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Overview 
 

This standard covers the competence required to provide leadership to the 
team.  It is about giving direction to the members of the team, and includes 
motivating and supporting them to achieve team and personal work objectives. 

This standard also covers the competence required to initiate and manage 
change.  It is about encouraging and supporting the identification and practical 
implementation of ideas.  It includes the planning that is needed to make a 
specific change, or to put into practice a programme of change.  It involves 
developing a strategy to make the required change, taking note of barriers, 
risks and the need to put appropriate monitoring and communication systems in 
place.  It is also about putting into practice the strategy and associate plans for 
a specific change or programme of change.  This involves putting in place the 
necessary resources and supporting systems, including monitoring and 
communications, to turn the ‘vision’ into practical reality. 

This standard also covers the competence required to promote equal 
opportunity and diversity. This standard is about actively promoting equality of 
opportunity and diversity in the workplace and within own area of responsibility. 
It addresses the need to recognise and take steps to prevent any instances of 
bullying, harassment or discrimination in the workplace.  It is intended to go 
beyond compliance with equality legislation and move towards a situation 
where there is awareness in your area of and active commitment to the need to 
ensure equality of opportunity and the benefits of diversity. 

 

Target Group 

This standard applies to authorised Port Operations supervisors and line 
managers who have a responsibility to lead port teams. 

There are 5 elements in this standard: 
 

1. Provide leadership for your team 
2. Encourage innovation in your team 
3. Plan change 
4. Implement change 
5. Promote equality of opportunity and diversity in own area of 

responsibility 
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Performance 
criteria 
 
 
You must be able to: 
 

Provide leadership for your team 
 

 

P1 follow organisational policies and procedures, for providing leadership in 
own team, that relate to: roles, responsibilities, information and 
management systems, setting objectives, equality and diversity, and 
inclusion, monitoring work activities, managing performance 

P2 set out and communicate the purpose and objectives of the team to all 
members  

P3 involve members in planning how the team will achieve its objectives 
P4 ensure that each member of the team has personal work objectives 

which will contribute to the achievement of the team’s objectives 
P5 encourage and support team members to achieve their personal work 

objectives and those of the team and provide recognition when 
objectives have been achieved 

P6 win the trust and support of the team for your leadership through your 
performance   

P7 steer the team successfully through difficulties and challenges, including 
conflict within the team 

P8 encourage and recognise creativity and innovation within the team 
P9 give team members support and advice when they need it especially 

during periods of setback and change 
P10 motivate team members to present their own ideas and listen to what 

they say 
P11 encourage team members to take the lead when they have the 

knowledge and expertise, and show willingness to follow this lead 
P12 monitor activities and progress across the team without interfering 

 
 

 
 
 
 
You must be able to: 
 

Encourage innovation in the team 
 

 

P13 respond to ideas identified by members of the team and provide 
constructive feedback 

P14 encourage members of the team to share, discuss and work together in 
developing initial ideas 

P15 identify and pursue opportunities to work with other teams to generate 
and develop ideas 

P16 discuss and agree with members of the team those ideas which should 
be developed further, how they should be developed and the required 
resources 

P17 provide on-going support, encouragement and resources to members of 
the team who are developing and testing ideas and help to remove any 
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identified obstacles 
P18 agree the practical implementation of ideas, based on the identified 

benefits, risks and required resources, within own authority to do so 
P19 support members of the team in submitting formal proposals and plans 

for the practical implementation of ideas to other people for approval 
P20 oversee practical implementation of ideas by the team and monitor and 

report on progress 
P21 encourage members of the team to take acceptable risks in pursuing 

innovation and to learn from mistakes 
P22 ensure that the originators and developers of any ideas which are 

successfully implemented receive recognition for their achievement 
 
 

 
 
 
 
You must be able to  

Plan change 
 
 
 
P23 identify the procedures, systems, structures and roles that need to be 

changed, and assess the gap between their current and required future 
state 

P24 identify and assess barriers to change 
P25 develop strategies and plans that set out the way forward 
P26 assess the risks and benefits associated with the strategies and plans 

and develop contingency arrangements 
P27 ensure plans include short-term ‘wins’ as well as longer-term 

deliverables 
P28 develop systems for monitoring and assessing progress 
P29 develop a communication strategy for the change process that allows 

people to give feedback 
P30 identify training and support needs and plan how to meet these 
P31 find practical ways to overcome barriers 
P32 present information clearly, concisely, and in ways that promote 

understanding 
P33 provide opportunities for those affected by the plan to give feedback and 

respond appropriately to the feedback 
P34 set demanding but achievable objectives for yourself and others 
P35 communicate a clearly defined vision of the future 
P36 identify the implications or consequences of a situation 

 
 

 
 
 
You must be able to  

Implement change 
 
 
P37 put into practice the strategies and plans for change in line with the 

available resources 
P38 design new work processes, procedures, systems, structures and roles 
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to achieve the vision behind the change 
P39 identify, assess and deal with problems and barriers to change 
P40 monitor, document and communicate progress to all involved 
P41 recognise and reward people and teams who achieve results 
P42 maintain the momentum for change 
P43 measure the effectiveness of change  
P44 recognise changes in circumstances promptly and adjust plans and 

activities accordingly 
P45 present information clearly, concisely, and in ways that promote 

understanding 
P46 make time available to support others 
P47 recognise when there are conflicts, acknowledge the feelings and views 

of all parties, and redirect people’s energy towards a common goal 
P48 recognise the achievements and the success of others 
 
 

 
 
 
 
You must be able to  

Promote equality of opportunity and diversity in own area of 
responsibility 
 

P49 ensure commitment within own area of responsibility to promoting 
equality of opportunity and diversity, including making it a priority area in 
terms of informing the vision and objectives for own area and planning 
and decision-making 

P50 ensure that your own behaviour, words and actions and those of people 
working in your area of responsibility support a commitment to equality of 
opportunity and diversity 

P51 identify own personal responsibilities and liabilities under equality 
legislation and any relevant codes of practice 

P52 identify the diversity and needs of own area’s current customers and 
potential customers and identify areas where needs could be better 
satisfied and where the diversity of customers could be improved 

P53 ensure that the organisation’s written equality and diversity policy is 
clearly communicated to all people in own area of responsibility and 
other relevant parties 

P54 implement the organisation’s written equality and diversity policy in own 
area, including relevant parts of any accompanying organisation-wide 
action plan, seeking and making the required resources available 

P55 ensure regular consultation with people in own area of responsibility or 
their representatives on equality and diversity issues 

P56 seek and make use of specialist expertise in relation to equality and 
diversity issues 

P57 ensure that working arrangements, resources and business processes in 
own area of responsibility respond to different needs, abilities, values 
and ways of working 

P58 monitor, review and report to the relevant people on progress in relation 
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to equality of opportunity and diversity within own area of responsibility, 
identifying required actions and changes to practice 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 
 

 

K1 the principal different ways to communicate effectively with members of a 
team 

K2 how to set objectives which are SMART (Specific, Measurable, 
Achievable, Realistic and Time-bound) 

K3 how to plan the achievement of team objectives and the importance of 
involving team members in the process 

K4 the importance of and being able to show team members how personal 
work objectives contribute to achievement of team objectives 

K5 that different styles of leadership exist 
K6 how to select and successfully apply a limited range of different methods 

for motivating, supporting and encouraging team members and 
recognising their achievement 

K7 the types of difficulties and challenges that may arise, including conflict 
within the team, and ways of identifying and overcoming them 

K8 the importance of encouraging others to take the lead and ways in which 
this can be achieved 

K9 the benefits of and how to encourage and recognise creativity and 
innovation within a team 

K10 the legal, regulatory and ethical requirements in the ports industry  
K11 the members, purpose, objectives and plans of own team 
K12 the personal work objectives of members of own team 
K13 the types of support and advice that team members are likely to need 

and how to respond to these 
K14 the standards of performance for the work of your team 
K15 the benefits of innovation to the team, the overall organisation and its 

customers 
K16 the key differences between creativity and innovation 
K17 how to make time available for identifying and developing ideas 
K18 how to motivate people to generate and develop ideas 
K19 how to provide constructive feedback on ideas to individuals 
K20 the importance of communication in innovation and how to encourage 

communication across the team 
K21 the potential obstacles to creativity and whether/how they can be 

removed 
K22 the reasons for selecting initial ideas for further development 
K23 how initial ideas might be further developed and tested 
K24 how to recognise and manage risk in innovation 
K25 how to develop formal proposals and plans for the practical 

implementation of an idea and how to support others in doing this 
K26 how to develop creativity in own self and others 
K27 the resources required for creativity and innovation, particularly time 
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K28 how to learn from mistakes 
K29 how to recognise the achievements of the originators/developers of ideas 

which have been successfully implemented. 
K30 the sector(s) in which the organisation works 
K31 the limits of own authority 
K32 the organisational guidelines and procedures for developing and 

implementing ideas, including to whom formal proposals and plans 
should be submitted 

K33 the needs of the customers 
K34 the opportunities to work with other teams in the organisation  

 K35 the main models and methods for managing change effectively, and their 
strengths and weaknesses 

K36 effective planning techniques that may be used in developing a plan 
K37 the theory and application of the change/performance curve 
K38 the theory of teams, including an understanding of team-building 

techniques and how to apply them 
K39 how to identify the features that need to be changed and the associated 

priorities and reasons 
K40 how to assess the risks and benefits associated with strategies and 

plans 
K41 the importance of contingency planning and how to do so effectively 
K42 how to make critical decisions 
K43 current and emerging political, economic, social, technological, 

environmental and legal developments in the sector and in related 
sectors 

K44 the organisation’s current position in the sector and market in which it 
works, compared with its main competitors, relevant to the change 
programme 

K45 the range of information sources that are relevant to the sector, and 
related sectors, in which the organisation operates 

K46 the political, bureaucratic and resource barriers to change and 
techniques for managing them 

K47 stakeholder expectations and how they influence the change process 
K48 the vision for the future, and how to state the reasons for change, the 

risks and expected benefits 
K49 your organisation’s business critical activities and interdependencies 
K50 how to identify your own organisation’s formal and informal 

communication channels 
 
 

K51 problem solving techniques 
K52 how to identify development and other support needs and ways in which 

these needs can be met 
K53 how to manage expectations during change 

 K54 different definitions of diversity 
K55 the different forms which discrimination and harassment might take 
K56 the business case for ensuring equality of opportunity and promoting 
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diversity 
K57 the probable effects of not promoting equality of opportunity and diversity 

within own area of responsibility 
K58 how commitment within own area of responsibility to promoting equality 

of opportunity and diversity might be demonstrated 
K59 why it is important to make equality and diversity a priority area and how 

to do so effectively 
K60 why it is important to lead by example in terms of  behaviour, words and 

actions supporting a commitment to equality of opportunity and diversity 
K61 how to recognise when the behaviour, words and actions of others does 

and does not support a commitment to equality of opportunity and 
diversity 

K62 how and where to identify personal responsibilities and liabilities under 
equality legislation and any relevant codes of practice 

K63 the importance of identifying the diversity and needs of own area’s 
current and potential customers in order to identify areas for 
improvement and how to do so effectively 

K64 how to communicate the organisation’s written equality and diversity 
policy to people who work in own area of responsibility and other 
relevant parties 

K65 the importance of implementing an organisation’s written equality and 
diversity policy and any supporting action plan 

K66 the type of resources which might be required to support implementation 
of an equality and diversity policy and any supporting action plan 

K67 how and when to consult with people in own area of responsibility or their 
representatives on equality and diversity issues 

K68 the sources of specialist expertise in relation to equality and diversity 
K69 how to provide working arrangements, resources and businesses 

processes in own area of responsibility that respond to different needs, 
abilities, values and ways of working 

K70 how to monitor, review and report on progress in relation to equality of 
opportunity and diversity within own area of responsibility. 

K71 sector-specific legislation, regulations, guidelines and codes of practice 
relating to equality and diversity 

K72 equality and diversity issues and developments that are particular to the 
industry or sector 

K73 the information sources on equality and diversity in the industry or sector 
K74 the vision, objectives and operational plans for own area of responsibility 
K75 the planning and decision-making processes within own area of 

responsibility 
K76 the overall vision, values, objectives, plans and culture of the 

organisation 
K77 the diversity of the people working in own area of responsibility 
K78 current and potential customers and their needs within own area of 

responsibility and other relevant parties with an interest in diversity 
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K79 the organisation’s written equality and diversity policy and any 
accompanying action plan and how they are communicated to all people 
who work for the organisation 

K80 sources of specialist expertise in relation to equality and diversity used in 
own area of responsibility 

K81 the support and resources allocated to and across own area of 
responsibility to promote equality of opportunity and diversity 

K82 understand employment policies and practices within the organisation  
K83 working arrangements, resources and business processes within area of 

responsibility 
K84 the systems in place in for monitoring, reviewing and reporting on 

progress in relation to equality of opportunity and diversity 
K85 the allocated responsibilities for promoting equality of opportunity and 

diversity in your own of responsibility and the organisation in general 
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Additional 
Information  
 
 
 
 

 
 
 
 
This standard is applicable to team leadership and innovation, planning and 
implementing change and promoting equal opportunity and diversity in ports. 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to control and monitor loading 
and storage operations.  It is about allocating planned resources for 
loading/discharging operations and for storage operations and the actual 
control and monitoring of the operation itself. It includes knowing how to deal 
with contingencies, load and storage problems and accidents and 
emergencies. 

