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 Level 6 Hotel Placement – Weekly Progress Tracker
Task: Maintain a weekly progress tracker documenting your experiences, tasks performed, challenges faced, and lessons learned. Bullet points format is welcome. You must submit this document to the designated Turnitin link by [Friday 7th March 2025] at 23:59pm.

	Week 1

	Experiences/Tasks/Challenges/Lessons
(outline hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Food and Beverages
· Met with team members and managers to understand department operations.
· Learned how to set up the restaurant for breakfast, lunch, and dinner, including different seating arrangements and table settings.
· Assisted in serving guests, taking orders, and observing guest preferences and service standards.
· Introduced to Challenge 25 Policy for alcohol service, verifying IDs, and understanding responsible alcohol service.
· Observed how alcohol and essential supplies were ordered, stored, and maintained.
· Noted that managers were actively involved in daily operations due to a lack of staff.
· Developed an understanding of the fast-paced nature of F&B operations and the importance of teamwork and adaptability in service delivery.
	23/01/2025
17:00 – 22:00

24/01/2025
08:00 – 20:00

25/01/2025
08:00 – 20:00

26/01/2025
08:00 – 20:00
	
	



	Week 2

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Food and Beverages
· Took part in more hands-on tasks, including managing table turnovers during busy service periods.
· Assisted in counting inventory, ensuring stock levels were maintained, and learning how to place orders for alcohol and other essential items.
· Learned about allergy awareness and protocols, ensuring compliance with guest safety standards.
· Noticed how critical clear communication was when handling guest requests and resolving service delays.
· Stepped in to assist colleagues when staffing levels were low, improving my ability to multitask and handle service pressure.
· Strengthened my problem-solving skills and gained deeper insights into the operational challenges of managing an F&B department.

	30/01/2025
17:00 – 22:00

31/01/2025
08:00 – 20:00

01/02/2025
08:00 – 20:00

02/02/2025
08:00 – 20:00


	
	










	Week 3

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Leisure club
· Learned the structure and daily operations of the leisure 
club, including spa,pool, gym, and steam room management.
· Pool Testing & Water Quality Management: Conducted
daily pool tests, measuring chlorine and pH levels to ensure
water safety.
· Chemical Risk Assessment & COSHH Compliance:
Gained knowledge of Control of Substances Hazardous to Health (COSHH) regulations and risk assessments for handling chemicals.
· Safe Handling of Chlorine & Other Chemicals:
Understood how to store and use chlorine safely to prevent harmful exposure.
· Maintaining Cleanliness & Hygiene: Assisted in the
Up keep of spa, gym, and steam room areas, ensuring all facilities met hygiene standards.
· Fire Safety Procedures: Learned emergency evacuation
protocols and fire safety measures specific to leisure facilities.
· Guest Interaction & Customer Service: Engaged with
members, assisted with inquiries, and ensured a positive
customer experience.
· Payment Processing & Tracking: Took payments,
Managed membership records, and monitored financial transactions related to club services.
· Preventing Hazards & Ensuring Safety: Learned best
practices for preventing slips, trips, and falls in wet areas, along with monitoring spa and steam room usage to avoid health risks.
· Learning Outcome: Developed a strong understanding of
health and safety regulations, customer service in a leisure
setting, and the operational challenges of maintaining high
hygiene and safety standards.




Reception
· Gained an understanding of the daily responsibilities of the reception team, including guest check-ins and check-outs.
· Reservation & Booking System: Learned to navigate hotel reservation software for handling bookings, cancellations, and room allocations.
· Guest Interaction & Customer Service: Assisted with welcoming guests, providing information about hotel services, and addressing inquiries professionally.
· Handling Payments & Billing: Processed guest payments, invoices, and refunds, ensuring accuracy in transactions.
· Complaint Handling & Problem-Solving: Responded to guest complaints and special requests, resolving issues effectively to ensure satisfaction.
· Communication with Housekeeping & Other Departments: Ensured seamless coordination between reception, housekeeping, and F&B to meet guest needs.
· Check-In & Check-Out Procedures: Learned the importance of efficient, accurate guest check-in and check-out for smooth hotel operations.
· Key Management & Security: Understood guestroom key handling protocols and hotel security measures.
· Managing VIP & Special Requests: Assisted in handling VIP guests and special accommodations, ensuring personalized service.
· Learning Outcome: Developed skills in guest relations, hotel software systems, and problem-solving, while gaining insights into the critical role of reception in overall guest experience and hotel efficiency.







	06.02.2025
17:00 – 22:00

7/8/9.02.2025
08:00 – 20:00
	
	




	Week 4

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Conference and Events
· Gained an understanding of how the hotel manages conferences, corporate meetings, banquets, and private events.
· Event Setup & Logistics: Assisted in setting up
conference rooms, banquet halls, and meeting spaces,
ensuring proper layout, seating arrangements, and table settings.
· Audio-Visual Equipment Handling: Learned how
to set up and test projectors, microphones, and sound systems
for corporate meetings and presentations.
· Guest Interaction & Event Coordination: Worked
closely with event organisers to ensure smooth communication
and delivery of their requirements.
· Catering & Food Service for Events: Helped
manage buffet-style and plated meal services, coordinating
with the kitchen to ensure timely food delivery.
· Managing Large Crowds & VIP Guests: Assisted
in handling high-profile guests, ensuring special requests were
met while maintaining professional standards.



	13.02.2025
17:00 – 22:00

14.02.2025
08:00 – 20:00

15.02.2025
08:00 – 20:00

16.02.2025
08:00 – 16:00
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