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Section 1: Hospitality Supervision and
Leadership at SCQF Level 7

Introduction

This document contains information specific to the Hospitality Supervision and
Leadership at SCQF Level 7.

National Occupational Standards and SVQs

The standards, Assessment Strategy and qualification structures for hospitality are
owned by People 1% Sector Skills Council, who reviewed these National
Occupational Standards. The SVQs have been developed from the National
Occupational Standards.

The Hospitality Supervision and Leadership at SCQF Level 7 gives recognition of
candidates’ skills, knowledge and understanding. It allows candidates to gain a
qualification in the workplace that relates to their job and promotes good working
practice.

You can contact the Sector Skills Council (SSC) at:

People 1%

2nd Floor, Armstrong House
38 Market Square

Uxbridge

UB8 1LH

Telephone: 01895 817000
Website: www.peoplelst.co.uk

SVQ is designed to be assessed in the workplace, or in conditions resembling the
workplace. However, simulation of real working practice might be permitted. Where
this is allowed it will be shown in the individual units, within the standards that are
in this logbook.

Simulation must be carried out in conditions resembling the workplace. These
conditions are described as being a ‘realistic working environment’ (RWE).

Which SVQ in Hospitality Supervision and Leadership is available?

The SVQ in Hospitality Supervision and Leadership is available as follows:
SVQ3 in Hospitality Supervision and Leadership at SCQF Level 7

It is important that you select the most appropriate level related to your work role.
Who is this SVQ for?

This course is for supervisors and junior managers in the hospitality industry. You
must be supervising other staff as part of your job role to achieve this course. It is
suitable for supervisors in restaurants, bars, housekeeping, reception, kitchen, or,
indeed, for general or customer liaison managers. This may be in small or large
hotels, restaurants, cafes, workplace canteens, residential homes or any other
outlets which involve the provision of hospitality services to the public.
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What is the structure of the Hospitality Supervision and Leadership at
SCQF Level 7?

To attain the qualification at Level 7 you must complete 8 units in total. This
comprises of:

e all of the mandatory units in Section A

e at least one unit from Section B

e the remaining two units can come from either Section B or C.

Section A: Mandatory units for the Hospitality Supervision and Leadership at SCQF
Level 7

You must achieve all of the units listed below:

Unit Unit code Title Unit SCQF

number credit | level

1 HSL1 Provide leadership for your team 9 6

2 HSL2 Develop productive working relationships | 9 5
with colleagues

HSL3 Contribute to the control of resources 6 7

4 HSL4 Maintain the health, hygiene, safety and | 5 7
security of the working environment

5 HSL5 Lead a team to improve customer 8 7
service
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Optional units for the Hospitality Supervision and Leadership at SCQF Level 7

Candidates must select at least one unit from Section B with the final two units
being selected from either Section B or C

Section B:

Unit Unit code | Title Unit SCQF

number credit | level

6 HSL7 Supervise food production operations 4 7

7 HSLS Supervise functions 8 6

8 HSL10 Supervise food services 3 6

9 HSL11 Supervise drink services 7 7

10 HSL17 Supervise housekeeping services 4 6

11 HSL20 Supervise portering and concierge 4 6

services
12 HSL21 Supervise reception services 5 7
13 HSL22 Supervise reservation and booking 7
services

Section C:

Unit Unit code Title Unit SCQF

number credit | level

14 HSL6 Contribute to promoting hospitality 5 7
services and products

15 HSL9 Contribute to the development of recipes | 3 6
and menus

16 HSL12 Supervise off-site food delivery services 3 6

17 HSL13 Supervise cellar and drink storage 5 6
operations

18 HSL14 Manage the receipt, storage or dispatch 6 6
of goods (SfL WS20)

19 HSL15 Supervise the wine store/cellar and 6 6
dispense counter

20 HSL16 Supervise vending services 6 6

21 HSL18 Supervise linen services 5 7

22 HSL19 Monitor and solve customer service 7 6
problems (ICS 32)

23 HSL23 Improve the customer relationship 8 6
(ICS 26)
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24 HSL24 Provide learning opportunities for 11
colleagues (MSC D7)

25 HSL25 Supervise the use of technological 5
equipment in hospitality services

26 HSL26 Supervise practices for handling 5
payments

27 HSL27 Contribute to the development of a wine | 6
list

28 HSL28 Manage the environmental impact of 4
your work (MSC E9)

29 HSL29 Contribute to the selection of staff for 5
activities

30 HSL30 Ensure food safety practices are followed | 5
in the preparation and serving of food
and drink

31 HSL31 Lead meetings (MSC D11) 4

4
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Section 2: Examples of forms

Collecting your evidence

This section contains examples of the forms you, your assessor and the internal
verifier will use while you are undertaking your Hospitality Supervision and
Leadership at SCQF Level 7.

The forms are:

e Form 1: Portfolio title page

e Form 2: Personal profile

e Form 3: Contents checklist

e Form 4: Index of evidence

e Form 5: Unit assessment plan

e Form 6: Unit progress and sign-off record
e Form 7: Element achievement record

e Form 8: Knowledge evidence record

e Form 9: Personal statement

e Form 10: Observation record

e Form 11: Witness testimony

e Form 12: Expert witness evidence record
e Form 13: Record of questions and candidate’s answers.

You should ask your assessor for further advice and support if you are still unsure
about how to use the forms and who should complete them.
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Example form 1 — Portfolio title page

Name:

Job title:

Name of employer/training provider/college:

Their address:

Postcode:
Telephone number (Home): (Work):
Email address: Fax number:
SvQ:
Level:

Units submitted for assessment:

Mentor/Supervisor:

(Please provide details of mentor’s/supervisor’'s experience):

Assessor: Date:
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Example form 2 — Personal profile

Name:
Address:

Postcode:
Telephone number (Home): (Work):
Email address: Fax number:
Job title:

Relevant experience

Description of your current job:

Previous work experience or attach copy of a current CV:

Qualifications and training and/or attach copy of a current CV:

continued overleaf...
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Voluntary work/interests:

Name of employer/training provider/college:

Address:

Telephone number (work):

Email address:

Type of business, if employer:

Number of staff:

Postcode:

Fax number:

