	PRACTICAL TASKS evaluation


International Hotel Management


	Professional Mentor Guide – April 2022

BMIH4002 – Food & Beverage Operations
BMIH4006 – Operating Hotel Facilities



[image: ]
[image: ]

BMIH4002 & BMIH4006
Practical Tasks Evaluation Guidance

The practical tasks assignment offers you as the Placement Mentor the opportunity to reflect and give feedback on the student’s work, the skills and attributes they have developed, and whether or not they met your placement objectives. It is worth 25% of the student’s overall module mark.

PROCESS

Students are encouraged to arrange and prepare for an end-of-term review with you when they have finished their hours to discuss their performance at and contribution to the placement, including their progress towards agreed goals and activities and the level to which they have demonstrated the graduate skills of time management, behaviors & attendance, communication, teamwork and personal enterprise.

The practical tasks evaluation form can be completed either during or after this meeting, electronically or by hand. It should be printed for signature before returning it to the student to submit for assessment.

The practical tasks evaluation form can be found within this handbook along with criteria to enable Professional Mentors to complete both sections of the form.

As the Professional Mentor, you should tick one box that best describes the level of competence in each of the four skills within the matrix provided on page 1 of the form. The skills matrix criteria provides detail of competence levels to help you with this.





You should then complete the Professional Mentor statement on page 2 of the form. Where applicable, the Professional Mentor statement should include specific examples of work the student has undertaken which have contributed to overall team or placement organisation goals. See the Professional Mentor statement section of the marking criteria for examples of the types of activities and achievements which could be included within the Professional Mentor statement. Please note, this is not an exhaustive list.

Please ensure that you familiarise yourself with the criteria and complete both pages of the form (skills matrix and professional mentor statement).

UWTSD Lecturers will use the marking criteria to award a mark for the evaluation (which forms 25% of the overall module mark) based on the completed skills matrix and professional mentor statement, in accordance with the University common marking scale and normal University procedures.
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	Skills Matrix Criteria: 
To aid completion of Skills Matrix (page 1 of Practical Tasks Evaluation)
	Indicators of unsatisfactory competence include:
	Indicators of satisfactory competence include inconsistent and/ or ineffective use of skills resulting in:
	To demonstrate good competence the student will have:
	To demonstrate very good competence the student will have consistently and effectively:
	To demonstrate excellent competence the student will have consistently and effectively:

	Time management & attitude: Manage time effectively through attendance, time keeping, completion of required hours.
	· Frequently not following instructions;
· Not learning from feedback;
· Poor time management;
· Limited / no attendance.
· Unacceptable behavior.
	· Inconsistent at following instructions;
· Inconsistent at learning from feedback;
· Inconsistent time management skills;
· Satisfactory attendance;
· Inconsistent behaviour / attitude.
	· Followed instructions well;
· Listened to feedback;
· Good time management skills;
· Good attendance;
· Good behaviour.
	· Listened to instructions and acted accordingly;
· Asked for feedback on performance.
· Been punctual on all occasions.
· Had very good attendance.
· Demonstrated a positive attitude.
	· Listened to instructions and acted accordingly;
· Proactively asked for feedback and acted upon it;
· Had excellent time management skills, always being ready for shift ahead of time;
· Demonstrated a hospitality mindset;
· Had excellent attendance.

	Communication: 
Use speech, writing, non-verbal methods and technology to present and exchange opinions, ideas and information effectively.
	· frequently not engaging in appropriate communication;
· Not listening;
· Failing to meet the needs of the audience.
	· Providing inaccurate or confusing messages;
· Failing to meet the needs of the audience on occasions.
	· Produced accurate and coherent messages that met the needs of the audience;
· Encourage dialogue with others.
	· Used a range of appropriate communication methods;
· Met the needs of different audiences;
· Actively listened to others.
	· Consistently evaluated and selected from a range of methods; to communicate with different audiences for different purposes.

