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Learner Unit Achievement Checklist 

BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)
601/6243/0

BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8256 Principles of Collecting Linen and Making Beds 

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

	
1.1 Describe safe lifting and handling techniques and their importance

1.2 Identify standards for quality of linen and bed coverings

1.3 Describe the importance of keeping soiled linen separate from clean linen

1.4 Describe the importance of security procedures for linen and linen store

1.5 Describe the importance of checking linen to make sure it is clean and up to standard

1.6 Describe the types of problems that might occur when choosing and collecting linen from a linen store

	
	
	
	

	
2.1 Identify the correct procedures to deal with soiled linen

2.2 Identify the correct practice to sort different fabrics

2.3 Identify standard procedures for making and re-sheeting beds

2.4 State the importance of using the right sized linen

2.5 State the types of unexpected situations that might happen when stripping and making beds

2.6 Describe procedures to use when bedbugs or other infestations are found

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8326 Principles of Cleaning Windows From the Inside 

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

	
1.1 State the importance of preparing windows and surrounding areas before cleaning

1.2 Identify types of equipment and cleaning materials that should be used for: <ul><li>Loose  dirt<li>Dirt that is hard to remove

1.3 State the importance of following manufacturers’ instructions when using cleaning equipment and materials

1.4 Identify types of problems that might occur when cleaning windows

	
	
	
	

	
2.1 State the standards for cleaning windows

2.2 State the required frequency for cleaning windows

2.3 Identify the appropriate safety equipment and personal protective clothing to use when cleaning windows

2.4 Describe the importance of reporting any dirt that cannot be removed to the relevant person

2.5 Describe the importance of leaving frames and sills dry at the end of cleaning

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0620 Arrival of Customers 

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

	
1.1 Describe the different stages when checking in customers

1.2 Identify the legal requirements when checking in customers

1.3 Describe how to respond to types of unexpected situations that may occur when customers arrive

	
	
	
	

	
2.1 List appropriate documentation for checking in customers

2.2 State the importance of having all correspondence related to the booking available

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/1078 Dealing with Bookings 

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

	
1.1 Explain the importance of effective communication when dealing with booking enquiries

1.2 Explain why it is important to give accurate spoken and written information to customers

1.3 State the legal requirements associated with describing services and when processing customer bookings

	
	
	
	

	
2.1 Describe the organisational procedures for handling enquiries and bookings

2.2 Explain how sales may be increased through careful descriptions and bookings

2.3 Explain the importance of recording booking details accurately

	
	
	
	

	
3.1 State the stages of handling a booking through to the confirmation stage

3.2 State how cancellations should be dealt with

3.3 Describe why it is important to follow up unconfirmed bookings

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0621 Departure of Customers 

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

	
1.1 State the importance of following organisational procedures for customer accounts

1.2 Identify why customer accounts must be updated regularly with changes and adjustments

1.3 Identity why it is important to give accurate information to customers

1.4 Identify why customer accounts must be kept secured from unauthorised access

1.5 Describe how to respond to types of unexpected problems that may occur when processing customer accounts

	
	
	
	

	
2.1 Identify legal requirements relating to customer departure

2.2 Describe procedures that should be implemented when customer are departing

2.3 State why complaints, comments and suggestions should be recorded

2.4 Describe how to respond to types of unexpected problems that may occur when customers are checking out

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/1080 Handle Mail and Book External Services 

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

	
1.1 State the importance of effectively handling mail and messages for guests

1.2 State the legal requirements associated with handling mail and messages

	
	
	
	

	
2.1 Describe how mail and messages should be handled to ensure that they are secure

2.2 Describe how suspicious items should be dealt with

2.3 Describe how written communications can be secured against unauthorised access

2.4 Describe appropriate procedures for handling recorded and registered mail

	
	
	
	

