binned inventory, including counts,
conditions, and any issues.
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Module Structure

Session 1: Identify Binned Items for Errors

Session 2: Report to Supervisor about Damages

Session 3: Stacking

Session 4: Report Status of Inventory Binned b,

Session 1: Identify Binned Items for Errors

Discrepancies in inventory stock control relate to situations in@lioh real
factory inventory or in-store inventory varies from the @ormation of
inventories. When the anticipations based on informatig for inventory
doesn't match the real matters in inventory, there is a diffe nce.

TYPES OF DISCREPANCIES
e Stock loss as the result of damage %O
e Stock is in the incorrect location
e Human error during stock taking pr&&
e Stock loss because of theft &@
e Stock is labelled with incorge %entlﬁcatlon
e Stock mistaken for s roduct
e Inbound stock not r @&eﬂd accurately
e Faulty invento \r‘,n%agement software or stock taking equipment
e Incorrect uni measurement was counted
REASONS OF<QJISCREPANCIES
2.
e Incorrect information access during receiving/inbound
e Misplaced stocks
¢ Inadequate managing of broken and returned stocks
e Stock mixing
e Stock reduction due to theft
¢ Human mistake during inventory taking process

e Incorrect device of statistic used

e Not upgrading the inventory system
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e Stock wrongly labeled

e Stock wrong for the identical product
e Supplier fraud
BINNING ACTIVITIES

After binning is successfully done, it is now turn for post binning activities. A
Binner should have idea of stock recording systems and procedures along with
knowledge of organizational procedures. He/she must prioritize and exec
tasks within scheduled time limits. After binning he/she should mai{g{n
high concentration levels throughout the shifts. .\6

He/she has to pay attention to quality and understand the tea Qynamics
he/she is working with. If he/she is aware of roles and resRoOmsibilities of
colleagues on the shop floor he/she can report immediag@ly any kind of
concern in any part of binning process and can be instrumental in necessary
corrections.

X
STEPS OF POST BINNING ACTIVITIES %O\J

Following are the steps of post binning activi

are any discrepancies such as damagsf /misplaced (Fig. 1.1) item in the

1. Checking binned items for errors: It i;’\mportant to identify error if there
received load. <
R ALY

Fig. 1.1: Checking the Binned goods and recording
Source: t.ly/9orE
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2. Stock recording system: Binner records the stock and updates it time to
time. A stock recording system needs to be implemented for easy location
of items.

3. Information and Reporting: It is significant to notify supervisor of any
damages for potential fixes and as per company policy and the nature of
product he/she has to report the status of the entire inventory. In cage
storage location is not specified in the binning list he/she has to con@
the noted location of binned items to system executive / data*@& Ty
operator. It is a part of his/her profile to inform superviso%@ any
difficulties in task or time limits. O

&(b. Fig. 1.2: Reporting to the Supervisor
Q Source: t.ly/PWnT

4. Re- ! For some items, it becomes important to notify administration
fo @n additional orders needs to be placed to replace misplaced /
éparable damaged items.

Q Documentation: It is required in post binning to document each step and
involved after items are binned. Keep a record of documents / lists, Goods
receipt note, list of misplaced / damaged items etc.

Thus, it is the biggest challenge after binning to manage the items in the
conditions they were kept at the time of binning. Through post binning
activities Binner makes sure that all the goals of warehousing are met.
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GRN AND GRN LIST: MEANING

The Goods Received Note (GRN) completed in warehouse where goods are
received. Once registered goods received then can be put into stock or issued
from warehouse. Binner works in the warehouse to complete this transaction.
Goods Received Note creation/fields are -

Main section

Goods Received Note screen shot is given here as under: e
7>
General | Asset | Project Supply Request Mobilization Procurement | Logistics and Tracking | Warehouse | Toolbox | Reports Administration
Maintenance | Planning | Processing
Goods Received Note Created by Date: Nabeel Hamdi-9 20/01/1012:20 Last Updated By Date:
Save | Search | Delete [ Copy> Print Show all Details New Modify | Add to Calendar Export Import
Search List
GRN No.
GRN Date*

GRN Status*

GRN Type*

Goods Arrival Date*

Sender

Wayhiill Sr. No.

GRN Reference

Remarks

In Transit

A 7
C> Fig. 1.3: Goods Received Note screen
G umber

'%is is the Goods Received Note number. This number is automatically
generated when you save — leave blank.

GRN Date

This is the date that the Goods Received Note is entered in the system. Use
the calendar button starting with the month, year followed by date.

GRN Status
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This is the status of the transaction in the system. The options are:

Draft — can be used for incomplete transactions but cannot be progressed to
other transactions.

Active — can be used when the transaction is complete and ready to be
progressed to the next stage.

Cancelled - a transaction might have been created and progressed to the next
stage therefore it cannot be deleted. Instead, the transaction is cancelled b%’
cannot be used in new transactions. This status cannot be reversed. <

Closed — this is used to indicate when the GRN demand is nxtﬂ% The
transaction might have been used in subsequent transactions bu&ea not be
referred in new transactions. This status cannot be reversed. oQ'

When the GRN is created, the status can be either Draft or @tive. The draft
status should however be changed to active when it is rea@to be progressed
to the next level. \.,O

GRN TYPE O\"

This specifies the kind of GRN that is being.créated. This is a mandatory
dropdown list with options; Stock Return, lnte€fhal Movement, Ambiguous.

e When a GRN is copied from Wayb{‘}@ﬁere Waybill Type is Distribution,
GRN Type should be Stock Ret,{' ;

e When a GRN is copied f@/aybﬂl where Waybill Type is Internal
Movement, GRN Type shou¥d be Internal Movement.

e When a GRN is copisg’é m PO/IKD, GRN Type should be PO/IKD.
If a GRN is not copie@bm any of the above, then GRN Type should be

‘Ambiguous’. This ens especially when the items being received do not
have a Purchase r or IKD. In most cases, the goods are unsolicited (have
not been ask and is a one-off donation).

GRN Ty@hould be non-modifiable when copying from a previous

transa(qrzg
Ch at the correct type has pulled through.
@ s Arrival Date

This is the actual date that goods are received. Enter the date that the goods
arrived at the final destination (could be earlier than the GRN date if the GRN
is created at a later date).

Sender

This identifies the Supplier or the party sending the goods and is pulled
through from the Purchase Order or IKD.
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Waybill Serial Number

This is the serial number (line item number) of the item in the Stock
Issue/Waybill. In some instances, e.g. for goods that are being moved from
one Outcome Unit to another, an internal movement Stock Issue/Wayhbill is
used. The process starts with a GRN, followed by a Waybill and then a GRN
to end the process. The last GRN would bear the Waybill Sr. No.

When GRN Type is Stock Return, only Distribution Waybills are selected
through Waybill Active Search. Pb’

<
When GRN Type is Internal Movement, only Internal Movement Waybjls ‘are
selected through Waybill Active Search. \\
When GRN Type is PO/IKD, the Waybill Sr. No. field is disableéo'
When GRN Type is Ambiguous, the Waybill Sr. No. field is di@b ed.
GRN REFERENCE NO
This is a reference field that would be used to 1dentx{z}ﬁe GRN - this field is
not mandatory. ‘::O
Remarks

This refers to any additional information \at the creator of the transaction
might find useful for themselves or othe«@sers to know regarding the GRN or
the items therein.

MEANING OF ERP &

Enterprise Resource Planni efers to business management software that
combines key areas and p ms company procedures across all divisions of
a company like buys, , marketing, recruiting, services, stock, financial
control, etc., and e b@nces flow of data in company. When ERP application
programs are app in the company, all the divisions can access modified
and distribut@etails. In addition to this, the enterprise is also able to
evaluate t erfformance and assets at any time.

ERP ﬁation has many of the same abilities as WMS (Warehouse
Managemnent System) application such as monitoring the process of stock
it % selected, packed, and delivered. We should know that ERP application

%rams are an all-in-one solution. It’s not compulsory to add in other
systems with ERP application. Often, it becomes very significant in several
programs from different providers handling functions. Having several
programs will decrease performance and performance through copy records.
That is why and ERP package with integrated WMS and other segments is the
preferred choice of the majority of the companies around the world.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Binner- Grade X _

Activity 1: Visit a warehouse near by your location and take a note of their
activities.

Material required: Check list, Notepad, pen /pencil, etc.

Procedure: b,

1. Reach the warehouse in time with group. %QQJ

2. Meet the executive, greet them and tell the purpose of visit. \\
3. Note the following with their help - 6'0
a) Are there any systematic operational procedures d%ned for binning
and post binning activities? O
Yes () No ( ) \,O
b) What is the basic processes involved at: K post binning level?

c) Is the Binner aware about his oper@)ns during binning and post-
binning processes? &

Yes ( ) No ( ) A

<
d) What kinds of documeni& éﬁe used during the post-binning activity?

N

AL

A
i\

e) Observe t%f?lowing and answer:
A. Stocl‘@'cording system-
Q Present- Yes ( ) No ()
,\4@ ii. Automated ( ) Manual ( )
@CJ B. Information and Reporting
Q@ i. Present- Yes ( ) No ()
ii. Automated ( ) Manual ( )
C. Re-ordering system

i. Present- Yes ( ) No ()

ii. Automated ( ) Manual ( )

4. Review with friends, finalize with executive and prepare a report
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5. Present the report in class with permission of the teacher.

Activity 2: Prepare a chart containing post binning activities performed by
the Binner and use the various images to explain briefly.

Material required: Check list, Notepad, pen /pencil, drawing sheet etc.
Procedure:

1. Purchase or arrange a drawing sheet

2. Collect the materials required to draw

3. Draw a chart containing post binning activities performed by the
Binner in a sheet

Check the activities from the textbook and teacher taught in class
Ensure about your work completion

Discuss with the classmates in front of your teacher.

N o oo s

Write the conclusion of it.

&6
A. Fill in the Blanks
1. activ % are performed after binning activities.
2. ep s made for registering the items lost/
damaged/ missin r blnnlng
3. A stock recordf%g system needs to be implemented for easy of

items. (b.
. S )s the date that the Goods Received Note is entered in the

S. is business management software that integrates key areas
automates business processes across all departments of an

@ organization like purchases, sales, and marketing.

N

B” Multiple Choice Questions
1. Which one is not a post-binning activity:
a) Stock recording
b) Documentation

c) Despatch
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d) Information and reporting

2. What is full form of GRN -

a) Goods received note
b) General received note
c) Goods renewal note
d) GPS Received notification b’
3. Which one is not the content of GRN -

a) Status ‘\
O

b) Goods arrival date

A
c) Delivery date Q

d) GRN date *06
4. What is full form of ERP - \,,O

a) Enterprise resource planning @)

b) Ethernet data planning @é

c) Enterprise product planning &
d) Enterprise price planning QJ&\'
5. Who has to be notified in c e&&ﬁ any errors or damages:

a) Manager

b) Line staff bﬁ
c) Supervisor KJO’
d) Nobody 5{&
6. In case splace or irreparably damaged items, what needs to be
done:
a @%grt
@Xeorder
@@c) Nothing
Q d) Both a) and b)
C. Short Answer Questions
1. What are the various steps involved in post binning activities?

2. What should be done if certain items are found missing or damaged
during post binning process?
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3. What is GRN, explain its content?
4. Explain about ERP?

D. Check Your Performance

1. Prepare chart on GRN and ERP

2. Demonstrate steps of binning.

Session 2: Report To Supervisor About Damages

Goods which are broken cracked or with an expiry date arernsidered as

damaged goods. <
TYPES OF DAMAGES ONQ
The damaging category of goods has following basiS'O\,,
a. Physically damaged like Crockery, Bottles, vision, washing machine
etc.

b. Chemically Damaged due to non-cl ég'mess, getting wet or higher or
lower temperature than required'qJ' e food items such as vegetables,
grains, etc. (b"\z

There is always a threat of damda8ing of goods during warehousing at the time
of receiving, storage and mo e?ent of goods. The quantity of damaged goods
depends on how carefully & ouse manages the entire operation.

Thus, it is the biggest@{llenge to check each product’s conditions during
and after binning t weather products are damaged or not. This is to
manage the ite @ the conditions they were kept at the time of binning.
Through post@nning activities Binner make sure that all the goals of

warehoulsyre met.
DAM FOR POTENTIAL FIXES

It i Sential to notify supervisor of any damages for potential fixes and as

ompany policy and the nature of product he/ she has to report the status
o?the entire inventory. In case storage location is not specified in the binning
list he/she has to convey the noted location of binned items to system
executive /data entry operator. It is a part of his/ her profile to inform
supervisor of any difficulties in task or time limits.

NOTIFY SUPERIOR ABOUT DAMAGES
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In post binning activities, it is required to document each step and involved
items after binned. Keep a record of documents/lists of misplaced /damaged
items etc.

IMPORTANCE OF IDENTIFYING THE DAMAGES IN BINNED ITEMS

1. The proper specification and classification of goods is required to be
placed in storage.

2. Layout formatting and design of warehouse should be according to tlB'
planned specification and classification of goods store in warehouseg,

3. Efficiency and performance of involved manpower is also i tant
factor in maintaining goods in fit and fresh condition. «O

4. Equipment is also important factor in preventing goods Q}Q'damages.

S. Proper procedure and planning required in managﬁént of receiving
and storing of goods in warehouse.

6. Proper and sufficient lighting is required at the@&ce of storage of goods
so that it is visible. §O

7. Place of storage for goods should be cle@e for keeping goods fit.

8. Proper care and supervision are regawed at the time of movement of
goods within the area of storage fI-Q}n one place to another.

9. Installations of safety equi t are necessary at the right place of
storage to prevent goods ta y

10. Goods should be prev d from manual touching as much as possible
for keeping undam

11. Protection and Qf}mtenance of doors, building and infrastructure of
storage time &é&lme is also important.
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LOSS/DAMAGE REPORT

WHS 08
PROVINCE: COMMODITY: PROJECT NO.
DISTRICT SHIPMENT NO:
LOCATION: Donor id No:
1. Detail TIME, PLACE and TYPE of loss or damage:
2. Describe amount lost below b’
i Number of Units Net Kgs. Each TOTAL

1. Units Damaged (Potential Loss)
2. Quantity Recovered

3. Loss by Damage (1-2)

4. Missing Entirely

TOTAL LOST (3+4)

3. Nature and extent of loss, Damage or Misuse:

4. Who were the persons or agency having possession at the time of Loss or
Damage?

5. Detail the circumstances under which the Loss or Damage took
Place:

6. Current location or disposition of
commodities:

7. What actions have been taken to effect recovery or
restitution?

8. What actions have been taken to preclude further losses and/or
damages?

9. Other Countries:

Prepared by: Date:
Checked by: Date:
Approved by: Date:

4\{) Fig. 1.4: Sample format of Loss and Damage Report
BIN GOODS

%@ enance of binned goods at its location effectively, it must carry out to
emsure that its contents are protected from damage and loss. Warehouse
Binner should know about the location of goods binned in the warehouse.
When it comes to huge drug warehouse, the value of the medicine that is saved
in the service may well surpass the value of developing itself. Unfortunately,
tallying of products is often ignored and underfunded in human resource
industry. Problems acquire and if they are worked with at all, this occurs at
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the same time. It focuses on location of binned goods so that Binner can easily
reach to the goods and tally, if required.

IMPORTANCE OF BINNED GOODS

Regular maintenance of binned goods is required because;

Housekeeping actions such as cleaning and pest control, even though
they are planned, are generally regarded as part of routine day-to-da

operations rather than maintenance — a clean bin is not necessari%é'
well-maintained bin. \Q,

e In order to the function, both financially and operationally, iﬂ@%ction
and precautionary service activities are designed. If efficient
servicing is in place, remedial servicing performs only aIQsmall part.

e Planned alternative helps to ensure that compone @f bin structure
are replaced when they reach the end of their spe@"lc support lifestyle.

e Organized alternative reduces the need for em&gency service and stops
the resulting damage.

e Preventive service helps to ensure that@mponents of bin are in good
shape and they really achieve their %’\ciﬁc support.

IDENTIFY LOCATION OF BINNED P CT

BIN Location is simply a location gaghe or in other words, an address of where
the products are placed. Titles ssential for both placing the product and
accessing them in the least ible time to hurry up fulfilments.

BIN location (Fig. 1.5) op p the misunderstandings in finding the product
by giving the actual ple@of storage space right from warehouse to the display
it is in. Creating r and simple places within a warehouse is quite
challenging btﬁ\ c,@@be done when a proper process is followed.

&
o
&
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__'J!'y\' -
. . Y
Fig. 1.5: Location of Bmmn§ Goods

Source: t ly@

CREATE INVENTORY LOCATION NAME%'

There are certain points to be occupledéﬁ}b consideration before beginning to
name the location. Irrespective of her warehouses are using an actual
area or not, every single actual should be given a location name. Every
place name should be exclusiye ahd marked.

e Marking should one in such a way that it contains the finish
name of the p@ion and have arrows directing the position as well.

o If warehou%‘have different segments (rooms) in manufacturer, try to
determm@ them as personal places.

e Eacgh p¥ace name should be reduced, mostly with only one letters and
d be described in the manufacturers containing the finish
sition name.

6 Within a place, according to the product contract system, the position
Q% name should begin with either staying to right or go to legs. Here are
3-step guide to identify the location for both putting and retrieving

the products in warehouse properly.

Step 1: Isolating a location space into altered sector

Segment a warehouse area into small places is very important, especially
when it is large. Apart from, dividing storage area into small places, warehouse
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can includes the functions like office, circulating, appearance etc., to be
divided into areas. For instance, look at the figure 1.6 given below.

-
Fig 1.6: Dividing a location space into difoQnt zones

Source: http://bit.ly/ ZQg
Here the storage area places can be given a sp me based on the guidelines

they face.

So, the acronym are Eastern — E, West 5@1 W, Northern — N, Southern — S
and the main functional area can be §{@§fened as O — denoting the workplace.

By splitting down a bigger area f%e’@'wage area into different places and make
several controllable places. NNow, it will be easier to find without any
confusions. b,

Step 2: Separate out into Section

Now, it is the time gXplace a space into smaller sized designs, ‘Sections’. In
order to name a tion, it need appropriate procedure which should be
followed for sa@g’\ting all the places in a storage space, to prevent confusions
while discg@{i g products. Here Figure 1.7 is an idea on how to name a
section.

A stéé area space with several racks can be easily separated by labelling
ea% isplay as an area. Brand using alphabets or figures but make sure the

ling is done clockwise — Remaining to right. And to begin with the labelling
process, choose the display that is closest to approach as and when Binner
gets into an area.

After getting done with splitting storage area space into areas and segments,
let’s see how a product’s actual place can be monitored using this two
information.
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o>
Fig. 1.7: Segregati ones into sections
Source: h@/ /bit.ly/2Qal19Ux
Step 3: Drilling down to thsgst step, the ‘exact location’

The ‘exact location’ of an t&l is our key plan and so far we are done with two
requirements in acco shing it.

While referring to @élace within a particular area and create by using figures.
The variety squd be done in such a way that it begins with the top and
transcends %B e way until the end.

It revea ortion in which the racks throughout have been known as with
figure§. Now an item with a finish bin place name NB4 can be seen in the
‘N Zone’, ‘Shelf ‘B” and in the ‘4th Rack’ from the top. This is the way to
{ pret a product’s actual place in a warehouse.

How it helps in picking products quickly using ‘Bin Location’?

Stock control system has a perfect supply that up-dates bin place of every
product in an order to the group in quest for satisfaction.

While initiating shipments, ‘Pick List’ feature can use to generate the BIN
CARD (Fig. 1.8) which contents all details like locations of all the products so

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL



file:///C:/Users/ACER/Downloads/Image_Final_21.09.2020/1.7.jpg

Warehouse Binner- Grade X

that the fulfilment team can ideally be instructed to the actual places to
recover the products quickly.

COMPANY

Physical Address:

P.O. Box:

K4

Tel:

BIN CARD

Date | PDN/ORDER| Bags Weight | Bags | Weight | Total | W/Supervisor
Number Received | Receive |Issued | Issued | on the Signature
d (Kgs) (Kgs) | Stake
Total Carried Forward.. o svossssessusssssssssssssssssssesssssssssesonsess
@‘U : :
Q Fig. 1.8: Bin Card
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Activity 1: Visit a warehouse to learn how to identify the location of binned
goods.

Material required: Check list, Notepad, pen /pencil.

Procedure:
1. Reach the warehouse in time with group b,
2. Meet the executive, greet them and tell the purpose of visit. . \Q@
3. Note the following with their help - \\
a) Is there any system of procedure defined for loca@of binned
goods?

<
Yes () No () S

b) Is the Binner responsible for the identiﬁcatiof”f\oq location for binned
goods? Q)
Yes () No ( ) %

c) Is there any training provided for antiﬁcation of location for binned
goods? A
Yes ( ) No ( <

d) Is the identification of @tlon for binned goods process recorded?
Yes ( ) No @A

e) What is the ide% ation of location for binned goods process?
Yes () X, o( )

f) What ki f basic operations are applied on binned goods in the

nSe?

war

4. Review with friends, finalize with executive and prepare a report
5. Present the report in class with permission of the teacher.

Activity 2: Visit a warehouse and collect information from many sources on
location of binned goods and explain it with the help of PPT images.
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Material required: Check list, Notepad, pen /pencil, drawing sheet, internet
and computer/laptop.

Procedure:

1. Collect many figures from different sources i.e. magazine, internet etc.

2. Arrange the Figures or images collected from various sources.

3. Try to paste the Figures stepwise.

4. Explain in details about those Figures. @b'
5. Discuss more in details about it in a class. ,\%Q

6. Submit it to the teacher. NQ\

7. Teacher will conclude the session. Qo'

CHECK YOUR PROGRESS %
A. Fill in the Blanks ©

X A

. A storage space with several shelv@ean be easily divided by labelling

each shelf as a

U
2. Dividing a warehouse s éb' into is important
especially when it is large.

3. Every location name spguld be unique and

4. »lﬁ%mply a location name or in other words, an
address of Wge:‘;?)ur products are placed.

5. A larger { age space into different zones then divides into

B. Multip @hoice Questions
%ation name should begin from either or top to bottom.

@5) left to right
Q b) top to bottom
c) a) and b)
d) None of these
2. BIN CARD contents —
a) Bin Card Number

b) Product name
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c) Location name

d) All of the above

3. Which one is not the step of identifying location of binned goods —
a) Divide space in zones

b) Zones into segments

c) Recoding receiving goods
d) Exact location by card Bin @b’
4. are also ‘emergency maintenance’ \\%Q
a) Corrective 6'0
b) Preventive Q
c) Protective “Q@
d) None of these \,,O
5. Warehouse safety education involves: @)
a) Dressing in proper uniform @é
b) Equipment safety usage . &
c) Common warehouse hazards o N
d) All of the above (b),&’
6. Maintenance of binning gpace does not include:
a) Sorting b'
b) Picking %\Q
c) Shining %
d) Sustai ﬁ?
C. Short A@@‘ Questions
1. t is the importance of maintenance of binned goods?

escribe the process of identifying location for Binned Goods in
Q warehouse?

3. How to pick binned goods easily?
4. What is Bin Location?
D. Check Your Performance
1. Make a chart sharing location of the goods in warehouse.

2. Demonstrate the process to identify location for binned goods.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Binner- Grade X
Session 3: Stacking

Storage space features are usually the extra time of receiving division
responsibilities. The basic features of storage activity is receiving items from
the docking station area to having place and quantity, and upgrading of
storage records so that the product can be found easily when it is needed.
Recovery of items from having places may also be allocated to storage featué
and/or may be a function of choosing features. \Q.

Cargo space area normally consumes most available warehouse aregNFhis is
being so warehouse manager might find it best way to lay ouﬂe whole
building for storage before trying to find out area needs for o warehouse
features. Once the best storage structure is established, @mply eliminate
areas of it to provide the more features.

Before choosing device for storage, the Binner musg lésgw size and loads of
device to be managed. Normally boxes placed &ooden pallets through
appropriate device. The pallet used by decides th&size and detail of the device
fill. The conventional pallet is 40 inches wide\a#id 48 inches wide strong. The
size of pallet plus size of boxes placed o pallet figure out size of device
fill. Because the size of boxes usually dj@rs, Binner will need to set the size
at level that best serves the various on levels. Once you know the device
fill specifications, he/she can w with devices providers to decide which
pallet shelves and raise vehiclgs best meet the needs. Generally, it is best to
pick devices that somewhat passes the weight specifications. The added
degree of safety is well W@ slightly higher cost.

The dimensions of the %duct obtained usually are different from a few boxes
to a few pallets. If % is situation, warehouse binner might consider setting
up storage are &p ce to provide the various amounts because it will make
better use o tl’@torage area room. We use the 80/20 concept in reverse when
it comes t: e length of places in the storage area program. Approximately
20% o ‘ﬁg plete pallet places have been reduced high by one foot, and we
stor; than pallet plenty in them. As previously mentioned, locator codes
al he complete pallet places to be divided for having up to three products.
ese simple changes add places in storage area program without demanding
additional floor area and enable to use current area more effectively.

PROCESS OF STACKING
There are two basic methodologies for setting up a storage system:

Warehouse binner can simply use a ground, coating pallets up in series and
putting pallets of like item on top of each other. This technique is usually
known as a large storage area. This can be real choice for a warehouse with a
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very low roof. It can also be great choice for saving many pallets of the same
item.