	Teamwork: 
Build effective working relationships and collaborate with other people.
	· Frequently opting out of team working activities;
· Acting in ways that adversely affect the team.
	· Not building and maintaining working relationships;
· Making a limited contribution to achieving team goals.
	· Agreed their role and responsibilities with supervisor and colleagues;
· Formed working relationships across teams;
· Contributed to achieving team goals.
	· Regularly consulted with colleagues and other stakeholders;
· Developed and adapted their role within the team;
· Made an important contribution to achieving team goals.
	· Performed a variety of team roles, to an excellent standard;
· Made a substantial contribution to achieving team goals.

	Personal Enterprise: 
Use problem solving to respond to opportunities to improve own performance and work processes.
	· Not actively seeking opportunities;
· Not anticipating problems;
· Avoiding challenges.
	· Not identifying opportunities or problems that are relevant to role;
· Not generating ideas to solve problems.
	· Identified some problems and opportunities;
· Generated and shared solutions to some problems for themselves or their team.
	· Proactively identified problems and opportunities that were relevant to the role;
· Used problem solving techniques to generate ideas;
· Selected and implemented appropriate actions.
	· Proactively generated, evaluated and presented/ implemented innovative ideas that improved own performance and work processes.




Marking Criteria: Practical Tasks Evaluation Combined Skills Matrix and Professional Mentor Statement

	
	<40%
	41-49%
	50-59%
	60-69%
	70%+

	Relates to Skills Matrix (page 1 of Practical Tasks Evaluation form). A point value is allocated to each tick. Where ticks are distributed across more than one matrix column, a numeric score will be awarded accordingly.
	Four ‘unsatisfactory’ equivalent to a score of <40.
	Four ‘satisfactory’ equivalent to a score of 41+.
	Four ‘good’ equivalent to a score of 50+.
	Four ‘very good’ equivalent to a score of 60+.
	Four ‘excellent’ is equivalent to a score of 70+.

	Relates to Professional Mentor statement (page 2 of Practical Tasks Evaluation form). Provide specific examples of student actions that explicitly evidence that:
	Professional Mentor statement not completed.
	Student seemed unaware of or unconcerned with team and/or organisational goals OR Professional Mentor statement not completed.
	Student had a clear understanding of team and/or organisational goals and contributed to these in a meaningful way e.g.
· Addressed some organizational needs.
· Received some positive feedback from guests / team members.
· Completed departmental tasks well.
	Student had a clear understanding of team and/or organisational goals and contributed to these in a meaningful way e.g..
· Suggested ideas after facing challenges.
· Addressed organizational needs.
· Received positive feedback from guests / team members.
· Completed departmental tasks very well.
	Student helped formulate team and/or organisational goals and made a substantial contribution to these e.g.
· Providing critical resources for increasing the productivity of others.
· Increased organisational revenue / productivity.
· Improved service user satisfaction.
· Produced performance levels equal to that of permanent staff. 
· Addressed organisational needs that otherwise would not have been met.
· Completed departmental tasks to an excellent standard.








Practical Tasks Evaluation
BMIH4002 & BMIH4006
	Student Name: 
	Purna Lal Sapkota

	Student Number:
	2108557

	Placement Hotel:
	West Bromwich Premier Inn

	Professional Mentor:
	Irinka Donkova

	Placement Tutor:
	Linsey Hooper	

	Hours Completed:
	144



Skills Matrix
In the grid below: U=Unsatisfactory; S=Satisfactory; G=Good; VG=Very Good; E=Excellent/Exceptional
Ideally, the Professional Mentor will discuss this evaluation with the student at the start, in the middle and at the end of the placement.
Please use the descriptors of competence for all levels and across all four skill areas as provided in the practical tasks criteria to inform your evaluation of the student’s performance during their time on placement.
	Competence
	Definition
	U
	S
	G
	VG
	E

	Time Management, Behaviours and Attendance.
	Manage time effectively and display a hospitality mindset in order to achieve goals. Complete required hours.
	
	
	
	
	· 

	Communication
	Use speech, writing, non-verbal methods and technology (where applicable) effectively to present and exchange opinions, ideas and information.
	
	
	
	
	· 

	Team Working
	Build effective working relationships and collaborate with others.
	
	
	
	
	· 

	Personal Enterprise
	Use problem solving to respond to opportunities to improve own performance and work processes.
	