 

Target Group 

This standard applies to authorised Port Operations supervisors and line 
managers who have a responsibility to lead port teams. 

 
There are 2 elements in this standard: 
 

1. Control and monitor loading and discharge operations within a port 
2. Control load storage operations within a port 
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Performance 
criteria 
 
 
You must be able to: 
 

 
Control and monitor loading and discharge operations within a port 
 

 

P1 identify and plan for the resources required for loading and discharge 
operations, taking into account the nature of the load, the vessel and 
associated working areas, the resources available and safe working 
practices  

P2 allocate work to individuals and/or teams fairly and in line with own plan, 
taking into account skills, knowledge, experience, capability and 
workloads 

P3 brief individuals and/or teams fully and clearly regarding their 
responsibilities, ensuring that they understand relevant safe systems of 
work and procedures 

P4 monitor and record the progress of operations, identifying and 
addressing deviances from the plan and/or causes for delay 

P5 take relevant actions to ensure that health, safety, security and 
environmental requirements are met 

P6 monitor the activities of individuals and/or teams against the standards of 
performance expected, and provide constructive feedback 

P7 recognise the successful completion of key activities and operations by 
individuals and/or teams 

P8 liaise with responsible person from ship’s crew to ensure the team’s 
actions maintain the stability of the vessel throughout the operation 

P9 complete all required documentation, issuing this to the relevant 
person(s) promptly 

P10 identify and report any delays and their causes to the relevant person 
P11 ensure that defects to plant and equipment are addressed and reported  
P12 prioritise work to make the best use of time and resources 
P13 communicate clearly, precisely and unambiguously 
P14 encourage questions and check understanding 
P15 make information available to those who need it 
P16 recognise changes in circumstances and adjust plans and activities 

accordingly 
P17 seek opportunities to safely improve working procedures and practices 
P18 take personal responsibility for making things happen 

 
 
 
 
 
You must be able to: 
 

 
 
Control load storage operations within a port 
 
 
 
P19 identify the people, plant and equipment, and storage facilities required 

for the load storage plan  
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P20 manage the procedures for the effective running of the operation for: 
health, safety and security, materials, plant and equipment, handling 
goods, handling and loading cargo, loading cargo on to vehicles, storage 

P21 manage the procedures for the effective maintenance of  storage, cargo, 
plant and equipment 

P22 support individuals and/or teams in identifying and dealing with problems 
and unforeseen events 

P23 ensure where amendments to storage instructions are received, you 
acknowledge these and incorporate them correctly within the storage 
plan 

P24 ensure that stock control measures are followed properly 
P25 ensure that loads are secure during handling and storage 
P26 identify promptly, and address correctly, any difficulties in load storage 

operations, reporting these, where required, accurately to the relevant 
person 

P27 recognise the successful completion of work activities by individuals 
and/or teams 

P28 maintain accurate and up to date documentation according to 
appropriate standards 

P29 ensure plant and equipment is cleaned, maintained and stored, or 
reallocated correctly upon completion of the operation   

P30 review the procedures used for the effective running of storage areas 
P31 make recommendations to the procedures used to safely improve the 

running of storage areas 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 
 

 

K1 the legal responsibilities for maintaining own and others’ health and 
safety in your workplace 

K2 the requirements placed upon the individual and the organisation by 
current legislation 

K3 current industry guidance 
K4 organisation policies, procedures and working practices  
K5 the principle types of hazard and risk likely to be encountered 
K6 the appropriate precautions for minimising risks 
K7 how to correctly wear, use and maintain personal protective equipment 
K8 how to locate, correctly use and maintain the principle types of safety 

and incident response equipment  
K9 accident and emergency procedures 
K10 own role, responsibilities and limits of authority 
K11 the roles, responsibilities and limits of authority of others   
K12 location of and how to operate alarm systems 
K13 procedures for contacting the emergency services 
K14 location of the approved escape routes and assembly points 
K15 the responsibilities for reporting accidents and emergencies 
K16 the organisation’s reporting structures 
K17 the principal safe loading methods, and restrictions 
K18 typical loading problems including those relating to stability 
K19 the influence of weather and tidal conditions in loading operations 
K20 the principal vessel types, terminology and characteristics 
K21 how to identify and clarify customer and/or colleagues requirements 
K22 the operating capabilities and limitations of plant and equipment used 

within the organisation and the associated checking and monitoring 
requirements 

K23 the organisation’s environmental protection requirements including 
spillage and damage containment methods 

 K24 the principles of effective warehousing and storage and the impact of not 
using correct procedures on safety and efficiency 

K25 the organisation’s working methods and systems for receiving, handling 
and despatching loads 

K26 the organisation’s quality audit systems 
K27 the organisation’s sanitisation methods and procedures 
K28 typical cargo problems, including those relating to stability, relevant to 

own area of operations 
K29 the principal vehicle loading methods and restrictions, including: axle 

weight, gross weight, tare weight, net weight 
K30 the measurement systems typically used in own organisation, including: 

metric, imperial, volume, capacity, weight, TEU (twenty-foot equivalent 
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units) 
K31 the methods of tallying/stock control used 
K32 the impact of not using the correct procedures for the effective running of 

the operation 
K33 the typical problems that may occur when managing warehouse and 

storage operations and the appropriate corrective actions to be taken 
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Additional 
Information  
 
 

 
 
 
 
This standard is applicable to the control and monitoring of loading and 
discharge operations, and the control of load storage operations within a port 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 

 

 

  



PSSSPO102 
Control and monitor loading and storage operations 
 

PSS SPO102 - Control and monitor loading and storage operations 7 

Developed by Port Skills and Safety 
 

Version number 1 
 

Date approved February 2013 
 

Indicative review 
date 
 

February 2016 
 

Validity Current 
 

Status Original 
 

Originating 
organisation 
 

Skills for Logistics 
 

Original URN PSSSPO102  
 

 
Relevant 
occupations 
 

 
Supervision of Port Operations 
 

Suite Supervision of Port Operations 
 

Key words Supervision of port operations; port security operations; port safety; ports; 
vessels 

 

 



PSSSPO103 
Coordinate and control the use of 
port infrastructure 
 
 
 

PSS SPO103 - Coordinate and control the use of port infrastructure            1 

Overview 
 

This standard covers the competence required to coordinate and control the 
use of port infrastructure and equipment.  It is about ensuring that locks and 
bridges (including weighbridges) are used in a safe and cost effective manner, 
maintaining an awareness of changing circumstances at all times.  It requires 
knowledge of relevant legislation and procedures and the ability to operate 
within these constraints.   

 
 
 
Target Group 
 

This standard applies to authorised Port Operations supervisors and line 
managers who have a responsibility to coordinate and control port marine 
operations. 
 
There are 4 elements in this standard: 
 

1. Coordinate and control lock and lock gate operations 
2. Coordinate and control bridge operations 
3. Coordinate and control the use of weighbridges 
4. Plan and coordinate routine maintenance of port plant and equipment 
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Performance 
criteria 
 
 
You must be able to: 
 

 
Coordinate and control lock and lock gate operations 
 
 
 
 
P1 obtain all information relevant to determining the locking order, including 

details regarding the nature of vessels, loads, tide and weather 
conditions 

P2 establish and agree locking requirements in discussion with relevant 
ship’s agents and vessels 

P3 analyse the information correctly and determine the proper locking order 
P4 inform relevant people promptly of probable traffic on the tide 
P5 ensure water levels in the dock are maintained in a safe and cost 

effective manner, making optimum use of labour, power and equipment 
P6 ensure that the quay area at the sides of the lock pit, and the water area 

within the lock, are clear of obstructions and hazards before a vessel is 
accepted into the lock 

P7 confirm that winches, capstans and sluices are operating properly before 
a vessel is accepted into the lock 

P8 ensure clear and constant contact with the relevant person on the vessel 
ahead of and during its passage through the lock is maintained 

P9 ensure clear instructions are provided to vessels entering the lock as to 
where they must stop, and it is confirmed that these instructions are 
understood 

P10 ensure mooring lines from the vessel are secured safely and securely at 
the correct locations, with proper allowance made for wind conditions 
and changes in water level 

P11 ensure fenders are used effectively and safely 
P12 identify and report promptly any risk to a vessel’s safe movement 

through the lock 
P13 take relevant actions promptly to ensure that health, safety, security and 

environmental requirements are met 
P14 wear, use and maintain correctly, personal protective equipment,  
P15 ensure that all equipment is operated properly and carefully, minimising 

the likelihood of damage to equipment and vessels 
P16 maintain all required records accurately 
P17 prioritise work to make the best use of time and resources 
P18 communicate clearly, precisely and unambiguously and check 

understanding 
P19 make information available to those who need it 
P20 recognise changes in circumstances and adjust plans and activities 

accordingly 
P21 seek opportunities to safely improve working procedures and practices 
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You must be able to: 
 

Coordinate and control bridge operations 
 
 
 
 
P22 obtain all information relevant to determining bridge operations, including 

details of vessel movements, the nature of loads, tide and weather 
conditions 

P23 establish and agree vessel movement requirements affecting bridge 
operations in discussion with relevant ship’s agents and vessels 

P24 analyse the information correctly and determine a bridge operation plan 
P25 ensure that the quay area at the sides of the bridge, and the water area 

under the bridge, are clear of obstructions and hazards before a vessel 
passes through 

P26 confirm that bridge operating equipment is working correctly before a 
vessel is accepted to pass through 

P27 ensure clear and constant contact is maintained with the relevant person 
on the vessel ahead of and during its passage through the water crossed 
by the bridge 

P28 ensure clear instructions are provided to vessels approaching and 
passing through as to how to proceed and where they must go, and it is 
confirmed that these instructions are understood 

P29 ensure bridges are clear of all pedestrians, traffic and any obstructions 
before commencing movement of the bridge 

P30 ensure all equipment is operated safely and carefully, minimising the 
likelihood of damage to equipment and vessels 

 
 

 
 
 
 
You must be able to: 
 

Coordinate and control the use of weighbridges 
 
 
 
P31 check the weighbridge(s) according to an agreed schedule and confirm 

that the weighbridge(s) are operating correctly 
P32 identify and address any faults affecting a weighbridge’s operational 

effectiveness and safety 
P33 establish usage requirements  
P34 identify the resources necessary to meet usage requirements 
P35 confirm that the resources are available and coordinate these  
P36 provide clear instructions and information to relevant colleagues 

necessary to ensure the availability of the weighbridge(s) when required 
P37 ensure that the weighbridge(s) are operated in line with organisational 

procedures 
P38 identify maintenance requirements and arrange for these to be 

undertaken according to an agreed schedule 
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You must be able to: 
 

Plan and coordinate routine maintenance of port plant and equipment 
 
 
 
P39 identify the maintenance schedules for plant and equipment, and 

coordinate correctly the work to ensure that personnel, tools and any 
specialist equipment are available for the work 

P40 identify in discussion with plant and equipment operators any defects 
that they have observed, and record these  

P41 check plant and equipment for defects in line with manufacturers’ 
requirements 

P42 identify any defects that prevent full and effective use of the plant or 
equipment 

P43 undertake basic servicing and maintenance procedures, within own level 
of authority and responsibility 

P44 coordinate routine maintenance according to the agreed schedules, and 
organise it to minimise disruption to operations 

P45 confirm that the plant or equipment to be withdrawn for maintenance is 
not required for operational purposes throughout the proposed 
maintenance period 

P46 identify the maintenance period and maintenance requirements of plant 
and equipment to be maintained, including any items to be replaced and 
tested, ahead of the work being started 

P47 liaise and coordinate maintenance requirements with relevant specialists, 
ensuring that they understand the nature of any defects observed and 
the desired maintenance schedule 

P48 return maintained plant and equipment back into service according to 
organisation procedure, including testing and issuing certification as 
appropriate 

P49 inform the relevant persons were satisfactory maintenance of plant and 
equipment cannot be achieved , ensuring that the item cannot be 
returned to service unless or until it is fit for purpose 

P50 return maintained and repaired plant and equipment to operations in a 
clean and tidy condition, and  ensure that own work area is also 
maintained to the correct standards of cleanliness 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 
 

 

K1 the legal responsibilities for maintaining own and others’ health and 
safety in your workplace 

K2 the requirements placed upon the individual and the organisation by 
current legislation, directions and bye-laws 

K3 current industry guidance 
K4 own organisation’s policies, procedures and working practices 
K5 the principle types of hazard and risk likely to encountered 
K6 the precautions appropriate for minimising  risks 
K7 how to correctly wear, use and maintain personal protective equipment 
K8 how to locate, correctly use and maintain the principle types of safety 

and incident response equipment  
K9 the accident and emergency procedures of the organisation  
K10 location of and how to operate alarm systems 
K11 procedures for contacting the emergency services 
K12 location of the approved escape routes and assembly points 
K13 the responsibilities as set out by the organisation for reporting accidents 

and emergencies 
K14 own role, responsibilities and limits of authority 
K15 the roles, responsibilities and limits of authority of others   
K16 how to read and use tidal and chart information 

 K17 the principal methods for communicating with vessels 
K18 the impact of the motion of vessels and tidal range upon lock and bridge  

operations in ports 
K19 the principal terminology and mechanical principles, relevant to: locks, 

bridges weighbridges and  plant and equipment in ports 
K20 the effects of squat, interaction and bank effect upon vessel 

manoeuvring  
K21 the dimensions, limitations and maintenance requirements of docks, 

locks, approach channels and bridges 
K22 the power sources and light characteristics of navigation marks 
K23 the types, functions and adjustments of equipment, and regulations 

governing radio transmission in both normal and emergency situations, 
and also conditions likely to affect the transmission and reception of 
signals 

K24 the importance of closing dock gates correctly and the impact of not 
doing so upon dock levels, and the procedures for addressing such an 
emergency should this occur 

K25 local geography and water conditions, including navigable channels and 
tides, and their impact upon the passage of vessels through your lock  

 
 K26 the dimensions, limitations and maintenance requirements of: 
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weighbridges, bridges and approach channels 
 

 K27 how to operate the principal types of plant and equipment found in own 
area of operations and what their limitations are 

K28 the possible consequences of operating poorly serviced or unsafe plant 
or equipment 

K29 how to conduct safe, routine maintenance of the plant and equipment, 
including pre-start maintenance requirements, operating procedures, 
defects and faults, and the correct use of lubricants and other fluids 
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Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to the coordination and control of lock, bridge and 
weighbridge operations and to the planning  and coordination of routine 
maintenance of port plant and equipment 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to manage passenger and ferry 
terminal operations.  It is about ensuring the operational readiness of the 
passenger, Ro/Ro, cargo and/or leisure craft terminal.  It includes a number of 
activities, such as obtaining information about timing and the amount of traffic 
expected, as well as briefing staff on the tasks that they are required to carry 
out.  It also includes liaison with other service providers to assess their needs, 
and to find out or pass on any information about anticipated changes to the 
services provided. 

