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Learner Unit Achievement Checklist 

BIIAB Level 2 Certificate in Licensed Hospitality Skills
601/4850/0

BIIAB Level 2 Certificate in Licensed Hospitality Skills

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

H/601/4907 Clean drink dispense lines 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Prepare the drink dispense line system ready for cleaning

1.2 Clean drink dispense line using correctly diluted cleaning agents and recommended equipment

1.3 Make sure that cleaned pipes and taps are free from debris, cleaning agent, detergent and water

1.4 Make sure the cleaned drink dispense line system is free from damage and in good working order

1.5 Ensure that the drink is of the correct quality for service

	
	
	
	

	
2.1 State current legislation regarding safe and hygienic working practices when cleaning drink dispense lines

2.2 Explain why it is important to clean drink dispense lines

2.3 Describe the dangers of mishandling kegs and gas cylinders

2.4 State why it is important to make sure cleaning agents are correctly diluted

2.5 Describe what equipment is needed to clean drink dispense lines

2.6 State why on-line beverages should be tested after cleaning pipes and lines

2.7 State why lines should be thoroughly rinsed with clean water after cleaning and before use

2.8 Describe organisations’ procedures for cleaning and maintaining post–mix dispense systems

2.9 Describe the types of unexpected situations that may happen when cleaning lines and how to deal with them

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

T/600/3622 Cooking Practice 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Demonstrate how to select the correct cooking method for particular foods

1.2 Prepare two dishes utilising at least one principle cooking method in each

	
	
	
	

	
2.1 Select appropriate cuts of meat from a variety of animals for roasting, grilling, frying and stewing

2.2 Produce two dishes each requiring a different meat preparation technique


	
	
	
	

	
3.1 Identify the main types of seawater, freshwater and shellfish used in cooking

3.2 Select fresh fish by utilising the main quality points

3.3 Demonstrate knowledge of how to prepare, gut and fillet fish

3.4 Demonstrate knowledge of how to prepare a variety of shellfish for cooking

3.5 Prepare two fish dishes using different cooking techniques for each

	
	
	
	

	
4.1 Demonstrate an ability to identify each of the 3 base sauces

4.2 Produce a dish which contains one of the base sauces

4.3 Demonstrate knowledge of the sauces that are derived from each of the base sauces

4.4 Demonstrate knowledge of different types of soup and their characteristics

	
	
	
	

	
5.1 Prepare two dishes requiring the preparation and cooking of vegetables using different techniques in each

5.2 Prepare a dish requiring the preparation and cooking of pulses

	
	
	
	

	
6.1 Plate up two hot dishes, one sweet and one savoury, to demonstrate knowledge of correct presentation

	
	
	
	

	
7.1 Produce a 2 course menu demonstrating an understanding of both nutrition and pricing

7.2 Identify a suitable dish that could be served as a vegetarian alternative

7.3 Identify an alternative dish suitable for a gluten or wheat free diet

	
	
	
	

	
8.1 Demonstrate the use of different communication methods and an appreciation of how these can be utilised to promote effective team working

8.2 Demonstrate an understanding of the importance of preparation and cooking times

8.3 Demonstrate an understanding of mis-en-place and its importance in a commercial kitchen

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

M/601/4697 Convert a Room for Dining 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Ensure number of staff required are available to prepare food dining areas, and inform the proper person when more staff are required

1.2 Prioritise work and carry out in an efficient manner

1.3 Identify items requiring moving, the number of people needed to move each item and the amount of time required to do so

1.4 Move items not required in a safe way and pack away as required

1.5 Set up necessary dining and service equipment in a safe and hygienic manner to meet organisational requirements, using required number of people to move each item

1.6 Clean any unhygienic dining or service equipment or dining areas

	
	
	
	

	
2.1 State why it is important to lift heavy or bulk items using approved safe methods

2.2 Describe safe methods for lifting and carrying

2.3 Describe how to determine how many staff are needed for lifting and carrying different items

2.4 State what equipment commonly needs to be moved

2.5 Describe what specific packing requirements certain equipment may have

2.6 Describe the organisation’s table layouts

2.7 Describe the organisation’s service structure

2.8 State why, and to whom, problems such as damaged, dirty or missing equipment should be reported

	
	
	
	

	
3.1 Ensure that the required number of staff are available to clear the food dining areas and inform the proper person when more staff are required

3.2 Prioritise work and carry out in an efficient manner

3.3 Clean surfaces and service equipment where required

3.4 Move dining equipment and service equipment in an orderly manner ensuring they are packed away correctly

3.5 Safely return any items to their proper place

3.6 Ensure that area is left as required by organisational standards

	
	
	
	

	
4.1 State what materials and equipment are used for clearing different types of surfaces in food dining areas

4.2 State why work area needs to be inspected on completion

4.3 State what information is required in order to clean food dining surfaces

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

T/601/7214 Employment Rights and Responsibilities in the Hospitality, Leisure, Travel and Tourism Sector 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 State employer and employee rights and responsibilities under employment law, including Disability Discrimination Act, Health & Safety and other relevant legislation

