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1 [bookmark: _Toc32914060]Introduction
[bookmark: _Toc32914061]What is in this document
Recording forms to be used by Independent End-point Assessors 
Business project recording/feedback form
Practical observation recording form
Professional discussion recording form
Apprentice feedback form

This document must be used alongside the Assessment Pack for Independent End-Point Assessors.
[bookmark: _Toc32914062]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.
Business project recording/feedback form
This recording form should be completed once you have reviewed the business project provided by the apprentice. There is a section available for you to record any themes that you may wish to follow up on during the question and answer session of the professional discussion.

It includes the grade that you have allocated for the assessment activity and a justification of the grade based on the content of the business project.
Observation checklist form
The observation checklist should be completed during an observation, it can be used electronically or printed and a hard copy filled in. 
If you feel the apprentice has not met the pass standard for any criteria, you should also add commentary and justification for your decisions in the box at the bottom of the checklist.  
The column titled follow up is for you to tick any areas that you identified throughout the observation where you would like to seek further clarification during the professional discussion.  You can make further notes around this in the justification box if you need to record any further details to support you in remembering what exactly prompted the need to follow up.
Professional discussion recording form
In advance of the professional discussion you should prepare this form with the areas of the standard that you are going to discuss with each apprentice. The professional discussion should not include aspects of the standards that have already been covered either by the business project or observed at the practical assessment and you should already have a record of criteria within the standards that you wish to explore further in the professional discussion.
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 it is 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.


[bookmark: _Toc496471410]
	Apprenticeship Standard
	Title

	Apprentice name
	Apprentice name
	Enrolment number
	1234567

	Centre/EPA customer name
	
	Centre number
	


	[bookmark: _Hlk21871069]701/751 Business Project
	P/D/X

	Notes of any themes or areas to follow up in professional discussion    
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[bookmark: _Hlk21870969][bookmark: _Toc32914063]Business project recording/feedback form 

	Justification of Assessment decision

	






	IEPA
	Name & Signature 
	Date
	DD/MM/YY





	To achieve a pass grade the apprentice has achieved all the criteria below 
	To achieve a distinction grade the apprentice has achieved everything at a pass grade and all the criteria below

	P1. Provided a general introduction and background to the department, team or area of work, including how this relates to the rest of the business unit (if applicable)
P2. Explained how the business fits into the hospitality industry (links to briefing paper given in planning meeting)
P3. Demonstrated an awareness of and understanding for the need for deadlines
P4. Explained how they keep up to date with trends and the changing industry
P5. Outlined the problem, challenge or opportunity identified
P6. Stated the aims and objectives of the project
P7. Provided an indication of costs associated with the proposed recommendations
P8. Explained how the research was undertaken
P9. Explained how suggested improvements will impact on customers and their experience, or improve business performance
P10. Explained how the idea could be implemented.
	D1. Given a detailed introduction and background of the department, team or working area within the context of the wider business unit 
D2. Outlined the current situation which has led to the identification of a challenge or opportunity
D3. Provided detailed aims and objectives for the project, linking to the current situation
D4. Identified measurable improvements and benefits to the organisation
D5. Reviewed the project to ensure it meets organisational and legal requirements
D6. Demonstrated effective use of a range of research, including obtaining information from stakeholders, such as team members, management, suppliers or customers
D7. Made detailed recommendations for implementation, including timings and potential costs
D8. Provided detailed validation and justification of recommendations
D9. Proposed realistic timeframes for implementation.
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[bookmark: _Toc469052830][bookmark: _Toc453165871]Assessment 702/752 	Pactical observation 
[bookmark: _Toc491936962][bookmark: _Toc32914064]IEPA end-point assessment practical observation recording form

	Apprentice

	Name
	Enrolment 
number
	1234567

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

	IEPA 
	Name & Signature
	Total points
	
	Final grade
	






[bookmark: _Toc498871721][bookmark: _Toc478995356][image: C&G_Logo_CMYK][image: C&G_Logo_CMYK]Assessment 702/752 Practical observation
[bookmark: _Toc32914065]Task Checklist: 

	To achieve a pass grade the apprentice has met all the requirements listed in the standard. They must also
· achieve tasks on time and to standard

	Tick when achieved

	Core
	CS1 Demonstrate effective, two-way communication
	

	
	CS1/BS4 Establish needs through questioning, confirm understanding of needs
	

	
	CS3 Act on information
	

	
	BS2/BS3/BS8 Demonstrate ability to take responsibility for self and work requirement
	

	
	BS3 Demonstrate the ability to meet deadline
	

	
	BS7/BB7 Demonstrate the ability to maintain personal and other team members’ safety
	

	
	SS1/PB2 Demonstrate positive and encouraging behaviours to maintain professionalism
	

	
	CS2/BS1/BS5 Actively deliver according to the business / brand standards
	

	
	BS1/BS3 Work within required standards and procedures
	

	
	BS1/BS3/BS2 Maintain organisational standards
	

	
	BS7 Work within legislative guidelines
	

	
	PS1/PS2/PS3/PB3 Welcome and support colleagues and customers to ensure required information, goods and services are given
	

	
	CS2/CS3 Deliver excellent service to the customer, meeting their needs or explaining why their needs cannot be met
	

	Food & Beverage
	F&BS1 Prepare service areas and equipment for food and beverage service
	

	
	F&BS1 Prepare customer and dining areas for food and beverage service
	

	
	F&BS1 Greet customers and take orders
	

	
	F&BS1 Serve food and beverages
	

	
	F&BS1 Maintain the dining area during service.
	


