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system in South Africa and thereby open up new pathways to skilled
employment for young South Africans.
SSACI developed this task book as part of its FET College Project in
collaboration with colleges, college lecturers and provincial department
officials. It was developed for use as the second practical assignment of the
internal continuous assessment (ICASS) component of the NC (V) for level
4 students registered for the programme concerned.
This use has been approved by the Department of Higher Education and
Training (DHET): Curriculum Development and Support Directorate for
colleges that meet the criteria for implementing it. Colleges interested in
using the book as an ICASS practical assignment, must apply to this
directorate for permission.
We would like to thank the colleges, lecturers and officials that assisted with
the development of this book for their invaluable help. It is hoped that this
task book, and the other task books and logbooks developed through the
FET College Project, serve as useful resources.
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PART 1: UNDERSTANDING WBE
WELCOME TO WBE
Welcome to workplace-based experience (WBE). For many of you this will be your first real
exposure to a workplace in the field in which you are training. We hope that this will be a
valuable experience for you. To gain the full benefit from your experience, though, you must
make the most of your time in the workplace. Take the opportunity to learn as much as you
can about how your host employer operates and the kind of work your course is preparing
you to do. Remember, you will learn best by asking questions and, whenever possible,
taking part in workplace tasks. The diagram below provides ideas on how you can get the
most out of your work placement.

Before your work placement
Think about what you would like to learn in the workplace.
Find out about your host employer. Take an active part in
college activities to prepare you for your placement.

HOW TO GET THE
MOST OUT OF YOUR
WORK PLACEMENT

During your work placement

During and after your
work placement

Take initiative and talk to people in the
workplace. Ask questions. Show that you
are interested and willing to learn. Offer to
help.

Complete your WBE task book thoughtfully.
Think about what you have learned in the
workplace and how this relates to what you
are learning at college.
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PROGRAMME OVERVIEW
We hope that during their WBE, students will be exposed to workplace activities that
relate to their programme of study.
This programme overview has been included to help employers and students link the WBE
provided with what students are learning at college. It lists the subjects that form part of the
three-year programme and the topics per subject in the final year. In each year, NC (V)
programmes include:




three vocational,
one optional, and
three fundamental subjects.

Subjects: Hospitality
Fundamental
subjects






Level 2 core subjects

Level 3 core subjects

Level 4 core subjects

(all compulsory)

(all compulsory)

(all compulsory)



Client Service Human
Relations



Client Service Human
Relations



Client Service Human
Relations



Food Preparation



Food Preparation



Food Preparation

Mathematics or
Mathematical
Literacy



Hospitality Generics



Hospitality Generics



Hospitality Generics

Level 2 optional subjects

Level 3 optional subjects

Level 4 optional subjects

Life Orientation

(one of available options) *

(one of available options) *

(one of available options) *







Language:
English

Hospitality Services

Hospitality Services

Hospitality Services

* Only one optional subject is currently available for the Hospitality programme.

Subject topics: Level 4
Client Service Human
Relations

Food Preparation

Hospitality Generics

Hospitality Services

1.

The importance of staff
development to human
relations

1.

Prepare and cook meat,
poultry, game and offal
dishes

1.

1.

Serve bottled wine

2.

Prepare and serve
cocktails

The effect of solved
problems on client care

2.

Prepare, cook and finish
complex vegetable
dishes

2.

3.

Provide a silver service

4.

Maintain the drinks
service

5.

Maintain the cleaning
programme in own area
of responsibility

6.

Plan and conduct
meetings

7.

Maintain the receipt,
storage and issue of
goods

2.
3.

Ways to ensure the
health and safety of
clients and colleagues

3.

Prepare, cook and finish
hot and cold desserts

4.

Prepare, cook and finish
hot and cold sauces and
dressings

5.

Accept and store food
deliveries

Monitor and maintain
health, safety and
security
Analyse and develop
new menus

3.

Manage one’s own
development

4.

Source information
about self-employment
opportunities
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INSTRUCTIONS TO COMPLETE WBE
This task book provides you with a structured experience of the workplace. WBE is your
practical task 2 and the task book needs to be completed in full for you to get a good
mark for this.
The book is arranged in order of what you need to do before you go to the workplace, what
you need to do when at the workplace and what you have to do when back at the college.

Carefully follow the process below:

Part 1:

Part 2:

Part 3:

Part 4:

Part 5:

Understanding
WBE

Fill out
WBE forms

Complete
activities

Complete
evaluations

The
assessment

Image: Sippa Korn / freedigitalphotos.net

By now (with the assistance of your college) you would have found an employer willing to
host you for WBE. Before you go into the workplace there are 4 administrative forms that
need to be completed and signed by you, your guardian, the college and the employer.
Before you go to the workplace make sure you know the task book well and know what is
required in each activity. Ask your lecturer/WBE mentor to explain anything that is not clear.
This task book consists of two sections. Section A includes 3 general workplace activities
and section B includes 4 subject specific activities. Please complete ALL 7 activities in the
task book in as much detail as possible.
You do not need to do the activities (or answer the questions) in a set order. The information
you collect on a day-to-day basis will depend on what you do daily in the real workplace. As
you get information, fill it in. Also you may collect certain information while in the workplace
but only complete the activity in full when back at the college. But remember, when you
leave the employer you cannot go back, so be sure you have all the information you
need.
Your final steps in the WBE process are getting the evaluation forms from the employer
before you leave the workplace as well as completing your own evaluation. This is followed
by the assessment of the task book by your lecturers.
Over the page, you will find a diagrammatic overview of the structure and content of
your task book. Please study this as it will help you understand your book.
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Part 2:
The Forms

Form 1: Employer and college contact information
Form 2: Student profile and contact information
E
Form 3: Student learning agreement
Form 4: Indemnity form and ID
1. Workplace induction checklist
Section A: General
activities

2. Daily log and journal
3. Investigate the workplace and
your career path

Part 3:
WBE Activities

Section B: Subject
activities

Task 1. Overview of the workplace
Task 2. Health and safety
aspects
Task 3. Appreciate your career
path

4. Prepare or observe the preparation of a vegetable/side dish
and evaluate the quality of a dessert (Food Preparation)
5. Analyse, cost and adapt menu items (Hospitality Generics)
6. Observe and analyse the receipt, storage and quality control
of goods (Hospitality Services)
7. Ensuring high quality service standards and dealing with
client complaints (Client Services and Human Relations)

Summary

Part 4: Confirmation
& Evaluation of WBE

Summary for providing feedback on WBE

Employer letter to confirm student work experience
Employer evaluation of student
Student evaluation of WBE

Part 5:
Assessment
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PART 2: PREPARATION AND WBE FORMS
Form 1

Employer and college contact information

The Forms
Form 2

Student profile and contact information

The Forms
Form 3

Student learning agreement

Form 4

Indemnity form and ID

Image: Luigi diamanti / freedigitalphotos.net

Instructions to prepare for WBE
Before you start your WBE you need to make sure ALL 4 administrative forms are
completed and signed, if necessary, by you, your guardian (if you are under 18), the college
and the employer. Ask your lecturer/WBE mentor to check the forms before you go into
the workplace.

You also need to complete other important preparation tasks:


If you are under 18, give your parent/guardian the letter from your college about your
WBE placement (letter to be provided by your college).



With the assistance of your college, make transport arrangements to get to your host
employer.



Find out about your host employer’s dress code and/or personal protective equipment
(PPE) requirements. Make sure you are able to comply. Obtain the personal protective
equipment (PPE) required, if necessary.

Know the task book
Read through your task book very carefully (especially the activities in part 3) before your
placement so you know what information you will have to find in the workplace.
Image: Creativedoxfoto / freedigitalphotos.net
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FORM 1: EMPLOYER AND COLLEGE CONTACT INFORMATION
Employer contact information
Name of employer
Address of
employer
Employer phone
number
Main employer
contact person

Name
Contact number
Email address

Second employer
contact person

Name
Contact number

College contact information
Name of college
Information on the
college campus at
which the student is
based

Name of
campus
Campus
address
Campus phone
number

WBE Coordinator

Name
Contact number

Student WBE
mentor

Name
Contact number

Contact your college mentor if you need help!
If you have a problem during your WBE placement, you should call your college workplace
mentor as soon as possible and discuss it with him or her.
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FORM 2: STUDENT PROFILE AND CONTACT INFORMATION

Full name
Student contact
number
Address

Name of
parent/guardian

Contact
number
parent/guardian

ID number

Age

Name of medical aid
(if you have one)

Medical aid no.

Driver’s licence

Yes

No

Means of
transport

Last school attended

Highest school
qualification

NC(V) programme

Level

Why I chose to study
this NC(V)
programme

My future goals

What I hope to learn
during my WBE
placement
Previous work or
WBE experience I
have had
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FORM 3: STUDENT LEARNING AGREEMENT
Congratulations! You have been selected to participate in WBE at your college. This is a
wonderful opportunity for you to learn about your chosen occupation and improve your
employment prospects.
You will be placed at (employer) ………………………………..…………………………..
for…....…. days, from (start date)……………...…… to (end date)……..………..………
You need to remember that you are now an ambassador for your college. Your behaviour
during your WBE placement therefore needs to be excellent. During your WBE placement
you need to comply with your college’s code of conduct as well as the rules of your host
employer. Any problems or discipline matters that arise will be managed by your college.
During your WBE placement you will be required to:
 Maintain professional behaviour at all times
 Follow the instructions of the workplace representatives responsible for you
 Comply with workplace rules and regulations. This includes following the dress code and
wearing any personal protective equipment (PPE) required
 Be punctual and adhere to the work hours required of you
 Take responsibility for making your workplace experience valuable
 Complete the activities in your task book
 Ensure that your host employer completes and signs off the required sections in your
task book
When you return to the college you will be required to:
 Hand in your fully completed task book
 Give feedback on your WBE experience

Student

For the college

For the employer

Name

Name

Name

………………………………...
Signature

………………………………...
Signature

………………………………...
Signature

………………………………

………………………………

………………………………

Date

Date

Date

………………………………

………………………………

………………………………
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FORM 4: INDEMNITY FORM

INSTRUCTIONS FOR COMPLETING THE INDEMNITY FORM



If you are under 18, your parent or guardian needs to complete the indemnity form and sign it. If
you are over 18, you need to complete and sign it yourself.
Depending on who completes the form, cross out the part that is not relevant. For instance, if you
complete and sign the form, cross out the phrase ‘parent/guardian of the trainee’ at the top of the
form.