1.2 State importance of having employment rights and responsibilities

1.3 Describe organisational procedures for health & safety, including documentation

1.4 Describe organisational procedures for equality & diversity, including documentation

1.5 Identify sources of information and advice on employment rights and responsibilities, including Access to Work and Additional Learning Support

	
	
	
	

	
2.1 Describe the role played by own occupation within organisation and industry

2.2 Describe career pathways available to them

2.3 State types of representative body related to the industry, their main roles and responsibilities and their relevance to the industry

2.4 Identify sources of information and advice on own industry, occupation, training and career

2.5 Describe principles, policies and codes of practice used by own organisation and industry

2.6 Describe issues of public concern that affect own organisation and industry

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/600/0617 Giving Customers a Positive Impression 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Identify the importance of correct appearance and behaviour

1.2 Describe the importance of recognising customer needs and expectations

1.3 State the importance of product knowledge when relating to customers

1.4 Identify signs of when a customer is angry or confused

	
	
	
	

	
2.1 Describe the legal frameworks by which organisations provide goods and services to customers

2.2 State the importance of contractual agreements that customers have with organisations

2.3 State the importance of codes of practice and standards that affect the way products and services are delivered to customers

	
	
	
	

	
3.1 State why there are limits to an individuals responsibilities when dealing with customers

3.2 State the importance of clear, polite and confident communication

3.3 Identify different methods of communication

3.4 Describe when the different methods of communication are used

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

J/600/8243 Barista Skills  

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Calibrate pieces of equipment as necessary

1.2 Operate pieces of equipment to produce the drink required

1.3 Check drink meets quality standards and correct as necessary

1.4 Outline the calibration and operation of equipment

1.5 List the drinking vessels and ancillaries required for  drinks

1.6 Describe the quality characteristics for the range of drinks

1.7 Outline the reasons for professional, methodical, organised and clean working practices

1.8 Explain how to correct common presentation problems for the range of drinks

	
	
	
	

	
2.1 Check and clean equipment before use

2.2 Check and clean equipment after use

2.3 Dispose of waste safely and hygienically

2.4 Identify the range of equipment available for each product

2.5 Explain the brewing/production process relevant to equipment


2.6 Describe the checks required for each piece of equipment, including the frequency

2.7 Explain the cleaning process for each piece of equipment

2.8 Explain how common faults might occur with each piece of equipment

2.9 Describe the actions to take for each common fault

2.10 State the importance of leaving areas clean, tidy and safe

2.11 Outline methods of dealing with waste and rubbish

2.12 State the main employer responsibilities and employee responsibilities as stated in the Health and Safety at Work Act and Food Hygiene Act

	
	
	
	

	
3.1 Outline characteristics of the product to customers

3.2 Deal with customer queries effectively

3.3 Handle and store products and ingredients correctly and safely

3.4 Describe the the process involved in bringing the products to the market

3.5 Explain how processes involved in bringing the products to the market

3.6 Explain how processes may affect the quality of products and ingredients

3.7 Compare characteristics of products

3.8 Describe how to store and handle products and ingredients

	
	
	
	

	
4.1 Present a positive personal image

4.2 Use appropriate communication techniques with customers

4.3 Serve customers in an efficient manner

4.4 Ensure service is completed appropriately and satisfactorily

4.5 Outline the benefits to organisations of providing excellent customer service

4.6 Explain the consequences of poor customer service

4.7 Describe the personal appearance and presentation required for service

4.8 Describe positive body language techniques

4.9 Explain how to make a customer feel welcome

4.10 Outline organisational procedures for handling customer complaints

4.11 Explain the importance of listening skills when handling customer complaints

4.12 Outline organisational procedures for processing transactions

4.13 State different payment methods

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/504/6101 First Aid Essentials 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Identify the role and responsibilities of a first aider.

1.2 Identify how to minimise the risk of infection to self and others.

1.3 Identify the need for establishing consent to provide first aid.

1.4 Identify the first aid equipment that should be available.

1.5 Describe the safe use of first aid equipment.


	
	
	
	

	
2.1 Conduct a scene survey.

2.2 Conduct a primary survey of a casualty.

2.3 Give examples of when to call for help.

	
	
	
	

	
3.1 Assess a casualtys level of consciousness.

3.2 Open a casualtys airway and check breathing.

3.3 Identify when to place an unconscious casualty into the recovery position.

3.4 Place an unresponsive casualty in the recovery position.

3.5 Manage a casualty who is in seizure.

	
	
	
	

	
4.1 Recognise the need to commence Cardio Pulmonary Resuscitation.

4.2 Demonstrate Cardio Pulmonary Resuscitation using a manikin.

4.3 Identify the accepted modifications to Cardio Pulmonary Resuscitation for children.

	
	
	
	

	
5.1 Describe how to identify a casualty with a Partially blocked airway Completely Blocked airway

5.2 Administer first aid to a casualty who is choking.

	
	
	
	

	
6.1 Identify the types of external bleeding.

6.2 Control external bleeding.

	
	
	
	

	
7.1 Recognise shock.

7.2 Administer first aid to a casualty who is in shock.

	
	
	
	