Structure of organisation (including chart or diagram if available):
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Example form 3 — Contents checklist

svaQ title:
Candidate:
Completed Page/sectio
? n number

Title page for the portfolio
Personal profile
e your own personal details
e a brief CV or career profile
e description of your job
e information about your employer/training

provider/college
Summary of the units
Completed units
e signed by yourself, your assessor and the

internal verifier (where relevant)
e reference numbers included
e unit assessment plans
Unit progress records
Index of evidence (with cross-referencing
information completed)
Evidence (with reference numbers)
e observation records
e details of witnesses (witness testimony sheets)
e personal statements
SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 — 11
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Example form 4 — Index of evidence

SvQ title and level:

Candidate:
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Example form 5 — Unit assessment plan

SVQ title:

Unit:

Candidate: Assessor:

Normal working activities performed

Typical Work area Expected Links to other
evidence completion units/element
date s

Activities needing to be performed

Additional comments

Assessor’s signature: Date:
Candidate’s signature: Date:
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Example form 6 — Unit sign-off record

SvQ title and level:
Candidate:
Assessor:

To achieve the whole qualification, you must prove competence in Xxx mandatory
units and Xxx optional units.

Unit checklist: list here the units you will be undertaking, then circle the reference
number of each unit as you complete it.

Mandatory

Optional

Mandatory units

Unit number Title Assessor’s Date
signature

continued overleaf...
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Optional units

Unit number Title Assessor’s Date
signature
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Example form 7 — Work Log

SvQ title and level:
Unit/element(s):
Candidate:

Purpose of statement:

Evidence index number:

Date Evidence Details of statement Links to
index other
number evidence

(enter

numbers)
Candidate’s signature: Date:
Assessor’s signature: Date:
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Example form 8 — Observation record

SvQ title and level:

Unit/element(s):

Candidate: Date of observation:
Evidence index number:

Skills/activities observed: PCs and range covered:

Knowledge and understanding apparent from this observation:

Other units/elements to which this evidence may contribute:

Assessor comments and feedback to candidate:

I can confirm the candidate’s performance was satisfactory.
Assessor’s signature: Date:

Candidate’s signature: Date:
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Example form 9 — Witness testimony

SvQ title and level:
Candidate name:
Evidence index number:

Where applicable, evidence number to which this testimony relates:

Unit:

Element(s):

Range:

Date of evidence:

Witness name:
Relationship to candidate:

Details of testimony:

I can confirm the candidate’s evidence is authentic and accurate.
Witness signature:
Name: Date:

Contact telephone number:

Please tick (v') the appropriate box.
Qualified as an assessor for workplace performance

Familiar with the SVQ standards to which the candidate is working
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Example form 10 — Expert witness evidence record

SvQ title and level:
Candidate name:
Evidence index number:

Where applicable, evidence number to which this testimony relates:

Unit:

Element(s):

Date of evidence:

Expert witness name:
Relationship to candidate:

Details of testimony:

I can confirm the candidate’s evidence is authentic and accurate.
Expert witness signature:
Name: Date:

Contact telephone number:

Please tick (v") the appropriate box.
Qualified as an assessor for workplace performance

Relevant professional work role that involves evaluating everyday staff
practice

Current expertise

Familiar with the SVQ standards to which the candidate is working
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Example form 11 — Record of questions and candidate’s answers

SvQ title and level:
Candidate name:
Unit: Element(s):
Evidence index number:

Circumstances of assessment:

List of questions and candidate’s responses:

Q:

Assessor’s signature:

Date:
Candidate’s signature: Date:
SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 — 27
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Unit 25:
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Supervise the use of technological equipment in

hospitality services 341
Supervise practices for handling payments 351
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Unit 1: Provide leadership for your

team
Unit code: HSL1
Unit credit: 9
SCQF Unit level: 6

Introduction

This unit is about providing direction to Hospitality Staff and motivating and
supporting them to achieve the objectives of the team and their personal work
objectives.

This unit is linked to all other units in the Hospitality Supervision & Leadership suite
of standards.

This unit is Unit B5 in the Management Standards Centre suite of standards.

33
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Unit 2:

Unit code:
Unit credit:
SCQF Unit level:

Introduction

Develop productive working
relationships with
colleagues

HSL2

9

5

This unit is about developing working relationships with colleagues, within your own
organisation and within other organisations that are productive in terms of
supporting and delivering your work and that of the overall organisation.
‘Colleagues’ are any people you are expected to work with, whether they are at a
similar position or in other positions, including your manager.

This unit is linked to all other units in the Hospitality Supervision and Leadership

suite of standards.

This unit is Unit D1 in the Management Standards Centre suite of standards. This
unit is @ mandatory unit in the Team Leading qualification at Level 2 and an
optional unit in the MSC Management Qualification at Level 3.
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Unit 3: Contribute to the control of

resources
Unit code: HSL3
Unit credit: 6
SCQF Unit level: 7

Introduction

This unit is about ensuring that you and staff you are responsible for, use resources
effectively and efficiently, without undue waste. It covers obtaining supplies, checking
equipment, monitoring the use of resources and keeping records.

This unit is a sector specific unit. This unit is linked to all other units in the Hospitality
Supervision & Leadership suite of standards and has particular links with HSL28.

SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 —
Issue 2 — June 2013 © Pearson Education Limited 2013
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Unit 4:

Unit code:
Unit credit:
SCQF Unit level:

Introduction

Maintain the health,
hygiene, safety and security
of the working environment
HSL4

5

7

This unit is about maintaining health, safety, security and hygiene standards
relevant to your area of responsibility. The maintenance of these standards is
essential in protecting staff and customers from harm.

This unit is a sector specific unit. This unit is linked to all other units in the
Hospitality Supervision & Leadership suite of standards.

SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 — 71
Issue 2 — June 2013 © Pearson Education Limited 2013
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Unit 5:

Unit code:
Unit credit:
SCQF Unit level:

Introduction

Lead a team to improve
customer service

HSL5

8

7

This unit is about looking at both your organisation and your staffing resources and
bringing these together in a constructive way to improve overall customer service.

You need to give support and guidance to your team to encourage them to improve
their customer service delivery. It is about having a passion for customer service
and sharing this enthusiasm with your colleagues and staff team. It is about leading

by example.

This unit is linked to all other units in the Hospitality Supervision and Leadership

suite of standards.