This standard is also concerned with those activities which relate to the 
terminal facilities, i.e. preparing the facilities and equipment for use and 
ensuring that company standards of safety and cleanliness are maintained. 

This standard is also about the planning, organising and controlling movement 
of embarking or disembarking passengers through the terminal, together with 
the means by which information is passed to them.  It also covers organising 
and planning the movement of baggage, including gathering information 
regarding the volume of passenger baggage requiring transfer, and ensuring 
that the correct equipment is available to transport it.  It includes ensuring the 
availability of suitable staff to transfer baggage between passenger and ship in 
a safe and efficient manner.   

 

Target Group 

This standard applies to authorised Port Operations supervisors and line 
managers who have a responsibility to manage passenger and ferry terminal 
operations. 
 

There are 3 elements in this standard: 
 

1. Ensure the operational readiness of the port terminal 
2. Manage the movement of passengers within a port terminal 
3. Manage the movement of passengers’ baggage between vessels and 

terminals 
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Performance 
criteria 
 
 
You must be able to: 
 

Ensure the operational readiness of the port terminal 
 
 
 
 
P1 obtain all required information regarding the throughput of port users and 

their requirements relevant to own area of operations, including where 
appropriate, the requirements of relevant service providers 

P2 evaluate the information to determine activities and levels of service 
appropriate to ensuring the readiness of the terminal 

P3 identify the resources, including staff, required to undertake the activities 
necessary to make ready the terminal on time, and confirm that these 
are available, referring any shortages to the relevant person 

P4 ensure where non-permanent employees have been brought in, 
approved procedures are followed 

P5 allocate work to individuals and/or teams fairly and in line with the plan, 
taking into account skills, knowledge, experience and workloads 

P6 brief individuals and/or teams fully and clearly regarding their 
responsibilities 

P7 monitor and record the progress of operations, identifying and 
addressing deviances from the plan and/or causes for delay 

P8 take relevant actions to ensure that health, safety, security and 
environmental requirements are met 

P9 wear, use and maintain personal protective equipment,  
P10 make provision for the safe disposal of waste, in line with regulatory 

requirements 
P11 monitor the activities of individuals and/or teams against the standards of 

performance expected, and provide constructive feedback 
P12 recognise the successful completion of key activities and operations by 

individuals 
P13 complete all required documentation accurately and issue this to the 

relevant individuals  
P14 identify and report any delays and their causes to the relevant person 
P15 ensure any defects to plant and equipment are addressed and reported  
P16 prioritise work to make the best use of time and resources 
P17 communicate clearly, precisely and unambiguously, checking 

understanding, showing respect for the views and actions of others and 
making information available to those who need it 

P18 recognise changes in circumstances and adjust plans and activities 
accordingly 

P19 seek opportunities to safely improve working procedures and practices 
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You must be able to: 
 

Manage the movement of passengers within a port terminal 
 
 
 
P20 obtain all relevant information required to plan for the efficient movement 

of passengers within own area of responsibility 
P21 identify the resources required to manage the movement of passengers 
P22 ensure that public and working areas are clean, tidy and free from 

obstructions and hazards ahead of the vessel’s arrival or departure 
P23 ensure that signage provides accurate, relevant and up to date 

passenger information, and is positioned clearly 
P24 ensure that support staff are briefed to offer assistance to passengers 

with relevant and up to date information 
P25 monitor the progress of passengers, offering assistance to those 

embarking to ensure that they reach the correct vessel on time, and 
directing disembarking passengers to the relevant control points 

P26 recognise the successful completion of key activities and operations by 
individuals and/or teams 

P27 maintain personal appearance in line with organisation policy 
P28 prioritise work to make the best use of time and resources 

 
 

 
 
 
 
You must be able to: 
 

Manage the movement of passengers’ baggage between vessels and 
terminals 
 
 
 
P29 obtain all relevant information required to plan baggage movement, 

including vessel arrival and sailing times, the volume of baggage, the 
nature and relevant characteristics of loading areas, and any particular 
requirements of shipping companies 

P30 evaluate the information to determine the activities and levels of service 
required to move passengers’ baggage  

P31 identify correctly the staff and equipment required to achieve the 
activities on time 

P32 brief individuals and/or teams fully and clearly regarding their 
responsibilities 

P33 ensure that the required equipment is in good working order, and 
positioned properly in readiness for operations, with any faults addressed 

P34 allocate staff to key points to ensure the efficient transfer of baggage 
P35 ensure baggage is moved on time to the correct location using the most 

suited method of transport, and in line with the requirements of the 
shipping company 

P36 ensure any damaged, unlabelled, unaccompanied, or suspect baggage 
is dealt with  

P37 ensure any baggage requiring security assessment is referred to the 
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relevant authority 
P38 ensure baggage is protected from inclement weather 
P39 recognise the successful completion of work activities by individuals 

and/or teams 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 
 

 

K1 the legal responsibilities for maintaining own and others’ health and 
safety in your workplace 

K2 the requirements placed upon the individual and the organisation by 
current legislation, directions and bye-laws, relevant to own area of 
operations and related to passenger and ferry terminal operations 

K3 current industry guidance, relevant to own area of operations, that 
relates to passenger and ferry terminal operations 

K4 own organisation’s policies, procedures and working practices that relate 
to passenger and ferry terminal operations including those for: berthing 
vessels, transferring passengers, identifying sorting and moving 
baggage, storing unaccompanied baggage and dealing with awkward-
shaped, damaged, unclaimed or suspect baggage 

K5 the principle types of hazard and risk associated with passenger and 
ferry terminal operations   

K6 the precautions appropriate for minimising the risks, associated with 
passenger and ferry terminal operations:   

K7 how to correctly wear, use and maintain personal protective equipment 
K8 how to locate, correctly use and maintain the principle types of safety 

and incident response equipment 
K9 the accident and emergency procedures of the organisation and 

individual roles and responsibilities 
K10 location of and how to operate alarm systems 
K11 procedures for contacting the emergency services 
K12 location of the approved escape routes and assembly points 
K13 the responsibilities as set out by the organisation for reporting accidents 

and emergencies 
K14 own role, responsibilities and limits of authority 
K15 the roles, responsibilities and limits of authority of others   
K16 the importance of interpersonal skills/techniques, and how to use them in 

supervising and motivating individuals and teams 
K17 the staff planning/welfare issues, including hours of work, breaks, task 

allocation, ordering/contracting staff 
K18 the methods of briefing staff 
K19 how and when to liaise with shipping companies and other terminal 

operators, to establish their requirements 
K20 the methods of using equipment and the need for safe working practices 
K21 the importance of meeting quality and service level agreements by 

correcting adverse working procedures, and dealing with shortfalls in 
existing systems 

K22 how to monitor whether required safety and cleanliness standards have 
been achieved 
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: 
 
 

K23 the role of Customs and Excise/Immigration, and when to liaise with 
them 

K24 passenger behaviour and how this can be influenced 
K25 the implications of working with passengers with special needs 
K26 how to apply the principal methods for communicating with vessels 
K27 how to obtain up-to-date information about the number of passengers 

embarking or disembarking, and how to deal with difficulties resulting 
from vessel delays 

K28 the information that is required by passengers and the methods of 
communicating it, including the use of equipment such as PA systems 
and information signs 

K29 how to communicate with shipping companies and other terminal 
operators and the importance of doing so 

K30 the types, functions and adjustments of communications equipment, and 
regulations governing radio transmission in both normal and emergency 
situations 

K31 the conditions likely to affect the transmission and reception of 
communication equipment signals 

 K32 the importance of interpersonal skills/techniques, and how to use them in 
dealings with passengers, and in supervising and motivating individuals 
and teams 

K33 how other port operations may impact upon the baggage handling 
process 

K34 the duties and responsibilities of security staff, including their role in 
searching and screening of passengers and vehicles 

K35 the correct use of screening procedures and equipment, including x-ray 
equipment and associated radiation protection measures 

K36 the methods and channels of communication with other relevant bodies 
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Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to ensuring the operational readiness of the port 
terminal, managing the movement of passengers within a port terminal and 
managing the movement of passengers’ baggage between vessels and 
terminals. 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to plan the transfer and storage 
of loads.  It covers the planning and implementation of a lifting plan where there 
are large, awkwardly shaped, or very heavy loads which require specialised 
handling techniques.  It is important that relevant sources of information are 
accessed in order to establish the load characteristics and that an operational 
plan is developed for loading and discharging in a port environment. 
 

The standard also covers the planning of vessel loading and discharge as well 
as planning load storage within a port environment.  It includes gathering 
information about the vessel and its resource requirements from various 
sources, and using this information to assist in developing an operational plan. 
It also includes gathering information regarding the load and storage operation 
from various sources.  In both cases it includes the use of this information to 
present a comprehensive plan to those personnel and/or statutory bodies that 
must be advised. 

 

Target Group 
 

This standard applies to authorised Port Operations supervisors and line 
managers who have a responsibility to plan lifting and storing operations in 
ports. 
 
 
There are 3 elements in this standard: 
 

1. Plan and implement a lifting plan 
2. Plan vessel loading and discharge within a port environment 
3. Plan load storage within a port environment 
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Performance 
criteria 
 
 
You must be able to: 
 

Plan and implement a lifting plan 
 

 

P1 identify the load to be lifted, and the particular features that planning 
needs to address 

P2 identify all relevant information, including the nature of the load, whether 
it is hazardous, its quantity, quality, dimensions and the way it is to be 
transported as well as any restrictions from labelling and other 
information provided regarding the load 

P3 identify any gaps in the information required and address these, seeking 
advice and information from the relevant person(s) 

P4 plan lifts, taking into consideration the nature of the load, safe working 
practice, the lifting gear required, the destination of the load and 
timescale 

P5 ensure the method, materials and equipment selected for the lift are 
suitable for the nature of the load, the planned work areas, and the lifting 
operation 

P6 anticipate where specialised services may be needed, or where 
circumstances may require contingencies to be planned, making the 
appropriate and reasoned recommendations for action to the relevant 
person 

P7 make contact and work with relevant statutory bodies and other 
personnel, where required 

P8 identify providers of specialist services, where necessary, and confirm 
that they can meet operational requirements 

P9 confirm that all lifting equipment, materials and lifting points are safe and 
working properly before beginning the lift 

P10 confirm that the load to be lifted is secure and will not shift during the lift 
P11 report any difficulties, including defective materials and equipment, in line 

with organisational procedures  
P12 communicate clearly, precisely and unambiguously, checking 

understanding and make information available to those who need it  
P13 ensure all relevant communications systems are confirmed as working 

properly 
P14 ensure any obstructions on the route of the lift are cleared in advance of 

lifting operations 
P15 ensure lifts are undertaken correctly and safely 
P16 prioritise work to make the best use of time and resources 
P17 recognise changes in circumstances promptly and adjust plans and 

activities accordingly 
P18 seek opportunities to safely improve working procedures and practices 
P19 take personal responsibility for making things happen 
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You must be able to: 
 

Plan vessel loading and discharge within a port environment 
 
 
 
 
P20 obtain all relevant information required to establish the characteristics of 

the vessels to be loaded/discharged, including where applicable, any 
loading/discharge plans prepared by vessel staff 

P21 address any problems in obtaining suitable and sufficient information  
P22 assess the requirements for load handling and/or lifting equipment, as 

well as appropriate safety, anti-pollution and waste disposal equipment 
P23 identify port and vessel berthing equipment, and appropriate method(s) 

of loading/discharging the vessel 
P24 assess the load characteristics and determine correctly the nature of any 

specialist services that may be required 
P25 identify and confirm the availability of all required facilities and resources, 

referring any difficulties to the relevant person 
P26 prepare vessel loading/discharge plans, identifying potential areas of 

uncertainty and agreeing contingency plans designed to address these 
P27 agree own plans with all relevant people, including appropriate vessel 

staff 
P28 ensure that the plan sets out the systems for loading and discharging 

loads, taking into account the characteristics of the vessel and the load, 
including, where relevant, the presence of any dangerous goods, and the 
resources available 