	
8.1 Administer first aid to a casualty with small cuts, grazes and bruises.

8.2 Administer first aid to a casualty with minor burns and scalds.

8.3 Administer first aid to a casualty with small splinters.

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

A/505/6585 Delivering Food Service 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Greet customers upon arrival, identifying requirements and checking bookings against the business’s standard operating procedures

1.2 Provide any assistance customers may require upon arrival

1.3 Show customers to their table

1.4 Deal appropriately with any unexpected situation which may occur when greeting customers



	
	
	
	

	
2.1 Check menus prior to service and take any remedial action required

2.2 Ensure that customers are given the appropriate menu

2.3 Demonstrate knowledge of key information in relation to dishes on the menu

2.4 Ensure that information about menu items is passed on accurately to customers

2.5 Take appropriate action if unable to answer a customer query about a menu item

2.6 Assist customers in making menu choices when appropriate to do so

2.7 Maximise food orders by using appropriate sales techniques


2.8 Record and deal with orders in an efficient manner

	
	
	
	

	
3.1 Ensure that all service equipment (crockery, cutlery, linen etc) is clean and undamaged

3.2 Follow appropriate working practices when serving food to ensure levels of safety and hygiene are maintained

3.3 Provide customers with the correct table items for the food that they have ordered

3.4 Serve food orders efficiently with all items arriving at the appropriate time and presented in line with the business’s standard operating procedures

3.5 Demonstrate food service methods (e.g. silver service, table service, buffet, carvery etc), as appropriate to the business’s food operation

3.6 Ensure customers are offered appropriate condiments to accompany the menu items ordered

3.7 Follow the correct procedures when clearing a customer’s table

3.8 Provide service in a way that minimises any disturbance to customers

3.9 Deal with any unexpected situations which arise when serving customers

3.10 Deal efficiently with customer complaints following the business’s standard operating procedures

	
	
	
	

	
4.1 Follow appropriate working practices to ensure levels of safety and hygiene are maintained in the dining and service areas

4.2 Ensure that there are appropriate stocks of tableware, linen, condiments and accompaniments available for customer use

4.3 Ensure that the dining and service areas are kept tidy and free from rubbish and food debris

4.4 Handle and dispose of waste correctly

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

R/505/2493 Running an Event 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Work with others to set individual and team objectives for an event

1.2 Use project planning techniques to plan the event, including resource costing, risk assessment and contingency planning

	
	
	
	

	
2.1 Present the plan for approval by others

2.2 Amend the plan in line with recommendations and feedback from others


	
	
	
	

	
3.1 Contribute positively to the event in a specified role

3.2 Communicate and collaborate with colleagues to meet objectives for the event

	
	
	
	

	
4.1 Assess the success of the event and own contribution

4.2 Give and receive constructive feedback

4.3 Make recommendations for future events

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

R/502/9540 Supervise Cellar and Drink Storage Operations 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Maintain the quality of drink products

1.2 Ensure staff follow agreed cellar and drink storage procedures

1.3 Encourage staff to look for and report problems

1.4 Ensure all activities in the cellar area comply with relevant legislation and organisational policy

1.5 Ensure problems relating to cellar and drink storage are addressed

1.6 Implement contingency plans to minimise any risks resulting from problems

1.7 Suggest ways of improving the efficiency of procedures to the relevant person in the organisation

1.8 Record details of cellar and drinks storage operations, problems and corrective action taken in a suitable format

1.9 Ensure records are available to the relevant people using organisational systems and procedures

	
	
	
	

	
2.1 Describe legislation and codes of practice relevant to cellar and drink storage operations

2.2 Explain the organisational procedures that need to be followed relating to cellar and drink storage operations

2.3 Explain action that needs to be taken when implemented procedures and codes of practice have not been followed

2.4 Explain the importance of organisational procedures

2.5 Explain how to keep up-to-date with relevant legislation and codes of practice

2.6 Explain how procedures regarding cellar and drink storage operations should be communicated to staff

	
	
	
	

	
3.1 Describe the products that are kept in cellars and drink stores

3.2 Explain the environmental benefits of effective cellar and drink storage operations

3.3 Explain the economic impact of not following cellar and drink storage procedures on:  The organisation Its employees Its customers

3.4 Summarise the skills and knowledge needed to carry out cellar and drink storage operations

3.5 Explain how cellar and drink storage operations can be monitored

3.6 Identify the types of problems that may occur in drinks storage operations

3.7 Explain how to rectify drinks storage problems

3.8 Explain limits of own authority when dealing with drink problems

3.9 Explain ways to encourage staff to report drinks storage problems


3.10 Explain how to develop contingency plans to  Minimise negative effects on drinks storage  Minimise disruptions to service

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/601/0936 Promote additional services or products to customers 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Update and develop their knowledge of their organisation’s services or products

1.2 Check with others when they are unsure about new service or product details

1.3 Identify appropriate services or products that may interest their customer

1.4 Spot opportunities for offering their customer additional services or products that will improve the customer experience



	
	
	
	

	
2.1 Choose the best time to inform their customer about additional services or products

2.2 Choose the best method of communication to introduce their customer to additional services or products

2.3 Give their customer accurate and sufficient information to enable them to make a decision about the additional services or products

2.4 Give their customer time to ask questions about the additional services or products

	
	
	
	