I ______________________________________ (full name and surname), the
parent/guardian of the trainee / the trainee (cross out part not relevant), hereby indemnify
__________________________________ (name of temporary host employer), its
employees and its agents against any claims of any nature whatsoever which may be
brought against them by the trainee / me, ______________________________________
(full name and surname of the trainee) or any third party or other person claiming on behalf
of the trainee / me arising out of the trainee’s / my death or injury or loss of or damage to the
trainee’s / my property as a result of entering into and remaining on
_____________________________ (name of temporary host employer)’s premises,
whether the claim is based on ________________________________ (name of temporary
host employer) negligence or on the negligence of any of its employees or agents for which
they may be liable.
________________________________
Name (full name and surname)

____________________________________
Designation (parent/guardian or trainee)

________________________________
Signature

____________________________________
Date

Certified copy of ID or passport (paste in)

12
Copyright © 2015 by Swiss-South
African Co-operation Initiative.
All rights reserved.

PART 3 – SECTION A: GENERAL ACTIVITIES

1. Workplace induction checklist
Section A:
General activities

2. Daily log and journal

3. Investigate the workplace and
your career path

Task 1. Overview of the workplace
Task 2. Health and safety
aspects
Task 3. Appreciate your career
path

Activities 1 to 3 make up 50% of your total assessment for practical task 2. Instructions
to complete the activities are included with each activity.

It is compulsory to complete the following BEFORE you leave the
workplace:


The section A attendance and activity approval page (you MUST get the
supervisor’s signature in both tables).



All pages of the Log and Journal (activity 2).

The section A attendance register and activity approval table (on the next page)
has two tables:


The attendance register, which needs to be signed daily by the student and the
supervisor.



The host employer approval of section A activities. On the last day of your work
placement, once you have completed activities 1 to 3, ask your supervisor to check
and sign this section. Your supervisor’s signature means you have either
completed the activities satisfactorily or obtained all the information you need to
complete any outstanding questions when back at college.
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SECTION A: ATTENDANCE AND ACTIVITY APPROVAL
The student is required to complete the attendance table below and verify that the journal
has been completed for each day of the WBE. The employer’s signature is needed to
approve the attendance and completion of the journal.
ATTENDANCE REGISTER
Date (include)

Time
in

Time
out

Student’s
signature per day

Day 1:

Journal
complete ()
Yes
No

Day 2:

Yes

No

Day 3:

Yes

No

Day 4:

Yes

No

Day 5:

Yes

No

Day 6:

Yes

No

Day 7:

Yes

No

Day 8:

Yes

No

Day 9:

Yes

No

Day 10:

Yes

No

Employer’s
signature per day

HOST EMPLOYER APPROVAL OF SECTION A ACTIVITIES
This approval is only needed once the student has completed tasks / gathered information for all
activities in section A.
The supervisor hereby agrees that the information included for each activity in SECTION A is accurate
and was gathered in a manner acceptable to the employer. Tick YES, if satisfactory and NO, if not.
Activity approved

Yes

No

Activity 1: Workplace induction checklist
Activity 2: Daily log and journal
Activity 3 - Task 1: Overview of the workplace
Activity 3 - Task 2: Health and safety
Activity 3 - Task 3: Appreciate your career path
Supervisor’s name (Print) __________________________________________________________
Supervisor (Signature)______________________________
Student (Signature)_______________________________

Date _______________________
Date _______________________
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SECTION A COMPLETION CHECKLIST:
PRIOR TO ASSESSMENT
This checklist lists the activities and questions that need to be completed in section A
(activities 1-3).


The student uses the checklist to keep track of what has been done and what still needs to
be done by ticking off each fully completed activity.



The lecturer / student WBE mentor uses the checklist to verify that:
o the subject activities have been completed in full
o the employer has approved and signed off section A
o the section is now ready for assessment

THINGS TO DO DURING AND AFTER YOUR WORK PLACEMENT
COMPLETION OF ACTIVITIES
Activity 1 :
Induction checklist
Activity 2:
Log and Journal

Activity 3 - Task 1:
Overview of
workplace

Activity 3 - Task 2:
Health and safety

Student
ticks

Lecturer / mentor
signature

Student
ticks

Lecturer / mentor
signature

All 9 rows of the workplace induction checklist are
filled in.
A Daily Activity Log and Journal is completed for
each day of your placement.
The ACTIVITY TABLE FOR FULL WBE PERIOD is
completed and total times have been calculated.
Questions 1 to 7 are complete.
The organisational organogram is drawn and
attached to the task book.
The promotional material (with product or service
circled) is attached to the task book.
All columns of the risk and procedures table
(question 1) are filled in.
Questions 2 and 3 are complete.
You have interviewed someone at the workplace
and completed questions 1 to14.

Activity 3 - Task 3:
Appreciate your
career path
EMPLOYER APPROVAL AND SIGNATURE OBTAINED

The employer has ticked off activity 1.
The employer has ticked off activity 2.
The employer has signed each day of the attendance register and
activity approval table.
The employer has ticked off activity 3.
The employer has SIGNED OFF section A.
COLLEGE APPROVAL
The lecturer or student WBE mentor hereby agrees that SECTION A of the task book is complete and ready
for assessment.
College lecturer / mentor name (Print) ________________________________________________________
College lecturer / mentor (Signature)___________________________

Date _______________________
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ACTIVITY 1
This induction checklist should be completed on the first day of your
placement. It will help you clarify what your host employer expects of you
and how you will be supervised during your placement. Please tick off the
items in the checklist below once you have completed them. You also need
to fill in any additional information required.

Workplace Induction Checklist
Item

Tick

1. I have the name and address of my host employer.
2. I have the name and contact number of the person in the workplace who is responsible for me
during my placement.
Name of my workplace supervisor:
Contact number for my workplace supervisor:
3. I know who I will be reporting to on a day-to-day basis in the workplace.
Names of the people I will report to daily

When I will report to this person

4. I have been introduced to the people I will be reporting to and be working with.
5. I know the rules of my host employer.
6. I know what my host employer expects of me while I am in the workplace.
Things they expect of me include:
a)
b)
c)
d)
e)
7. I know what time I need to be at work daily and when lunch and tea breaks are. These are
as follows:
Work hours:
Lunch time:
Tea times:
8. I have been given a tour of the workplace premises and will be able to find my way around.
9. If I have a problem during my placement I know what to do.
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ACTIVITY 2: DAILY LOG AND JOURNAL
The Daily Log and Journal is an important part of WBE. It is a record
of all the tasks you did in the workplace. The journal counts for 32
out of the total of 100 marks you can get for section A.

Instructions to complete the Daily Log and Journal:


Complete ONE Log and Journal page for EACH day you are in the workplace. If you
are in the workplace for more than 10 days you can make additional copies of the Log
and Journal pages and insert these into your task book.



It is compulsory to complete an ACTIVITY TABLE for every day you are in the
workplace. Estimate how much time you spend on each activity listed in the table. Then
include your time estimate in the right hand column next to the activity. Make sure you
spend the minimum hours required on each activity listed over your whole WBE
placement period. This is necessary for you to meet the practical 2 assessment
requirements for each subject.



There is space in the activity table for you to record additional or ‘other activities’ that are
not already listed in the table. Be sure to include the names of these other activities in
the left hand column and the time you spent on each in the right hand column.



The journal part of your Daily Activity Log and Journal includes space for you to add
information or comment on what you did and learned each day. For instance, comment
on tasks, projects or meetings you participated in. Or note any special events that
occurred, like a power failure or safety drill. You can also comment on how your
experience made you feel. If you would like to, include relevant drawings, calculations or
workplace documents. If there is not enough space, add additional pages.



At the end of your WBE, please complete the ACTIVITY TABLE SUMMARY. This
involves adding up the total time you spent on each activity during your WBE. The
ACTIVITY TABLE SUMMARY is on the next page (page 18).



Remember to tick that you have completed the journal in the attendance register
table and ask your supervisor to sign each day of the register (on page 14).

The Daily Log and Journal must be completed during your work placement. This is the one
activity that CANNOT be completed when back at college.
Remember to look at the assessment rubric at the end of SECTION A before you complete the
Daily Log and Journal so that you know how you will be assessed on this.
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DAILY LOG AND JOURNAL
Activity table summary for full WBE period
The ACTIVITY TABLE SUMMARY below should be completed at the end of your WBE.




At the end of your WBE, add up the total time you spent on each activity during your
WBE.
Then write the total for each activity in the right hand column of the table next to the
activity.
Choose up to seven additional activities to include in your summary table and include the
total time you spent on these. Please write the names of the additional activities in the
left hand column and the total time spent on the activity in the right hand column.
TOTAL
ESTIMATED
TIME SPENT

ACTIVITY TABLE SUMMARY FOR FULL WBE PERIOD
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period
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DAILY ACTIVITY LOG AND JOURNAL: DAY 1

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 2

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 3

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 4

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 5

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 6

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 7

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 8

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 9

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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DAILY ACTIVITY LOG AND JOURNAL: DAY 10

DATE ___________________

Department(s)/ section(s)
you visited or worked in
Names and job titles of
the main people you
worked with during the day

NAME

JOB TITLE

ACTIVITY TABLE: Complete the table below (a table like this needs to be completed for each day)
ESTIMATED
TIME SPENT

ACTIVITY TABLE
Answering the telephone, providing information, taking messages and bookings *
Working in storage, receiving and packing goods *
Cleaning: including general cleaning, wiping surfaces and washing dishes *
Performing cutting and chopping tasks *
Following a simple recipe or food preparation / serving instruction *
Attending a briefing or other meeting ***
Interacting with clients face-to-face: meet and greet, respond to client requests and
problems, take food orders and provide information *
Other activities:
Other activities:
Other activities:
Other activities:
*
***

minimum 4 hrs for WBE period
one meeting during WBE period

JOURNAL: Add any comments about your day and what you did, experienced or learned
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………..…………………………………………………...……………….........……
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
……………………………………...................…………………………………………………...………………
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ACTIVITY 3: INVESTIGATE THE WORKPLACE AND YOUR
CAREER PATH

Task 1. Overview of the workplace

Investigate the workplace
and your career path

Task 2. Health and safety
aspects
Task 3. Appreciate your career
path

Instructions to complete tasks 1-3 of activity 3
The general workplace tasks 1 and 2 provide an overview of the workplace as well as
the policies and procedures typically found in an organisation. Task 3 focuses on the
field of study you have chosen.

