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1. Purpose and Scope 

This document explains the expectations and requirements of Hexatronic UK (HUK) for inbound goods deliveries. 

This document applies to all suppliers and logistics 3rd parties who intend to deliver to HUK for any purpose. 

Suppliers must ensure this Policy is provided to their logistics 3rd parties as appropriate. 

 

2. Applicable Documents 

• POL-016 - Packaging Policy 
• POL-018 - Supplier Approval Policy 
• PRO-017 - Incoming Inspection Process 
• PRO-018 - Supplier Approval Process 
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3. Obligations 

3.1. Senior Logistics Coordinator 
Must ensure this Policy is communicated to 3rd parties to ensure smooth delivery operations. 

 

3.2. 3rd Parties 
It is the responsibility of all suppliers, hauliers, and any other logistics service providers to ensure that any carrier 
making a delivery to HUK is aware of and complies with the requirements of this Policy and, if applicable, of the 

Packaging Policy, which should be read in conjunction with this Policy. 

 

 

4. Procedures 

4.1. Documentation and Identification 
All deliveries must include a Packing List which must be visibly attached to or identified on the consignment. Multi-
pallet deliveries must be numbered with the documentation placed on pallet number one, and a pallet manifest 

provided. 

The packing list must include all PO numbers, supplier part numbers and Hexatronic item numbers, and all 

quantities. For international deliveries, we require the weight and dimensions of each container on the packing list. 

The details on the paperwork must match the identification marks on the product. 

Pallets should also contain pallet lists with a detailed summary of the contents of the pallet. 

 

4.2. Booking a delivery  
Contact our logistics team at shipping@hexatronic.co.uk to book a delivery giving at least 48 hours notice. Emails 

should contain a copy of the packing list, number of pallets, and preferred delivery date. 

4.2.1. Timed Deliveries 

Timed deliveries are preferred and will be provided by default. There will be an allowance of 30 minutes either side. 

If the driver cannot deliver within the time slot, they may be asked to wait to be unloaded or turned away and 
rebook. If there is a delay or problem with making your timed delivery, please call ahead to keep us informed on 
time of arrival and we will endeavour to unload at the earliest opportunity. 

mailto:shipping@hexatronic.co.uk
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4.2.2. Booking Reference 

Once we have received your email, you will be given a Load Booking Reference with the confirmed date, and a time 

slot (if applicable). 

All booking references should be given to the delivery driver who will be asked for this upon arrival. Goods arriving 

without a reference may be turned away. 

• For Courier Deliveries we do not require a booking reference, however, please send tracking number details 
and a copy of the packing list to our logistics team. 

• All pallets and all deliveries of 10 or more cartons require a booking reference. 

 

4.3. Loading 
Products must be loaded in a way that minimises the risk of damage and must be securely and adequately packaged. 
All goods must be treated as fragile and damaged packaging may result in the refusal of the product. 

HUK do accept pallets double stacked, however, please note the height restriction should not exceed 2.2m, and the 

single pallet should comply with the Packaging Policy. 

All vehicles must be loaded so there are no hazards created which may cause harm to HUK staff or may cause 

damage to delivery handling equipment. 

By following the steps detailed below, vehicles can be unloaded quickly and safely, and accidents can be prevented. 

These steps are the minimum standards by which deliveries will be accepted at Goods-In. 

• The vehicle floor must be well maintained and able to withstand an electric pallet truck with a minimum 
weight of 1600kg fully loaded. 

• The vehicle floor must be clean and free from any obstructions. Centre bars etc. must be easily removable. 
• Securing straps must be allowed to hang freely unless securing the load. The straps must be firmly attached 

to the trailer so they don’t present a hazard to goods-in staff, or impede the unloading of the vehicle. 
• Palletised deliveries must be securely positioned on the vehicle to allow safe and easy unloading. 
• The pallets must be able to be removed from the vehicle without obstruction. 
• Where pallets are double stacked they must be secure and clearly split by a splitter or cardboard. 
• In the case of “multi drop”, HUK deliveries must be clearly identified for each other delivery. The carrier 

must ensure that all other goods do not pose any threat to the HUK products. 
• Deliveries regarded as unsafe will be refused. 

Strict guidelines are adopted to ensure the safety of our goods-in staff whilst working. Any driver refusing to comply 

with the above will not have the cargo of their vehicle unloaded. 