	
3.1 Close the conversation if the customer shows no interest

3.2 Give information to move the situation forward when their customer shows interest


3.3 Secure customer agreement and check customer understanding of the delivery of the service or product

3.4 Take action to ensure prompt delivery of the additional services or products to their customer

3.5 Refer their customer to others or to alternative sources of information if the additional services or products are not their responsibility

	
	
	
	

	
4.1 Describe the organisation’s procedures and systems for encouraging the use of additional services or products

4.2 Explain how additional services or products will benefit their customers

4.3 Explain how their customer’s use of additional services or products will benefit their organisation

4.4 Identify the main factors that influence customers to use their services or products

4.5 Explain how to introduce additional services or products to customers outlining their benefits, overcoming reservations and agreeing to provide the additional services or products

4.6 State how to give appropriate, balanced information to customers about services or products

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

M/601/4909 Maintain cellars and kegs 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Make sure that cellar surfaces are free from dirt, rubbish, spillages and mould

1.2 Make sure that the floors are clean and that drains, gullies and sumps are free from blockages

1.3 Make sure that cellar equipment is clean and in good working order

1.4 Use the recommended cleaning equipment and materials and store them correctly after use

1.5 Maintain cellar environmental conditions in line with service operations

1.6 Secure the cellar against unauthorised access

	
	
	
	

	
2.1 Describe safe and hygienic practices when maintaining cellars

2.2 Explain why there are specific security procedures for going in and out of the cellar

2.3 State why cellars should be secured against unauthorised access at all times

2.4 State why the cellar should be kept clean and tidy at all times

2.5 State why the cellar must be kept at a recommended temperature and what that temperature should be

2.6 Outline the types of unexpected situations that may happen when maintaining cellars and how to deal with them

	
	
	
	

	
3.1 Position the full keg or gas cylinder for convenience at the appropriate time

3.2 Disconnect empty keg or gas cylinder using the recommended method

3.3 Check that the new keg or gas cylinder contains the correct product and shows the correct date

3.4 Connect keg or gas cylinder using the recommended method

3.5 Check that new keg or gas cylinder is working properly

3.6 Store used keg or gas cylinder ready for dispatch

3.7 Deal with leakages in keg or gas cylinder effectively and inform the proper person where necessary

	
	
	
	

	
4.1 Describe safe and hygienic working practices when preparing kegs and gas cylinders for use

4.2 Describe the risks of mishandling kegs and gas cylinders

4.3 State why the correct and safe lifting techniques must be used

4.4 State why gas cylinders for use must be chained or strapped to a wall

4.5 State why and to whom any signs of damage to kegs/cylinders must be reported

4.6 State why it is essential to turn off the gas supply before disconnecting the keg


4.7 State what the safety considerations are in dealing with mixed gases

4.8 Describe procedures in an event of an emergency

4.9 Describe how to determine if kegs/cylinders are leaking

4.10 State why it is important to check date stamp on stock

4.11 Describe how to tell if stock is out of condition

4.12 Outline the types of situations that may happen when preparing kegs and gas cylinders and how to deal with them

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

M/601/5039 Maintain and deal with payments 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Make sure payment point is working and that all materials needed are available

1.2 Maintain the payment point and restock it when necessary

1.3 Enter/scan information into the payment point correctly

1.4 Tell the customer how much they have to pay

1.5 Acknowledge the customer’s payment and validate it where necessary

1.6 Follow correct procedure for chip and pin transactions

1.7 Put the payment in the right place according to organisational procedures

1.8 Give correct change for cash transactions

1.9 Carry out transactions without delay and give relevant confirmation to the customer

1.10 Make the payment point content available for authorised collection when asked to

	
	
	
	

	
2.1 State the legal requirements for operating a payment point and taking payments from customers

2.2 Describe organisational security procedures for cash and other types of payments

2.3 Describe how to set up a payment point

2.4 Describe how to get stocks of materials needed to set up and maintain the payment point

2.5 State the importance of telling the customer of any delays and how to do so

2.6 Describe the types of problems that might happen with a payment point and how to deal with these

2.7 Describe how to change till/debit/credit machine rolls

2.8 Describe the correct procedures for handling payments

2.9 Describe what to do if there are errors in handling payments

2.10 Describe the procedures for dealing with hand held payment devices at tables

2.11 State what procedure must be followed with regards to a payment that has been declined

2.12 State what might happen if errors are not reported

2.13 Describe the types of problems that may happen when taking payments and how to deal with these

2.14 Describe the procedure for collecting the content of payment point and who should hand payments over to

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

F/601/4218 Maintenance of a safe, hygienic and secure working environment - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Wear clean, smart and appropriate clothing, footwear and headgear

1.2 Keep hair neat and tidy and wear it in line with organisational standards

1.3 Make sure any jewellery, perfume and cosmetics worn are in line with organisational standards

1.4 Get any cuts, grazes and wounds treated by the appropriate person

1.5 Report illness and infections promptly to the appropriate person

	
	
	
	

	
2.1 State own responsibilities under the Health and Safety at Work Act

2.2 State general rules on hygiene that must be followed

2.3 State correct clothing, footwear and headgear that should be worn at all times

2.4 State the importance of maintaining good personal hygiene

2.5 Describe how to deal with cuts, grazes and wounds and why it is important to do so

	
	