	
3.1 Describe the range of services that might be booked on behalf of the guests

3.2 Explain how guests can be effectively informed of external services that are available to them

3.3 Describe the procedures required to provide confirmation of services

3.4 Describe how unexpected situations should be dealt with

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8312 Principles of Storing and Retrieving Information 

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

	
1.1 State the legal requirements and relevant procedures covering the security and confidentiality of information

1.2 Describe the purpose of storing and retrieving required information

1.3 Identify the methods that can be used to collect required information

1.4 Describe different information systems and their main features

1.5 State the importance of following procedures for identifying and deleting information

	
	
	
	

	
2.1 State the legal requirements and relevant procedures for accessing an information system

2.2 Describe the purpose of confirming information to be collected, stored and retrieved

2.3 Describe the procedures to be followed to access information systems

2.4 Describe the purpose of providing accurate information in the required format and within agreed timescales

2.5 Describe problems that may occur with information systems

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0631 Cleaning and Servicing of Hospitality Areas 

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

	
1.1 State procedures to follow when preparing rooms for cleaning

1.2 State the importance of maintenance procedures

1.3 State the importance of records on completion of cleaning

1.4 Identify correct disposal methods for different types of waste

1.5 Describe the materials and equipment that are used for waste disposal

1.6 Describe how to respond to types of problems and unexpected situations that may occur when disposing of waste

1.7 State the importance for organisation standards for cleaning

	
	
	
	

	
2.1 List the materials and equipment used for cleaning different areas of toilets and bathrooms

2.2 Describe how to respond to types of unexpected situations that may occur when cleaning toilets and bathrooms

	
	
	
	

	
3.1 List the materials and equipment used for cleaning different furnished areas

3.2 Describe how to respond to types of unexpected situations that may occur when cleaning furnished areas

3.3 State the importance of using safe lifting and carrying techniques

3.4 State the importance of keeping areas secure from unauthorised access

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0629 Chemicals and Equipment used for Cleaning in the Hospitality Industry 

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

	
1.1 List appropriate cleaning chemicals for different purposes

1.2 Describe the appropriate protective clothing to use when using cleaning chemicals

1.3 Describe current legislation for using cleaning chemicals

1.4 State the importance of following information on cleaning chemical containers

1.5 Identify preparations to work areas that are necessary before using cleaning chemicals

1.6 State the importance of work routines and sequences

1.7 List documents that should be completed when using chemicals

1.8 Describe how to respond to types of problems and unexpected situations that may occur when preparing and using chemicals

	
	
	
	

	
2.1 Describe current legislation for using cleaning equipment

2.2 Select appropriate cleaning equipment for different purposes

2.3 State the importance of following manufacturers instructions for use of cleaning equipment

2.4 Describe safe working practices when using cleaning equipment

2.5 Describe how to respond to types of problems and unexpected situations that may occur when preparing and using cleaning 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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/1082 Maintain Housekeeping Supplies 

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

	
1.1 Describe the basic legal requirements that ensure that health and safety is maintained when handling housekeeping supplies

1.2 Explain how housekeeping supplies should be stored to ensure health and safety is maintained

	
	
	
	

	
2.1 Explain why checking housekeeping supplies on delivery is required

2.2 Describe the particular points that need to be checked when housekeeping supplies are delivered

2.3 Describe the methods used to lift and handle housekeeping supplies safely

2.4 Describe why security procedures are needed in a housekeeping supplies storage area

	
	
	
	

	
3.1 Explain how the storage area is maintained to ensure that housekeeping supplies are kept in the correct condition

3.2 Describe the working practices that need to be followed to ensure that storage areas remain secure

3.3 Describe the working practices that need to be followed to ensure that storage areas remain free of pests

3.4 Explain how housekeeping supplies are kept at an appropriate level for the needs of the business

3.5 State the importance of separating different cleaning chemicals within the storage area

3.6 Describe the procedures to follow when unexpected situations arise

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8301 Principles of Cleaning and Protecting Floors, Carpets and Soft Furnishings 

