
Warehouse Staff Guidelines  

HACCP. 

The Following Guidelines are intended for the protection and safe keeping of 

the Commodities during discharge, intake and whilst instore 

Upon intake of commodity to warehouse the following 

applies to all intake. Commodity will only be unloaded in a 

dry area (i.e. outside or inside). Any foreign matter, 

infestation or debris will be advised immediately as per list 

of hazards. 

Water. 

Any apparent water damage or staining of commodity will be separated and notified on 

landing accounts and reports. Photographs will be taken as appropriate, and any damage 

to containers(TEUs) or Haulage will be noted. 

Humidity readings, where required, within the warehouse will be taken daily and noted. 

Foreign Objects. 

Any foreign objects/matter  apparent on packaging/bags will be brushed off and retained 

and noted on landing accounts and reports. Any excessive amounts of dust or debris that 

affect the EGO(externally good order) status of the commodity to be separated and 

reported. 

Any glass (broken or otherwise) will be reported immediately. 

Rodent or Insect Infestation. 

All incidents of rodent(droppings)or live infestation must be identified and reported 

immediately, and commodity isolated and container(TEU) sealed if necessary. 

Chemical/Gas 

Any toxic odours, unidentified powders etc. must be identified and reported immediately. 

Affected commodity must be separated and isolated and container(TEU) sealed if 

necessary. 



 

 

Goods Instore Weighed, Stowed and Sampled. 

All goods will be inspected at least every 48hrs. by warehouse staff by visual walk round. 

All floors and working/open areas within the warehouse will be swept daily, and all debris 

removed to waste.  

All container dunnage is to be cleared daily to waste, and external areas swept and 

removed to waste. 

Electronic rodent indicators to be checked bi-weekly, and any activity advised to London. 

 

 

General. 

Security alarms will be set at all times on vacating the premises. 

Fire alarms will be checked ACTIVE on vacating the premises. 

Automatic warehouse doors will be operational and closed at all times except during 

intake and delivery. 

Fire doors will be kept closed. 

High visibility jackets and hard hats are available for all employees and visitors. 

NO SMOKING within 50 metres of any building. 

 

  