	
	
	
	· 



Please now complete the Placement Mentor Statement overleaf.



1
Professional Mentor Statement
How has the student contributed to your team/organizational goals? Please provide specific examples and see the Placement Evaluation marking criteria and additional guidance for details and descriptors.
	Purna Lal has been an excellent addition to our team during the time he has spent here at Premier Inn West Bromwich. Purna is an extremely punctual individual and takes great pride in his appearance when working at the front desk. Prior to the start of every shift Purna prepared by way of setting out a notepad and pen at reception ready to take any notes and/or advice given to him by staff. Not only this, when shadowing a reception team member Purna would actively ask questions and attempt at carrying out tasks himself. As a result of the consistent focus and confidence Purna displayed, he was entrusted with taking the lead role in reception while staff supported. Doing this massively added to Purna’s confidence when speaking with guests and dealing with queries both face to face and via the phone.
 As part of his placement Purna spent time in both Departments : 
· Housekeeping
· Front of House
It is our teams that ensures our guest are guaranteed consistently high standards and a great night sleep, whichever Premier Inn they choose to stay and Purna as part of our team was supporting our day to day operations as:
· Forecasting how many team member we will need for the day
· Ensuring the team has enough linen and consumables all rooms to be clean to our Brand Standards
· Completing the 3 days advance call for our guests to ensure our guests have all the information they need prior to arrival and help us to meet their needs
· Ensures our guests receive warm and efficient welcome
· Ensures every issue appears during our guest stay is handled with heart
During his placement he has been completing together with the Deputy Hotel Manager all daily, weekly and monthly tasks ensuring our guests and team are kept safe and all internal audits are successfully passed such as:
· Means of escape
· Fire alarm test
· Disable alarm test
· Hearing loop test
· Vibrating pillows test
· Interactive CCTV test
· Personal attack buttons test
· Internal safety checks 
· payment device check
· bed bugs checks
He lead a fire evacuation drill for the team putting on practice his knowledge of the course completed on Whitbread academy online portal which need to be completed every six months with an outstanding result. 
 
Purna was evaluating our guest scores against our targets on a daily basis. Checking guest feedback online and gathering information on a process of checking our guests to find what was affecting our scores  and comes up with different ideas how to positively impact our guest score measures. 

they are the first person re them. They should feel like they are the first person

Seeks to understand evolving customer needs in order to contribute to new ideas; Seeks to understand evolving customer needs in order to contribute to new ideas; Seeks to understand evolving customer neeto new ideas;



	Signed:
	

	Professional Mentor (please print):
	Irinka Donkova

	Date:
	28/06/2022



This evaluation is worth 25% of each practical module. It should be completed electronically or by hand and printed for signature before returning to the student for them to submit after completion by the deadline of Friday July 8th 2022.

2
FOR INFORMATION ONLY - Students have the following assignments to consider whilst on placement:

BMIH4002 – Food & Beverage Operations

· Assignment 1 (25%) – Learning Log (750 words)
· Assignment 2 (25%) – Practical Tasks (Skills Matrix & Professional Mentor Evaluation)
· Assignement 3 (50%) – Multiple- choice Question Paper (1hr)

BMIH4006 – Operating Hotel Facilities

· Assignment 1 (25%) – Learning Log (750 words)
· Assignment 2 (25%) – Practical Tasks (Skills Matrix & Professional Mentor Evaluation)
· Assignement 3 (50%) – Présentation (10mins)


Assignments 1 & 2 for both modules are due to be submitted to Turnitin (via Moodle) by Friday 8th July 2022.

Assignment 3 for both modules will take place during the final week of term (w/c 4th July 2022). These will take place online. Placement Tutors will liaise with students, to arrange a specific day and time for each assessment. The multiple-choice test will be based on food management systems, HACCP and food safety and hygiene fundamentals. Resources will be provided to students to help them prepare. They are encouraged to also expand and deepen their knowledge whilst working within food & beverage.

The 10minute presentation requires students to discuss an operational issue that they encountered / witnessed whilst on placement, whilst allowing them to suggest solutions to alleviate future occurrences. It could be a specific incident, or a more general theme, such as staff shortages. 
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