(Please note that this document is intended to be a guideline. All of the information contained in this template may or may not apply to your warehouse.  Customize this draft to suit your specific business and warehouse processes.  Be sure to remove these comments before you save your final version.)
Warehouse Orientation Manual
WELCOME!

Welcome to our warehouse team!

The purpose of this manual is to help you quickly adjust to our company, its policies and warehouse procedures.  Working in a foodservice warehouse is not an easy job; it requires clear, detailed processes that are closely followed We strive to provide our customers the highest level of service, and in order to do that we must all work as a team – with the shared goal of utmost efficiency and accuracy.  Carefully review this orientation document and bring any questions you have to your new manager or team leader.  

We are happy to have you join us.

Warehouse Management


TERMS & DEFINITIONS

As with any new job, there are important terms that are commonly used in the warehouse.  These terms will sound strange at first, but in time, they will become part of your everyday language.  Since there are many different terms to know, they are divided into the following four sections: People & Places, Equipment, Numbers and Selection Process. 

People & Places
Aisles – passageways paralleling racks where forklifts and pallet jacks are driven.

Aisle Captains – day crew employees who put away inbound product and replenish pick slots in preparation for night selection.

Conventional racking – racking in which the first, second and third levels are used as pick slots.

Cooler – the area of the warehouse where product is kept refrigerated, but not frozen, to prevent spoilage.

Dock – the open area by the shipping/receiving doors where product is staged and counted before being shipped or brought into the warehouse.

Dry warehouse – the area of the warehouse where product is kept without refrigeration.

Freezer – the area of the warehouse where product is kept frozen to prevent spoilage.

Inventory control – employees who count product in pick slots and reserve slots to compare the quantity of product physically on hand to the quantity recorded in the computer.

Let-Down Operators – night crew employees who retrieve product from reserve slots and replenish pick slots for the night selectors.

Pick slots – slots containing product that has been staged for selection.

Racks - metal framework upon which product is stored in slots.

Reserve slots – slots containing product that has been staged for storage prior to being put in a Pick slot.

Runners – day crew employees who transport inbound product from the Loading Dock to the proper aisle for the Aisle captain to put into reserve or pick slots.

Selectors – employees who accurately select product from pick slots and properly place that product on the correct pallets in the correct sequence for drivers to easily locate.

Slots – sections within racks where a particular product is stored.

PIR (Planned Item Retrieval, also called “High-Rise” or “Cherry Pick”- racking in which all slots from floor to ceiling are used as pick slots; this area is used for slow moving items.

Equipment
Bulkhead – an insulated partition used to maintain separate refrigeration temperatures on a straight truck or trailer, dividing frozen product from other products.

Fork Lift – a piece of warehouse equipment used by aisle Captains and Let-Down Operators to place and retrieve pallets of product to and from rack slots.

Pallet – 40” x 48” wooden framework upon which product is placed for storage or shipment.

Pallet Jack – a piece of warehouse equipment used to transport pallets of product through the warehouse during the selection or picking process.

Rear Evaporator – a refrigeration unit mounted towards the rear of a trailer.

Reefer or T.K. – a refrigeration unit mounted to the front of a straight truck’s van body, or the front of a trailer.

Straight Truck – a delivery vehicle whose ban body is permanently attached to the truck chassis.

Tractor/Trailer – a delivery vehicle whose body (the trailer) can be separated from the power unit (the tractor).

Numbers
Customer Number – a unique number attached to a customer to allow that customer to be identified.

Item Number – a unique number attached to a product to be identified, ordered, and tracked throughout the distribution process. Standard Universal Product Code numbers are used wherever possible.

Pallet Number – a number used to identify each pallet to assist in determining who selected the product on that pallet. It is also used on a Load diagram to assist the driver in locating pallets on the load.

Route Number – a number that identifies which route or load a particular truck, pallet, or product is on.

Stop Number – a number used that identifies a customer’s location or sequence as located on a truck; “1” for first stop, “2” for second stop, etc.

Selection Process
Catch Weight – the weight of an item that is sold by the pound.

Cubic Foot – amount of space taken up by product when that product’s length X height X width is measured in feet.

Load Diagram – a sheet created by a Loader showing the location of pallets on a straight truck or trailer used by the driver in locating pallets on the load.

Mark Out – product ordered by the customer that is not founding warehouse.

Mispick – when the product description on the pick label does not match the product description on the case picked; an error made by a Selector when the wrong item is selected and shipped. A major contributor to damage and to customer dissatisfaction.
On Hand – the number of cases of a product that are in the warehouse inventory when a status request is made.

Percent to Standard – a measurement showing how a person performs a task as compared with a standard acceptable level. The goal is to perform a task at 100% of standard, which means that the task was completed exactly in the time the standard said it should have been.

Pick Labels – used by a Selector to locate product for shipment; gives pick location, product description, pack size, stop number, and quantity to pick.

Pick Location – the slot from which a particular product or item can be picked for shipping.

Product – boxes or cases of items stored within the warehouse.

Product Description – a particular product’s brand name. The label is placed on every case of product the Selector has picked.

Product Rotation – movement of product from reserve slot to pick slot to ensure that “the first product in is the first product out.”

Reserve Location – the slot or slots where product is kept and rotated before it goes into the pick slot.

Short – product ordered by a customer but was not shipped or found on the truck.

Sub (Substitution) – a product that will be accepted by a customer if we are out of a product that the customer originally requested.

Work Standards – a measurement of productivity showing the amount of time it should take a person to complete an assigned task at a safe and normal pace.

WAREHOUSE LAYOUT


The warehouse layout is divided into three general areas: dry, cooler, and frozen. Each area has its own dock. In the diagrams below, doors 1-17 are in the freezer area, doors 18-24 are in the cooler area, and doors 25-43 are in the dry area. The docks for cooler and freezer are temperature controlled at 45 degrees Fahrenheit while the dry dock is ambient.
Each aisle should be looked at as a one-way street, with odd numbers on your left and even numbers on your right as you drive down the street. If you see odd numbers on your right and even numbers on your left, you are heading in the wrong direction in that aisle.

The warehouse has different temperature zones designed to protect product while in storage and to maximize shelf life. The Freezer temperature is maintained at 0° to 10° F. The Cooler temperatures vary from 31° F to 55° F.
(Insert your warehouse layout information in the diagrams below or replace the diagrams below with your own)
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PIR
PIR (Planned Item Retrieval) is an area in the dry and frozen warehouse that is used for very slow movers, E & S and some of the more expensive items. It is designed to allow the storage of more items per square foot than in a conventional aisle. PIR has pick slots that are floor to ceiling when conventional pick slots are one to three levels high.