	
	

	
3.1 Identify any hazards or potential hazards and deal with these correctly

3.2 Report any accidents or near accidents quickly and accurately to the proper person

3.3 Follow health, hygiene and safety procedures during work

3.4 Practise emergency procedures correctly

3.5 Follow organisational security procedures

	
	
	
	

	
4.1 State the importance of working in a healthy, safe and hygienic way

4.2 State where information about Health and Safety in your workplace can be obtained

4.3 Describe the types of hazard in the workplace that may occur and how to deal with these

4.4 State hazards that can be dealt with personally and hazards that must be reported to someone else

4.5 State how to warn other people about hazards and why this is important

4.6 State why accidents and near accidents should be reported and who these should be reported to

4.7 Describe the type of emergencies that may happen in workplace and how to deal with these

4.8 State where to find first aid equipment and who the registered first-aider is in the workplace

4.9 State safe lifting and handling techniques that should be followed

4.10 State other ways of working safely that are relevant to own position and why these are important


4.11 Describe organisational emergency procedures, in particular fire, and how these should be followed

4.12 State the possible causes for fire in the workplace

4.13 Describe how to minimise the risk of fire

4.14 State where to find fire alarms and how to set them off

4.15 State why a fire should never be approached unless it is safe to do so

4.16 State the importance of following fire safety laws

4.17 Describe organisational security procedures and why these are important

4.18 Describe the correct procedures for dealing with customer property

4.19 State the importance of reporting all usual/non-routine incidents to the appropriate person

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

M/601/5042 Order stock 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Check stock levels on a regular basis and consult with colleagues to determine if new stock is required

1.2 Identify stock requirements, ensuring sufficient storage space will be available upon arrival

1.3 Obtain relevant documentation for ordering stock and where required to obtain permission from the proper person to place an order

1.4 Complete required information on documentation and dispatch it correctly within the time required to ensure delivery before current stock is finished

1.5 Maintain documentation in line with organisational requirements

1.6 Obtain and file notification of placed orders and delivery notes from suppliers

1.7 Respond to queries and solve problems that arise about the order within own authority

	
	
	
	

	
2.1 Describe the ordering process

2.2 State when to order new stock

2.3 State who is responsible for arranging the central purchasing agreement

2.4 State what the central purchasing agreement contains

2.5 State, why, what and who to contact when problems occur with the ordering process

2.6 State when ordering needs to be approved by a line manager

2.7 State where to obtain the ordering information from

2.8 Describe what information needs to be entered on this documentation

2.9 State where ordering documentation is kept

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

A/601/4945 Provide a buffet and carvery service 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Make sure the carvery & buffet table is clean, undamaged and positioned according to the serve style

1.2 Make sure table items are clean and undamaged and arrange them correctly for food service

1.3 Make sure service equipment is clean, undamaged and position it ready for use

1.4 Display food items ready for service

1.5 Display and store food items according to food safety requirements

1.6 Replenish food items as necessary and keep the carvery or buffet free from food debris during food service

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing and maintaining a carvery or buffet display

2.2 Explain why food items should be replenished and displayed correctly throughout service

2.3 State why dining service areas must be kept tidy and free from rubbish and food debris

2.4 State why service equipment should be turned on before service

2.5 State why heating, air conditioning & ventilation and lighting should be checked before use when preparing areas for service

2.6 State why table items should be checked for damage and cleanliness before service

2.7 Outline the types of unexpected situations that may occur when preparing and maintaining the carvery or buffet and how to deal with these

	
	
	
	

	
3.1 Give information that meets the customers’ needs and promotes the products and service of organisation

3.2 Serve food with service equipment of the appropriate type that is clean and undamaged using correct service style

3.3 Serve only food items that are of the required type and quality

3.4 Portion and arrange food in line with organisation style and customer requirements

3.5 Keep customer dining areas tidy and free from rubbish and food debris

3.6 Clear any used table items and left over food items when necessary

3.7 Carry out work with the minimum of disturbance to customers

	
	
	
	

	
4.1 Describe safe and hygienic working practices when serving customers at buffet or carvery

4.2 State why portions should be controlled when serving food to customers

4.3 State why information given to customers should be accurate


4.4 Explain why maintaining food at the correct temperature is important and how you can ensure this

4.5 State why and to whom all customer incidents should be reported

4.6 Describe safe and hygienic working practices when maintaining a customer dining area

4.7 State why waste must be handled and disposed of correctly

4.8 State why and to whom breakages should be reported

4.9 Outline the types of unexpected situations that may occur when serving customers from the carvery or buffet and how to deal with them

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

Y/601/4922 Prepare and clear the bar area - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Check stocks for drinks service, restock and rotate them in line with workplace procedures

1.2 Prepare and store the drink accompaniments, ready for service

1.3 Make sure that service and electrical equipment is clean, free from damage and displayed as required

1.4 Make sure that menus and promotional material are accurate, clean, free from damage and displayed as required

1.5 Make sure service areas are clean, tidy and ready for service

	
	
	
	