Warehouse binner can set up pallet holder and/or racks in series. This
commonly approved technique, usually known to as holder storage area,
usually makes excellent use of the available area and is affordable so long as
the roof size allows at least three stages of full pallet storage area. The greater
the roof, the more cost-effective holder storage area usually becomes. One
popular method of storing inventory is ground pallet putting or preve%,
putting.

Block putting is form of palletized storage space which doesn’t ne veral
type of storage space. Pallets with load are placed on ground. Bin %@nranges
the stacks for maximum storage space height. Lanes are fox@ to ensure
access to inventory keeping units (SKUs). <

The heights of stacking determined by different factors li '\Q

e Pallet conditions. \,,
e Load weight. %O
e Load stability. @

e Load strength. 'é\'(b\/

e Safety limits. &QJ

e Weather (humidity, Wind,& can weaken pallets and soften loads).

e Warehousing Clearancg%ights.
Each factors must consmj@d for safe stacking levels are selected.

The key constraint ent putting SKU’s are limited in LIFO (Last in First
out) method. Grou % utting is extremely area intense and hence needs very

huge areas fo1§ﬁ g bulk of inventory.

When plen re eliminated from the storage area paths, under-used area is
designe not use until entire road is eliminated. This is called
honeycomxbing. Therefore, consideration to road duration and detail
(d @11ne storage area capacity) must ensure that an advanced level of usage
%ch lines are obtained, for example each range size needs organized based
ol expected and current inventory outcome levels for each SKU.

Following items and points to be considered in stacking -

Lumber: Adhere to Occupational Safety and Health Administration (OSHA)
for stacking heights: 16 feet (manually); 20 feet (forklift) maximum stacked
heights. Remove screws and nails.
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Bags: Collection them in inter lock series. Take one step back levels of baggage
as they’re placed, and cross-key at least every 10 levels.

Bars and Pipe: Don’t store in main shelves, to avoid making a threat to people
moving by as plenty are eliminated either by hand or forklift. Using a well-
designed cantilever owner framework and using good people protection and
visitors control techniques. Collection and avoid (or chock) these round plenty
to help alleviate problems with slanting. Cautious if Warehouse binner
chooses to use a building line for these reasons. If Warehouse banner do u
content, colour them to indicate the highest possible size a placed fj &n
achieve. See “Picking Bar Stock, Metal, or Pipe: Rack Storage space %@1 ns”
for more information. .\O

Barrels and drums: Shelves are more secure for these items, a@ow higher
storage solidity. Warehouse binner must selection percussio% selection them
consistently. Prevent the pants to avoid moving. Use pl}OJoard, panels or
pallets between each placed level to create a firm and orking surface for
the next part when warehouse binner putting on finighes. Chock the bottom
part to help avoid moving.

Bales: Bales of cloths or baled document sho be saved within, not outside.
Keep not less than 18 inches wide betweefégles and surfaces or other service
components such as assistance conten : ep sufficient space (18") between
top of a bundle collection and la ape sprinkler leads. Be sure that
sufficient flame protection actior@@r taken with these plenty.

t1

with plastic fibers connections, or stretch-

Boxed materials: Group, cross-
%e loads of them will remain constant. The

wrap containers to help e
collection like size bins t%&her whenever possible.

undergo surgery. aging placed pallets is a subject in and of its own. See

Pallets: Pallets are rly placed in warehousing functions as components
the informatio gting on pallets for more information.

Sheet me nd heavy flat items: Sheets of steel or other materials are thick
and diffieadt Yo store. They do offer themselves to relatively simple putting but
are he@ o load /unload. Since they are large, relatively simple to harm, and
h @istinot sides, they’re an ergonomic office and safety problem. See “Sheet
@l Storage space Alternatives” for more information.
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¥
Fig. 1.9: Sheets of steel or other metal{)@
Source: http://bit.ly/ 2P6Xme§-’0

Stacking can be dangerous - but there are wa&«to safely stack most
items

As it is applicable to the warehouse, puttin@s a challenging way to store
factors from an area viewpoint. Most item rticularly palletized ones, don’t
offer themselves to the kind of straight d{}a usage holder storage does. When
properly done, lots of products are airly safe, so long as the plenty are
constant and aren’t too high. B OSHA says, “stacking components can
be dangerous, if employees avoj fety guidelines. Dropping components and
crumbling plenty can grind @n employees.”

ADVANTAGES OF FL TACKING
e Low setup co%,
e Flexible ,g@’
DISADVAN S OF FLOOR STACKING

e L W&lensity storage area space (Requires large storage area space
@ice to store only bit of stock).
Q %oor ventilation of products.

e Storage size uses numerous factors.

e Only single SKU can efficiently be stored on street, empty pallet created
that cannot utilize efficiently until an entire street is cleared.

e To move the top pallet to get to the pallet below (LIFO).
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Activity 1: Visit the warehouse to understand the storage system and
stacking process

Material required: Notepad, pen/pencil, drawing sheet etc.

Procedure: b,
1. Visit the nearest warehouse at your place. %er
2. Meet and greet the warehouse employees. \\

3. Note down the list of storage methods and process of st@@@? in
writing

Ask about the stacking procedure. '\Q
Write down all points in your note book. \.:O

. o XN
Discuss the things in a class learnt at war Qse.

N o o s

Submit a note on stacking process lear@at warehouse and collected
images and figures from various souf*ces.

8. Teacher will conclude and explain@xe outcome of visit.

Activity 2: Visit a warehouse and e a report about what kind of storage

equipment is used for different ose for stacking the goods.
Material required: Notepad /pencil, checklist
Procedure:

>

1. Reach the ne%&s%xrarehouse in time near your place.

2. Meet and gﬁé@t

3. With th

the warehouse manager and tell the purpose of visit.

p of the executive note the answers of following questions-
a) is stacking?
@J\What are different types stacking?

@ c) What is a pallet?
d) Explain the use of Storage equipment’s.
e) What are disadvantages of stacking?
f) Give your suggestion for same process.

4. Review with friends, finalize with executive and prepare a report

5. Present the report in class with permission of the teacher.
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Check Your Progress

A. Fill in the Blanks

1. functions are wusually an extension of receiving
department duties.

2. The Binner must know the and of the
unit loads to be handled. b’

3. The height of pallet plus height of cartoons stacked on pallet dete{égde
the height of . .\6

4. One popular method of storing stock is floor pallet @ing or

B. State whether following statements are True of False &

1. Shelves are not secure for the items, and don’t asl&lgy higher storage
solidity.

: e : O\"

2. A pallet is positioning equipment. %

3. Positioning equipment is used for hand@’naterial at single location.

4. Pallets are routinely stacked in waa;\ using operations.

5. Sheets of steel or other metals Q@(‘hotoriously difficult to store.
C. Short Answer Questions @Q'

1. What is stacking? %

2. Explain the type of &ing?

3. Explain type of s@\a{ge?
D. Check Your Pe&tmance

1. Demons@'t{é stacking procedures.

2. Dra™\dxhart with Types of stacking.

Session 4: Report Status of Inventory Binned

binning is successfully done, it is now turn for post binning activities. A
Binner should have idea of stock recording systems and procedures along with
knowledge of organizational procedures. He/she must be able to prioritize and
execute tasks within scheduled time limits. After binning he/she should be
able to maintain high concentration levels throughout the shifts.

He/she has to pay heed to quality and understand the team dynamics he/she
is working with. If he/she is aware of roles and responsibilities of colleagues
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on the shop floor he/she can report immediately any kind of concern in any
part of binning process and can be instrumental in necessary corrections.

LOCATION AND DIFFICULTIES IN BINNED ITEMS

Following are the post binning activities steps -

1. Checking binned items for errors: It is main step to identify if there
are any discrepancies such as damaged/misplaced item in the received

load. b’

2. Stock recording system: Binner records the stock and updates %gde
to time. A stock recording system needs to be implementeq-\f({p easy
location of items. «O

3. Information and Reporting: It is urgent to notify su sor of any
damages for potential fixes and as per company policwnd the nature
of product he/she has to report the status of the %@ire inventory. In
case storage location is not specified in the bim&i/@ list he/she has to
convey the noted location of binned items tQXgystem executive /data
entry operator. It is a part of his/her prof@
difficulties in task or time limits. @

inform supervisor of any

4. Re-order: For some items, it (Sibecomes important to notify
administration for any additio&é} orders that placed to replace
misplaced /irreparable damag@tems.

5. Documentation: It is req@%@' in post binning to document each step
and involved after items @ar& binned. Keep a record of documents/lists,
Goods receipt note, 11369 misplaced /damaged items etc.

Thus, it is the bigges@.a lenge after binning to manage the items in the
conditions they w R, pt at the time of binning. Through post binning
activities Binner rry;es sure that all the goals of warehousing are met.

REPORT ON AGE AND ACCIDENTS OF BINNED ITEMS

The Ware‘%’@?ﬁ Binner plays an important role in finding out damages and its
reporti the competent authorities. He/she scrutinizes the inbound goods
and out damages in it. He/she also compares the goods from the desired
P ct specification (packing, weight, size shape etc.) with purchase order.

confirms the fitness of goods. If the product fails to meet the ordered
specifications or standard quality norms than it is termed as damaged goods.
The role of Binner is to inform the supervisor about the damages and ensure
its replacement. As it involves the movement of goods so a formal process of
reporting the damages and replacement is followed by every organization. A
detailed report of damaged goods and accident is prepared in specific format
designed by the organization. The report includes:

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Binner- Grade X

e Details of damages like product name, lot size, number of units
damages.

e Damages description includes Reasons of damages like length of storage,
environmental issue and date of quality testing, type of damage.

e Action needed to be taken like repairs, movements of goods, replacement
of goods etc.

e Recording of goods in respective registers and updating the record of b,
damages related documentation. <

The process of acknowledging high quality has been requested for m@ears.
Quality is the result of removing problems. It is important to avoid é@l licated
amount with high quality. Warehousing people, by the actua eir tasks,
deal in quantity-based action. A highly effective factory functjpn*hat has high
mistake rates, unsystematic and undependable service Ci@ decline to the
point where the volume of outcome is diminished tha@Q)inadequate people.
Therefore, proper keeping track and tallying of pxoducts on time is very
necessary.

j»\,

Activity 1: Prepare a poster on sta@&egf inventory

Material required: Check list, ing sheet, Notepad, pen /pencil, etc.
Procedure: b,

1. To prepare the p% ased on the student must have the knowledge of
following X,

a) How to ppydritize and execute tasks within scheduled time limits
b) Hov&@ maintain high concentration levels throughout the shifts?

c) it is necessary to know about quality and understand the team
ynamics, he is working with?

@%i) Awareness of roles and responsibilities of colleagues.
Q e) Submitted poster to the class teacher.

Activity 2: Visit a warehouse and write a report on difficulties in placing of
binned items

Material required: Check list, Drawing sheet, Notepad, pen /pencil, etc.
Procedure:

1. Visit to the warehouse nearby the learning centre
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2. Meet warehouse employee and take the permission.

3. Ask him/ her to explain that what difficulties they face at the time to
placing the binned items

4. Understand the precautions taken before placing binned goods

5. Ask warehouse executive to give a demonstration on placing binned
items, before and after.

6. Make a complete list of difficulties in placing of binned items. @b,
7. Make the report for the same and discuss in the class. “Q'
8. If any suggestions received by the class fellows and teacher @}

writes in report. ,Q,

9. Submit the report to class teacher for further improve%e t.
Activity 3: Visit a warehouse and observe discrepancies @Varehouse
Material required: Check list, Notepad, Pen, Pencil&\-'

Procedure: O

1. Meet warehouse manager and take the@rmission.

2. Ask him/her to explain the reason, q&ﬁscrepancies.

3. List out the common causes of )&é(c}epancies.
4

. Request the supervisor to demonstrate a report on discrepancies send
to the superiors.

S. Make complete notes &iscrepancies like vice; meaning, type,
common causes, rma of report

6. Presented th Kep rt in class and collect feedback
7. Submit the #Qport to class teacher.

Check Your Progress

@1@ is important part of quality control.

Q 2. Stock counting and is a process where one physically
needs to count the entire stock.

3. and tallying of goods are performed minimum once in

a year.

4. The preparation of is very critical as it involves whole

shift of operations.
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5. The of store needs to be prepared first.
6. The and departmental manager is responsible for pre-
stock.

B. Multiple Choice Questions

1. What is full form of PDT:
a) Data Terminal scanner
b) Post-dated transport @b'
c) Pre-documentation test ,\%Q
d) None of these “Q\

2. What is full form of SKUs: Qo'
a) Questionnaire and check lists .\06
b) Quality circles \,,O
c) Quality formats

X
0
d) Stock keeping Units

3. Which one is the method of counting\an tallying?
a) Physical counting ,é\.(b'
b) Counting with the help of
c) Both (i) and (ii)
d) None of the these
C. Short Answer Ques%@g
1. What is the igmpottance of counting and tallying in warehousing?
2. What is thg(afocess of counting and tallying?
D. Check Y. lﬁerformance
1.D @

strate the process of counting and tallying in warehouse.

%ﬁdw should a quality control sheet be prepared?

e
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Module 2 Operational and Documentation

Procedure

Module Overview

Warehouse activities are the tasks involved in handling inventory. '@
include, counting, adjusting and re-classifying items and their set@ ot
numbers, as well as moving items between bins within the warel e. In
warehouse activities, it is common to pick, assemble, and pack inv. ry items
in kits just before selling or alternatively assembling kits to stg Z Apart from
these warehouse activities, for healthy and safe work envirm@;n nt some other
activities are also performed, they are housekeeping activiﬁ@; regular cleaning
is done for neat and safe work practices and records ar&@aintained to monitor
the management for appropriate actions. X,

<0

Discrepancies in inventory stock control relate to situations in which real
factory inventory or in-store inventory varies from the information of those
inventories: When the anticipations based on information for inventory doesn't
match the real matters in inventory, if there is a difference. These discrepancies
must be reconciled (analyzed, described and paid for). There are some standard
steps to be taken during a study in inventory control that is designed to attack
inventory stock discrepancies.

The role of Binner is very cr&l in housekeeping activities carried out in the
warehouse. The Binner t be alert to sort options to clean up out-of-the-
way places too, such shelves, basements, sheds, and boiler rooms. The
organized agreemer&)&f functions, tools, equipment provides is also significant
part of a good th% cleaning program. Timely scheduling the activities to be
performed als fines the responsiveness and proactive nature of the Binner.
Many tin% ere are very minute errors which, when not taken care on time,

create anted risks and can also reflect to the negligence part in
hou ping activity. Such situations cause a negative impression upon the
W g profile in the warehouse. Therefore, the Binner must be aware with

€” procedures of cleaning in the warehouses. Proper recording of the
housekeeping activities is also an essential activity of the Binner in a
warehouse.

In this module, we incorporate four sessions. The first session deals with
material handling equipment in warehouse, second session explains the
optimum utilization of space, the third session intricate the report
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discrepancies to supervisor and the fourth session focus on the ensure binning

as per clients requirements.

Learning Outcomes

After completing this module, you will be able to:

e To identify and describe different types of material handling equipment used in
various industrial settings.

e To understand the principles of effective space planning to maximize theQise

of available space in storage and work areas. . 9

e To develop the ability to accurately identify and communicate diss@}ncies in
inventory and operations to their supervisors. ’0’

e To organize and bin inventory according to specific cl@ng requirements,

ensuring accuracy and client satisfaction. ‘\Q

Vo €

\,,U
Module Structure X,

O
O
Session 1: Material Handling Equipment i >
(A
J

Session 2: Optimum Utilization of Space
N

[ >4
Session 3: Report Discrepancies to %%»}rvisor
X

N/
Session 4: Binning as per Clierfy (@equirements

Session 1: Material Handling Equipment

Handling equipment d with the mechanical equipment used aimed at the
movement, storing,@ rol and shield of materials, and products through

process of Binningg
TYPES OF M IAL HANDLING EQUIPMENTS
The vari@pes of material treatment equipment categorized into six types;

1. Tr xort equipment: Transport equipment’s are used to interchange
%erial from one place to another (e.g., among workplaces, among a
Q ading dock as well as storage area). The major sub-categories of
transportation equipment are conveyors, industrial trucks and cranes.
Material can also remain transported manually using without equipment.
Some transport equipment’s are shown in Fig 2.1.
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Types of industrial trucks
Cranes Industrial Trucks
Vakable Path o | Yorloble Pah ¢ Unvestiicted A
Restreted A
’
Conveyors _
Fluad Path

- Jlb cranes o
* Bridge cranes
* Gantry cranes

~

Fig. 2.1: Transport Equipment’s

Source: http:// bit.‘MZETkOCS
It is used to move heavy boxes, equipn&g@}', and other large items with steel or

wood dollies. X0
; %

2. Positioning equipmentb,’%’psitioning equipment is utilized to handle
material by a single locg®on. It can remain used at a workstation to orient,
feed, load /unload, en manipulate materials consequently that is in the
accurate positiof¥Qr successive handling, transport, machining, or storage.
As compared @ysical handling, the usage of positioning equipment may
raise the t of each worker as soon as the frequency of treatment is
high pr«(@ss product quality and control damage to materials.

&
)
e
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X
Fig. 2.2: Positioning Equipments (Indwustrial Robot)
Source: http://bit.ly/ 2]“.&;008

Examples of positioning tools/ machineﬁﬁ@nclude lift/turn/tilt tables,
balancers, hoists, industrial robots and may pulators as given in Fig 2.2.

3. Unit load formation equipment; T@}'{rt load creation equipment is utilized
to restrict materials as a result th intain their truthfulness when handled
a solitary load during transpo well as for storage. If products are self-
restraining (example a sin part/ interlocking portions), then they can
formed into a piece load \éﬁout any equipment. Examples of piece load
creation equipment in%ﬁe slip sheets, pallets, skids, cartons, bins/baskets,
bags, and crates. alfét is a stage (Fig 2.3) made of wood, rubber, paper,
plastic, metal wit%ufﬁcient clearance beneath its upper surface (or face)
towards inser@p splits for subsequent handling purposes.

Fig. 2.3: Unit Load Formation- A pallet
Source: http://bit.ly/2Rrcj7G
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Pallet Jacks: Move heavy loads up to 6,000 lbs. Handle includes a three-
position (raise, lower, neutral) lever for fingertip control and one-hand
operation. (Figure 2.4)

Fig. 2.4: Pallet Jack O\-‘

A slip-sheet is a dense piece of paper, rﬁe fibre, or plastic which a
consignment is placed and takes tabs & may be grabbed by distinct

push/pull lift lorry attachments which is\, wn in Figure 2.5.
g

N " e
CJ\' Fig. 2.5: Slip Sheet

T re utilized in place of pallet for reducing weight and volume, however
ading/unloading is normal.

4. Storage equipment: Storage equipment is utilized for holding materials for
longer period of time. The design of every type of storing equipment is such
that it makes material easily available, and maximizes the utilization of
space. (Fig 2.6 a, b)
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Drive-In Rack

Drive Through Rack

Fig. 2.6 (a): Storage Equipment’s Q
Source: http://bit.ly/2RyERwf QO

If materials are loaded directly on the store floor, then lﬂpstoring equipment is
necessary, but, on average, both different pieces in age will require a stack
only partial full; to increase dice utilization, st e racks would be used to
permit multiple stacks of divorced items to lo@ the same store floor space at
altered levels.

N

L]
a

Push-Back Rack

CJ‘\' Fig. 2.6 (b): Push back rack
o

Source: http:/ /bit.ly/2DeMdlj

%e utilization of racks becomes superior to floor storage by way of the number
of elements per item needful to storage decreases. Similarly, the depth by
which elements of an item be situated of stored affects dice utilization in
fraction to the more number of elements per item required for storage. For
separate piece storage, bin shelving, carousels, storage drawers, and A-frames
would be used.
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5. Scales and check weighs: These scales include separate floor scales to
completely automated high speediness in-motion check-weighs. Scales and
check-weighs can be fully combined with barcode scanners, conveyor controls,
and almost some other type of software systems or equipment/machinery.

h 4
Fig. 2.7 (a) Floor Scale Fig. 2.7 (b) Wl Parts Scale

Source: http://bit.ly/2CULJQj Source: Q)
http://bit.ly/2SBnsEm \J\,
O

a. Floor Scales: Floor scales can be utili@ to measure pallets and skids
for both shipping and receiving. (rg:f@F igure 2.7 a & b)

b. Small Parts Scale: Small parts §;§,1¥s can be utilized to verify inventory,
packing parts in containers, or shipping. (Fig 7)

000 JUNO AlI10S

ﬁ 2.8(a): Conveyer Scales Fig. 2.8 (b): Track Scales
@ Source: http:/ /bit.ly/2PGdVOh  Source: http://bit.ly/2RqOn4s

Q c. High-Speed Check-weighing Conveyor Scale: Scales like CASI 970
Conveyor Scale would be used for high accuracy systems, high speed in
distribution places. They are typically used in random check-weighing
and freight manifesting applications
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Fig. 2.9: Pallet Scale .\%Q
Source: http://bit.ly/2CWdb0d 0“9\'
d. Pallet Scale: Pallet jack scales would be used aimed~@%ﬁ the spot weigh
up of loads. Selectable measure adjusts to the dingnsion of load.
b

6. Safety Equipment: These are the equipment to ensure safety of the binner
and operations post binning. These include;

a. Emergency Wash Station: Emergency@sh station shower is triggered
via a three-cornered pull handle, eyﬁ\:y though the eyewash stimulates

with a metal push handle. ,g'\'
o,

Fig. 2.10: Emergency Wash Station
Source: http:/ /bit.ly/2JvBp2v

b. Anti-fatigue Mats: Exceptionally buoyant rugs feature elevated deck-
plate surface provided that exceptional slip-resistance. Cushions legs
and spine growing employee morale, productivity and physical wellbeing.
Grease- and chemical-resistant.
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\JU
Fig. 2.11: Anti Fatigue Mq{/
Source: http://bit.ly/2 fg

c. Barrier Rails: Easy-to-install barrigadgs protect valuable equipment
and workers from hazards in the workplace. 11 guage steel components
absorb impact of a 13,000-1b. loadyat 4 mph.

0,

Fig. 2.12: Barrier Rails
Source: http://bit.ly/2CQhGcB

d. Bollards: Heavy-duty bollards made available a physical barrier among
valuable equipment and fork trucks. This short post, normally 3-5 feet
in tallness, is used to create either a visual or protective perimeter.
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2
Fig. 2.13: Barrier Rails Fig. 2.14: Column tectors
Source: http:/ /bit.ly/20iqJ8¢g Source: Q
http://bit.ly/20kGyv4 <

e. Column Protectors: Universal rack protects Cg,‘uard’s posts from
damaging outcome that can be triggered by hq@%’machinery.

f. Wire Partitions: Wire attachments wo@@ll as instrument rooms,
security cage, or hazardous material. @

Fig. ¢ Wire partitions Fig. 2.16: Traffic visibility
mirr@ Source: http://bit.ly/2DgweTN Source:
httqy//bit.ly/20jolOM

%evhffic Visibility Mirrors: Wide angle convex glasses designed to
% ncrease security, surveillance, and promote safety.

Q h. Handrails: Safety guardrails make overhead walkways and mezzanines
safe with easy to install guardrails.
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Fig. 2.17: Handrails Fig. 2.18: Caution Boards b,
Source: http://bit.ly/20kQOMM9 Source: \Q@
http:/ /bit.ly/2zmYrDR -\f‘a

7. Miscellaneous Equipment: A wide range of goods fall into $@ category
include: Floor signs, waste containers, chairs, shop stools, tables). An
automatic retrieval/storage system (AS/RS) is a compined computer-
controlled storage system, which combines transport ﬁ@hanism, storage
medium, and controls with numerous levels of automxv@n aimed at fast and
perfect random storage of merchandises and mater;j

Activity 1: Visit the warehouse and u stand how to handle functional
equipment’s used at the period of binr@gg process.

Material required: Check list, N 6&8, pen /pencil, drawing sheet etc.
Procedure é
1. Visit the nearest war &se at your place.
2. Greet the people%)sailable at warehouse.
3. Enlist the eq&ément’s used for binning.
4. Requestiﬁﬁp(qé at warehouse to demonstrate the usages of
ent’s

equi% .
5. Li process of handling the equipment’s.
Giécuss the things in a class learnt at warehouse.

% Submit a note sheet of handling equipment’s learnt at warehouse and
Q collected images and Figures from various sources.

8. Teacher will conclude the session.

Activity 2: Fill the following chart in which picture of equipment is given and
you has to write the name of equipment and uses of equipment

Material required: Check list, Notepad, pen /pencil, drawing sheet etc.

Procedure:

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL



http://bit.ly/2OkQMM9
file:///C:/Users/ACER/Downloads/Image_Final_21.09.2020/2.17.jpg
file:///C:/Users/ACER/Downloads/Image_Final_21.09.2020/2.18.jpg

Warehouse Binner- Grade X

. Take a printout of chart or draw a given chart in a paper

. Name the equipment’s listed in a chart

1
2
3. Use pencils
4. Name the equipment’s
5

. Write the uses of equipment’s

S. Picture of equipment Name of Uses of
N. equipment equipme%@

Q

<
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Check Your Progress

A. Fill in the’@nks

1. Hq@ g equipment’s deals with the equipment used aimed at

%,movement, storing, control and shield of materials, and products
rough the process of Binning.