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

	
1.1 State the importance of maintaining personal hygiene that meets the standards of the cleaning specification throughout the cleaning process

1.2 State the importance of wearing the appropriate personal protective equipment throughout the cleaning process

1.3 State the importance of checking health and safety instructions against organisational requirements



1.4 State the importance of following checks and restrictions for use of deep cleaning equipment

1.5 State the importance of checking that the material is suitable for the planned treatment

	
	
	
	

	
2.1 State the importance of removing superficial dust and debris before starting the cleaning process

2.2 State the importance of softening ground-in soil and/or stains

2.3 State the importance of carrying out test cleans before applying treatments

2.4 Describe safe working practices when working at heights

2.5 State the importance of removing any excess moisture from the area which has been cleaned

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8325 Principles of Carrying Out Periodic Room Servicing and Deep Cleaning 

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

	
1.1 Describe the importance of following a schedule for periodic room servicing and deep cleaning in an organisation

1.2 Describe the importance of inspecting the work area on completion of periodic room servicing

1.3 Describe quality standards for the appearance and cleanliness of rooms

1.4 Identify the correct procedures for dealing with items that need to be replaced

1.5 Identify the correct procedures for dealing with items that have been replaced

	
	
	
	

	
2.1 Describe the preparations needed to carry out periodic deep cleaning and its importance

2.2 Identify the equipment and materials needed for periodic deep cleaning of rooms

2.3 Identify procedures for using equipment and materials efficiently and safely

2.4 Identify health and safety requirements for high dusting

	
	
	
	

	
3.1 Identify the preparations needed to carry out periodic servicing and deep cleaning of bathrooms and toilets



3.2 Identify materials and equipment needed to servicing and cleaning different areas of bathrooms and toilets

3.3 Describe how to report areas and items that might need specialist maintenance

3.4 Describe the types of unexpected situations that might occur when servicing and cleaning bathrooms and toilets

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/1092 Provide a Linen Service 

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

	
1.1 Describe the basic legal requirements that ensure that health and safety is maintained when handling linen supplies

	
	
	
	

	
2.1 Explain why checking linen on delivery is required

2.2 Describe the methods used to lift and handle linen safely

2.3 Describe why security procedures are needed in a linen storage area


	
	
	
	

	
3.1 Explain how the linen area is maintained to ensure that the linen is kept in the correct condition

3.2 Describe the working practices that need to be followed to ensure that storage areas remain secure

3.3 Describe the working practices that need to be followed to ensure that storage areas remain free of pests

3.4 Explain how linen supplies are kept at an appropriate level for the needs of the business

3.5 Describe the procedures to follow when unexpected situations arise

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8307 Principles of Maintaining Cellars and Kegs 

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

	
1.1 Describe safe and hygienic practices when maintaining cellars

1.2 State the importance of following specific security procedures for going in and out of the cellar

1.3 State the importance of securing cellars against unauthorised access at all times

1.4 State the importance of keeping the cellar clean and tidy and at a recommended temperature at all times

1.5 Describe the types of unexpected situations that might happen when maintaining cellars

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing kegs and gas cylinders for use and dealing with mixed gases

2.2 State the importance of turning off the gas supply before disconnecting the keg

2.3 Describe how to sell if stock is out of condition

2.4 State the importance of checking date stamp on stock

2.5 Describe the types of situations that might happen when preparing kegs and gas cylinders

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8319 Principles of Cleaning Drink Dispense Lines 

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

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

1.2 Identify dangers of mishandling kegs and gas cylinders

1.3 State the importance of testing on-line beverages after cleaning pipes and lines

1.4 Describe procedures for cleaning and maintaining post-mix dispense systems

1.5 Describe the types of unexpected situations that may occur when cleaning lines

	
	
	
	

	
2.1 State current legislation regarding the use of cleaning agents and equipment

2.2 Outline health and safety issues when working with lie cleaning chemicals

2.3 State the importance of checking that cleaning agents are correctly diluted

2.4 Identify equipment needed to clean drink dispense lines

2.5 Describe the types of unexpected situations that may occur when using cleaning agents and 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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8308 Principles of Preparing and Serving Cocktails 