4.3.1. Container Deliveries 

We cannot accept container deliveries that are handball unless agreed beforehand. Product must be secured and the 
load must be kept away from the container doors. This helps to avoid any safety issues when opening the doors. 

They must have security seals intact and conform to import regulations. 
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4.4. Site Delivery Location 
ADDRESS: Quay Lane, Gosport, Hampshire. PO12 4LJ. 

• Main Site / Goods-in: Unit C, Quay West Business Centre. 

• Storage Site: Quay Lane Yard. 

The Main Site / Goods-in is a ONE-WAY site. You MUST travel around the site following all signs. 

   

Our Goods-In department is only open until 4pm. Any deliveries arriving on site after 4pm will be turned away. 

 

4.4.1. Vehicle and Driver Requirements 

Delivery drivers must comply with site traffic regulations, all site signage, and all instructions given by site personnel. 

Drivers must hold a valid driving licence suitable for the class of vehicle being used and not be under the influence of 
any alcohol, drugs, or prescribed medication which may affect their ability to drive in a safe manner. 

Drivers are required to wear minimum PPE of safety shoes and Hi-Vis vest. 

For health and safety reasons, drivers may be required to surrender the vehicle keys prior to unloading. They will be 

returned with completed paperwork after unloading. 
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4.5. Delivery Refusals 
We may refuse your delivery if: 

• The goods are obviously damaged or wet before unloading. 
• The vehicle is unsafe to unload. 
• Your driver is in breach of our site rules including abusive behaviour. 
• The documents relating to the delivery are missing or incorrect. 

 

4.5.1. Damaged Goods 

For goods damaged in transit, we reserve the right to raise a claim for the full value of goods from the supplier 
and/or the transport company. 

 

4.5.2. Abusive Behaviour 

Abusive behaviour to any other person will not be tolerated. Abusive behaviour includes but is not limited to: 

• Any form of harassment including shouting at someone or name-calling. 
• Threats of any kind. 
• Assault of any kind. 

o Intentionally or recklessly causing another person to apprehend the infliction of immediate and 
unlawful force on their body, whether involving weapons or not, and includes assault involving the 
intentional touching of another person sexually without their consent. 

• Derogatory language or jokes relating to: 
o Sex, gender identity, or sexual orientation. 
o Race. 
o Age. 
o Disability. 
o Religious belief. 

Abusive behaviour is more likely when someone is under the influence of drink, drugs, or mental illness, and can be 
exacerbated by feelings of resentment, impatience, frustration, or anxiety. None of these are valid excuses and 

appropriate action will be taken by HUK in all cases. 

 

4.5.3. Fees 

Any goods that arrive that are not compliant with this document or the Packaging Policy and require re-working, a 

fee of £50 per hour will be charged to cover our labour costs. 
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4.6. Processing of Damaged, Short, and Over Deliveries 
We will notify you as soon as possible if any product is found to be incorrect or damaged after the delivery has been 

completed. Due to the nature of our receiving checks, discrepancies may not always be identified at the time of 
delivery. If so, we will notify you as soon as possible after the discrepancy comes to our attention. 

For delivery shortages, the supplier of the goods is responsible for arranging redelivery and will require a new 
booking with our logistics team. 

The supplier of the goods is responsible for the collection of incorrect or over delivered goods at their cost. You must 
contact HUK as soon as possible to arrange the date and time when you will collect the rejected products, which 

must be within 7 days. If you fail to collect them within 7 days, we may return them to you at your cost. 

Drivers who collect rejected products must present appropriate documents to record their collection from us. 

 

 

5. Revision History 

Ver. Revision Details Date Compiled By Approved By 

1 Initial Release. 25th Jun 
2026 M. Maxwell N. Bennett 

     

     
 


	1. Purpose and Scope
	2. Applicable Documents
	3. Obligations
	3.1. Senior Logistics Coordinator
	3.2. 3rd Parties

	4. Procedures
	4.1. Documentation and Identification
	4.2. Booking a delivery
	4.2.1. Timed Deliveries
	4.2.2. Booking Reference

	4.3. Loading
	4.3.1. Container Deliveries

	4.4. Site Delivery Location
	4.4.1. Vehicle and Driver Requirements

	4.5. Delivery Refusals
	4.5.1. Damaged Goods
	4.5.2. Abusive Behaviour
	4.5.3. Fees

	4.6. Processing of Damaged, Short, and Over Deliveries

	5. Revision History