	
2.1 Describe safe and hygienic practices when preparing customer and service areas

2.2 State why and to whom breakages should be reported

2.3 Explain why it is essential to check the expiry dates on stock items

2.4 State why refrigeration units should be maintained at the correct temperature

2.5 State why correct storage and rotation procedures should be followed

2.6 State why service areas must be secure from unauthorised access at all times

2.7 State why maintenance should not be attempted on electronic items

2.8 State why a constant stock of drinks and accompaniments must be maintained

2.9 State why stocks of drinks must be rotated

2.10 Outline the types of unexpected situations that may occur when preparing the bar area and how to deal with these

	
	
	
	

	
3.1 Store, restock, or dispose of drinks stocks and drink accompaniments, in line with workplace procedures

3.2 Ensure that service equipment is clean and stored as required

3.3 Make sure electrical equipment and machines are left in the correct condition


3.4 Ensure that customer and service areas are tidy, free from rubbish and ready for cleaning

	
	
	
	

	
4.1 Describe safe and hygienic working practices when clearing customer and service areas

4.2 Explain why service areas should be left tidy and free from rubbish after service

4.3 State why waste must be handled and store correctly

4.4 State why certain electrical equipment must be turned off after service

4.5 State why maintenance must not be attempted on electrical equipment

4.6 State why customer service areas must be secure from unauthorised access after service


4.7 State why spillages and breakages must be reported to the appropriate person

4.8 State why correct storage procedures must be followed for food and drink stocks

4.9 Outline the types of unexpected situations that may occur when clearing the bar area and how to deal with them

	
	
	
	

	
5.1 Empty glassware and position it ready for cleaning

5.2 Check that cleaning equipment or machinery is clean, safe, free from damage and ready for use  

5.3 Clean glassware at the recommended temperature using appropriate cleaning method  

5.4 Check that finished glassware is clean, dry and free from damage

5.5 Dispose of damaged or broken glassware following recommended procedures

5.6 Dispose of waste or dirty water following recommended procedures

5.7 Check that cleaning equipment or machines are left clean, dry undamaged and ready for future use

5.8 Keep storage areas clean, tidy and free from rubbish

	
	
	
	

	
6.1 Describe safe and hygienic working practices when handling glassware, cleaning equipment and materials

6.2 Explain why glassware should be handled carefully

6.3 State why glassware should be cleaned at the correct temperature

6.4 Describe the proper procedure for disposing of broken glass

6.5 Describe how to maintain glass washing equipment

6.6 Outline the types of unexpected situations that may occur when handling and cleaning glassware and how to deal with them

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

T/600/1059 Principles of Customer Service in Hospitality Leisure Travel and Tourism 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Describe the role of the organisation in relation to customer service

1.2 Identify the characteristics and benefits of excellent customer service

1.3 Give examples of internal and external customers in the industries

1.4 Describe the importance of product knowledge and sales to organisational success

1.5 Describe the importance of organisational procedures for customer service
	
	
	
	

	
2.1 Identify the benefits of excellent customer service for the individual

2.2 Describe the importance of positive attitude, behaviour and motivation in providing excellent customer service

2.3 Describe the importance of personal presentation within the industries

2.4 Explain the importance of using appropriate types of communication

2.5 Describe the importance of effective listening skills

	
	
	
	

	
3.1 Identify what is meant by customer needs and expectations in the industries

3.2 Identify the importance of anticipating and responding to varying customers needs and expectations

3.3 Describe the factors that influence the customers choice of products and services

3.4 Describe the importance of meeting and exceeding customer expectations

3.5 Describe the importance of dealing with complaints in a positive manner

3.6 Explain the importance of complaint handling procedures

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

L/601/4982 Prepare and serve cocktails 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Make sure that work areas are clean, tidy and ready to use

1.2 Make sure that cocktail-making equipment is clean and undamaged

1.3 Prepare and store cocktail ingredients ready to use

1.4 Store cocktail accompaniments ready to use

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing areas and equipment for making cocktails

2.2 State why it is important to keep preparation areas and equipment hygienic when preparing cocktails

2.3 State what safe working practices should be followed when preparing cocktails

2.4 State why it is important to have all the ingredients ready before preparing cocktails

2.5 Outline the types of unexpected situations that may happen when preparing areas and equipment to make cocktails

	
	
	
	

	
3.1 Identify customer requirements

3.2 Provide customers with accurate information about cocktails as required

3.3 Promote cocktails to customers at appropriate times

3.4 Assemble cocktails using the recommended measures, techniques, equipment and accompaniments

3.5 Finish cocktails and serve them using the recommended equipment and accompaniments

3.6 Serve alcoholic cocktails to permitted people only

	
	
	
	

	
4.1 State current relevant legislation relating to licensing and weights and measures legislation

4.2 Describe safe and hygienic working practices when serving cocktails

4.3 State why and to whom any customer incidents should be reported

4.4 Describe how to respond to signs that someone might be under the influence of drugs or buying/selling drugs

4.5 Describe how to deal with violent/disorderly customers

4.6 State what procedures to follow in response to people smoking in a non-smoking area

4.7 State where and from whom health and safety and food legislation can be obtained

4.8 State why it is important to offer customers accurate information e.g. about strength of drinks and their basic characteristics