A special type of forklift is used in PIR. It is a forklift whose operator platform rises as the forks rise. This lifts the operator to the level of the pick slot when product is hand-picked and placed onto the pallet located in front of the operator. In other words, if an item is located seven (7) levels up, the lift operator is raised up seven (7) levels and he or she picks and palletizes at that level. 

NOTE: Anyone operating a piece of PIR equipment must wear a protective belt while operating that equipment.

SLOT NUMBERS
Each slot in the warehouse has its own unique location number and label. Slot numbers are broken into three components:

· AISLE number
· BAY number

· SELECTION position
(Insert your slot number information below)
Examples: 
A131 = 
Aisle A
Bay 13

Position 1


D212 = 
Aisle D
Bay 21

Position 2


C323 = 
Aisle C
Bay 32

Position 3


K014 = 
Aisle K
Bay 01

Position 4
AISLES AND SLOTS
If you do not have previous warehouse experience, you may not be familiar with the layout and design of aisles and slots. We will go over the layout of the warehouse, how picking schemes are arranged for the best efficiency, and the general layout of slots and bays.

Let’s begin by going over “slots” and “bays.” Look at the diagram below. The bay is the area between two uprights and is usually two pallets wide. A slot is usually where one pallet is placed within the bay.

Every slot in the warehouse has a number. This is called the “slot number,” “location number,” or “pick slot number.” Although the number is called different things, they all refer to the same area.

SELECTION POSITIONS
Each bay is divided into Selection Positions:  (Insert your company’s slot positions below)
· A two level pick will have four positions:
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· A three level pick will have ten positions:
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These positions will change depending on the traffic flow of the aisle. Example:
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Each slot in the warehouse has a location label. This label gives a lot of valuable information.
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SELECTION LABELS
Selection labels direct the Selector to the proper pick slot, and they alert the Selector to the types of items in the case, such as Catch Weight items (invoiced based on weight), Multi-Pick items, Breaker items (a less-than-full case) or just regular items.
Following are two examples of selection labels.  You will notice that the labels contain a lot of information, some of which is for Warehouse use and some that is for Transportation’s use.  Our labels use four colors – white, blue, red and yellow.  Typically, information that Warehouse needs to use will be in the red and white sections.  

(Insert your company’s selection label(s) below)

Sample: Selection Label for a regular item

Sample: Selection Labels for a Breaker item



DAY WAREHOUSE PROCESS

A. Inbound Carrier Appointment Process

1. A dedicated telephone line and email address are both established and published for all incoming appointment requests.  Learn the telephone number and email address.

2. The Receiving Clerk is responsible for answering and scheduling all inbound appointment requests. 

3. All requests for an inbound appointment are prioritized by Due Date.

4. The following information is required before an appointment will be confirmed:

a. Purchase Order(s)

b. Vendor(s)

c. Carrier

d. Total Cases

5. Upon receiving the required information, the Receiving Clerk verifies that the Purchase Order(s) and Due Date correspond to the information contained in the computer system.

6. After verifying that all information is correct, the Receiving Clerk provides the carrier a confirmed appointment date and time.

B. Time and Date Scheduling

1. To provide accurate and productive time and date scheduling, the Receiving Clerk must first establish appointment completion times for each inbound load.

2. The Receiving Clerk should take into consideration the following guidelines when estimating appointment completion times:

a. Number of line items to be received

b. Case quantities

c. Load type (palletized, floor load, etc.)

d. Catch weighted items.

Although appointment completion times may vary based on a number of pre-existing conditions, the Receiving Clerk must utilize his/her past experience as a gauge.  This process is one of the most important planning functions for the overall efficiency of the Day Warehouse and should be considered a top priority of the Receiving Clerk.
3. The Receiving Clerk utilizes the appointment calendar to determine the most productive date and time for scheduling. This should be calculated by utilizing the Due Date as the highest priority.  If an appointment is not available on the Due Date, the date nearest to the Due Date should be used.  

Note: All appointments must be scheduled within 48 hours of the Due Date.
4. Once a completion time has been established, the Receiving Clerk must confirm a date and appointment time by inserting the carrier, vendor, Purchase Order, and case count into the appointment calendar.  At this point, the Receiving Clerk shall make this date and time known to the individual requesting an appointment.

5. All appointments must be scheduled in a manner that assures completion of inbound unloading by 3:00 PM.  Due to the negative impact that late receiving has on the Night Crew’s operation, no exceptions to this time frame can occur without warehouse management approval.
6. A member of warehouse management must approve any and all work-ins at the time of request.  A “work-in” is defined as a non-scheduled load that must be received in emergency situations.

C. Receiving Calendar Process

1. The receiving calendar is a tool the Receiving Clerk utilizes to ensure a productive and balanced flow of product into the warehouse.

2. It is imperative that each and every door be utilized to its maximum.  To achieve this, the Receiving Clerk must make every attempt to schedule inbound loads from “top to bottom” or early to late.  Another important consideration is to ensure that no time gaps occur between appointments.

3. When considering confirmation of time and date, the Receiving Clerk should immediately refer to the Due Date on the calendar and attempt to find a time window that fits the previous calculated completion time.  This window should either be the first appointment of the day or begin as soon as a previously scheduled appointment ends.  This will eliminate any time gaps.

4. As much consideration as possible should be given to door assignments nearest the aisle that the product is located in.  Two examples: Dry items should be received on the dry-dock nearest aisle.  Freezer product should be received on the refrigerated cooler dock nearest the freezer.  In situations where a truckload of one or two items is being received, the door closest to the aisle(s) in which the product is slotted should be used.
5. As a final analysis, total daily cases and total cases for a specific department are considered.

D. Pre-Shift Preparation – Receiving

1. The receiving supervisor should arrive ½ hour prior to the first appointments scheduled time to complete the pre-shift checklist.

2. As carriers begin to arrive for their appointments, door assignments are given to each carrier that has confirmed appointments.
3. Drivers arriving early are instructed to return to their equipment, park their trailer in the designated location, and they will be either contacted on their CB or mobile phone with further instructions from the Receiving Clerk.
4. After allowing a 15-minute grace period for late carriers, Receiving fills those appointment times with carriers who have arrived early (as long as the early arrival does not take longer to unload than the originally scheduled load).

E. Inbound Driver Instructions

1. After an inbound driver has received his/her door assignment, the Receiver compares the Bill of Lading to the Purchase Order.

2. Outside drivers can not enter the warehouse for unloading unless directed to do so by the Receiving Clerk.

F. Paperwork Verification By Receiver

1. When the driver arrives at the assigned door for unloading, the Receiver must verify the correct Purchase Order to the correct Bill of Lading.