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

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

1.2 State the importance of keeping preparation areas and equipment hygienic when preparing cocktails

1.3 State the importance of having all the ingredients ready before preparing cocktails

1.4 Describe the types of unexpected situations that might occur when preparing areas and equipment to make cocktails

	
	
	
	

	
2.1 Outline the different ingredients that can be used when mixing cocktails

2.2 Describe the different methods used to mix cocktails

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

2.4 Describe safe and hygienic working practices when preparing and serving cocktails

2.5 State the importance of following safe working practices when preparing and serving cocktails

2.6 State the importance of offering customers accurate information

2.7 Describe the types of unexpected situations that might happen when preparing and serving cocktails

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8265 Principles of Preparing and Serving Wines 

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

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

1.2 Identify equipment and glassware needed for different types of wine

1.3 Identify suitable temperatures for the storage of different types of wine

1.4 Describe procedures for preparing service areas, equipment and stock

1.5 Describe the types of unexpected situations that might happen when preparing service areas

	
	
	
	

	
2.1 State current relevant legislation relating to the sale of wine

2.2 State the importance of maximising sales through upselling and how to do this

2.3 Describe how to interpret the wine label information

2.4 Identify what factors to consider when providing advice to customer on choice of wine

2.5 Outline under what circumstances must not be served with alcohol

	
	
	
	

	
3.1 State relevant licensing weights, measures and trades description legislation

3.2 Identify glassware and handling procedures used in the service of different types of wine

3.3 Identify the recommended temperatures for the storage of different types of wine during service

3.4 Describe the correct method of service for white, red, rose and sparkling wine

3.5 Describe the types of unexpected situations that might occur when serving wine

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8327 Principles of Preparing and Serving Dispensed and Instant Hot Drinks 

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

	
1.1 Describe safe and hygienic working practices when preparing work area and equipment for service

1.2 Describe the importance of having drink ingredients and accompaniments available and ready for immediate use

1.3 Describe the importance of checking all work areas and service equipment for damage before taking orders

1.4 Describe the types of unexpected situation that might occur when preparing work areas and equipment for the preparation of hot drinks

	
	
	
	

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

2.2 State the importance of giving accurate information about products to customers

2.3 Identify the techniques for mixing and preparing different types of beverages

2.4 State the importance of keeping customer and service areas clean, tidy and free from rubbish ad 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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8309 Principles of Preparing and Serving Hot Drinks Using Specialist Equipment 

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

	
1.1 Describe safe and hygienic working practices when preparing work area and equipment for service

1.2 State the importance of having drink, ingredients and accompaniments available and ready for immediate use

1.3 State the importance of checking all work areas and service equipment for damage before taking orders

1.4 Describe the types of unexpected situations that might occur when preparing work areas and equipment for the preparation of hot drinks

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing and serving hot drinks and maintaining hot drink making equipment

2.2 Describe the techniques for mixing and preparing different types of beverages

2.3 State the importance of keeping customer and service areas clean, tidy and free from rubbish and used equipment

2.4 Describe the types of unexpected situation that might occur when preparing and serving hot drinks and maintaining hot drinks 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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0627 Service of Alcoholic and Non-Alcoholic Drinks 

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

	
1.1 State the importance of serving customers in order of arrival where possible

1.2 Identify the importance of accuracy when taking drink orders

1.3 Describe how to respond to a customer who might have special requirements

1.4 Describe different service styles that can be used when serving drinks

1.5 State how to deal with violent/disorderly customers
	
	
	
	

	
2.1 State the importance of checking glassware for damage

2.2 State the correct temperature for storing and serving a range of drinks offered within the operation

2.3 Describe how to serve different drinks including bottled drinks, draft beers, free pouring and optic based

2.4 State appropriate types of glass for serving different drinks

	
	
