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Learner Unit Achievement Checklist 

BIIAB Level 3 Certificate in Licensed Hospitality Operations
600/5195/4

BIIAB Level 3 Certificate in Licensed Hospitality Operations

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/503/7057 Customer Service Procedures 

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

	
1.1 Define what is meant by service excellence

1.2 Explain the importance of customer service to a customer

1.3 Explain the importance of each stage of the Service Profit Chain to business performance

1.4 Explain the legal requirements that affect the interaction of customers with staff


1.5 Outline the difference between customers’ needs, wants and expectations

1.6 Describe the principles of market segmentation and customer occasions

1.7 Identify customer service needs for different customer groups

	
	
	
	

	
2.1 Describe the importance of the concept of ‘Moments of Truth’

2.2 Explain how the concept of ‘Moments of Truth’ can be used to manage and enhance service delivery

2.3 Outline the role of staff in service delivery, averting and recovering from service failures

2.4 Identify the qualities of good customer service

2.5 Explain techniques for balancing the needs of the customer and business performance

	
	
	
	

	
3.1 Explain the scope and importance of setting standards

3.2 Identify the criteria for setting effective service standards

3.3 Describe the role of staff in delivering service standards

3.4 Explain how service standards can be communicated to staff members

3.5 Describe the desired qualities and behaviours of customer facing personnel

	
	
	
	

	
4.1 Identify monitoring methods and information sources for measuring customer service

4.2 Explain the strengths and weaknesses of different monitoring methods for measuring customer service

4.3 Describe best practice techniques in questionnaire design for collecting customer feedback

4.4 Describe methods of analysing the results of customer service monitoring

4.5 Recommend action for improvement in customer service which is consistent with the findings of evaluation data

	
	
	
	

	
5.1 Describe the methods of evaluating changes in the business to identify areas of service excellence

5.2 Identify the internal and external factors that have an impact on service excellence

5.3 Explain the benefits of recognising service excellence within a team environment

5.4 Explain the importance of a manager leading by example

5.5 Explain the purpose of developing a team improvement action plan

5.6 Describe the importance of adhering to the planning cycle

	
	
	
	




	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/602/1647 Health and Safety in the Workplace 

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

	
1.1 Outline the main legal framework and laws relating to health and safety work

1.2 Outline the welfare provisions that should be made by the employer

1.3 Describe the sources and nature of information that demonstrate compliance and best practice with health and safety requirements

1.4 Outline ways that health and safety information can be communicated


1.5 Define the terms ‘incident’, ‘accident’ and ‘occupational ill health’

1.6 Describe the main causes on injuries and ill health at work

	
	
	
	

	
2.1 Outline the costs associated with accidents and ill health

2.2 Summarise the typical elements of a safety management system

2.3 Outline the benefits of using a safety management system

	
	
	
	

	
3.1 Outline the benefits of assessing and controlling risks at work

3.2 Describe the different types risk assessment that can be used

3.3 State where specific risk assessment may be required

3.4 State the steps to be taken to complete a simple risk assessment

	
	
	
	

	
4.1 Explain how the risks from different hazards may be affected by occupational, environmental, human and organisational factors

4.2 Explain how injuries, ill health and other damage may result following exposure to common workplace hazards

4.3 Identify suitable risk control measures using the principles of the hierarchy of control

	
	
	
	

	
5.1 Describe the actions that need to be taken following an accident or incident in the workplace

5.2 Describe how simple accident investigation techniques can reveal immediate and root causes
	
	
	
	




	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.

H/503/0630 An introduction to leadership and management - Mandatory Unit

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

	
1.1 Explain the differences between leadership and management

1.2 Summarise different theories, models and styles of leadership

1.3 Summarise different theories, models and styles of management

1.4 Discuss how different theories, models and styles of leadership and management can be applied to different situations



	
	
	
	

	
2.1 Discuss the attributes that contribute to success as a leader or manager

2.2 Discuss the importance of encouraging others to take the lead and the ways that this can be achieved

2.3 Discuss how to encourage, motivate and support individuals to achieve

	
	
	
	

	
3.1 Explain how to communicate a common goal within the work environment

3.2 Explain how to identify individual needs and how to motivate others towards common goals according to their needs

3.3 Explain how to encourage and support others to make the best use of their ability to achieve common goals

3.4 Discuss how to encourage reflection on achievement of common goals by the team and individuals

	
	