2. After the Receiver has verified the correct paperwork, the Receiver directs the driver to unload the trailer by line item, according to the correct “ti-hi.” In instances where a Lumper is requested, that Lumper unloads and sorts the product for the driver/carrier at the driver/carrier’s expense.

3. If multiple Purchase Orders or Bills of Lading are utilized, each will be verified and matched for accuracy separately.

G. Item Receipt
1. Each item received should be evaluated based on quality, code or expiration date, and description as it relates to our Purchase Order. This includes, but is not limited to:  sanitation of inbound trailer; product temperature; product quality; visible damage; pack size; weight; manufacturer’s description; expiration and pack dates.

2.  After the item has been approved for receipt, the Receiver will instruct the driver or Lumper as to the correct “ti-hi” to stack the item.

3. The Receiver will apply a pallet label on the lowest right case on the pallet, as it would be viewed when in a slot.  The Receiver must maintain a pace to be productive (fast), yet 100% accurate. 
4. It is the Receiver’s responsibility to manage and plan his inbound receipts in a manner that allows for the most productive dock-to-aisle transfer.

H. Dock-to-Aisle Product Transfer

1. It is the responsibility of the Runner to efficiently remove product from the receiving dock and to transfer that product to the assigned aisle for put away.

2. It is the Runner’s responsibility to ensure that the proper flow of product is maintained for all areas, enabling an efficient and productive putaway process by the Aisle Captain.

I. Product Put-Away

1. It is the Aisle Captain’s responsibility to place inbound product into the most efficient reserve slot location possible by utilizing the following procedures:

a. Verify that pallet/product has been assigned a Pallet ID.

b. Inspect product and pallet for damage.

c. Ensure that each pallet can be safely placed into its appropriate reserve slot (pallet height versus slot height).

d. Choose the closest reserve slot location to the item’s pick slot (preferably within 4 bays of the pick slot).

e. Place product into the appropriate reserve slot.

2. Record the product’s location on the storage pallet record or sheet.

J. Product Replenishment
1. It is the Aisle Captain’s responsibility to ensure that all pick slots are sufficiently filled in a matter that eliminates the need for replenishments during the first two hours of night order selection.

2. The following procedures should be utilized when doing any product replenishment:

a. Verify the pick location to be replenished.

b. Identify overstock locations in storage record
c. Retrieve overstock using first in/first out

d. Verify that the product is correct by matching the product description in the storage record to the product description on the actual cases being replenished

3. Remove all shrink wrap or tape from palletized product

4. Clean/sweep all floor slots after each empty pallet has been removed from the slot and before a full pallet is put into the slot

5. Place pallet into the proper pick location

Note:  This procedure is the same for all replenishments made during the selection process.
K. Lumper Program

1. No unauthorized Lumpers are allowed on company property.

2. All Lumpers are retained through a management service at a predetermined rate schedule which is posted in the Shipping Office.

3. All Unloading Charges will be determined by a calculation of Weight, Total Cases, and Number of Line Items.
RECEIVING PROCEDURES


1. Schedule Inbound
Receiving appointments are scheduled by the Receiving Clerk to monitor on-time arrivals as well as ensure an even flow of inbound product into each area of the warehouse – dry, cooler, and freezer. Late arrivals are to be received as time permits. Suppliers and/or carriers are to be held accountable for meeting their scheduled appointments. We should strive to develop a reputation with carriers as a good place to deliver.

2. Purchase Order Matched to Invoice
Invoices must be cross-checked to ensure that they match the company purchase order in terms of quantity, size, pack, and product description.  Any discrepancy must be noted on the over/short/damaged report giving specific reason, and the driver must sign the report.

3. Trucker’s Bill of Lading Matched to Supplier’s Invoice
Any and all discrepancies must be noted on the Trucker’s Bill of Lading before signing for the freight.  The carrier driver must also sign this document.  This is the legal document for transporting the freight.  Take care to never speculate as to the cause of damage.  Report only the known facts.
4. Check Truck’s Temperature
Before unloading the truck, the internal temperature of the trailer and product must be checked and recorded on the supplier’s invoice and purchase order. If the temperature is not within the company guidelines, supervision must be contacted prior to any further action.

5. Check Truck’s Cleanliness and Stability

A visual check of the truck must be made to be sure it is in the proper condition for hauling food products.  If there are any variations to the company standards, supervision is to be notified immediately.  Be sure the vehicle floor will support a pallet jack prior to entering the vehicle.
6. Check Product for External Visual Damage
A visual check of all incoming freight must be made as the product is unloaded. This should include walking around pallets to ensure there are no broken or leaking cases.  Any cases that appear crushed must be opened and contents inspected.  Be sure to note all damage on the Bill of Lading and over/short/damaged report and have the driver sign both forms.
7. Check “Ti-Hi” of Product
Set “ti-hi’s” for all products should be in the system for incoming freight.  This information needs to be on the purchase order and verified at the time of receiving to assure that the product will fit in the racking system without restacking.

8. Check Pallet Condition
Pallet condition must be checked at time of receiving to be sure it is of good quality.  Any pallets with broken boards, missing boards or protruding nails must be refused and restacked.  It must be noted if a pallet is refused or restacked.  If the product is restacked because of pallet condition, the vendor will be billed back for the required labor.

9. Check All Code Dates
All incoming dated products must be checked and dates recorded on the purchase order.  No product should be accepted that is not within company guidelines.  Any questions on the guidelines should be addressed to the area supervisor.  A receiving sticker, indicating UPC, date received, and quantity should be attached to the case on the lower right corner as that pallet will be seen in the slot.
10. Spot Check Weights (Develop practice based on vendor performance.)
All items with random weights must be spot-checked.  Practices of periodically checking all incoming weights will be based on the vendor’s track record for accuracy.  Suppliers with a track record of incorrect weights are to be checked thoroughly.  Purchasing must be notified of habitual problems.

11. Lumpers
Drivers are responsible for unloading, and they are to maintain the general pace of receiving. Some choose to hire lumpers; however, we cannot require that they hire lumpers, merely that the pace be maintained.  In situations where it appears that the pace is deliberately slow, supervision should be contacted immediately.

12. Security
No overhead doors are to be opened without a truck at the door and the receiver there. Open doors invite birds. No drivers are to be on the dock without a company employee. Carrier trucks are to be inspected prior to closing overhead doors to ensure that all company product and equipment has been removed. Product should not be left on the dock near loading doors. At no time is product or money to be accepted from outside drivers by company employees.

PUT-AWAY PROCEDURES


1. Verify the product being moved is the correct product and it is stacked properly to be placed in a pick location before proceeding.

2. Follow all equipment safety requirements.  Follow all rules and safe practices in the operation of all equipment used for stock replenishment.  Notify your supervisor of any unsafe conditions of any equipment or racking before taking chances.