Note: it is not necessary to complete each activity in full before you finish your WBE. But
before you leave your host employer make sure:


You have obtained all the information and supporting documents you need to
complete each activity once you are back at college.



You are certain that the information you have is correct.

Very importantly, you need to get your supervisor to sign the section A
attendance register and activity approval table (page 14) before you leave the
workplace. If an activity is not complete but you have obtained the information in an
acceptable manner your supervisor may sign the approval and you can then complete it
at college.

Please add extra pages to your task book if you need more space for any of your answers. Also, do
not forget to attach any of the documents required by the different activities in part 3.

Remember to look at the assessment rubric at the end of SECTION A to see how each
activity is marked. Please look at the rubric before you do the activities so that you know
how you are being assessed.
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Task 1: Overview of the Workplace
Now answer the following questions:
1.

Give the name of the employer hosting you.

……………………………………..……………………………………............……………………[1]
2.

What is the core (main) business of your host employer? Briefly describe this.

……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[3]
3.

What is the vision of your host employer? Write this below or attach a copy of your
employer’s vision statement to your task book.

……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[2]
4.

Obtain and attach one item of promotional material that relates to your host
employer. This could be a brochure, pamphlet, advertisement or a promotional page
from a website. Read the material and use a black pen or koki to circle the main
services or products being advertised in the material (do this on the material itself).
Now list at least TWO of these services or products below:

……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[6]
5. Does your host employer have other branches, offices, outlets or sites?
Yes
Tick yes or no.

No

If YES, indicate the geographical areas these are found in. If NO, provide a brief
description of the size and layout of the single branch / site.
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[3]
6.

Draw an organisation structure diagram / organogram of the employer you are
based at. Clearly indicate the sections or departments and job titles related to
Hospitality. Use a separate blank page for the sketch and staple it to this page.
[5]
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7.

Complete the table below on quality practices and controls at your host employer.

Does your host employer have any of the following quality controls? Tick yes or no.
 There is a quality department or section

Yes

No

 There is a quality policy

Yes

No

 There are signs or notices in the workplace about quality

Yes

No

Quality is judged by standards like: (1) the product or service is delivered on time, or (2) the product or
service is delivered to a specific standard. Give ONE example of how the employer ensures that the
quality of its services or products is satisfactory.

[5]

Task 2: Health and Safety
Task 2 focuses on health, safety and security aspects. Employers must ensure that they
do not harm their employees, clients or the environment. They also need to keep their
equipment, work and information safe from loss or damage.
To complete this task, you need to find out how your host employer manages health, safety,
security and environmental issues. You also need to find out about legislation that controls
this. To get the information you need, talk to employees at the workplace who are involved
in health, safety and environmental issues. Also look out for health, safety and security
signs, notices or rules displayed in the workplace. In addition, observe what employees
do to ensure that they are working safely.
Not all organisations have formal health, safety or security
policies or processes. But these organisations will have informal
rules or guidelines that they follow.
If your employer does not have formal policies on these issues, you can still complete this task.
Get the information you need by:




Asking your workplace mentor/supervisor about how the organisation informally
manages health, safety and security issues in the organisation.
Observing what employees do when they are working to ensure that they are not
endangering themselves, others, equipment or the environment.
Finding out about how other similar employers manage health and safety and then
basing your answers on this. Please indicate if your answers are not about your host
employer though.

Image: Digitalart / freedigitalphotos.net

Now answer the following questions:
1. Complete the table on the following page about the health and safety risks and dangers
your host employer needs to manage. Please read the instructions first.
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Instructions:
 A: List TWO important health, safety, security and /or environmental dangers or risks
that your host employer has to guard against.
 B: Note who or what (e.g. equipment / work area / information) needs to be protected
from each danger or risk mentioned in A.
 C: List ONE rule or procedure that must be followed to protect the people or things
mentioned in B from the risks and dangers identified.
 D: Identify the purpose of each rule or procedure mentioned in C.
TABLE: Risks and dangers and rules and procedures established to manage these
A. Main danger or risk number 1:
B. Who or what must be
protected

C. Rule or procedure (formal or
informal)

D. Why this rule or procedure
is in place

A. Main danger or risk number 2:
B. Who or what must be
protected

C. Rule or procedure (formal or
informal)

D. Why this rule or procedure
is in place

[8]
2.

Indicate if your host employer has the following in place by circling ‘yes’ or ‘no’:


Health and safety policy

Yes / No



Health and safety signs

Yes / No



Health and safety equipment

Yes / No



Health and safety awareness training

Yes / No



Health and safety evacuations drills

Yes / No
[5]
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3.1 Name ONE piece of legislation that governs how an employer, like your employer,
should manage health and/or safety risks in relation to its employees, clients or the
environment.
……………………………………………………………..…………………………………………[1]
3.2 Now explain the purpose of the legislation and how it governs health and safety.
……………………………………………………………..……………………………………………
……………………………………………………………..……………………………………………
……………………………………………………………..……………………………………………
……………………………………………………………..…………………………………………[3]

Task 3: Appreciate your career path
To assist you in fully understanding the career path you have chosen, you need to interview
someone who works in your field of study about his or her job and career development
path. The employee should at least have been employed for a period of two years at your
host employer.
Ask your supervisor to assist you in identifying a suitable person. Approach the person you
intend to interview and briefly explain the purpose of the interview. Ask for his/her permission
to participate.
This interview should not exceed 15 minutes.
Prepare for the meeting by reading through and thinking about the questions before the
interview.
If there is more than one student at the workplace at the same time as you, you could
conduct the interview together (this might be better for the workplace is it would take less
time). If you do this, please remember that every student must write up their own interview in
their own words.

Interview questions
1.

What is your name?…………………………………............……….………………….……[1]

2.

What is your job title? ..…………………………...........……….……………….…….……..[1]

3.

When did you start working in this workplace? …...........………….…..………….………[1]

4.

What is your immediate superior’s job title? ……….….…….............……………………….

……………………………………..……………………………………............……………………[1]
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5.

What, if any, positions do you supervise? ………..……………….............……….......…….

……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...………….[1]
6.

What are your main duties? ………………..………..……....………..………………………

……………………………………..……………………………………………………...……….…..
……………………………………..……………………………………………………...…………...
……………………………………..……………………………………………………...…………...
……………………………………..……………………………………………………...………...[2]

7.

What skills and personal qualities do you need to do your job?

Specific skills needed

Personal qualities needed (e.g. patience,
neatness, attention to detail, get on well with
others, etc.)

[4]

8.

What kind of training and qualifications do you need to do your job?

……………………………………..……………………………………………………...………….....
……………………………………..……………………………………………………...…………....
……………………………………..…………………………….………………………...…………[1]

9.

What are the most interesting/enjoyable aspects of your job?

……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...…………[2]
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10. What are the least interesting/enjoyable aspects of your job?
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...…………[2]

11. Where did you work before and what did you do there?
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
………….......…………………………..……………………………………………………...……[1]
12. What factors have affected your career path in general (from your first job to the current
job) and more specifically in the workplace where you are currently employed?
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...…………[2]

13. What career opportunities are available in the workplace?
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...…………[2]

14. What advice on how to succeed would you give to someone coming into your field of
work?
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...…………[2]
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Section A: Assessment Rubric 1
Note: The mark allocation below is a guide to assess each question. The student cannot get ‘full marks’ merely
for answering a question. The answers to each question should be assessed in terms of the quality,
appropriateness and level of effort / analysis that the student has put into each answer.

SECTION A: General activities
Possible
mark per
question

Mark
achieved
by student

Activity 1: Workplace induction checklist
The student has completed the induction checklist in full

3

Activity 2: The daily log and journal
Activity table summary: The student has completed the minimum hours allocated to SIX
workplace activities (per activity)
Note: At least three activities included should be pre-specified activities. The other three can
come from the ‘other activities’ category. Pre-specified activities should meet the minimum hours
specified for them. At least 3 hours should have been spent on the other activities included

12

Daily activity log and journal – journal entries:

The student has completed a journal entry for each day spent in the workplace (5 marks)

Journal entries include descriptions and reflections on what was done, observed or learned.
Diagrams could also be included. High marks should be awarded for detailed, thoughtful
entries (10 marks)

Effort has clearly been put into the completion of journal entries (5 marks)

20

Subtotal for activity 2

32

Activity 3: Investigate the workplace and your career path – task 1
Question 1: The student has provided the name of the host employer ()

1

Question 2: The student has stated the core business of the host employer () and provided a
brief description ()

3

Question 3: The student has included the vision of the host employer either by writing this out in
their book or attaching a copy of it

2

Question 4: The student has:

attached ONE item of promotional material from the host employer – this can be a brochure,
pamphlet, advertisement or a promotional page from a website ( )

circled the main services or products being advertised ()

listed at least TWO of these services or products ()
Question 5: The student has:

indicated whether the employer has other branches / sites = yes / no ()

if yes, the geographic location of branches is given, if no, a brief description of the size and
layout of the single branch / site is given ()
Question 6: The student has drawn an organisation structure/organogram of the employer’s
organisation, indicating the sections or departments and job titles related to HOSPITALITY
(5 marks)
Question 7: The student has completed the quality controls table:

ticked yes or no to the THREE quality controls (per tick)

given ONE example of how the employer ensures that the quality of its
services or products is satisfactory ()
Subtotal for activity 3 - task 1