Q . Transport equipment’s are used to interchange from one
place to another.

3. Positioning equipment is utilized to handle material at a
location.

4. used for positioning of material.

S. Pallet is equipment.
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B. State whether the following statements are True or False

1. Material handling equipment cannot be classified in to any category
2. A pallet is positioning equipment.
3. The function of Warehouse stores is to only receive goods.

4. The use of equipment saves both our time and labour.

C. Multiple Choice Questions
1. Principle of ‘Unit load’ states that @b’
a) Materials should be moved in lots \\%Q
b) One unit should be moved at a time 0

A
c) Both a) and b) Q

d) None of the above "er
2. Fork lift truck is used for \,,O
a) Lifting and lowering %O
b) Vertical transportation @
c) Both a) and b) \
O

d) None of the above o
3. Cranes are used for (b),&’
a) Lifting and lowering él

b) Vertical transport &

c) Industrial go
d) All of thesQ&
4. Special @%@s'e material handling equipment’s are used in

a) P]@SS layout
b ﬂje layout
Both a) and b)
Q@ d) None of the above

5. A good material-handling system will enhance the in
logistics.

a) Productivity potential
b) Efficiency
c) Delivery reliability
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d) Speed to market

D. Short Answer Questions
1. What type of handling equipment is used in warehouses?
2. What are the functions of transport equipment?
3. Make a list of safety equipment used in a warehouse.
E. Check Your Performance
1. Spell out the list of transport equipment.

2. Demonstrate how to operate material handling equipment @wlr
Figures.

Session 2: Optimum Utilization Of Space

Have ever you heard someone say “the warehouse is at full capacity”? If you
can open the door and walk in, it is not at complet féatial. What the person
is actually saying is that warehouse systems are lé: 1 capacity.

t

The issue in space scheduling is to give way ilize excellently and/or to
upsurge usable cubic floor space in war €. As warehouse binner plan,
always pay care to unused space owv l&d the systems he/she installs.
Warehouse binner might not essenti 1@ now, but he/she should set up
his/her systems to position its zatlon in the future. Walkways are
required, but they do leftover a cubic space. Typically, they lodge 60% of
total cubic store space, and they may lodge much more. As he/she lay out
their warehouse, keep th re number of aisles in a minimum space.
Running aisles, the lengtk et building in its place width usually decreases the
number of mandato isles. How narrow the aisles will depend together on
how much they ‘%‘ invest for the higher-priced machinery/equipment
required for u the narrow aisles then on their opinion of the protected
operating éﬁﬁichinery/ equipment in a congested-aisle environment.

SPACE ING AT WAREHOUSE

The @ to prepare, plan, and make required changes is now, when the
w use space or its systems not yet reaches capacity. Warehouse binner

ld project their warehouse capacity desires five years keen on the
forthcoming and update their projection annually. For the reason that the
more number of line products he/she keep in warehouse is very expected
increasing, ultimately they will reach the capability of their warehouse
systems. By way of a rule, increasing a prevailing warehouse space takes for
four to five years. Simply put, if warehouse binner fails to project their needs
and to design a plan uninterruptedly to meet them, he/she is the person who
declares the warehouse building is at complete capacity.
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Warehouses are costly for companies to function. The cost of machinery, land,
building, labour and the goods stored in warehouse would amount to a
noteworthy sum of money. Most companies would interested to maximize the
storage operation of warehouse, by streamlining the location and picking of
goods, decreasing the time goods be located in the warehouse for storage, or
automating as considerable as possible to decrease labour costs, whereas
improving accuracy.

Companies can also decrease their costs and recover the effectiveness of th
warehouse space by maximizing the place utilization, safeguarding thgbghs
probable to store as more products as possible in topmost space.

IMPROVING SPACE ~Q

Consuming a large warehouse space is not always respeC@ e business
practice. A large warehouse space means that a commerq%@can store bulky
items there, which completely have a cost related with them. In other words,
a large warehouse space means the warehouse binﬂé is not observing to
consume space efficiently and which can cause unr: ,Sonably long travel times
among locations, causing extra fuel costs, 1abouésts, and delays in filling or
unloading trailers. @

Smaller warehouses can cause firms to bgyYore resourceful in their thinking
that may lead to refining space utiliza '({p\'at warehouse leading to tiny travel
times, enhanced loading and u ding as well as overall efficiency
improvements. Space utilizatio e improved by using following points —

not an issue but to rantee that warehouse space stays consistent
with the goods tg®¥stored. For example, if finished product is packaged
in vessel 3 by 3 feet, at that moment the area where products are stored
should imité? at size. The frame of bin position was designed to agree

e Warehouse place thatg’ ften ignored when warehouse space remains

to take feet box; there is a more empty space while a 3-foot four-
sided boxs engaged there.

o Bﬁeation that the bin place is suitable for product, the change can
69‘ itted up space in warehouse, and company is not extended paying
oney towards store air from place to place an item.

Q e Another area that would maximize space consumption is to use vessels
in warehouse that turns the product that there stored. Quite often, a
portion is not packed and will requirement to be positioned in a storage
vessel before it is warehoused on the racks.

e Make the most of space utilization can benefit with keeping inventory
noticeable and easy to locate. Some warehouses with inadequate space
can cram products on a shelf that they believe is serving with space
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utilization; nevertheless in fact, which can be damaging as some
products can become inflexible to find if bigger items are positioned in
front.

e We can develop a space use percentage in several ways. Often, we have
to begin with a labour-intensive method, till the cubic capacity of the
SKUs takes been calculated and accessible in computer system.

UTILIZATION OF STORAGE SPACE

The main important is to implement resolutions that improve storag{\@pq
streamline dissemination.

1) Select Space Effective Storage Equipment: It can be co \'atlve to
conduct a study of warehouse current inventory levels a‘Qvéﬂ as cubic
order action to find the maximum space efficient demsmn

2) Take Benefit of Vertical Space: By way of storing uﬁQlatwely than out
warehouse binner eliminate unused vertical storage@d create use of each
cubic foot on the way to free up floor place for o%&r uses.

3) Design with Operator Safety in Mind: In ce of a system that may
accommodate large, bulky items too hea@to be moved by hand, while
ensuring the facility runs at peak efﬁc‘lgi y, the answer is an automated
storage and retrieval system (AS/ RS)("\'

4) Consider Present and Prospec
systems, which offer the g
prospect demands of ware

%eeds. Excellent inventory management
St tractability to meet the present and
use business.

Activity 1: Visit §<warehouse and observe space utilization for storage
activ{@S and procedures.

Material requised: Note Book, Pen/Pencil (The teacher has to fix a visit of
the class éﬁvarehouse for observation of space utilization in warehouse for
stora ‘ag ities and procedures)

P% ure
Reach the warehouse along-with the class.
2. Meet Warehouse Binners/staff and greet them.

3. Take a round of the whole warehouse and note the spaces utilised for
storage.

4. Look for the followings or ask the executive (s) and note:
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S. Activity or Situation/ questions Observation /answer
No. of questions asked
to warehouse Binner

1. What is the area of warehouse?

2. | How much area is used for storage?

3. | What are Methods of storing the goods for
optimum utilization of space? \Q

~
4. | What are advantages and disadvantages of «O\\
methods used by warehouse QO'

S. | If not optimum utilization of space is not ,\Q@

done by warehouse then what is your

| O
suggestion

Ox

5. What discrepancies in activity performed record keeping?
6. Show answer of questions asked by o@o the Binner and confirm.
7. Prepare a report on same and sub@t’ to the teacher

Activity 2: Make plan for space utili@on in warehouse for storage
activities and proced@%‘t

Material required: Note Book <P
2-4 students Q
Procedure: KJO’
1. Take a white %l‘a,wing sheet.

2. Assume (&éa of 500 square feet with the 30 feet height for storage.
3. Plan the
4

/Pencil, Drawing Sheet, Make a group of

ace for goods to be stored.
. A@ne any type of goods to be stored.
~ Niscuss the space with the help of teacher.

%. Submit the sheet to the teacher for valuation.

Check Your Progress

A. Fill in the Blanks

1. Use of space helps in optimum space utilization.

2. Optimum space utilization cost of warehouse.
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3. Material handling becomes easy when space
utilization is done.

4. movements kept in mind while planning for space
utilization.

S. Workers should easy in warehouse.

B. State whether the following statements are True or False

1. Companies can also reduce their costs and improve the efficiency of their.
warehouse by maximizing the space utilization.

2. 100% area should be used for storage.

3. Un-systematic space plan slow the picking and delivery of goods to
customer.

4. User safety is important while planning for space utilization.
C. Multiple Choice Questions

1. Which one of the following is not the solution for optimum utilization of
available space in warehouse?

a) Use of Vertical Space
b) Use efficient storage equipment
c) Use current and future need of goods stored
d) All of the above
2. What is full form of SKUs
a) Stock keeping unit
b) Stock keeper in unit
c) Stock out keeping unit
d) None of these
3. Optimum space utilization is useful for-
C
@" b) Easy access
Q c) Easy handling
d) All of the above

a) Cost saving

4. Which of the following is not considering while planning for space
utilization is useful?

a) User safety

b) Easy access of material handling equipment
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c) Maximum storage

d) Worker resting time
D. Short Answer Questions
1. What is space utilization in warehouse?
2. What are solutions for optimum utilization of provided space?
3. What is importance of space utilization in warehousing?
E. Check Your Performance
1. Enlist the solutions for optimum utilization of available space.

2. Develop checklists for housekeeping activities conducted in your school.

<~

Session 3: Report Discrepancies To Supervisor

O\/

A discrepancy in inventory stock management%otes to situations in that
actual warehouse record or in-store invento@iiverges from the registers of
those inventories. At what time the expec \sjon founded on records intended
for inventory doesn't equal to the a & records of inventory called as
discrepancy. These discrepancies ng‘t be reconciled (analysed, accounted
and explained for). There arﬁ&he standard stages maintain during
investigation in store manag t that are planned to attack inventory
warehouse stock discrepancé

if, Q’Qéctual volume of stocks on-hand stands different
from the volume rec@ed in warehouse inventory system for particular
product. This is a pﬁ@’lem everyone task to keep and regulate inventory is met
with. Discrepe%ig / if not detected or avoided, will bring about several results
such as:

J daxr&gg of sales
. @1 d-up of stocks

@ customer dissatisfaction

THE COMMON REASONS OF DISCREPANCIES

A discrepancy occurs

Though most reasons of discrepancies can occur either be human mistake or
procedural mistake, the list below resolve about possible root-causes. Though,
keep in attention that there are further causes of discrepancies, which may
not be recorded here, which may hang on the industry in addition method
used in possession inventory records.
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e Incorrect data entry for the period of receiving/inbound

e Misplaced stocks
e Inadequate handling of spoiled and returned stocks

e Stocks mixing and Stocks loss due to theft

e Human error for the period of stock takes process b’
e Incorrect product measurement used \Q@
e Not bring up-to-date the inventory system \\

e Stocks incorrectly labelled Q,Q

e Human error for the period of order processing (e égcklng)

e Stocks mistaken for same product

e Supplier fraud
AVOID DISCREPANCIES %O

The best way towards tackle discrepancies @ys to endeavour to establish
steps in the direction of avoid it from eq1.®happen1ng. General practices to
escape discrepancies include: ,g'\'

1. Maintain records of stock am@dvits locations. Especially supportive if
binner require lot of pro lines (e.g. diverse coloured shirts with
diverse styles and st €s), a simple spread sheet, which contains all
stocks then their cm&ondmg storage places within the warehouse
resolve finding st from a lot easier.

2. At all times, place similar stocks in one place. For instance, all sizes of

shape (e. g L, 3XL-9XL,) of a produce line (e.g. blue shirts) with the
same st@ nd design, should be put in the same location. Different
prod Ithes would be placed in same location, though clear boundaries

be placed to discriminate one from other.

@tabhsh passable (check) procedures and properly orient staff. Having
@% definite and well-thought system in every procedure will greatly
Q upsurge work efficiency.

4. Staff training is also necessary so that procedures and processes are
executed effectively.

5. Records entered all stock movements. When stocks are occupied from
the inventory, the inventory system needs to be updated accordingly.
The Stocks added in the inventory like returned products considered
still suitable, re-worked products, mislabelled products, etc., and are
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added en route for the inventory need to be recorder.

6. Continuously inspect other reasons of discrepancies. The more grounds
of discrepancies are recognized, the better the structure of catching
them will create. In certain cases, root-causes can actually be
eliminated.

REPORT DISCREPANCIES TO THE SUPERVISOR

The utmost common way to detect stock discrepancies is by doing counting
tallying on a regular/cycle basis. How often this is done will depend is ta
place the company’s circumstances. S

If discrepancies are found, accomplish the following steps below«@& before
making any changes to the inventory system. QO
<

e Check for computation errors.

O

e Make sure the product tallied is correct. O
e Stocks totalled may have been incorrect for a #lated product.
e Re-count the warehouse stocks with disc@ncies.

e Check for mixed products. Particula{t@ products or packing is very
similar to every other product, mixj{b» an simply occur.

e Check for related stocks in ot@aces. Though related stocks should
be put together, there is qi@y-the possibility that related stocks may
have existed misplaced. &

e Make assured that th@%oe of measurements used is consistent.

e Verify unsettled fﬁxg’s There may vital for find out unsettled orders
that were bill?%la% not elite yet.

e Once the djfgrepancy has been situated with legalized and whether or
wit out oot-cause have determined, it is quiet best to modernize the

inve@y level consequently.

o 6}; t to the supervisor for same.

The cess of identifying quality has been pragmatic for various decades.

riority is the outcome of eliminating shortcomings. It is significant to
avoid unclear quantity with quality. The people of warehousing, by nature of
their occupations, deal in quantity-based activity. A highly productive
warehouse procedure that has high fault rates, unsystematic and unreliable
service could weaken to the point wherever quantity of productivity is less
significant and poor quality. Therefore, proper counting and calculation of
goods on time is very necessary.
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Activity

Activity 1: Visit to a warehouse for observation of discrepancies in
warehouse.

Material required: Note Book, Pen/Pencil, Check list (The teacher has to fix
a visit of the class to a warehouse of the locality to understand about the
discrepancies in ware house)

Procedure: @b'
1. Reach the warehouse along-with the class. . \%Q
2. Meet Warehouse Binners /staff and greet them. “O

3. Ask the following questions to the Binner/executive and’Qrite the
answers-

a) Which are discrepancies in ware house gener)e{"@ faced by them?

b) What kind of process they adapt for reportiag discrepancies to
supervisor?

c) What are the reasons behind the dipancies?

d) How are they avoiding discrepaa& in ware house?
4. Show the notes to the Binner a,{"@) onfirm.
S. Prepare a report on the sa %d submit to the teacher.

6. Explain the report in a%s
Activity 2: Visit to a war se for identifies the discrepancies in

warehouse. %&
Material required: %te Book, Pen/Pencil, Check list.
Procedure: '(,

1. Reac@e warehouse along-with the class.

2. 6@ arehouse Binners /staff and greet them.

ntifies the causes for discrepancies in warehouse and write the

Q@ reasons-

Misplace stock

a) Meaning:

b) How to find this discrepancy:
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oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

................................................................................................

Stocks incorrectly labeled

a) Meaning;: b,

......

....................................................................... e (T
c) How to avoid this discrepancy \’O
............................................................. L PP
>0
Stocks mixing \@
a) Meaning: .
) g &\/@'
Y

Check Your Progress

A. Fill in the Blanks

Q‘l. Record keeping is necessary for products in efficient
manner.
2. Scarp and waste materials are kept in separate in
warehouse.

3. Housekeeping inspection can help prevent wounds and
improve productivity.

4. Housekeeping record log book is to inspect staff
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B. State whether the following statements are True or False

1. Especially if packaging or products are much related to each other,
fraternization can easily occur.

2. Similar warehouse stocks may have remained misplaced during storage.
3. Checklists are maintained in a warehouse to record activities.
4. No need to establish suitable procedures and properly orient staff
5. It is vital to avoid unclear quantity with superiority in warehousing.
C. Multiple Choice Questions

1. Discrepancies, if not detected or avoided, which of the subsequent is not
result-

a) Damage of sales
b) Build-up of stocks
c) Customer dissatisfaction
d) Removing hazards
2. Which of the bellow is not a type of discrepancies?
a) Stocks mixing
b) Stocks loss due to theft
c) Human error for the period of stock take process
d) All of these
3. Which of the bellow is not for avoiding discrepancies?
a) Use trained manpower
b) Proper space planning
c) Take care of company profit
d) Good monitoring
D. Short Answer Questions
¢1. What are discrepancies in warehouse?
Q'Q. How can discrepancies be avoided?
3. What are the causes for discrepancies in warehouse?
4. How to report about discrepancies in warehouse to supervisor?
E. Check Your Performance

1. Enlist the discrepancies in warehouse.
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2. Demonstrate the solution of discrepancies in warehouse.

Session 4: BINNING AS PER CLIENTS REQUIREMENTS

Storing the goods in a systematic manner into bins is obtainable in the
warehouse. Space saving can be accomplished by process which is called
‘binning’. Storage of goods could vary with requirement of clients and type of
goods. Many a times the storage bins are available immediately for the
regularly goods but at times the storage place and bins have to be alloc%
and designed for the goods that are rarely produced.

The six-step binning process is designed to help companies reﬁg\v their
internal processes in the warehouse with a view to develo @Qﬁer used
potential:

CLASSIFICATION OF INVENTORY AS PER CLIENT’S R@@IREMENTS

How exactly the inventory would be classified hang or&gvhole sort of factors
as per client. The key features to deliberate in classifiiing the inventory are the
size as well as weight of the stock filled goods %ﬁq}i occurrence with that
they are retrieved. @

ALLOCATING THE RIGHT STORAGE SO(Ig}TIONS TO THE INVENTORY
A

Steps to be followed by a binner, to organize the storage of inventory, this helps
them to know the location of the go?ds stored.

a. Sticker all product wit information as label (as per client’s
requirements) - This ures that when inventory clerks are going
through their invent they can easily track and store it. For example,
if their inventory~iMabelled by stock-keeping unit (SKU) number and
labelled as s , "ong with the type of product and a description, then
when Ware% binner is searching for products, he/she can look
agreeing@'&a els, instead of guessing at what you need.

Put

@lar products in the same place. When inventory clerks have an

a dance of inventory, it helps to keep the same types of products in

@ same place, so that warehouse binner can more easily find what

@%e/ she need. For instance, if he/she is wandering around the
Q warehouse looking for microwaves.

c. Stack items vertically as a replacement of horizontally. This saves space
in warehouse and creates it look neater, meanwhile boxes and products
would be neatly loaded on one another. Exception to this exists furniture
and utilizations, which must frequently be situated one after the other.
However, if we keep products together, this should still make for an
orderly warehouse.
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d. Keep walkway clear. The more cluttered the warehouse with walkway
are the stiffer it will be on the way to find what warehouse binner need.
Assign one individual to keep aisles perfect. At any given period, any
staff member should be capable to walk through the warehouse looking
for something without running into roadblocks in the aisles.

e. Place digital images on boxes so warehouse binner know what is there
inside the boxes. Clutter and messiness is made when he/she have half-
open boxes since warehouse binner had to see inside of each box@,
control what's inside. If he/she have a digital picture on the eaq%&x,
the necessity to do this be there eliminated and every box can be@j&sed

K

making for more systematic warehouse space. ~O
AUTOMATING PROCESSES Q’Q'
Larger quantities of products can be stored then retrieve e speedily and
with greater exactness with the assistance of automated protesses, in that way
significantly increasing productivity. The advantages i de:

a) Fewer spaces needed acknowledges to th @%ge of high storage that
makes optimal usage of the available cej '%eight

b) Higher picking correctness of up to meilmum level.

c) Better monitoring and managini\;gtions acknowledges to software-
based control systems. XS

d) Superior inventory mana@s&t — least stock levels and lost stock are
recognized more quickly:

e) Better-quality ergon S in the workstation, because the products are
transported strag to the warehouse. This puts a stop to recurrent
ing movements.

lifting and wi
IDENTIFYING TK&PTIMAL STORAGE LOCATION FOR GOODS

The better the Way in which the various goods are stored, the more efficiently
an be managed. In addition, the width of storage space required

%} Recovery times
b) Picking accuracy
c) Work processes
d) Search times

However, in direction to find the ideal position for each specific product
surrounded by the warehouse, more data is mandatory in addition to statistics
about the goods (weight, size, etc.):
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a) Retrieval frequency

b) Number of recover units in each case
c¢) Number of units to be stored

d) Product-specific storage requirements
e) Turn around frequency

f) Warehouse management software then allocates the optimal locationg
the goods based on this data. 78

OPTIMIZING PICKING PROCESSES éo

Once the goods require classifying and assigned towards the ri‘@\ storage
structure, the picking procedure has to be enhanced. This j “&' particular
interest to e-commerce businesses, because thousands of produXts are picked
every day and even small improvements can thus (& a significant
difference. Three selection strategies in specific can be nj@®ntioned here:

a) The creation of lots (batch picking) exists ag'ﬁmble way of beginning
processes more efficiently. Particularly in of products which are
recovered less often, pick them in a lot pr@n s an imaginary opportunity
to protect time, for the warehouse emp}gyee would work through several
guidelines on one single voyage. '\'

b) Zone picking offers an opportuni(g’to split the storage area mad about
various segments (zones) ar%é&ign separate employees to every zone.
Here they process the separade orders, but solitarily the products placed
within the zone near w they have existed assigned. Afterwards the
placed order is passe »@ en route for the next segment where once again
the relevant goods @picked.

Xy

c) Parallel picking combination of both strategies outlined above is known
as parallel ﬁg g. Here the individual orders are processed at the similar
time in gll es and forwarded to a central station where they are put

togeth dy for shipping. Due to its complex structure, this approach is

maj ‘%uitable for firms which holder a large quantum of orders on daily
and requires a comprehensive assortment of stock which needs

@ erse storage systems and zones.

&PLEMENTING A COMPREHENSIVE SOFTWARE SOLUTION

This is finally about carrying the various prevailing software solutions in
organized warehouse with in one roof. The firm’s ERP (Enterprise Resource
Planning) systems necessary to merged with the databases for monitoring the
storage in warehouse and excellently tuning the picking progressions.

After all, only while all the systems remain linked in a technique that allows
warehouse binner to communicate efficiently with his/her supervisor and be
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retrieved centrally can the progressions within the warehouse and be present
transparently organized and professionally managed. This binning process is
very much successful and productive in warehouse management.

Activity 1: Visit to a warehouse ensuring binning as per client’s
requirements.

Material required: Checklist to Visit notes, notebook and pen/pencils

Procedure:

\y
N

2. Take a note of their activities, functions and keenly observé%qe premises.

1. Visit to a warehouse near your location.

3. Mention the appropriate option (Yes, No and give reasd@%’emarks)

- . \-'U Reasons/
S. No | Activity and Functions Yes | No
« Q Remarks
Y
1 Looking at the records, are the ds
received regularly at the wareho
- Y
5 Do they maintain formegt> for the
inward/outward of good&(b,
Is the procedure of iq}rd /outward clear
3 . .
with all the neede rmation?
KJ\,
4 Is the locati&bof the storage clean and
tidy? 5{&4
(0.9
(%4
5 Are t@gtaffs responsible at storage bins?
6 « i’you observe any uncleanness in the
Nwarehouse?
-
he) Is the storage in to bins made as per the
4 inventory list?
3 Is the inventory data recorded and
maintained systematically?
9 Is there any professional development

training given to the staff if needed?
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Is the work done at Binner level properly
recorded at managerial level?

10

Is there any efficiency report maintained

11
in use of materials and labour?

Activity 2: Prepare an assignment on following questions

Material required: Checklist to Visit notes, notebook and pen/pencils

Procedure:
1. Make an assignment using various sources &\%'
2. Draw or paste Figures if possible 6'0
3. Submit it to the teacher QQ
Make the assignment on following questions: ONO
X

a) What is process for binning in warehouse X,
e

S Z]

« N
b) Are Packing, Labelling and coding differences and colours, signs and

symbols required involved in the binning while ensuring clients

requirement. &@'

-~

A~
c) What is your suggestion for ensuring binning as per client’s
~ N
requirements?>
(=4

P

~~

\ ws

4

ya ~—

Check Your Progress

A. Fill in the Blanks

1. Binner is the individual whose role is to in to the storage
bins, according to an inventory list.

2. Binner at times responsible for moving cargo, repacking and
the items.
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3. The key topographies to consider in classifying the inventory are the
and of the stored goods.

4. Larger quantities of products can store and recovered more rapidly and
with greater correctness with the assistance of
thereby significantly processes, increasing productivity.

B. State whether the following statements are True or False

1. Bread is kept in a dust/rubbish bin. b’
2. The storage of the goods could vary based on the requirement and@@e
of goods. .
g \‘b
3. Warehouse Clerk is an individual whose role is to bin/store 1tems
into the storage bins. Q

4. It is not necessary to put similar items at the %@k place.
C. Multiple Choice Questions \,,O
1. Which are the key competencies of a WarehmBEBinner?
a) Knowledge of the types of goods befyg handle
b) Understanding the methods, s«e\(':_[ nce and materials
c) In-depth knowledge of the Eﬁ&édures
d) All of these &6
2. Allocating right storage@}utlons to the inventory means;
a) Putting like prod in the same place
b) Contacting t K’}&ght company for storage
c) Unloadin ){El products properly

d) None o& ese

3. Auto processes is;
a) @er picking truthfulness of up to 99.9%.
@ mproved checking and management options acknowledges towards

@ software-assisted control structures.