This unit is Unit 42 in the level 3 Institute of Customer Service Framework.
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Unit 6: Supervise food production

operations
Unit code: HSL7
Unit credit: 4
SCQF Unit level: 7

Introduction

This unit is about supervising food production to ensure that the customer receives
their order within reasonable timescales and to quality standards. The unit is about
making sure staff have the necessary skills, knowledge and resources required to
carry out their work. It is also about monitoring work, dealing with food production
problems and supervising operations to ensure the quality of the product. A holistic
approach to food safety is an essential aspect of this quality and this is addressed
in detail in Unit HSL30.

It is strongly recommended that HSL30 which covers food safety hygiene in the
preparation and serving of food and drink is undertaken in conjunction with this
unit.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-5, HSL9, HSL12, HSL16, HSL19, HSL25 & HSL28.
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Unit 7: Supervise functions

Unit code: HSLS8
Unit credit: 8
SCQF Unit level: 6
Introduction

This unit is about supervising a function such as a banquet, corporate
entertainment event, reception or conference. The unit covers the preparation,
running and closing of the event. As such it includes activities such as briefing,
monitoring, clearing up and debriefing staff beyond the close of the function.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL11, HSL19, HSL27 and HSL28.
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Unit 8: Supervise food services

Unit code: HSL10
Unit credit: 3
SCQF Unit level: 6
Introduction

This unit is about supervising the food service and making sure that the service
area and equipment are suitably clean and ready for use. It involves: planning;
supervising cleaning, clearing and restocking; checking equipment; liaising with
other departments and dealing with problems to ensure that service meets the

required standard. A holistic approach to food safety is essential to providing a

quality food service and this is addressed in detail in Unit HSL30.

It is strongly recommended that HSL30 which covers food safety hygiene in the
preparation and serving of food and drink is undertaken in conjunction with this
unit.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-8, HSL11, HSL15, HSL16, HSL19, HSL25, HSL24, HSL26, HSL27, & HSL28
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Unit 9: Supervise drink services

Unit code: HSL11
Unit credit: 7
SCQF Unit level: 7
Introduction

This unit is about supervising the preparation and delivery of the drink service. It is
about enabling a friendly, hygienic efficient service in relaxed safe surroundings,
ensuring that the law is fully complied with and that customer behaviour problems
are dealt with quickly and correctly.

It is strongly recommended that HSL30 which covers food safety hygiene in the
preparation and serving of food and drink is undertaken in conjunction with this
unit.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL8, HSL10, HSL13-15, HSL19, HSL26 & HSL31

SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 — 133
Issue 2 — June 2013 © Pearson Education Limited 2013
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Unit 10:

Unit code:
Unit credit:
SCQF Unit level:

Introduction

Supervise housekeeping
services

HSL17

4

6

This unit is about the maintenance of the housekeeping service. This unit deals with
the preparation, supervision and review of the service, involving the planning of
equipment and supplies, preparing staff rotas, briefing staff and collecting customer

feedback.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL14, HSL18, HSL19, HSL23, HSL24 & HSL29
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Unit 11: Supervise portering and
concierge services

Unit code: HSL20
Unit credit: 4
SCQF Unit level: 6
Introduction

This unit is about supervising the portering and concierge service. It includes,
preparation, supervision and review and therefore covers making sure that the
portering and concierge service has all the necessary staff, equipment and supplies;
making sure that procedures are in place for running the service and ensuring that
staff are properly briefed, trained, overseen and supported.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL14, HSL19, HSL23 & HSL24
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Unit 12: Supervise reception

services
Unit code: HSL21
Unit credit: 5
SCQF Unit level: 7

Introduction

This unit is about supervising the reception service to ensure that it has all the
necessary staff, equipment and supplies. It involves ensuring that: procedures are
in place for running the service and that staff conduct themselves appropriately and
are properly briefed. The unit also covers the monitoring and improvement of the
service.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL14, HSL19, HSL23, HSL24, HSL25, HSL26
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Unit 13: Supervise reservation and
booking services

Unit code: HSL22
Unit credit: 5
SCQF Unit level: 7
Introduction

This unit is about supervising the reservation and booking service to ensure the
development and maintenance of the necessary resources and procedures essential
for operation. It also involves monitoring the service and suggesting improvements.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL16, HSL14, HSL19, HSL21, HSL23 & HSL24

SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 — 189
Issue 2 — June 2013 © Pearson Education Limited 2013
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Unit 14: Contribute to promoting
hospitality services and

products
Unit code: HSL6
Unit credit: 5
SCQF Unit level: 7

Introduction

This unit is about the promotion of services and products. It is geared towards
those in a supervisory role who are well-placed to offer new ideas for promotional
activities.

Promotion may be through regular activities such as posters, leaflets and discounts
as well as more irregular innovations such as special timely events.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-5, HSL8, HSL11, HSL12, HSL16, HSL19, HSL21, HSL22, HSL23, & HSL27
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Unit 15: Contribute to the
development of recipes and

menus
Unit code: HSL9
Unit credit: 3
SCQF Unit level: 6

Introduction

This unit is about developing or introducing new menu items. It involves
researching, implementation and review.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-7, HSL28, HSL30 and HSL31
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Unit 16:

Unit code:
Unit credit:
SCQF Unit level:

Introduction

Supervise off-site food
delivery services

HSL12

3

6

This unit is about the planning, preparation and co-ordination required to provide
an efficient off-site food delivery service.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-7, HSL11, HSL19, HSL23, HSL24 & HSL30
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Unit17: Supervise cellar and drink
storage operations

Unit code: HSL13
Unit credit: 5
SCQF Unit level: 6
Introduction

This unit is about supervising cellar and drink stores to ensure that drinks are
available for use in the best possible condition. It involves monitoring procedures,
operations and equipment and dealing with any problems that might occur.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-5, HSL11, HSL14, HSL19 & HSL25
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Unit 18: Manage the receipt, storage
or dispatch of goods

(SfL WS20)
Unit code: HSL14
Unit credit: 6
Unit level: 6

Introduction

This unit is about managing the receipt, storage, or dispatch of goods.

This unit has particular links with the following units in the Hospitality Supervision &
Leadership suite of standards:

HSL3, HSL7, HSL8, HSL11, HSL13, HSL15, HSL17, HSL18, HSL20, HSL21, HSL22,
HSL26, HSL30

This unit is Unit WS20 in the Skills for Logistics Warehouse & Storage suite of
standards.

SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 — 251
Issue 2 — June 2013 © Pearson Education Limited 2013
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Unit 19:

Unit code:
Unit credit:
SCQF Unit level:

Introduction

Supervise the wine
store/cellar and dispense
counter

HSL15

6

6

This unit is about supervising staff to maintain wine in the best possible condition.
It also deals with the maintenance of stock at the dispense counter.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL11, HSL13, HSL19, HSL25, HSL26, HSL27, & HSL28
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Unit 20: Supervise vending services

Unit code: HSL16
Unit credit: 6
SCQF Unit level: 6
Introduction

This unit is about the maintenance of the vending service. This unit deals with the
monitoring and supervision of the service and involves briefing staff on procedures
and work schedules, reviewing sales, inspecting vending machines and dealing with
problems. The unit covers work to ensure food is: maintained and dispensed in the
best possible condition, meets the necessary requirements for food standards and
hygiene and is adjusted to cater for requirements.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL14, HSL19, HSL23,
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Unit 21: Supervise linen services

Unit code: HSL18
Unit credit: 5
SCQF Unit level: 7
Introduction

This unit is about the maintenance of the linen service. Guests expect clean, fresh
linen during their stay. The linen service has the responsibility for making sure that
this happens, and that guest’s expectations are met, or exceeded. This unit deals
with the preparation, supervision and review of the service, involving the planning
of equipment and supplies, preparing staff rotas and briefing staff and collecting
customer feedback.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL14, HSL17, HSL19, HSL23, HSL24 & HSL29
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Unit 22: Monitor and solve customer
service problems (ICS 32)

Unit code: HSL19
Unit credit: 7
SCQF Unit level: 6
Introduction

This unit is about monitoring customer service problems and taking action to
develop a solution. It covers the behaviours, processes and approaches that are
most effective when handling customer service problems.

This unit has particular links with the following units in the Hospitality Supervision &
Leadership suite of standards:

HSL1-6, HSL8 - HSL10, HSL11, HSL16, HSL17, HSL20, HSL21, HSL22, HSL23, &
HSL26

This unit is Unit 32 in the Level 3 framework of the Institute of Customer Services
standards.
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Unit 23: Improve the customer
relationship (ICS 26)

Unit code: HSL23
Unit credit: 8
SCQF Unit level: 6
Introduction

This unit is about building and improving relationships with customers. These may
be internal customers or members of the public. It is about making customers feel
that you genuinely want to give them high levels of service and that you will make
every possible effort to meet or exceed their expectations. This encourages loyalty
from external customers or good working relationships with internal customers.

This unit is linked to all other units in the Hospitality Supervision & Leadership suite
of standards.

This unit is unit 26 from the Institute of Customer Services suite of standards.
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Unit 24: Provide learning
opportunities for colleagues

(MSC D7)
Unit code: HSL24
Unit credit: 11
SCQF Unit level: 8

Introduction
This unit is about helping colleagues/staff to develop their skills through a variety of
learning opportunities.

This unit is linked to all other units in the Hospitality Supervision & Leadership suite
of standards.

This unit is Unit D7 in the Management Standards Centre suite of standards.
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Unit 25: Supervise the use of
technological equipment in
hospitality services

Unit code: HSL25
Unit credit: 5
SCQF Unit level: 6
Introduction

This unit is about using and supporting staff in their use of new technology within a
hospitality context. Examples of the types of technology that this unit covers
include:

e complex cooking equipment

e complex drinks making equipment

e technical equipment involved in maintaining supplies

e reservation and booking systems and other computer applications

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-5, HSL7, HSL10-17, HSL19, HSL24, HSL26, HSL28, HSL30

SV037305 — Candidate Logbook — Hospitality Supervision and Leadership at SCQF Level 7 — 341
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Unit 26: Supervise practices for
handling payments

Unit code: HSL26
Unit credit: 5
SCQF Unit level: 6
Introduction

This unit is about monitoring and controlling the handling of payments, collecting
takings and processing payment information. This unit also requires maintaining
security and dealing with difficulties that may arise in connection with payments
and takings.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-5, HSL8, HSL10, HSL11, HSL21 & HSL22
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Unit 27: Contribute to the
development of a wine list

Unit code: HSL27
Unit credit: 6
SCQF Unit level: 6
Introduction

This unit is about helping to develop new wine listsIt covers the research, analysis
and introduction of wines to develop or complement a wine list.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1-6, HSL19, HSL23 & HSL24
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Unit 28: Manage the environmental
impact of your work
(MSC E9)

Unit code: HSL28
Unit credit: 4
SCQF Unit level: 8
Introduction

This unit is about managing work activities and resources in your area of
responsibility in order to minimise the negative impact and maximise the positive
impact they may have on the environment.

This unit has particular links with HSL1, HSL3, HSL7, HSL10, HSL11, HSL17,
HSL18, HSL25, HSL30.

This unit is Unit E9 from the Management Standards Centre suite of standards.
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Unit 29: Contribute to the selection
of staff for activities

Unit code: HSL29
Unit credit: 5
SCQF Unit level: 7
Introduction

This unit is about helping to identify suitable personnel for work. Businesses can
only deliver high quality services to their customers if they have staff with the right
attitudes, experience, training and potential to grow in their jobs.

This unit is a sector specific unit and is linked to all other units in the Hospitality
Supervision & Leadership suite of standards.
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Unit 30: Ensure food safety practices
are followed in the
preparation and serving of
food and drink

Unit code: HSL30
Unit credit: 5
SCQF Unit level: 7
Introduction

This unit describes the competence required to ensure that appropriate food safety
practices and procedures are followed in the preparation and serving of food and
drink. The unit is designed for anyone who supervises the preparation and delivery
of food and/or drink to consumers.

This Unit is strongly recommended for those progressing Units HSL7, HSL10 and
HSL11.

This unit is a sector specific unit and has particular links with the following units in
the Hospitality Supervision & Leadership suite of standards:
HSL1, HSL3, HSL4, HSL8, HSL9, HSL12-15, HSL17, HSL24, HSL25, HSL29
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Unit 31: Lead meetings (MSC D11)

Unit code: HSL31
Unit credit: 4
SCQF Unit level: 7
Introduction

This unit is about leading meetings in order to achieve their objectives, which may
be to solve problems, take decisions, consult with people or to exchange
information and knowledge.