6

3

5

3 marks
5
2 marks
25
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Activity 3: Investigate the workplace and your career path – task 2
Question 1: The student has completed the risk and dangers table as follows:

A: listed TWO important health, safety, security and /or environmental
dangers or risks (per risk / danger)
2 marks

B: noted who or what needs to be protected from each danger or risk (per
person / thing)
2 marks

C: listed ONE rule or procedure to protect the people or things (per rule or
2 marks
procedure)
2 marks

D: identified the purpose of each rule or procedure (per purpose described)
Question 2: The student has indicated whether the employer has the following in place:

Health and safety policy ()

Health and safety signs ()

Health and safety equipment ()

Health and safety awareness training ()

Health and safety evacuations drills ()
Question 3: The student has:

3.1 named ONE piece of legislation that governs how the employer / similar employer
should manage health and/or safety risks in relation to its employees, clients or the
environment ()

3.2 explained the purpose of the legislation and how it governs health and safety ()
Subtotal for activity 3 - task 2

8

5

4

17

Activity 3: Investigate the workplace and your career path – task 3
Question 1: The student has named the interviewee - the person being interviewed ()

1

Question 2: The student has stated the interviewee’s job title ()

1

Question 3: The student has stated when the interviewee started at the workplace ()

1

Question 4: The student has stated the job title of the interviewee’s immediate superior ()

1

Question 5: The student has indicated (with a yes/ no) whether any positions are supervised by
the interviewee () and listed the positions if relevant

1

Question 6: The student listed the interviewees main duties - at least TWO (per duty)

2

Question 7: The student has indicated:

at least TWO skills needed to do the job (per skill)

at least TWO personal qualities needed to do the job (per quality)
Question 8: The student has stated the training and qualifications needed for the job ()

4
1

Question 9: The student has stated the most interesting/enjoyable aspects of the job - at least
TWO (per aspect)

2

Question 10: The student has stated the least interesting/enjoyable aspects of the job - at least
TWO (per aspect)

2

Question 11: The student has stated where the interviewee worked before and what he/she did
there ()
Question 12: The student has listed at least TWO factors that affected the interviewee’s career
path in general and in the current job / workplace (per factor)

1

Question 13: The student has stated the career opportunities available in the workplace

2

Question 14: The student has noted the advice on how to succeed the interviewee would give to
someone entering the field

2

Subtotal for activity 3 - task 3

23

2

Total mark for section A out of 100
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PART 3 – SECTION B: SUBJECT ACTIVITIES

Section B:
Subject
activities

4. Prepare or observe the preparation of a
vegetable/side dish and evaluate the quality of a
dessert (Food Preparation)
5. Analyse, cost and adapt menu items (Hospitality
Generics)
6. Observe and analyse the receipt, storage and quality
control of goods (Hospitality Services)
7. Ensuring service standards and dealing with client
complaints (Client Services and Human Relations)

Instructions to complete activities 4-7 of section B
Activities 4 to 7 refer to the specific vocational subjects in your study programme.
Remember, it is not necessary to complete each activity in full before you finish your
WBE. But before you leave your host employer make sure:


You have obtained all the information and supporting documents you need to
complete each activity once you are back at college.



You are certain that the information you have is correct.

Ensure that the host employer approval of section B activities is completed – see the
next page. On the last day of your work placement, once you have completed activities 4
to 7, ask your supervisor to check and sign this section. Your supervisor’s signature
means you have either completed the activities satisfactorily or obtained all the
information you need to complete any outstanding questions when back in the college.

Remember to look at the assessment rubric after each activity to see how each
specific subject activity is marked. Please look at the rubric before you do the
activities so that you know how you are being assessed.
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SECTION B: EMPLOYER ACTIVITY APPROVAL

HOST EMPLOYER APPROVAL OF SECTION B ACTIVITIES
This approval is only needed once the student has completed tasks / gathered information for all
activities in section B.
The supervisor hereby agrees that the information included for each activity in SECTION B is accurate and
was gathered in an acceptable manner to the employer. Tick YES, if satisfactory or NO, if not.
Activity approved

Yes

No

Activity 4: Prepare or observe the preparation of a vegetable / side dish and
evaluate the quality of a dessert

Activity 5: Analyse, cost and adapt menu items

Activity 6: Observe and analyse the receipt, storage and quality control of
goods

Activity 7: Ensuring high quality service standards and dealing with client
complaints

Supervisor’s name (Print) __________________________________________________________

Supervisor (Signature)______________________________

Student (Signature)_______________________________

Date _______________________

Date _______________________
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SECTION B COMPLETION CHECKLIST:
PRIOR TO ASSESSMENT
This checklist lists the activities and questions that need to be completed in section B
(activities 4-7).


The student uses the checklist to keep track of what has been done and what still needs to
be done by ticking off each fully completed activity.



The lecturer / student WBE mentor uses the checklist to verify that:
o the subject activities have been completed in full
o the employer has approved and signed off section B
o the section is now ready for assessment

THINGS TO DO DURING AND AFTER YOUR WORK PLACEMENT
COMPLETION OF ACTIVITIES
Activity 4 (Food
Preparation)

The diagram of the kitchen in question 1 is complete
and attached.
Questions 2 - 17 are complete.

Activity 5
(Hospitality
Generics)

Two pages from the host employer’s menu are
photocopied and attached.
Questions 1-6 are complete.

Student
ticks

Lecturer / mentor
signature

Student
ticks

Lecturer / mentor
signature

The recipe for one menu item is attached (relates to
questions 7-10).
The invoice, order form, or student-researched price
list is attached (relates to questions 7-10).
Questions 7-10 are complete.
Activity 6
(Hospitality Services)

Questions 1 - 5 are complete.

Activity 7
(Client Services and
Human Relations)

Questions 1 – 11 are complete.

Two goods receiving documents are attached and
question 6 is complete.
Questions 7 - 4 are complete.
A copy of the service policy is attached for question 2.
If a formal policy is not available the student has
documented and attached informal service policies.

EMPLOYER APPROVAL AND SIGNATURE OBTAINED
The employer has ticked off activity 4.
The employer has ticked off activity 5.
The employer has ticked off activity 6.
The employer has ticked off activity 7.
The employer has SIGNED OFF section B.

COLLEGE APPROVAL
The lecturer or student WBE mentor hereby agrees that SECTION B of the task book is complete and ready for
assessment.
College lecturer / mentor name (Print) ________________________________________________________
College lecturer / mentor (Signature)___________________________

Date _______________________
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Activity 4: Prepare or observe the preparation of a
vegetable dish and evaluate the quality of a dessert
Subject
Food preparation

ACTIVITY FOCUS
Topic
2
3

Subject Outcomes
1
1

The activity focuses on the preparation, cooking and serving of vegetable dishes served at
the employer as well as the evaluation of one desert served at the employer.
Please complete all the questions that follow and attach the documents required.

 Note that this activity must be completed for you to fully meet the requirements of
practical task 2 for the subject Food Preparation.
 Make sure you have obtained all the information you need BEFORE you leave the
employer. This will assist you to complete any unfinished questions on your return to
college.
Complete the questions that follow:
1.

Draw a diagram of the kitchen (it is compulsory to attach the diagram to this task
book). Indicate on the diagram where the following items/ sections are placed. If you are
given a floor plan, similarly, indicate such items on this plan:













hand washing stations
pots and pans
equipment and utensils
cutting and preparation surfaces
cold food section
hot food section
storerooms
pot clean up stations
cutlery and crockery wash up
fire extinguishers
emergency escape routes

2.

The kitchen will be working to strict times in order to keep customers satisfied. Describe
how the kitchen is organised to ensure efficient workflow and increase productivity.
Refer to the diagram.

[11]

……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………...…[4]
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3.

Identify ONE possible safety threat and ONE possible hygiene / contamination threat
in the kitchen and complete the table below.

Possible safety threat
Identify threat:

Possible hygiene threat
Identify threat:

[2]
Explain why this is a potential threat:

[2]
Explain why this is a potential threat:

[2]

Indicate the TWO threats in red on the diagram drawn in question 1.

4.

[2]

[2]

Briefly explain TWO rules or procedures used in the employer’s kitchen to minimize
safety or hygiene threats.

Rule or procedure 1:...........................................................................…............................…[1]
Explain how the procedure minimizes threats:…...........…………………………………..……....
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[2]
Rule or procedure 2:...........................................................................…............................…[1]
Explain how the procedure minimizes threats: …...........…………………………………..……....
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[2]
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In questions 5 to 12 prepare (or observe the chef preparing) one hot vegetable dish
served as a main dish at the employer.

The hot vegetable dish needs to be a complex dish that has a minimum of
five ingredients!

5. Name the dish (use the correct term):
…………………………………………………………………...................................…………….[1]

6.

Write down the ingredients used in the dish:

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..………[5]

7.

List the equipment and utensils used to make the dish (use the correct terms):

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..………[5]

8.

Explain how the preparation area and equipment are cleaned and maintained before
the dish is prepared or cooked:

……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………...……
……………………………………..……………………………………............………………...……
……………………………………..……………...……………………............………………....…[3]
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9.

Provide a detailed description of the preparation methods used to make the dish. Use
the correct terms (e.g. skinning, peeling, pureeing, grating, dicing, mousses, terrines,
stuffings etc.).