Q c) Enhanced inventory management — least stock levels and lost stock
are recognized more quickly.

d) All of these

4. Picking method of dividing the storage place into various sections is
known as;

a) Batch Picking
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b) Zone Picking

c) Parallel Picking
d) None of these
D. Match the Columns

Column A Column B

1 | Binner a | Working knowledge of 6&}
technology/equipment used for
scanning products and binning g’@x S.

2 | Competencies b | Sticker all product with an inf@}i)on
of a Binner label
<

3 | Track and store | ¢ | Higher picking correctn@s gf up to 99.9%
X
N

4 | Automating d | to bin/store the iteds into the storage bins
processes according to an %entory list
E. Short Answer Questions \'@

1. How the goods received at wareho,&s‘:@' can be classified?
2. Explain importance of binnin%' cess at warehouse?
3. State the functions of a Bt r?

F. Check Your Performancbﬁ

1. Spell out observa 1@ and suggestions from the practical session in
visit to warehou

X
2. Mention en &end procedures followed in the warehouse while
performj@&oods inward and outward activity.

P cal session.

C

<

3. Deg trate key competencies that each student possesses after the

S
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MODULE 3 HOUSE-KEEPING

ACTIVITIES

Module Overview

x
Housekeeping need to pay attention to layout of workplace, aisle marking,

sufficient storage facilities and maintenance. An effective housekeeping is
continuous operation and requires certain practices to be adopted to attain the
best results and performance.

The role of a Binner is very crucial in respect to the housek&p}gg activities
carried out in the warehouse. The Binner must be very alert@ sort options to
clean up out-of-the-way places too, such as shelves, bagsements, sheds, and
boiler rooms. The orderly arrangement of operations’,\§ols, equipment and
supplies is also an key part of good housekeepin p@gram. Timely scheduling
the activities to be performed also defines the %ponsiveness and proactive
nature of the Binner. Many times there are @ minute errors which, when
not taken care on time, can create unwan‘;%l risks and can also reflect to the
negligence part in housekeeping activi . uch situations cause a negative
impression upon the working profile ’(,Q’ e warehouse organization.

The most effective part of any %@keeping program is inspection. It is the
only way to check for deficiencjes’in the activities completed so that changes
can be made. The documen workplace inspection provide the checklists
of work finished while pa@ning the post housekeeping activity.

This module consistsof four sessions dealing with best housekeeping practices
and also in maintaaging a standard level of proficiency in dealing with all the
activities invol in warehouse management.

The first s@on covers the preparations for housekeeping and spotlight to
have a and hygiene practices by maintaining a clean environment.
Secon@ ssion deals with tools and equipment’s for housekeeping. Third
sesstOh focuses on performing daily housekeeping activities. Fourth session
Q fies about managing the post housekeeping activity.

Learning Outcomes

After completing this module, you will be able to:

e Tounderstand how to effectively prepare for housekeeping tasks by organizing
supplies and planning their activities to ensure efficiency and thoroughness.
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e To identify and correctly use various tools and equipment essential for
housekeeping, ensuring their effective and safe use.

e To gain the ability to perform a range of housekeeping activities, including
cleaning, organizing, and maintaining spaces, to a high standard.

e To learn the proper post-cleaning procedures, including tool maintenance,
waste disposal, and final inspections to ensure the quality and safety of the
cleaned areas.

Module Structure

° ¥y
Session 1: Preparations for Housekeeping Activities \3«9
D
N7
Session 2: Tools and Equipment’s for Housekeeping Q’Q’
Session 3: Housekeeping Activities .\Q@
Session 4: Post Housekeeping Activities \,O

Session 1: Preparations for Housekeeping Activities

@

Housekeeping is a major activity in any business that adds spotlight to have a
clean and hygiene practices by mai &ng a clean environment. In a
warehouse, person responsible for carg;teking the housekeeping process must
be aware of keeping work areas ne lean and remove waste materials (like
paper, cardboard, etc.) and oth hazards at workplace.

Fig. 3.1: Preparation for housekeeping activities

Source: t.ly/S0Gq
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INSPECTION OF AREA FOR CLEANING

While inspecting the area for cleaning; one should ensure that the material is
loaded securely, blocked or interlocked. All storage areas are marked. All
workers must know procedure of material handling and storage. Materials are
stored in place that does not hinder for workers or flow of materials. Hazardous
materials are stored in appropriate containers and keep far from fire sources.

Cleaning is the process of get rid of dust, dirt and any other undesirable thinés’
like stains, contents of ashtray, spots, etc. o

There are many areas in a warehouse that considered for cleaning, igc@@fng:

e Floors «O\

e Furniture and other surfaces QQ
e Articles and accessories .\Qe
e Tiles, sinks, toilets \.,O
e Drains %O\J
MATERIAL REQUIRED FOR CLEANING

Cleaning materials used will vary for each plsg uct depending on the suitability
and adaptability of product category an{@émises conditions. Multi-products
of similar category kept in same rackg)>storage shelves can be cleaned with
similar cleaning agents. Materi SQv llized for cleaning must be of perfect
quality, so that no hindrance o ards be caused.

For example — If racks wit «}'astic products are kept then easy vaporizing
cleaning agents must be and if racks are arranged with iron / metal

Products then non—mo%t) cleaning must be done, to avoid oxidation / erosion
of products.

e Risk: CJ?&(IZ chemicals often are hazardous and can be identified as
such the label. Many tools or items of equipment requiring cleaning
arQq ipped with guards to protect the operator. Equipment should

%’er be operated without the guard in place and the manufacturer’s

@uidelines must be followed to ensure safe use of equipment.

Q% Time: This is not possible to clean rooms completely by removing all the
furniture every day. Because that would require lot of time and labour
which cannot be devoted every day. Then how to do the cleaning? For
this, it is essential to follow a certain schedule of cleaning.

Every day, a general cleaning of the open surfaces like floors, furniture
and other such surfaces is required. Once in a month, deep cleaning
does and probably move heavy furniture and cleans under the carpets.
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Once in half yearly or yearly, clean the room by removing whole furniture
and washing, polishing, washing walls, ceiling etc.

o Efficiency: It should kept in mind the competence and effectiveness of
workers, equipment’s and cleaning material at the time of preparing the
cleaning schedule.

e Type of Stain: Chemical, Milk or Egg Products, Blood, Ink- Ballpoint,
Ink- Felt Pen, Perspiration, Deodorants, Mayonnaise, Scorching,
Margarine, Mildew, Grease, Butter, Oil, Ice Cream, Choco Igj
Cosmetics, Gravy, Ketchup, Mustard, Other Tomato-Based Prd@»cts,
Fruit-Flavoured Drinks, Juices, Vitamins, Liquid Pain Relievea{%,

All housekeeping equipment must be stored safely and securely according
to the manufacturer’s instructions where appropriate. This wiKensure a safe
environment for staff, customers and any other visitors tq\fl store. Cleaning
equipment varies from store to store. However, some eq8p ent is used in all

retail outlets. L,

X
ALTERNATIVES OF CLEANING O

Housekeeping means keeping work place ne nd organized. It keeps floors
free from slip hazards. It removes waste Nerials like paper, cardboard and
other hazards like fire from workplig@' It pays attention to essential
information like layout of workplg@,” aisle marking, maintenance and
adequacy of storage facilities’.‘&hb, asic part of good housekeeping is
prevention from accident and firy

Good housekeeping reduce é;idents and injuries in workplace. Employees

can build safe workpl y knowing and adopting safety habits, work
environment awarenes% d dangers related with it.
CLEANING EQUIP&@NTS

The housekee,@’gwﬂl come across with following equipment’s during process
of cleanin

a) Du$r: It is made by soft cotton, flannel or synthetic feathers attached

ick. It is use to clean dust and wiping various surfaces. Housekeeper

@%ﬁould use different dusters for dusting different surfaces like mirrors,
Q kitchen slabs, dining table, etc. It should be wash and dry after use.

b) Dustpan: It is made by plastic. It is rounded at sides. It is useful in taking
dust particles in it after sweeping with the help of broom. Dustpans help
in collecting dust particles from each room separately and disposed it
simultaneously. Dustpans must clean after use.

c) Mop: It is made of thick woven cotton cloth. It is used to wipe dust from
floors. It dipped in clean water and squeezed before wiping the floors.
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Housekeeper must change water after each mopping. Housekeeper
should wash mop and spread for drying after use.

d) Polishing cloth: It is made of soft absorbent cloth such as flannel. Dry
polishing cloth supports to clean and shine surfaces by rubbing.

e) Broom: These are soft and also available in hard. The soft brooms use to
sweep floors whereas hard broom used to wash floors.

f) Brushes: It is available in various sizes and shapes. It is made of differext
materials. Different brushes are used for specific purpose. Nylowg,or

plastic bristles brushes are used for cleaning carpets or furnitur etal
brushes are used to clean wire mesh in the windows. Rou eather
brushes are used to remove dusts. Housekeeper has 1al nylon

brushes to clean toilets.

g) Buckets or basins: Metal or plastic buckets with sufs@gl'e sizes use for
carry water, detergents and chemicals so that therewill be no spills.

h) Dustbins: It is available in plastic with a lid. ust line with paper so
that garbage does not stick on surface. ntents must remove and

wash daily. @

i) Vacuum cleaner: It works on elec:cr"\;y and has a fan. This sucks dirt
and dust from the surfaces and stg{%}?it in a disposable bag inside. Dust
must be removed regularly. &QJ
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L

4

Fig. 3.2; aning Equipments
CLEANING MATERIAL b’

There are various typ materials and mixtures, which use for cleaning,
rubbing and poli k{l? surfaces. Housekeeper must be familiar with
commercial prepaqéons for cleaning. Some of them are.

e Water Q'(’

e De ts

. @asives
@gAcids

o Alkalis

e Bleaches

e Solvents

e Polishes

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL



file:///C:/Users/ACER/Downloads/Image_Final_21.09.2020/3.2.jpg

Warehouse Binner- Grade X

PERSON

Housekeeping actions such as cleaning and pest control, even though they are
planned, are generally regarded as part of routine day-to-day operations rather
than maintenance — a clean bin is not necessarily a well-maintained bin.

To maintain the housekeeping workforce management can appoint different
person like:

1. Housekeeping Associate b’
2. Housekeeping Supervisor -
L] y
SEQUENCE OF CLEANING \\

1. Develop draft procedures to ensure all materials are defin included
procedures, keeping in mind order of cleaning process al also cleaned
equipment are not being re-contaminated by ssive cleaning
activity.

Y O

2. Validate draft procedures and confirm require@jl%ﬁel of cleaning is met,
as per step-1. O

3. Finalize procedures and associated do@nentation, such as records of
cleaning, sign off etc. \

4. Relevant staff to be trained for ma@taining systematic cleaning process.
5. Complete on-going monitori&%éﬂd verification.
WHY WE SEQUENCE CLEANING PROCESS?

Develop effective cleaning é%cedure is very important. The procedures
designed for specific are%@éommon standard procedure can provide effective
standard of cleaning.

Set essential standé}' of cleaning as per legislation, customer desires, industry
best practice e '(,

R\

Avtivity 1: Visit a warehouse near your location for observation of inspections
of area for cleaning.

Material required: Check list, Notepad, pen /pencil, etc.
Procedure:

1. Reach the warehouse in time with group members.

2. Meet the executive, greet them and tell the purpose of visit.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Binner- Grade X

3. Note the following with their help -

a) How they identify the area for cleaning? Know the process.

>
<

b) Are there any systematic procedures for cleaning? ‘\éo
Yes () No( ) S
c) What is the sequence involved in cleaning procesgs?
‘\[\6

<

L
d) Is the Binner aware abo }'eaning equipment’s? Make a list of
cleaning equipment’s. XU

(b,

Yes () )
e) What kinds of @%1 are there?

C

ity 2: Demonstrate how to check equipment.
aterial required: Check list, Notepad, pen /pencil, drawing sheet etc.
Procedure:

Carry out the following during activities your visit in warehouse and take the
help of supervisor

1. List the equipment use for cleaning in warehouse.
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Understand working condition of equipment and note down.

Follow the procedure to check the equipment’s.

Make sure about your work completion.

a & N

Discuss the notes with the classmates in front of your teacher.
6. Write the conclusion of it, in the guidance of teacher.
Activity 3: List out of the sequence of cleaning.
o

Material required: Text-Book, reading material/notes, Notepad, pen /
drawing sheet etc.

2
Procedure: ~O\\

1. Listing the sequence of cleaning Qo'
2. Match it with other student of your class .\QQJ

3. Make correction if needed \,,O

4. Get it checked with the teacher

Check Your Progress

A. Fill in the Blanks &@

1. A role of a Binner is very %&'al in respect to the carried
out in the warehouse.

2. Hazardous materialé’éf stored in and away from

source?

3. Set required ard of to consider legislation, customer
requirementQ)y-

4. Cleanin@emioals often are and can be identified as such
fro

S. @ievant staff to be trained for maintaining systematic
CH .

Q%ﬁ:ltiple Choice Questions
1. Which one is not a type of stain?
a) Tomato-Based Products
b) Fruit-Flavoured Drinks
c) Juices, Vitamins

d) Liquid Pain Relievers
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e) None of these

2. Which one is not a common equipment of cleaning?
a) Vehicle
b) Trolleys
c¢) Hazard Warning Signs
d) Ladders
e) Cleaning Chemicals
3. Complete ongoing monitoring and verification is °
a) The documentation process 0'
b) Process to arrange the good Q
c) A sequence process O
d) Record keeping procedure \,,O
e) None of the above §O
(o}

4. Which is not the area in store that need@ e considered for cleaning?
a) Point of sale area &

b) Counters QJ&\'

c) Walkways/aisles ®(b&

d) Merchandise
e) None of the above bﬁ

S. Housekeeping is @rejor activity in any business that not adds spotlight
to have a X,

a) Clean a&@ﬁyglene practices
ning a clean environment
§2mg work areas neat and orderly
@Xemovmg of waste materials
@ e) None of the above
. Short Answer Questions
1. Why we sequence the cleaning process?

2. Is good safety housekeeping reduce accidents and injuries in any type
of work environment?

3. While inspecting the area for cleaning; one should ensure that the
material is loaded securely, blocked or interlocked, why?
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D. Check Your Performance

1. Prepare a chart of cleaning equipment.

2. Demonstrate the sequence of cleaning.

Session 2: Tools and Equipment’s for Housekeeping

Effective housekeeping can eliminate some workplace hazards and help ggf2
job done safely and properly. Poor housekeeping is responsible for acG@ents
by hiding dangers that cause injuries. \\

USE OF EQUIPMENT’S AND TOOLS FOR CLEANING 0,

It is a broad term that is used for both indoor cleaning as well asyoutdoor tasks
like washing windows, sweeping doormats etc. Workplac nliness is a key
part of warehouse.

«O\J

Fj \3‘7‘:’. Housekeeping Activities
X, Source: t.ly/EK17

Housekeeping in %es workplace must be neat, clean, organised. It helps in
maintaining h’ and floors slip free. Good housekeeping also reduces hazards
and remoyiRg)waste materials like paper, cardboard. It needs giving attention
to essel\ details like workplace layout, aisle marking, the adequacy of
cilities, and maintenance.

K THE EQUIPMENTS

The equipment that is used for cleaning and other purpose of work must be
always in a ready to use condition. Ensure that there is no shortfall of the
supplies or equipment’s. Supervisor has to confirm that all the cleaning
equipment’s are in good working order, with all necessary guards or safety
features operational or in place. All the equipment’s, tools and machinery are
inspected regularly for wear and leaks. These equipment’s, machines and tools
are cleaned regularly.
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REPORT OF CLEANING TO THE RESPONSIBLE PERSON

The role of a Binner is very crucial in housekeeping activities carried out in the
warehouse. The Binner must be alert to sort options to clean up out-of-the-
way places too, such as shelves, basements, sheds, and boiler rooms. The
organized agreement of functions, tools, equipment, and provides is also a
significant part of a good house cleaning program. Timely scheduling the
activities to be performed also defines the responsiveness and proactive nature
of the Binner. Many times, there are very minute errors which, when not tak@
care on time, create unwanted risks and can also reflect to the negligen&@&rt
in housekeeping activity. Such situations cause a negative impressi%@ pon
the working profile in the warehouse organization.

Therefore, the Binner must be aware with the procedures of%’é&fling in the
warehouses. Proper recordkeeping of the housekeepingeJa d know the
procedure to submit the report of cleaning to the superioﬁ@thority.

SIGNAGE AND ITS IMPORTANTANCE AND TYPES \,,O

These are various signs that are out across in thgQvarehouse which caution
the worker about the safety rules to be followed ity that area. It helps in saving
the workers from the potential hazard sqﬁ' slipping, tripping, chemical
reaction etc. g

[ADANGER]|

\! Forklift
traffic.

ELECTRICAL
Be alert! HAZARD.
HKeep out.
L 5 -l"" L. -y
l&g. 3.4(a): Safety Sign 3.4(b): Safety Sig

NEED@V VENTILATION

P % ventilation is a key to maintaining safe working environment in a
ehouse. To maintaining suitable temperature, it is suggested that sufficient
ventilation must provide. Furthermore, store room must free from un-
insulated steam and water pipes, water heaters, transformers, refrigeration
condensing units, steam generators or other heat producing equipment.

PERSONAL PROTECTIVE EQUIPMENT’S (PPE’S)

Personal protective equipment (PPE) is used to protect the employee’s body
from injury. These include protective cloths, helmets, goggles, equipment etc.
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Protective equipment’s helps in overcoming hazards like chemicals, physical,
electrical, biohazards, and airborne particulate matter.

These are used as per the specifications or requirements. For example, if one
is working in a high intensity light area, should wear protective glasses. If one
is handling food, then he/ she must wear an apron and polythene gloves for
maintaining hygiene.

e Save from any potential risks of accident or collision.
ey

e Saves from any biological hazard such as allergies, asthma, cut/w /
infection etc.

e Provides a safe working environment in the warehouse. \

e Helps in fulfilling the work norms.

CAUTION

SAFETY GLASSES
GLOVES AND
FACE SHIELD ®

MUST BE WORN WHILE
OPERATING EQUIPMENT

SAFETY

FiIRsT
@ SAFETY @ HARD Hea"n.g
GLASSES HATS Protection
HEARING 9 SAFETY
PROTEGTION SHOES No unauthorize

REQUIRED BEYOND THIS POINT entry

%
@ Fig. 3.5: PPE in warehousing operations
TYPE éPPE’s
Fo @ng are equipment used for safety:

afety vest/jackets: It is used when working around moving equipment
such as forklifts and vehicles.

2. Work gloves and safety shoes: These are used when handling garbage or
working in storage areas.

3. Disposable gloves: Disposable gloves should be worn when working in a
grocery or cleaning bathrooms.
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4. Cut-resistant gloves: These should be worn while using knives and sharp
equipment or during cleaning operations also.

5. Eye protection and gloves: These can be worn for protection from
excessive light and chemicals.

6. Hearing protection: It is worn for protection from loud noise.

7. Safety Boots: It is worn for toe protection. It could be from wet and slippery
floor, electric shocks. b’

( N . ) N\

."‘lff//

S

N

[ QD

|
F@SS.G: Types of PPE
>

Activity 1: V@ a warehouse to understand that what types of tools and
equipmen sed in housekeeping activates.

Materi equired: Check list, Notepad, pen /pencil, drawing sheet etc.
6 q p p p g

qz‘é ure

. Make following observations and prepare notes in the guidance of
supervisor.

a) What kind of tools and equipment’s are used in the housekeeping?
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b) What is the procedure to check the equipment’s before use?

c) How is the Binner trained for using the equipment’s?

O\/

e) Why ventilation is required in a warehouse?

@

=

N

R
2. Discuss the notes with your class@&es and make the corrections if
needed (b"\z

3. Write the conclusion of it, ﬂ@le guidance of teacher.
4. Prepare a report and SL@){ to your teacher.

Activity 2: Ascertain S'ﬁiﬁe used in housekeeping activities

Material required: 6heCk list, Notepad, pen /pencil, drawing sheet etc.

Procedure: ,(,(b'

1. Prep@?hart of signage used in housekeeping activities in
wa se

2. @te the use of each kind of signage in front of it in the list.
@V’ake a practical exercise with classmates.
Q 4. Discuss with the other student in the class in group.
5. Prepare a report and submit to your teacher.

Activity 3: List out the equipment’s and tools of personal protective
equipment (PPE)

Material required: Check list, Notepad, pen /pencil, drawing sheet etc.

Procedure:
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Prepare a list of the personal protective equipment and tools of PPE.

Write their use and importance.
Make a practical exercise with classmates.

Discuss the notes with other students in the class.

a &> w0 b=

Prepare a report and submit to your teacher.

Check Your Progress

A. Fill in the Blanks , (gQ’

O
1. are used when handling gaﬂ:@e or
working in storage areas. g

2. is worn for toe protection. It could Ig, from wet and
slippery floor, electric shocks.

3. Benefits of using save from any poten)ﬁaq risks of accident or
collision. Q)

4. Proper is a key to maint@i g safe working environment
in a warehouse.

S. The equipment that is used for cle}é@r&'g and other purpose of work must
be always in a x <

B. State whether the followin ements are true or false

1. Good safety housekee LE% reduces accidents and injuries in any type of
work environment. &

2. Cut-resistant gl re used when handling garbage or working in
storage areas¢X,

3. Safety vest,g%kets can be worn for protection from excessive light and
chemica

4. Ve gﬁon is not necessary to maintaining safe working environment
j ’\o,warehouse.

C.&rt Answer Questions
Q . What are the benefits of using PPEs?
2. Why there is a need of ventilation in warehouse?

3. How signage can prevent accident in warehouse?

4. Why checking of tools and equipment’s is require before housekeeping
activities?
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D. Check Your Performance

1. Prepare a chart of PPE.
2. Make a list of tools and equipment’s use in housekeeping.

3. Write a note on good safety housekeeping reduce accidents.

Session 3: Housekeeping Activities

Cleaning the storage premises in a warehouse is usually a necessary progess
in each industry. Several companies involved in warehouse cleaning, ma@btain
a clean environment to keep the storages as well as adhere to staQeatds in
having an eco-friendly premise on regular basis. So, understand@rocess of
cleaning in warehouse along with pest control management 1@1 carry with
es — that stores

much care and safety. There are four major types of wareho
food products (refrigerated or canned), non-food produc?@(FMCG products,
furniture, etc.), and metallic products and Chemicalséboducts. As a result,
thorough cleaning of warehouses is extremely impor¥ant.

Q Fig. 3.7: Cleaning a warehouse
@@ Source: t.ly/5Mmq

goking upon the need of cleaning process, it is important to focus on the
procedures that are included in cleaning techniques, and the products such
as the equipment, building or the premises that needs cleaning, or how often
these needs to be cleaned and what are the methods used for cleaning.

Specific attention is desirable when there are similar items, to ensure that
cleaning on correct schedule. Cleaning instructions focus on step-by-step
process followed by staff for correct and safe dismantling of equipment and
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other pre-cleaning activity such as disconnecting electric supply whenever
required is to be dealt carefully. Cleaning frequency is on daily, weekly,
monthly or annually basis is scheduled and recorded to mention the activity is
completed. For example, a daily cleaning may be at end of a shift. But ifit is a
cleaning of equipment, it requires different stages of cleaning, like daily clean
and a weekly deep clean.

The requirements must detail separately. The detail information of chemicals
should include handling instructions. The equipment used during clean
activity, such as mops, brushes, cloths etc. should also be detai
recorded along-with staff who is responsible for complete cleanlng, S gi\smn
and verification activity.

METHODS OF CLEANING Q’Q'

In cleaning process dust and dirt can be removed by dusti®g, mopping etc.
Based on these the cleaning methods can be described lows:

Dusting: When any area or place is wiped with dry cl I)ls'it moves dust through
it and this process is called dusting. It should cleafwith soft cloth.

Q Fig. 3.8: Dusting with a cloth

gn 1ng and Beating: When dust freeze on goods like clothes and when we
beat with soft material, dust fall down. This is called as shaking and beating
process. Generally we adopt this process in open space so that other things
not disturb.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL



file:///C:/Users/ACER/Downloads/Image_Final_21.09.2020/3.8.jpg

Warehouse Binner- Grade X

N

Fig. 3.9: Carpet being b dégﬁ

Sweeping: When broom used to carry dust floor of room, the process
is called sweeping. When we sweep a wallageshould be careful to sweep
from top to bottom. Likewise for horizo sweeping of floors, start from one

end to another end of room. Dust col in a dustpan. All portable items

Fig. 3.10: Sweeping the floor
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Mopping: Wiping a surface with wet cloth is called ‘mopping’. The piece of
cloth used is known as ‘mop’. It is mostly thicker than duster. Mopping help
in removing dust and dirt easily. Mopping is done on floors only. Extra care
need in corners and angles if not stain gets tougher.

\S

Fig. 3.11: Ma@oing
,g\/
<
Washing: Mopping alone is not a @rate to get rid of dirt. Sometime planes
are scrubbed with a yard (bambog} broom and water. Ultimately the dirt

unties and passed off by watsf\This process is called ‘washing’. When stains
are tougher detergent adx 0 water.
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Polishing: When some component uses for shine, it called polishing. The
substance applied is called ‘polish’. Likewise, many decorative articles made
of wood, marble, brass, etc., may be polished.