P29 communicate the plan to all relevant people, and in sufficient time to 
meet operational needs, agreeing individual actions and responsibilities 
with all relevant people 

 
 

 
 
 
 
You must be able to: 
 

Plan load storage within a port environment 
 
 
 
 
P30 obtain all relevant information required to determine the amount and type 

of storage required for loads, including relevant details regarding the 
need for the load to be covered, any temperature and atmospheric 
controls, volume of space, height/weight restrictions, storage duration, 
proximity to transport, and security 

P31 identify and assess service requirements, relating to the loads to be 
stored 

P32 identify the characteristics of the required storage facility, and establish 
their availability 

P33 prepare load storage plans setting out the actions to be undertaken, 
resources required, and identifying potential areas of uncertainty and the 
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contingencies designed to address these 
P34 identify any difficulties in preparing plans and address these, referring 

them where necessary to the relevant person 
P35 agree load storage plans with the appropriate person 
P36 confirm the availability of the required facilities and resources, referring 

any difficulties to the relevant person 
P37 document required information, legibly and accurately, including 

load/discharge, delivery/receipt details, work schedules, labour costs and 
port manifests 

P38 communicate the agreed plan to all relevant parties, including statutory 
bodies where necessary, and in sufficient time to meet operational needs 

P39 ensure cargo storage operations comply with safe working procedures 
and health and safety requirements  

P40 prioritise work to make the best use of time and resources 
P41 recognise changes in circumstances and adjust plans and activities 

accordingly 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 

 

 

K1 the legal responsibilities for maintaining own and others’ health and 
safety in your workplace 

K2 the requirements placed upon the individual and the organisation by 
current legislation, directions and bye-laws related to lifting and storage 
operations in ports  

K3 current industry guidance, relating to lifting operations in ports 
K4 own organisation’s policies, procedures and working practices that relate 

to lifting and storage operations in ports including those relating to 
loading/unloading of: dangerous goods, vessels, vehicles and rail 

K5 the principle types of hazard and risk associated with lifting and storage 
operations in ports 

K6 the precautions appropriate for minimising the risks associated with lifting 
and storage operations in ports 

K7 how to correctly wear, use and maintain personal protective equipment, 
relevant to lifting and storage operations in ports 

K8 how to locate, correctly use and maintain the principle types of safety 
and incident response equipment relevant lifting and storage operations 
in ports 

K9 the accident and emergency procedures of the organisation and 
individual roles and responsibilities, relevant to own area of operations, 
relating to lifting operations in ports 

K10 location of and how to operate alarm systems 
K11 procedures for contacting the emergency services 
K12 location of the approved escape routes and assembly points 
K13 own responsibilities for reporting accidents and emergencies 
K14 the limits of own responsibilities when planning and managing lifting 

operations 
K15 roles and responsibilities of others in own area of operations, relating to 

lifting operations in ports 
K16 the operating procedures, capabilities and limitations, of the principal 

types of lifting plant found in ports, procedures for checking lubricants 
and other fluids, and the importance of reporting any faults and defects 

K17 the principal characteristics of the main types of loads, including their 
nature and weight, and whether they are hazardous or non-hazardous 

K18 the factors that can affect the stability and security of loads when being 
transferred, and how these can be affected by environmental conditions 

K19 the capabilities, including capacity and strength of the principal types of 
slinging and lashing materials and the implications of using defective or 
faulty materials 

K20 methods of safe slinging and unslinging loads, including angles of 
operations and what constitutes a safe working load 



PSSSPO105 
Plan lifting operations in ports 

 

PSS SPO105 - Plan the transfer and storage of loads in ports 6 

K21 signalling procedures and techniques, including the interpretation of 
hand signals in slinging operations 

K22 how to interpret coding systems, relating to lifting equipment 
K23 how to interpret the information found on load labels and documentation 

 K24 the typical cargo problems including those relating to stability  
K25 the different classifications of dangerous goods 
K26 the principles of effective warehousing and storage 
K27 the measurement systems typically used in own organisation, including: 

metric, imperial, volume, capacity, weight, TEU (twenty-foot equivalent 
units) 

K28 the roles and responsibilities of the relevant statutory authorities 
K29 the organisation’s working methods and systems for receiving, handling 

and despatching cargo 
K30 the sources of information and assistance on lifting operations and how 

to interpret and evaluate the information 
K31 how to identify and clarify customer requirements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

K32 the principal vessel types, terminology and characteristics 

 



PSSSPO105 
Plan lifting operations in ports 

 

PSS SPO105 - Plan the transfer and storage of loads in ports 7 

Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to planning and implementing a lifting plan, 
planning vessel loading and discharge and planning load storage within a port 
environment. 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to support marine safety, 
operations and safe navigation within port areas.  It includes the safe 
controlling and navigating port craft.  It also covers the provision and control of 
moorings and making the most efficient and effective use of available mooring 
space. It includes keeping navigational channels safe and clear of obstructions, 
and being aware of weather conditions.  

This standard also covers the coordination and controlling of vessel berthing 
operations ensuring that an appropriate berth for a vessel is identified and 
safely managing the movement of the vessel into the berth. 

The standard also includes the provision of information and provision of 
assistance for the planning of vessel movements within a port area.  

 

 
 
Target Group 
 

This standard applies to authorised Port Operations supervisors and first line 
managers who have a duty to perform to support safe navigation within port 
areas.   

This standard applies to authorised Port Operations supervisors and line 
managers who have a responsibility to support port marine safety and safe 
navigation. 
 
 
There are 5 elements in this standard: 
 

1. Control and navigate port craft 
2. Contribute to the provision and control of moorings 
3. Coordinate and control vessel berthing operations 
4. Provide information to assist the planning of vessel movements within a 

port area 
5. Assist the planning of vessel movements 
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Performance 
criteria 
 
 
 
You must be able to: 
 
 
 

Control and navigate port craft 
 
 

 

P1 check and confirm that operating systems are functioning properly before 
departing, including those controlling manoeuvring and navigation, 
addressing any faults  

P2 determine work schedules for the crew, establishing that activities have 
the correct manning and skills levels 

P3 allocate duties fairly and in line with own work schedules, taking into 
account skills, knowledge, experience and workloads 

P4 establish that the correct equipment is available for the crew to enable 
the intended activities to be undertaken, confirming that it is in good 
working order, and certificated where necessary 

P5 determine accurately the craft’s position, course and speed using the 
available navigation equipment 

P6 ensure the craft’s course and speed are set accurately, using available 
equipment and taking into account the current and required position, 
weather conditions, water depth and currents, tides and the craft’s 
construction 

P7 ensure that the navigation equipment is set up and used, in line with 
recommended practice and the manufacturers’ instructions, and the 
resultant information is interpreted correctly 

P8 communicate the craft’s position, course, speed and destination, as 
required 

P9 manoeuvre the craft, taking action to avoid collisions where necessary 
and in line with the requirements of regulations and bye-laws 

P10 report any defective equipment to the relevant person or authority 
P11 monitor navigational broadcasts and warnings, taking the appropriate 

actions in response where necessary 
P12 ensure all records are maintained accurately  

 
 

 
 
 
 
You must be able to: 
 

Contribute to the provision and control of moorings 
 

 

P13 plan mooring allocations with the relevant person(s), and take into 
account the available depth of water,  any known obstructions on the 
seabed, the type, size and construction of vessels, and avoiding mixing 
of keel types within a mooring area 

P14 identify particular requirements and resources within the plan and 
confirm their availability  

P15 ensure that vessels allocated to moorings match the mooring 
requirements for the berth 
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P16 ensure that plans make the optimum use of the port’s amenities, 
infrastructure and equipment 

P17 ensure plans are accurate, complete and legible, and are provided in a 
format that can be used readily 

P18 ensure that all necessary mooring equipment is obtained, prepared and 
assembled  

P19 verify mooring locations, ensuring that moorings are deployed and at 
designated points which take into account tidal and wind conditions 

P20 check the validity and reliability of information 
P21 prioritise work to make the best use of time and resources 

 
 

 
 
 
You must be able to: 
 
 

Coordinate and control vessel berthing operations 
 
 
 
P22 identify the vessel’s intended berthing position, and confirm that the 

designated berth is available 
P23 check and confirm that that berth is safe and ready for use, identifying 

and addressing any remedial actions required 
P24 obtain all relevant information regarding the vessel to prepare for 

berthing, including its size, any particular requirements, the number, 
length and size of mooring lines and whether mooring boats or other 
equipment is required 

P25 determine the staffing and resource requirements necessary to berth the 
vessel, identifying the actions to be undertaken 

P26 agree berthing arrangements with all of those involved ahead of the 
operations 

P27 take relevant actions promptly to ensure that health, safety, security and 
environmental requirements are met 

P28 wear, use and maintain correctly, personal protective equipment, 
relevant to own area of operations 

P29 ensure that berthing materials and equipment are used safely, with 
vessels berthed in line with correct procedures 

P30 monitor the activities of individuals and/or teams against the standards of 
performance expected, and provide prompt and constructive feedback 

P31 recognise the successful completion of key activities and operations by 
individuals and/or teams 

P32 ensure that the quayside is left clean, tidy and free of obstructions upon 
completion of the berthing 

P33 address any difficulties or incidents, reporting these, as required 
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You must be able to: 
 

Provide information to assist the planning of vessel movements within 
the port area 
 
 
 
P34 obtain provisional arrival and sailing times and confirm these with the 

relevant vessels and their agents 
P35 maintain contact with vessels throughout their movement within own 

port’s limits 
P36 monitor other traffic within own port, and assess their potential effect 

upon vessel movement and berthing operations, taking the relevant 
actions accordingly 

P37 use traffic monitoring equipment, in line with the manufacturer’s 
instructions 

P38 obtain all relevant information regarding vessels being monitored, 
including appropriate details of their position, dimensions, loads, any 
defects, whether a pilot/tug is required, berth location and their time of 
arrival 

P39 ensure where a pilot or tug is required for vessel movement and berthing 
that one is available and address any difficulties 

P40 provide navigation warnings promptly at relevant locations and times 
P41 assess all information received from relevant sources regarding a vessel 

and its movement, and act upon it  
 

 

 
 
You must be able to: 
 

Assist the planning vessel movements within the port area  
 
 
P42 identify the information necessary to planning a vessel’s movements and 

obtain it from the appropriate sources, including navigation charts, tide 
gauge and tables, radar and weather instruments 

P43 obtain all relevant details regarding the vessels, including their size and 
dimensions, draught, loading and unloading requirements, and the 
nature of any loads 

P44 identify occasions where vessels are carrying dangerous goods, and 
take the relevant actions accordingly 

P45 identify appropriate routes and berthing positions for vessels, taking into 
account their size and dimensions, any requirements relating to their 
loads, and other traffic in the port 

P46 notify the relevant person(s) promptly of any special requirements 
relating to the movements of a vessel 

P47 ensure that contributions to incident planning are correct, clear and 
prompt, with any recommendations being supported with a relevant 
rationale 

P48 maintain all required records, ensuring that these are accurate, clear and 
complete  
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P49 make effective use of existing sources of information 
P50 check the validity and reliability of information 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

K1 the legal responsibilities for maintaining own and others’ health and 
safety in your workplace 

K2 the requirements placed upon the individual and the organisation by 
current legislation, directions and bye-laws related to port marine 
operations  

K3 current industry guidance, relating to port marine operations 
K4 own organisation’s policies, procedures and working practices that relate 

to port marine operations 
K5 the principle types of hazard and risk associated with port marine 

operations 
K6 the precautions appropriate for minimising the risks associated with port 

marine operations 
K7 how to correctly wear, use and maintain personal protective equipment, 

relevant to port marine operations 
K8 how to locate, correctly use and maintain the principle types of safety 

and incident response equipment relevant to port marine operations 
K9 the accident and emergency procedures of the organisation and 

individual roles and responsibilities, relevant to port marine operations 
K10 location of and how to operate alarm systems 
K11 procedures for contacting the emergency services 
K12 location of the approved escape routes and assembly points 
K13 own responsibilities for reporting accidents and emergencies 
K14 the limits of own responsibilities when involved in port marine operations 
K15 roles and responsibilities of others in own area of operations, relating to 

port marine operations 
K16 how to interpret organisational charts/plans and schedules for planned 

work 
K17 how to use tidal stream atlases, tide tables, Nautical Almanacs and 

pilot/sailing directions 
K18 how to plan, monitor and execute a passage plan and the impact of 

deviation and variation  
K19 the different types of course, including: true, magnetic, compass and 

gyro 
K20 how to use electronic navigation aids, as well as relevant non-electronic 

aids, and the limitations of navigation equipment 
K21 the use of buoyage systems and navigation lights 
K22 how to obtain and interpret weather information 
K23 how different types of adverse weather can impact upon craft 

movements within port areas 
K24 how to calculate tidal heights and ranges, and the local impact of tidal 

streams upon craft movements 
K25 handling characteristics of port craft relevant to own area of operations 
K26 how to determine the position of  own craft, using navigation equipment 

relevant to own area of operations, in both good and restricted visibility 
K27 how to operate equipment safely according to own organisation 
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procedures, within own area of operations 
K28 the roles and responsibilities of those involved in facilitating vessel 

movement and their lines of communication to people, within own area of 
operations 

K29 the organisation’s requirements relating to recording the movements of 
craft within the port 

K30 the effect of a craft’s speed in relation to its impact upon other vessels, 
property and persons 