……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………...…[6]
10. Provide a detailed description of the cooking method/s used to make the dish. Name
the method used and explain how the method was used when making the dish (e.g.
boiling, steaming, blanching, pan-frying, braising, roasting, etc.).
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............….……[6]
11. Provide a description of the finishing or plating methods used to serve the dish. This
will include garnishing, glazing, saucing, condiments served with the dish, cleaning the
plate before serving etc. In plating methods also note the portion size.
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………...…[4]
Portion size: …………………………………..……………………………..………………….…..[1]
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12. Explain the method used to keep the vegetable dish warm before serving and how this
method prevents the dish from spoiling?
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………...……………………..……………………………………............………………....…[2]

In questions 13 to 16 you are required to answer questions about desserts served at
the employer.
Many hospitality organisations buy desserts from external suppliers and
merely store, re-heat and finish desserts for serving. You will be able to
answer the following questions regardless of whether the dessert is made on
the premises or bought.
13. Name TWO desserts served at the employer (they can be hot or cold desserts). Be sure
to use the correct term when naming the desserts (e.g. flan, soufflé, etc.).
Dessert 1: ..……………………………………............…………….............................………… [2]
Dessert 2: ..……………………………………............………….............................…………… [2]

14. Identify two main ingredients used in each dessert.
Dessert 1: ………………………..……………………………………............…………….……[2]
Dessert 2: ..…………………………………………………………............…………………… [2]
15. Describe how each of the desserts is stored and evaluate whether the storage methods
meet safety and hygiene standards.
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............…[2X2=4]
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16. Evaluate the quality and presentation of ONE dessert by answering the following
questions. Provide a detailed reason for each answer.
Name of the dessert: …………………………………………
Evaluation question
16.1
How would you evaluate the
texture of the dessert?

Answer with reasons

Comment on the balance and
variety and whether the dessert
is well cooked / appropriately
set.

[4]

16.2
How would you evaluate the
overall appearance /
presentation of the dessert?
Comment on the colour, height,
neatness and portion size of the
dessert.

[4]

16.3
Explain how the dessert is reheated or chilled (depending
on whether it is a hot or cold
dessert).
Comment on whether the
serving temperature is correct
for the type of dessert being
served.
16.4
Describe in detail how the
dessert is finished and
garnished.

[4]

Comment on whether the
finishing was appropriate for the
type of dessert.

[4]
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Concluding question (preparation of any food type).
17. During your placement at the employer, have you experienced or observed any
unexpected situations in the kitchen (with the preparation of any kind of food)? Perhaps
the food burnt, someone in the kitchen was injured, etc.
Describe the TWO unexpected situations and the actions followed to deal with each
situation.
If you do not experience unexpected situations during your WBE, interview
the chef or supervisor about situations that previously occurred. Explain each
situation and the action taken below.

Situation 1 (name and describe action taken): .........................................................................
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………...…[4]
Situation 2 (name and describe action taken): .........................................................................
……………………………………..……………………………..…………………............……….…
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............…………………...[4]
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Rubric 2: Prepare or observe the preparation of a
vegetable dish and evaluate the quality of a dessert
Note: The mark allocation below is a guide to assess each question. The student cannot get ‘full marks’ merely
for answering a question. The answers to each question should be assessed in terms of the quality,
appropriateness and level of effort /analysis the student has put into each answer.

ACTIVITY 4: Prepare or observe the preparation of a vegetable dish and evaluate the quality of a
dessert (Food Preparation)
Possible
mark
per
question

Mark
achieved
by student

Question 1: The student has drawn a diagram of the kitchen. The diagram includes the following:
o
o
o
o
o

hand washing station () pots and pans
storage ()
equipment and utensils storage ()
cutting and preparation surfaces ()
cold food section ()
hot food section ()

o
o
o
o
o

storerooms ()
pot clean up stations ()
cutlery and crockery wash up ()
fire extinguishers ()
emergency escape routes ()

11

Question 2: The student has described how the layout / organisation of the kitchen contributes to
efficient workflow and increased productivity (4 marks).

4

Question 3: The student has:

identified ONE possible safety threat ()

identified ONE possible hygiene / contamination threat ()

explained why each of the above is a possible threat (per explanation)

indicated both threats in red on the diagram (per threat)

10

2 marks
2 marks
4 marks
2 marks
Question 4: The student has explained TWO procedures in the kitchen to minimize the above
threats (per procedure, per explanation of each procedure)

6

Question 5: The student has named the vegetable dish using the correct term ()

1

Question 6: The student has listed at least FIVE ingredients in the dish (per ingredient)

5

Question 7: The student has listed at least FIVE pieces of equipment or utensils using the correct
terms (per item)

5

Question 8: The student has explained how the preparation area and equipment are cleaned and
maintained ()

3

Question 9: The student has provided a detailed description of the preparation methods, using the
correct terms (6 marks)

6

Question 10: The student has provided a detailed description of the cooking methods, using the
correct terms (6 marks)

6

Question 11: The student has provided:

a detailed description of the finishing methods, using the correct terms (4 marks)

the correct portion size ()
Question 12: The student has explained the warming method of the vegetable dish and how the
method prevents the dish from spoiling ()

5
2

Question 13: The student has named TWO desserts on the menu, using the correct terms ()

4

Question 14: The student has identified TWO main ingredients for each dessert (per ingredient –
2 marks per dessert)

4

Question 15: The student has described how each dessert is stored and evaluated whether the
storage methods meet safety and hygiene standards (per description - each dessert)

4

Question 16: The student has:

appropriately evaluated the texture of the dessert (4 marks)

appropriately evaluated the overall appearance of the dessert (4 marks)

explained how the dessert is re-heated or chilled and evaluated whether the
serving temperature is correct for the type of dessert being served (4 marks)

described how the dessert is finished and evaluated whether the finishing is
appropriate for the type of dessert (4 marks)
Question 17: The student has described TWO unexpected situations and the action
followed to deal with each situation (4 marks per situation with description).

4 marks
4 marks
4 marks

16

4 marks
8 marks

8

Total mark for activity 4 out of 100
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Activity 5: Analyse, cost and adapt menu items
Subject
Hospitality Generics

ACTIVITY FOCUS
Topic
2

Subject Outcomes
1, 2

The activity focuses on analyzing, costing and adapting menu items at the host employer.
Please complete all the questions that follow and attach the documents required.

 Note that this activity must be completed for you to fully meet the requirements of
practical task 2 for the subject Hospitality Generics.
 Make sure you have obtained all the information you need BEFORE you leave the
employer. This will assist you to complete any unfinished questions on your return to
college.
Complete the questions that follow:
In questions 1 to 4 you are required to analyse the menu at the host employer.

Analyse the menu at the hospitality organisation (host employer).
Different hospitality organisations specialize in different menus. A five-star hotel offers fine
dining, which is very different to a take-away establishment needing to produce food within a
short space of time. Some establishments offer menus for specific religious groups with
particular dietary requirements. Institutions such as schools, hospitals, prisons, etc. will have
clearly stipulated nutritional and dietary regulations.
To analyse the menu at the host employer, you will need to photocopy 2 pages from the
menu (a printed photo is also acceptable). REMEMBER to get permission. It is compulsory
to attach the 2 pages of the menu to this task book.

1.

Briefly describe the type of menu and style of food served at the host employer. Use
the correct terms to describe the menu (buffet menu, al la carte menu, cocktail menu,
etc.):

……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………..……[2X2=4]
2.

Identify and describe the target market of the host employer:

……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
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……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
…………………………………..……………………………..………………….............……[2X2=4]
3.

Is the style of food on the menu appropriate to the target market? Give TWO reasons
for your answer. Be sure to mention any specific religious or other dietary requirements /
regulations.
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............……………...[2X2=4]
4.

Are there a variety of items on the menu that cater for the needs of different
individuals?
Select THREE ‘types of customers’ from the table below and give TWO examples of
food items on the menu catering for their needs (only fill in the relevant section of the
table for the three customers selected). Give reasons for your answer.
Type of customer: Vegetarians
Food item 1 (with reason):

Food item 2 (with reason):

Type of customer: Children
Food item 1 (with reason):

Food item 2 (with reason):

Type of customer: Elderly people
Food item 1 (with reason):

Food item 2 (with reason):
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Type of customer: people with particular religious dietary requirements
Food item 1 (with reason):
Food item 2 (with reason):

[12 – see rubric]
5. Is there variation in price (some customers will pay more for a meal than others)? Give
TWO reasons / examples for your answer:
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
………………………………..……………………………..…………………............………[2X2=4]
6.

Based on your analysis of the menu (in questions 1 to 5) make TWO recommendations
to the host employer on how the menu can be improved.
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............……….....…[3X2=6]

In questions 7 to 11 you are required to cost and adapt ONE item on the menu.
Required documentation
Select ONE dish from the menu to adapt, then ask a staff member / your mentor for the
recipe. You will also need an order form or invoice with the prices of ingredients. It is
compulsory to attach a copy of the recipe and prices / invoice to this task book.
If the employer is unable to provide you with the recipe or invoice:
 source a recipe for a similar dish on the Internet, print it and attach to this task book;
 research the prices of ingredients at a local supermarket and attach your own
handwritten price list.
Very Important note: this section counts for 66 marks, which you will loose if you do not have a
recipe and price list!

7.

Name the menu item you are costing / adapting:

……………………………………..……………………………..…………………............………[1]
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8.

State the total recipe yield: …………………………………………………………………[1]

9.

Calculate the cost of the menu item and complete the costing sheet on the next
page. You are required to calculate ingredient costs only (omit other costs such as
staffing, electricity, etc.)