	
	

	
3.1 Describe the implications of current relevant legislation relating to licensing, weights and measures

3.2 Identify when a customer should not be served with alcohol

3.3 Describe how to respond to someone who might be under the influence of drugs or buying/selling drugs

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8315 Principles of Receiving, Storing and Issuing Drinks Stock 

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

	
1.1 Describe safe and hygienic working practices when receiving drinks deliveries

1.2 State the importance of securing receiving areas from unauthorised access

1.3 State the importance of checking that deliveries match the order and delivery documentation

1.4 Identify what documentation must be retained for records

1.5 Describe the types of unexpected situations that might occur when receiving drinks stock

	
	
	
	

	
2.1 Describe safe and hygienic working practices when storing and issuing drinks

2.2 State the importance of securing storage areas from unauthorised access at all times

2.3 State the importance of following correct storage and rotation procedures and maintaining a minimum stock of drink items

2.4 State the importance of receiving correct documentation before stock is issued

2.5 Describe the types of unexpected situations that might occur when storing and issuing 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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0616 Effective Teamwork - Mandatory Unit

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

	
1.1 State the order of work to complete a task

1.2 Describe situations when it is appropriate to ask for help

1.3 Describe situations when it is appropriate to help and support others

1.4 State the importance of working to deadlines

1.5 State why it is important to follow instructions accurately

1.6 State the importance of keeping work areas clean and tidy

	
	
	
	

	
2.1 State the benefits of helping team members

2.2 State the importance of passing information to the relevant people

2.3 State the importance of clear communication

2.4 Describe ways to maintain good working relationships in a team

2.5 State problems in working relationships that should be reported to line managers

	
	
	
	

	
3.1 List benefits of self-development

3.2 State the importance of feedback from team members

3.3 Describe how a learning plan could improve aspects of work

3.4 List types of activities that help learning

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0626 Preparation and Clearing of Service Areas 

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

	
1.1 Describe safe and hygienic working practices for food preparing areas and equipment

1.2 Describe procedures for maintaining food service items and equipment

1.3 Describe the procedures for maintaining drink service items and equipment

1.4 State the importance of correct handling and disposal of waste



1.5 Describe how to respond to types of unexpected situations that may occur during preparation of service areas

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing customer dining areas for table service

2.2 State the importance of checking customer areas before service

2.3 State the importance of checking environmental controls before service

2.4 Describe how to respond to types of unexpected situations that may occur when preparing customer dining areas

	
	
	
	

	
3.1 Describe safe and hygienic working practices when clearing service areas

3.2 State the importance of procedures to be followed after service

3.3 Describe how to respond to types of unexpected situations that may occur when clearing service areas

	
	
	
	

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

4.2 State the importance of correct handling of glassware

4.3 Describe the procedure for disposing of broken glass

4.4 Describe how to respond to types of unexpected situations that may occur when handling and cleaning glassware

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8260 Principles of Preparing and Clearing Areas for Table Service 

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

	
1.1 Describe safe and hygienic working practices when preparing areas and equipment for table service

1.2 Describe procedures for storage and stock rotation of food service items

1.3 Describe procedures for maintaining service equipment

1.4 Describe the types of unexpected situations that might occur when preparing service areas and equipment

	
	
	
	

	
2.1 Describe safe and hygienic working practices when preparing customer dining areas for table service

2.2 State the importance of checking table items and menus before service

2.3 State the importance of checking heating/air conditioning/ventilation and lighting before use when preparing customer dining areas for table service

2.4 Describe the types of unexpected situations that might occur when preparing customer dining areas

	
	
	
	

	
3.1 Describe safe and hygienic working practices when clearing dining and service areas

3.2 Describe the procedures for handling and disposing of waste correctly

3.3 Identify the security procedures that should be followed

3.4 Describe the types of unexpected situations that might occur when clearing dining and service areas

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8297 Principles of Providing a Counter and Takeaway Service 