3. Accurately record all movement of inventory. Maintain accurate records (manually or automatically, depending on your system) of all movement of inventory from the receiving dock to the pick or reserve location.

4. Whenever possible, go straight to the pick location. The more a product is handled, the more it is likely to be damaged and the more expensive it becomes.

5. Identify and ensure accurate pick location. Ensure that inventory is placed in or near the correct pick location if using fixed pick slots.  An acceptably close location is above or within two bays of the product’s pick slot.  If using floating pick slots, make sure that pick locations are accurate and identified in a timely fashion.

6. Stock rotation using first in/first out.  Restock product so that the oldest product is transferred from Reserve to the Pick Slot first.  When “hand-stacking,” ensure that product is stacked level or towards the front of the pallet so that it is visible for counting or selecting purposes.  Do not mix product.

7. Remove shrink-wrap or other banding material.  When placing pallets in pick locations, remove all shrink-wrap or other banding material. This will make selection easier, help maintain better sanitation, be safer, and prevent materials from damaging equipment.

8. Clean pallet area.  If replenishing a floor location, removed the old pallet and sweep the pallet location before inserting the new pallet. If there is leakage on the floor, notify sanitation to clean with the proper chemicals to ensure proper sanitation.

9. Stack in proper ti-hi.  Make sure that the ti-hi on the product being handled is correct for the type of slot into which it is being placed. Re-handling costs time and money and increases the chance of damage. “Front” all hand-stacked product when necessary; hand-stacked product toward the front of the pallet can be more easily seen from the floor level by the let-down operators and/or Inventory Control.

10. Inspect inventory before stocking. Inspect all product for visible damage, leakage, and dating problems before putting it in to pick locations.  Customers do not want damaged or out-of-date product. Send damaged, spoiled, or dated product to your salvage area and deal with accordingly. Ensure that the proper people are notified of damaged or dated product for inventory, reimbursement or replacement concerns.

11. Keep accurate records. All movement of product should be recorded so that its location can be readily identified. Your accuracy helps the let-down operators and Inventory Control personnel.
NIGHT WAREHOUSE PROCESS

A. Shift Start-up Meetings
1. At the start of each shift, the Manager or Supervisor is to conduct a daily shift “start-up meeting” at which the following takes place:

a. Attendance is recorded

b. Review of previous day’s results
c. Discussion of new business and announcements

d. Manpower scheduling

e. Associate questions are answered

f. Safety attire check (PIR safety harness)

2. At the conclusion of each start up meeting, each employee will conduct a pre-trip inspection of his or her assigned material handling equipment.  A daily Pre-Trip Inspection report is to be filled out to ensure that assigned equipment is in safe operating condition.  If a safety hazard is found, the equipment in question is immediately deadlined until released by the Facility Maintenance Manager. A formal Lockout/Tagout procedure is in place to ensure no one can operate the equipment while it is in an unsafe condition.  All material handling equipment has been pre-assigned to associates and a formal numbering system is in place for each individual piece of equipment.

B. Order Processing
1. After the transportation routing process has taken place, the Data Processing Dept. will generate order selection labels for the following areas:

a. Dry

b. Freezer

c. Cooler

d. Frozen PIR

e. Chemicals
f. Any other designated areas
2. Each order selection batch is created with a 110-cube maximum per batch, with stop sequence being utilized as the item criteria. Exceptions to 110-cube rule may occur due to the fact we do not split the same line item into separate batches and/or a separated stop function is utilized.  The separated stop function is a process by which only one stop per customer is selected per selection batch. This function is utilized in circumstances where dock stops or large orders can be delivered more efficiently if their orders are segregated from other stops.

3. After the Data Processing Dept. has completed processing all order selection batches, it distributes the selection labels to the Night Clerk.

4. Selection labels are printed by department, in ascending route sequence by area. Our Transportation Department assigns route numbers based on dispatch times.
5. The loading report is a checklist designed to provide the Loading Supervisor with a pallet count from each department for each route. This tool minimizes the chance of a mis-loaded pallet and also provides each loader with an opportunity to “map” out each trailer for the most efficient pallet placement, thus providing the driver with a properly stop sequenced load.

6. All selection labels are maintained in designated areas (i.e., freezer, cooler, dry, etc.), in route sequence, until picked up by the order selectors. Each Order Selector may only work with one label batch at a time unless otherwise instructed by management. This prevents orders being selected out of sequence.
7. Each label batch is retrieved by the Order Selectors according to department and route number sequence. Selections areas are labeled as:

a. Dry & Chemical

b. Freezer

c. Cooler

d. Frozen PIR

e. Subway

f. Shrimp
8. Each label batch contains the following label types:
a. Header Label:  An information label that provides the selector with the total cube for each stop they will be selecting. This information helps the order selector pre-plan the selection processes so he/she can more effectively stack product in stop sequence for an efficient delivery by the driver.

b. Trailer Label:  An information label that contains each stop that was selected on a specific pallet. This label is placed on a “Load Diagram” that is provided for the driver.  From this load diagram the driver can more effectively locate product for each customer while on route.

c. Product Label:  A label that is applied to each case selected. This label contains the following information:

· Customer name and number

· Item Description and number

· Warehouse Slot location

· Invoice number

· Stop sequence number

· Number of cases of each item to be selected

· Ship date

C. Order Selection Process
1. The order selection process begins with each order selector retrieving a label batch. Label batches are distributed in ascending route number sequence to ensure that routes are selected according to dispatch requirements.
2. Prior to beginning the actual selection process, each order selector will utilize the Header label to determine how many cubes he/she has for each stop he/she will be selecting.  Once this is determined the selector can “map” out where the product for each stop will be located on the pallet.  Order Selectors are trained to stack product in descending stop sequence from the bottom to top of the pallet for the efficient unloading of product by the driver.
3. After “mapping” the stop sequence for the label batch, the Order Selector proceeds to the first pick slot as indicated on his product label. 
4. Upon arriving at the correct pick slot, the Order Selector will visually verify the product with the label.
5.  Based on top sequence, the Selector will stack the product in the appropriate location on the pallet while ensuring that the Product Label faces the front (the side of the case that will be facing the driver locating the product during the unloading process) of the pallet.  This process reduces the time a driver spends searching for the product when making a delivery.
6. After retrieving the correct quantity of product from the pick slot, the Selector will then proceed to the next pick slot as identified by the product label.
7. If an Order Selector arrives at the correct pick slot and there is no product or not enough product to fill the order, he/she immediately places a sold out label in the replenishment box for the area. After notification for replenishment, the Order Selector then either proceeds with the pick process and returns to get the replenished product after completing the entire label batch or they wait for the replenishment to be made. The decision to continue to the pick process or wait for a replenishment is determined by evaluating which is the most productive. 
8. After completing the entire label batch, the Order Selector then proceeds to the re-assigned dock door for staging of the completed pallets. It is the Order Selector’s responsibility to attach the label batch’s Trailer Label in a manner that is easily visible and removable for a Loader.
9. After properly staging the completed order, the Order Selector returns to the designated area to receive the next label batch.