K31 the importance of reporting promptly any defects in the  equipment, and 
the procedures for doing this  

K32 the local port geography and water conditions and their impact upon port 
marine activity navigating craft within own port (including: navigable 
channels and tides) 

K33 the types, functions and adjustments of communications equipment, and 
regulations governing radio transmission in both normal and emergency 
situations, and  

K34 the conditions likely to affect the transmission and reception of signals, 
relevant to own area of operations 

 K35 how to read and understand tidal and chart information and schedules 
for planned work 

K36 assembly and fixing methods for moorings, and the limitations of specific 
types of mooring 

K37 the handling characteristics of craft relevant to own area of operations 
K38 the implications of adverse weather and tidal conditions on the depth of 

available water, moorings, including requirements for additional moorings 
and the movement and handling of vessels, within own port area 

K39 the organisation’s operating limits for each berth, and their implications 
when planning mooring allocations   

 K40 the importance of applying speed limits relating to berthing operations of 
larger vessels 

K41 the correct words and phrases used in describing vessels and their 
movements within a port area 

K42 hand signals for heave, slack, stop and secure  
K43 the methods for safe handling of mooring ropes, including how to dip 

ropes and to heave lines 
K44 the impact that motion and tidal range have upon berthing vessels, and 

where these apply within own area of operations 
K45 the dimensions, limitations and maintenance requirements of docks and 

approach channels, within own area of operations 
K46 how to obtain accurate information about a vessel and relate this to 

berthing availability within own area of operations 
 K47 the basic principles of vessel navigation, movement and manoeuvring 

K48 the local marine environment, including the port area 
K49 the types, functions and adjustment of communications equipment, and 

the regulations governing radio transmission in both normal and 
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emergency situations, and also the conditions likely to affect the 
transmission and reception of radio signals 

K50 how to record messages (both transmitted and received) and the format 
to use, relevant to own area of operations 

K51 the role and responsibilities of those involved in facilitating vessel 
movement and their lines of communication to people, relevant to own 
area of operations 

 K52 the different classifications of dangerous goods 
K53 the local marine environment, including the port area relevant to own 

area of operations 
K54 the role and responsibilities of those involved in facilitating vessel 

movement and their lines of communication to people, relevant to own 
area of operations  

 K55 The different types of assistance available to vessels mooring within the 
port area 
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Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to controlling and navigating port craft, contributing 
to the provision and control of moorings, coordinating and controlling vessel 
berthing operations and assisting the planning of vessel movements within a 
port area 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to take action to reduce risks to 
health safety and security within a port environment.  It is about working 
effectively to maintain the health, safety and security of oneself and of others 
ensuring that health, safety and security systems are procedures are complied 
with: 
 

Target Group 

This standard applies to authorised Port Operations supervisors and first line 
managers.   

 
There are 6 elements in this standard: 
 

1. Take action to reduce risks to health, safety and security in ports 
2. Conduct an assessment of risks in the workplace 
3. Promote health, safety and security in ports 
4. Develop procedures to control risks to health, safety and security in 

ports 
5. Monitor procedures to control health, safety and security risks in ports  
6. Undertake port health, safety and security inspections 
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Performance 
criteria 
 
You must be able to: 
 

Take action to reduce risks to health, safety and security in ports 
 
 
 
P1 implement own organisation’s policies, procedures and working practices 

relevant to own area of operations 
P2 identify the principle types of hazard and risk likely to be found in own 

area of operations 
P3 assess and prioritise levels of risk using a formal methodology  
P4 identify and implement the proper precautionary measures to address 

potential hazards in own area of operations 
P5 report those hazards representing a significant risk, or which are beyond 

own responsibility, to the appropriate person 
P6 wear, use and maintain personal protective equipment, relevant to own 

area of operations 
P7 identify your role(s) and responsibilities and those of others, relevant to 

own area of operations 
P8 locate, use and maintain the principle types of safety and incident 

response equipment relevant to own area of operations 
P9 implement the accident and emergency procedures relevant to own area 

of operations  
P10 locate and operate alarm systems correctly in own area of operations 
P11 locate and use the approved escape routes and assembly points, 

relevant to own area of operations 
P12 report accidents and emergencies, within own limits of responsibility 
P13 keep within the designated areas when walking and when operating 

plant and vehicles 
P14 establish and maintain contact with others involved in, or affected by, 

operations within own area of responsibility 
P15 communicate  clearly, precisely and unambiguously and check 

understanding 
P16 work safely at all times, taking into account any changes to operational 

and environmental conditions 
P17 maintain work areas, ensuring that they are kept clean, tidy and free of 

obstructions 
P18 identify defective equipment and report it in line with the organisation’s 

policies and procedures 
P19 deal with waste materials and spillages, using specified equipment and 

materials  
P20 identify and respond to any breaches of health and safety regulations 

according to own organisation’s procedures 
P21 identify the implications or consequences of an action 
P22 take personal responsibility for making things happen 
P23 ensure that ID badges are displayed correctly and prominently in all 

required areas, including restricted zones 
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P24 address security risks, advising security personnel correctly of potential 
risks 

P25 identify those individuals whose presence in the port area should be 
challenged, and where necessary, ask them to justify their presence and 
to explain their activities 

P26 maintain accurate records of health, safety and security incidents, 
according to organisation procedures 

P27 prioritise work to make the best use of time and resources 
P28 make information available to those who need it 
P29 recognise changes in circumstances and adjust plans and activities 

accordingly 
P30 seek opportunities to safely improve working procedures and practices 

 
 

 
 
 
You must be able to: 
 

Conduct an assessment of risks in the workplace 
 
 
 
P31 define clearly, why and where, the risk assessment will be carried out 
P32 confirm that the information available on statutory health, safety and 

security regulations is up-to-date and from valid sources 
P33 recognise limitations of own skills, knowledge and experience and seek 

expert advice and guidance on risk assessment when appropriate 
P34 select a method of identifying hazards and risks appropriate to the 

workplace being assessed 
P35 investigate fully to identify the significant hazards and risks in the 

workplace 
P36 identify hazards which could result in serious harm to people at work or 

other persons including: plant and equipment, substances hazardous to 
health, workplace layout, working practices, job role, people with special 
needs and security 

P37 record hazards and risks in a way which meets legal, good practice and 
workplace requirements 

P38 report the results of the process to the responsible persons in an agreed 
format and timescale 
 
 
 

 
 
 
You must be able to: 
 

Promote health, safety and security in ports 
 
 
 
P39 promote a safe working culture through own behaviour and supervision 

of others, responding quickly to problems with a proposed course of 
action 
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P40 ensure that the information is up to date and sets out clearly the benefits 
derived from supporting health safety and security procedures and is 
accessible to the appropriate people 

P41 check that team members understand the importance of health, safety 
and security, and their statutory responsibilities, and address any gaps in 
understanding  

P42 provide practical opportunities for regular communications on health 
safety and security issues, and ways for encouraging ideas regarding 
good practice 

P43 identify and address any concerns regarding health safety and security 
procedures and the methods by which health and safety is 
communicated 

P44 recognise and praise good practice in maintaining health safety and 
security 

P45 review how health safety and security is promoted, and identify 
opportunities for enhancing the health safety and security culture within 
the workplace  

P46 develop plans to promote health, safety and security, including 
performance measures, review dates and resources 

P47 measure the effectiveness of health and safety plans against past and 
present performance 

P48 prioritise work to make the best use of time and resources 
 
 
 

 
 
 
 
 
You must be able to: 
 

Develop procedures to control risks to health, safety and security in 
ports 
 
 
 
P49 develop procedures designed to enhance health safety and security in 

the workplace, in line with legal and organisational requirements 
P50 agree clear methods and measures for checking the effectiveness of 

workplace procedures 
P51 agree the training requirements for individuals required to comply with 

health, safety and security procedures 
P52 inform the relevant person(s) of training requirements and arrange 

training 
P53 identify changes in the workplace affecting current workplace health, 

safety and safety procedures assess their implications and make 
reasoned suggestions for action 

P54 review reports and data for opportunities to improve procedures 
P55 contribute to reviewing working practices, identifying any health and 

safety hazards which could result in serious harm in the workplace 
P56 prioritise health and safety regulation and procedure non-compliance, in 
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consultation with relevant person(s) 
P57 make reasoned suggestions to control identified hazards, including 

actions for improving health and safety 
P58 agree with the relevant person(s) a follow-up plan for monitoring 

implementation of agreed actions 
P59 maintain accurate and up to date records of the outcomes of reviews and 

the workplace health and safety procedures 
P60 provide health and safety information and advice, in line with legal 

requirements  
P61 record the details of all formal health and safety reviews carried out 

 
 
 

 
 
 
You must be able to: 
 

Monitor procedures to control health, safety and security risks in ports 
 
 
 
P62 conduct monitoring of the workplace at agreed intervals and in 

accordance with organisation requirements 
P63 confirm that the information available on statutory health, safety and 

security regulations is up-to-date and from valid sources 
P64 check routinely that other persons possess up-to-date information and 

instructions about hazards and how to deal with risks which may arise 
P65 confirm that relevant individuals have received relevant training on how 

to deal with health safety and security 
P66 report hazards representing a significant risk, or which are beyond own 

responsibility, to the appropriate person 
P67 respond to any breaches of health, safety and security procedures in a 

way which meets workplace and legal requirements 
P68 make recommendations for changes to workplace procedures, clearly, to 

the responsible person 
P69 check that records relating to health, safety and security matters comply 

with legal and workplace requirements and are accessible to those who 
are authorised to use them 

P70 keep accurate and legible records of identified or reported workplace 
risks 

P71 confirm that appropriate precautions to control risks have been agreed 
with the persons responsible 

P72 confirm that precautions are in accordance with legal and workplace 
requirements 

P73 confirm that others are aware of the risks and understand the action to 
be taken to reduce the risks which can arise 

P74 review precautions on a regular basis to ensure that risks are minimized 
to as low as reasonably practicable 

P75 report promptly and accurately any conflicts which exist between 
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workplace and statutory requirements to the persons responsible 
P76 ensure reports contain accurate details about the cause of hazards with 

high risks and make suitable recommendations to minimize their 
occurrence 

P77 prioritise work to make the best use of time and resources 
P78 make information available promptly to those who need it 
P79 recognise changes in circumstances promptly and adjust plans and 

activities accordingly 
P80 seek opportunities to safely improve working procedures and practices 

 
 
 

 
 
 
 
You must be able to: 
 

Undertake port health, safety and security inspections 
 
 
 
P81 prepare and agree a work schedule for the inspection, correctly 

identifying methods and a prioritised schedule 
P82 identify correctly the types of hazards likely to be encountered within the 

working area and the practices to be inspected 
P83 review available records from previous inspections and identify correctly 

any actions agreed previously for assessment in the proposed review 
P84 identify correctly any working practices that are likely to require detailed 

inspection 
P85 obtain authorisation for the inspection correctly from the person 

responsible for the work area to be inspected 
P86 obtain the agreed resources for the inspection 
P87 brief all those involved regarding the purpose and process of the 

inspection 
P88 inspect working practices and the workplace itself 
P89 identify and address any areas of risk 
P90 identify and address non-compliance with the requirements of the 

organisation and of legislation 
P91 prioritise areas of risk or non-compliance 
P92 present prioritised risks and non-compliances, with a clear rationale for 

their order of priority, to the person responsible for the work area 
P93 agree recommendations and an action plan for controlling, and where 

possible removing identified risks 
P94 agree with the person responsible for the area a plan for monitoring the 

implementation and outcomes of the recommendations 
P95 ensure that the plan is progressed correctly 
P96 record the outcome of the inspection correctly and accurately 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 
 
 

 
K1 the legal responsibilities for maintaining own and others’ health and 

safety in your workplace 
K2 the requirements placed upon the individual and the organisation by 

current legislation, directions and bye-laws related to workplace health, 
safety and security  

K3 current industry guidance, relating to workplace health, safety and 
security 

K4 own organisation’s policies, procedures and working practices that relate 
to workplace health, safety and security 

K5 the principle types of hazard and risk associated with ports 
K6 the precautions appropriate for minimising the risks associated with ports 
K7 how to correctly wear, use and maintain personal protective equipment, 

relevant to port operations 
K8 how to locate, correctly use and maintain the principle types of safety 

and incident response equipment in the port 
K9 the accident and emergency procedures of the organisation and 

individual roles and responsibilities, relevant to ports 
K10 location of and how to operate alarm systems 
K11 procedures for contacting the emergency services 
K12 location of the approved escape routes and assembly points 
K13 own responsibilities for reporting accidents and emergencies 
K14 the limits of own responsibilities when involved in port operations 
K15 roles and responsibilities of others in own area of operations, relating to 

port operations 
K16 the person(s) to whom health safety and security matters should be 

referred 
K17 the information needs of the people in own workplace 
K18 why it is important to gain an appreciation of the level of understanding of 

health, safety and security within the workplace 
K19 how to monitor and assess the level of understanding of workplace 

health, safety and security data 
K20 the available sources of valid health, safety and security information 

relevant to own workplace 
K21 how to interpret health, safety and security data kept in the workplace, 

including that concerning: risk assessments, incidents and complaints 
K22 the workplace procedures for communicating with those involved in or 

affected by own area of operations 
K23 the importance of keeping people regularly informed and discussing their 

involvement in maintaining health, safety and security 
 K24 how to prepare and write effective policies and procedures 
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K25 the appropriate measures for checking different types of health, safety 
and security procedures 

K26 what would constitute a breach of health, safety or security regulations 
K27 the different working practices present in own area of operations 
K28 the work areas and people for whom you are responsible 
K29 the appropriate circumstances for reviewing procedures, including: 

routinely and post incident 
 K30 the difference between a hazard and a risk 

K31 how to maintain effective health, safety and security records 
K32 how to communicate effectively 

 K33 the reasons for maintaining clean and tidy working environments 
K34 the principal types and causes of accidents within ports 
K35 the role of the health, safety and security enforcing bodies 
K36 the principal types of security risk within ports and the potential threat to 

security which they create 
K37 the reasons for maintaining confidentiality when dealing with security 
K38 the reasons for wearing and displaying a security badge 
K39 the reciprocal procedures required in maintaining security when boarding 

a vessel alongside 
K40 the circumstances when it is appropriate to challenge individuals to 

justify their presence within the port 
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Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to taking action to reduce risks to health, safety and 
security, conducting an assessment of workplace risks, promoting health, 
safety and security, developing procedures to control risks, monitoring 
procedures to control risks and undertaking health, safety and security 
inspections, in a port environment. 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to deal with incidents within a 
port environment.  It is about undertaking an initial investigation into workplace 
incidents within ports, including near-misses, and referring those that require 
further exploration.  It is also about managing the users of ports during an 
emergency understanding human behaviour in emergencies and managing 
passengers and/or other port users effectively.  It is also about conducting 
operations in such a way as to minimise the risk of incidents within the port 
environment in the first place. 