Fig. 3.13{5@01ishing a statue
Identification of cleaning mat / agents

Cleaning materials used will for each product depending on the suitability
and adaptability of productaQetégory and premises conditions. Multi-products
of similar category ke Same racks / storage shelves can be cleaned with
similar cleaning aggntsT Materials utilized for cleaning must be of perfect
quality, so that no%ﬁramce or hazards be caused.

For example &aeks with plastic products are kept then easy vaporizing,
cleaning ts must be used and if racks are arranged with iron / metal
produc en non-moist cleaning must be done, to avoid oxidation / erosion

of profugcks.
1 eduling of cleaning process systematically

ere is a pre-defined process carried out for cleaning of the
warehouse. Cleaning procedures in a standard process includes the
following:

a. responsibility for cleaning
b. item/area to be cleaned

c. frequency of cleaning
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d. cleaning method, including dismantling equipment for cleaning
purposes

e. cleaning materials, such as chemicals and concentrations to be used
f. verification of cleaning records

The regularity and ways of cleaning based on risk. The procedures
implemented for suitable cleaning standards are achieved to ensure the
cleaning activities carried out steadily and systematically. This will prevext
possible dangers including chemical, microbiological, allergen contamina&
which is resulted from dirty equipment’s and environment.

.\9
2. Documenting all cleaning process carried out «O\
This documentation will help the Binner to: Q'Q’
Ensure all related areas and equipment is included wifdin the schedule.

Make sure required cleaning standards are @gell-defined so that
warehouse supervisor has reliable cleaning ad{\//i ies.

c. Make sure there is constant compliance wé%pelated hygiene legislation.
d. Train staff effectively. @

It is important to understand that l&ing schedule is a standalone
document, and is also a useful guid 'ﬁhat can be used to identify hygiene
standards adopted, risk assessm and records, such as information of
chemical use, verification activi d other relevant cleaning records.

Importance of Cleaning Pr ures and Schedules

Developed an effective e&iing procedure for an effective cleaning is very
important. The proced¥f2s are planned for the particular article, area or site.
A generic, off—the—%’ﬁelf procedure can guarantee adequate standard of
cleaning. For exa, e, a similar workplace bakery products needs to be treated
differently frof@qeat handling area. This requirement can assess during the
developm nd risk calculation stage. In addition to this, it is necessary to
think a& t difficulty in process/equipment, products manufactured types,
and%@ easy it is to remove remains, and the requirement to manage exact
h s e.g.

specific micro-organisms or allergens. Cleaning procedure
ves few simple steps:

Step 1: Set necessary cleaning standard as per legislation like customer
necessities, industry top practice etc. The factor of risk assessment
helps to reflect prevention of uncleanness from previous products,
address possible microbiological, chemical or allergen concerns.

Step 2: Design draft procedures to ensure all items / areas / equipment are
well defined including the procedures, keeping in mind order of
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cleaning process and also the cleaned equipment are not being re-
contaminated by consequent cleaning activity.

Step 3: Certify draft procedures to approve the required level of cleaning is
met, as per step-1.

Step 4: Finalize procedures and associated documentation, such as cleaning
records and sign off.

Step 5: Relevant staff to be trained for maintaining systematic cleanlg
process. <

O
2O
N

Few preventive measures are taken up for clean storag&of materials.
Employers should make cleaners aware of preventive ,@sure about the
materials height and weight, how accessible the stor aterials and the
condition of the storage space where the materials Asé being stored while
stacking and piling materials are done. To pre @‘hazards when keeping
materials, following measures must be taken: é

Step 6: Complete ongoing monitoring and verification.

Identify the preventive measures for clean storage -

a. Keep storage spaces free from stored @rlals that resulted into fires or

outbursts.
\/‘b'

b. Place stored goods inside war se at least 6 feet away from elevator
to floor openings and at leagt feet away from exterior walls;

c. Separate non-compatibl % terial; and

d. Equip employees wit é{ able equipment.

In addition to this, cle )Sss should consider placing bound material on racks,
and secure it by stgoking, blocking, or interlocking to prevent it from sliding,
falling, or collapsira‘g»

@C}Q@
e
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Fig. 3.14: Placing the materiak Racks

Source: t.& 8XC

PRECAUTIONARY MEASURES EN DURING CLEAN STORAGE
PROCESS FOR STACKED MA LS

Stacking materials can be r@ if safety guidelines are not followed. Falling
goods and collapsing load n crush and cause injuries or death. To help
prevent damages whe ndling stacking of materials, following precaution

needs to be taken: ‘é‘

a. Stack lum ithin the 16 feet high, if it is moved manually and within
the 20 fi igh, if using a forklift.

b. Re@e’all pins from used load before stacking.
C. @k and level load on steadily supported bracing.
&nsure stacks are steady and self-supporting.

Q e. Do not stock pipes and bars in racks which face main aisles to avoid
hazard to person walking when take away supplies.

f. Stack bags and packets in interlocking rows to keep them secure.

To decrease the number of accidents connected with warehouse equipment,
employers must train for proper use of equipment and know limitations of
equipment they operate.
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DEAL WITH ACCIDENTAL DAMAGES

Before leaving the workplace it is essential to follow the safety procedures of
the warehouse to avoid any accidental damages that occur due to simple
negligence.

Example leaving any wet cleaning materials near to the electric circuit areas
or not closing the water tape in the cleaning areas. Such kind of mistakes is
very common. Make sure that proper supervision is very important whjle
closing the day.

g y o

REPORT TO SUPERVISOR ch

There are many situations in which an employee need to inform s&@misor
about certain situations. oQ'

About the difficulty: The role of a Binner is very critical@l housekeeping
behaviour conceded with the warehouse. The Binner mqu)e alert to variety
options to clean up out-of-the-way places too, such &Oshelves, basements,
sheds, and boiler rooms. The organized agree t of functions, tools,
equipment, and provides is also a significant f a good house cleaning
program. He must be aware about the ilability of all the material,
equipment’s and tools and man power rqu’ired for cleaning. If is there any
further requirement, he/she should imm‘e@tely be report to his/her superior.

Additional cleaning: Timely sched%@g the activities to be performed also
defines the responsiveness and f@ctive nature of the Binner. Sometimes,
there are very minute requiremeny'of extra cleaning which has not been there
in the schedule which, has t taken care on time, due to any extra inbound
goods, due to any unex&i@ed hazard, any damage, etc., and report to the
superior authority. %

About special skiﬁé&’ The Binner must be aware with the procedures of
cleaning in the grehouses. He must be informed in advance to their superiors
if any special skil require for any special housekeeping activity to perform the
housekee activities and also know the procedure to mention it in the report
which &§be submitted to the superior authority.

T

Activity 1: Visit to a warehouse to learn about the methods of cleaning.

Material required: Check list, Notepad, pen /pencil, drawing sheet etc.

Procedure:
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1. Review following observations and make notes with the help of
supervisor

a. How many types of cleaning methods used for cleaning in
warehouse?

b. What tools and equipment’s are being used in different cleaning b,
methods?

c. What should be the different methods for different %pg of

warehouse? '\Q
xO
N/
X
\
d. How different cleaning methods use@f ctively in different storage
situations? \’
PN
2
N\

(b,
2. Prepare a cleaning schedu@ased on different cleaning methods used.

3. Exchange your notes wifh\your classmates for giving comments.

4. Show your notes %ﬂ& teacher and take the guidance from him.
Activity 2: Demon a%; how to deal with accidental damages
Material require{ eck list, Notepad, pen /pencil, drawing sheet etc.
Procedure: Q

1. Vigjf\td'a nearby warehouse to your school.

2 uest the supervisor to show the procedure of dealing with
%ccidental damages before cleaning.

Q 3. Identify the causes of accidental damages.
4. Make out the accidental damages deduction process.
5. Prepare a report and submit to the teacher.

Activity 3: Role play on reporting to supervisor about any difficulty arises
during the task.

Material required: Products and manpower required for role play
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Procedure:

Role Play: Divide the class into groups, 4 students in each group and ask
them to perform the reporting procedure in following difficulties.

1st Group: Report regarding insufficient tools for cleaning.

2nd Group: Report regarding inadequate staff

3rd Group: Report regarding Accidental damages

4th Group: Report regarding maintenance of cleaning equipment @b’

See that the students of all four groups play the role according to the sigabation
as per their mutual understanding. Student can come with their o \&Ioughts
while playing the role like preparing the procedures or formats in rding the
needed information for each situation. This activity helps t to grow in
organizing and planning their work for smooth functioni%@ the warehouse

activities. o)

Check Your Progress

A. Fill in the Blanks @
1. There are major types @arehouses.
2. Particular attention is required v@gﬁn there are or
items. (b"\z
3. A daily cleaning may be a d of a or products.
4. The 1&50 mation of chemicals should include handling

instructions.
>

S. Cleaning material® used will vary for each product depending on the
o and of product category and premises

conditio§'{,0’

B. State whgther the following statements are True of False

1. T ?k is no need for Binner to be aware of the procedures of cleaning in
@G,é warehouses.

@ If is there any further requirement, there is no need to report to the
Q superior.

3. Validate the draft procedures to confirm that the required level of
cleaning is met.

4. Relevant staff to be trained for maintaining systematic cleaning process.

S. The required standard of cleaning is clearly defined to consistent
completion of cleaning activities.
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C. Short Answer Questions

1. Why the frequency of cleaning on daily, weekly, monthly or annually
basis is scheduled and recorded to mention the activity is completed?

2. Why there is a need of pre-defined process carried out for cleaning of the
warehouse?

3. Why the frequency and methods of cleaning should be based on risk?

4. Is stacking materials can be dangerous if safety guidelines are r@

followed?
B

D. Check Your Performance \\

1. Prepare a chart of precautions needs to be taken to help r@&t injuries
when handling stacking of materials.

2. Identify the procedures of the warehouse which is im}s@@ant to follow the
safety to avoid any accidental damages that @cur due to simple
negligence before leaving the workplace. \,,

Session 4: Post Housekeeping Activities

Post Housekeeping activities are the er@rocess cleaning duties that are
performed at end of the day to ensure wigether the warehouse is clean and safe
for the next day work to be Carrle){',zdn smoothly. Some of the important
activities to be focused during th t housekeeping process are as follows:

CHECK THE FLOOR

Once the daily routine of 1s done, ensure that there is no oily substance
on the floor to avoid sl@‘ery.

MAINTAIN AND S’l‘@E HOUSEKEEPING EQUIPMENT’S AND SUPPLIES

The equipme Q‘a is used for cleaning and other purpose of work must be
always in to use condition. Ensure that there is no shortfall of the

supplies & ipment’s.
WORI@\CE PROCEDURE TO DEAL WITH ACCIDENT DAMAGES

B@& leaving the workplace it is essential to follow the safety procedures of
€ warehouse to avoid any accidental damages that occur due to simple
negligence.

Example: Leaving any wet cleaning materials near to the electric circuit areas
or not closing the water tape in the cleaning areas. Such kind of mistakes is
very common. Make sure that proper supervision is very important while
closing the day.
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CAUSES OF ACCIDENTAL DAMAGES

Post cleaning of the work place must be started a bit early before leaving the
premises, to ensure the place is dry and safe. Avoid last moment rush in the
cleaning process and accidental damages.

INSPECTION OF CLEANED PREMISES

The workplace has to be inspected daily by the warehouse supervisor to ensure
all are set properly as per the warehouse standards. b’

RETURN THE EQUIPMENT’S \Q@

Make sure that all the equipment’s, materials and machines are 0& , safe
and securely stored in the right place as allotted. &O

DISPOSE AS PER MANUFACTURERS INSTRUCTIONS

Waste garnered: The entire scarp that is piled up for th ole day must be
disposed according to the set procedures of the warehg®e and dispose of the
used and un-used solutions according to manufaq‘@r r's instructions. This
will encourage the staff to have a pleasant place&ork for the next day and
it leads to productivity. @

Used solutions: Once the premises are Pgrformed with post housekeeping
activities and is inspected it is mandatg or the Issuance of clean signage
certificate ensuring safety of work plg{/@

Unused solutions: The supervis (@5t have the records of the housekeeping
activities to be performed in ,the day as well as must maintain the post
housekeeping activities reco end of that day. These records are very useful
to know if any unexpecftf;@tuations occur.

‘D

Checklist form fog{qﬁl))ection during post housekeeping activates
Housekeeping,/i\r@%ction checklist

....... 4 @I\) Format No.:

Date ‘)\ / / Unit:
Ca
,Q Observations
NS Checklist Details
No. Remarl

Good Fair Poor

01 Quality offices

02 Packing and Dispatch offices
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03 Raw material Purchase offices

04 Store / purchase offices

05 Maintenance and  Supervisor
offices
06 Warehouse offices and Raw b,
material area
&
07 Scrap yard offices and Generator N ?
set area «O\
A
. O
18 Gas / Cylinder storage area Q
e,
Inspector Remarks: NO
x O
B
\ ¥
Inspection done by: %

Signature:

Oy
I received copy of the Housekeeping in@'\oction checklist.

l'l‘b' re:

Executive Human Resource Si

>
Activity 1: Post hou)s&(‘e,%eping activity at warehouse.
Material Require ote-Book/Pen /Pencil

Procedure: Q

1. VisitA\t§,a warehouse near by your home or school and observe for the
ﬁgwing activity or situation exists at the warehouse.

?md out the answers of the following points:
Q a) Are the record keeping chart needed to disposal of scrap materials

b) Inspection report verifies the work completion and certifies the
activity with clearance signage.

c) Evaluations of activity are done through checklist to confirm post
housekeeping activity.
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d) Activity of keeping the premises dry and clean is done on weekly
basis

e) Recording of post housekeeping activity is not necessary after
cleaning process done.

Activity 2: List out the causes of accidental damages

Material Required: Note-Book/Pen/Pencil

Procedure: b,
1. Read the session carefully and prepare a list of causes of accide@

damages. A
>

2. Find out the reasons or causes of accidental damages. ,Q,
3. Discuss with other student in class and finally checke&’b teacher.
4. Prepare a report and submit to the teacher. O
Activity 3: Prepare a list of various ways of disposir}é\/
Material Required: Note-Book/Pen/Pencil %O
Procedure: @
1. Prepare a list of various ways of disp%ing the waste, equipment’s etc.

N
2. Identify the set procedure of the@&rehouse for entire scarp that is
piled up. (b),&’
3. Make out the used and unNtsed solutions for disposing of scrap

according to manufac 's instructions.

4. After preparingt afrotes discuss with other student in class and
finally get it doné—:ecked by the teacher.

Check Your Progress

1. Post Housekeeping activities are the end-process
duties that are performed at end of the day.

’QCQ. The equipment that used for cleaning must be always in
condition.

3. The workplace must be inspected by the
warehouse supervisor.

4. Evaluations of activity are done through to
confirm post housekeeping activity.

B. State whether the following statements are True of False

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Binner- Grade X

1. Record keeping chart is not needed to disposal of scrap materials.

2. Inspection report verifies the work completion and certifies the activity
with clearance signage.

3. Activity of keeping the premises dry and clean is done on monthly
basis.

4. Recording of post housekeeping activity is not necessary after cleaning
process done. b’

C. Short Answer Questions \Q@
1. What are the best practices adopted for post housekeeping ac't:k ?
2. How to structure post housekeeping activity for closing pr ures?
3. Need for conducting post housekeeping activities at W%gouse?

D. Check Your Performance O

1. Conduct a focus group discussion for post housekéé;g?ng activity.

2. Discuss the process and suggest feedbacks

3. Generate some good solutions, if necessary for better performance to be
conducted during the post housekeeping procedures.
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HEALTH, SAFETY AND
MODULE 4  ®

SECURITY MEASURES

Module Overview

Human safety mainly concerned on the safety of health, hygiene bf
environment of all the people including the customers, employeé@and
management. Everyone in the workplace, containing the employees ~Rigloyer,
workers, supervisor, and customers must possess responsibility g@qcourage
hygiene and safety in warehouses while storing the goods. Q

The unorganized activity is not registered by any statute 0{&1 provisions. In

another way, organized business establishments maintain Hiygiene and safety
by performing housekeeping and guarding compared ny miss-happenings
due to the carelessness of personnel working at workplace, anti-social
elements, and in natural calamities occurred al%

©

The threats to the elementary safety at ‘a{@'arehouse may be in the usage of
any harm to the human beings. This c@‘bause even injury of human life. This
may also exist in the usage of pro injury through improper housekeeping
or shoplifting. Basic safety appléb

damage at the workplace. %

help in decreasing the chances of loss or

Recognize and report un onditions and conduct visual inspection. Human
safety mainly taking pl@ the safety of health, hygiene and environment of all
the people of warel{@se. Everyone should have the responsibility to uphold
hygiene and safe

Occupational@alth and Safety is an area concerned with defensive the

health, s and welfare of persons engaged in work/ employment. Health
and s of people are important aspects for an organisation’s charm and
act nctioning. Good health then safe performance ensures an accident-
frggatidustrial environment. The goal of occupational health and safety

ocedures and programmes are to establish and foster a nonviolent and
healthy work atmosphere for all workers. The occupational health is often
given less care than occupational safety as the former is considered more as a
personal issue.

This module will depicts to develop thoughtfulness of the various types of
hazards and risks that may occur at the workplace and the relevant
professional health and safety responsibilities for warehouse operations. This
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module will also help to understand how to identify and manage risks and
hazards and work safely.

This module is consists in to four sessions. The first session covers safety
regulations and procedures, second session deals with the personal protective
equipment’s, the third session depicts with the security measures and material
handling and the fourth session provides the unsafe conditions and visual
inspection.

A~
Learning Out >
earnin utcomes °
g B
After completing this module, you will be able to: Q&)

&

e To understand and be able to apply key safety regulatio}Q and procedures to
maintain a safe working environment.

o
e To maintain personal protective equipment to @c’ct themselves and others
from workplace hazards. §

e To implement security measures and pro\;@material handling techniques to
prevent theft, damage, and accidents, (&

e To develop the ability to identify u }é conditions through visual inspection
and take appropriate actions to %&gate potential risks.

\Z
M& le Structure
& J

Session 1: Safety Re a%’ls and Procedures

A~
Session 2: Pers&&ajllg‘otective Equipment’s

2g
Session 3 A@@:lty Measures and Material Handling

Sessio(A4 :anafe Conditions and Visual Inspection

Session 1: Safety Regulations and Procedures

@y person in the workplace warehouse has a concern to protect each other
around at workplace from injury. In all the organizations employers need to
ensure health, safety and security procedures of its employees, contractors
and visitors in all its operating sites, which includes sales and distribution
hubs, warehouse and office during work and work related travel by keeping
clean and safe environment.
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HAZARDS

A hazard is any source of probable damage, adverse health effects or harm on
something or somebody under certain circumstances at work. There could be
many sources of occupational hazards. Let us now try to classify the hazards.
Hazards can be categorized into the following broad categories, based on their
origin:

e Biological

e Physical \QQJ
e Psychological \\9
e Safety ~O

QO'
e Chemical

e Ergonomic ‘\Q
TYPES OF HAZARDS \.:O
Risk is the chance or possibility that a p &) drives be harmed or
understanding an adverse health conseque visible to a hazard. Risks
usually arise because of financial b , organization, employee,
workplace, product changes, security &torage of data and records and

other problems.

In order to recognize the risk; the ess arises by collecting the information
about the events that could pos isk. The employer should identify how the
workers might be harmed, ig4Wwhat kinds of wound or ill health occur at the
workplace. All six types of@;ards with their brief description are as follows:

e Biological: Cau@'{by living organisms like bacteria, viruses, insects,
plants, blrds 1mals humans, etc.

e Physica 1at10n magnetic fields, pressure extremes (high pressure
, hoise, etc.

or Va@
o E§| logical: Violence, excessive pressure at workplace for meeting
1

ines, conflicts at workplace, etc.

@%afety: Slipping hazards, unsuitable machine, breakdown and
equipment malfunctions.

e Chemical: Physical, chemical and toxic properties of the chemical. The
severity depends on the toxic properties.

e Ergonomic: Due to monotonous movements, improper set up of
workstation. Faulty designed chairs, tools and equipment, wrong
postures, etc.

Risks can be classified into (i) Workplace or business risks: which are the risks
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directly related to business; and (ii) General or pure risks: which are the risks
of life in general.

General risks involve- sexual harassments, legal risk like fraud & theft, natural
disaster such as cyclone & earthquake and accidents at workplace. Workplace
or Business risk involves-Operational or production, technological, financial,
customer related, market related and social.

EMERGENCIES IN THE WAREHOUSE

There can be number of unforeseen situations that may be potential thr@bs'
for the workplace and the workers. These are called as emergencies for, ork
place. Emergencies may disorder or shut down Business operat@ t may
cause environmental or physical damage. Emergencies might atural or
manmade (refer to picture 4.1). They include events, such as:

Some other emergencies which includes: ,\Q@
e Gas leaks \,O
e Explosions O\"
e Snake mouthful or poisoning @é

\S
.\/@,

e Electrocution, injuries
e Equipment failure e

e Emergency as an outcome f@nvironmental circumstances (e.g., heat,
cold, snow, wet, bushfiresN\wind, lightning, high seas, floods, cyclones)

e Emergencies needful e&ﬁ%uation
e Hazardous stuff: chemical spills

e Internal eme cies, such as damage of power or structural collapse
and loss of er supply

e Serious ry occasions or medical emergencies

e B reats

. 6)111 condition or criminal acts like robberies and shootings
Q@ Hostage situations or

Proper planning should be done to face any emergency situation. It is called
as the contingency plan. A plan to face any unforeseen event should always be
made by the management and proper backup should be arranged to ensure
uninterrupted working of the system. For example, even though fire is a rare
event in a warehouse, proper plan has to be designed to face such as situation.

e Fire extinguishers have to be connected at places,
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e Fire exits have to planned, fire alarms have to be linked and

e Evacuation drills have to conduct to make the employees ready to face
such challenge.

HANDLE EMERGENCIES AT WORKPLACE

Emergencies can occur is due to a multiplicity of circumstances such as waste
materials igniting, chemicals leaking, power failures affecting or someone
being injured by equipment. Emergency response procedures cover the stepg
that should be occupied in the occasion of an emergency on-site. This ensures
the following: . é&y

1. Emergency response procedures for the specific emergency a@Xbllowed.
2. First aid is given without putting own life in danger. Q
3. Alarms are activated. .\QQJ

4. Emergency equipment is used as per thq&spective operating
procedures. X,

5. Concerned agencies like fire contingent%%bulance and police are
informed. @

Remember, some emergencies are ,cqarolled by external emergency
authorities such as the fire brigade Q&mbulanoe, police, etc. If external
authorities are required, they shouldr immediately called and then they will
assume control of the emergenc)}:,s‘i'tuation.

EMERGENCY RESPONSE

Fig. 4.1: Emergency Response
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In case of fire emergency, one should not get panic but be calm and follow six

steps:
5 —
l_Ep 1. Install and Test Smoke Detectors Regularly
Install a smoke alarm on every level of the home and
outside sleepmp aress. Smoke alarms should be tested
every month and batteries changed annually.
Step - 2. Develop a Fire Escape Plan
2 “oo i i : i
L Desipnate a safe, sccessible meetme spot ocutside, away
- .1 s | from your home. A fire escape plan should be dewvised
- |

and practiced at least twice a year.

aShb

3. Stop, Drop and Roll

Stop, drop to the ground and roll f your clothes are on
fire. Farmbhes should lmow this techyuie and i should
be practiced with children.

St .
4_EP — 4. Assemble an Emergency Supply Kit
c Malre an emergency supply laot and mclude things hke a

flacshlight, batteries, a whistle blanlkets and water. An
exitra supply lot should be kept m a car m case you are
unable to mmmediately return mside.

Step 2. Gather Emergency Contact Information

o:
Mamtamm a hst of emergency contact numbers m cell
phones and keep 1t m the supply lat.

Step | | 6. Store Imporatnt Documents in a Safe place

B: -

—

Fmd a safe to store mportant documents lhke both
certificate and fmancial mfcrmation. You should even
consider melong copies of these documents and stormg
them m a secure off-site locahon.

Just as people need to recognize what to do if something goes wrong, the
workplace itself needs to be ready in the occasion of an emergency. Some items
of safety equipment are specific to the work activities of an organisation, whilst
others are mandatory or a requirement of the law. Fire extinguishers and first
aid kits are two examples of the types of emergency tools found in the
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workstation and are required by law. Emergency showers and eye wash
stations are two examples of the types of emergency tools that would be
required as per the organisation’s activities.

If some emergency happened at warehouse calmly follow the order of
process:

b

1 \> it = : |
RESCUE ANY PERSON IN IMMEDIATE / Yea' -~ r-nlL ’e}
"f;? DANGER ONLY IF SAFE TO DO SO e
S \1-A\, 1L 2

5.1?,? 2 CLOSE THE DOOR

s‘ﬁv CALL THE FIRE AND RESCUE SERVICE /)w

o 000
SR AT A 7

s 2§
T G, @

51?‘? REMAIN AT ASSEMBLY POINT AND

ENSURE EVERYBODY IS ACCOUNTED FOR

Yy
EMERGENCY PROCEDURE FOR SPILL/ LEAKS OF HAZARDOUS
MATERIALS
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Assist person in instant danger if harmless
REEL‘:LIE

to do so raise the alarm,

Notify the Supervisor and conta%
Aﬂlm "i emergency services. \Q@
.\'@

>

Vo4
&
Restrict the danger area to avoid risk of
A B harming others then attend to the
Contain <#¥ T | emergency X0

ir <3

m\,©

‘AU
Eva_ggate the staff and associate to a safe

i a?ﬁembly area
— [}
E'-."-EEH.I'-H!E a Q&

O,&O'
<
PRACTICE AT WO&KPLACE TO REDUCE RISK

e Perform ﬁ%r housekeeping to prevent the gathering of hazardous or

poisonpouly’materials.
e D %gand implement standard operating procedures.
. G:Iain and educate employees about the working procedures
@ Keep equipment well maintained.

e Pay attention to safety signs and safety rules.