4.9 State why it is important to offer customers accurate information about special offers and promotions

4.10 State why correct information must be provided to customers at all times


4.11 State why it is important to recognise the name of different cocktails

4.12 Describe the different techniques for mixing cocktails

4.13 State different measures for different types of cocktails

4.14 State why it is important to use the correct measures when preparing cocktails

4.15 State when it is permissible to free-pour when making cocktails

4.16 State what legal measures must be used to serve alcohol and why they must be used

4.17 State what the law is in relation to serving underage drinkers and how this affects the bar staff

4.18 State what the law is in relation to the times of day/night that alcohol may be served

4.19 Describe what symptoms indicate that a customer has drunk excessive amounts and what the legal responsibilities are in relation to this

4.20 State under what circumstances customers must not be served with alcohol

4.21 Outline the types of unexpected situations that may happen when preparing and serving cocktails and how to deal with these

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

K/601/4939 Prepare and serve wines 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Make sure there are sufficient stocks of service linen, table items, service equipment and wine list

1.2 Make sure service linen, table items, service equipment and wine lists are clean and ready for use

1.3 Make sure there is sufficient wine stock

1.4 Make sure the wine stock is free from damage, available for service and stored at the recommended serving temperature

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing service areas, equipment and stock for wine service

2.2 State what equipment is necessary for different types of wine

2.3 State what glassware is necessary for different types of wine

2.4 State what temperatures different types of wine should be stored and maintained at before service

2.5 State what organisational procedures relate to preparing service areas, equipment and stock

2.6 Outline the types of unexpected situations that may happen when preparing service areas and how to deal with them
	
	
	
	

	
3.1 Present the wine list to the customer when they are considering their order

3.2 Establish an effective rapport with the customer and maintain it throughout the service

3.3 Take the opportunity to maximise sales through up-selling in line with current best practice and or legislation

3.4 Give accurate wine list information to meet the requirements of the customer

3.5 Refer customer queries outside own area of responsibility to the proper person

3.6 Take customers’ orders according to organisation’s procedures

	
	
	
	

	
4.1 State current relevant legislation relating to trades description and legislation when serving wine

4.2 Describe how to deal with and report customer incidents

4.3 State the importance of maximising sales through up-selling and how to do this

4.4 Explain how to interpret the wine label information

4.5 Describe the basic characteristics of the wines available within the establishment

4.6 State how to describe wine characteristics to the customer

4.7 List what factors to consider when providing advice to customers on choice of wine

4.8 State what techniques to use to promote wines to customers


4.9 State what legal measures can be used to serve wine and which ones are most appropriate to organisation

4.10 State under what circumstances customer must not be served with alcohol

4.11 Describe what symptoms indicate that a customer has drunk excessive amounts and what are the legal responsibilities in relation to this

4.12 Describe how to refuse to serve customers displaying inappropriate behaviour

	
	
	
	

	
5.1 Handle the wine and present it to the customer in a style and manner appropriate to the style of service

5.2 Open the wine using the appropriate method


5.3 Serve the wine at the recommended temperature using the correct service equipment

5.4 Deal with routine customer queries and comments

5.5 Refill customers’ wine glasses in line with their requirements and establishment procedures

	
	
	
	

	
6.1 Describe safe and hygienic working practices, relevant licensing weights and trades description legislation

6.2 Describe the various safety procedures involved in opening a bottle of champagne or sparkling wine

6.3 Describe the correct procedures for handling glassware and which glassware is appropriate for use in the service of different types of wine

6.4 State the recommended temperatures for maintaining different types of wine during service

6.5 State what the correct method of service (etiquette) is for white wine, red wine and sparkling wine

6.6 State how many measures of wine are obtainable from standard bottles of wine

6.7 Describe the types of unexpected situations that may happen when serving wine and how to deal with them

6.8 State what the indicators are when wine is not suitable for drinking

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

T/601/4927 Prepare and serve dispensed and instant hot drinks 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Prepare the preparation, service and other equipment ready for use

1.2 Clean the work areas, leaving them tidy and ready for use

1.3 Make sure that preparation, service and other equipment is clean and free from damage

1.4 Store sufficient drink ingredients and accompaniments ready for use

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing and serving hot drinks

2.2 State why drink, ingredients and accompaniments must be available and ready for immediate use

2.3 State why it is important to check for damage in all work areas and service equipment before taking orders

2.4 Outline the types of unexpected situations that may occur when preparing areas and equipment for the preparation of hot drinks and how to deal with them

	
	
	
	

	
3.1 Identify customer requirements

3.2 Provide customers with accurate information on drinks as required

3.3 Promote company drinks to customers at all appropriate times

3.4 Make the drinks using the correct equipment and ingredients

3.5 Serve the drink in company style, offering the correct accompaniments

3.6 Clean preparation and serving equipment after use and tidy the preparation and serving area

	
	
	
	

	
4.1 Describe safe and hygienic working practices when preparing and serving hot drinks

4.2 State why information about products given to customers should be accurate

4.3 Describe what the different techniques are for mixing and preparing different types of beverages to customer requirements