 

Target Group 
This standard applies to authorised Port Operations supervisors and first line 
managers with responsibility for responding to and preventing incidents and 
emergencies.   
 
There are 5 elements in this standard: 
 

1. Make initial investigations into incidents in ports 
2. Manage ports users in an emergency 
3. Respond to an incident within a port environment 
4. Administer first aid 
5. Ensure your team’s actions aim to protect the port environment 
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Performance 
criteria 
 
 
You must be able to: 
 

Make initial investigations into incidents in ports 
 

 

P1 prepare any necessary documentation ahead of the initial investigation  
P2 ensure that everyone involved with the initial investigation understands 

its purpose and the steps required 
P3 gather all salient facts, recording these accurately  
P4 adopt communication methods and styles appropriate to people and the 

situation 
P5 listen, ask questions and clarify points to check mutual understanding 
P6 check the validity and reliability of information 
P7 identify and address any inconsistencies in the information gathered, 

recording where these cannot be resolved, setting out the reasons for 
the inconsistency and why these cannot be resolved 

P8 assess own findings, determining the level of seriousness of the incident 
and identify the consequent course of action 

P9 identify the basic and immediate causes of incidents 
P10 where appropriate,  make reasoned suggestions regarding further 

investigative actions and possible improvements to working procedures 
to avoid repetition of the incident 

P11 record own suggestions and present these to the relevant person(s) 
P12 ensure that everyone involved with the initial investigation is updated  

regarding its outcomes 
P13 maintain accurate and up to date records of the investigation 

 
 

 
 
 
 
You must be able to: 
 

Manage ports users in an emergency 
 
 
 
 
P14 follow the organisation’s procedures for responding to an emergency 

situation 
P15 ensure the emergency is reported immediately to the relevant persons, 

including where necessary, the relevant emergency services, identifying 
the nature and location of the emergency  

P16 ensure all necessary emergency shut down or isolation procedures are 
applied immediately 

P17 alert all people in the vicinity of the incident, clearing them from the area, 
and bar access to the area to non-essential personnel 

P18 communicate with port users promptly, using the best means practicable 
and identifying and directing them to stay in, or move to designated safe 
areas 

P19 ensure any directions take into account the need to use correct escape 
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routes, and to ensure that they are maintained free from obstructions and 
over-crowding 

P20 identify individuals requiring particular assistance and address their 
requirements appropriately 

P21 locate and take account of port users and where necessary, follow the  
procedures to locate missing individuals 

P22 plan and organise the movement of port users to maintain safety as the 
highest priority and in line with organisational procedures 

P23 ensure that exits from safe areas are kept clear of obstruction at all times 
 
 

 
 
 
 
You must be able to: 
 

Respond to an incident within a port environment 
 
 
 
P24 where necessary,  raise the alarm and notify the relevant authority 

immediately upon becoming aware of an incident  
P25 establish the nature of the incident, assess the level of seriousness and 

action the correct procedures for dealing with the incident 
P26 where practicable, and where it is safe to do so, make prompt contact 

with those at the source of the incident to contain it  
P27 where it is a pollution incident and where it is safe to do so, track the 

pollution and assess its likely effect upon the environment 
P28 identify  and obtain, the appropriate equipment and materials required for 

dealing with the incident, confirming that these are in good working order 
before putting them into action 

P29 where necessary, report the incident to the relevant emergency services, 
identifying the nature and location of the incident  

P30 in the case of pollutants, arrange for the recovery of the pollutant using, 
where appropriate, relevant mechanical devices, within own limits of 
authority, and dispose of the pollutant safely  

P31 inform all relevant persons immediately of any operational changes, or 
delays, caused by the incident 

P32 ensure that the equipment used is cleaned and stored securely upon 
completion, with equipment stocks checked and replenished  

P33 identify any faulty or damaged equipment, and refer this for repair 
 
 

 
 
 
You must be able to: 
 

Administer first aid 
 
 
 
P34 respond to the needs of casualties with minor injuries and illnesses 

through: 
P34.1 checking the area for danger and responding accordingly 
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P34.2 reassuring the casualty and obtaining, where practicable, the 
history and symptoms of the injury/illness 

P34.3 assessing the casualty and establishing the nature and extent 
of any injury 

P34.4 applying first aid treatment appropriate to the type and severity 
of the condition 

P34.5 calling for additional help, if necessary 
P34.6 informing the casualty of the action taken and sources of further 

help and advice 
P35 respond to the needs of casualties with major injuries through: 

P35.1 checking the area for danger and responding accordingly 
P35.2 reassuring the casualty and obtaining, where practicable, the 

history of the incident 
P35.3 assessing the extent and severity of the casualty’s condition 
P35.4 placing the casualty in an appropriate position of rest  
P35.5 protecting the casualty from heat or cold 
P35.6 treating the casualty in accordance with current practice 
P35.7 complying with hygiene procedures and avoiding infection as 

much as practicable 
P35.8 controlling any bleeding by applying direct or indirect pressure 

and appropriate dressings or bandages 
P35.9 checking for and, where practicable, maintaining circulation 

beyond bandaging 
P35.10 immobilising and supporting injuries in line with current practice 
P35.11 calling promptly for additional help 

P36 respond to the needs of casualties with medical conditions through: 
P36.1 checking the area for danger and responding accordingly 
P36.2 reassuring the casualty and obtaining, where practicable, the 

history of the problem 
P36.3 assessing the extent and the severity of the casualty’s condition 
P36.4 placing the casualty in an appropriate position of rest 
P36.5 protecting the casualty from heat or cold 
P36.6 complying with hygiene procedures as much as practicable 
P36.7 treating the casualty in accordance with current practice 
P36.8 calling for additional help promptly 

P37 respond to the needs of unconscious casualties through: 
P37.1 checking the area for danger and responding accordingly 
P37.2 checking the casualty’s level of consciousness and breathing 
P37.3 opening the casualty’s airway by head tilt 
P37.4 looking for and removing obvious obstructions in the mouth 
P37.5 lifting the casualty’s chin 
P37.6 checking the casualty for injuries, if appropriate 
P37.7 checking for the presence of any life-threatening conditions 

(severe bleeding) 
P37.8 moving the casualty to the recovery position in line with current 
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practice 
P37.9 calling promptly for additional help 
P37.10 monitoring the casualty’s condition and noting any change 
P37.11 reassuring the casualty throughout 

P38 perform cardio-pulmonary resuscitation (CPR) through: 
P38.1 checking the area for danger and responding accordingly 
P38.2 checking the casualty’s level of consciousness 
P38.3 opening the casualty’s airway by tilting the head  
P38.4 checking for breathing and removing any obstructions from their 

mouth 
P38.5 lifting the casualty’s chin 
P38.6 applying rescue breaths at the correct rate and depth 
P38.7 checking for signs of circulation 
P38.8 applying chest compressions in the correct position and at the 

correct rate and depth  
P38.9 continuing with affective rescue breaths and chest 

compressions in line with current practice 
P38.10 monitoring for returning circulation in line with current practice 
P38.11 calling promptly for additional help 

 
 

 
 
 
 
You must be able to: 
 

Ensure your team’s actions aim to protect the port environment 
 
 
 
P39 identify and address any working practices undertaken by own team 

which could cause harm to the environment 
P40 brief individuals and/or teams fully regarding their responsibilities in 

protecting the environment 
P41 check that team members understand the importance of protecting the 

environment and their associated responsibilities 
P42 monitor the activities of individuals and/or teams against the standards of 

performance expected in protecting the environment 
P43 provide constructive feedback on environmental protection performance 
P44 ensure that work is undertaken in line with relevant legislation, guidance 

and organisational procedures which relate to environmental impact 
P45 recognise any accidental damage to the environment and take action to 

minimise or rectify the damage  
P46 ensure that waste materials are disposed of safely  
P47 alert the relevant authority promptly, if encountering incidents of incorrect 

disposal of waste material 
P48 report and record all environmental incidents accurately to the 

appropriate persons and/or agencies 
P49 prioritise work to make the best use of time and resources 
P50 make information available to those who need it 
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P51 recognise changes in circumstances and adjust plans and activities 
accordingly 

P52 seek opportunities to safely improve working procedures and practices 
P53 identify opportunities to encourage relevant people to maintain 

environmental good practice 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 
 

 

K1 the legal responsibilities for maintaining own and others’ health and 
safety in your workplace 

K2 the requirements placed upon the individual and the organisation by 
current legislation, directions and bye-laws related to workplace incidents 
and emergencies  

K3 current industry guidance, relating to workplace incidents and 
emergencies 

K4 own organisation’s policies, procedures and working practices that relate 
to workplace incidents and emergencies 

K5 the principle types of hazard and risk associated with ports 
K6 the precautions appropriate for minimising the risks associated with ports 
K7 how to correctly wear, use and maintain personal protective equipment, 

relevant to port operations and to incidents and emergencies 
K8 how to locate, correctly use and maintain the principle types of safety 

and incident response equipment in the port 
K9 the location of and how to operate alarm systems 
K10 procedures for contacting the emergency services 
K11 the location of the approved escape routes and assembly points 
K12 own responsibilities for reporting accidents and emergencies 
K13 the limits of own responsibilities when involved in incidents, emergencies 
K14 roles and responsibilities of others during incidents and emergencies 
K15 personal responsibility for being alert to, responding to and reporting 

incidents and emergencies 
K16 own capabilities and responsibilities and scope of own job role with 

regard to investigations and protecting the port environment 
K17 the organisation structure and lines of communication  
K18 the person(s) to whom health safety and security matters should be 

referred 
K19 effective interviewing techniques relevant to conducting initial 

investigations of incidents 
K20 the statutory and own organisation requirements with regard to the 

confidentiality of reports and information 
K21 the work areas and job roles where the investigation is to be carried out 

 K22 different leadership and communication styles and circumstances 
appropriate to their use 

K23 the typical human response to the first phase of an emergency, including 
the factors affecting crowd dynamics and decision making, and the 
impact of stress 

K24 the problems associated with managing large numbers of people, 
including communication, movement and responsibility, and techniques 
for overcoming such problems 
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K25 how to recognise the impact of stress on individual and group behaviour, 
and techniques for managing this 

K26 the scope of all relevant emergency plans and their impact upon 
emergency procedures 

K27 how to  locating missing persons 
K28 when and how to move incapacitated or injured passengers 
K29 how to returning to normal operations or hand over to another competent 

and responsible authority 
 K30 the limitations and risks associated with applying first aid to others 

K31 how to recognise and respond to local danger and risks when dealing 
with casualties 

K32 how to check for signs of life and for life-threatening conditions 
K33 how to manage an unconscious casualty and the main causes of 

unconsciousness 
K34 how to detect an obstructed airway and the methods of clearing 

obstructions 
K35 methods of CPR and how to use these correctly 
K36 the precautions to be taken when performing CPR 
K37 how to recognise and assess the severity and extent of injuries 
K38 the methods for controlling bleeding 
K39 the signs and symptoms of shock 
K40 the main different types of wounds and their treatment 
K41 the main safety considerations when dealing with burns and scalds 
K42 how to recognise and treat sprains, strains and fractures 
K43 the correct treatments for hypothermia, frostbite, heat-stroke and heat 

exhaustion 
K44 the types of environmental damage might occur at a port, what severity 

of impact might they have and what corrective actions would need to be 
taken 

K45 the methods for minimizing environmental damage in own area of 
operations 

K46 the suitable materials and equipment, given the nature and location of 
the work activity and its potential impact on the environment 

K47 how to use tools and materials to minimize environmental damage 
K48 the safe and approved methods of waste disposal 
K49 environmental good practice 
K50 how to assess and prioritise activities which have the greatest potential 

environmental impact 
K51 the methods for reducing impact upon the port environment, including: 

energy efficiency, oil recycling and waste reduction 
K52 who to report environmental incidents to 
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Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to undertaking initial investigations into incidents in 
ports, managing port users in an emergency, responding to incidents, 
administering first aid and protecting the port environment 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to provide support and 
information to customers.  It is about promoting the importance of customer 
service and maintaining and of delivering and maintaining excellent customer 
service which meets or exceeds the customer expectations.  It also covers 
monitoring and solving customer service problems.   