Use safe lifting techniques.

Handle dangerous chemicals safely.

Never trace electrical equipment with wet hands.

To ensure a safe lift, bend at the knee then power the lift through your
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legs.

e Prepare and train for emergency reaction for incidents like, fire, spills or
employee injury.

e Inform co-workers of the risks when you see them doing something
unsafe.

o Attend all safety meetings and training sessions.

O

N
.\'6
HIERARCHY OF CONTROLS ~O

The effectiveness of hazard control measures varies with the ng'k&d used.
Hazard control measures should be reflected in the followin@r er:
AN
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*Good housekeeping practices remove hazards from the workplace. consider the layc
of workplace. The best approach is to always keep exposures or the risk of a hazard
low as possible

ereplace a mannual process with an automatic process or replacing the plant or
substance with another with a lower risk

G-

0

einstall guards or machines where there is a risk of a person being trapped in a machi
For instance, using Personal Protective Equipment while spraying pesticides on crop
isolate the farmer from getting exposed to the pesticides.

*Qc

Engineering
control

*Redesining the task to minimal risk. For example, use electric motors rather than di
ones to eliminate diesel exhaust emissions. This involves changing the physical
characteristics of plant, equipment, ventilation systems, etc. to remove or reduce th

risk.
©

A

einvolves changing the way a job activity or process is done to reduce the risk. For
example, instead of using dry method, wet method should be used when drilling or
grinding. It reduces the level of dust in the atmosphere.

SV

A

Administrative
control

2

DISCHARGE WORKPLACE HEALTH AND SAFETY RESPONSIBILITIES

The employer tries to integrate it with all work process at the workplace and
provide guidelines which define the health, security and safety measures as
well as required action and responsibility for execution with the vision of injury

*implement policies procedure and process and training for people to follow when
working with a hazard

*Scheduling maintenance of the equipment definitely helps in avoiding disasters at
workplace.

&
£
*Use of Personal Protective Equipment (PPE) includes equipment or clothing designe
provide protection. This is the least effective option as it does not change the hazard

Common Personal Protective Equipment are safety shoes, goggles, apron amd glove
etc. provide training to use them.
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THE PATH TO PERFECT SAFETY
Dol i, s e, e vy

¢ Provide a safe and
healthy workplace

* Ensure about
employees training,
and keep records of
that

* Provide a
comprehensive
occupational health
and safety program,
including a written
health and safety
policy and
procedure

* |nitiate an
immediate
investigation into
incidents

* Provide adequate
first aid facilities
and services

. ® Provide personal

protective
equipment (PPE)
where required

free organisation. Below are the responsibilities of co-worker which will help
to work carefully and safely to making your workstation safer.

B
oW
=03

Lm? 4
R

A

pervisor
\(

-

ikges of Su

e
Responsibi

N7

ecurity person thinks a duty is likely to risk him/her or their co-
rkers, don’t remain afraid to tell. Follow these guidelines to reject work

e Describe to his/her direct supervisor why he/she is not comfortable.

— n
o " Follow the O
2  health and e
- - o —
O  safety =
< requirements as 0
w—  perjob )
O «ask for training S
n .
@  before you begin o
.E work $
% e Immediately o
= report any injury N
) - - (-
— to a first aid )
O  attendant or >
8— supervisor _O
Q
g * Take the =
initiative and L
correct any
unsafe
conditions
immediately
* Make 8
suggestions to 0
: AR
improve health o)
and safety
N
RE G UNSAFE WORK
that he/she believe is unsafe:
. _—7
Sir l am not L—
comfortable
T
doing this

work as it’s
not safe in

7t VOCATIONAL EDUCATION (NC

Listen! You have
assigned work
you need to do
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O

<

e If security person immediate supervisor is absent or dOt’Q& give
him/her a good answer, contact with his/ her supervisor. Q)

o If security persons are still not satisfied, talk to his/ %r health and
safety representative or member of the joint committedls

e If you still not comfortable just reject to work in Q@gerous condition

-

Sorry Sir, | can’t
perform duty in
unsafe conditions

\_

L,

&

SAFE HANDLING TECH@UES

For safe handling of\the“object in the warehouse kindly follow the procedure
discussed below inspictorial form:

S
,GQ

)
ﬁ@y
/ Plan before lifting- manual or automatic load handling

Keep Feet and shoulder width apart

Move close

“5
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&>

bend his/her knees and keep his/her back straight

Firm his/her grip

After getting good grasp on the object then bring it close é)b

his/her body éo

L]
Lifting & Carrying

v
There's 0
a Wrong Way ... Q

&
Lift using his/her leg rather than his/ he?@ack; his/her legs
are more strong then his/her back X}

and

a Right Way!
%O
@
&
WAREHOUSE SAFETY PROCEDURES (D\"
A

Safety is a vital aspect of any warehouse operation. Any disregard to the
warehouse operation means direct risk of loss to goods, equipment and lives
of people at work. Safety measures results in higher employee satisfaction as
well as increased productivitg;‘l\)varehouse safety can lead to following benefits:

e Minimize damage and loss of stored goods

XY
e Minimize chances of injury and absenteeism among employees
ex
e Proper functioning and maintenance of equipment’s
LU

There are lots of ways in which safety can be ensured in a warehouse
operation. Some of the ways to ensure safety are discussed as under:

ot
1. Usa@ proper safety equipment’s

Saft uipment’s include tools such as fire extinguisher, fire alarm, security
s and also Personal Protective Equipment’s (PPEs) such as helmets,

ves, goggles and jackets. Forklifts or hydraulic models may be used to move
items that exist too heavy. There should be a proper evacuation and safety
plan followed in the warehouse and employees must be well aware about
these. Also, there should be mock drills to make the employees acquainted

with the evacuation process.

2. Avoidance of potential safety hazards

Hazards are any conditions which may cause loss or damage to the warehouse
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property. Various hazards such as accidents, trip and slip can be avoided by
using appropriate measures, such as:

e Putting caution sign boards like wet floor, danger zone, do not enter, do
not touch etc.

o Keeping the aisle clear for free and un-obstructed movement of forklifts
and also the porters.

e Providing proper training regarding the operational procedures b’
”

e Keeping safe distance between machines, equipment’s and peogle in
warehouse to ensure safe and clear movements. \@
AN

e Making the employees wear helmets with lights or florescent jackets to
improve visibility within the dense storage areas. e

3. Labelling and Marking the danger zones «QQJ

Any kind of dangerous/harmful equipment’s and matg@)als should be stored
separately and with sufficient caution in the wareRQuse. The electric supply
grids should be accessed only by qualified indivi@,@ and due cautions should
be point out on the electric box. Similarly, h dous materials such as acids,
dyes etc., should be stored in a safe place Q;@I;roper labels should be placed
on them cautioning about the potential rtds attached to them. Making sign
boards like “Access only to staff” shou e placed wherever felt necessary.

].g},. | =8N
L

i 2i
i) & :

Q%% Fig. 4.2: Danger Zones
Source: t.ly/bxlh
4. Training the staff regarding safe handling techniques

Inappropriate handling techniques (refer to picture 4 a) may lead to personal
loss to the employees. Proper training regarding the body postures for lifting
heavy weights should be providing to the employees to avoid any kind of health
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problem. Forklift or pull/push carts should be utilized to lift weighty weights.
These should be operated only after sufficient training.

5. Promote Awareness in your Warehouse

Staff members would be provided training about potential hazards, safety
mechanisms and safety equipment’s used in the warehouse. Trained staff is a
key to safe working environment. Thus, supervisor has to be communicative to
make the staff- binners and porters aware about the safety issues.

O

<

Activity 1: Visit warehouse to understand the workplace saféty procedure
Materials required: Notebook, Pen, Prepare 5-6 quest)iaes
Procedure: XU

. O
1. Visit to a warehouse.
2. Name of the person and his/her occ a@n who performs respective job
3. Ask him/her Question you prepar reviously.
4

. Ask him/her “Are you happy w@ he provisions made for taking care of
your physical and safety @ments at the workplace?”

5. Note down the answers jn the notebook.

6. Then prepare your repert based on the answers and suggest that what
should these pe o to solve their problems?

7. Give your sué@stions occupation-wise.
Activity 2: Dr (béhart and fill the given worksheet of safe handling.
Materials ﬁ: Worksheet provided by teacher, pen.
Procedué
1. a sheet

@4‘ ill the blank space in front of Figure of safe handling
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Lifting & Carrying
There's
aWrong Way ...
and %

a Right Way! \,:
S
<

)

Activit ﬁ*aw a chart and fill the given worksheet of handling
emer, les in case of leakage

@ ials required: Worksheet provided by teacher, pen
P¥ocedure:
1. Take a sheet

2. Fill the blank space in front of Figure of handling emergencies in case
of leakage or spillage
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Contain }a :%T ~O&.

Y
*QQJ
E'.ramate iﬂ."‘ \,0
G\J
Activity 4: Arrange the sequence of the Figures%ven in the worksheet in
order to rescue for fire emergency. @

Materials required: Worksheet provided bé\,teacher, pen

x
&

1. Take a sheet § Q
2. Arrange the sequence of ‘%3 igures given in the worksheet in order to
rescue for fire emergen
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N
RESCUE ANY PERSON IN IMMEDIATE ol ZJ
1‘2‘? DANGER ONLY IF SAFE TO DO SO i
5 N1 AL, 1= i~
<
an
ATTACK FIRE % l
“Y?—‘Y IF SAFE TO DO SO A
S S
L©

CALL THE FIRE AND RESCUE SERVICE

+¥ o 000
st -

LA

‘E‘? REMAIN AT ASSEMBLY POINT AND
S“‘ «ENSURE EVERYBODY IS ACCOUNTED FOR Qﬂ %&

'Q@'

& § ﬁ E
A EVACUATE TO
g /“tﬁ ASSEMBLY POINT \HID

ASSIGNMENT

1. Observe and identify two sources of hazards in warehouse and suggest
preventive measures that should be taken up to mitigate the risks from
the same.
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2. Given below is a list of common problems that occur due to faulty
tools/equipment, wrong postures or long hours of work. Talk to the
people in different occupations in warehouse and find out the common
cause for such problems; write down in the format given bellow

Occupation

Common Reason
problem

Faulty tools/ Wrong posture Long hours of @b»

equipment work

quip . f;Q
Back ache \\
>
Headache
6Q
Neck pain '\Q
<O
Stress
A 7
Irritation t:
©

Depression \

A. Fill in the Blanks
1. The services offered éﬁthe and are called the

health care. )&
2. Work stations m%t be adjustable to be capable to accommodate the

wide variety QN and of warehouse workers.
3. Mechar@ifting devices should be utilized to lift that exist too
hea
4. Fifegxtinguishers must be regularly to guarantee that they
eynain in good functioning order.

Q 5. A hazard is any source of probable damage, or adverse health

belongings on something or somebody under certain situations at work.

6. Chemical hazards depend on the chemical and physical,
possessions of the chemical.

7. Health and of people are important aspects for an
organisation’s charm and effective functioning.
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8. Protective Equipment provide a personal barrier
between security person and workplace hazards.

9. The two important emergency equipment which are found in the
workstation and are required by law are fire extinguishers and
kit.

10. Everyone in the workstation, including security person, his/her co-
workers, his/her supervisor, and his/her employer, has ,a
accountability to he/she and the people around him/
from injury that’s the law. \Q

11. When driving machinery or carrying items, a humble “comi{%@xrough”
can attentive other co-workers of their warehouse ab@ and can
permit them to direct clear of pathways.

B. State whether the following statements are True or\&se

1. Dangerous equipment should remain stored awa&Q place that is clearly
characterised and safe way of walking shoul&dbe emphasized through
necessary signage.

2. Ensure all warehousing floorings are fr@of ‘trip and slip’ hazards.

3. In the warehouse it exists vital that raulic dollies or forklifts are used
to lift products that are not to 'Q;l avy. Everyone in the workstation,
including security person, hi r co-workers, his/her supervisor, and
his/her employer, has a 0 protect his/her and the people from one
place to another him /h9§f om wound that’s the law.

4. Safe lifting Trends s always be accepted out and the weight should
not hinder the opigten of the lifter.

5. Having a sen@é of responsiveness in the work station is a significant
safety fact his may be attained through cohesiveness among staff

member@

C. Multh&’@hoice Questions

1. ich of the bellow would you check to see if a material is considered
azardous’?

Q@ a) The product label
b) Purchasing record
c) Material care data sheet

d) Hazardous material inventory
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2. A is any source of probable adverse health effects,
damage, or harm on something or somebody under certain situations
at work.

a) Risk

b) Injury

c) Hazard

d) Elimination b,

3. is the chance or possibility that a person resolve be h% d
or familiarity an adverse health outcome if visible to a hazard\\
a) Risk Q,Q,
b) Injury
c) Hazard '\O
d) Substitution \J\JO

4. OSHA stands for O

a) Organizational Safety and Health Ac@1ty
b) Occupational Safety and Health @mmstratlon
c) Occupational Safety and Hxé@ére Administration

d) None of the Above 5@'

5. “Placing a hood on the g%si tove helps in eliminating the gases while
cooking. A fan draws ir beginning the hood into ducts and
removes air from tk{/ orkstation into an open place.” Is an example of

a) Risk \,,
b) E11m1n

: é/
d) 4&1 titution

electrlc motors relatively than diesel person to eliminate diesel use

@%mlsmons.
Q a) Process Control
b) Engineering Control
c) Administration Control

d) Substitution
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D. Match the Columns

S. No. | Column A Column B
1. General Risk A | Violence
2. Business Risk B | Legal
3. Physical C | Slipping b’
\YJ
4. Ergonomic D | Caused by living organisms gQ'
. . >
5. Chemical E | Radiation NQ
T
6. Safety F | Operational Q
<

7. Biological G | Improper set u%ggnorkplace

X

~
8. Psychological H | Toxic belon@ings of the chemical

o

E. Short Answer Questions

Write down the types of accident and%glergency in the warehouse?
What is the meaning of the Healt . re?

List out the Health Care Act'vi«%ﬁ in warehouse?

What should your workers Khow about health activities?

Write down the hierarcbt f controls.

What are the pro hazards for workforces in warehouse?

What is the in{éu:t of the following activities for Workplace Health and

Safety? (,(b'

° E%@nics
o th ng, Carrying and Standing
@CJ}ire prevention

N o gk b=

Q@ e Floor Slips, Trips and falls
e Machine Guarding
e FElectricity

8. Explain the responsibilities following stakeholders for workplace health
and safety:

e Worker
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e Employer

e Supervisor
F.Check Your Performance
1. Demonstrate the types of accident and emergency in the warehouse.
2. List out the Health Care Activities in warehouse.

3. Spell out the probable hazards for workers in warehouse. b'

<

Session 2: Personal Protective Equipment

Personal Protective Equipment (PPE) is defined as any clothing§/equipment or
substance designed to be damaged by a person to protect th@ person from the
injury or illness. Referring to the section on risk managerﬁ@t, PPE is the last
control measure to be used. This is because PPE no&g change the hazard
itself; it puts a barrier among person as well as thegezard.

PPE contains equipment such as hard hats, saiety footwear, high visibility
waistcoats, spectacles, respirators, life jacketdand safety harnesses.

Weather-proof, Waterproof, or insulat&@v dress is subject to protective
regulations only if the aforementione 'ﬁlse is required to protect employees
contrary to adverse climatic situatiqﬁs'that could otherwise touch their health
also safety. Protective equipmenig lps in overcoming hazards like chemicals,
physical, biohazards, electri%heat, and airborne particulate problem.

The personal protective equipment’s are been used as per the specifications or
requirements. For example, if one is working in a high intensity light area,
should wear protective glasses. If one is handling food, then he/she must wear
an apron and pol}zt‘l}ene cap and gloves for maintaining hygiene.

What are the benefits of using PPEs?
A X 2 4

e Save from any potential risks of accident or collision.
N

e Saves from any biological hazard such as allergies, asthma, cut/wound,
Zinfection etc., Provides a safe operational environment in the warehouse.

Q e Helps in fulfilling the work norms.
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Mandatory PPE
CAUTION

SAFETY GLASSES
GLOVES AND
FACE SHIELD 0

MUST BEE WORN WHILE
OPERATING EQUIPMENT

Safety
ootwear

iiiié

Safety
SAFET Y Glasses
=1 = >,

SAFETY HARD Hearing

GLASSES HATS Protection

HEARING SAFETY
Fig. T S No unauthorized
4.3 REQUIRED BEYOND THIS POINT entry

Signage’s of Personal Protective Equipment’s ‘4 v

| just got back
from a terrible
day at work.

Sheena

and then |
almost
passed out
from
inhaling

A brick fell onto my
head, | got sprayed
in the eyes by paint
thinner,

You lost me,
Sheena

Yeah,
Dear
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Sounds like

But don’t you know
a rough bout personal
day. i '

protective

equipment? You
know, hard hats, eye
protection, gloves

Ok, now it is
time to have
knowledge
about personal
protective
equipment

Ram, They could save
your life someday.

Ram, These are:

5@@4@

0

TYPES OF PERSONAL PROTECTIVE EQUIPMENTS
1. Hearing protection

Hearing protection must exist worn by anybody who is expected to be visible
to noise. Exposure to high sound levels cans basis for hearing loss impairment.
This one can generate physical and psychological pressure. There is no
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medicine for sound-induced hearing damage. Specifically designed protection
is essential, depending on the kind of noise come across and the auditory
situation of the worker. There are three key types of hearing safeguard:

e Earmuffs/defenders, which fully cover the ear
e Ear plugs, which are put in into ear canal

e Canal-caps, which protect the entrance towards the ear canal.

A
2. Head protection
\
The employer shall confirm that affected employee attires a protecti\fe et
while working in area is a possible for wound to the head. Ther three

broadly used types of skull protection: 0’

e Industrial safety helmets (head gears) which are integed to protect
against items falling from height then swinging obj >

e Manufacturing scalp guards (bump caps), W]Kl/@l exist designed to
defend from knocking counter to stationary ob§gcts.

e Caps/hair nettings, which protect beside @barrassment.
Tasks where head defines may be essential.\ir'1@1de:
&
¢ Building maintenance &6
e Work in excavations then@ﬂ?éls
e Work with screw drivi@ﬁpols
e Driving motorbil&&@,}d all-terrain vehicles, etc.

e Construction

3. Protection

~ -
The employer sh, %afeguard that each affected worker uses suitable eye or
face defines n exposed towards eye or face hazards. There are several
categories @ye guards:

o ty eyeglasses: these are related to regular glasses nevertheless have
arder lens. They can contain side shields for extra protection.

Q@ Eye shields: a frame-less single piece formed lens, often worn completed
normal prescription spectacles

e Safety goggles: these exist with flexible plastic borders and an elastic
hairband

e Face shields: bulkier and heavier than other sort of eye guard, face
shields defend the face, but ensure not fully encircle the eyes hence do
not defend against mists, dusts or gases.
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Tasks where eye protection might be required comprise:

e Handling hazardous elements where there remains a risk of wading

e Work with power determined tools where products are likely to exist
propelled

e Welding processes

e Work with lasers

O

e Consuming any gas/vapour under compression. \(\,@
4. Foot defence
hd
The supervisor will ensure that each exaggerated employee us ~@efensive
footwear when in work areas where around is hazard of foot inj s in line for

falling or rolling substances, or substances piercing the indi@ual, and where
such worker’s feet are exposed towards electrical hazardé\Q‘here are number
of categories of safety footwear: \,O

e Safety walking boot or shoes. Generally hay, g&el toe-caps however can
have other care features (e.g. slip resi t soles, steel mid-soles,
insulation in contrast to heat and cold)@

e Wellington walking boot, which cat)\ nd supplied with strengthen toe-
caps 6’&

e Anti-static plus conductive o@&;vear. These defend against the build-up
of fixed electricity.

Tasks where foot defines ma@%& essential include:
e Sites where con %n, demolition and building repair are in process,

e Manual hand wherever is a danger of heavy objects dropping on the
g Vy 0D] pping

bottoms,
,(,‘b'

e Work jn Wemendously hot or cold surroundings.
o W ith chemicals then forestry.

) @wre here is a danger of sliding that cannot be evaded or controlled by

@ dditional measures, attention necessity is given to the slip-up

Q resistance of soles as well as replacement before the footstep pattern is
excessively worn.

5. Hand and Arm Protection

Employers shall require employees to usage appropriate hand defines when
employees’ hands exist exposed to hazards. Hand and arm defines comes in a
variability of forms, counting:

e Gloves and gauntlets (latex, leather, nitrile, chain mail, plastic coated,
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etc.)

e Wrist chains and armlets, e.g. utilized in glass cutting as well as
handling

e Barrier ointment may sometimes be utilized, where gloves cannot
feasibly be used.

Tasks where hand and arm defines may be required contain:

e Work with skin preoccupation of harmful substances, severe cut&b
scratches

e Work with severe abrasions, punctures, chemical burns, therrﬁ@&%urns
and

e Harmful hotness extremes QQ
_¢

e Work with manual handling of abrasive, sharp or pointed objects,

e Work with vibrating equipment such as pneumaf¢ manoeuvres and
g equip p I{{J
chainsaws, structure and outdoor work. < O

6. Body Protection

N\
Types of body define include: \,
,g\/
e Overalls, coveralls and ns (protection against dangerous

substances) @

¢ Clothing for heat, Coldaﬁ%i bad climate
e Clothing to prot tx@péontrast to machinery, e.g. chainsaws
e High percepti %Clothmg (e.g. vests, jackets,)
o Harnesses.Q%k supports life jackets
Tasks wherg.body defines may be required contain:

%r)th hazardous substances

@Gﬂ)rk next towards the highway or further areas with moving transport
@ or vehicles (e.g. Construction sites)

¢ Outdoor work
e Forestry and surroundings maintenance work
7. Respiratory Protection

In control of occupational diseases affected by breathing air dirty with harmful
mists, dusts, fogs, fumes, gases, sprays, or vapors, the key objective shall exist
to prevent atmospheric pollution. This shall be talented as far as possible by
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accepted engineering mechanism measures. When effective engineering
controls stay not feasible, appropriate ventilators shall be used. There are two
chief types of respiratory defensive equipment:

e Respirators that screen contaminated air or fresh it as breathed in
e Respirators, which supply clean air since an independent source.
8. Electrical Protection

Equipment used for protection when employees are working in contact W@y

electricity include insulating covers, blankets, matting, line hose, glovagnand
sleeves prepared by rubber in adding to protective helmets des\i@ed to
decrease electrical shock. O
HOW TO USE PPE’s Qo'
1. Each supervisor shall recognize those workers Whﬁa&work needs the
wearing of individual protective equipment and shoyld maintain a profile

of employees whose job requires personal rdtective equipment, to
include then not limited to: business safety. %’ses, steel capped shoes,
head protection, hearing protection, resﬁors, electrical protection
equipment, and safety gloves that meet@urrent safety standards.

2. Employer must train employees eq@f issuing PPE happening at least
these belongings: When PPE is r@&essary?

e What kind of PPE is nec @&y?

e How to properly put gﬁt off, wear and adjust PPE?

e Limits of the PP%

e Appropriate c@z\,’maintenance, beneficial life and removal of the PPE

3. Workers m emonstrate a considerate of the preparation and the
aptitude e PPE correctly before being permissible to perform work
need%l{ utilization of PPE.

4. Wxittet certification (may be given), to verify that every employee has
owledged and understood the essential training, comprises:

@@. Name of each worker trained
Q e Date(s) of training

e Subject of the certification
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Activity 1: Identify the protective personal equipment and prepare a chart
Materials Required: Notebook, Pen, Prepare 5-6 questions
Procedure:

1. Visit to a warehouse

2. Greet the peoples of warehouse @b’

3. Prepare a list of PPE’s of warehouse ,\é@’

4. Identify the name of each with their work »\O

5. Name of the person and his occupation who performs re@gcive job

6. Ask him/her Question you prepared previously ,\Q@

7. Note down the answers in the notebook \,O

8. Then prepare your report based on the ans on personal protective
equipment’s used in warehouse with its oses

Activity 2: Demonstrate the uses of protectix@aersonal equipment in a given

chart. "

Materials required: Worksheet provk }o'y teacher, pen

Procedure: § Q
1. Take a sheet

2. Fill the PPE name W@eir use in front of Figure of safe handling

A4

\Y
S. Figures &% Names

No. O
L O Dx
=

U
> &y
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&

g

%

r
D

Fill in the Blanks @

1. If one is working in a high ,in@nsity light area, should wear
&

2. Personal protective (é,&’ save from any potential risks
of accident or collision. @

that l@ dirty air or clean this one as it is inhaled in.