This unit has particular links to HSL1-6, & HSL24, but has potential relevance to all
other units in the Hospitality Supervision & Leadership suite of standards.

This unit is unit D11 in the Management Standards Centre suite of standards.
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Annexe A

Evidence Requirements and Assessment Guidance

SVQ 3 in Hospitality Supervision and Leadership at SCQF level 6

Introduction

This document contains evidence requirements and assessment guidance for the
SVQ 3 in Hospitality Supervision and Leadership at SCQF level 6. They have been
developed jointly, and agreed, with the relevant awarding bodies. They provide
information on how each unit should be assessed and give examples of what types
of evidence will be acceptable. These are only examples and should not be seen as
a prescriptive list.

This document must be used in parallel with the approved Assessment Strategy for
Hospitality Supervision and Leadership.

The Nature of the Qualification and Source of Evidence

Hospitality Supervision and Leadership is an occupational qualification whose
purpose is to assess a candidate’s competence In each unit there are performance
criteria that describe what the candidate must be able to do in a real work
environment. It is a requirement therefore, that evidence to meet the performance
criteria comes from real work activity in a hospitality workplace. In some
circumstances, evidence of the candidate’s performance can come from a Realistic
Working Environment (RWE). However, RWEs must meet the guidance provided in
Appendix B of the Assessment Strategy.

Contingencies

The only exception to workplace or RWE evidence is where particular performance
criteria rarely or never occur during the period of assessment. Examples could
include accidents and emergencies, equipment failures, overspends etc. These are
identified as ‘contingencies’ in the evidence requirements. Alternative assessment
methods, such as simulation or questioning, may be used for contingencies of this
kind.

Holistic Assessment

Occupational qualifications lend themselves to holistic assessment. Provided a
candidate is competent in their role and ready to be assessed, evidence for a
number of units is likely to come from the candidate’s day-to-day work with little
interference or support from the assessor. Evidence will be naturally occurring and
should only need to be cross-referenced to the performance criteria.
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Assessment Methods in General

The assessment methods for this qualification are very similar to those used for
NQF NVQs. These units are split into what the candidate should be able to do and
requires Performance Evidence what the candidate understands and requires
Evidence of Knowledge and Understanding. Each of these has a humber of possible
assessment methods. Every assessment method has advantages and
disadvantages, and assessors should choose the method that is most effective and
efficient in bringing out and judging valid evidence. For most of the performance
criteria requiring performance evidence, a combination of assessment methods may
be appropriate.

These different methods are discussed below.
Performance Evidence

Performance evidence applies to those performance criteria that describe what the
candidate is able to do.

The assessor should use a variety of assessment methods to prove consistent
competence.

Performance Evidence Assessment Methods

Assessment Method: Observation

This covers observation of the candidate’s performance at work by a qualified
assessor. Observation is probably the most robust method of assessing
performance but requires a great deal of time and resource. For this reason
observation can be complemented by the other assessment methods below.

Assessment Method: Products of Work

Products of work are appropriate to many of the performance criteria. Products of
work include, for example: menu and recipe plans, cellar records, staff rotas and
accident reports. Products of work are excellent sources of evidence and often
eliminate the need for an assessor to observe the candidate producing them.

In order to reduce the burden on the candidate, assessors are encouraged to log
the relevant product of work and its location rather than insist the candidate stores
copies in their portfolio.

Assessors must ensure that products of work are authentic, i.e. the assessor must
satisfy themselves that the evidence is genuinely the products of the candidate’s
work and not someone else’s.

It is possible for candidates to present products of work from the past, although
this should be sufficiently recent for the assessor to be able to infer current
competence.
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Assessment Method: Withess Testimony

This is another form of observation and takes account of the fact that valuable
performance evidence will occur when the regular assessor is not present. The use
of witness testimony is encouraged because, again, it reduces the need for
observation by the regular assessor. The Assessment Strategy provides for two
types of witness testimony.

e Witness testimony, for example from a customer, supplier or colleague that
provides evidence towards a candidate’s assessment or

e Expert witness testimony that provides powerful evidence of competence, that
may in itself be sufficient for an assessor to consider that competence has been
proved.

Expert witnesses may be other approved assessors who are recognised to assess
the relevant occupational area and level, or line managers/other managers, that
may not be approved assessors, but whom the awarding body agrees have
sufficient occupational qualifications or experience to make a judgement on the
competence of a candidate. Expert witnesses must be able to demonstrate practical
experience and knowledge in the unit being assessed, and expert withess testimony
must be used in line with awarding body requirements.

Witness testimony of either kind must be authentic, i.e. the assessor must satisfy
themselves that the testimony is a true account of the candidate’s performance.

It is possible for candidates to present witness testimony from the past, although
this should be sufficiently recent for the assessor to be able to infer current
competence.

Assessment Method: Candidate Statement/Report

Candidate statements also take account of the fact that valuable performance
evidence will occur when the assessor is not present. The candidate
statement/report gives the candidate the opportunity to write a brief description of
something they have done which meets the performance criteria in a unit. For a
candidate statement/report to be valuable, it must be possible to cross reference it
to content of the unit and to clearly see how the description provides evidence
against the relevant performance criteria. It is possible for a candidate to produce
a statement/report on something they have done in the past, although this should
be sufficiently recent for the assessor to be able to infer current competence.

Assessment Method: Professional Discussion

Professional discussion can be used as an assessment method for performance and
knowledge and understanding. Professional discussion is a single, or series of
structured, planned and in-depth discussions between the assessor and candidate.
Professional discussions can be used to obtain evidence from the candidate about
what they have done and how they did it; it can also be used to supplement
observations, witness testimony, examination of work products and written
questions/answers. However, assessors should not rely entirely on candidates’
reports of their own competence. It should always be supplemented by other types
of evidence such as witness testimony and work products.
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Evidence of Knowledge and Understanding Assessment Methods

Evidence of knowledge and understanding applies to those criteria that describe
what the candidate understands.
Assessment Method: Questioning

Oral and written questions are both valid methods of assessing the
knowledge and understanding criteria and are likely to be the assessor’s
method of choice.