	To achieve a distinction grade the apprentice has met all the requirements listed in the pass criteria. They must also
· Work efficiently in a coordinated way
· Work to exceed timescales, standards or ways of working 
	Tick when achieved

	Core
	CS1 Demonstrate genuine rapport with colleagues and customer
	

	
	CS1/BS4/CS3
Accurately determine the needs of others and respond speedily
	

	
	BS2/BS5/BS8 Demonstrate pride in the delivery of products and services
	

	
	BS3 Demonstrated the ability to exceed timescales
	

	
	CS2/BS1/BS5 Consistently represent the business/brand standards
	

	
	BS1/BS3/BS5 Work efficiently and effectively with ease, prioritise tasks so that they are completed in a sequenced and well ordered manner
	

	
	CS2/CS3 Deliver excellent service to customers, going beyond their expectations
	

	
	F&BS1 Prepare service and customer areas to required standards, dealing with issues and implementing contingencies in a timely manner
	

	Food & Beverage
	F&BS1 Provide a positive welcome in line with the brand/organisational standards
	

	
	F&BS1 Deliver an efficient and timely service exceeding customer expectations

	




	Question and responses

	

	Justifications of assessment decision
	







	Areas to follow up for professional discussion
	



	Tutor/Assessor
	Name & Signature
	Date
	DD/MM/YY
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[bookmark: _Hlk17282674]Assessment 703/753	Professional discussion
[bookmark: _Toc461092531][bookmark: _Toc469052808][bookmark: _Toc32914066][bookmark: _GoBack]IEPA end-point assessment professional discussion recording form

	Grade awarded

	







	Apprenticeship Standard
	 Title
	Apprentice
name
	 Apprentice name
	Enrolment 
number
	 1234567

	Name
	 IEPA name
 
	Assessment date
	DD/MM/YY 





	[bookmark: _Hlk21871468]Attendees

	Name:
	
	Designation:
	

	
	
	
	

	
	
	
	

	
	
	
	





	[bookmark: _Hlk21871661]Overall comments and justification for grade allocated/conclusion drawn
	
	
	

	Area of Standard
	Pass Criteria

	Met
	Distinction Criteria
	Met

	Hospitality Industry
	P1. Organisation’s place in the wider hospitality industry
P2. Potential career pathway
	
	D1. Proactively keeps up to date with industry developments, trends and business objectives.
D2. Looks for opportunities to influence improvements in departmental performance in line with new trends developments.
	

	Core
	P3. Meet the requirements of the standards for knowledge, skills and behaviours, citing examples
· Customer
· Business
· People
· First line supervision

	
	D3. Evaluates own performance and takes development opportunities to improve in own job role.
D4. Takes appropriate opportunities to recommend new techniques/procedures/products/services
D5. Evaluates procedures to seek improvement/modernisation
D6. Acts as a role model to other team members, providing support and guidance when required
D7. Encourages and facilitates good team and working relationships
D8. Demonstrates a high level of consideration for people’s opinions
	

	F&BK1



F&BK2



F&BS1


F&BB1





F&BB2


F&BB3
	Know the range of food and beverage service styles and standards within different types of hospitality operations

Know the key features of menu items products and services, and basic food and beverage pairing in line with menu

Ensure each stage of food and beverage service meets business/ brand standard

Take a responsible approach to the preparation, sale and service of food and beverages for example in relation to safe handling and storage, and accurately communicating the contents of products.

Use appropriate opportunities to upsell and promote additional products and services

Actively seek opportunities to delight and ‘wow’ customers in line with the business / brand standard

	
	D9. Takes responsibility for identifying possible development opportunities for self and team members
D10. Evaluates own skills and performance, seeks feedback from others and proactively engages with performance reviews and development planning
D11. Approaches tasks / solves problems with a methodical, considered approach taking into account potential consequences of own actions
D12. Sets an example to team members on efficient ways of working to organisational standards
D13. Considers factors that may affect performance and responds effectively in line with the job role
D14. Has a working knowledge of costs in the department and why the control is important to meet team and organisational needs
	




	Justifications of assessment decision.



I confirm that the evidence presented here is an accurate account of the assessment that took place.
	End 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

	
	



image1.jpeg