	
	




	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/600/9176 Kitchen Management 

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

	
1.1 Identify the primary objectives of a Human Resources department

1.2 Identify the primary tools used in effective recruitment and how each of these tools can be used

1.3 Identify the main benefits of carrying out employee performance evaluations and how to ensure these are effective

1.4 Follow best practice when organising and conducting staff appraisals


1.5 Identify the indicators of an unmotivated workforce and apply techniques to re-motivate them

1.6 Identify the different learning styles of employees and ensure that these are applied to achieve effective teams

1.7 Identify and apply the key elements of successfully managing people

1.8 Identify the indicators of abuse in the kitchens and implement measures that can prevent abuse occurring

1.9 Identify the key indicators of stress and apply techniques to control and manage stress in the kitchen environment

1.10 Identify and apply the key factors of workforce planning, forecasting and rota management


1.11 Build relationships between food preparation and food service teams

1.12 Identify and apply the key elements of successful time management

1.13 Identify the importance of effectively mentoring employees and/or students

1.14 Identify the key areas covered by employment legislation and demonstrate an understanding of how these apply to the business

	
	
	
	

	
2.1 Understand accurate temperature recording in a catering environment and how to design and implement corrective action procedures

2.2 Identify and apply the key elements of stock control and competitive purchasing

2.3 Correctly cost food and calculate gross profits and ensure these measures contribute to business success

2.4 Design and describe a menu correctly

2.5 Identify and apply the primary reasons for staff incentive programmes

2.6 Conduct effective kitchen meetings

2.7 Manage change in the business environment

2.8 Apply problem solving techniques to ensure smooth kitchen operations

	
	
	
	

	
3.1 Identify and apply the principles of HACCP

3.2 Identify and apply the steps involved in carrying out a risk assessment

3.3 Outline the role of an Environmental Health Practitioner and how to prepare for a visit

3.4 Identify and apply the general principles to follow when designing a commercial kitchen

3.5 Apply methods of reducing carbon footprints in a commercial catering operation

	
	
	
	

	
4.1 Explain what competition is

4.2 Define marketing and demonstrate an understanding of why marketing principles are important to the success of a business

4.3 Analyse business information using SWOT to identify key opportunities and threats

4.4 Understand the difference between customers’ needs, wants and expectations and identify and apply methods for segmenting customer groups

4.5 Reflect the understanding of customer needs, wants and expectations in menu design and service style

4.6 Identify how to set SMART marketing objectives and why such objectives are essential for business success

4.7 Identify the key areas of the marketing mix and apply these to the successful marketing of a catering operation

4.8 Identify the key areas of the promotional mix and demonstrate an understanding of its relationship to successful marketing

	
	
	
	




	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/503/7053 Motivating a Team in Business  - Mandatory Unit

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

	
1.1 Identify the effect of a highly motivated workforce on a business

1.2 Outline the links of the Service Profit Chain

1.3 Explain the impact of each link of the Service Profit Chain on business performance

1.4 Identify the elements of the Motivation Cycle

1.5 Analyse the link between leadership and motivation in the Motivation Cycle


1.6 Explain the importance of setting SMART objectives for a business

1.7 Explain how SMART objectives relate to the setting of team targets and individual staff member targets

1.8 Explain the role of the manager and leader in setting business objectives

1.9 Describe how using the Management By Objectives (MBO) approach can help to support achieving the service profit chain

	
	
	
	

	
2.1 Explain the relevance of Maslow’s Hierarchy of Needs to a business environment

2.2 Analyse how and why individual staff can be motivated or de-motivated through the application of Maslows Hierarchy of Needs

2.3 Explain the relevance of Herzberg’s Theory to a business environment

2.4 Analyse factors that have an effect on motivation (hygiene factors, motivating factors) through the application of Hierarchy Theory

2.5 Explain the concept of internal and external motivational factors

2.6 Identify key motivating factors for an employee through the application of recognised motivation theories

	
	
	
	

	
3.1 Outline the importance of team work and the benefits it provides to individual staff members

3.2 Outline the potential impact that team work has on overall business performance

3.3 Explain the importance of comparing the characteristics of specialist versus multi-skilled employees when developing a team