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

	
1.1 Describe safe and hygienic working practices for serving customers and its importance

1.2 State the importance of controlling portions when serving customers

1.3 State the importance of giving accurate information to customers

1.4 Describe the types of unexpected situations that might occur when serving customers

	
	
	
	

	
2.1 Describe the safe hygienic working practices for clearing counter and service areas

2.2 State the importance of keeping counter preparation areas and dining areas tidy and free from rubbish and food debris throughout the service

2.3 State the importance of maintaining a constant stock of service items

2.4 Describe the types of unexpected situations that might occur when clearing away

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8298 Principles of Providing a Silver Service 

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

	
1.1 Describe safe and hygienic working practices when providing a silver service

1.2 Explain the importance of being familiar with the available menu items

1.3 Describe the operational procedures for serving courses

1.4 Describe the types of unexpected situations that might occur when providing a silver service


	
	
	
	

	
2.1 Describe safe and hygienic working practices when clearing finished courses

2.2 Describe procedures for clearing finished courses

2.3 Describe hygienic aspects of clearing tables

2.4 Describe the types of unexpected situations that might occur when clearing courses

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0624 Service of Food at Table 

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

	
1.1 State the importance of greeting customer appropriately

1.2 State the importance of giving accurate menu information

1.3 Describe how to provide appropriate assistance to customers with different needs

1.4 Describe how to respond t types of unexpected situations that may occur when greeting customers and dealing with their orders

	
	
	
	

	
2.1 Describe safe and hygienic working practices when serving customers orders

2.2 List correct condiments, accompaniments and service equipment for different menu items

2.3 State the importance of arranging and presenting food in line with menu specifications

2.4 State the importance of maintaining the dining and service area

2.5 Describe how to respond to types of unexpected situations that may occur when serving food

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/0132 Food safety in catering 

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

	
1.1 Outline the importance of food safety procedures, risk assessment, safe food handling and behaviour

1.2 Describe how to report food safety hazards

1.3 Outline the legal responsibilities of food handlers and food business operators

	
	
	
	

	
2.1 Explain the importance of personal hygiene in food safety including its role in reducing the risk of contamination

2.2 Describe effective personal hygiene practices, for example, protective clothing, hand washing, personal illnesses, cuts and wounds

	
	
	
	

	
3.1 Explain how to keep the work area and equipment clean and tidy to include cleaning and disinfection methods, safe use and storage of cleaning chemicals and materials, and waste disposal

3.2 State how work flow, work surfaces and equipment can reduce contamination risks and aid cleaning

3.3 Outline the importance of pest control

	
	
	
	

	
4.1 State the sources and risks to food safety from contamination and cross contamination to include microbial, chemical, physical and allergenic hazards

4.2 Explain how to deal with food spoilage including recognition, reporting and disposal

4.3 Describe safe food handling practices and procedures for storing, preparing, cooking, chilling, reheating, holding, serving and transporting food

4.4 Explain the importance of temperature controls when storing, preparing, cooking, chilling, reheating, holding, serving and transporting food

4.5 Describe stock control procedures including deliveries, storage, date marking and stock rotation

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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 - Mandatory Unit

	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/0615 Safe Hygienic and Secure Working Environments in Hospitality - Mandatory Unit

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

	
1.1 State personal responsibility for health and safety when in the workplace

1.2 Identify the importance of following safety procedures in the workplace

1.3 State reporting procedures in the case of personal illness

	
	
	
	

	
2.1 State why it is important to maintain good personal hygiene

2.2 State why correct clothing, footwear and headgear should be worn at all times

2.3 State why, and to whom, accidents and near accidents should be reported

2.4 Describe safe lifting and handling techniques that must be followed

2.5 State why it is important to report all unusual/non-routine incidents to the appropriate person

	
	
	
	

