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TLIA0023
Receive goods

Welcome to this unit of study

This unit involves the skills and knowledge required to
receive goods.

It includes identifying workplace procedures and
documentation requirements for receiving goods; checking
and inspecting goods on arrival and completing workplace
documentation; and unloading, unpacking and storing
stock.

Work is performed under some supervision generally
within a team environment.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

-

v-‘

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOoUL this trainer/ass@SSOr SUIE ........occevieeerrieriereeireeeteresteeese e te et ssees e s sessessseseessessaesssessassesssassesssesseesnsssaesnes 4
LEAINING FESOUICE.......eiieiiiiiieiieete et et e st st e e et st e s e e s et et e s e at e e b e s eat s b e e sat e et e e st s ent e s s e s e st e s s e e st aessesntasanesstasnnesnesansess 5
Topic 1: Identify workplace procedures and documentation requirements for receiving goods.........ccccevevevuenne. 5
Procedures fOr reCEIVING SOOUS ....uvviieiririiieieertestet ettt ettt et b sttt b e s bt e e bt s b e b e see st ebesbebeneenesbenbenes 5
Documents associated With reCeIVING S00AS ......coiiiiriiirieireseete ettt sttt sttt besbesasebesbesas 7
DOCUMENTATION .ttt ettt s ettt b s s e st s e e et s e s e s em e st sb e s e e ene b enneseneenis 9
Hazards, risks, and CONrol MEASUIES ........ccviiiviriireireetree ettt 14

Check YOUT UNAEISTANGING ....coueviirieieiertirieietri sttt ettt ettt ettt st et be bbb et e bbb et ebe s b e be st enesbesbenseneenis 23

Topic 2: Check and inspect goods on arrival and complete workplace documentation.........cocceeevevveecienenennen. 25
CHECKING BO0OTS ...viuieuiitirieieteistesete ettt sttt sttt et s et et b e st et et e st s b e s s e s s e st ebe st e s e st eseebe st ensentebesbensensesesbensenseneess 25
DISCIEPANTIES ..ttt ettt ettt s bt e bt et e bt sb e st e e s bt eb e e ae e b e sh e eat et e bt sheeae et e sbeebe et e besheeabe s enbesnaennens 27
Documenting NONCONTOIMING SOOUS ...couivieriiirierienieieeste ettt sttt sttt e bt st st e st et besaesae st ebesbesseneesesbessenseneas 28

Check YOUT UNAEISTANGING ....cceiiirieriieiieieereetese sttt sttt sttt s et e b sbe st e besbesbe et enbesaesasensensesaaensenses 29

Topic 3: Unload, UNPack and SEOrE STOCK ....cciiverieiiinenieeeeseriee sttt sttt st sbestese e s b sbesae e ebesbensenens 31
Manual handling techniques and EQUIPMENT.......c.cceiiiririeiereeeeseerte ettt ss e bensen 31
Personal protective eqUIPMENT (PPE)......coiiiiiiriieieinesterte sttt sttt b e sttt ss e sbeseesenees 33

STOFAZE IOCALIONS ittt ettt ettt s b st et e s b e s bt et e besae e st e st e sbesabe b e besbeeabebesbesstenbesbesneensenes 36
Unloading and UNPACKING S00AS .....cceiririiiiiriirienieieestestest et ste et stestestessesestestessesesbestessessssessessessesessessensenens 38
Seeking assiStanCe frOM OTNEIS ...c..v ittt st et b e b e st e e e ene 41

Storing StoCK iN the APPrOPriate @rEaS.....c v iirierieeririetetr ettt ettt sttt be b e 42

Check YOUT UNAEIrSTANGAING ....cceiviiiiriirieiieseeterte ettt ettt sttt s bt et et sbe e st e besbesbe et enbesbesasensensesanensenses 43

TOPIC 4: ADITIONAI IEAIMINE ...evviiviieiierieiee ettt sttt et sttt s besbe st e e ebesbesse e esesbestenaesesbesbenseneans 45
COMMUNICAtION TECNNMIGUES «.ovitiieeieierieet ettt sttt st et b et b e s bt e e be st et et esesbesbenbeneenas 45