3.4 Analyse the impact of the introduction of a new team member in each of the stages of team development

3.5 Describe the role of a leader in team work

3.6 Describe the characteristics of different leadership styles and their impact on team motivation

	
	
	
	

	
4.1 Explain the concept of and reasons for performance monitoring

4.2 Describe different methods of feedback and their associated benefits


4.3 Describe ways of evaluating own performance

4.4 Identify probable causes of poor performance

4.5 Develop remedial strategies and action plans that address the probable causes of poor performance

	
	
	
	

	
5.1 Outline the difference between reward and incentive

5.2 Outline the strengths and weaknesses of reward and incentive

5.3 Describe the link between business objectives and reward and incentive schemes

5.4 Explain the factors to be considered when matching rewards and incentives to individuals’ levels of motivation


5.5 Evaluate areas of risk within a reward or incentive scheme

5.6 Develop a remedial action plan that addresses identified areas of risk within a reward or incentive scheme

	
	
	
	




	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.

H/503/9957 Principles of Drinks Service Supervision 

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

	
1.1 State the importance of staff having the appropriate knowledge and skills to carry out their responsibilities

1.2 Outline the main areas of training that will be required by staff working in drinks service

1.3 State the importance of staff work rotas and task allocation when managing drinks service

1.4 Identify the different methods of monitoring and supervising staff to ensure drinks service standards are met


1.5 Identify ways in which a drinks service manager can lead by example to improve the performance of the team

	
	
	
	

	
2.1 State the importance of having appropriate procedures when preparing for and delivering drinks service

2.2 Outline the main areas to be considered when developing drinks service procedures

2.3 State the importance of monitoring and reviewing drinks service procedures

	
	
	
	

	
3.1 State how staff should conduct themselves and communicate with customer in a drinks service operation

3.2 State the importance of good communication within the drinks service team to ensure that service standards are met and how this can be achieved

3.3 Identify the ways in which drinks service operations interact with other areas of licensed hospitality operation

3.4 State the importance of interdepartmental communication and co-ordination and how this can be achieved

	
	
	
	

	
4.1 Identify problems that may occur during drinks service in licensed premises

4.2 Identify actions that can be taken to prevent problems arising during drinks service

4.3 Identify actions that should be taken to deal with problems that arise during drinks service

	
	
	
	

	
5.1 State the features of the Licensing Act 2003 in relation to drinks service in licensed premises (i.e. hours, conditions, rights of entry of authorised persons, service to drinks, drunk and disorderly conduct, selling alcohol to children)

5.2 State the features of Weights and Measures Legislation (i.e. legal measures for selling alcoholic products)

5.3 State the features of Consumer Protection legislation (i.e. accurate descriptions, passing off)

5.4 State the features of the Gambling Act 2005 (i.e. age of play for cash gaming machines)

5.5 State the features of the Equality Act 2010 (i.e. protected characteristics)

5.6 Explain the importance of ensuring staff are aware of their legal and social responsibilities

	
	
	
	




	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/503/7062 Profitable Food Management 

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

	
1.1 Analyse the current market and identify external competition within an area

1.2 Describe the effect of the introduction of new business on existing business

1.3 Explain the financial resources required to introduce or relaunch a food policy

1.4 Describe the factors to be considered when developing a profitable food policy for a business



	
	
	
	

	
2.1 Analyse the profit contribution of a catering operation to the business

2.2 Outline the principles of menu engineering

2.3 Evaluate the performance and profitability of a catering offer

2.4 Evaluate current food buying policy and supplier performance against agreed quality, service and price criteria

2.5 Explain how to achieve consistency of the quality of the food offer through an evaluation of food production standards

	
	
	
	

	
3.1 Calculate the labour hours needed to meet forecasted customer numbers

3.2 Explain the importance of conducting regular staff performance reviews

3.3 Explain the importance of ensuring that training meets organisational production and service standards

3.4 Explain the importance of employing a schedule of regular maintenance of equipment

3.5 Evaluate the use and control of expenditure to reduce operating costs (i.e. energy, waste disposal, cleaning, small equipment and accessories)

3.6 Explain the purpose of kitchen planning principles to review the workflow and health and safety of a kitchen

	
	
	
	