D. Loading Process
1. The Night Clerk retrieves batch labels from Data Processing.
2. The Night Clerk separates by load his/her label reports (which are replicas of all the labels) and load efficiency reports.
3. These reports are combined by a blank loading diagram for distribution to Loaders.
4. Loaders use the reports to develop loading diagrams that show the location of each pallet on a load (“mapping”).  The original goes to the Driver and a copy is left in Transportation along with the load efficiency report for reference during the day, if needed. Any special instructions are included on the load efficiency report.
5. Once the load is complete, the Loader checks with the Supervisor for any shorts for the load and has the supervisor verify any special instructions on the load efficiency report.  The Loader then closes up the truck and turns the paperwork into the Shipping office.
6. All staged pallets are shrink-wrapped by the Selector.  Shrink wrapping helps ensure that the product arrives to the customer free of damage.
7. Pallets are then loaded onto the pre-assigned trailer.  Freezer pallets are loaded first onto the trailer with the low stops of the pallets facing the side door of the trailer. After the Freezer pallets are loaded, a portable bulkhead is placed in the trailer to segregate the frozen product.  After the bulkhead is installed, the Dry and Cooler pallets are then loaded in stop sequence so that the last stop’s product is in front of the trailer and the first stop’s product is closest to the rear door.
8. Each loader creates a load diagram as he/she loads the trailer. The load diagram, will show the Driver where each stop is located on the trailer and for each department.
9. After the Warehouse Supervisor verifies each trailer, the Yard Jockey is informed, usually by handset, that the trailer is loaded and ready to be staged in the yard. The Yard Jockey will then verify that the dock door is closed (to prevent pulling out any trailers with loaders still on them), take that trailer to its appropriate spot in the yard and replace it with the next trailer assigned to that door.

SELECTION PROCEDURES


In order for a Selector to be successful and do an efficient job, this checklist of responsibilities should be followed.

1. Report to work on time and complete a pre-trip inspection before using the warehouse equipment assigned.

2. Get your assigned batch labels from designated areas in dry, cooler, and frozen. Verify that all labels are for the same route. Communicate any discrepancies and/or questions to your supervisor.

3. Key necessary batch information into the computer system.
4. Use only clean Grade-A or B pallets (hardwood, with no broken or missing boards and no protruding nails).

5. Select product accurately.

6. Stack cases in the proper sequence for unloading, keeping track of what goes on “A” pallet and on “B” pallet.

7. Make sure labels are on the right product. Place all labels to the front of the pallet (toward the pallet jack battery) for dry and cooler.  Place labels toward the right side (as looking at the pallet from the pallet jack) for freezer items.  Remove any labels that are on the product if it has been shipped and returned before.

8. Record accurate catch-weights.  Errors could cause a customer to pay more than it should or could cause us to give the product away free.

9. Keep product within confines of pallet. Put heavy cases on bottom and light cases on top.  Both precautions will reduce product damages.
10. Select quality products – no damages.  Customers will send back damaged product and it may cost the company additional expenses such as an “off day” delivery.

11. Maintain a high standard for picking (accuracy and timeliness).  Late trucks cause unhappy customers. Unhappy customers will purchase elsewhere.  Less business will result in fewer jobs available.

12. Notify let-down person of any let-downs or replenishments that you may need.  Put damages in designated areas and notify supervision.
13. Drop off completed pallets at the correct shipping door.

14. Place trailer label on upper right case of each pallet.

15. Clean up as you go – if you mess it up, clean it up.

.
16. Operate equipment safely.  Return equipment to its designated location.

17. Treat all other Associates with respect.

Requirements for Selectors that will enable you to do the job properly and safely:

1. Ability to lift 100 pounds without injury.

2. Be in good physical health.

3. Ability to work extended hours.

4. Work quickly in a calm manner.

5. Good reading and math skills.

6. Good planning skills for product stacking.
The Selector’s objectives are:

1. To accurately select product and place that product on the correct pallet in the correct position so as to eliminate damage and to allow your customer – the Driver – to quickly locate that product.

2. To ensure that the correct product is put in the correct truck for shipment.

3. To do your job as quickly and as accurately as possible to ensure that we have no late loads and that our Customers get the product that they ordered.



SELECTION PREFERRED WORK METHODS

As in any other profession, there are certain “tricks of the trade” that make the job easier. Little things such as where you position your pallet jack when you select product from a pick slot can result in an extra mile of walking and carrying product if you don’t use your head. “Preferred Work Methods” are methods that have been proven to make your job easier and to reduce the possibility of error. Here are some tried and proven methods you must use:
1. Park your pallet jack near the order pick-up desk so as to not block traffic.

2. Obtain the next batch of labels from the order desk.  Take the batch on top.  Do not “dig” for other batches.  Take one batch at a time unless specifically instructed by super-vision to do otherwise.

3. Key in your employee number; press “Enter.” Key in the assignment number; press “Enter.” 
4. Read the screen for goal time, performance percentage on last assignment and cumulative performance for the day.

5. Apply header label to selection sheet.

6. Review the labels to identify large quantities which may influence the building of a pallet.  Hold all labels in your hand for the duration of the selection assignment.

7. Travel the most direct route to the first slot to begin selecting the order.

8. Park your equipment within one step of the rack to allow other selectors to pass.  For park points with more than one item, park closest to the slot with multiples. Dismount equipment on the side of the aisle where the pick is located.

9. Read the label for the slot number, item description, quantity and selection position.
10. Verify the item description and slot number while walking to the slot.
11. Peel the selection label from backing while walking to the slot.

12. Place the selection label to each case while obtaining the case from the slot.  For quantities greater than 12, place label on that last case.  Anything less than 12 requires one label per case.

13. Make sure that any catch-weight label faces outward.  Record all catch-weights on label.  If there are more than 10 catch-weights, write on catch-weight sheet and attach label.

14. Use a case hook for difficult to reach cases.

15. Avoid walking around the pallet to place cases on the pallet.

16. For normal selection orders, place cases on pallet in the proper zone with other items for that stop.

17. For dry and cooler items, place labels facing the pallet jack battery.  For frozen items, place labels on the right side of the case as you look at it from the pallet jack battery.

18. Minimize re-handling.

19. Build a stable pallet when selecting cases.  Do not put heavy items on top of crushable items.

20. Select the cases for all slots within four pallet positions on one side.

21. Walk with jack if the pick slot for the next item to be picked is between four and eight pallet positions away from your last pick.