4. Industrial safety ’0' , which are designed
to defend againstghaterials falling since height and swinging
substances.

5. /\'(/ required when one has work subsequent to the
artel@’r\o}ther spaces with moving transportation or vehicles.

6. P@ncludes tools such as protected high visibility, footwear, hard hats,
(; ) , goggles, life , respirators and protected

arnesses.
’ﬂ?tate whether the following statements are True or False
1.

Employee should use body protection when in work areas where there
exists danger of foot wounds due to dropping or rolling substances.

2. PPE includes tools such as high visibility waistcoats, safety footwear,
goggles, hard hats, etc.
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3. Anti-static as well as conductive footwear defends against the build-up
by slip and fall.

4. Workers must demonstrate an thoughtful of the preparation and the
aptitude to use PPE correctly before being permissible to perform work.

5. Wrist cuffs and bangles, e.g. used in cut-glass and handling.

6. The personal protective equipment’s are been used as per the

specifications or requirements. b’
C. Short Answer Questions \Q@
1. What PPE stands for? \\9
2. What is the meaning PPE? Q,S,O
3. Write down the types Personal Protective Equipment’seJ
4. Write a note on PPE and heir uses. ‘\Q
5. What should employees know about PPE? \J\JO
6. What are the probable hazards for which )@@ers should know he/she
utilize of PPE in warehouse? @
D. Check Your Performance \

1. Spell out the types Personal Prot \Ve Equipment’s.

2. Make a chart on PPE and h g #es

3. Demonstrate the probabl zards for which workers should know
he/she utilize of PPE 16 arehouse.

o~

Session 3: Security Measures and Material Handling

Security can be refers to a protection from harm, which is very important in
warehouse. As there is without standard template to follow a security
procedure because it depends on the organization, the products organization
is dealing with, work in hand, the people working for the organization and
‘many other variables on which it varies from organization to organization.
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Ram, Do you
aware about
Security issues in 11?2?27
warehouse?
No, Sheena
—— I 1. Physical
Each warehouse Oh!ls Security
has its own it? 2. Personnel
procedure to deal ) .
with security Security
3. Visitors

4. IT Security

These issues
are related to..

PR

A proper security in warehouse means a there will be a set procedures for
storage of containers at safe place to prevent illegal access and/or
manipulation then effective communication will be placed to communicate
seal numbers to consignee and a set procedures for reporting and defusing
unauthorized entry of visitors to the store areas and other secured areas. In
other words an environment saved from harm, injuries and theft. There are
various equipment’s used in a warehouse for ensuring security such as

'<security cameras, gates, fencing, monitoring, locking of the doors, alarming
etc.

1. Physical Security

Physical security depends on many things such as the kind of floors, walls,
roof and especially windows are important. Physical security includes building
and room security as well as physical security devices such as locks as well as
physical restraints. Warehouses should incorporate security facilities which
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must have physical blockades and deterrents that protect against
unauthorized access.

Physical security can be ensured through following mediums:

. Outside intrusion resistant building Structure

Y
Critical Facility Protection Systems whic as fhire
suppression, alarm systems, hazardous gas, detection
systems and air scrubbers

. Perimeter fencing
X

Using alarms Systems and/or Video Surveillance
Cameras

>

.

Manned and/or monitored gates and gate

houses
Adequate lighting at entrances and exits, cargo handling
and storage areas, fence lines and parking areas
Y
x<

. Control issuance of Locking Devices and Keys

AQ

N~/

2. Personnel Security

Personal security is ai to defend people from physical violence. Everyone
has a right to have afe life while working in the body and now days it’s a
prime duty of a @'gamzatlon to provide such environment. Although it’s a
synerglstlc a r)g'ch of employee and employer which occurs after adequate
efforts.

To facj % personal safety an organization should provide training on threat
s to recognize and stand-in awareness of the hazard posed by
te@ ists by each point in warehouse and supply link. Employees must be
pleting aware of the processes the company takings in place toward
address a condition and how to inform it. Additional training should be
providing to employees in shipping and receiving spaces, as well as individuals
receiving and opening mailing. Additionally, specific training would be offered
to support employees in upholding cargo integrity, identifying internal
conspiracies, and defensive access panels. These programs should deal
incentives for energetic employee participation.
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Personal security can be ensured through following process

An employee identification system must be in place for positive identification
and access control purposes

Employees should only be given access to those secure areas needed for the
performance of their duties

Proper process of issuance and removal of employee, visitor and vendor
identification badges

Changing of access devices (e.g. keys, key cards, etc.) must be documented

Employment history and references must be verified prior to employment

Conduct employment screening, background checks, and thorough
interviewing prior to hire

Proper Procedure for removing identification, facility, and system access for
terminated employees

Warehouse provides periodic internal training programs covering warehouse
activities including the importance of maintaining cargo integrity

Visitors

For the drive of the%ganisation visitors pass procedure is been used which
help to protect f(, unauthorised entry of person and vehicle in site the
organization.

Visitor’ rity can be ensured through following process:
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3. IT Security 9

Depending upon the environment of the data security should be ,@ed to
secure sensitive information. Information security policies ensures@ t access

to information assets in an organisation is safeguarded and compliant
with data protection requirements.
‘\(\6
N Confidential

Sensitive Information

High Risk

information

information
Information
Public

Information

S

Confidential Informatiq@

Confidential inform t'o%r-eed some level of defence either by law, agreement,
or custom, like fin al data, information related to budget, strategic plans,
critical self-an@ﬁ and matters subject to confidentiality agreements.

High Risk ifhfofrmation

Which aéarotected by state and central law such as information related to
pers and payroll records and employee health records?

@1 formation security policies should cover two dimensions; the first is
hnical security procedures such as firewalls, data encryption and antivirus
software etc. The second is administrative security which includes user
account management, change management and physical and reasonable
access control.
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IT security can be ensured through following process

Automated systems must use individually

If the single system is used by many people in the organistaion then
individual credentials should be used

/o

Individual logins should be password protected and periodic change ol
password should implied

-

AN
All system should have firewalls, data encryption and antivirus
software installed

&

A system must be in place to identify the abuse of IT including improper
access, tampering or the altering of business data

All incoming and outgoing data and electronic mail must be scanned for
viruses

Standard Operating Procedure of Warehouse for Implementing Security

Warehouse is accountable for the security of the stored products and the
wellbeing of its people and processes. Thus, warehouses should have a well-
developed security system. Security in warehouse is collaborative effort of each
person of each level working in the organization. Employees are trained to
operate safely inside the warehouse and the supervisors are accountable for
inspecting the implementation of safety procedures by the employees.
Maintaining safety is the consequence of constant effort and supervision. Any
mishap related to the security should be instantly reported to the supervisor
to avoid any major incident and also to implement protective and corrective
measures.

Every warehouse
has standard

operating
procedure
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¢ All building exterior doors are to be kept locked at all times except where specific
procedures have been established to leave a door unlocked.

¢ Al CCTVs are are working well in the premises except where specific procedures
have been established to leave place. Cameras should be placed to view entrance
points as well as interior areas

¢ Any person who is suspicious or cannot provide identification, and must be
reported to management

Ne )4
* No one shall provide or allow access to any building or room to anyone who is not
known to them

o
e If you witness a building problem, such as a faulty lock or door, or something
potentially dangerous, you must report to manager

A\}

¢ Users must control physical access to their office and thus their computer

AU

¢ All rooms shall be kept locked unless‘ra\s'taff member is in the room or within sight
of the room (in a position to monitor access to the room). However, employees are
advised to lock all rooms any time no one is there to monitor access

~7

¢ All windows shall be kept focked unless an em ployee is in the room or in a position
to monitor access to the room. It is very important to close and lock windows in
rooms on lower flocg’s

€E€E€E€€E€<<
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e Office and building keys are distributed to authorized users based on the individual
employee’s actual need for access to specific areas

e Equipment assigned to the employee is the responsibility of the individual employee.
Incase of any breakdown the manager must be informed

e The employee is responsible for the physical security of any company equipment to
which he or she is entrusted

A

* All company equipment must be tracked through inventory control and audited not l¢
than annually by the organisation
A\.\‘a

¢ If issued equipment becomes lost or stolen, the individual with responsibility for the
equipment must immediately report this to the Information Security Officer

X

*Machines that are swapped internally between individuals or groups, which contained sensiti
data (original or derived), must have the hard drive wiped before being utilized by the new us
x U
*Prior to the last day of employment, employees must return equipments belonging to the
organization

€C€C€C€ECECL

Y
¢ Destruction of all sensitive information must be done in such manner to ensure the
information is rendered completely and permanently destroyed

AY

e Hard copies of sensitive information should be destroyed by pulping or shredding

P\ %

¢ Maintain automatic fire suppression system, and provide appropriate staff training in
use

LAY

e Maintain reasonable climate control in secured rooms, with temperature ranges
between 50 and 80 degrees Fahrenheit, with a humidity range of 20% - 50%

Y.
¢ Minimize nonessential materials such as coffee, food, cigarettes, curtains, reams of
paper, and other flammables that could jeopardize a secure room

And more over
compliance is

. Audits of the security procedures shall be
=agre important

performed annually and upon the occurrence
of any event in which a review of current
procedures is appropriate. Such audit shall be
performed by an authorized employee of the
organization or by an outside individual or firm
at the discretion of management
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MATERIAL HANDLING

Material handling is the movement, defines, storage and regulates the
materials and products during manufacturing, distribution, warehousing,
consumption and removal. Material handling includes wide range of manual,
semi-automated and automated equipment and process that helps supply
chain works smoothly.

IMPORTANCE OF MATERIAL HANDLING @b'

Material handling helps to improve process of supply chain in Vari%%ys,
these are as follows: «O

aa

Provide more control of your operations

A S

Increase accuracy in picking & shipping and
reduce errors

J—
Utilize space in the warehouse better ]
N
Adapt your operation for future growth - ]
— "
Reduce operational costs
—
Reduce injuries and operate safer ]
A

Automation helps to improve operational efficiency,
responsiveness, consistency and predictability

,{,'U'
MATERIAI@@DLING PROCEDURE
Below a& h¥ steps for material handling:

1. fLANNING AND PREPARATORY WORKS

COECOOE

@‘/ a) Receiving the following mention documents for planning
Q » Overall Shipping Schedule,
» Over Measurement Cargo List and sketches thereof,
» Storage Space General Drawing
» MATERIAL Handling Procedure

b) Receiving the Complete Packing Lists
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c) Planning in lieu of required manpower and building equipment
for unloading

d) Preparation of unloading area and designation of storage areas

e) Filling the Bundle No., Article No., etc. in the Consignment
Receiving Report agreement with the received Complete Packing

Lists
2. MATERIAL GETTING AND UNLOADING b'
a) Receiving of Materials <
X0

> At the warehouse

» At the open storage area

» At any given area in the site (complete @«4
delivery materials) '\Q
b) Unloading of materials \JO
3. UNPACKING AND INSPECTION 4 O\"

a) Unpacking Inspection Schedule
b) Non-scheduled Unpacking Inspection
c) Preparation of Unloading Inspection

» Establishing the check-up procedure according to kind of
packing
» Providing as necessary, the space for the Unloading

Inspection

» Making obtainable all necessary manpower, tools,
implements, equipment’s, MATERIALS, etc., for unpacking
then re-packing the MATERIALS

<> Description of the area for storing of MATERIALS after
‘\4 Unpacking Check-up.
O d) Unpacking Inspection
@@ e) Unpacking Inspection will be accepted out for the subsequent

Q checks.

» Visual presence inspection for Destruction to, and/or distortion
of the MATERIALS

» Rust or stains, Evidence of water soaked Peeling of, damage to,
paint, coverings or linings, and/or scorching thereof due to
primary rust.
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» Verification of Tag Nos., Valve Nos., ID Stamps, ID Markings.
Etc.

» Quantity verification. Damaged MATERIALS shall be stored
independently by STORE OFFICER. The STORE Manager shall
make Unpacking Inspection Report then give in to the MATERIAL
CONTROLLER in evidence of recording.

f) Material Excess, Shortage or Damage
g) Insurance Claim
Y
4. STORING =)
a) General store officer should instruct
> Correct storage of materials at the prescribed &ation.
» Storing of materials by item, class, size, et&Q

» Maintenance of up-to-date proceedingQJQf quantities for the
materials detained in the storage segizes.

» Correct identification and markin Of the various storage areas.
b) Classifying storage as per mate{i'
c) Storing in open storage are '\.(b'
d) Storing in warehouse &6
e) Care and Defence o‘@lterials
5. MATERIAL DEMAND ISSUING
a) Issuing of R ials
b) Loan a g{}‘ urn of special tools

6. STOCK TA G

The s ocgakings are a fundamental part of any business that deals in
g00 ’s the only way binner can keep track of inventory, see if their
€

@L ing process is efficient, and reduce over-stocking. However, in order

@ achieve these goals, binner needs a firm process for carrying out the
stock take itself. Here, we've compiled a list of seven easy steps on the
way to help the perfect stock take.

a) Choose a decent time

b) Print your stock sheets
c) Organise stock carefully
d) Organize staff

e) Don’t guestimate
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f) Validate stock take

g) Update stock records
7. RETURN OF ISSUED PRODUCTS

In-store product returns have become an essential part of many retail
operations. The in-store product returns process can be distributed into

S steps.
: <
a. Step 1: Verify product returns request éQ'
b. Step 2: Create return request ~O\
c. Step 3: Process payment & complete return Q’Q’
d. Step 4: Complete in-store product returns <
e. Step S (optional): Return item to o
invento hY
v X

8. DISPOSAL OF EXCESS OR RESIDUAL I\@RIALS

a) Standard or Surplus Disposal: It is when a department disposes
of equipment, materials, and §gpplies, whether inventorial or not,
through the established procedure facilitated by the Surplus
Property Department. Equipment Inventory removes the record of
equipment from the department's inventory. The terms disposal
and surplus are often used interchangeably.

b) Residual Waste @isposal: It is non-hazardous industrial waste. It
includes wa @products (liquid, solid or gas) manufactured by
agricultura)industrial and mining operations. These are certain
coal pu )Swg out wastes and wastes after normal farming activities.
Mostf@%idual wastes are sort out and prepared on the location

W@e it is produced.

9. D ENTATION FOR MATERIAL HOLD AND STORING
Q‘\) Prepare list of documents
@ b) Explanation for usage of document
Q (i) Shipping Control Sheet

(ii)) Detail Packing List
(iii) Cargo Receipt Report
(iv) Unpacking Inspection Report
(v) Excess, Shortage or Damage Report (ESD)
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(vi) Request for Urgent Procurement (RUP)
(vii) ESD/RUP Summary Report

(viii)) RUP Status Report

(ix) Stock Book

(x) Bin Card

(xi) Material Requisition b’
(xii) Piping Material Requisition <

&

(xiv) Daily Report for Storing Works 6'0

(xiii) Loan/Return Slip for Special Tool

(xv) Monthly Report for Storing Works o

Warehouse Material Handling and Safety Sﬁgcklist
X

Supervisor Name: XU

S
Date: @ Time:

& Yes | No

S. No. | Particulars

rd
>

1. | Wear eye protection goggle }(J@l working in hazardous
conditions to protect e@m flying particles
Y

2. | Wear suitable peﬁ% protective equipment while

exposed to chemi goods

e
3. | Use protec&}'{e%oves while handling sharp things

Yy
4. |Usea &riate ladders, lifting, platforms, and devices
to reﬁ{high of rack and don't climb on racks

. ﬁ@% clean, areas near firefighting equipment, electrical
) tontrol panels, exits, alarm boxes and main aisles

Store moving equipment at appropriate place

Put waste packing items in recycling containers

5
Co
<
) % Don’t use broken pallets.
7
8
9

Store material in stable location

10. | Pay attention to determine the height of shelf.
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11. | Maintain at least of eighteen inches for clearance to all
sprinkler heads

12. | Block around irregular material to stop rolling

13. | Mark all pipes, lumber, bar stock, and other materials
that project racks with warnings tags

14. | Store drums in upright position (maximum four on a
pallet) G\S\

~
15. | Inspect chemical containers on monthly basis- increase \o\\
frequently during summer. Provide ventilation, cooli@O'
covering as needed
<

16. | Store gas cylinders in standing position. secur '\%3 stop
falling, and covered when moved, stored, 01& s’fnpped

17. | Store flammable gas cylinder away fromeig)ygen
containers @

A
18. | Use lifting supports if moving g&\gntainers with
overhead pulls
x%

19. | When moving gas cylin@@{o lift truck use appropriate
racks
A

)
20. | Forklift operat @eed specific training. Supervisor
gives certiﬁca@before operates.

X
NS
Signature: (5}

N

A(%@:y 1: Demonstrate the organizational procedure of security

aterials required: Notebook, Pen, Prepared 5-6 questions on material
handling

Procedure:
1. Visit a warehouse

2. Name of the person and his occupation who performs respective job

3. Ask him/her Question you prepared previously
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4. Note down the answers in the notebook

5. Then prepare your report based on interview and observation about
material handling in warehouse also write down the step by step
procedure of material handling in the warehouse.

Activity 2: Visit a warehouse and observe the organizational procedure for
material handling and prepare a report.

Materials required: Worksheet provided by teacher, pen b'
Procedure: \Q@
1. Take a sheet \\9

2. Understand a simulated situation explained by teachers 11;0@ class

A Ae
Warehouse Material Handling and Safety S&klist
X,

3. Based on instruction fill the checklist

Supervisor Name: _\O\J
Date: ©\' Time:
S. No. | Particulars ’\(b}, Yes | No
S
1. | Wear eye protection goggle &gén working in hazardous
conditions to protect e om flying particles

2. | Wear suitable persgg protectlve equipment while
exposed to chem,@ goods

3. | Use protecﬁq‘(;gloves while handling sharp things

4. | Use @%ﬂate ladders, lifting, platforms, and devices
tczea high of rack and don't climb on racks
£ )

S. A Keep clean areas near firefighting equipment, electrical
) control panels, exits, alarm boxes and main aisles

v
,«Q(f% Don’t use broken pallets.

7. | Store moving equipment at appropriate place

8. | Put waste packing items in recycling containers

0. Store material in stable location

10. | Pay attention to determine the height of shelf.
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11. | Maintain at least of eighteen inches for clearance to all
sprinkler heads

12. | Block around irregular material to stop rolling

13. | Mark all pipes, lumber, bar stock, and other materials
that project racks with warnings tags

14. | Store drums in upright position (maximum four on a
pallet) G\S\

~
15. | Inspect chemical containers on monthly basis- increase \o\\
frequently during summer. Provide ventilation, cooli@O'
covering as needed
<

16. | Store gas cylinders in standing position. secur '\%3 stop
falling, and covered when moved, stored, 01& s’fnpped

17. | Store flammable gas cylinder away fromeig)ygen
containers @

A
18. | Use lifting supports if moving g&\gntainers with
overhead pulls
x%

19. | When moving gas cylin@@{o lift truck use appropriate
racks
A

)
20. | Forklift operat @eed specific training. Supervisor
gives certiﬁca@before operates.

Place:
s

Signature;

Check Your Progress

A. Fill in the Blanks

1. Any person who is suspicious or cannot provide and
must be reported to management.

2. If you witness a building problem, such as a faulty lock or door, or
something potentially dangerous, you must report to

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Binner- Grade X 143

3. Critical Facility Protection Systems which has fire ,
alarm systems, gas, detection systems and
scrubbers.

4. operators need specific training and supervisor
certification before use.

5. Use protective when handling sharp things.

6. is aimed to protect worker from physical violence.

B. State whether the following statements are True or False

1. Destruction of all sensitive information ensure that information is
rendered completely and permanently destroyed.

2. Machines that are swapped internally between individuals or groups,
which contained sensitive data (original or derived), must not have the
hard drive wiped before being utilized by the new user.

3. All company equipment must be tracked through inventory control and
audited within a month by the organization.

4. Maintain reasonable climate control in secured rooms, with temperature
ranges between 20 and 50 degrees Fahrenheit.

5. Conduct employment screening, background checks, and thorough
interviewing prior to hire.

6. Individual logins should be password protected and periodic change of
password should have implied.

C. Short Answer Questions

Define security?

What kind of security does warehouse need to maintain?
What is personal security and how it can be ensured?

What is IT security and how it can be ensured?

a s e hd =

What is physical security and how it can be ensured?
6. What is material handling? Write down its importance.
D. Check Your Performance
1. Spell out what kind of security does warehouse need to maintain.

2. Demonstrate the procedure of personal security and how it can be
ensured.

3. Demonstrate the physical security and how it can be ensured.
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Session 4: UNSAFE CONDITIONS AND VISUAL INSPECTION

Unsafe act can be termed as "violation of a commonly accepted safe procedure
which caused the amount of injury - producing accident.” It is evident from
the meaning that no personal action is labeled unsafe unless there is
reasonable, less hazardous, alternative procedure. For example, the operation
of railway crossing gate for which no guard was provided can be classified as
a hazardous condition and as an unsafe act because the worker can preveé;
forthcoming accidents. &

In many cases from the analysis of the individual accidents it is appﬁx@t that
the accidents are not only due to unawareness of safe condition b@ t is also
due to choosing of alternative procedure even after aw ss of safe
procedure. Therefore, two steps in any safety program which afe essential to
the reduction of unsafe acts, namely education and enfora@ent. All workmen
should be carefully performing their duties and theyQhould be taught to
recognize hazards involved in deviations from the safg procedures.

STANDARDIZED OPERATING PROCEDURE O@RREHOUSING

The function of SOP is to provide the i@ines and procedures for the
warehouse management so that worker work in a particular sequence.
Warehousing is very important funct,i,efg\'of logistics. Warehousing strategy
helps in lowering down the operational costs helps to provide competitive
advantage. Sequenced activities in warehouse facilitate ease and comfort of

end-to-end storage solutions less than one roof.
AN
Thus every warehouse required SOP for its operation. Employees should follow

this model for functioning of warehouse for handling works there. General
warehousing procedure is depicted in the flow chart below whereas employees
should follow the given procedure by warehouse supervisor or manager as per

different activities performed.

)
General warehouse procedure: The flow chart shows general working of
warehouse from receiving to dispatching goods. This activity involves different
jobs at different level which has standard procedure based on type of
warehouse and work in the warehouse. Every employee need to adopt for keep

Lthem safe from hazards and risks at the workplace.
X
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Hold = customer

Fig 4.4: Hierarchy of Controls of Hazards

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL



file:///C:/Users/hp/AppData/user/AppData/Roaming/Microsoft/Word/Image/Figure%204.13%20Hierarchy%20of%20controls%20of%20Hazards.jpg

Warehouse Binner- Grade X 146

Health and Safety Policy

If the warehouse has 5 or more than 5 employees working then a warehouse
should have written statement in form of policy on safe practice with
declaration on the organization itself.

The management should ensure implement the policy and reviewed it on
regular basis.

Compliance of the policy b'
f.\(\,@
You know Ram, for Y,
compliance of the policy NG Oh!!
a policy statement Qv Ok...

Wclude the Sheena
O

. Health and Safety policy statement

. Responsibilities

. Health and safety risks

. Consultation with employees

. Safe plant and equipment and safe

handling and use of substances

Information, instruction and

supervision

(I 7. Comnetencv for tasks and traininge
V.

a PO

o

=)
Risk Assessments: When a warehouse has five or more staff at working place,

risk assessments should be implied which cover not only staff but also visitors
and contractors. This should review on regular basis.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Binner- Grade X 147

Ram, to comply risk
assessment a

wmme shoild

1. Identify the hazards.

2. Decide who may be harmed and how

3. Evaluate the risks and decide on
precautions

4. Record your findings and implement
them

5. Review your risk assessments and
update.
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Accident Reporting: Employees and employers should report work related
accidents, injuries, specific work related diseases and dangerous happenings
such as death or major injury including physical violence, a member of public
killed, taken to hospital, an employee suffers due to injury from a long time
etc. These happenings must report without delay and followed up within 10
days with a completed accident report.

Ram, to comply \(&
accident reporting . &
you must report Ok..

@
The various types of accident and injuries
listed above within the set timescales by:
Telephone (major injuries and fatalities
only) - the Incident Contact Centre without
the need of fill in a report form. A copy of the
final report should be kept for own records.
Online - a report can also be made by
completing an interactive form on the website
if available or email can be sent to the
concerned person

O

Workplace Transport%&&oyers assess the risks of workers and others (e.g.
visiting drivers, con{e’c rs, customers) from workplace transport.

~al
&
Xo
&

_/
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Ok...

To comply transport
security manager
shonld ensuire:

— /

icles — Well maintained (brakes,

_reversing warnings, lights, horns etc.) and
examined. Loads secure and not beyond

| capacity.

" | Safe Drivers — trained, authorised, instructed

and supervised. Trained banks men reversing

are carried out.

Safe Site — suitable routes, roadways and

parking (firm, even surfaces, routes marked

with direction signs); speed limits; one way

G Routes; lighting
_J

Y
éo
General Work Equipment: Warehouse h§@lties towards their employees
who work with equipment. - Qr
£

7

Ok...

To comply general
equipment security
manager should ensure:

___—
~

/> Suitable for the intended use

» Safe for use, maintained in a safe
condition and inspected for installation
and deterioration

» Used only by people who have received
adequate information, instruction and
training

» Accompanied by suitable measures such
as guarding, protective devices, controls
and markings

» Used in accordance with specific

requirements
( ; _J

Lifting Equipment and Forklift Trucks: 'Lifting equipment' not only lifts the
equipment but also lowering loads. It includes lifting accessories and
attachments. It use for anchoring, fixing or supporting the equipment.
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Warehouse should aim to reduce risks of people’s health and safety from lifting
equipment.