	
4.1 Explain how to develop a rolling annual plan of promotional activity for a business


4.2 Identify elements of the promotional mix that reflect opportunities for growth

4.3 Explain the rules of dish descriptions in order to meet customer expectations and legislative requirements

4.4 Explain the importance of new technology in the promotion of a business (i.e. websites, links and social networking)

	
	
	
	

	
5.1 Identify a secure information system that balances the needs of the business and customers

5.2 Explain the importance of regular collection of external and internal data (i.e. consumer research and staff feedback) that has an impact on business performance

5.3 Explain the advantages of setting individual and business targets

5.4 Evaluate the success of a business’s food policy against its key performance indicators, objectives and strategies

	
	
	
	




	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/503/9869 Principles of Food Production Supervision 

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

	
1.1 State the importance of staff having the appropriate knowledge and skills to carry out their responsibilities

1.2 Outline the main areas of training that will be required by staff working in food service

1.3 State the importance of staff work rotas and task allocation when managing a food production operation

1.4 Identify the different methods of monitoring and supervising staff to ensure food production standards are met

1.5 Identify ways in which a food production manager can lead by example to improve the performance of the team

	
	
	
	

	
2.1 State the importance of having and following appropriate procedures when preparing food in licensed hospitality

2.2 Outline the main areas to be considered when developing food production procedures

2.3 State the importance of monitoring and reviewing food production procedures

	
	
	
	

	
3.1 State the importance of good communication within the food production team to ensure that service standards are met and how this can be achieved

3.2 Identify the ways in which food production operations interact with other areas of licensed hospitality operation

3.3 State the importance of interdepartmental communication and co-ordination and how this can be achieved

	
	
	
	

	
4.1 Identify problems that may occur during food production in licensed premises

4.2 Identify actions that can be taken to prevent problems arising during food production

4.3 Identify actions that should be taken to deal with problems that arise during food production

4.4 State the importance of having contingency plans in place when supervising food production operations

	
	
	
	

	
5.1 Identify legislation, regulations and codes of practice that impact on food production operations

5.2 Outline the processes and procedures that must be in place to ensure that a business is compliant with all legislation, regulations and codes of practice

5.3 Identify how relevant information should be communicated to food service team members and why it is important for such communication to take place

	
	
	
	




	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/503/9868 Principles of Food Service Supervision 

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

	
1.1 State the importance of staff having the appropriate knowledge and skills to carry out their responsibilities

1.2 Outline the main areas of training that will be required by staff working in food service

1.3 State the importance of staff work rotas and task allocation when managing food service

1.4 Identify the different methods of monitoring and supervising staff to ensure food service standards are met


1.5 Identify ways in which a food service manager can lead by example to improve the performance of the team

	
	
	
	

	
2.1 State how staff should conduct themselves and communicate with customers in a food service operation

2.2 State the importance of good communication within the food service team to ensure that service standards are met and how this can be achieved

2.3 Identify the ways in which food service operations interact with other areas of licensed hospitality operation

2.4 State the importance of interdepartmental communication and co-ordination and how this can be achieved



	
	
	
	

	
3.1 State the importance of having and following appropriate procedures when preparing for and delivering food service

3.2 Outline the main areas to be considered when developing food service procedures

3.3 State the importance of monitoring and reviewing food service procedures

	
	
	
	

	
4.1 Identify problems that may occur during food service in licensed premises

4.2 Identify actions that can be taken to prevent problems arising during food service

4.3 Identify actions that should be taken to deal with problems that arise during food service



4.4 State the importance of having contingency plans in place when delivering food service

	
	
	
	

	
5.1 Identify legislation, regulations and codes of practice that impact on the delivery of food service

5.2 Outline the processes and procedures that must be in place to ensure that a business is complaint with all legislation, regulations and codes of practice

5.3 Identify how relevant information should be communicated to food service team members and why it is important for such communication to take place

	
	
	
	




	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/502/0388 The Principles of Food Safety Supervision for Catering 

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

	
1.1 Summarise the importance of food safety management procedures

1.2 Explain the responsibilities of employers and employees in respect of food safety legislation and procedures for compliance

1.3 Outline how the legislation is enforced

	
	
	
	

	
2.1 Explain the importance of, and methods for, temperature control

2.2 Explain procedures to control contamination and cross-contamination

2.3 Justify the importance of high standards of personal hygiene

2.4 Explain procedures for cleaning, disinfection and waste disposal

2.5 Outline requirements relating to the design of food premises and equipment

2.6 Describe the importance of, and methods for, pest control

	
	
	
	

	
3.1 Describe the importance to food safety of microbial, chemical, physical and allergenic hazards

3.2 Describe methods and procedures for controlling food safety to include critical control points, critical limits and corrective actions

3.3 Explain the requirements for monitoring and recording food safety procedures

3.4 Describe methods for, and the importance of, evaluating food safety controls and procedures

	
	
	
	

	
4.1 Explain the requirements for induction and on-going training of staff

4.2 Explain the importance of effective communication of food safety 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.