Assessment Method: Other Recorded Evidence of Knowledge and Understanding

This includes work-based projects, case studies and reflective accounts. For some
candidates these approaches can be powerful ways of bringing out evidence of a
candidate’s knowledge and understanding across several related performance
criteria and even units. However, their use will depend on the candidate’s
circumstances and ability to structure and write the appropriate documents.

Assessment Method: Professional Discussion

Professional discussion can also be used to assess knowledge and understanding.
Professional discussion is a single, or series of structured, planned and in-depth
discussions between the assessor and candidate. A professional discussion can
bring out a wide range of knowledge and understanding across many related
criteria or units, particularly covering why certain things are done or the principles
that underpin competent performance. Professional discussion can also help to
verify the authenticity of other pieces of evidence.

Assessment Method: Inferring Knowledge and Understanding from Performance

It is possible for an assessor to infer that the candidate knows or understands
certain things from observing their performance or examining other pieces of
evidence such as work products or witness testimony. This particularly applies to
criteria that cover how to do certain tasks, for example:

e “explain how to gather and evaluate information that will help to plan and
update the wine list”

The assessor should already have seen evidence of the candidate’s ability to do this
in the performance criteria in the same unit. They may, therefore, reasonably infer
that the candidate has this knowledge and understanding.

Inferring knowledge and understanding from performance is a helpful way of
avoiding over assessment. However, it should be used with caution, particularly
when it comes to the possession of key facts, for example:

e “identify the legal requirements relevant to weights and measures, trades
descriptions and licensing legislation”

or the reasons why certain things are important:
e “explain why confidentiality is important”

In both of these cases, oral/written questions, reflective accounts and professional
discussions would be more valid ways of testing knowledge and understanding.
The specific knowledge must be brought out.
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Volume of Evidence/Length of Assessment

The Evidence Requirements do not stipulate how frequently a candidate must be
assessed for each unit or how much evidence is acceptable. Assessors and verifiers
should use their professional skills and experience to determine how much evidence
over what period of time is sufficient to make a reliable judgment of consistent
competent performance.

This is likely to vary according to the individual candidate and their working
situation.
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Provide leadership for your team

Imported unit from MSC.

Develop productive working relationships with colleagues

Imported unit from MSC.

Contribute to the control of resources

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when managing the resources under their control. Resources
should include: equipment, supplies and people.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Examples of
Assessment
Methods

Examples of Evidence

Contribute to the control of
resources

Observation
Products of work

Witness testimony
Professional
discussion

Candidate
statement

Observation sheets
Order forms

Emails and other
correspondence

Store records
Maintenance records
Work plans

Witness statements

Records of professional
discussion

Knowledge and
understanding

Examples of
Assessment
Methods

Examples of Evidence

Contribute to the control of
resources

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Inferring knowledge
and understanding

Records of oral questioning
Question/answer sheets
Project

Reflective account

Cross reference to
performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 3. Deal with any problems Oral questions Records of oral

in obtaining resources
following agreed procedures
and keeping relevant people Professional
informed discussion Records of professional
discussion

Written questions questioning

Question/answer sheets

Maintain the health, hygiene, safety and security of the working
environment

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when maintaining health, hygiene, safety and security in their
area of responsibility.

There must be sufficient evidence for the assessor to judge that the candidate can
achieve the performance criteria on a consistent basis.

Performance Criteria Example Examples of Evidence
Assessment
Methods

Maintain the health, hygiene, Observation Observation sheets

safety and security of the

k . Products of work Videos
working environment

Witness testimony Information held by the

Professional candidate on health,
discussion hygiene, safety and security
Candidate Team briefing notes
statement

Notes of meetings with line
manager

Risk assessments

Emails and other
correspondence

Displayed notices and
posters covering health,
hygiene, safety and security

Witness statements

Records of professional
discussion
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Knowledge and
Understanding

Example
Assessment
Methods

Examples of Evidence

Maintain the health, hygiene,
safety and security of the
working environment

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional
discussion Cross reference
to performance criteria

Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 6. Deal with risks and Simulation Observation sheet

accidents promptly, following
organisational procedures and
legal requirements for
safeguarding customers and
staff.

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion

PC 7. Record or report risks
and any health, hygiene,
safety or security action that
you have taken according to
your organisational
procedures.

Simulation
Oral questions
Written questions

Professional
discussion

Observation sheet
Video
Question/answer sheets

Records of professional
discussion
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Lead a team to improve customer service

This unit is imported from ICS.

Supervise food production operations

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising food production operations.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise food production
operations

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos

Staff rotas

Information held by the

discussion candidate on food hygiene
Candidate procedures
statement Team briefing notes
Notes of meetings with line
manager
Records of food production
operations supervised by
the candidate
Witness statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise food production
operations

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 5. Promptly take action to Simulation Observation sheet

minimise the effect of
problems that could delay food
production or affect the Written questions Question/answer sheets

standard of food service

Oral questions Video

Professional Records of professional
discussion discussion

Supervise functions

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising functions.

There must be sufficient evidence for the assessor to judge that the candidate can
achieve the performance criteria on a consistent basis.

Performance Criteria Example Examples of Evidence
Assessment
Methods

Supervise functions Observation Observation sheets
Products of work Videos

Witness testimony Notes of meetings with
Professional client/line manager

discussion Staff rotas
Candidate

Team briefing notes
statement am b g no

Plans for functions

Records of functions
supervised by the candidate

Witness statements

Records of professional
discussion
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Knowledge and Example Examples of Evidence

Understanding Assessment
Methods

Supervise functions Oral questions Records of oral questioning
Written questions Question/answer sheets
Project Project

Reflective account Reflective account

Professional Records of professional
discussion discussion Cross reference
to performance criteria

Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 8. Monitor the function to Simulation Observation sheet

make sure '|t is running to plan Oral questions Video

and deal with any problems

that threaten to disrupt Written questions Question/answer sheets

operations Professional Records of professional
discussion discussion
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Supervise food services

Evidence for performance criteria must come from the candidate’s work in a

hospitality workplace when supervising food service.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise food services

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos
Staff rotas

Notes of meetings with line

discussion
manager
Candidate Checklists
statement
Team briefing notes
Food service records
Withess statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise food services

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional
discussion Cross reference
to performance criteria

Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.
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Contingencies Alternative Examples of
Assessment evidence
Methods