Use the costing formula below to calculate the cost of each ingredient needed for the dish.
* Example (see costing sheet): Potatoes
Amount to be used
Unit price / cost
__________________ x ______________
Unit mass is bought in
1

170g (potatoes needed)
R68 (price per kg)
____________________ x ______________
1000g (convert kg to g)
1
= R 11.56

Note: the marks allocated to each column of the costing sheet are shown in the example
below. You will be given marks for calculating the cost of the first FOUR ingredients in the
recipe. BUT you will need to cost ALL ingredients in the recipe so that you can calculate
the total cost of the menu item as well as the portion size.
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Costing sheet
Name of dish /menu item
Yield
Size of portion
Quantity (Qty) of portion
Qty of portions per serving
Ingredient (complete for
each ingredient)

Amount needed to
prepare the dish

Unit Price (e.g. per kg /
litre)

Calculation (using costing formula)

Column A

Column B

Column C

Column D

* Example: Potatoes

170 g

R68 per kg

170g
R68
________ X ________

[1]

[1]

[1]

1000g

1

Rand value of
cost of each
ingredient
Column E
R11.56

[3]

[1]

1

2

3

4

5
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6

7

8

9

10

Total cost of ALL ingredients
Portion cost

[2]
[2]

[32]
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10. Calculate the selling price of the dish per portion:
10.1



Use the portion cost calculated in question 9 to calculate the selling price of the dish
per portion.
Use a required gross profit of 45% (the factor) in your calculation. Use the formula
below:

Selling price =

food cost (per portion)
_____________________
100 – required GP (factor)

Your calculation:
x 100

= food cost
_________ x 100
factor

= selling price
[6]

10.2 What is the gross profit in Rand value per portion?
Use the formula:
Selling price – cost price = gross profit per portion

Your calculation:

[2]

11. In question 11 you are required to increase and reduce the current recipe yield.
Complete 11.1 and 11.2 below:
11.1

Increase the current recipe yield by an additional 50 portions. You need to list the
increased quantities required for the first THREE ingredients listed in the recipe. Use
the following steps:

Step 1: Calculate the conversion factor and show your workings.
Step 2: Calculate the increased yield for THREE ingredients by completing columns A to E:
 If applicable convert ingredients to weight.
 Multiply the amount of each ingredient in the original recipe by the conversion factor.
 Round off unnecessary fractions to simplify weights or measures (as far as accuracy
allows).
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Current yield + additional need
________________________ = conversion factor
Current yield

COLUMN A
Ingredient

COLUMN B
Amount (in weight /
volume) for current
recipe yield

Your calculation:

COLUMN C
Conversion
factor

[1]

COLUMN D
Amount (in weight /
volume) for an
additional 50
portions
[2]

[3]
COLUMN E
Round off
amount if
necessary

X
[1]

[2]
X

[1]

[2]
X

11.2

Reduce the current recipe yield to 5 portions only. You need to list the reduced
quantities required for the first THREE ingredients listed. Use the following steps:

Step 1: Calculate the conversion factor and show your workings.
Step 2: Calculate the reduced yield for THREE ingredients by completing columns A to E:
 If applicable convert ingredients to weight.
 Divide the amount of each ingredient in the original recipe by the conversion factor.
 Round off unnecessary fractions to simplify weights or measures (as far as accuracy
allows)
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Your calculation:

Current yield
____________ = conversion factor
Reduced need

COLUMN A
Ingredient

COLUMN B
Amount (in weight /
volume) for current
recipe yield
[1]

COLUMN C
Conversion
factor

COLUMN D
Amount (in weight /
volume) for 5
portions only
[2]

[3]
COLUMN E
Round off
amount if
necessary

÷
[1]

[2]

÷
[1]

[2]

÷
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Rubric 3: Analyse, cost and adapt menu items
Note: The mark allocation below is a guide to assess each question. The student cannot get ‘full marks’ merely
for answering a question. The answers to each question should be assessed in terms of the quality,
appropriateness and level of effort /analysis the student has put into each answer.

ACTIVITY 5: Analyse, cost and adapt menu items (Hospitality Generics)
Possible
mark
per
question

Questions 1 to 5: analysis of the host employer’s menu
Question 1: The student has accurately described the type of menu using the correct terms
() and style of food served () at the host employer
Question 2: The student has accurately identified () and described () the target
market of the host employer
Question 3: The student has provided TWO reasons (per reason) in assessing whether
the style of food on the menu is appropriate to the target market
Question 4: The student has assessed whether there is a variety of items on the
menu for THREE ‘types of customers by providing:

TWO examples of food items suitable per customer type (per item)
6 marks

reasons why the item is suitable (reason)
6 marks
Question 5: The student has assessed whether there is sufficient variation in price on the
menu; providing TWO reasons (per reason)
Question 6: The student has made TWO recommendations for how the menu can be
improved (3 marks per recommendation)
Questions 7 to 10: costing and adapting one item on menu.
Question 7: The student has named the menu item being costed / adapted ()
Question 8: The student has stated the total recipe yield ()
Question 9: The student has calculated the cost of the menu item for at least
FOUR items, as well as the total cost and portion cost.
The student has:

completed column A () and B () for at each ingredient
8 marks

completed column C () for each ingredient
4 marks

used the formula to calculate the cost of each ingredient column D ()
12 marks

calculated the correct cost and completed column E () for each ingredient
4 marks



calculated the correct total food cost for the recipe - rounded off ()
calculated the correct portion cost - rounded off ()

Mark
achieved
by student

4
4
4

12

4
6

1
1

32

2 marks
2 marks

Question 10:
10.1 The student has calculated the selling price of the dish per portion using the
correct formula, with a gross profit of 45%, and shown all working. See marks
below:
Selling price =

food cost (per portion) (
_____________________ x 100
100 – required GP (factor) (

= food cost (
_________ x 100
factor (
= selling price (

10.2 The student has calculated the Rand value of the gross profit per portion
(

8

6 marks

2 marks

Question 11: The student has accurately increased and reduced the current
recipe yield.
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11.1 The student has:

accurately calculated the conversion factor for increasing the recipe yield by
50 additional portions ( marks)

completed the table for at least THREE ingredients - Column B (per
ingredient), Column D (per ingredient)
11.2 The student has:

accurately calculated the conversion factor for reducing the recipe yield to 5
portions only ( marks)

completed the table for at least THREE ingredients - Column B (per
ingredient), Column D (per ingredient)

3 marks
9 marks

24
3 marks
9 marks

Total mark for activity 5 out of 100
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Activity 6: Observe and analyse the receipt, storage and
quality control of goods
Subject
Hospitality Services

ACTIVITY FOCUS
Topic
7

Subject Outcomes
1, 2, 3

The activity focuses on the receipt, storage and management of goods at the host employer.
Please complete all the questions that follow and attach the documents required.

 Note that this activity must be completed for you to fully meet the requirements of
practical task 2 for the subject Hospitality Services.
 Make sure you have obtained all the information you need BEFORE you leave the
employer. This will assist you to complete any unfinished questions on your return to
college.
Ask the host employer for the opportunity to work in the goods
receiving and stock storage areas.
In this activity you are required to practically work in the receiving and stock areas /
departments. You will need to receive stock, check quality standards, pack and count stock as
well as recommend when new stock should be ordered.
The questions that follow require you to describe the actual stock management processes at the
host employer and can best be answered if you physically handle stock. A suggestion is to make
detailed notes while you are working in the stock department and complete the questions as
quickly as you can during a break.
Very important: If you are unable to participate in (or observe) the handling of stock at the
employer then complete the questions through interviewing an experienced staff member.

Complete the questions that follow:
1.

What security measures are in place, at the host employer, to receive and store goods
as well as prevent stock shrinkage (theft)?

……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[5]
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2.

List THREE staff members at the host employer who are involved in the receipt,
storage and management of goods / stock. Briefly explain each staff member’s role.

Position / title of staff
member

Role in relation to stock

[1]

[2]

[1]

[2]

[1]

[2]

The diagram below shows the process of receiving, storing and managing stock.
Questions 3 to 15 refer to this process:

Receiving
goods

Storing and
maintaining
goods

Ordering
goods

Issuing
goods

3.

Describe the area where goods are received at the employer. Comment on hygiene
and safety, equipment, space organisation etc.

……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[5]
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4.

What is the process for receiving goods at the host employer? Name and describe at
least THREE steps followed in the receipt of goods.

Step in the receipt of goods
Step 1:

Description of the step / process

[1]

[2]

[1]

[2]

[1]

[2]

Step 2:

Step 3:

Other:

5.

List at least THREE documents completed and signed when goods are received at the
employer.

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………..……….…

……………………………………..………..…

……….……………………………….[3X2=6]

6.

Obtain copies of TWO documents from the list above.

6.1 Name each document and describe its purpose:
Document 1:…………….………………………..……………………………………............………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[2]
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Document 2:…………….………………………..……………………………………............………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............……………………[2]
6.2 Take a koki and circle the following information in each of the documents:
 date,
[1 per document]
 reference / order number,
[1 per document]
 quantity of units per type (e.g. {6} bags of flour),
[1 per document]
 total units ordered / delivery/ receipted.
[1 per document]
Attach the documents at the end of this activity.
[2]

You can only be given marks if the items are clearly indicated on each of the
documents.

7.

What quality checks are in place when receiving goods at the host employer?
Give examples of quality control measures or product specifications checked for THREE
different goods received and explain why these are checked. Include one item each for:
 perishable foods,
 non-perishable foods,
 non-foodstuffs.

Product received

What quality measures / specifications are checked and
why?

Perishable foods:

[3]

Non-perishable foods:

[3]

Non-foodstuffs:

[3]
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8.

What process is followed at the employer when moving products from the goods
receiving area to the storage areas (e.g. dry store, cold room, freezer)? Please note
how perishable and non- perishable goods are handled.

……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………..………………...............……..…[5]
9.

What are the procedures for handling hazardous goods (such as gas and chemicals)
at the employer?