	
3.1 Identify the types of common hazards found in the workplace

3.2 Identify types of emergencies that may happen in the workplace

3.3 Describe why first aid procedures should be in place

3.4 Identify possible causes of fire in the workplace

3.5 Describe Fires Safety procedures

3.6 Describe security 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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/600/1133 Dealing with Payments 

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

	
1.1 Identify the materials needed to set up and maintain a payment point

1.2 State the importance of having procedures for collecting the contents of the payment point

	
	
	
	

	
2.1 Describe the correct procedures for handling payments

2.2 State the importance of reporting errors that may occur during payment

2.3 Identify security procedures for handling cash and other types of payments

2.4 State the legal requirements for operating a payment point when taking payments from customers

	
	
	
	

	
3.1 Describe the types of problems that might happen when dealing with a payment

3.2 State the importance of telling the customer about any delays during the payment process

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8311 Principles of Promoting Additional Services or Products to Customers 

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

	
1.1 State the importance of accurate services or products knowledge when dealing with customers

1.2 State the importance of checking with colleagues when unsure about new service or product details

1.3 State the importance of identifying appropriate services or products that may interest customers

1.4 State the importance of informing customers of additional services or products that will improve the customer experience

	
	
	
	

	
2.1 Describe appropriate procedures and systems for encouraging customers to use additional services or products

2.2 Describe how the use of additional services or products will benefit organisations and its customers

2.3 Identify factors that influence customers to use additional customers

2.4 Describe how to introduce additional services or products to customers outlining its benefits, overcoming any reservations and agreeing to provide the additional 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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8314 Principles of Maintaining Customer Service Through Effective Handover 

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

	
1.1 Identify services or products that rely on effective teamwork

1.2 Identify customer service delivery process stages that rely on exchange of information between self and colleagues

1.3 Describe the importance of agreeing how information should be exchanged with colleagues to enable completion of customer service actions

1.4 Describe ways of retaining information when passing responsibility to colleagues for completing a customer service action

	
	
	
	

	
2.1 State the importance of checking that a customer service action has been completed

2.2 State the importance of knowing all details of customer service actions that colleagues were due to complete

2.3 State the importance of asking colleagues about the outcome of completing the customer service action as agreed

2.4 Describe how to review the way customer service actions are shared with colleagues

	
	
	
	

	
3.1 Describe appropriate customer service procedures for the delivery of services or products

3.2 State the importance of passing responsibility to appropriate colleagues for completing particular customer service actions

3.3 State the importance of carefully checking with a colleague whether the expected customer service actions have been completed

3.4 Know how to review the way customer service actions are shared in customer service processes

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8317 Principles of Resolving Customer Service Problems 

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

	
1.1 Describe how to respond to a customer service problem when it is raised

1.2 State the importance of recognising repeated problems and alerting the appropriate person

1.3 State the importance of sharing customer feedback with others to identify potential problems before they happen

1.4 Identify options for resolving a customer service problem

1.5 State the importance of keeping the customer fully informed about what is happening to resolve the problem

	
	
	
	

	
2.1 Describe organisational procedures and systems for dealing with customer service problems

2.2 Describe how to resolve potentially difficult situations

2.3 Describe how to negotiate with others to resolve problems

2.4 Describe the limitations of what can be offered to a customer to resolve a problem

2.5 Describe types of action that may make a customer problem worse and that should be avoided

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8313 Principles of Completing Kitchen documentation 

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

	
1.1 State why it is important to complete kitchen documentation

1.2 Explain how to complete kitchen documents

1.3 State where documentation is obtained from

1.4 State when documentation needs to be copied and where this needs to be kept

1.5 Explain who to contact and why if problems occur

1.6 State why kitchen documentation needs to remain confidential

1.7 State which information needs to be recorded and retained to comply with legislation

1.8 Explain why information needs to be accurate

1.9 Explain he implications of fraudulently completing documentation

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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 - Mandatory Unit

	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8285 Principles of producing basic pasta dishes 