PC 9. Deal with problems that | Simulation Observation sheet

may affect the standard of
food service

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion
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Supervise drinks services

Evidence for performance criteria must come from the candidate’s work in a

hospitality workplace when supervising drinks services.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise drinks services

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos
Staff rotas

Notes of meetings with line

discussion
manager
Candidate Team briefing notes
statement
Plans for drinks services
Drink service records
Withess statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise drinks services

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 9. Monitor drink service Simulation Observation sheet

areas and take prompt and
effective action to deal with
any problems

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion
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Supervise housekeeping services

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising housekeeping services.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise housekeeping
services

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos
Housekeeping schedules

Notes of meetings with line

discussion
manager
Candidate Staff rotas
statement
Team briefing notes
Plans for functions
Housekeeping records
Withess statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise housekeeping
services

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 9. Take effective action to Simulation Observation sheet

manage problems that may
disrupt the housekeeping
service when they occur

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion
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Supervise portering and concierge services

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising portering and concierge services.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance criteria

Example
Assessment
Methods

Examples of Evidence

Supervise portering and
concierge services

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos
Staff rotas

Team briefing notes

discussion
Candidate ::;t:: oefrmeetmgs with line
statement g
Work schedules
Work records
Withess statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise portering and
concierge services

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 8. Take effective action to Simulation Observation sheet

manage problems that may
disrupt the portering and
concierge service when they
occur

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion
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Supervise reservations and bookings services

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising reservations and bookings services.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise reservations and
bookings services

Observation
Products of work

Witness testimony
Professional
discussion

Observation sheets
Videos

Notes of meetings with line
manager

Correspondence
Candidate Staff rotas
statement
Team briefing notes
Work schedules
Reception records
Witness statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise reservations and
bookings services

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 9. Take effective action to Simulation Observation sheet

manage problems that may
disrupt the reservation and
booking service when they
occur

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion
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Contribute to promoting hospitality services and products

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when helping to promote services and products.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Contribute to promoting
hospitality services and
products

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos/photos

Notes of meetings with line
manager

discussion Internal and external
Candidate correspondence
statement Records of promotional
activities
Team briefing notes
Work schedules detailing
promotional work
Witness statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Contribute to the promotion of
hospitality goods and services

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Contribute to the development of recipes and menus

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when helping to develop recipes and menus.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Contribute to the development
of recipes and menus

Products of work

Witness testimony
Professional

Observation sheets
Photos

Notes of meetings with line

discussion manager and other staff
Candidate Correspondence with other
statement
staff
Records of research
Sample recipes and menus
to which the learner has
contributed
Witness statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Contribute to the development
of recipes and menus

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Supervise off-site food delivery services

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising off-site food delivery services.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise off-site food delivery
services

Observation
Products of work

Witness testimony
Professional

Observation sheets
Staff rotas
Videos

Notes of meetings with line

discussion
manager
Candidate Internal and external
statement
correspondence
Records of promotional
activities
Team briefing notes
Work schedules
Witness statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise off-site food delivery
services

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional
discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 6. Deal with problems Simulation Observation sheet

which arise in order to
minimise disruption to the
service

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion

Supervise cellar and drink storage operations

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising cellar and drink storage operations.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise cellar and drink
storage operations

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise cellar and drink
storage operations

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 5. Take effective action to Simulation Observation sheet

address problems relating to
cellar and drink storage.

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion

PC 7. Record details of problems
and corrective action taken in a
suitable format and make them
available to the relevant people
according to organisational
systems and procedures.

Simulation

Oral questions
Written questions
Professional discussion

Observation sheet
Video
Question/answer sheets

Records of professional
discussion

Manage the receipt, storage or dispatch of goods

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when managing the receipt, storage or dispatch of goods.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Manage the receipt, storage or

dispatch of goods

Observation
Products of work

Witness testimony
Professional
discussion

Candidate
statement

Observation sheets
Videos/photos
Store records

Notes of meetings with line
manager

Correspondence with other
staff

Work schedules
Witness statements

Records of professional
discussion
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Knowledge and Example Examples of Evidence

Understanding Assessment
Methods
Manage the receipt, storage or | Oral questions Records of oral questioning
dispatch of goods Written questions Question/answer sheets
Project Project

Reflective account Reflective account

Professional Records of professional
discussion discussion Cross reference
to performance criteria

Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 10. Identify any problems Simulation Observation sheet

with managing the goods, and

. ) Oral questions Video
take the appropriate action to 9
deal with them. Written questions Question/answer sheets
Professional Records of professional
discussion discussion
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Supervise the wine store/cellar and dispense counter

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising the wine store/cellar and dispense counter.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance Criteria

Example
Assessment
Methods

Examples of Evidence

Supervise the wine store/cellar
and dispense counter

Observation
Products of work

Witness testimony
Professional
discussion

Candidate
statement

Observation sheets
Videos/photos

Notes of meetings with line
manager

Correspondence

Wine store/cellar records
Team briefing notes
Work schedules

Witness statements

Records of professional
discussion

Supervise the wine store/cellar
and dispense counter

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise the wine store/cellar
and dispense counter

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional
discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 4. Deal with damage, Simulation Observation sheet

deterioration and loss of wine
and dispense counter stock

correctly

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion

PC 6. Deal with unforeseen

situations and problems

Simulation
Oral questions
Written questions

Professional
discussion

Observation sheet
Video
Question/answer sheets

Records of professional
discussion
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Supervise vending services

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising vending services.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance criteria

Example
Assessment
Methods

Examples of Evidence

Supervise vending services

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos/photos

Notes of meetings with line
manager

discussion Vending machine records
Candidate Team briefing notes
statement
Work schedules
Internal correspondence
Witness statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise vending services

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 6. Take effective action to Simulation Observation sheet

manage problems that may
disrupt the vending service

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion

PC 7. Inform your staff and
customers about any changes
to the service that may affect
them

Simulation
Oral questions
Written questions

Professional
discussion

Observation sheet
Video
Question/answer sheets

Records of professional
discussion

Supervise linen services

Evidence for performance criteria must come from the candidate’s work in a

hospitality workplace when supervising linen services.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance criteria

Example
Assessment
Methods

Examples of Evidence

Supervise linen services

Observation
Products of work

Witness testimony
Professional
discussion

Observation sheets
Videos/photos

Notes of meetings with line
manager

Linen service records
Correspondence
Team briefing notes
Work schedules
Witness statements

Records of professional
discussion
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Knowledge and Example Examples of Evidence

Understanding Assessment
Methods

Supervise linen services Oral questions Records of oral questioning
Written questions Question/answer sheets
Project Project

Reflective account Reflective account

Professional Records of professional
discussion discussion Cross reference
to performance criteria

Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 8. Take effective action to Simulation Observation sheet

manage prol?lems thét may Oral questions Video

disrupt the linen service when

they occur Written questions Question/answer sheets
Professional Records of professional
discussion discussion
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Monitor and solve customer service problems

This is an imported unit from ICS.