……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
…………………………………..……………………………..…………………............…….……[5]
10. What stock rotation system is used at the host employer? Give ONE example of stock
rotated during your placement.
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............……………………[5]
11. How is stock issued from the stores to the hospitality staff or chef? If documentation is
completed, list what documents are used and why.
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………..…[5]
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12. How often does the host employer conduct a stock take?
…………………………………..……………………………..…………………............…………[2]
13. What stock take procedure (e.g. handwritten checklists, computerized systems, etc.) is
followed at the employer? Assist with a stock take and explain the procedure step-bystep in the table below.
If you are unable to participate in or observe a stock take, ask a staff member how the
procedure works.
Stock Take procedure
Step 1

[2]
Step 2

[2]
Step 3

[2]
Step 4

[2]
Step 5

[2]

14. How does the host employer manage stock levels? In your description give examples
of the maximum and minimum stock levels for TWO different types of goods.
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
……..……………………………..……………………………..…………………...…[6 - see rubric]
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15. How is reordering of stock handled? Provide a detailed explanation of how you
assisted with or observed the reordering of stock; give TWO examples.
……………………………………..……………………………………............………………………
……………………………………..……………………………………............………………………
……………………………………..……………………………..…………………............………….
……………………………………..……………………………………............………………………
………………………………..……………....……..………..…………………............……..……[5]
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Rubric 4: Observe and analyse the receipt, storage and
quality control of goods

Note: The mark allocation below is a guide to assess each question. The student cannot get ‘full marks’ merely
for answering a question. The answers to each question should be assessed in terms of the quality,
appropriateness and level of effort /analysis the student has put into each answer.

ACTIVITY 6: Observe and analyse the receipt, storage and quality control of goods
(Hospitality Services).
Possible
mark
per
question

Question 1: The student has described the security measures in place to receive and store
goods as well as prevent stock shrinkage (5 marks).
Question 2: The student has:

listed THREE staff members involved in the receipt, storage and management
3 marks
of goods / stock (per staff member)
6 marks

described each staff member’s role (per description).
Question 3: The student has described the area where goods are received (5 marks).
Question 4: The student has described THREE steps in receiving goods at the
host employer by:
3 marks

naming the step (per step)
6 marks

describing the step (per description)
Question 5: The student has listed at least THREE documents completed and signed when
goods are received (per document)
Question 6:
6.1 The student has described the purpose of TWO goods receiving documents
(per description or purpose).
4 marks
6.2 The student has circled the following information in each of the documents:

date (per document)

reference / order number (per document)

quantity of units per type (per document)

total units ordered / delivery/ receipted (per document)

2 marks
2 marks
2 marks
2 marks

2 marks
The documents are attached at the end of this activity ().
Question 7: The student has provided examples of quality control measures / product
specifications checked for THREE different goods received and explained why these are
checked for each of the following:

perishable foods ()

non-perishable foods ()

non-foodstuffs ()
Question 8: The student has described the process followed when moving products from the
goods receiving area to the storage areas (), noting how perishable () and nonperishable goods () are handled.
Question 9: The student has described the procedures for handling hazardous goods
(5 marks).
Question 10: The student has explained the stock rotation system () used at the host
employer by giving ONE example (per example).
Question 11: The student has described how stock is issued from the stores to the hospitality
staff or chef (5 marks).
Question 12: The student has stipulated how often the host employer conducts a stock take
().
Question 13: The student has explained the stock take procedure by completing the 5-step
table (per step).
Question 14: The student has described how the host employer manages stock levels (),
giving examples of the maximum and minimum stock levels for TWO different types of goods
(per type of good).
Question 15: The student has explained the reordering of stock by giving examples.

Mark
achieved
by student

5

9
5
9

6

14

9

5
5
5
5
2
10
6
5

Total mark for activity 6 out of 100
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Activity 7: Ensuring high quality service standards and
dealing with client complaints
ACTIVITY FOCUS
Subject
Client Services and Human
Relations

Topic
2

Subject Outcomes
4, 6,7,8,9,10,11,
12,14,15,16,17

This activity focuses on identifying client needs, ensuring consistent service standards and
dealing with client complaints.
Please complete all the questions that follow and attach the documents required.

 Note that this activity must be completed to meet the requirements of practical 2
for the subject Client Services and Human Relations.
 Make sure you have obtained all the information you need BEFORE you leave the
employer. This will assist you to complete any unfinished questions on your return to
college.

Now complete the questions that follow:
Identifying client needs
Different clients will approach the host employer with a different set of needs and
requests. A successful organisation matches the services and products it offers with
the needs of its target market.

1.

How does the host employer match its services and products to the needs of its target
market? Complete the table below:





In column 1 list the host employer’s TWO main clients / client groups.
In column 2 briefly describe TWO client needs per client group (for example,
business, leisure, health or religious observance needs).
In column 3 list at least ONE service or product that is provided to each group of
clients.
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Main kinds of clients

Client needs

Main service or product provided
to each client group

Client group 1:

[1]

[2x1=2]

[2]

[1]

[2x1=2]

[2]

Client group 2:

2.

Identify and describe ONE customer service policy in place, at the host employer, to
ensure a consistent standard of service delivery to clients. Complete the questions
below:


Attach a copy of the service policy / procedure document.



Note: if the employer does not have a formal policy, write down the current
procedures used at the employer and attach at the end of this activity.

[1 for attaching]

2.1 Identify / name the customer service policy:
……………………………………..……………………………………………………......……..…[1]
2.2 Where can the policy be found?
……………………………...……..……………………………………………………...………..…[1]
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2.2 Select THREE important procedures / processes from the policy and described each in
detail and state why it is important to follow the procedure.
For example, the employer may have a documented communication or welcoming
procedure.
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...…….[2x3=6]
3.

Describe THREE ways in which the host employer prepares for clients prior to their
arrival at the establishment (for example gathering information on special needs, etc.).

……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..………………………………………………….........…[3X3=9]

In questions 4 to 9 of this activity require you to analyse ONE client complaint
experienced by your host employer.
Interview a member of staff working directly with clients. Ask the staff member to describe
ONE recent client complaint and the process followed to resolve the complaint.
4.
4.1

Identify and describe the complaint by completing the table:
Who complained?

[2]
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4.2

What was the nature of the
complaint?

[2]

4.3

In which department or part of
the business did the problem
occur?

4.4

Who was affected by the
problem?

4.5

What was the cause of the
problem? Offer a brief
explanation.

[2]

[2]

[3]

5.

Was the complaint recorded? Tick yes or no.

Yes

No

[1]
If YES, how was the complaint recorded?

If NO, how do you think the complaint should
have been recorded? What should have
been included in the report?

[3]
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6.

Who was responsible for dealing with the problem and why? Name the position and
level of the responsible person / people.

……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……[1+3=4]
7.

What steps were followed to handle the complaint? Complete the table. In the first
column each step is named. In the second column describe the step in detail –
provide examples from the workplace. Use the third column to analyse whether the
step or action taken was effective in resolving the complaint:
Analyse the step – was it effective?

Name the step: Describe the step
Step 1:
Approach the
guest / customer
and obtain
information
about the
complaint

[2]

[2]

[2]

[2]

[2]

[2]

Step 2:
Apologise to the
guest

Step 3:
Offer a possible
solution
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Step 4:
Record the
complaint as
well as the
solution offered

[2]

[2]

[2]

[2]

Step 5:
Follow- up
whether the
guest is satisfied

8.

Was the client satisfied with the proposed solution? Tick yes or no.

Yes

No

[1]
If YES, why was the solution accepted?

If NO, what further solutions could be offered
by the organisation?

[3]
9.

After reviewing the complaint, suggest FOUR possible improvements that would
ensure that this type of complaint is not repeated in future.
Note: This may include (but is not limited to) staff performance and training.

……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
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……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
…………………………………..………………………………………………….…….…[4X3=12]
10. Ask the supervisor what training programmes staff have been on in the past year.
Briefly describe at least ONE training programme and the benefit of the training for the
staff as well as the organisation.
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
……………………………………..……………………………………………………...……………
…………………………………..…………………………………………….....................…[1+2=3]
11. Design a customer service questionnaire that can be used by the host employer to
evaluate the standard of service provided to its customers. The survey must be relevant to
the particular organisation and its target market. The survey should contain FIVE questions
(note the questions you will ask of customers staying at a backpacker will be very different to
the questions you ask of guests at a five-star hotel).
Complete the template below using the following guidelines:
(A) Name of the organisation.
(B) Provide clear guidelines to the customer on how to complete the questionnaire and how
the rating scale works.
(C) Include FIVE questions about the customer’s level of satisfaction with service offered by
the organisation.
(D) Design a rating scale. This can be images, words or numbers but remember to say what
each rating means in the instructions (B).
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(A) Name of Organisation:
(B) Instructions to complete this survey:

[1x2=2]
(C)



(D) [2]

Question
1

[2]
Question
2

[2]
Question
3

[2]
Question
4

[2]
Question
5

[2]
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Rubric 5: Ensuring high quality service standards and
dealing with client complaints
Note: The mark allocation below is a guide to assess each question. The student cannot get ‘full marks’ merely
for answering a question. The answers to each question should be assessed in terms of the quality,
appropriateness and level of effort / analysis that the student has put into each answer.

Activity 7 – Ensure high quality service standards and deal with client complaints (Client
Services and Human Relations)
Possible
mark per
question

Mark
achieved
by student

Question 1: The student has:


listed at least TWO main clients – column 1(per client)

2 marks



described TWO needs per client group – column 2 (per need). Note total 4
marks as there are 2 needs per client

4 marks



described the service/ product that is provided to each client group - column 3
(per service detailed)

4 marks

10

Question 2: The student has:


identified ONE customer service policy ()

1 mark



attached ONE policy document ()

1 mark



stated where the policy can be found ()

1 mark



described the three processes or procedures in the customer service policy
(per description)

6 marks

Question 3: The student has described THREE ways in which the employer prepares for the
clients prior to their arrival (per description)

9

9

Question 4: The student has identified ONE client complaint at the host employer. This includes:


who complained ()



the nature of the complaint ()



where the problem occurred ()



who was affected ()



a description of the cause of the problem ()

11

Question 5: The student has completed the table on the recording of client complaints and
provided at least two reasons for the answer (per reason)

4

Question 6: The student has identifed who () is responsible for dealing with the complaint and
explained why ()

4

Question 7: The student has:


described each step in the client resolution process (per description)

10 marks



analysed the effectiveness of each step (analysis / reason)

10 marks

20

Question 8: The student has described whether the client was satisfied with the proposed
solution (4 marks)

4

Question 9: The student has provided at least FOUR recommendations that ensure the
complaint is not repeated in the future (reflection is evident) – ( marks per answer)

12

Question 10: The student has named ONE staff training programme () and decribed the
benefit of the programme to staff as well as the organisation ()

3

Question 11: The student has designed a customer service questionnaire and
included the following:
(A) No marks
(B) Clear guidelines to the customer on how to complete the questionnaire () and
how the rating scale works ()
(C) FIVE questions about the customer’s level of satisfaction with service offered

14
2 marks
10 marks
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by the organisation (per question)
(D) A rating scale. This can be images, words or numbers but the student needs to
state in the instructions what each rating means ()

2 marks

Total mark for activity 7 out of 100
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SUMMARY FOR PROVIDING FEEDBACK ON WBE
After you have completed your WBE, prepare a summary of it using the
questions below. Use this summary to give feedback on your experience
when back at college. You might be asked to do a presentation on your
WBE to other students, college staff or even employers.

