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[bookmark: _Toc513200211]Introduction
[bookmark: _Toc513200212]What is in this document
Recording forms to be used by City & Guilds Independent End-Point Assessors (IEPAs):
Initial Meeting Recording Form
Business Project Recording/Feedback Form 
Practical Observation Recording Form
Apprentice Feedback Form.
This document must be used alongside the End-Point Assessment Pack for Independent End-Point Assessors.
[bookmark: _Toc513142640][bookmark: _Toc513200213]Guidance on how to use the recording forms
You must use the forms provided by City & Guilds in the format laid out in this document.
Initial Meeting Recording Form
This form is completed during the initial meeting to confirm decisions that have been agreed.  On the form you should:
· complete the apprentice details in advance of the meeting
· record names of those that attend together with their designation eg apprentice, tutor, sous chef 
· confirm that the Project Proposal (and related Declaration of Authority Form) and work schedule has been received.  This can be sent on the day of the meeting
· record the dates and times agreed for the assessments to take place.  You must read the End-Point Assessment Pack for Independent End-Point Assessors before arranging the meetings to ensure the order of assessments meets requirements
· note the date agreed for the apprentice to submit their Business Project (at least seven days prior to the Professional Discussion)
· record any additional topics that were discussed eg if the apprentice or employer asked any questions about the assessment tasks
As this is a remote meeting, you are to complete the form and send a copy to the employer and apprentice.  Their contact details should be recorded on the form.
Business Project Proposal Recording/Feedback Form 
This form has a number of purposes:
1. This Project Proposal will be presented to you in advance of the meeting.  You should review the content of the Project Proposal to ensure it enables the apprentice to access Pass and Distinction criteria.  You should make note of any issues that may need to be raised at the initial meeting on this form.
2. You should also use this form to identify questions to be asked as a result of the presentation of the Business Project.
3. You should use this form to identify themes to follow up in the Professional Discussion.
4. Finally, you use this form to record your final judgement and any commentary related to the Business Project task.
The form can be completed electronically or in writing.  If completed in writing, you may want to expand the boxes before printing the document.  This is the only change allowed to the document.
Practical Observation Recording Form
This form includes all the grading criteria that needs to be applied to the assessment of the Practical Observation.  For each topic, there is a section where you can record your observations and justification.  This exists for both Pass and Distinction criteria.  
You can either complete this form electronically during the observation or print a hard copy to write on.  If printing a hard copy you might want to increase the size of the boxes to write in prior to printing the form.
Professional Discussion Recording Form
In advance of the Professional Discussion you should prepare this form with the planned areas you are going to discuss with each apprentice.  You should save a version of the prepared form.  You should then use the same form during the Professional Discussion to record the responses given by the apprentice and any further topics covered or questions asked.
You can either complete this form electronically during the professional discussion or print a hard copy to write on.  If printing a hard copy you might want to increase the size of the boxes to write in prior to printing the form.
Apprentice Feedback Form
The feedback form only needs to be completed when feedback is to be sent back to the Apprentice.  All Apprentices that failed any end-point assessment will be provided feedback, however there may be other occasions when City & Guilds will ask you to complete a feedback form for apprentices that have not failed.  
This form, unlike other recording forms should be written to the apprentice, it should highlight clearly areas where they have achieved and areas where they have not met the required standard.  It should be written so that clear what areas they need to focus on prior to any resit.  Further information around feedback to Apprentices can be found in the IEPA Manual.
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	Apprenticeship Standard
	Senior Chef – Production Cooking
	Date of meeting
	DD/MM/YY

	Apprentice
name
	Apprentice name
	Enrolment 
number
	1234567



	Contact details 

	
	

	
	



	Attendees

	Name 
	Designation

	
	

	
	

	
	

	
	



	Documentation received

	Business Project Proposal Form
	/

	Declaration of Authenticity Form
	/

	Schedule of Work
	/



	Agreed assessment schedule

	Assessment
	Date
	Time

	Business Project
	
	

	Practical Observation
	
	

	Professional Discussion
	
	



	Additional Information
	

	Date Business Project to be submitted

	

	Points of clarification requested from apprentice/employer

	

	Other comments to be noted
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	Apprenticeship Standard
	Senior Chef – Production Cooking

	Apprentice
name
	Apprentice name
	Enrolment 
number
	1234567

	IEPA
	
	Final grade
	



	701/751
Business Project

	Commentary/notes

	Business Project Proposal – notes for discussion at initial meeting
	





	Business Project – questions for presentation

	