Hand tools and equipment selection reqUIrEMENTES ........cveveeirirereieereetee sttt sbessenees 49
Housekeeping standards and ProCEAUIES .......cceviiriirireritenienese ettt sttt srestt et e besbesasestesbeseeensensessens 53
Relevant legislation, regulations, codes of practice and industry guidelines for receiving goods. .............. 57

Site [AYOUL @Nd ODSTACIES .....oouiviiieiieiirtetee ettt sttt s be bbb b e e e seebesbe e eneene 59

Size, shape and special requirements of g00ds anNd [0AdS .......cccviveviririnenieine e 60
RETEIEINCES. .. ettt b bbbt b et bbbt e b e st s b e b et e b e Rtk e b et e b et b e bt b b et b e st st eb et b et b ebe s ebe st ebene 64
ASSESSMENT WOTKDOOK ...ttt e ae bbb b st e b st et st st st st st st 65
UNIE INFOIMIGTION ottt ettt bbbt b s bt n bt een et snenesees 67
What is competency-Dased @SSESSIMENT? .....cuiiririieie ettt b bttt sb e be b e e ene 68
How Will My COMPELENCY D@ @SSESSEA?....ceiiiiiieieeteee ettt sttt sttt s b e st sbesae et esbesbeessentesbesasensenses 69
ASSESSIMENT ZIEEIMENT ...ttt ettt sttt s e sttt et e e bt et e bt e bt e s e e b e e be e bt e sseesbe e saesbeesmeesaeesmeeensesasesanesnneensens 70
FOUNAAtion SKillS CRECKIIST.......euirieiiiciicece ettt e 71
SKillS FECOGNILION.....eeeereeeieeertectrteee ettt seee st e sae st ssae st e s e s saes e ssae st ssnes st sssesssesssssnsssssssessesssesssessasssessesssessessaessesnses 72
Topic 1: Identify workplace procedures and documentation requirements for receiving goods......c..cccccuvenuene 73
Topic 2: Check and inspect goods on arrival and complete workplace documentation.........cccecevecneinnnencns 74
Topic 3: Unload, unpack @and SEOre STOCK .....ccuivuiriiiiiiecteeeseeteee ettt sttt sttt b sba et e e 75

TLIAO023: Receive goods (Trainer/assessor guide)
© smallprint V5 Dec 2021



KNOWIEAZE QUESTIONS ..ottt tes et se e e ste s st e s e e st e s e e s sat s st e s ae s e s e s nes st asssasensessnasntesssesonsessaessssaesnessnsannns 76

Topic 1: Identify workplace procedures and documentation requirements for receiving g00ds..........ccecevenee 77
Topic 2: Check and inspect goods on arrival and complete workplace documentation..........cccecvveveniecererennne 82
Topic 3: Unload, unpack and SEOre STOCK ......eviveiririneeeeneree ettt sttt s be e 87
Topic 4: SPeCific KNOWIEAZE EVIAENCE .......oiiirieieeceseee sttt ettt ettt a e et st e e e e esesbesseneeseses 96
T oL 0 g =T ol I = 1] 104
Third party evidence cOlleCtion @BrEEMENT ......coiiiiririeieeeetete ettt ettt b e st st easesbesbesseenee 105
Topic 1: Identify workplace procedures and documentation requirements for receiving goods.........c.cc........ 106
Topic 2: Check and inspect goods on arrival and complete workplace documentation..........ceceeeveecenereneenenn 108
Topic 3: Unload, Unpack and SEOre STOCK ....c.ceiiirieriririieieirieseetei ettt b e st be e se e sne e 110
COMPIELION FECONM... .ottt ettt st e et st e et s s e st s se st s ene s st e ne s nesnesesesaesesesnesasesssentsssesnesssesaessesntanns 112
8T Ty g F= T o] 11 o =TRSOOSR 113
Trainer/ asseSSOr USEr INSTIUCLIONS .....cc.civiiiiiiiiiititit ittt ettt ee st b st s ae st s sae st e sae s b st s e 116

TLIAO023: Receive goods (Trainer/assessor guide)
© smallprint V5 Dec 2021 3



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:

»»  ldentify workplace procedures and documentation requirements for receiving goods
»»  Check and inspect goods on arrival and complete workplace documentation

»»  Unload, unpack and store stock

»»  Additional learning

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»» information on competency-based assessment

»»  instructions on how you will be assessed

»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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