4.4 State why and to whom all customer incidents should be reported

4.5 Explain why and to whom all breakages and spillages should be reported

4.6 State why customers and service areas should be kept clean, tidy and free from rubbish and used equipment

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

J/601/4978 Serve alcoholic and soft drinks - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Deal with customer in order of arrival where possible

1.2 Maintain focus on the customer and their needs

1.3 Offer customer accurate information on available drinks

1.4 Take the opportunity to maximise sales through up-selling in line with current best practice and/or legislation

1.5 Identify customer requirements accurately and offer them drink accompaniments appropriate to the type of drink

1.6 Provide alcoholic drinks to permitted people only

1.7 Deal with customer incidents effectively and inform the proper person where necessary

	
	
	
	

	
2.1 State the Licensing Objectives relevant to the country working within

2.2 State current relevant legislation to licensing and weights and measures

2.3 State why it is important to check glassware for damage

2.4 Explain why drinks should be stored at the correct temperature

2.5 Describe how to deal with violent/disorderly customers

2.6 Explain why it is important to offer customers accurate information e.g. about strength of drinks and their basic characteristics

2.7 State why it is important to offer customer accurate information about special offers and promotions

2.8 State what legal measures must be used to serve alcohol and why they must be used

2.9 State what law is in relation to serving underage drinkers and how this affects the bar staff

2.10 State what law is in relation to the times of day/night that alcohol may be served

2.11 Describe symptoms that indicate when a customer has drunk excessive amounts and what the legal responsibilities are in relation to this

2.12 State under what circumstances customers must not be served with alcohol

2.13 Describe how to respond to signs that someone might be under the influence of drugs or buy/selling drugs

2.14 Describe what procedures to follow in response to people smoking in a no smoking area

2.15 Describe the type of non-routine needs that customers may have and how to deal with them

2.16 Describe organisations’ standards for customer service

2.17 Describe different service styles within organisation

2.18 Describe why customers should be dealt with in order of arrival where possible

	
	
	
	

	
3.1 Select a glass in which to serve the drink according to organisations’ procedures and customer requirements

3.2 Check that the glass is clean and undamaged

3.3 Pour drink according to the product that is being served

3.4 Ensure that the drink is at the correct temperature before serving

3.5 Promote additional products to the customer as appropriate

	
	
	
	

	
4.1 Describe the correct way to open capped, screw top and corked bottles and how to use the appropriate equipment

4.2 State why the bottle should be left facing the customer

4.3 Describe the correct way to pour and serve different draught drinks

4.4 Describe the correct way to pour and serve different drinks for free or optic pouring

4.5 Describe types of glasses available to serve drinks and which ones to use according to organisations procedures and customer requirements

4.6 State correct temperature for different types of drinks

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

T/601/4216 Working effectively as part of a hospitality team - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Make sure the requirements of the work are understood

1.2 Ask questions if the requirements of the work are not clear

1.3 Accurately follow instructions

1.4 Plan work and prioritise tasks in order of importance

1.5 Keep everything needed for the work organised and available

1.6 Keep work areas clean and tidy


1.7 Keep waste to a minimum

1.8 Ask for help from the relevant person if it is needed

1.9 Provide work on time and as agreed

	
	
	
	

	
2.1 Give team members help when they ask for it

2.2 Ensure the help given to team members is within the limits of own job role

2.3 Ensure the help given to team members does not prevent own work being completed on time

2.4 Pass on important information to team members as soon as possible

2.5 Maintain good working relationships with team members


2.6 Report any problems with working relationships to the relevant person

2.7 Communicate clearly and effectively with team members

	
	
	
	

	
3.1 Seek feedback on own and deal with this feedback

3.2 Identify with the relevant person aspects of own work which are up to standard and areas that could be improved

3.3 Agree what has to be done to improve their work

3.4 Agree a learning plan with the relevant person

3.5 Seek opportunities to review and develop a learning plan

	
	
	
	

	
4.1 State why it is essential to understand the requirements of the work

4.2 List the benefits of planning and organising work

4.3 Describe how to make the most efficient use of time and avoid things that may caused unnecessary disruptions

4.4 List the benefits of keeping everything needed for own work organised and available

4.5 State why it is important to keep work areas clean

4.6 State why it is important to keep waste to a minimum

4.7 State when to ask for help and to who can be asked

	
	
	
	

	
5.1 State the importance of effective teamwork

5.2 State the people in own team and explain how they fit into the organisation

5.3 List the responsibilities of the team and why it is important to the organisation as a whole

5.4 Describe how to maintain good working relationships with team members

5.5 State how to determine if helping a team member will prevent own work from being completed on time

5.6 State the limits of own job role and what can and cannot be done when helping team members

5.7 State why essential information needs to be passed on to a team member as soon as possible

5.8 List the types of behaviour that help teams to work effectively and behaviours that do not

5.9 State why problems with working relationships should be reported to the relevant person

5.10 Describe how to communicate clearly and why it is important to do so

	
	
	
	

	
6.1 State the importance of improving own knowledge and skills

6.2 Describe how to get feedback from team members and how this is helpful

6.3 Describe how a learning plan can improve own work

6.4 State why it is important to regularly review own learning plan

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.
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