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	You must be able to: 

	1. Be able to accept and load parcels for transporting

	1.1 Check that the labelling of parcels meets the necessary standard
	
	
	

	1.2 Let customers know in a polite and helpful way when parcels cannot be accepted
	
	
	

	1.3 Let customers know about damaged or problem parcels, before loading
	
	
	

	1.4 Load parcels by using safe methods
	
	
	

	1.5 Check that the way any item is transported keeps to regulation
	
	
	

	1.6 Check that parcels stowed inside the vehicle are secured safely
	
	
	

	2. Know how to accept and load parcels for transporting

	2.1 Describe how to handle parcels safely when loading
	
	
	

	2.2 Describe how to deal with damaged or problem parcels
	
	
	

	2.3 Describe safe practices for loading parcels onto vehicles
	
	
	

	2.4 Describe safe practices for distributing parcels
	
	
	

	2.5 Identify the regulations related to transporting particular items
	
	
	

	2.6 Describe organisational customer service procedures for dealing with parcels
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	2.7 Describe own personal responsibilities for correctly transporting parcels and their security
	
	
	

	3. Be able to unload and handover parcels

	3.1 Avoid damaging parcels during unloading
	
	
	

	3.2 Unload parcels by using safe practices
	
	
	

	3.3 Ask others for help with unloading if necessary, in a way that promotes good customer service
	
	
	

	3.4 Check that each parcel is handed over to the right person
	
	
	

	3.5 Distribute and secure the remaining parcels or luggage in line with safe practice 
	
	
	

	3.6 Check that the vehicle and immediate area are clear of parcels that are to be unloaded and waiting to be handed over
	
	
	

	4. Know how to unload and handover parcels

	4.1 Describe how to lift and handle parcels safely when unloading
	
	
	

	4.2 Describe how to deal with parcels that have been damaged while being transported
	
	
	

	4.3 Describe organisational guidelines for asking for help from others when dealing with parcels
	
	
	

	4.4 Describe own personal responsibilities for loading the vehicle correctly and its security
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	5. Be able to deal with unclaimed parcels

	5.1 Search for and deal with unclaimed parcels in line with organisational procedures
	
	
	

	5.2 Try to identify and promptly contact the owner of unclaimed parcels or any person who is entitled to receive the property
	
	
	

	5.3 Help passengers search for or claim parcels, in line with organisational procedures
	
	
	

	5.4 Fill in documents related to unclaimed parcels, in line with organisational procedures
	
	
	

	5.5 Deal with suspect packages in line with organisational procedures, making sure of the personal safety of self and others
	
	
	

	6. Know how to deal with unclaimed parcels

	6.1 Describe how to deal with unclaimed parcels
	
	
	

	6.2 Describe how to deal with suspect packages
	
	
	

	6.3 Outline organisational customer service procedures related to unclaimed or lost property
	
	
	

	6.4 Describe how to protect people if a suspect package is discovered
	
	
	

	6.5 Identify regulations on lost property
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