To comply Lifting
Equipment and Fork Lift
Trucks security manager

01'\!\1111‘1 ANQCIITA*

Ok...

Suitable for the intended use

» Safe for use, maintained in a safe condition and
inspected for installation and deterioration

» Used only by people who have received adequate
information, instruction and training

» Accompanied by suitable measures such as
guarding, protective devices, controls and
markings

» Used in accordance with specific requirements

ol
S

Storage Systems: Wareho has to deal with issues related to manual
handling. Storage areas sp lly designated and marked clearly. The layout
of storage and handlin% as should avoid tight corners, pillars, changes of
gradient and unever@ aces.

Nalta

Y

o
S
e
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To comply storage
system security Ok...

manager should

Racking Systems

» Safe working loads, heights, widths and
equipment tolerances should be set by
designers and manufacturers of the system.

» Racking should only be installed by competent
people.

» Racking should be erected on sound, level
floors, capable of withstanding the point loading
at each base.

» Notices should be clearly displayed stating the
maximum load

Pallets

» Pallets should be loaded to an established
pattern to achieve maximum stability and
safety.

» The load should be uniformly distributed over
the pallet.

» Pallets should be inspected each time before use
to ensure that they are safe to use.

» Withdraw damaged pallets for repair or
destruction.

J _/
)&\J

Manual H Qg In the warehouse more than one third injuries, happened
due to 1 handling. Thus, warehouse manager or supervisor is required

to: Q

void hazardous manual handling, so far as it is sensibly practice;
Q 2. Assess the risk of injury and avoid hazardous manual handling, and

3. Reduce the risk of injury by adopting sensible use of hazardous
manual handling.
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To comply Manual
handling safety, a Ok...
manager should

If manual lifting is the only option then
there are a number of things that can
done to reduce risks includes:

» Making the load smaller or lighter
and easier to lift,

» Breaking up large consignments into
more manageable loads,

» Modifying the workstation to reduce
carrying distances, twisting
movements, or the lifting of things
from floor level or from above
shoulder height, can be done to

(I reduce the risk, including;
W, _J

Work at Height: While in the ouse working, falls are very common
cause. Warehouse manager or \Mpervisor must adopt careful practices to
prevent from falling and also@ure that work at height should be carry safely.
For all tasks involving wq t height, risk assessments must be completed
and must consider ris m both falling staff and objects.
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To comply work at
height safety, a manager

should ensure: /

Work at height must be adequately planned,

supervised and carried out in a safe

manner.

Ensure the people working at height are

trained and competent to carry out their

duties.

Make sure the equipment selected is

appropriate for the job!

Inspect your equipment regularly. Mobile

Elevating Working Platforms (MEWPS) must

be thoroughly examined every 6 months

(Lifting Operations and Lifting Equipment

Regulations 1998).

» Ensure there is a system for reporting and
managing defects.

» Plan for emergencies e.g. rescuing people

» Risk assessment for work on or accessing
(I/ < Y
A L\
XX
Visual Inspection: It is a most effective technique to ensure effective Quality

Control of equipment’s working conditions. Inspection of equipment can be
done by seeing, hearing, smell, touch, etc.
N/
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Now I understood...... The
manager should Inspect to
/‘ ensure safe transport by
checking:
C_ )
» Driver certification )
» Pre-shift truck checks
» Vehicles regularly serviced and (where necessary)
thoroughly examined
» Pedestrian safety e.g. walkways, warning signs
and pedestrian crossing points
» High visibility clothing for anyone in the vicinity of
moving vehicles
» Policy to inform suppliers/delivery drivers of site
rules
» Safe access and egress to backs of delivery
vehicles with footholds, ladders and/or grab rails
» Gangways and aisles of sufficient space to enable
trucks to load/unload from racking safety
» Protective barriers on traffic routes
» Blind bends provided with fixed mirrors

J y
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- to ensure safe working with general W 155

equipment’s by checking:

Fixed guards on moving parts of conveyor belts
and stretch wrap machines b
Racking installed by competent persons and in
accordance with manufacturer’s instructions
Racking suitable for the loads, not modified
and displaying maximum loads/configuration
signs

Lift trucks fitted with seat belts, roll cages and
audible/visible alarms

Access equipment suitable for task, maintained
in good condition e.g. Ladders, Mobile
Elevating Working Platforms (MEWPS), mobile

ster=
6 ‘ The manager should inspect to
ensure safety in Lifting Equipment
and Fork Lift Trucks by thorough
examination of: S

- urk lift trucks

Overhead cranes and their supporting runways
Vehicle tail lifts and cranes fitted to vehicles

A building cleaning cradle and its suspension
equipment

» Goods and passenger lifts and Lifting Accessories
for example:

Fibre or rope slings

Chains

Hooks and Eyebolts

Magnetic and vacuum devices

YV V
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The manager should inspect to
ensure safety in storage system

by checking: )

Suitable and sufficient racking systems in good
repair.

Pallets in good repair.

Items stored safely and securely.

Appropriate equipment readily available to reach
High level storage.

Staff training in manual handling.

Regular inspection records.

Installation certificate

Signage

Hazardous substances clearly identified, stored

YVVVYVYVYVYVYVYVYVYY \7'

J

"

And....The manager should
inspect to ensure safety in
manual handling by checking:

(2 ),

» A risk assessment specifically relating to manual
handling issues

» A record of any training given to staff relating to
handling techniques and use of equipment.

» Observed correct lifting technique demonstrated by
staff, or correct use of mechanical handling
aids/equipment.

» An appropriate number of mechanical lifting
aids/equipment, in good working order,
accompanied by adequate maintenance/service
records, thorough examination certificates (see the

J
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And finally ....The manager
should inspect to ensure safety
in work at height safety by
checking:

» Statutory inspection reports for MEWPS.

» Appropriate equipment for the task in good
working order.

» Staff adequately trained to fulfil their tasks.

Y
O’\:
Warehouse Health & Safety Checklist: A general checklist to ensure health
and safety of employees by employer in the\ ehouse is given below. This is
not specific for all kind of warehouse but.c@n
and job at the workplace. QJ&
XS

Organisation &@' Date

vary with the types of warehouse

Y
Pou(g‘y RISK ASSESSMENTS

S. Parti s Yes/No Comments
No.
Q\J
Writte 4’% signed statement of general
he ltﬁ safety policy

4 ?;‘angements of place for putting into
}}raetlce

<
,Q@ Reviewed on regular basis and bring into

attention of all staff

All relevant hazards identified

Identification of those who may be
harmed and how (employees,
contractors, visitors etc.)
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Risks evaluated and necessary
precautions taken at workplace

Significant findings recorded and bring
into

attention of all staff

Reviewed and updated regularly b,
&
WORK EQUIPMENT P
A \‘¢\’
S. Particulars Yes/No ments
No. D
<&
Only standard pallet used for loading '\Qe

O
Machine adequately guarded with fixed X
: X
guards on moving/dangerous parts. safe
access via interlocked guards %
@

Emergency stop button should b?b\"
working and easily accessible ,g‘\.

Mechanical parts & guar, i&regularly
maintained Staff infor Y instructed
and trained in corrg%\se, especially
clearing blockage@

Area aroun r%chme unobstructed at
all times aged with suitable barriers,
floor ngs

Y
ﬁ@en Examination scheme and

ords for equipment subject to

G’C}ressure Systems testing

‘/
AQ@ WORKPLACE TRANSPORT
S. Particulars Yes/No Comments
No.
Drivers

Drivers trained, competent and
authorised
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Active supervision of driver behaviour (e.g.
near damaged racking)

Truck keys not left unattended in ignition

Reversing of delivery vehicles avoided

unless necessary

Any necessary reversing overseen by
trained banks men éo'

\Y
Traffic Routes ~O
A

N

Gangways/aisles of sufficient space to <
enable lift wagons to load/unload from O
racking safely

Place to keep vehicles and pedestriang Q)

separated
@
&
Access to warehouse and other d rous

areas restricted to staff eﬁ\'
)4

N2
Warning Signs located Qound traffic
routes

(e.g. FLT operatmg}téarea)

Protective ba@rs on entrances leading

onto trafﬁé{&utes

Floor &fﬁc routes suitable for the

egjes using them (e.g. no excessive
s& /potholes)
/N

@\'}Vehlcle routes kept free of obstructions &
@ in good condition

Suitable & marked pedestrian crossing
points and walkways where possible

Fixed mirrors on blind bends

Sensible speed limits imposed and
adhered to
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Staff & others working in vicinity of
moving

vehicles given training and high visibility
clothing

Parking of cars and vans only in marked,
designated spaces away from external

delivery/dispatch areas eba
@
Suppliers/contractors informed of site . éo
rules & restrictions \N
0
Vehicles Q

Vehicles immobilise when not use by
designated driver (e.g. ignition keys X

removed) " XU

Drivers check trucks before start ©§

e)
S,

Trucks serviced and maintained ygularly
AN

LOLER Thorough Exam,@thon and
certification for trucks®Q¥and lifting
accessories by competety*person (6 or 12
monthly as LOLER @Aires)

A

Truck feature%:gent and working (seat
belts, roll (‘Q{Jge ; audible/visual alarms)

Safe s of access/egress to rear of
deljvety/vehicles (footholds, ladders, clean

&

G)CJ\ STORAGE SYSTEMS
P
,ﬁb Particulars Yes/No Comments
o

Racking designed for loads suitably

Signage on racking with information
should be displayed such as safe working
load (SWL)
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Inspect racking regularly. Make sure it is
repaired and maintained properly.
‘Expert’ inspections carried out at
intervals by a competent person

Staff report any damage to racking

Make sure defective pallets are b'
withdrawn from use immediately 8)

Protective footwear use when entering \
into O

Warehouse ’<

&
Protective gloves provided for staff '\Q
handling pallets \JO

X
WORK AT HEIGH'léO

S. Particulars @ Yes/No Comments
No. (b\"

L]
)

7

All staff instructed never cli;Q'G}acking

Platform &

Safe use of stepladc%% for short duration
work \',0’

o

Quality for 'f;?hould use for high access

-

(

prop%eociured and maintained

b 4
etent contractors use for roof work

1 k assessment, method statement,
C}rescue plan)

»«Q(O Assumed roof is breakable unless and
until use fragile roof symbols in place

Internal mezzanine floor - edge
protection, toe boards, load bearing, etc.

MANUAL HANDLING
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S. Particulars Yes/No Comments
No.

Use of mechanical assistances such as
sack trucks, conveyors

Staff manual handling training

Manual handling tasks risk measured @b

according to HSE Manual Handling \Q

Assessment Charts (MAC Chart — INDG \\9

383) O

Lo
HAZARDOUS SUBSTANCES ‘{
<
S. Particulars Yes@p Comments
No. LS
X

Vehicle Fumes %

@
Drivers not allowed leaving w %C‘I)es’
engines running in warehouse. ‘{b’

4
Roller shutter doors a Qvarehouse
windows open, to assis ilation

Rech@ng of Truck Batteries
A

NS
Batteries ¢ ed in  designated,
ventilated grea
‘AK
Safe m of work followed including
us§3
@ es, goggles & aprons

7

@\' Potential sources of explosion controlled

Activity 1: Visit a warehouse and identify the unsafe conditions in
warehouse and prepare a report

Materials required: Notebook, Pen, worksheet of warehouse standard
procedure provided by teacher

Procedure:
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1. Take a sheet of standard procedure of warehouse

2. Fill appropriately in blanks
3. Submit to teachers

Activity 2: Prepare a PPT presentation on standardized operating procedure
of warehouse and submit

Materials Required: Checklist of manual handling and work at height
provided by teacher, pen.
Procedure: \Q'ej
1. Take a checklist \\
2. Understand a simulated situation explained by teache ‘ba‘the class

3. Based on instruction fill the checklist of manual hangdling and work at
height

O
Activity 3: Prepare a chart of visual inspection at wsrﬁaouse for general

equipment safety, Lifting Equipment and Fork Li% cks, storage system

and manual handling.
Materials required: Drawing sheet, pencil e@er, colours
Procedure: ,g\,(b'

1. Take a sheet. &6

R %
2. Prepare a chart of visua ection at warehouse for general
quipment and Fork Lift Trucks, storage

equipment safety, Lig%
system and manu% dling.

3. Submit to the @her for display in class.

Check Your Progress

A. Fillin t anks

ofkmen should be carefully in the safe methods of
ormlng their

% arehousing is an important function of

Q 3. If warehouse have or staff have in place a
documented risk assessments should be implied.

4. is a most effective technique to ensure effective
Quality Control of equipment’s.

5. Employees should report work related and
such as death.
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6. Every employee need to adopt working practice to keep
them safe from and at the workplace.

B. State whether the following statements are True or False

1. Accept safe procedure at workplace which cannot amount of injury is
called unsafe condition.

2. Visual inspection of general equipment is not done by Fixed guards on
moving parts of conveyor belts and stretch wrap machines. b’

3. For manual handling manager should ensure that the person doi@ghe
lifting has been trained to lift as safely as possible. -\9

4. The manager should inspect to ensure safe transport by c@@ing blind
bends provided with fixed mirrors. Q

5. The manager should inspect to ensure safety in r@@dal handling by
checking an appropriate number of mechanical lifti ids/equipment, in
good working order, accompanied by adequat& Tnaintenance/service
records, thorough examination certificates. %O

C. Short Answer Questions
1. What do you understand with Stand&@l operating procedure?
2. Write down standard operating pr;Qbedure for:
a. Compliance of the policy (b)'&

b. Risk Assessments

c. Accident Reporti
3. What do you me é’msual inspection?

D. Check Your PerQUnance
1. List out St ard Operating Procedure.

~$§4

te compliance of the policy, risk assessments, accident

Module 1: VERIFICATION OF BINNED GOODS

Session 1: Identify Binned items for Errors

E. Fill in the Blanks: 1-Post binning, 2-Loss damage, 3-Location, 4-GRN date,
5-ERP
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F. Multiple Choice Questions: 1 -b),2-a),3-a),4-a), 5-b), 6 -d)

Session 2: Report to Supervisor about Damages

A. Fill in the Blanks: 1-Bin, 2-Zones, 3-Labelled, 4-BIN Location, 5-Shelves
B. Multiple Choice Questions: 1 -c¢), 2 -d), 3 -d), 4 —d), 5-d), 6-¢)

Session 3: Stacking

A. Fill in the Blanks: 1-Storage, 2-Dimensions and weights, 3-unit load, 4- b,
Block stacking \Q.

B. State whether the following are True of False; 1 — False, 2 - True\\9 3 -

<
A. Fill in the Blanks: 1-Visual Inspection, 2-Tallying, S—SSQnting, 4-Schedule

S5-Layout, 6-Store manager \,\J

B. Multiple Choice Questions: 1-b), 2-d), 3—¢) %O
MODULE 2: OPERATIONAL AND DOCUMEN’@‘ION PROCEDURE

False, 4 — True, 5 — True

Session 4: Report Status of Inventory Binned

Session 1: Material Handling Equipment‘\'(b’

A. Fill in the Blanks: 1-Mechanical, X—g‘[aterial, 3-Single, 4-Pallets, 5-
Movable

B. State whether the followilg%re True or False: 1-False, 2-True, 3-False, 4

— True
S
C. Multiple Choice Qu@ons: 1-¢),2-4a),3-b),4-c¢),5-¢)

Session 2: Optimu@, tilization of Space
X

A.Fill in the Blanks: 1-Vertical, 2-Reduce, 3-Optimum, 4-Warehouse, 5-
Movement

B. State whether the following are True or False: 1 — True, 2-False, 3 — True 4
— True

‘C. Multiple Choice Questions: 1 -d),2-a), 3-d), 4 -¢)
Session 3: Report Discrepancies to Supervisor
A. Fill in the Blanks: 1 — Storing, 2 — Containers, 3 - check-lists, 4 - on duty

B. State whether the following are True or False: 1- False, 2 — False, 3 -True,
4 — False, 5 - False

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL



Warehouse Binner- Grade X 166

C. Multiple Choice Questions: 1 -c,2-b,3-d

D. Session 4: Ensure Binning as per Clients Requirements

A. Fill in the Blanks: 1-bin/store the items, 2-coding, 3-size, weight, 4-stored
and retrieved

B. Multiple Choice Questions: 1 -d), 2-a),3-d), 4 -¢)
D. Match the Column: 1 -d, 2-¢,3-b,4-a b’
Vod

C.State whether the following are True or False: 1 — False, 2 - True, 3 -
False 4 — True S - False

Y
MODULE 3: HOUSEKEEPING ACTIVITIES &O
Session 1: Preparations for Housekeeping QQ

A. Fill in the Blanks: 1.housekeeping activities, 2—approx6390ntainers,
ignition, 3. Cleaning, 4. Hazardous, label, 5. clear%’é-process

B. Multiple Choice Question: 1-e), 2-a), 3-c), 4-e)§
Session 2: Check the Tools and Equipments I@Housekeeping

Fill in the Blanks: 1. Work gloves and saﬁ@shoes 2. Safety Boots 3. PPE
4. Ventilation, 5. Ready to use conditi{'@

B. State whether the following ar@‘&’e or False: 1. True 2. False 3.False
4. False

Session 3: Housekeeping P@@’ities

X
A. Fill in the Blanks: l%ur, 2-Identical, similar, 3- Shift, between, 4-
Detailed &

g
5. Suitability a@tabﬂity

B. State w- er the following are True or False: 1 — True 2 — True, 3-True
4 - TruéN> - True
Sesstoh 4: POST HOUSEKEEPING ACTIVITIES

A&F‘lll in the Blanks: 1- Baseline, 2- On-hand quantities, 3- Count sheets, 4-
Date, Cycle

C. State whether the following are True or False: 1-False, 2-True, 3-False, 4-
True

MODULE 4: HEALTH, HYGIENE AND SECURITY MEASURES

Session 1: Safety Regulations and Procedures
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A. FILL IN THE BLANKS: 1-Medical, Allied Health Professions, 2-Heights,
Strengths, 3-Loads, 4-Inspected, 5-Harm, 6-Toxic, 7-Safety, 8-Personal, 9-
First Aid, 10- Protect, 11- Dangerous

B. State whether the following are True or False: 1-True, 2-True, 3-False, 4-
True, 5-True, 6-True

C. Multiple Choice Questions: 1-a, 2-c, 3-a, 4-a, 5-d, 6-b

D. Match the column: 1-b, 2-f, 3-e, 4-g, 5-h, 6-c, 7-d, 8-a @b'
Session 2: Personal Protective Equipment’s \@NQ
A. Fill in the Blanks: 1-Protective Glasses, 2- Equipment, 3—Resp'~@>rs, 4-

Helmets, Hard Hats, 5-Body Protection, 6-Waistcoats, JacketsQ
B. State whether the following are True or False: 1-False, «Qeé—True, 3-

xO
Session 3: Security Measures and Material Handl%@\/
n

False, 4-True, 5-True, 6-True

A. Fill in the Blanks: 1-Identification,

2- ger, 3-Suppression,
Hazardous, Air, 4-Forklift, 5-Gloves, \ 6-Personal Security

B. State whether the following statemer;i' re True or False: 1-True,

2-False, 3-False, &@alse, 5-True, 6-True
Session 4: Unsafe Conditions ar@ibs'ual Inspection
A. Fill in the Blanks: 1-Instr@&d, Duties, 2-Logistics, 3-Five, More,
4-Visual Inspection& S-Accidents, Injuries, 6-Safe,

Hazards, Risks

X
B. State whether tlg,\following are True or False: 1-False, 2-False, 3-True, 4-

True, 5-True Q(’

’%cident An incident which results in death, injury loss, or damage.

Accident The systematic application of recognized principles to reduce

Prevention incidents, accidents, or the accident potential of a system or
organization.

Acute Effect A change that occurs in the body within a relatively short time
(minutes, hours, days) following exposure to a substance.
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Acute A single exposure to a hazardous agent.

Exposure

Area Collection and analysis of representative samples of air in

Sampling general work areas in order to determine the concentrations
of any contaminants that are present.

Biological Any living organism (for example, virus or bacteria) th$

Agent affects the body, a part of the body, or any of its functi% /
The effects may be beneficial or harmful. “Q'

A-Ayf‘o
Chemical A chemical substance that affects the body, a part ﬁ&ie body,
Agent or any of its functions. The effects may

harmful.

b,Q‘b}'neﬁcial or
<

AL

Chronic Effect

A change that occurs in the body over @relatively long time
(weeks, months, years) following repg%c exposure or a single
over exposure to a substance. : @)

Chronic Repeated exposure to a haza@u‘g agent.
Exposure ‘{b\/
Claims state or assert that hing is the case
{

Confined A space in whic azardous gas, vapour, dust or fume may
Space collect or i ich oxygen may be used up because of the

constructi the space, its location, contents, or the work

activit ied out in it.

~
Consignments Go&éf/ materials booked with the courier
QD

Critical Injtg
S

P

<

’k‘e’ Occupational Health and Safety Act of Ontario defines
critical injury as serious injury that:

» is life-threatening
» produces unconsciousness
» results in a substantial loss of blood
» involves the fracture of a leg or arm (but not a finger or
toe)

involves the amputation of a leg, arm, hand or foot (but
not a finger or toe)

consists of burns to a major portion of the body
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» causes the loss of sight in an eye

Danger Zone | An area or location where the probability of injury is high
(for example, in the vicinity of saw blades).

Dust Fine particles of a solid that can remain suspended in air. The
particle size of a dust is larger than that of a fume.

Eliminate completely remove b,
74

4
Emergency Detailed procedures for responding to an emergency, \?\Q’i
Plan as a fire or explosion, a chemical spill, or an uncon ed
release of energy. An emergency plan is necessa keep

order, and minimize the effects of the disaster?
Vo d

\ ¥
Ergonomics An applied science that studies the iﬁ@raction between
people and the work environment. It fo@es on matching the
job to the worker. \,,

Fire The measures taken and the @ rotection features
precautions provided in a building (e.g.ad n, systems, equipment and
procedures) to minimise-tl‘@o\i‘lsk to the occupants from the
outbreak of fire. 'Q
x<

Fire The concept of @@itmg outbreaks of fire, of reducing the
Prevention risk of fire sp ng and of avoiding danger to persons and
property fro@
\
First Aid The s )S:'[ application of accepted principles of treatment on
the urrence of an accident or in the case of sudden
il s, using facilities or materials available at the time

Fragile s%an be easily broken or damage
4’6)

Fume ‘\ Finely divided solid particles that are formed when a hot metal
CJ vapour cools and condenses.
» -
Qa m Injury to or death of persons, or damage.
Hazard The potential of any machine, equipment, process, material

(including biological and chemical) or physical factor that may
cause harm to people, or damage to property or the
environment.
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Hazardous Any substance that may produce adverse health and/or

Material safety effects to people or the environment.

Health The World Health Organization has defined health as more
than just the absence of disease. Rather, it is a state of
complete physical, mental and social well-being.

Housekeeping | A way of controlling hazards along the path between the
source and the worker. Good housekeeping means havin
unnecessary items in the workplace and keeping all nec%@ary
items in their proper places. \\9

D
v

Hygiene A broad term for personal health habits that ‘y}educe or

Practices prevent the exposure of a worker to chemicaéo biological
substances. Hygiene practices include: Q)

» not smoking, eating or drinking’{(ghe work area

» washing up before breaks meals

» removing contaminate(@o ing before leaving work

» Keeping street clo}g;s separate from contaminated

work clothing. A
)%;\7/'
Improper Not in accordancexw@b accepted standards
A"
Ingestion The swallow%& a substance.
o

Inhalation The bregtfhitig in of an airborne gas, vapour, fume, mist or

dust.
Q"V

Injection 'I,g@rce or drive liquid or gas into the body

~

A formless fluid that takes the shape of its container, but
does not necessarily fill it.

Personal injury and/or asset damage.

/\
Q‘e?ing Point

The temperature at which a solid changes to a liquid. For
mixtures, a range of temperatures may be given.

Mistake

A human action that produces an unintended result.

Noise

Unwanted sound that can lead to hearing loss or stress, or
interfere with the ability to hear other sounds or to
communicate.
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Policy A statement of corporate intent, which will be adopted and
pursued as advantageous or expedient.

Precautions A measure taken in advance to prevent something
dangerous
Procedure A step-by-step description of how to do a task, job, or
activity properly. h
Radiation The energy transmitted by waves through space or\@%e
medium. There are two types of radiation. \\
AL
Reducing A substance that accepts oxygen or gives up hQ@?e)n during
Agent a chemical reaction.
&
Risk The probability of a worker suffering ‘\n<)injury or health

problem, or of damage occurrin 0 property or the
&e to or contact with a

environment as a result of exp§

hazard.
J7ah)
N~
Safety Freedom from (unaccepta‘tfhgl risk of harm to persons. Safety
may also encompass en,z'ig mental or asset damage/loss.
Sampling The process of ta ijall representative quantities of a gas,
liquid, or solid f e purpose of analysis.
Solvent A substance@t dissolves other substances. Many solvents

are ﬂan&;@l

Substitution | Th &placement of toxic or hazardous materials, equipment
{(brocesses with those that are less harmful.
~

Toxic @ %nherent potential of a substance to cause harm.
A
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