 
Target Group 
This standard applies to authorised Port Operations supervisors and first line 
managers with responsibility for providing service and information to 
customers. 

There are 4 elements in this standard: 

1. Organise, deliver and maintain reliable customer service 
2. Improve the customer relationship 
3. Work with others to improve customer service 
4. Monitor and solve customer service problems 
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Performance 
criteria 
 
 
You must be able to: 
 

Organise, deliver and maintain reliable customer service 
 

 

P1 plan and prepare everything needed to deal with customers efficiently 
and effectively 

P2 organise the resources needed to deliver a variety of products or 
services to different types of customers 

P3 organise own actions to ensure that customers receive prompt attention  
P4 reorganise work to respond to unexpected additional workloads 
P5 maintain service delivery during very busy periods including when 

systems, people or resources have not delivered 
P6 respond appropriately to customers when they make comments about 

the services that are being offered 
P7 alert others to repeated comments made by customers 
P8 take action to improve the reliability of the service based on customer 

comments 
P9 monitor whether the action you have taken has improved the service you 

give to customers 
P10 record and store customer service information accurately and correctly 
P11 select and retrieve customer service information that is relevant, 

sufficient and in an appropriate format for its purpose 
P12 locate quickly information that will help solve a customer’s query 
P13 supply accurate customer service information to others using the most 

appropriate method of communication 
 

 

 
 
 
You must be able to: 
 

Improve the customer relationship 
 
 
P14 select and use the best method of communication to suit the customers’ 

needs  
P15 take the initiative to contact customers to update them when things are 

not going to plan, or when further information is required 
P16 where necessary, explain sensitively and positively to customers why 

their needs and expectations cannot be met 
P17 identify alternative solutions for customers either within or outside the 

organisation 
P18 assess the costs and benefits of these solutions to the organisation and 

to the customers 
P19 negotiate and agree solutions with customers which satisfy them and are 

acceptable to own organisation 
P20 take action to satisfy the customers according to the agreed solution 
P21 recognise opportunities and take action to exceed the customer’ 
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expectations within limits of own authority 
P22 gain the help and support of others to exceed  the customers’ 

expectations  
 

 
 
 
You must be able to: 
 

Work with others to improve customer service 
 
 
 
P23 contribute constructive ideas to plans for improving customer service  
P24 identify and follow plans to improve customer service and confirm this 

with others 
P25 ensure others are kept advised of situations that may affect plans to 

improve customer service 
P26 discuss with others how own actions may affect their customer service 

performance 
P27 identify and review own performance continuously with others against 

plans to improve customer service 
P28 discuss with others joint performance measured against aims to improve 

customer service 
P29 identify with others how joint efforts to follow plans and achieve aims 

could be improved 
P30 take action with others to improve joint customer service performance 
 

 

 
 
 
 
You must be able to: 
 

Monitor and solve customer service problems 
 
 
 
P31 respond positively to customers’ problems according to organisational 

guidelines  
P32 solve customer problems when it is within own area of authority 
P33 keep customers informed of the action being taken 
P34 check with customers that they are satisfied with the action taken 
P35 solve problems within service systems and procedures that might affect 

customers before they become aware of them 
P36 inform the appropriate authority and colleagues of the steps taken to 

solve specific problems 
P37 work individually or with colleagues to identify repeated customer service 

problems 
P38 identify the options for dealing with repeated problems and consider the 

advantages and disadvantages of each option 
P39 work with others to determine an agreed way forward for solving 

repeated problems 
P40 negotiate with the appropriate authority, changes to customer service 

systems and procedures that will reduce the chance of problems being 
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repeated 
P41 action the agreed solution with agreed timescales 
P42 keep customers informed in a positive and clear manner of steps being 

taken to solve any service problems 
P43 monitor the solution that has been implemented and make any suitable 

changes to ensure that no further problems occur 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



PSSSPO109 
Provide support and information to customers 
 

PSS SPO109 - Provide support and information to customers 5 

Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 
 
 
 

K1 the legal responsibilities for maintaining own and others’ health and 
safety in your workplace 

K2 the requirements placed upon the individual and the organisation by 
current legislation, directions and bye-laws related to the health and 
safety of customers, suppliers and other third parties  

K3 current industry guidance, relating to the health and safety of customers, 
suppliers and other third parties 

K4 own organisation’s policies, procedures and working practices that relate 
to the health and safety of customers, suppliers and other third parties 

K5 the principle types of hazard and risk associated with ports 
K6 the precautions appropriate for minimising the risks associated with ports 
K7 how to wear, use and maintain personal protective equipment, relevant 

to port operations and to incidents and emergencies 
K8 how to locate, use and maintain the principle types of safety and incident 

response equipment in the port 
K9 the location of and how to operate alarm systems 
K10 procedures for contacting the emergency services 
K11 the location of the approved escape routes and assembly points 
K12 own responsibilities for reporting accidents and emergencies 
K13 the limits of own responsibilities when dealing with customers, suppliers 

and other third parties 
K14 roles and responsibilities of others when dealing with customers, 

suppliers and other third parties 
K15 what customers’ rights are and how these rights affect what is able to be 

done for the customer 
K16 the specific needs of: data protection, equal opportunities, disability 

discrimination, legislation and regulations, that affect the way the 
services can be delivered to customers 

K17 how to communicate in a clear, polite, confident way and why this is 
important 

K18 the implications of a change of structure, products or services for the 
organisation 

K19 the implications of other relevant port and organisations’ activities on the 
organisation 

K20 the industry, organisational and professional codes of practice and 
ethical standards that affect the way the products or services can be 
delivered to customers 

K21 contractual agreements that the customers have with own organisation 
K22 the services of the organisation relevant to own customer service role 
K23 organisational targets relevant to own job, own role in meeting them and 

the implications for the organisation if those targets are not met 
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K24 how to identify useful customer feedback and how to decide which 
feedback should be acted on 

K25 how to communicate feedback from customers to others 
K26 the resource implications in times of staff sickness and holiday periods 

and own responsibility at these times 
K27 the importance of having reliable and fast information for own customers 

and own organisation 
K28 the organisation’s procedures and systems for delivering customer 

service 
K29 the organisation’s procedures for emergency situations and own role 

within them 
K30 the organisation’s major competitors 
K31 the effects of legislation on the performance of own organisation 
K32 how to make best use of the method of communication chosen for 

dealing with customers 
K33 how to negotiate effectively with customers 
K34 how to assess the costs and benefits to the customer and own 

organisation of any unusual agreement made 
K35 the importance of customer loyalty and/or improved internal customer 

relationships to the organisation 
K36 how to handle customer service problems 
K37 how the successful resolution of customer service problems contributes 

to customer loyalty with the external customer and improved working 
relationships with the internal customer 

K38 how to negotiate with and reassure customers while their problems are 
being solved 
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Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to the organisation, delivery and maintenance of 
reliable customer service, improvement of customer relationships, working with 
others to improve customer service and monitoring and solving customer 
service problems. 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to support learning and 
development.  It is about supporting team members and colleagues in 
identifying their learning needs and helping to provide opportunities to address 
these needs.  It covers individual learning through coaching and assessing 
colleagues using a range of methods. 

 

Target Group 
This standard applies to authorised Port Operations supervisors and first line 
managers with responsibility for supporting learning and development.   

 

There are 3 elements in this standard: 
 

1. Provide learning opportunities for colleagues 
2. Enable individual learning through coaching 
3. Assess candidates using a range of methods 
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Performance 
criteria 
 
 
You must be able to: 
 

Provide learning opportunities for colleagues 
 

 

P1 promote the benefits of learning to team members and make sure that 
their willingness and efforts to learn are recognised 

P2 give team members fair, regular and useful feedback on their work 
performance, discussing and agreeing how they can improve 

P3 work with team members to identify and prioritise learning needs based 
on any gaps between the requirements of their work-roles and their 
current knowledge, understanding and skills 

P4 help team members to identify the learning style(s) or combination of 
styles which works best for them and ensure that these are taken into 
account in identifying and undertaking learning activities 

P5 work with team members to identify and obtain information on a range of 
possible learning activities to address identified learning needs 

P6 discuss and agree, with each team member, a development plan which 
includes learning activities to be undertaken, the learning objectives to 
be achieved, the required resources and timescales 

P7 work with team members to recognise and make use of un-planned 
learning opportunities 

P8 seek and make use of specialist expertise in relation to identifying and 
providing learning for team members 

P9 support team members in undertaking learning activities making sure 
any required resources are made available and making efforts to remove 
any obstacles to learning 

P10 evaluate, in discussion with each team member, whether the learning 
activities they have undertaken have achieved the desired outcomes and 
provide positive feedback on the learning experience 

P11 work with team members to update their development plan in the light of 
performance, any learning activities undertaken and any wider changes 

P12 encourage team members to take responsibility for their own learning, 
including practising and reflecting on what they have learned 
 
 

 
 
 
You must be able to: 
 
 
 
 
 
 

Enable individual learning through coaching 
 
 
 
P13 identify team members’ individual learning needs and learning styles 
P14 analyse the skills needed, and the order in which they need to be learned
P15 identify opportunities for team members to achieve agreed learning 

objectives, agree actions towards developing their skills, including using 
technology based support and e-support where appropriate 

P16 select a style of coaching which meets the organisation’s learning 
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objectives 
P17 coach in a manner and at a speed appropriate to team members 
P18 provide team members with opportunities to practice their skills, to apply 

their knowledge and to gain experience in a structured way 
P19 provide team members with clear and accurate information upon the 

resources and support available to assist in applying their learning 
P20 review the progress of team members towards achieving their learning 

objectives 
P21 identify any barriers to learning and address these  
P22 provide team members with constructive feedback on their progress 
P23 adapt coaching skills in response to the progress of team members and 

their feedback upon the process 
 
 

 
 
 
 
You must be able to: 
 

Assess candidates using a range of methods 
 
 
 
P24 develop and agree plans for assessing competence with individuals  
P25 check that all individuals understand the assessment process involved 
P26 agree fair, safe, valid and reliable assessment methods 
P27 identify appropriate and cost-effective opportunities for assessing 

performance 
P28 use different types of evidence 
P29 identify how the past experience and achievements of individuals will 

contribute to the assessment process 
P30 identify and agreeing any special arrangements needed to make sure 

that the assessment process is fair 
P31 identify how other people will contribute to assessments and what 

support they may need 
P32 identify how to protect confidentiality and agree arrangements to deal 

with sensitive issues 
P33 agree how you will handle any difficulties or disputes during the 

assessment 
P34 agree when assessment will take place with individuals and the other 

people involved 
P35 agree arrangements with individuals for reviewing their progress against 

the assessment plan 
P36 review and update assessment plans to take account of what the 

individuals have achieved 
P37 judge evidence against criteria to make assessment decisions using the 

agreed assessment methods to assess competence in appropriate 
situations and past experience and achievements of individuals as part 
of the assessment of their current competence 

P38 ensure that evidence comes from the individuals’ own work 
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P39 make safe, fair, valid and reliable decisions about the competence of 
individuals’, only on the agreed standard 

P40 collect evidence from the other people involved in the assessment 
process 

P41 apply any agreed special arrangements to make sure that the 
assessment is fair 

P42 base decisions on all of the relevant evidence of individuals’ performance 
and knowledge 

P43 take evidence from as many places as possible 
P44 explain and resolve any inconsistencies in the evidence 
P45 make a record of the outcomes of assessments by using the agreed 

recording system 
P46 speak to the appropriate person if agreement on your assessment of the 

individual’s performance cannot be reached 
P47 provide feedback and support to individuals on assessment decisions at 

an appropriate time and place 
P48 provide constructive and encouraging feedback, which meets the 

individual’s needs and is appropriate to their level of confidence 
P49 explain clearly the assessment decisions on whether individuals’ 

evidence of competence is good enough 
P50 give individuals advice when they cannot prove their competence and on 

how they can develop the necessary skills or provide more evidence 
P51 encourage individuals to get advice on assessment decisions 
P52 identify and agree next steps in the assessment process and how 

individuals will achieve these 
P53 follow agreed complaints and appeals procedures if individuals disagree 

with your assessment decisions  
P54 ensure that assessment records are accurate and up to date, and 

provide an audit trail of evidence 
P55 contribute to standardisation of assessment decisions 
P56 give accurate and timely information on assessments 
P57 contribute to agreed quality assurance process 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 

 

 

K1 the legal responsibilities for maintaining own and others’ health, safety 
and security in your workplace 

K2 the health and safety requirements placed upon the individual and the 
organisation by current legislation, directions and bye-laws, relevant to 
own area of operations 

K3 the principle types of hazard and risk likely to be found in own area of 
operations 

K4 the precautions appropriate for minimising hazards and risks in own area 
of operations 

K5 the benefits of learning for individuals and organisations and how to 
promote these to team members 

K6 ways to develop an ‘environment’ in which learning is valued and 
willingness and efforts to learn are recognised 

K7 why it is important to encourage team members to take responsibility for 
their own learning 

K8 how to provide fair, regular and useful feedback to team members on 
their work performance 

K9 how to identify learning needs based on identified gaps between the 
requirements of team members’ work-roles and their current knowledge, 
understanding and skills 

K10 how to prioritise learning needs of team members, including taking 
account of organisational needs and priorities and the personal and 
career development needs of team members 