A/503/7051 Profit Loss and Budget Control - Mandatory Unit

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

	
1.1 Calculate the VAT element of sales to determine the value of net sales

1.2 Evaluate the value of net sales to set retail prices for products or services

1.3 Explain the importance of financial information for a business (i.e. the Trading and Profit and Loss account)

1.4 Explain the relationship between weekly sales and expenditure records

1.5 Explain the importance of cash flow to a business

1.6 Calculate sales and expenditure information for all sources of income for a business

1.7 Calculate a Profit and Loss account budget for a business

	
	
	
	

	
2.1 Calculate the overall gross profit of different products and/or services for a business

2.2 Explain the positive and adverse variances against budget and year-on-year for a business

2.3 Explain the importance of accurate costing in producing gross profit targets

2.4 Carry out basic costings (i.e. menu items, beverages, accommodation, packages)

2.5 Identify the areas of leakage that affect gross profit performance for a business

2.6 Identify the sources of information that can be used to identify gross profit shortfall

2.7 Explain the relationship between sales mix and differential margins and overall gross profit performance

2.8 Recommend action for improvement that is consistent with the findings of an analysis of trading accounts

	
	
	
	

	
3.1 Define variable and fixed costs

3.2 Explain the importance of setting budgets to control costs

3.3 Explain the external factors that should be considered when producing budgets

3.4 Identify positive and adverse variances against budget and year on year for a business

3.5 Identify trends and indicators of poor cost control for a business

3.6 Quantify the net profit performance for a business through an analysis of cost information

3.7 Explain the likely causes of poor cost control

3.8 Recommend management action for a business that is consistent with the findings of an analysis of cost controls

3.9 Outline the principles of accurate manpower planning for a business

3.10 Identify the consequences of inaccurate manpower planning for a business

3.11 Explain the importance of wage control in maximising business profit

	
	
	
	

	
4.1 Explain the internal business information that supports the decision making process for a business (i.e. budgeting, forecasting)

4.2 Explain the reason for depreciating fixed assets

4.3 Calculate the depreciation (straight-line and reducing balance) of a business

4.4 Explain the importance of analysing spend per head and volume trends to determine the effectiveness of business strategies

4.5 Recommend action for a business to enhance business profitability that is consistent with the findings of an analysis of business information (i.e. Profit and Loss account, spend per head and customer volume)


4.6 Calculate break-even for a business

4.7 Determine the viability of a proposed promotion or activity

	
	
	
	




	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/503/7066 Recruitment and Employment Practice 

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

	
1.1 Explain how health and safety legislation relates to a business

1.2 Explain how employment legislation relates to a business

1.3 Identify employees’ rights and entitlements under current legislation

1.4 Explain how to determine areas of non-compliance in a business’s employment, environment and safety policies

1.5 Recommend action for improvement in a business’s policies which are consistent with the findings of an analysis of non-compliance

1.6 Explain the importance of complying with legislation relating to premises and employment

1.7 Identify the penalties for non-compliance with legislation

	
	
	
	

	
2.1 Explain the significance of identifying the employment categories of individuals

2.2 Describe the benefits of written policies

2.3 Explain the requirement that ‘due diligence’ places on employers

2.4 Identify the information that can be produced in support of proving due diligence

2.5 Explain the implications of the Data Protection Act

2.6 Identify the issues relating to controlling access and disclosure of staff information

2.7 Explain the importance of supplying employees with information about their employment

2.8 Describe the purpose of a staff handbook

2.9 Explain the scope and implications of equal opportunities legislation

2.10 Explain the difference between direct and indirect discrimination

	
	
	
	