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

	
1.1 Outline the quality points in pasta and dish ingredients

1.2 Describe how to deal with problems with pasta

1.3 Describe why time and temperature are important when cooking pasta

1.4 State which equipment are important when cooking pasta

1.5 State the importance of using the correct equipment and techniques when producing pasta dishes

1.6 Explain how to identify when pasta meets dish requirements for colour, consistency and flavour

	
	
	
	

	
2.1 State the temperature for holding and serving pasta dishes

2.2 Describe how to cool pasta prior to storage

2.3 State how to store cooked pasta dishes

2.4 State healthy eating considerations when producing pasta dishes

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8291 Principles of producing basic rice, pulse and grain dishes 

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

	
1.1 Outline quality points in rice, pulse and grain

1.2 Describe how to deal with problems with rice, pasta and grain

1.3 State the importance of using the correct tools and equipment to cook rice, pulse and grain

1.4 Describe cooking methods for rice, pulse and grain



	
	
	
	

	
2.1 State how to identify when rice, pulse and grain based dishes have the correct flavour colour texture and quality

2.2 Describe methods for cooling cooked rice, grain and pulses that maintain food safety

2.3 State the correct temperature for holding rice, pulse and grain dishes

2.4 State healthy eating options when cooking rice, pulse and grain dishes

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8296 Principles of Providing a Buffet and Carvery Service 

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

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

1.2 Describe procedures for maintaining dining service areas and service equipment

1.3 State the importance of checking table items for damage and cleanliness before service

1.4 Describe the types of unexpected situations that might occur when preparing and maintaining a buffet or carvery

	
	
	
	

	
2.1 Describe safe and hygienic working practices when maintaining dining area and serving customers at a buffet or carvery display

2.2 State the importance of giving accurate information to customers when serving food items

2.3 State the importance of controlling portions when serving customers

2.4 Describe the types of unexpected situations that might occur when serving customers from a buffet or carvery display

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8281 Principles of producing basic fish dishes 

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

	
1.1 Outline the quality points to look for in fish

1.2 Describe how to deal with problems with fish

1.3 State the importance of using the correct tools and equipment to cook fish

1.4 Describe cooking methods for fish

1.5 State why the correct cooking method must be used in relation to different types of fish

1.6 State the required temperature when cooking fish

1.7 Explain the importance of cooking fish at the correct temperature

	
	
	
	

	
2.1 Give examples of how to garnish and present fish dishes

2.2 Explain how to correct a fish dish to ensure it meets dish requirements for colour, consistency and flavour

2.3 State the temperature for holding and serving fish dishes

2.4 State healthy eating considerations when producing fish dishes

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8294 Principles of producing basic vegetable dishes 

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

	
1.1 Outline quality points in prepared vegetables

1.2 Describe how to deal with problems with vegetables

1.3 State the importance of using the correct tools and equipment to cook vegetables

1.4 Describe cooking methods for vegetable dishes

1.5 Describe the temperature required cooking vegetables

1.6 Describe how the nutritional value of vegetable can be maintained during cooking

1.7 State the benefits of blanching vegetables

1.8 Identify vegetables suitable for high and low pressure steaming

	
	
	
	

	
2.1 Describe finishing methods for vegetable dishes

2.2 State the correct temperature for holding and serving vegetable dishes

2.3 State healthy eating options when cooking and finishing vegetable dishes

	
	
	
	




	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.


BIIAB Level 2 Certificate in Hospitality and Catering Principles (Hospitality Services)

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/502/8316 Principles of setting up and closing the kitchen 

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

	
1.1 Explain why knives and utensils must be handled correctly

1.2 State to whom incidents must be reported

1.3 State why incidents must be recorded

1.4 Explain why faulty equipment and maintenance requirements must be reported

	
	
	
	

	
2.1 Explain why it is important to turn off equipment safety

2.2 Explain why tools should be cleaned ad stored following use

2.3 State the legal requirements for the storage of food when the kitchen is closed

2.4 State who problems should be reported 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.
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