K11 the range of different learning styles and how they affect learning 
K12 how to support team members in identifying their particular learning 

style(s) or combination of learning styles 
K13 different types of learning activities, their advantages and disadvantages 

and the required resources (for example, time, fees, substitute staff) 
K14 how/where to identify and obtain information on different learning 

activities 
K15 why it is important for team members to have a written development plan 

and what it should contain (for example, identified learning needs, 
learning activities to be undertaken and the learning objectives to be 
achieved, timescales and required resources) 

K16 how to set learning objectives which are SMART (Specific, Measurable, 
Achievable, Realistic and Time-Bound) 

K17 you know sources of specialist expertise in relation to identifying and 
providing learning for team members 

K18 what type of support team members might need to undertake learning 
activities, the resources needed and the types of obstacles they may 
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face and how they can be resolved 
K19 how to evaluate whether a learning activity has achieved the desired 

learning objectives 
K20 the importance of regularly reviewing and updating written development 

plans in the light of performance, any learning activities undertaken and 
any wider changes 

K21 how to take account of equality legislation, any relevant codes of practice 
and general diversity issues in providing learning opportunities for team 
members 

K22 industry/sector requirements for the development or maintenance of 
knowledge, skills and understanding and professional development 

K23 learning issues and specific initiatives and arrangements that apply 
within the industry/sector 

K24 working culture and practices of the industry/sector 
K25 relevant information on the purpose, objectives and plans of own team or 

area of responsibility or the wider organisation 
K26 the work roles of team members, including the limits of their 

responsibilities and their personal work objectives 
K27 the current knowledge, understanding and skills of team members 
K28 the identified gaps in the knowledge, understanding and skills of team 

members 
K29 the identified learning needs of team members 
K30 the learning style(s) or combinations of styles preferred by team 

members 
K31 the written development plans of team members 
K32 sources of specialist expertise available in/to your organisation in relation 

to identifying and providing learning for team members 
K33 the learning activities and resources available in/to the organisation 
K34 the organisation’s policies in relation to equality and diversity 
K35 the organisation’s policies and procedures in relation to learning 
K36 the organisation’s performance appraisal system 

  K37 how to analyse and use developments in learning and new ways of 
delivery, including technology-based learning 

K38 which types of learning are best achieved and supported through 
coaching 

K39 how to identify individual learning needs 
K40 how to match coaching opportunities to individual learning needs and 

objectives 
K41 how to put learners at their ease 
K42 how to put information in order and how to decide whether the words 

used will be appropriate for individual learners 
K43 how to recognise possible barriers to learning and how to overcome 

them 
 K44 how to identify and use different types of evidence when carrying out 
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assessments 
K45 how to identify and compare different types of evidence when making 

assessment decisions 
K46 how to collect evidence in ways that are cost-effective and timely 
K47 how to collect and use evidence from individuals’ prior experience and 

achievements within the current assessment process 
K48 how to develop and agree assessment plans with individuals and the 

other people involved 
K49 how to assess performance accurately against specific parts of a 

standard  
K50 how to take appropriate action and help individuals develop their 

competence 
K51 how to change assessment procedures to meet individual needs 
K52 how to identify the difficulties in making safe, fair, valid and reliable 

assessments of evidence and who to involve in such cases 
K53 how to follow standardisation and internal quality assurance procedures 
K54 how to measure existing levels of competence 
K55 how to make valid and reliable assessments of individuals’ knowledge 
K56 how to make valid and reliable assessments of individuals’ performance 
K57 how to make sure that all the agreed criteria is covered during an 

assessment 
K58 how to check that evidence is the individuals’ own work 
K59 how to make sure that supporting evidence supplied by other people is 

reliable 
K60 how to encourage individuals to consider and use their past experience 

and achievements 
K61 how to give constructive feedback on existing levels of competence and 

what individuals need to do be fully competent 
K62 how to involve individuals in planning assessments 
K63 how manage data within requirements of data protection legislation 
K64 how to encourage individuals who have different levels of confidence and 

experience to take an active part in their assessment 
K65 how to use language and behaviour which does not discriminate against 

any individual  
K66 how to meet the different needs of individuals 
K67 how to give feedback to individuals with different levels of confidence 

and experience 
K68 how to encourage individuals to ask questions and to obtain advice 
K69 how to monitor and review progress with individuals 
K70 how to identify changes in levels of individuals’ competence and assess 

how this affects own competence 
K71 how to use opportunities to update skills and experience 
K72 how to identify and use information on current assessment best practice 
K73 how to use personal development opportunities to improve own 
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assessment skills 
K74 how to meet individuals’ needs for access to safe, fair, valid and reliable 

assessment, in line with relevant legislation 
K75 how to recognise and challenge unfair discrimination in assessments 
K76 how and from whom to obtain advice about meeting individuals’ special 

assessment requirements 
K77 how to identify and plan for issues of confidentiality and data protection 

during the assessment process 
K78 how to record, store and pass on assessment decisions to other people 

within an agreed system 
K79 how to identify and assess things that can influence  own competence 
K80 you know how to identify appropriate sources of support for own 

development 
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Additional 
Information  
 
 
 

 
 
 
 
This standard is applicable to the provision of learning opportunities, individual 
learning through coaching and assessing candidates’ skills using a range of 
methods. 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 
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Overview 
 

This standard covers the competence required to manage own resources and 
professional development.  It is about managing personal resources and 
professional development in order to achieve work objectives and career and 
personal goals.  It is necessary to have an understanding of own work role and 
how it fits into the overall vision and objectives of the organisation, whilst also 
understanding what is driving you in terms of values, career and wider personal 
aspirations.  An essential part of this standard is identifying and addressing 
gaps in skills and knowledge. 

This unit is about managing your personal resources (particularly knowledge, 
understanding, skills experience and time) and your professional development 
in order to achieve your work objectives and your career and personal goals. 

This standard also covers the competence required to build effective working 
relationships with colleagues.  It deals with supporting and delivering own work 
and that of the overall organisation by developing relationships with colleagues 
that are supportive within your own team and organisation.  It is also about 
liaising with and developing professional working relationships with third party 
organisations that the organisation works with.  The need to monitor and review 
the effectiveness of the working relationships is also a key requirement of this 
unit. 

 

Target Group 

This standard applies to all supervisors and other first line managers.   

 
There are 3 elements in this standard: 
 

1. Manage own resources and professional development 
2. Develop productive working relationships with colleagues 
3. Liaise and develop professional working relationships with third parties 
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Performance 
criteria 
 
 
You must be able to: 
 

Manage own resources and professional development   
 
 
 
 
P1 evaluate, at appropriate intervals, the current and future requirements of 

own work-role taking account of the vision and objectives of the 
organisation 

P2 consider own values and own career and personal goals and identify 
information which is relevant to own work role and professional 
development 

P3 discuss and agree personal work objectives with line manager and how 
progress will be measured 

P4 identify the learning styles which work best for you and ensure that these 
into account in identifying and undertaking development activities 

P5 identify any gaps between the current and future requirements of own 
work-role and current knowledge, understanding and skills 

P6 discuss and agree, with those you report to, a development plan to 
address any identified gaps of current knowledge, understanding and 
skills  

P7 undertake the activities identified in own development plan and evaluate 
their contribution to own performance 

P8 review and update own personal work objectives and development plan 
in the light of performance, any development activities undertaken and 
any wider changes 

P9 obtain regular and useful feedback on own performance from those who 
are in a good position to judge it and provide objective and valid 
feedback 

P10 ensure that own performance consistently meets or goes beyond agreed 
requirements 
 
 

 
 
 
You must be able to: 
 

Develop productive working relationships with colleagues 
 
 
P11 establish working relationships with all colleagues who are relevant to 

the work being carried out 
P12 recognise, agree and respect the roles and responsibilities of colleagues 
P13 understand and take account of the priorities, expectations, and authority 

of colleagues in decisions and actions 
P14 fulfil agreements made with colleagues  
P15 advise colleagues promptly of any difficulties or where it will be 

impossible to fulfil agreements 
P16 identify and sort out conflicts of interest and disagreements with 
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colleagues in ways that minimise damage to the work being carried out 
P17 exchange information and resources with colleagues to make sure that 

all parties can work effectively 
P18 provide feedback to colleagues on their performance and seek feedback 

from colleagues on own performance in order to identify areas of 
improvement 

 
 
 
 
 
You must be able to: 
 

 
 
Liaise and develop professional working relationships with third parties 
 
 
 
P19 identify the third parties and the nature of their interest in the activities 

and performance of own organisation 
P20 establish working relationships with relevant colleagues within the third 

parties 
P21 recognise and respect the roles and responsibilities of colleagues within 

the third parties 
P22 provide colleagues in third parties with appropriate information to enable 

them to perform effectively 
P23 fulfil agreements made with colleagues in third parties 
P24 advise colleagues in third parties promptly of any difficulties or where it 

will be impossible to fulfil agreements 
P25 identify and sort out conflicts of interest and disagreements with 

colleagues in third parties in ways that minimise damage to working 
relations, referring any conflicts correctly which are outside own level of 
responsibility 

P26 monitor and review the effectiveness of working relationships with 
colleagues in third parties, seeking and providing feedback, in order to 
identify areas for improvement 
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Knowledge and 
understanding 
 
 
You need to know and 
understand: 
 
 

 

 

 

K1 the legal responsibilities for maintaining own and others’ health, safety 
and security in your workplace 

K2 the health and safety requirements placed upon the individual and the 
organisation by current legislation, directions and bye-laws, relevant to 
own area of operations 

K3 the principle types of hazard and risk likely to be found in own area of 
operations 

K4 the precautions appropriate for minimising hazards and risks in own area 
of operations 

K5 the benefits of developing productive working relationships with 
colleagues in own organisation and with colleagues in third parties 

K6 the principles of effective communication and how to apply them in order 
to communicate effectively with colleagues 

K7 how to identify disagreements with colleagues and the techniques for 
sorting them out 

K8 how to identify conflicts of interest with colleagues and the measures that 
can be used to manage or remove them 

K9 how to take account of diversity issues when developing working 
relationships with colleagues 

K10 the importance of exchanging information and resources with colleagues 
K11 how to get and make use of feedback on your performance from 

colleagues 
K12 how to provide colleagues with useful feedback on their performance 
K13 the regulations and codes of practice that apply in the ports industry  
K14 the standards of behaviour and performance in the ports industry  
K15 the working culture of the ports industry  
K16 colleagues who are relevant to the work being carried out, their work 

roles and responsibilities 
K17 the processes within the organisation for making decisions 
K18 line management responsibilities and relationships within the 

organisation 
K19 the organisation’s values and culture 
K20 the power, influence and politics within the organisation 
K21 the standards of behaviour and performance expected in own 

organisation 
K22 the information and resources that different colleagues might need 

 K23 why it is important to recognise and respect the roles and responsibilities 
of colleagues within third party organisations 

K24 how to identify and meet the information needs of colleagues in third 
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party organisations 
K25 what information it is appropriate to provide to colleagues within third 

party organisations and the factors that need to be taken into 
consideration 

K26 how to identify disagreements with colleagues in third party organisations 
and the techniques for sorting them out 

K27 the role of the principal third parties with which ports deal 
K28 developments, issues and concerns of importance to third party 

organisations relevant to own areas of responsibility 
K29 the relevant colleagues within the third parties, their work roles and 

responsibilities 
K30 agreements with the third party organisations relevant to own 

organisation 
K31 methods for communicating with colleagues in third party organisations 
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Additional 
Information  
 
 

 
 
 
 
This standard is applicable to the management of own resources and 
professional development, the development of productive working 
relationships with colleagues and liaising and developing professional working 
relationships with third parties. 
 
The performance criteria, knowledge and understanding requirements are 
related to the individual’s own organisation, job role and area of operations.  
This includes but is not limited to the individual’s immediate place of work.  It 
extends to areas, operations and persons that may be impacted upon by the 
individual’s activity in the workplace.   
 
The performance criteria, knowledge and understanding requirements are 
specific to the: regulations, industry and other guidance recognised by the 
individual’s employer, employing organisation’s objectives, policies, 
procedures, and working practices; that relate to the elements covered in this 
standard. 
 
The performance criteria, knowledge and understanding requirements are 
specific to the individual’s own level of authority and responsibility. 
 
Ports and the activities which take place there vary. Employers and any other 
duty holders must comply with the legal duties imposed on them by health and 
safety legislation, including the Health and Safety at Work Act 1974. This will 
also involve careful and continuing risk assessments to enable duty holders to 
plan, implement, manage and review policies and procedures which address 
the risks associated with the conduct of their business.  The statutory duty of 
the employee to take reasonable care for the health and safety of themselves 
and other persons who may be affected by their acts or omissions at work and 
to cooperate with the employer with regard to the employer’s health and safety 
duties, are an essential part of this standard. 

 

 

  



PSSSPO111 
Manage personal professional development and 
working relationships 

PSS SPO111 - Manage personal professional development and working relationships 7 

Developed by Port Skills and Safety 
 

Version number 1 
 

Date approved February 2013 
 

Indicative review 
date 
 

February 2016 
 

Validity Current 
 

Status Original 
 

Originating 
organisation 
 

Skills for Logistics 
 

Original URN PSSSPO111  
 
 

Relevant 
occupations 
 

Supervision of Ports 
 

Suite Supervision of Port Operations 
 

Key words Supervision of port operations; port security operations; port safety; ports; 
vessels 

 

 