	
3.1 Describe people’s rights in the workplace and their entitlement to grievance processes

3.2 Explain the grievance process

3.3 Explain the disciplinary process and procedures

3.4 Explain possible reasons for poor performance

3.5 Describe alternative methods of managing poor performance other than dismissal

3.6 Explain the follow-up actions required at each stage of the disciplinary process by managers and employees

3.7 Identify the ways in which an employment contract can be terminated

3.8 Describe the basis on which staff may be made redundant

3.9 Describe the process to be followed for staff redundancies

	
	
	
	

	
4.1 Identify the importance of a structured recruitment and selection process

4.2 Describe the seven stages of the recruitment and selection process

4.3 Explain the advantages and disadvantages of different methods or recruitment

4.4 Explain the importance of accurate job descriptions

4.5 Explain the requirement for job advertisements that comply with current legislation

4.6 Explain the importance of ensuring that a business’s selection and recruitment process is compliant with current legislation

4.7 Explain the importance of an induction programme for a business

	
	
	
	




	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/503/7065 Stock Control 

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

	
1.1 Explain the purpose and scope of stock control and stocktaking

1.2 Describe the potential impact of effective and ineffective stock control on business success

1.3 Identify practices that can be introduced to minimise losses of perishable and non-perishable stock

1.4 Explain the information needed to minimise loss by different methods

1.5 Explain the benefits of developing management tools to motivate individual staff members to achieve accurate margins and agreed targets

	
	
	
	

	
2.1 Identify the stages of the stock-handling process

2.2 Explain the applications of stock data

2.3 Explain the differences between food stocktaking and liquor stocktaking

2.4 Identify the typical reasons for profit erosion at each stage of the stock-handling process

2.5 Recommend control methods to minimise profit erosion

	
	
	
	

	
3.1 Explain how to distinguish between measures of efficiency and measures of performance

3.2 Explain the relationships between gross margin and deficit and surplus stock results

3.3 Distinguish between legitimate and illegitimate surplus from an analysis of stock data

3.4 Identify the sources of information that provide evidence or illegitimate surpluses

	
	
	
	

	
4.1 Explain the factors to be considered during the review and selection of an external stocktaker

4.2 Describe the relationship between different management information documents (i.e. stock results, profit and loss account and balance sheet)

4.3 Explain the way in which stock results can affect strategic decision making for a business



	
	
	
	

	
5.1 Describe the features and benefits of using electronic point of sale (EPOS) systems to support stock control

5.2 Recommend target gross profit margins for products that are subject to shrinkage for a business

5.3 Calculate the yield of a product from a stock report

5.4 Analyse yield performance against target yield for a product

5.5 Calculate the target day’s stockholding for a business

5.6 Describe the role and responsibilities of individual staff members for effective stock control

	
	
	
	




	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/503/7059 Sales Promotions and Merchandising 

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

	
1.1 Explain the scope and definition of marketing

1.2 Describe the benefits of effective marketing communications within a business

1.3 Describe the strengths and weaknesses of communication tools

1.4 Explain the role and stages of promotion within marketing

1.5 Explain the importance of the Attention, Interest, Desire, Action (AIDA) model to develop a marketing message

1.6 Explain the importance and use of Specific, Measurable, Achievable, Realistic and Time-bound (SMART) objectives to determine the success criteria for a sales promotion

1.7 Describe the importance of adapting marketing communications to a target audience

	
	
	
	

	
2.1 Describe the purpose, strengths and weaknesses of sales promotions

2.2 Explain the use, benefits and risks of different promotional tools

2.3 Describe the techniques and benefits of personal selling (selling up, alternative selling, related selling and suggestive selling)


2.4 Explain the considerations to be taken into account in calculating a product selling price

2.5 Identify the impact of internal and external factors on the success of a sales promotion

2.6 Explain the financial implications of a sales promotion for a business

	
	
	
	

	
3.1 Explain the characteristics and use of merchandising

3.2 Define the requirements of the ‘4 As’ (ie Accessibility, Attention, Arousal and Action)

3.3 Explain the required conditions for different types of merchandising tools

3.4 Explain the classification of products for a business

3.5 Identify product categories for a business (demand products and impulse products)

3.6 Identify the design elements to consider when merchandising a product

3.7 Explain the principles of merchandising display design

	
	
	
	