Improve relationship with customers

This is an imported unit from ICS.

Provide learning opportunities for colleagues

This is an imported unit from MSC.

Supervise the use of technological equipment in hospitality services

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supporting the use of technological equipment.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance criteria

Example
Assessment
Methods

Examples of Evidence

Supervise the use of
technological equipment in
hospitality services

Observation
Products of work

Witness testimony
Professional

Observation sheets
Videos/photos

Notes of meetings with line
manager

discussion Maintenance records
Candidate Team briefing notes
statement
Work schedules
Witness statements
Records of professional
discussion
Knowledge and Example Examples of Evidence
Understanding Assessment
Methods

Supervise the use of
technological equipment in
hospitality services

Oral questions
Written questions
Project

Reflective account

Professional

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional

discussion discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 3. Deal promptly and Simulation Observation sheet

effectively with problems
within your control, and seek
help and guidance from the
relevant people if you have
problems that you cannot
resolve.

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion

Supervise practices for handling payments

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when supervising practices for payments.

There must be sufficient evidence for the assessor to judge that the candidate can

achieve the performance criteria on a consistent basis.

Performance criteria

Example
Assessment
Methods

Examples of Evidence

Supervise practices for handling
payments

Observation
Products of work

Witness testimony
Professional discussion

Candidate statement

Observation sheets
Videos/photos

Notes of meetings with line
manager

Till and other financial records
Team briefing notes

Work schedules

Witness statements

Records of professional
discussion

Knowledge and
Understanding

Example
Assessment
Methods

Examples of Evidence

Supervise practices for
handling payments

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional
discussion Cross reference
to performance criteria
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Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 6. Deal effectively with any | Simulation Observation sheet

problems which occur at
payment points

Oral questions
Written questions

Professional
discussion

Video
Question/answer sheets

Records of professional
discussion

PC 8. Reconcile actual takings
against recorded takings and
follow your organisations
procedures and legal
requirements to deal with any
discrepancies.

Simulation
Oral questions
Written questions

Professional
discussion

Observation sheet
Video
Question/answer sheets

Records of professional
discussion

Contribute to the development of a wine list

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when contributing to wine list development.

There must be sufficient evidence for the assessor to judge that the candidate can
achieve the performance criteria and performance criteria on a consistent basis.

Performance criteria Example Examples of Evidence
Assessment
Methods
Contribute to the development | Products of work Observation sheets
of a wine list Witness testimony Videos/photos
P.rofess!onal Notes of meetings with line
discussion
manager
Candidate Records of research
statement
Correspondence
Team briefing notes
Wine lists developed by the
learner
Witness statements
Records of professional
discussion
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Knowledge and
Understanding

Example
Assessment
Methods

Examples of Evidence

Contribute to the development

of a wine list

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional
discussion Cross reference
to performance criteria

Manage the environmental impact of your work

This is an imported unit from MSC.

Contribute to the selection of staff for activities

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when contributing to staff selection.

There must be sufficient evidence for the assessor to judge that the candidate can
achieve the performance criteria and performance criteria on a consistent basis.

Performance criteria Example Examples of Evidence
Assessment
Methods
Contribute to the selection of Products of work Observation sheets
staff for activities Witness testimony Videos/photos
P!’ofess!onal Notes of meetings with line
discussion
manager
Candidate
Correspondence
statement
Job descriptions to which
the learner has contributed
Notes from interviews and
other selection processes
Correspondence
Team briefing notes
Witness statements
Records of professional
discussion
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Knowledge and
Understanding

Example
Assessment
Methods

Examples of Evidence

Contribute to the selection of
staff for activities

Oral questions
Written questions
Project

Reflective account

Professional
discussion

Records of oral questioning
Question/answer sheets
Project

Reflective account

Records of professional
discussion Cross reference
to performance criteria

Ensure food safety hygiene practice is followed in the preparation
and serving of food and drink

Evidence for performance criteria must come from the candidate’s work in a
hospitality workplace when ensuring food safety hygiene practice.

There must be sufficient evidence for the assessor to judge that the candidate can
achieve the performance criteria and performance criteria on a consistent basis.

Performance criteria

Example
Assessment
Methods

Examples of Evidence

Ensure food safety hygiene
practice is followed in the
preparation and serving of
food and drink

Products of work

Witness testimony
Professional
discussion

Candidate
statement

Observation sheets
Videos/photos

Notes of meetings with line
manager

Correspondence
Food safety records
Correspondence
Team briefing notes
Witness statements

Records of professional
discussion
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Knowledge and Example Examples of Evidence

Understanding Assessment
Methods
Ensure food safety hygiene Oral questions Records of oral questioning

practice is followed in the
preparation and serving of
food and drink Project Project

Reflective account Reflective account

Written questions Question/answer sheets

Professional Records of professional
discussion discussion Cross reference
to performance criteria

Should evidence for the following contingency performance criteria not occur during
the period of assessment, alternative assessment methods may be used.

Contingencies Alternative Examples of
Assessment evidence
Methods

PC 5. Monitor and be Simulation Observation sheet

constantly alert to the

possibility of food safety
hazards in your area of Written questions Question/answer sheets

responsibility.

Oral questions Video

Professional Records of professional
PC 6. Identify indicators of discussion discussion

potential sources of food
safety hazards.

PC 7. Identify food safety
hazards and appropriate
control measures.

PC 8. Report any new potential
food safety hazards for review
and evaluation of food safety
procedures to the person
responsible.

Lead meetings

This is an imported unit from MSC.
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