22. Ride the jack to the next slot if it is further than eight pallet positions away from your last pick.
23. If an “out” item is encountered, continue selection and place label in “out box” when your batch is completed.  If your order calls for 4 of an item and there are 2 in the slot, pick those 2 and place the other 2 labels in the “out box.”  Indicate on label the number of pieces you selected.

24. Wrap pallets in an area that does not cause congestion on the way to the dock.

25. Place trailer label on to upper case in right corner of pallet.

26. Drop off pallet at proper door.

27. Travel from door to the pallet pick-up area and obtain pallets.

28. Return to order desk promptly, drop off any “outs” or catch-weight information and key in to the next selection cycle.

29. Use safe methods and practices.

30. Take authorized time for breaks only when scheduled.

LET-DOWN PROCEDURES


“Let-Downs” or replenishments are performed by two warehouse positions:  Aisle Captains on day shifts and Let-Down Operators on night shifts.
Aisle Captains replenish pick slots as needed to ensure that their portion of the warehouse is “ready” for the night crew (“ready” means there is sufficient product in each pick slot to eliminate the need for any let-downs in the first two hours of the shift).

Let-Down Operators replenish pick slots so that Selectors will not have “shorts.” Their goal is to replenish slots as quickly as possible.
Procedure
The constant “rule of thumb” is the oldest product in reserve goes in to the pick slot first. First in/first out (FIFO) rotation is extremely critical for this position.

Proper paperwork maintenance is very important. All moves must be accurately recorded. Failure to do so results in inaccurate inventory, hard-to-locate product, and possible out-of-date product.

As time permits, all floor level slots are to be swept out.

During seasonal changes and when items are on sale, items will need to be moved to bigger slots to accommodate more product in the picking slot and fewer let-downs.

LOADING PROCEDURES

There are several considerations when loading delivery vehicles at your location.

1. Loading must be completed prior to the scheduled departure time. Departure times are calculated to allow the driver sufficient time to arrive at his first stop on schedule.

2. Trucks and trailers should be loaded in reverse stop order so the first stop is on the rear of the vehicle.

3. A Load Diagram should be completed for every load showing the driver where product is placed on the load. This will speed up the process for the driver en route.

4. The product must be loaded in such a way that ordinary vehicle movement will not damage the product. There should not be empty spaces (“holes”) in the load, which allow for the product to be damaged from shifting as the vehicle travels or makes sudden stops or turns.

5. If the product is selected using labels, it must be loaded with the label toward the door to be used for unloading. This would normally be the rear door for dry and cooler product or the side door for frozen product.

The actual loading procedures can vary. Some large operations put the vehicles at the refrigerated dock first and then move them to the dry dock.  Our current procedure is to load at every other door. Example: load even numbered doors (2, 4, 6, 8, etc.) while preparing odd numbered doors (1, 3, 5, 7, etc.). Once the even doors are loaded, we load at the odd doors while preparing the even numbered doors. This allows room for product to be placed on the dock without delaying or reducing the loaders productivity.
Bulkheads

All loads should have a bulkhead positioned between the frozen compartment and the cooler/dry compartment. This bulkhead should be “fitted” for the vehicle in which it is placed and should be secured in an upright position with either holding bars or straps, whichever way the trailer or truck body is equipped. It is the Loader’s responsibility to ensure that this is done for every load.

Holding Bars

Holding bars are to be used on every load to prevent product form falling over en route. It is the Driver’s responsibility to ensure that holding bars are in proper position before any load leaves the yard.
INVENTORY CONTROL

Inventory Control is responsible for the accuracy and protection of our inventory, specifically to ensure that the “physical” inventory (product actually on hand in our warehouse) matches the “virtual” inventory (product shown to be on hand in the computer).

1. Daily Out Report:  Each morning Inventory Control needs to physically check into items that were marked out as not being in stock the previous night, but show product on hand in the computer. Reserve slots are checked to see if this product is physically in the warehouse and has been mis-slotted. Based on these results adjustments are made in the system to ensure accuracy.
2. Inventory also needs to be checked each day on items that were shipped the previous night, when the computer shows a negative quantity on hand. Product in slots is checked to ensure that it is the correct product, and adjustments are made to the computer to ensure accuracy.

3. “High Dollar” items such as meat and seafood items are inventoried on at least a weekly basis.

4. Cycle Counting is done daily. This involves counting a certain percentage of product daily. If this process is done correctly, all items in the warehouse can be counted at least quarterly.

5. All perishable items that have a short shelf life (milk, fresh chicken, etc.) are inventoried and date checked on at least a weekly basis.

6. Items that the computer shows as having three days or less supply are counted to ensure accuracy and ensure a better fill rate on customer orders.
DRIVER CHECK-IN
1. Returns

a. Company vehicles should be checked in (received) just as any other in-bound freight carrier would be.  With the driver accurately recording his credits and return codes during the day, we have the ability to know exactly what should be returning on the truck and why.  This ensures timely credit memos for that day’s deliveries and a paper trail for pick ups.  It also documents all product on the truck. It is the Driver Check-In person’s responsibility to ensure that all documentation is accurate and that all returned product is properly handled to maintain product integrity.

b. Resalable product should be returned immediately to stock.  Unsalable product or product requiring further processing should be placed in a recovery area for further inspection regarding disposition.

c. Perishable product should not be left on the dry dock.  Frozen product should not be left on the cooler dock.  Such product needs to be returned to its proper area as soon as possible so as to avoid damage.

2. Collections

At the end of each trip, drivers check in with a Collection Clerk and turn in all collections for that day.  All collected invoices must be paid or marked indicating approval for delivery without collecting.  This ensures that any questions about collections can be addressed immediately, and the driver can answer any questions while the information is still fresh. Cash reconciliation takes place at this time.

3. Paperwork

a. Invoices are checked sequentially to ensure that there are no missing invoices.

b. Each invoice is checked for any marking that may indicate a delivery problem.

c. These markings are matched against the credit memo list and pick-up sheets.  This again allows problem review, if necessary, while the information is still fresh.

4. Review
Each day’s events are reviewed. This review allows the Transportation Manager to get timely and accurate information about the day’s deliveries.  Issues such as routing, time windows, how the truck is loaded, customer requirements, and shipping problems can be addressed immediately to make necessary improvements.

EQUIPMENT INSPECTION

Every equipment operator is to inspect his or her equipment prior to the start of the shift to ensure a proper mechanical condition for that piece of equipment.

A daily checklist is to be completed for the operator even if there are no mechanical problems with the piece of equipment involved.  If equipment repairs are needed, fill out a request sheet and turn it in to supervision.