	
4.1 Describe the benefits and weaknesses of different methods of advertising promotions

4.2 Describe the factors to be considered when producing different kinds of advertising materials

4.3 Explain the benefits and disadvantages of different promotional media and schemes

	
	
	
	

	
5.1 Explain the importance of evaluating a sales promotion

5.2 Describe the features and requirements of different methods of evaluating a sales promotion (ie sales figures and informal and formal discussion with customers and staff)

5.3 Describe the benefits and weaknesses of customer feedback on a sales promotion

5.4 Describe how questionnaires can be used as an evaluation tool for a sales promotion

5.5 Explain the principles of questionnaire design, analysis and interpretation

5.6 Explain the strengths and limitations of questionnaires as evaluative tools

	
	
	
	




	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.

H/503/7058 Training Design and Delivery 

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

	
1.1 Identify the stages of the training cycle

1.2 Identify the benefits of training to business susccess

1.3 Explain how the training cycle can be used to identify learning opportunities

	
	
	
	

	
2.1 Explain the relationship between business opportunities, training needs and training objectives

2.2 Explain the elements of Gagné’s Nine Steps of Instruction

2.3 Explain the importance of lesson planning in meeting training goals and objectives

	
	
	
	

	
3.1 Describe the importance of planning a training session

3.2 Describe the importance of the physical environment needed for delivering training

3.3 Explain the advantages and disadvantages of different training resources

3.4 Describe the characteristics and behaviours of an effective tutor

	
	
	
	

	
4.1 Explain the advantages and disadvantages of different training techniques

4.2 Identify ways of creating an atmosphere in which learners feel at ease

4.3 Explain the use, advantages and disadvantages of different types of communication

4.4 Describe the importance of active listening to the success of training

4.5 Identify methods to overcome barriers to learning

4.6 Explain the importance of questioning skills when training

	
	
	
	

	
5.1 Explain the benefits of evaluating training in relation to business profitability

5.2 Describe the evaluation techniques that can be applied to training

5.3 Explain the use of a learner evaluation questionnaire to measure the success of training

5.4 Explain the importance of a personal reflective learning action plan

5.5 Explain the purpose of a tutor improvement action 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.

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/503/7052 Understanding a Business Market - Mandatory Unit

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

	
1.1 Explain a vision that is appropriate for different types of business

1.2 Explain the importance of a clear business vision

1.3 Define the use and advantages of marketing

1.4 Explain the relationship between marketing and achieving the vision of a business

1.5 Explain the importance of customer focus in establishing marketing objectives


1.6 Define the meaning and application of the marketing mix

1.7 Explain how the marketing mix shapes a business structure

1.8 Explain how the elements of the marketing mix apply to internal strengths and weaknesses of a business

	
	
	
	

	
2.1 Identify the elements of a business’ external environment using the PEST model and outline the relationship of each to a business’ marketing strategy

2.2 Identify business opportunities and threats using the SWOT model

2.3 Identify internal factors that may have an impact on a business’ ability to optimise its opportunities

2.4 Identify the characteristics of different types of competition (indirect and direct)

2.5 Analyse indirect and direct competitor information

2.6 Propose marketing objectives that take into account competitor information and activity

	
	
	
	

	
3.1 Explain the purpose of understanding the difference between customers’ needs, wants and expectations

3.2 Identify different methods of identifying and segmenting customer groups within a market place (socio-economic lifestyle demographic)

3.3 Explain how customers’ needs, wants and expectations may change according to their experiences

3.4 Identify marketing offers that reflect the needs, wants and expectations of a target customer group during different customer occasions

	
	
	
	

	
4.1 Define the scope and purpose of the promotional mix

4.2 Explain the relationship of the promotional mix to achieving marketing objectives

4.3 Outline the framework for a marketing action plan

4.4 Set SMART marketing objectives that outline business marketing strategy

4.5 Explain the factors to be considered when costing a marketing plan (budget, timing of payments due, materials, labour costs and other resources)

	
	
	
	

	
5.1 Describe the ways in which the success of a marketing plan can be monitored and evaluated

5.2 Describe methods of collecting information about customers, outlining the strengths and weaknesses of each

5.3 Identify opportunities for business through an analysis of customer feedback

5.4 Amend marketing objectives in line with the analysis of customer feedback

	
	
	
	




	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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