	Notes of any themes or areas to follow up in professional discussion    
	











	Assessment criteria


	
	Pass
The apprentice has
	/

	Culinary
	· Given a general introduction and background to the department, team or area of work, including how this relates to the business unit (if applicable)
· Explained how the business fits into the hospitality industry
· Demonstrated an awareness of and understanding for the need for deadlines
· Indicated how the apprentice keeps up to date with trends and the changing industry
· Outlined the problem, challenge or opportunity identified
· Stated the aims and objectives of the project
· Identified how potential changes would lead to measurable improvements and benefits to the department, team or area of working
· Consulted relevant stakeholders to inform the results and recommendations
· Provided an indication of costs associated with proposed business recommendations
· Identified applicable legislation and ensured the proposal complies where necessary
· Provided a research methodology to demonstrate a logical, coherent approach
· Made clear recommendations for implementation
· Provided concise validation and justification of recommendation(s).
	

	
	Distinction
The apprentice has achieved everything at a Pass grade and has:
	/

	Culinary
	· Given a detailed introduction and background of the department, team or working area/wider business unit
· Outlined the current situation which has led to the identification of a challenge or opportunity
· Provided detailed aims and objectives for the project, linking to current situation
· Identified measurable improvements and benefits to the organisation
· Reviewed the project to ensure it meets organisational and legal requirements
· Shown a range of research has been used effectively, including obtaining information from stakeholders
· Made detailed recommendations for implementation, including timings and potential costs
· Shown a range of qualitative and quantitative research has been used effectively
· Provided detailed recommendations for implementation
· Provided detailed validation and justification of recommendations
· Proposed timeframes.
	




	Summary


	Overall comments and justifications for grade









I confirm that the apprentice has achieved all the requirements of this end point assessment and that all assessments were conducted under the specified conditions and context, and are valid, authentic, reliable, current and sufficient.

	IEPA
	Name & Signature 
	Date
	DD/MM/YY
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	Apprentice
	Name
	Enrolment 
number
	1234567

	Assessment venue
	Name & location
	Date of assessment
	DD/MM/YY

	IEPA 
	Name & Signature
	Final grade
	



	Assessment criteria


	
	Pass
The apprentice has
	/

	
	· Ensured all actions are in line with business/brand standard
· Ensured activities comply with legal requirements, industry regulations, social responsibility, professional codes and organisational policies/standards
· Briefed the team on required activities, setting realistic work objectives
· Communicated effectively with the team, customers and other departments/stakeholders
· Monitored the team during activities to ensure correct performance levels are achieved
· Provide leadership ,supervision and support to the team and its members as required, leading by example to maximise performance
· Prepared the food and food production area for service, ensuring business/brand standards are maintained and changes or additions to menus or promotional materials are informed to the correct person
· Ensured stock/resources are ready for service
· Ensured team are briefed on preparation and service requirements
· Responded to requests for additional information accurately and promptly
· Recorded consumption and keep all records (manual or electronic) up to date and supplied to the correct person.
	

	
	Distinction
The apprentice has achieved everything at a Pass grade and has:
	/

	
	· Planned activities to maximise time and available resources
· Identified opportunities to ‘go the extra mile’ with either customers or in supporting team
· Actively promoted business/brand standard when briefing team members and monitoring service
· Ensured communications are efficient, understood and resultant actions undertaken at the appropriate time
· Minimised potential disruption by proactively assessing the activities and identifying and addressing issues in advance.
	




	Additional information


	Record any questions asked and responses provided






	Summary


	Overall comments and justifications for grade







	Notes of any themes or areas of the standard to follow up in Professional Discussion
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	Grade awarded

	






	Apprenticeship Standard
	 Commis Chef
	Apprentice name
	 Apprentice name
	Enrolment number
	 1234567

	Name
	 IEPA name
	Assessment date
	DD/MM/YY 



	Attendees

	Name:
	
	Designation:
	





	Area of Standard
	Question
	Response

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Overall comments and justification for grade allocated/conclusions drawn






I confirm that the evidence presented here is an accurate account of the assessment that took place.
	Independent End-Point Assessor
	Signature 
	Date
	DD/MM/YY
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	Apprentice
	Name 
	Enrolment number
	

	Assessment
	Component number & Title

	IEPA
	Name 
	Date of end-point assessment
	DD/MM/YY


	
	


	Task / AO
	Feedback
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