1. Where did you do your WBE?

2. What does the workplace do?

3. Name a few of the jobs in your field of work that are found in the workplace.

4. What role do people working in your field of work play in the workplace?

5. What is your impression of the way people in the workplace relate to each other and work
together?

6. Provide a summary of the main things you were involved in and learned during your
placement.

7. Was this learning experience valuable for you? Give a reason for your answer.

8. What advice would you give to another student about to go into a WBE placement?

Helpful tips for making a presentation:





Bring at least ONE resource to enhance your presentation (for example: a picture of the workplace you
visited; a workplace brochure; a task instruction or specification; a policy or procedure; or an agenda of a
meeting you attended).
Use notes (in whatever form) appropriately and sparingly.
Speak clearly and pace yourself (don’t speak too fast)
Make eye contact with your audience.
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PART 4: CONFIRMATION AND EVALUATION OF WBE

Part 4: Confirmation
& Evaluation of WBE

Employer letter to confirm student work experience
Employer evaluation of student

Student evaluation of WBE

Instructions to complete Part 4:
The confirmation of WBE and evaluation takes place once you have finished the WBE
placement. Some of the documents need to be completed before you leave the workplace
and others when back at the college.

Before you leave the host employer
Make sure you have the completed the Employer Confirmation letter and the Employer
Evaluation:


The Employer Confirmation Letter confirms your placement with the employer
and indicates what work experience you received. This will assist you to get
employment in the future. Make sure that your employer stamps the top of
the letter.



The Employer Evaluation provides the opportunity for your host employer to
evaluate your performance during your placement. You need to make sure that this
is completed by your host employer before you leave the workplace.

When back at the college
Evaluate your WBE by completing the Student Evaluation in full.

Your last steps before you leave your employer
Remember you cannot easily go back to your host employer. Make sure you have a
completed confirmation letter and evaluation from your employer BEFORE you leave. Also
do a final check to see that you have all the information and signatures you need.
Remember to thank your employer in person when you leave and in writing – it is a good idea to
send an email of thanks.
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EMPLOYER LETTER TO CONFIRM STUDENT WORK
EXPERIENCE PROVIDED
Employer letterhead/stamp

Date……………………………..
Confirmation of student work experience
This letter serves to confirm that …………………………………………………....(name of student)
spent ……….(number of days) with …………………………..………………..(name of employer) from
..……..…..…….…… to …….……...……..……. (placement dates) to gain workplace experience. At the
time, the student was completing level 2 / level 3 / level 4 (circle relevant year of study) of the National
Certificate (Vocational) in …………………………………………………………..…………. (name of
programme) at ……………………………………………………….….….. (name of college).
Key areas in which work exposure and experience were provided include:
……………………………………………………..…………………………………………………….
……………………………………………………..…………………………………………………….
……………………………………………………..…………………………………………………….
……………………………………………………..…………………………………………………….
……………………………………………………..…………………………………………………….
……………………………………………………..…………………………………………………….
………………………………………....
Name of employer representative
…………………….…………….…….
Job title
…………………………………..…….
Signature
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EMPLOYER EVALUATION OF STUDENT
Please complete the following evaluation on the student hosted.
Name of student ……………………………………………………………………………………….
1.

Rating of students. Circle the number that best applies in each case where 1 = very
poor, 2 = poor, 3 = fair, 4 = good, and 5 = very good.
ITEM BEING RATED

RATING

Vocational and technical knowledge. The student displayed knowledge of
his/her career field appropriate to his/her level of study.

1

2

3

4

5

Practical competence. The student was able to effectively carry out tasks at
a level appropriate to his/her level of training.

1

2

3

4

5

Ability to learn. The student was able to easily learn new things.

1

2

3

4

5

Interest in work. The student asked questions and showed an interest in the
work.

1

2

3

4

5

Takes initiative. The student looked for work to do and acted voluntarily.

1

2

3

4

5

Communication skills. The student was able to make her/himself adequately
understood and could follow spoken and written instructions.

1

2

3

4

5

Punctuality. The student arrived at work on time and kept time.

1

2

3

4

5

Works neatly and cleans up afterwards. The student produced neat work
and willingly engaged in the process of cleaning up after completing a task.

1

2

3

4

5

Health, safety, security and legality. The student understood and followed
industry-relevant health, safety, security and legal practices.

1

2

3

4

5

Attitude and cooperation. The student showed willingness and had a good
attitude and was able to get along with others.

1

2

3

4

5

2.

Overall comments on the student’s performance

………………………………….…………………………………………………………...………………………

…………………………………………………………………………………………………………
…………….……………………………………………………………………………………………
…………….……………………………………………………………………………………………
3.

Does the student display the qualities you would look for in an employee? Please
explain.

…………….……………………………………………………………………………………………
……………………………………………………………………………………………………………
…………….……………………………………………………………………………………………
Name…………………….…..………………… Job title.....………….……………..………………
Signature ………………….………..….……..
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STUDENT EVALUATION OF WBE
INSTRUCTIONS FOR COMPLETING THE EVALUATION
Answer the questions that follow about your workplace experience.
1. Did you feel adequately prepared by your college for your work placement? Explain your answer.
For instance, did you have some information about the employer hosting you? Did you know what
would be required of you and how to complete your task book?
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
2. Was your workplace-based experience relevant to what you have learned in your programme at
college? If yes, give a few examples of how it related to this.
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
3. Rate and comment on the value of your workplace-based experience.
Not at all useful

Not that useful

Fairly useful

Very useful

Extremely useful

Give reasons for your rating ………...……………………………………………………………………
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
4. What did you find most valuable about your workplace-based experience?
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
5. What did you find least valuable about your workplace-based experience?
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
6. How do you think your experience could have been improved?
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
7. Do you have any other comments?
………………………………….…………………………………………………………...………………………
………………………………….…………………………………………………………...………………………
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PART 5: ASSESSMENT

Instructions to assess the workplace-based experience
practical 2 tasks
In total there are FIVE assessment rubrics which together provide a mark for practical task 2
for each vocational subject and the optional subject.


Section A is assessed using ONE rubric, found at the end of section A.



Each activity in section B is assessed using a subject specific rubric, found at the end
of each activity. There are FOUR section B rubrics.

Section

Rubric

Activity assessed

Subject
assessed

Section A

Rubric 1

Activity 1: Induction Checklist

Relevant to all
subjects

Activity 2: Daily Log and Journal
Activity 3: Investigate the workplace and your career path
Task 1: Overview of the workplace
Task 2: Health and safety
Task 3: Appreciate your career path
Section B

Rubric 2

Activity 4: Prepare or observe the preparation of a
vegetable / side dish and evaluate the quality of a dessert

Food Preparation

Rubric 3

Activity 5: Analyse, cost and adapt menu items

Hospitality
Generics

Rubric 4

Activity 6: Observe and analyse the receipt, storage and
quality control of goods

Hospitality
Services

Rubric 5

Activity 7: Ensuring high quality service standards and
dealing with client complaints

Client Services
and Human
Relations

Each rubric clearly stipulates the assessment criteria linked to each question in the activity.
Marks are allocated for each criterion (and sub-items of a criterion). Each rubric is assessed
out of a total of 100 marks (a percentage mark).
The MARK TABLE (on the next page) should be used to record and calculate your final mark for
practical task 2 for each VOCATIONAL subject and the OPTIONAL subject. Section A
provides half the total mark for each subject and the subject-specific section the other half. For
instance, the mark for ‘Food Preparation’ is calculated as follows: Section A: Rubric 1 + Section
B: Rubric 2 ÷ 2 = mark for ‘Food Preparation’.
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MARK TABLE
NC(V) HOSPITALITY LEVEL 4
WORKPLACE-BASED EXPERIENCE PRACTICAL 2 TASKS
Name of Student

MARK ALLOCATION
Please insert marks for each section and rubric as indicated in the table below to reach the final mark for
the three VOCATIONAL subjects and the OPTIONAL subject. If the OPTIONAL subject has not already
been included in the table, please insert the name of this subject and the marks attained for it too.
Food
Preparation

Mark
achieved
by student

Hospitality
Generics

Mark
achieved
by student

Hospitality
Services

Mark
achieved
by student

Client
Services and
Human
Relations

SECTION A:
Rubric 1

SECTION A:
Rubric 1

SECTION A:
Rubric 1

SECTION A:
Rubric 1

SECTION B:
Rubric 2

SECTION B:
Rubric 3

SECTION B:
Rubric 4

SECTION B:
Rubric 5

TOTAL (200)

TOTAL (200)

TOTAL (200)

TOTAL (200)

Mark ÷ 2 = %

Mark ÷ 2 = %

Mark ÷ 2 = %

Mark ÷ 2 = %

Food
Preparation
PRAC 2 (%)

Hospitality
Generics
PRAC 2 (%)

Hospitality
Services
PRAC 2 (%)

Client
Services and
Human
Relations
PRAC 2 (%)

Mark
achieved
by student

Signature of lecturer:
Food Preparation
Signature of lecturer:
Hospitality Generics
Signature of lecturer:
Hospitality Services
Signature of lecturer:
Client Services and Human Relations
Signature of student
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