There are two types of mechanical problems or defects that may occur: convenience items and safety items. Safety items are those which directly impact the safe operation of that piece of equipment.  All safety defects are to be reported to your supervisor immediately so that the necessary corrective action can take place. DO NOT OPERATE a piece of equipment that has a defect that could cause an accident.  Convenience items do not directly impact an operator’s safety but should be reported so repair can be made when time permits.
Checklists and repair sheets are located in the equipment charging area.  

COMMUNICATION


Management to Employee
Management must strive to foster an environment where employees feel encouraged to be involved.  In order to have open, honest communication, employees must feel that they have an outlet for venting frustrations and for making constructive suggestions without fear of negative repercussions.  Management holds regular meetings with employees, keeping them abreast of department and company news.  Our “open door policy” applies to all employees. 
Warehouse to Purchasing
The warehouse has a responsibility to keep the purchasing department informed on incoming freight discrepancies, including late trucks, shortages and damages.  This process needs to be very timely and should not be cumbersome.  A group voice mail message from the receiving clerk giving detailed information serves this purpose well.

Warehouse to Sales
The sales department needs to receive certain information from the warehouse.  A daily voice mail is sent out giving the previous night’s results, such as number of loads, total pieces picked, and the time that the last truck was loaded.

Warehouse Shift-to-Shift
This communication is crucial to a well-run Operations Department.  A shift log is a great tool to keep this communication going.  During the day everyone gets very busy and can easily forget to pass on crucial information to the relieving staff.  The easier it is for the shift supervisors to communicate with each other, the better the intershift communication will be.  This information includes special requests from sales regarding customers and new accounts, product location for special items or special projects, and other status issues.  This communication takes place via a clipboard between shift supervisors or via voice mail.
Receiving Clerks to Receivers
The Receiving Clerk should keep the receivers or area team leaders informed of any exceptions that arise from the inbound schedule.  A daily review of the schedule in advance is very helpful.

Receivers to Warehouse Personnel
The Receivers should communicate to warehouse supervision and with the Aisle Captains regarding any timing issues involving large loads that negatively impact an Aisle Captain’s ability to keep up with the volume on an on-time basis.

Warehouse Personnel to Inventory Control
Warehouse personnel can be very helpful to the inventory control people by keeping them informed of damage and the cause(s) of that damage.  If a product’s location is contributing to excessive damage, that information needs to be passed on for correction.  The understanding of each other’s functions will help both parties improve what needs to be communicated.
GENERAL JOB DESCRIPTIONS
Title: 

Selector, Night 

Department: 
Night Warehouse 
Reports To: 
Manager, Night Warehouse 
Hours: 
Flexible, depending on shift requirements 

Responsibilities: 
1. Completes equipment checklist at the beginning and ending of each shift for assigned equipment. 
2. Labels products correctly for each assigned route and pack size and visibility for unloading.
3. Appropriately stacks skids per route schedule and cases on skids as safety regulates. 
4. Practices “clean as you go” policy.

5. Communicates pallet discrepancies and/or special stops to dock supervisor. 
6. Follow all safety and HACCP procedures and the FIFO policy.

7. Strives to meet goals for error-free picking

8. Drops off completed skids at correct shipping door. 
9. Maintains required production rates. 
10. Assures products and pallets used are not damaged; assures pallets are clean.

11. Records accurate catch-weights. 
12. Assures damaged products and pallets are placed in proper area.

Required Skills: 
· Capable of operating pallet jacks safely and properly

· Ability to multi-task effectively

· Attention to accuracy and detail

· Punctuality and reliability and grace under pressure
· Excellent communication skills, both written and verbal

· Capable of basic arithmetic calculations
· Must not be functionally hearing impaired
· Ability to perform repetitive, manual material handling without restriction requiring (but not limited to) the following physical abilities: kneeling, crouching, reaching, standing, walking, pushing, pulling, and grasping.  Must demonstrate the strength and aerobic capacity required for the above-mentioned work
· Capable of working in controlled temperature environment
· Must have 20/20 correctable vision as well as the ability to distinguish the colors of company signage and labeling system
· Capable of lifting up to 50-100 lbs. regularly, at a minimum of 8 hours per work shift at 100% of company standard
· Ability to work well with others
· Product knowledge of all areas

· Well groomed, neat appearance 

Title:

Loader
Department:
Night Warehouse

Reports To:
Manager, Night Warehouse

Hours:
Flexible, depending on shift requirements


Responsibilities: 
1. Inspect loading equipment. 
2. Identify each truck with its correct door.

3. Be aware of skid counts on each truck to allow proper loading by stop.

4. Identify trucks with their properly scheduled routes.

5. Load pallets in proper sequence. 
6. Foster good communication and team work with selectors. 
7. Make sure each truck is clean before loading. 
8. Identify possible errors or issues including poor condition of pallets and hazardous stacking of product; take steps to prevent problems. 

9. Make sure all products are on the truck, in proper position/sequence and the right route is on the right truck.

10. Communicate number of pallets to dock supervisor.

11. Operate equipment safely, protecting trailer interior from damage. 
12. Record and inform supervisor of damages to truck interior whether pre-existing or new.

13. Keep dock area clean. 
14. Use proper amount of shrink wrap to protect product. 
15. Ensure box count product is correct. 
16. Maintain good communication with the jockey and dock supervisor. 
17. Ensure that load bars are in place (and bulkheads) to protect product. 
18. Put pump jacks on designated loads for designated stops.  

Required Skills: 
· Capable of operating pallet jacks safely and properly

· Ability to multi-task effectively

· Attention to accuracy and detail

· Punctuality and reliability and grace under pressure
· Excellent communication skills, both written and verbal

· Capable of basic arithmetic calculations
· Must not be functionally hearing impaired
· Ability to perform repetitive, manual material handling without restriction requiring (but not limited to) the following physical abilities: kneeling, crouching, reaching, standing, walking, pushing, pulling, and grasping.  Must demonstrate the strength and aerobic capacity required for the above-mentioned work
· Capable of working in controlled temperature environment
· Must have 20/20 correctable vision as well as the ability to distinguish the colors of company signage and labeling system
· Capable of lifting up to 50-100 lbs. regularly, at a minimum of 8 hours per work shift at 100% of company standard
· Ability to work well with others
· Product knowledge of all areas

· Well groomed, neat appearance 

Title: 

Receiver 
Department: 
Day Warehouse 
Reports To: 
Manager, Day Warehouse 
Hours: 
40 hours per week 

Responsibilities: 

1. Multi-task by handling multiple trucks at one time.  

2. Ensure that drivers and lumpers know proper unloading procedures.

3. Unload palletized trucks as time allows.  

4. Verify all paperwork and bills of lading against purchase orders for exact data.

5. Monitor quality of pallets; properly discard/store damaged pallets.

6. Check product quality, separation and temperatures before accepting.  Ensure that product is refused/returned when it does not meet required standards or is damaged.   Ensure that code dates are acceptable.  

