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	Unit 132 (1FOH5)

	Receive, move and store customer and organisation property

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to receive, move and store customer and organisation property
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Receive, move and store customer and organisation property


This unit is about storing luggage, coats and other items. It also covers moving things such as furniture and electrical equipment and keeping them secure.
This unit has four outcomes:
Outcome 1

Be able to receive customer property
Outcome 2

Understand how to receive customer property
Outcome 3
Be able to handle, move, store customer and organisation property
Outcome 4
Know how to handle, move, store customer and organisation property
Receive, move and store customer and organisation property


Evidence
This space is to record the evidence you need to do to complete this unit. The criteria that you should be able to complete are within the learning outcomes.
	No.
	Method*
	Summary of evidence or 
portfolio reference
	Assessor initials

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Photocopy if required
*Assessment method key: O Observation; PD Professional discussion; Q Questioning; WP Work product; WT Witness testimony; Oth Other
Be able to receive customer property (Outcome 1)
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which must include observation of your performance.

	Shaded numbers must be observed

	1

	2

	3

	4


	1
	Deal with customer quickly, politely and helpfully
	(
	(
	(
	(

	2

	Take customer property and issue  a receipt when necessary
	(
	(
	(
	(

	3

	Keep customer property secure
	(
	(
	(
	(

	4

	Report any suspicious customer property to an appropriate member of staff
	(
	(
	(
	(


	
	
	What you must cover
You must show that you have covered ALL of the following:
Customer property
All must be covered. At least 2 of these must be observed by your assessor.
1
Luggage
(
(
(
(
2
Coats and other items of clothing
(
(
(
(
3

Valuables
(
(
(
(



Be able to handle, move, store customer and organisation property (Outcome 3)
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which must include observation of your performance.

	Shaded numbers must be observed

	1

	2

	3

	4


	5
	Choose the safest and best way to move the property
	(
	(
	(
	(

	6
	Lift and move property safely without causing personal injury  or to others or causing damage
	(
	(
	(
	(

	7
	Move property to the right place at the right time
	(
	(
	(
	(

	8
	Make sure no-one takes property without permission
	(
	(
	(
	(

	9
	Fill in any storage records correctly
	(
	(
	(
	(

	10

	Keep storage area secure, clean, tidy and hygienic

	(
	(
	(
	(


	
	
	What you must cover

You must show that you have covered ALL of the following:
Property
All must be covered. At least 3 of these must be observed by your assessor.
1
Customer property
(
(
(
(
2
Furniture
(
(
(
(
3

Electrical equipment
(
(
(
(
4

Luggage
(
(
(
(
5

Other property

(
(
(
(
Ways of moving property
All must be covered. At least 1 of these must be observed by your assessor.
1
Carrying it
(
(
(
(
2
Using a trolley
(
(
(
(
Places to which property is moved
All must be covered. At least 2 of these must be observed by your assessor.
1
Customer accommodation
(
(
(
(
2
Public areas
(
(
(
(
3

Storage areas
(
(
(
(



	What you must know

	Evidence for this section can be collected in a variety of ways. Your assessor will discuss with you how to collect and record this information.


	Understand how to  receive customer property (Outcome 2)
	Ref.

	K1  K
	State organisational responsibilities for storing customer property
	

	K2 
	State why it is important to deal with customers quickly, politely and helpfully
	

	K3 K
	Describe the right way to greet and deal with customers
	

	K4 K
	Describe the right way to take property from the customer
	

	K5 K
	State the importance of giving customers a proper receipt for their property
	

	K6 K
	Describe how to recognise a suspicious item of property and what to do about it
	


	Know how to handle, move, store customer and organisation property (Outcome 4)
	Ref.

	K7 K
	State how to decide whether to move property by carrying it or by using a trolley
	

	K8 
	List the types of injuries that could happen when lifting and moving different types of property
	

	K9 K
	Describe lifting and handling 
techniques that should be used to stop injuries to self and others and damaging property
	

	K10 K
	List appropriate clothing and footwear when handling heavy or dirty property
	

	K11 K
	State how to avoid losing property when moving and storing it
	

	K12 
	State how to avoid someone taking property without permission
	

	K13 
	State where customer’s property should be stored
	

	K14 
	Outline the types of problems that may happen when moving property and what to do about these
	

	K15 
	State why it might be important to keep storage records and how to fill these in
	

	K16 
	State why storage areas should be kept secure, clean, tidy and hygienic and how to do this
	

	K17 
	Outline the types of problems that might occur with storage areas and what to do about these problems
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