7. Track and record all product returns.

8. Ensure that pallets are securely wrapped for safe handling and properly labeled.

9. Collect signatures or initials from drivers for any changes made to bills of lading.

10. Ensure that code dates are acceptable. 
11. Report item discrepancies (pack size, quantity, etc.) immediately.

12. Verify that no company-owned equipment or product is left on the truck. 
13. Maintain a clean dock area, free of debris.

14. Complete equipment check list at the beginning and ending of each shift for assigned equipment. 
15. Follow all safety and HACCP procedures and the FIFO policy.

16. Assist runners to ensure smooth movement of product from dock to aisle. 
Required Skills: 
· Capable of operating pallet jacks safely and properly

· Ability to multi-task effectively

· Attention to accuracy and detail

· Punctuality and reliability and grace under pressure
· Excellent communication skills, both written and verbal

· Capable of basic arithmetic calculations
· Must not be functionally hearing impaired
· Ability to perform repetitive, manual material handling without restriction requiring (but not limited to) the following physical abilities: kneeling, crouching, reaching, standing, walking, pushing, pulling, and grasping.  Must demonstrate the strength and aerobic capacity required for the above-mentioned work
· Capable of working in controlled temperature environment
· Must have 20/20 correctable vision as well as the ability to distinguish the colors of company signage and labeling system
· Capable of lifting up to 50-100 lbs. regularly, at a minimum of 8 hours per work shift at 100% of company standard
· Ability to work well with others
· Product knowledge of all areas

· Well groomed, neat appearance 
Title:
Aisle Captain (Cooler, Dry, Freezer, Produce)

Department:
Day Warehouse

Reports To:
Manager, Day Warehouse

Hours:
 40 hours per week

Responsibilities: 
I. Daily Responsibilities


1. Replenish stock. 

2. Stock rotation. 

3. Level product in pick slots. 

4. Put stock in reserve. 

5. Sweep slots and remove damage. 

6. Remove shrink wrap from skids placed in pick slots. 

7. Separate empty pallets (good from bad). 

8. Check product accurately when received from the runner/team leader. 

9. Pick up debris from aisles as it occurs. 

10. Remove damaged pallets and replace with good skids. 

11. Slot label replacement on racks as needed. 

12. Report damaged racking to building maintenance immediately upon findings. 

13. Safe operation of machinery (equipment). 

14. Complete equipment check list at the beginning and ending of each shift for 

      assigned equipment. 

15. Back supports must be worn. 

16. Good communication with runner. 

17. Verify empty pick slots. 
II. Bar Code Inventory Control Responsibilities

1. Log-in and check out scanning unit.
2. Scan pallet number received from runner. 
3. Verify and enter pallet quantity and item UPC. 
4. Scan location and rack where pallet is to be placed. 
5. Use "move function" for replenishment and stock rotation. 


a. Scan item number or pallet number to be moved. 


b. Scan new location and rack. 
6. Check for damaged bar code labels, report as found, and replace as soon as 

 possible. 


Required Skills:
• Ability to operate forklift/order picker. 
• Good math skills. 
• Ability to learn and operate hand held units. 
• Ability to read and comprehend. 
• Attention to accuracy and detail. 

• Ability to plan product rotation and reserve slot placement. 

• Ability to lift 100 pounds with proper lifting techniques. 
• Warehouse experience and layout familiarity. 
• Ability to work calmly under pressure. 
• Punctuality and reliability. 
• Ability to work in cooler temperature zones. 

Title:

Runner 
Department:
Warehouse

 
Reports To:
Manager, Day Warehouse 

Hours: 
40 hours per week 

Responsibilities: 
1. Utilizes tools within bar code inventory control system.

a. Logs in and checks out hand held unit. 
b. Scans pallet number received from receiver. 
c. Scans aisle location and rack where pallet is to be dropped.  
2. Transports received products to proper aisle/pick slot.

a. Assures received pallets are in good condition.
b. Assures pallet labels are placed properly on products. 
c. Assures products are correctly identified and not damaged.
3. Maintains good communication with receiver and supervision.

4. Safely operates all equipment related to receiving and slotting.

5. Completes equipment check list at the beginning and ending of each shift for assigned equipment. 
6. Maintains clean running areas (i.e. pick up debris).

7. Complies with error free work methods.

Required Skills : 
· Capable of operating pallet jacks safely and properly

· Attention to accuracy and detail

· Ability to work calmly under pressure

· Punctuality and reliability

· Must be able to read, write and comprehend written instructions and numbering.

· Must be able to compute routine arithmetic calculations
· Must not be functionally hearing impaired
· Must be able to perform repetitive, manual material handling without restriction requiring (but not limited to) the following physical abilities: kneeling, crouching, reaching, standing, walking, pushing, pulling, and grasping.  Must demonstrate the strength and aerobic capacity required for the above-mentioned work
· Must be capable of working in controlled temperature environment
· Must have 20/20 correctable vision as well as the ability to distinguish the colors of company signage and labeling system
· Must be capable of lifting up to 20 lbs. occasionally, and up to 10 lbs. frequently, and a negligible amount constantly, at a minimum of 8 hours per work shift at 100% of Company standard
· Must be capable of verbally communicating instructions in a quick, and accurate manner
· Must have ability to work well with others
· Must maintain open communication with supervisors
· Product knowledge of all areas

· Well groomed, neat appearance 

Employee Training Evaluation:

A training evaluation interview will be conducted bi-weekly by the manager of the warehouse during the probationary period. Upon satisfactory results, the interview will be filed in the employee’s training folder. The trainee will be notified of his/her results.

Upon unsatisfactory results (failure to achieve desired learning outcome), management will choose one of the two courses of action below:

a. Retrain the employee. File results and decision in the training folder.  Notify the trainee of the decision and action to be taken. 

b. Release the employee from employment. File results and decision in the training folder.  Notify the trainee of the decision and action to be taken. 

Why Orientation/Training is Beneficial to the Company?
· Leads to improved profitability, providing job security for all employees.

· Aids in increasing productivity and/or quality of work, making us more competitive.

· Improves labor-management relations and the spirit of teamwork.

· Improves the job knowledge and skills at all levels, making us more professional.

· Improves the morale of the work force by providing consistency on how things are done.

· Helps create a better corporate image, attracting more stockholders.

· Aids in development for promotion from within, building a stronger team.

· Helps employees adjust to change, which is very important in today’s world.

· Makes the organization a better place to work and live.
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